STT TEN THU TUC HANH CHINH TRANG
A. THU TUC HANH CHIiNH DUNG CHUNG
I. LINH VUC HO TICH
01 Thu tuc cip ban sao Trich luc ho tich 4
II. LINH VUC CHUNG THUC
01 | Cap ban sao tir s6 goc 8
0 Chung thyc ban sao tir ban chinh glay td, van ban do co quan, t6 10
chtrc ¢6 thAm quyén ctia Viét Nam cép hoidc ching nhan
Chung thyc chir ky trong cac gidy to, van ban (ap dung cho ca
03 | truong hop chimg thyc di€m chi va truong hop ngudi yéu cau 13
chung thuc khong ky, khong diém chi duogc)
04 | Ching thuc vi€e stra d6i, bd sung, huy bo hop dong, giao dich 16
05 Stra 161 sai sot trong hop dong, giao dich 19
Cép ban sao c6 ching thuc tir ban chinh hop ddng, giao dich da
06 . 21
duoc ching thuc
B. THU TUC HANH CHINH CAP XA
I. LINH VUC HQ TICH
01 | bang ky khai sinh 23
02 | bangky két hon 28
03 Pang ky nhan cha, me, con 33
04 | bang ky khai sinh két hop dang ky nhan cha, me, con 37
05 | bang ky khai tr 43
06 | bang ky khai sinh luu dong 47
07 | Dangky két hon luu dong 50
08 | bang ky khai tir luu dong 54




09 | bang ky giam ho 58
10 | Pang ky chdm dut giam ho 62
11 | Thay ddi, cai chinh, b6 sung thong tin ho tich 66
12 | Cép Gidy x4c nhan tinh trang hon nhan 71
13 | Dang ky lai khai sinh 76
14 | Pang ky khai sinh cho nguoi d3 c6 hd so, gidy to c4 nhan 81
15 | Pangky lai két hon 86
16 | Pang ky lai khai tir 91
Lién thong cac thi tuc hanh chinh vé ding ky khai sinh, cip Thé bao
17 2 2 \ Y 95
hiém y té cho tré¢ em dudi 6 tuoi
18 Lién thong cac thu tuc hanh chinh vé dang ky khai sinh, dang ky 102
thudng trd, cip thé bao hiém y té cho tré em duéi 6 tudi
II. LINH VUC CHUNG THUC
Chung thuc hop dong, giao dich lién quan dén tai san 1a dong san,
01 X, £ o 112
quyén su dung dat, nha &
02 | Chung thuc di chtc 115
03 Chung thie van ban tir chdi nhan di san 117
Chung thuc van ban thoa thuén phan chia di sdn ma di san l1a dong
04 : A o £ 1, 119
san, quyén st dung dat, nha &
Chtng thuc van ban khai nhan di sdn ma di san 1a dong san,
05 X, £ . . 121
quyén su dung dat, nha &
III. LINH VU'C BOI THUONG NHA NUOC
01 Thu tuc giai quyét yéu cau bdi thuong tai co quan truc tiép quan 123
Iy nguoi thi hanh cong vu gay thiét hai
IV. LINH VU'C HOA GIAI O CO SO
01 | Tha tuc Cong nhan hoa giai vién 131
02 | Thu tyc Cong nhén to trudng td hoa giai 134
03 | Tha tuc Thoi lam hoa giai vién 138
04 | Tha tuc Thanh toan thu lao cho hoa giai vién 142




V. LINH VU'C PHO BIEN, GIAO DUC PHAP LUAT

01 | Thu tyuc Cong nhan tuyén truyén vién phap luat 144

02 | Thu tyc Cho thoi 1am tuyén truyén vién phap luat 146
V1. LINH VU'C NUOI CON NUOI

01 | bang ky viéc nudi con nudi trong nudc 148

02 | bang ky lai viéc nudi con nudi trong nude 153




4

PHAN II
NOI DUNG TUNG THU TUC HANH CHINH PUQC NIEM YET
A. THU TUC HANH CHINH DUNG CHUNG
I. LINH VUC HO TICH
1. Thii tuc cap ban sao trich luc h tich
a. Trinh tw thwc hién

- Nguoi co yéu cau cép ban sao trich luc hd tich ndp hd so tai BO phan tiép
nhan va tra két qua thudoc Co quan quan ly Co sé dir licu ho tich c6 tham quyén.

Truong hop co quan, to chirc ¢6 thAm quyén dé nghi cap ban sao trich luc ho
tich ctia ¢4 nhan thi gui van ban yéu cau néu rd 1y do cho Co quan quan ly Co sé
dir liéu ho tich.

- Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu thong tin trong T khai
va tinh hop 1€ cua gidy to do nguoi yéu cau xuat trinh hodc nop.

- Néu hé so day du, hop 18, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngdy, gio tra két qua; néu ho so chwa diy du, hoan thién thi huéng din
ngudi ndp hd so bo sung, hoan thién theo quy dinh; truong hop khong thé bo sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
glay td, ndi dung can bod sung, hoan thién, ky, ghi rd ho, chit dém, tén ciia nguoi
tiép nhan.

- Hb so yéu cau cap ban sao trich lyc sau khi da dugc huong dan theo quy
dinh ma khéng dugc bd sung day du, hoan thién thi nguoi tlep nhan tir chdi tiép
nhan hd so. Viéc tir chdi tiép nhan ho so phai duoc thé hién bang vin ban, trong d6
ghi r0 1y do tu choi, nguoi tiép nhan ky, ghi 0 ho, chit dém, tén.

- Ngay sau khi tiép nhan ho so, néu thiy hd so ddy da va phu hop, cong chirc
lam cong tac ho tich can ctr vao Co s& dir 1i¢u hd tich, ghi nd1 dung ban sao trich
luc ho tich, bdo cao Thu trudng co quan quan ly co s¢ dit li€u ho tich ky ban sao
trich luc ho tich.

- Ban sao Trich luc ho tich chuyén té1 BO phan tiép nhén va tra két qua dé tra
cho nguoi yéu cau.

* Lwu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir so gdc hodc
ban sao dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duoc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban
chinh thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu ndi dung gidy to do, khong duoc yéu
cau ngudi di ding ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky ho tich,

nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, dbi chleu v6i1 thong tin
trong To khai va tra lai cho ngudi xuét trinh, khong duge yéu cau ngudi ding ky
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ho tich np thém ban sao gidy to do. Nguoi t1ep nhan c6 thé chup 01 ban gidy to
xuat trinh hodc ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

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

b. Cach thirc thuc hién

- Nguoi co yéu cau cép ban sao trich luc hd tich truc tiép thyc hién hodc uy
quyén cho nguoi khac thuc hién yéu cau cap ban sao trich luc hd tich;

- Nguoi thue hién yéu cau cap ban sao trich luc ho tich co thé truc tlep nop hod
503 €O’ quan, t6 chirc co yéu cau cap ban sao trich luc ho tich c6 thé truc tiép giri van
ban yéu cau tai B phan tiép nhan va tra két qua thudc Co quan quan 1y co sé dit liéu
ho tich c6 thAm quyén hodc guri ho so, vin ban yéu cau qua hé thong buu chinh.

c. Thanh phin, s6 lwong hé so
* Gidy to phdi xudt trinh:

- Ho chiéu hoic chimg minh nhan dan hodc thé cin cudc cdng dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan ¢6 tham quyen cap, con
gia tri str dung dé chirng minh vé nhan than cua nguoi c6 yéu cau cp ban sao trich
luc ho tich.

Truong hop guri hd so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 ching thuc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- To khai cap ban sao trich luc ho tich theo mau d6i v6i trudng hop ngudi
yéu cau la ca nhan.

- Van ban yéu cau cap ban sao trich luc hd tich néu r6 1y do trong trudng hop
nguoi yéu cau 1a co quan, to chic.

- Van ban uy quyen theo quy dinh cua phap ludt trong trudng hop uy quyen
thuc hién yéu cdu cip ban sao trich luc ho tich. Trudng hop ngudi duoc ¢ Uy quyén
1a 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt ctia nguoi ty quyén thi van
ban uy quyen khong phai cong ching, ching thue, nhung phai c6 gidy to ching
minh moi quan hé véi ngudi iy quyén.

*S6 luong ho so: 01 bé
d. Thoi han gidi quyét

Ngay trong ngay tiép nhan hod so; trudng hop nhan hd 0 sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

e. Péi twong thwe hién thii tuc hanh chinh: C4 nhan
g. Co quan thuc hién thu tuc hanh chinh
Uy ban nhéan dan cép x4 noi quan 1y Co s dir liéu ho tich..

h. Két qud thwe hién thii tuc hanh chinh: Ban sao trich luc ho tich.



i. Phi, L¢ phi

- Phi: Khong.

- Lé Phi: 8.000 dong/1 ban sao;

Mién 1é phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd ngheo; nguoi khuyeét tat.

k. Tén mdu don, mdu to khai

To khai cép ban sao trich luc ho tich (MdNu kem theo)

L. Yéu cdu, diéu kién thwce hign thii tuc hanh chinh

Khong.

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

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

chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va str dung phi khai thac, sit dung thong tin
trong Co s& dir li¢u hd tich, phi xac nhan co quéc tich Vi¢t Nam, phi xac nhén la
ngudi gbc Viét Nam, 16 phi qubc tich (Thong tu sb 281/2016/TT-BTC).
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II. LINH VUC CHUNG THU'C
1. Thii tuc Cép bén sao tir s goc
a. Trinh tu thuc hién

- Nguoi yéu cau cap ban sao tur s6 gdc phai xuat trinh cac glay to' phuc vy
cho yéu cau cap ban sao tur s6 goc. Truong hop ngudi yéu cau cip ban sao tu sO
gbc glri qua buu dién thi phai giri kém theo ban sao ¢6 ching thuc gidy to theo quy
dinh.

- UBND cap X3 can clir vao sb goc dé cap ban 520 cho nguoi yéu cau; noi
dung ban sao phai ghi theo ding noi dung di ghi trong s6 gbc.

- Trong truong hop khong tim thdy s6 gbc hoic trong so gbc khong c6 thong
tin vé ndi dung yéu ciu cap ban sao thi Uy ban nhan dan cap xi dang luu giir s6
gbc ¢6 trach nhiém tra 16i bang vin ban cho nguoi yéu cau.

- Nguoi yéu cau cap ban sao tir s0 gbc nhan két qua tai noi ndp ho so hoic
qua buu dién (néu ndp qua buu dién).

b. Cach thirc thuwce hién

Nop hd so truc tiép tai BO phan tiép nhén va tra két qua thude Uy ban nhan
dan cap xa luu s6 goc hodc gui yéu cau qua buu di¢n.

c. Thanh phan, s6 lwong hé so
* Thanh phdn ho so:

- Trudng hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao c6 chimg
thuc HQ chi€u hodc ching minh nhan dan hodc thé can cudc cong dan con gia tri
st dung.

- Truong hop ngudi yéu cau cp ban sao tir s gbc giri qua buu dién thi phai
gtri kém theo ban sao c¢6 ching thuc gidy chimg minh nhan dan hodc Thé cin cudc
cong dan hodc hd chiéu con gia tri st dung, phong bi dan tem ghi rd ho tén, dia chi
ngudi nhan cho UBND cép xi cip ban sao.

- Truong hop ngudi yéu cau 1a nguoi dai dién theo phap luat, nguoi dai dién
theo uy quyén ctia ca nhan, to chic dugc cap ban chinh; cha, me, con; vo, chéng;
anh, chi, em rudt; nguoi thira ké khac cua nguoi duoc cap ban chinh trong truong
hop nguoi d6 di chét thi phai xuét trinh gidy to' ching minh quan hé véi ngudi
duoc cip ban chinh.

*S6 luong ho so: 01 bé.
d. Thoi han gidi quyét

Trong ngay Uy ban nhan dan cap x3 tiép nhan yéu cau hoic trong ngay lam
viéc tlep theo, néu tiép nhan yéu cau sau 15 gio. Trong trudng hop yéu cau cip ban
sao tir s6 gdc dugc gui qua buu dién thi thot han duge thue hién ngay sau khi Uy
ban nhan dan cap x4 nhan du hd so hop 1€ theo d4u buu dién dén.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, to chuc
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g. Co quan thwc hién thu tuc hanh chinh
Uy ban nhéan dan cép xa dang quan 1y s6 goc
h. Két qud thwe hién thii tuc hanh chinh
Ban sao duoc cép tir s6 gdc.

i. Phi, L¢ phi

- Phi: Khong.

- L& phi: 3.000 dong/ban

k. Tén méu don, méu to khai

Khong.

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh
Phai ¢6 s6 gbc.

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap;

- Quyét dinh s6 3619/QD-UBND ngay 02 thang 10 nim 2018 cia UBND
tinh Hai Duong.
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2. Thi tuc Chirng thwe ban sao tir ban chinh gidy to, vin ban do co
quan, to chirc c6 tham quyén cua Viét Nam cap hoidc chirng nhan

a. Trinh tu thuc hién

- Nguoi yéu cau ching thuc phai xuét trinh ban chinh gidy to, van ban lam
co so dé ching thuc ban sao va ban sao can chung thuc.

- Trudng hop ngudi yéu cau chimg thuc chi xuat trinh ban chinh thi Uy ban
nhan dan cap xa ti€n hanh chup tir ban chinh dé thuc hién chimg thuc, trir truong
hop Uy ban nhan dan cap xa khong c6 phuong tién dé chup.

- Nguoi thyc hién ching thuc kiém tra ban chinh, d6i chiéu v&i ban sao, néu
ndi dung ban sao ding véi ban chinh, ban chinh gidy td, van ban khong thudc céac
truong hop ban chinh gidy to, van ban khong duge dung lam co s& dé chung thuc
ban sao nhu quy dinh dudi day thi thuc hién chig thuc ban sao, nhu sau:

- Ghi day du 10i ching chtng thuc ban sao tir ban chinh theo mau quy dinh;

- Ky, ghi 5 ho tén, déng dau ctua Uy ban nhan dan cip x4 thuc hién chimg
thuc va ghi vao s6 chung thuc.

Péi v6i ban sao c6 tir 02 (hai) trang trd 1én thi ghi 10i ching vao trang cudi,
néu ban sao co tr 02 (hai) to trd 1en thi phai dong dau giap lai.

MJi ban sao dugc ching thuc tir mot ban chinh giéy t, van ban hodc nhiéu
ban sao dugc chirng thyc tir mot ban chinh gidy to, van ban trong cung mdt thoi
diém dugc ghi mdt s6 ching thuec.

- Khong duge dung 1am co s& dé chimg thuc ban sao cac gidy to, vin ban
sau:

- Ban chinh bi téy x0a, stra chira, thém, bét nd1 dung khong hop 1€.

- Ban chinh bi hu héng, cii nat, khong xac dinh duoc ndi dung.

- Ban chinh dong d4u mat cla co quan, to chirc c6 thAm quyén hodc khong
dong dau mat nhung ghi o6 khong dugce sao chup.

- Ban chinh c¢6 ndi dung trai phap luat, dao dtrc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché dé Xa hoi chu nghia Viét Nam; xuyén tac lich sir cta
dan toc Viét Nam; xtic pham danh dy, nhan pham, uy tin cua cé nhan, to6 chuc; vi
pham quyén cong dan.

- Ban chinh do co quan, to chitc ¢6 thim quyén cta nudc ngoai cép, cong
chirng hoac chirng nhan chua dugc hgp phéap hoa lanh sy theo quy dinh.

- Gidy t0, van ban do ¢4 nhan tu 14p nhung khong c6 xac nhan va dong dau
cua co quan, to chic c6 tham quyén.

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp ho so.

b. Cach thirc thuc hién

Nop ho so truc tiép tai BO phan tiép nhan va tra két qua thude Uy ban nhan
dan cap xa.
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¢. Thanh phin, so lwong ho so

* Thanh phdn ho so:

Ban chinh gidy td, van ban lam co s6 dé ching thyc ban sao va ban sao can
chung thue. Truong hop nguoi yéu cau chung thyc chi xudt trinh ban chinh thi co
quan, t6 chire tién hanh chup tir ban chinh dé thuc hién chimg thyc, trir truong hop
co quan, to chirc khong c6 phuong tién dé chup. Ban sao, chup tir ban chinh dé
thuc hién chirng thuc phai c6 day du cac trang da ghi thong tin cua ban chinh.

*S6 luwong hé so: 01 bé.

d. Thoi han gidi quyét

Trong ngay Uy ban nhan dan cap x3 tiép nhan yéu cau hoic trong ngay lam
viéc ti€p theo, né€u ti€p nhan yéu cau sau 15 gio.

Doi voi truong hop cung mot lic yéu cau ching thue ban sao tur nhiéu loai
ban chinh gidy to, van ban; ban chinh co nhiéu trang; yéu cau sb luong nhiéu ban
sao; ndi dung gidy to, vin ban phuc tap kho kiém tra, d6i chiéu ma co quan, to
chtrc thuc hién chimg thuc khong thé dap ting duoc thdi han quy dinh néu trén thi
thot han chung thyc duoc keo dai thém khong qua 02 (hai) ngay lam viéc hodc co
thé dai hon theo thoa thuin bang van ban vo6i nguoi yéu cau chung thuc. Truong
hop tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy
dinh thi nguoi tiép nhan ho so phai co phiéu hen ghi o thdi gian (gio, ngdy) tra két
qua cho nguoi yéu cau chimg thuc.

e. Péi twong thwe hién thii tuc hanh chinh: C nhan, t6 chic.

g. Co quan thuc hién thu tuc hanh chinh

Uy ban nhan dan cip xa.

h. Két qua thuee hién thii tuc hanh chinh

Ban sao dugc ching thuc tir ban chinh.

i. Phi, L¢ phi

- Phi: Khong.

- L¢ phi: 2.000 déqg/trang; tir trang thtr 3 trd 1én thu 1.000 dong/trang, t6i da
thu khong qua 200.000 dong/ban

k. Tén mdu don, mdu to khai: Khong.

L. Yéu cdu, diéu kién thwc hi¢n thii tuc hanh chinh: Khong.

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;

- Thong tu Sé) 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tr ban chinh, ching thyc chir ky va
ching thuc hgp dong, giao dich.
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- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa B Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va st dung phi chiing thuec.
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3. Thu tuc Chung thuc chir ky trong cac glay to, van ban (ap dung cho
ca truong hop chu’ng thuc diém chi va treong hop nguoi yéu ciu chirng thuc
khéng ky, khong diém chi dwgc)

a. Trinh tu thuc hién

- Nguoi yéu cau chimg thyc chit ky/diém chi/khong thé ky, khong the diém
chi duogc phai xuat trinh cac giay to phuc vu viéc chiig thyc chir ky.

- Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi cd nang luc hanh vi
dan sy day du theo quy dinh ctia phap luat, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu cau chimg thuc st dung. Nguoi phién dich do nguoi yéu cau chimg thuc
mo1 hodc do co quan thuc hién chung thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thuc tra.

- Nguoi thuc hién chiang thuc kiém tra gidy to yéu cau ching thuc, néu thay
du giéy to theo quy dinh, tai thoi diém chtng thuc, ngudi yéu cau ching thuc minh
man, nhan thirc va lam chu dugc hanh vi cia minh va viéc chimg thyc khong thuge
cac truong hop khong duge ching thyc chir ky thi yéu cau nguoi yeu cau chung
thuc ky/dlem chi trudc mat nguodi thyc hién chung thuc va thyc hién chung thuc
nhu sau:

- Ghi day du 10i chimg ching thuc chit ky theo mau quy dinh;

- Ky, ghi 1o ho ten, dong dau ctia UBND cép xa thyc hién chtng thuc va ghi
vao sO chung thuc.

D01 ! glay to, van ban c6 tir (02) hai trang trd 1€n thi ghi 161 chiing vao
trang cudi, néu gidy to, vin ban c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trudng hop khong dugc chirng thuc chir ky:

- Tai thoi diém chimg thyc, ngudi yéu cau ching thuc chir ky khong nhan
thire va lam chu duoc hanh vi cia minh.

- Nguoi yéu cau chimg thuc chit ky xuét trinh Gidy ching minh nhan dan
hoac Ho chiéu khong con gid tri sit dung hodc gia mao.

- Gidy to, van ban ma nguoi yéu cau chimg thuc ky vao c¢6 ndi dung trai
phap luat, dao duc xa hdi; tuyén truyén, kich dong chién tranh, chéng ché do x4 hoi
chu nghia Viét Nam; xuyén tac lich sir cia dan toc Viét Nam; xtc pham danh duy,
nhan pham, uy tin ctia ca nhén, to chic; vi pham quyén céng dan

- Gidy to, van ban co noi dung la hop dong, giao dich, trir cac truong hop
ching thuc chir ky trong Glay iy quyén ddi véi truong hop uy quyén khong c6 thu
lao, khong c6 nghia vu bdi thudng cua bén dugc uy quyén va khong lién quan dén
viéc chuyén quyén s hitu tai san, quyén st dung bat dong san hodc trudng hop
phap luat c6 quy dinh khéc.

+ Ddi v6i trudng hop chung thyuc chir ky/diém chi/khong thé ky, khong thé
diém chi dugc tai by phan tiép nhan va tra két qua thi cong chirc tiép nhan hé so
ki€ém tra cac gidy t0, néu nhan thay ngudi yéu cau ching thuc c6 du diéu kién quy
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dinh tai Khoan 2 Bicu 24 Nghj dinh s6 23/2015/ND-CP thi dé nghi nguoi yéu cau
ching thyuc ky/diém chi vao giay to can chimg thyc va chuyén cho nguoi c6 tham
quyén ky chung thyec.

b. Cach thirc thuc hién

Nop hd so truc tiép tai BO phan tiép nhan va tra két qua thuéc UBND cép Xa
hodc ngoai tru s& cua co quan thuc hién chig thuc néu nguoi yéu cau chirng thuc
thudc dién gia yéu, khong thé di lai duoc, dang bi tam gilr, tam giam, thi hanh an
phat tu hodc c6 1y do chinh dang khac.

c. Thanh phan, so lwong hé so
* Thanh phdn ho so:

- Ban chinh hoac ban sao c¢6 ching thuc HY chi€éu hodc ching minh nhan
dan hoac thé can cudc cong dan con gia tri st dung.

- Glay to, van ban ma minh s& ky/diém chi. Truong hop ching thuc chir ky
trong gidy to, van ban bang tleng nudc ngoai, néu nguoi thue hién chimg thyc
khong hiéu rd ndi dung cta gidy to, van ban thi co6 quyén yéu cau nguoi yéu cau
ching thuc nop kém theo ban dich ra tiéng Viét ndi dung cla gidy to, vin ban dé
(ban dich khong can cong chimg hodc chimg thye chir ky nguoi dich, nguoi yéu
cau chung thuc phai chiu trach nhi¢m vé ndi dung cua ban dich).

*S6 luong hé so: 01 bé.
d. Thoi han gidi quyét

Trong ngay Uy ban nhan dan cap x3 tiép nhan yéu cau hoic trong ngay lam
viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay
lam viéc tlep theo thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gid,
ngay) tra két qua cho ngudi yéu cau chimg thuc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chuc.
g. Co quan thwce hién thu tuc hanh chinh

Uy ban nhan dan cip xa.

h. Két qud thwe hién thii tuc hanh chinh

Gidy to, van ban dugc chung thuc chit ky/diém chi.

i. Phi, L¢ phi

- Phi: Khong.

- L& phi: 10.000 dong/truong hop (trudng hop dugc tinh 1a mot hodc nhiéu
chir ky trong mdt giay to, van ban). Trang la cdn ctr dé thu phi dugc tinh theo trang
cua ban chinh

k. Tén méu don, mdu to khai: Khong.
L. Yéu cdu, diéu kién thwc hign thii tuc hanh chinh: Khong.
m. Can cw phap ly cua thu tuc hanh chinh
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- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban
sao tir ban chinh, chung thuc chit ky va chig thuc hop dong, giao dich;
- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh Quy
dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc.

- Thong tu sd 264/2016/TTBTC ngay 14/11/2016 cua Bo truong Bo Tai
chinh;

- Théng tu sb 257/2016/TTBTC ngay 11/11/2016 cta Bo truong Bo Tai
chinh
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4. Thii tuc Chirng thwe viéc sira doi, bo sung, hity bé hop ddng, giao dich
a. Trinh tu thuc hién

- Nguoi yéu cau ching thyc xuét trinh gidy to tily than con gié tri sir dung dé
nguoi thuc hién chig thye kiém tra va ndp 01 b ho so .

- Viéc sira doi, bo sung, huy bo hop dong, giao dich di duoc chimg thyc chi
dugc thuc hién khi c6 thoa thuan bang vin ban cia cac bén tham gia hop dong,
giao dich.

- Vi€c sua d6i, bo sung, huy bo hop dong, giao dich duogc thuc hién tai Uy
ban nhan dan cip xi da chung thuc hop déng, giao dich. Truong hop sura d6i, bd
sung, thay thé, hay bo mot phan hodc toan b di chuc thi ¢ thé ching thuc tai bat
ky co quan c¢6 tham quyén chung thuc nao.

- Ngudi thue hién ching thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du tai thoi diém ching thuc cac bén tham gia hop dong, giao dich tu
nguyén, minh man va nhan thirc, lam chu duoc hanh vi ciia minh thi thuc hién
chung thuc.

- Cac bén tham gia hop dong, giao dich phai ky tru6c mat nguoi thuc hién
chtng thyc. Trudong hop ngudi co tham quyen giao két hop dong cua cac td chuc
tin dung, doanh nghiép da dang ky chir ky mau tai co quan thyc hién ching thyc
thi ¢6 thé ky trude vao hop dong; nguoi thuc hién chimg thyc phai d6i chleu chir
ky ctia ho trong hop dong véi chit ky miu trude khi thuc hién chimg thuc, néu nghi
ngd chir ky trong hop ddng khac voi chit ky mau thi yéu cau ngudi dé ky trude
mat.

- Trudng hop ngudi yéu cau ching thue khong ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong c6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao
dich. Ngudi 1am chimg do ngudi yéu cau ching thyc b tri. Trudng hop ngudi yéu
cau ching thuc khéng b tri duoc thi dé nghi co quan thuc hién ching thuc chi
dinh nguoi lam ching.

- Nguoi thyc hién chimg thyc ghi 161 chimg twong tmg voi tung loai hop
dong, giao dich theo mau quy dinh; ky, ghi r6 ho tén, dong dau cua co quan thuc
hién chung thyc va ghi vao s6 chimg thuc. Déi véi ‘hop dong, giao dich co tir 02
(hai) trang tro 1€n, thi ting trang phai dugc danh s6 thir tw, co chir ky cua nguoi
yéu cau ching thuc va nguoi thuc hién chung thyc; sd luong trang va 101 chimg
dugc ghi tai trang cudi ciia hop dong, giao dich. Truong hop hop dong, giao dich
c6 tir 02 (hai) t& tré 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi 6 nang lyc hanh vi
dan sy day du theo quy dinh cua phap luét, thong thao tiéng Viét va ngdén nglt ma
nguoi yéu cau chimg thyc str dung. Nguoi phién dich do ngudi yéu cau chimg thuc
moi hodc do co quan thuc hién chirng thuc chi dinh. Thu lao phién dich do nguoi
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yéu cau chimg thyc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac
ndi dung cta hop ddng, giao dich, ndi dung 16i chimg cho nguoi yéu ciu ching
thuc va ky vao ting trang hop dong véi tu cach 1a nguoi phién dich.

- Uy ban nhan dan cép x4 thue hién viée sira doi, bo sung, thay thé, huy bo
mot phan hodc toan bo di chuc phai théng bao bang van ban cho co quan da ching
thue trude day vé nodi dung sira d6i, bd sung, thay thé, huy bé mot phan hoic toan
bo di chuc dé ghi cha vao S6 ching thuc hop ddng, giao dich.

- Nguoi yéu cau chimg thyc nhan két qua tai noi ndp hd so.
b. Cach thirc thuc hién

Truc tiép tai co quan hanh chinh Nha nudc.

c. Thanh phan, so lwong hé so

* Thanh phan hé so:

- Hop déng, giao dich da dugc ching thuc;

- Dy thao hop ddng, giao dich stra d6i, bo sung, hity b hop dong, giao dich
da duoc ching thuc;

- Trong truong hop ndi dung sta d6i, bd sung co lién quan dén tai san thi
nguoi yéu cau ching thyc phai ndp ban sao kem ban chinh dé ddi chiéu gidy chimg
nhén quyén s¢ hitu, quyén sir dung hoic ban sao gidy to thay the dugc phap luat
quy dinh d6i vé6i tai san ma phap luat quy dinh phai dang ky quyen sO hitu, quyén
str dung, trir trudng hop ngudi lap di chuc dang bi cai chét de doa dén tinh mang

* S luong ho so: 01 bé.
d. Thoi han gidi quyét

Thoi han thyc hién yéu cau chung thyc phai duge bao dam ngay trong ngay
co quan, to chtre tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép
nhén yéu cau sau 15 gio. Truong hop tra két qua trong ngdy 1am viéce tiép theo thi
nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho
nguodi yéu cau chimg thuc.

e. Péi twong thwe hién thii tuc hanh chinh: T6 chic.
g. Co quan thuc hién thu tuc hanh chinh

Uy ban nhén déan cép xa.

h. Két qua thuee hién thii tuc hanh chinh

Hop d6ng, giao dich dugc chimg thuc.

i. Phi, Lé phi

- Phi: Khong.

- Lé phi: 30.000 ddng/hop ddng, giao dich.
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Mién 18 phi ching thuc hop dong thé chép tai san cho ca nhan, ho gia dinh
vay von tai t0 chuc tin dung dé phuc vu phat trién nong nghi€p, ndng thon, gom
cac linh vuc sau:

+ Cho vay cac chi phi phat sinh phuc vu qua trinh san xuat kinh doanh san
pham nong nghi¢p tr khau san xuat dén thu mua, che bién va ti€u thy.

+ Cho vay phuc vu san xut cong nghiép, thuong mai va cung tng cac dich
vu trén dia ban nong thon.

+ Cho vay dé san xuat giéng trong trong trot, chin nudi, thay san, trong rimg
va cung Ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.

+ Cho vay phat trién nganh nghé tai dja ban nong thon.

+ Cho vay phuc vu Chuong trinh muc tiéu Qudc gia vé xdy dung néng thon
moi.

+ Cho vay cac nhu cau phuc vu doi séng cua cu dan trén dia ban nong thon.

+ Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc nong nghiép,
nong thon cua Chinh phu.

k. Tén mdu don, mdu to khai: Khong.

L. Yéu cdu, diéu kién thwc hign thii tuc hanh chinh: Khong.

m. Can cw phdp ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctiia Bo Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va str dung phi chiing thuec.
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5. Thii tuc Sira 16i sai so6t trong hop déng, giao dich
a. Trinh tu thuc hién
- Nguoi yéu cau chung thuc nop 01 bd hd so.

- Viéc sira 16i sai sot trong khi ghi chép, danh may, in hop dong, giao dich da
duoc chung thuc dugc thuc hién theo théa thuan bﬁng van ban cua cac bén tham
gia hop dong, giao dich, néu khong lam anh huong dén quyén, nghia vu clia cac
bén va dugc thuc hién tai co quan da chimg thuc hop déng, giao dich.

- Nguoi thyc hién chung thuc gach chan 151 sai sot can sua, dong diu cta co
quan thyuc hién ching thuc va ghi vao bén 1€ cua hop dong, giao dich ndi dung da
stra, ho tén, chir ky cia nguoi stra, ngay thang nam sua.

- Ngudi yéu cau chimg thuc nhan két qua tai noi ndp hd so.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nuéc

¢. Thanh phin, s6 lwong ho so

* Thanh phan hé so:

- Ban sao Gidy chimg minh nhan dan hodc Thé cin cudc cong dan hodc Ho
chi€u con gid tri sit dung cia nguoi yéu cau chimg thuc (xuat trinh ban chinh dé
doi chicu);

- Vian ban thoa thuan vé viéc stra 15 sai sot trong hop dong, giao dich da
dugc ching thuc

- Hop ddng, giao dich da duoc ching thyc;

- Ban sao gidy ching nhan quyen sO hitu, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai
ding ky quyén sé hitu, quyén st dung trong trudng hop hop ddng, giao dich lién
quan dén tai san d6 (xudt trinh ban chinh dé d6i chiéu).

* S0 lwong ho so: 01 bé.
d. Thoi han gidi quyédt

Thot han thye hién yéu cau ching thyc phai dugc bao dam ngay trong ngay
UBND cap x4 tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gid. Trudng hop tra két qua trong ngay lam viéc tiép theo thi ngudi
tiép nhan ho so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi
yéu cu chtng thuc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chuc.
g. Co quan thwc hién thu tuc hanh chinh

Uy ban nhan dan cip xa.

h. Két qua thuee hién thii tuc hanh chinh

Hop dong, giao dich duoc stra 16i ki thuat.
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i. Phi, L¢é phi
- Phi: Khong.
- Lé phi: 25.000 ddng/hop dong, giao dich.

Mién 18 phi ching thuc hop dong thé chép tai san cho ca nhan, ho gia dinh
vay vOn tai t0 chuc tin dung dé phuc vu phat trién nong nghi¢p, ndng thon, gom
cac linh vuc sau:

+ Cho vay cac chi phi phat sinh phuc vu qua trinh san xuat kinh doanh san
pham ndng nghi€p tur khau san xuat dén thu mua, ché bién va tiéu thy.

+ Cho vay phuc vu san xuét cong nghiép, thuong mai va cung tng cac dich
vu trén dia ban nong thon.

+ Cho vay dé san xuat giéng trong trong trot, chin nudi, thuy san, trong rimg
va cung ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.

+ Cho vay phat trién nganh nghé tai dia ban nong thon.
+ Cho vay phuc vu Chuong trinh muc tiéu Quéc gia vé xiy dung néng thon moi.
+ Cho vay cac nhu cau phuc vu doi séng cta cu dan trén dia ban nong thén.
+ Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc noéng nghiép,
nong thon cua Chinh phu.
k. Tén mdu don, mdu to khai: Khong.
L. Yéu cdu, diéu kién thwc hign thii tuc hanh chinh: Khong.
m. Can cw phap ly cua thu tuc hanh chinh
- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;
- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo trudng Bo Tu phap;
- Thoéng tu scf> 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao trr ban chinh, ching thuc chir ky va
ching thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua B6 Tai chinh Quy
dinh muc thu, ché do thu, ndp, quan 1y va st dung phi ching thuc.
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6. Thii tuc Cap ban sao c6 chirng thue tir ban chinh hop ddng, giao dich
da dugc chirng thuce

a. Trinh tu thuc hién

- Nguoi yéu c?u} cap ban sao c6 ching thuc tir ban chinh hop dong, giao dich
phai xuat trinh cac gidy to theo quy dinh.

- Nguoi thuc hién ching thuc kiém tra gidy to do nguoi yéu ciu cip ban sao
c6 chimg thyuc tir ban chinh hop dong, giao dich xuat trinh.

- Viéc cap ban sao c6 ching thyc tir ban chinh hop ddng, giao dich da duogc
ching thuc dugc thyc hién tai co quan luu trit hop dong, giao dich.

- Co quan thyc hién chimg thuc tién hanh chup tir ban chinh hop ddng, giao
dich dang duoc luu trit va thuc hién ching thuc nhu sau:

+ Ghi day du 101 ching chimg thuc chit ky theo miu quy dinh;

+ Ky, ghi 10 ho tén, dong dau cua co quan, t6 chirc thuc hién ching thuc va
ghi vao s6 chirng thuc.

Pbi v6i ban sao co tir 02 (hai) trang trd 1én thi ghi 10i chimg vao trang cudi,
néu ban sao co tr 02 (hai) to trd 1en thi phai dong dau giap lai.

MJi ban sao dugc ching thuc tir mot ban chinh giéy td, van ban hodc nhiéu
ban sao dugc chung thuc tir mgt ban chinh giay to, van ban trong cung mot thoi
diém dugc ghi mdt s6 ching thuec.

b. Cach thirc thuc hién
,N(f)p hd so truc tiép tai BO phan tiép nhan va tra két qua thudce Uy ban nhan
dan cap xa.
c. Thanh phan, so lwong hé so
* Thanh phdn ho so:

Ngudi yéu cau chirng thuc xuat trinh ban chinh hodc ban sao c6 ching thuc,
Giay ching minh nhan dan hoac Thé can cudc cong dan hodac HO chi€u con gia tri
st dung.

* SO lwong ho so: 01 bé.
d. Thoi han gidi quyét

Trong ngay Uy ban nhéan dan cap x4 tiép nhan yéu cau hoic trong ngay lam
viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay
lam viéc tiép theo thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau chimg thuec.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chuc.
g. Co quan thuc hién thu tuc hanh chinh

Uy ban nhan dan cip x4 luu trit hop dong, giao dich.

h. Két qud thwe hién thii tuc hanh chinh
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Ban sao hop déng, giao dich duoc chung thuc.
i. Phi, L¢ phi
- Phi: Khong.

- L¢ phi: 2.000 déng/trang; tir trang thir 3 trg 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban. Trang la can cur d€ thu phi dugc tinh theo trang
cua ban chinh.

k. Tén méu don, mdu to khai: Khong.

L. Yéu cdu, diéu kién thwc hign thii tuc hanh chinh: Khong.

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chirng thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia B trudng Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa B Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va str dung phi chiing thuec.
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B. THU TUC HANH CHINH CAP XA
I. LINH VU'C HO TICH

1. Thu tuc Pang ky khai sinh

a. Trinh tw thuc hién

- Ngudi ¢6 yéu ciu dang ky khai sinh nop ho so tai BO phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cdp xi c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, ddi chiéu
thong tin trong To khai va tinh hop 1€ ctua gidy to trong hd so do nguoi yéu cau
ndp, xuat trinh.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu hd so chua dy du, hoan thién thi hudng dan
nguoi ndp ho so bo sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién ho so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai
glay td, ndi dung can bod sung, hoan thién, ky, ghi 16 ho, chit dém, tén cta nguoi
tiép nhan.

- Néu hod so sau khi dd dugc huéng dan ma khong dugce bd sung day du,
hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so va lap van ban tir chdi tiép
nhan ho so, trong d6 ghi rd 1y do tir chdi, ky, ghi & ho, chit dém, tén cua ngudi
tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so tlep nhén trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Néu thiy thong tin khai sinh day du va phu hop, cong chie Tu phap - HO
tich bao cao Chu tich Uy ban nhan dan cap xa. Trudng hop Chu tich Uy ban nhan
dan cap x3 dong ¥ giai quyét thi cong chirc Tu phap - Ho tich cép nhat thong tin
khai sinh theo hudng din dé 1ay S6 dinh danh c4 nhan (d6i véi cac dia phuong da
trién khai cap S6 dinh danh ca nhan khi dang ky khai sinh), ghi ndi dung khai sinh
vao Sb va ky tén vao S6 dang ky khai sinh. Chu tich Uy ban nhan dan cap xa ky
Gidy khai sinh cdp cho nguoi duoc dang ky khai sinh.

- Sau khi nhan S6 va Gidy khai sinh tir cong chirc Tu phap - Ho tich; Bo
phén tiép nhan va tra két qua hudng dan dé nguoi di dang ky khai sinh ky tén vao
So, dong thot trao Giay khai sinh cap cho nguoi duge dang ky khai sinh.

* Luu y:

+ Viée xac dinh ho, déan toc, dat tén cho tré em phai phu hop voi phap luat
va yéu cau giit gin ban sic dan toc, tip quan, truyén théng van hoa tot dep cua Viét
Nam; khong dat tén qua dai, kho sir dung.

+ Truong hop cha, me¢ khong thoa thuan duoc vé ho, dan toc, qué quan cua
con khi dang ky khai sinh thi ho, dan tdc, qué quan cta con dugc xac dinh theo tap
quan nhung phai bao dam theo ho, dan tdc, qué quan cta cha hoac me.
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+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir so goc hodc
ban sao dugc chimg thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi nguoi tiép nhan hé so kiém tra, ddi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhén vé viéc da dbi chiéu noi dung gidy to' do, khong dugc yéu
cau ngudi di ddng ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xudt trinh, ddi chleu vo1 thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhén c6 thé chup 01 ban giay to
xuét trinh hodc ghi lai thong tin cua gidy to xut trinh dé luu hd so.

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

b. Cach thirc thuc hién

- Ngudi c6 yéu cau ding ky khai sinh tryc tiép thyc hién hodc iy quyén cho
nguoi khac thye hién viée dang ky khai sinh;

- Nguoi thye hién viée dang ky khai sinh ¢o thé truc tiép nop ho s0 tai BO

phan t1ep nhan va tra két qua thudc Uy ban nhan dan cap xd c6 tham quyén hoic
gtri hd so qua hé thdng buu chinh.

c. Thanh phan, so lwong hé so

* Gidy to phdi xudt trinh:

- Ho chiéu hodc chirng minh nhan dan hodc thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thdm quyén cap, con
gia tr1 st dung dé ching minh vé nhan than ctia ngudi c6 yéu cau dang ky khai
sinh;

- Gidy to ching minh noi cu tri dé ching minh tham quyén diang ky khai
sinh; truong hop cha, me cua tre da dang ky ket hon thi phai xuat trinh Gidy ching
nhan két hon (trong giai doan Co s¢ dir liéu qudc gia vé dan cu va Co so dir liéu ho

tich dién tir toan qubc chua duoc xdy dung xong va thuc hién théng nhét trén toan
qude).

Truong hop guri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xut trinh néu trén.

* Gidy to phdi nop:
- T& khai ding ky khai sinh theo mau.

- Ban chinh Gidy chimg sinh; trudng hop khong co Glay chirng sinh thi ndp
van ban cua nguoi lam ching xac nhan vé viée sinh; néu khong c6 ngudi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop tré em bi bo roi thi phai ¢ bién ban vé viée tré bi bo roi do co
quan c6 tham quyén 1ap.
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- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van ban
xac nhan cua co so y té da thuc hién k¥ thuat ho trg sinh san cho viéc mang thai
ho.

- Vin ban Gy quyén theo quy dinh ctia phap luat trong truong hop iy quyén
thuc hién viéc dang ky khai sinh.

*S6 luong ho so: 01 bé
d. Thoi han gidi quyét

Ngay trong ngay tiép nhan yéu cau, truong hop nhan hod 50 sau 15 gid ma
khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chic
g. Co quan thuc hién thu tuc hanh chinh
- Co quan thyc hi¢n va quyét dinh thu tuc hanh chinh:

+ Uy ban nhan dan cap xa noi cu tru cua ngudi cha hodc nguoi me thuc hién
dang ky khai sinh cho tré em.

+ Uy ban nhan dan cap x3 noi l4p bién ban vé viéc tré bi bo roi ddi voi
truong hop dang ky khai sinh cho tré bi bo roi.

- Co quan phdi hop thyc hién: Khong

h. Két qua thiee hién thii tuc hanh chinh: Giiy khai sinh

i. Phi, L¢ phi

- Phi: Khong

- L¢ phi: Dbi vé6i truong hop dang ky khai sinh khong dung han: Muc 1& phi
1a 5000 dong/lan

Mién 1¢ phi d6i v6i truong hop khai sinh ding han, nguoi thude gia dinh co
cong voi cach mang; nguoi thudc hd ngheo; nguoi khuyét tat.

k. Tén mau don, méu to khai

T khai dang ky khai sinh (Mdu kém theo)

I. Yéu cdu, diéu kién thwc hién thii tuc hanh chinh
Khong

m. Can cw phdp ly cua thu tuc hanh chinh

- Luat HO tich nam 2014;

- Nghi ,din}l s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot s diéu va bién phap thi hanh Luat ho tich.;

- Thong tu s6 04/2020/TT-BTP;
- Théng tu s6 85/2019/TT-BTC;
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- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché do thu, ndp, quan 1y va sir

dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HPND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic

TO KHAI PANG KY KHAI SINH
KINh UL e

Ho, chit dém, tén NEUWOT YEU CAUL ....o.viveieeeeeeeeeeeeeeeee e
INOT CU T ittt ettt ettt et e bttt ebe b eseese b e s eseese s esseseesessessesesesseseesensesis
GHAY 1O 1Y ThANT .o
Quan h¢ voi ngudi dugc khai SINh: ......oociiiiiieieceeee e

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

HOQ, Chilr A€M, t€I: ...ttt e e e e e b e e e eabeeestseeenanaaeanes
Ngay, thang, ndm sinh: .........cccocieriiiniienieeeeen, ghi bang chil: ..o
Gio1 tinh:............... Dan toc:.......ovvvvvvvviiennnnns Quéc tICh: e
INOT SNttt e et e e ettt e e e taeeeeabaeeesbaeeessseeesssseeessaeeensseeeansseens
QUE QUAN .ot e ettt e e e e et e e e e e e abaeeeeeeaaaaeee e e ssaaeeeeensssaeeeeeansssaeeeeannnraaeaaan
Ho, chit dém, ten M@WOT MIE: ...
NAM SINN: .o Dan toc:........ccouvveeee Quéc tich: .o
INOT CU T ot et e ettt e e et e e et e e e e abeeeeatbeeesnsaeeessaeeensseeeesssaeasssaeeensseeennsseens
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINN: (oo Dan toc:........ouvvveeeen Quéc tich: .,
INOT CU EITLL ittt e e et e et e e e et eeeetbeeesasaeeesbaeeensseeeasssaeasseeesnsseeennsseenn

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy thoa
thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.
Lamtai: ........................ , NEAY ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Dé nghi cip ban sao: C6 D, Khoéng D
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2. Thi tuc Piing ky két hon
a. Trinh tu thuc hién

- Nguoi ¢6 yéu cau ding ky két hon nop ho 80 tai BO phén tiép nhan va tra
két qua thuoc Uy ban nhan dan cép xi c6 tham quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bd ho so, doi chleu
thong tin trong To khai va tinh hop 1€ cua gidy tO trong hd so do nguoi yéu cau
nop, xut trinh.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay td, noi dung cin bd sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi
tiép nhan.

- Ho so sau khi da dugc hudng dan ma khong duoc bo sung day du, hoan
thién thi nguoi tiép nhan tir chbi tlep nhan ho so va lap van ban tir chéi tiép nhén
hé so, trong d6 ghi 8 1y do tir chdi, ky, ghi 16 ho, chit dém, tén cua nguoi tiép
nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Sau khi tiép nhin da hd so hop 1¢, néu thdy du diéu kién két hon theo quy
dinh, cong chic Tu phap - Ho tich bao cao Chu tich Uy ban nhan din cip xa.
Truong hop Chu tich Uy ban nhan dan cép x4 déng ¥ giai quyét thi cong chire Tu
phap - Ho tich ghi viéc két hon vao S6 dang ky két hon, huéng din hai bén nam,
nit ky vao Gidy ching nhan két hon, cung hai bén nam, ntt ky tén vao S6, Chu tich
Uy ban nhan dan cap x4 to chiic trao Gidy ching nhan két hon cho hai bén nam,
ntr.

* Lwu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir so gdc hodc
ban sao dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duoc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi ngudi tiép nhan hd so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di diang ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, doi chleu vo1 thong tin
trong To khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky
ho tich ndp thém ban sao gidy to do. Nguoi t1ep nhan c6 thé chup 01 ban giay to
xuat trinh hodc ghi lai thong tin cua gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau nguoi dang ky hd tich
ndp thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

b. Cach thirc thuc hién

Nguoi co yéu cau dang ky két hén tryc tiép nop ho S0 tai B phén tiép nhan
va tra két qua thudce Uy ban nhan dan cap xd c¢6 tham quyen (bén nam hoac bén nir
c6 thé truc tiép nop hd so ma khong can cd van ban iy quyén ciia bén con lai).

c. Thanh phan, so lwong hé so
* Gidy to phdi xudt trinh
- Ho chiéu hodc ching minh nhan dan hodc thé can cudc cong dan hodc cac

gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia tri str dung dé chirmg minh vé nhan than cua ngudi c¢6 yéu cau dang ky két hon.

- Gidy to ching minh noi cu tra dé xac dinh tham quyén (trong giai doan Co
so dit liéu qubc gia vé dan cu va Co so dir liéu ho tich dién tir toan qudc chua duge
xay dung xong va thuc hién thong nhat trén toan qudc).

- Trich lyc ghi cha ly hon dbi voi trudong hop cong dan Viét Nam dang ky
thuong tra tai dia ban xa lam thu tyc dang ky két hon, da duoc giai quyét viec ly
hén trude d6 tai co quan c6 thim quyén nudc ngoai.

* Gidy to phdi ngp
- To khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao
mot To khai dang ky két hon;

- Ban chinh Gidy x4c nhén tinh trang hon nhan do Uy ban nhan déan cép xa
c6 tham quyén cp trong truong hop nguoi yéu cau ding ky két hon khong diang ky
thudng tra tai dia ban xa 1am thu tuc dang ky két hon (trong giai doan Co s¢ dir
liéu quéc gia vé dan cu va Co sd dir liéu ho tich dién tir toan quéc chua dugc xay
dung xong va thuc hién théng nhat trén toan qubc).

- Truong hop ngudi yéu cau ding ky két hon dang cong tac, hoc tap, lao
dong co6 thoi han ¢ nudc ngoai thi phai ndp Giay xac nhan tinh trang hon nhan do
Cp’ quan dai di¢n ngoai giao, Co quan dai dién lanh sy cia Viét Nam & nudc ngoai
cap.

*S6 luong ho so: 01 bé

d. Thoi han gidi quyét

Ngay trong ngay cong chuc Tu phap - Ho tich tiép nhan hd so; trudng hop
nhan ho s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo. Truong hop can xac minh diéu kién két hon cta hai bén nam,
nit thi thoi han giai quyét khéng qua 05 ngay 1am viéc.

e. Péi twong thuwe hién thii tuc hanh chinh: Ca nhan

g. Co quan thyc hién thu tuc hanh chinh
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- Co quan thue hién va quyét dinh tht tuc hanh chinh: Uy ban nhan dan cép
X4 noi cu tra cua bén nam hoac bén ntr.

h. Két qud thwe hién thii tuc hanh chinh

Gidy chimg nhan két hon

i. Phi, L¢ phi

Khong

k. Tén méu don, méu to khai

T khai Pang ky két hon (Mdu kem theo)

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

- Nam tir da 20 tudi trd 1én, nit tir da 18 tudi tré 1én;

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

- Céc bén khong bi mat nang luc hanh vi dan su;

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

+ Két hon gia tao;

+ T4o hon, cudng €p két hon, lira ddi két hon, can tro két hon;

+ Nguéi dang,c() VO, cO chéng ma két hép v6o1 nguoi khéac hoac chua ¢o6 vo,
chua c6 chong ma két hon voi nguodi dang c6 chong, co vo;

+ Két hon gitra nhitng ngudi cung dong méau vé truc hé; giita nhimg ngudi
coO ho trong pham vi ba doi; gitra cha, me nudi voi con nudi; gitra ngupi da tung la
cha, me nuodi1 véi con nuéiz cha chong v6i con qau, me vo Vo1 con 1€, cha dugng
V61 con riéng cua vg, me ké véi con riéng cua chong.

* Lwu y: Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gidi tinh.

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mdt s diéu va bién phép thi hanh Luat hd tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh chi

tiét mot sd dicu cia Luat ho tich va Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015
ctia Chinh phti quy dinh chi tiét mot s6 diéu va bién phép thi hanh Luat ho tich;

- Thong tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va su
dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KET HON
(1) 2)

KINh @UILi e

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan th may

Chung t6i cam doan nhiing 101 khai trén day 1a dung su that, viéc két hon cia ching t6i
1a tu nguyén, khong vi pham quy dinh ctia Ludt hon nhan va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.

..................................... ,Ngay ......thang ....nam.....
Bén nir Bén nam
(Ky, ghi 16 ho, chit dém, tén) (Ky, ghi 16 ho, chit dém,
tén)

Dé nghi cap ban sao: Co D, Khong D
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3. Thi tuc Pang ky nhan cha, me, con
a. Trinh tu thuc hién

- Nguoi ¢6 yéu cau ~dang ky nhén cha, me, con nop ho so tai B phan tiép
nhan va tra két qua thuéc Uy ban nhan dan cap xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hé so, xac dinh tinh
hop 1€ cua gidy to trong hé so do nguoi yéu cau ndp, xuat trinh; dbi chiéu thong tin
trong T khai vé6i gidy to trong ho so.

- Néu hd so day du, hop 1€, ngudi tlep nhan ho so viét gidy/phiéu tiép nhan,
trong do ghi r6 ngay, gio tra két qua; néu hd so chua diy du, hoan thién thi hudng
dan ngudi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé bo
sung, hoan thién hd so ngay thi phai lap thanh van ban huong dan, trong d6 néu 1o
loai glay td, ndi dung can bod sung, hoan thién, ky, ghi rd ho, chit dém, tén cia
nguoi tiép nhan.

- Néu ho so sau khi di duoc hudng din ma khéng duogc bod sung day du,
hoan thién thi ngudi tiép nhan tir chdi tlep nhan ho so va 1ap vin ban tir chdi tiép
nhan hd so, trong do ghi 1o ly do tu choi, ky, ghi r0 ho, chir d€m, tén ciia nguoi
tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thot han 03 ngay, ké tur ngay nhan du hd so, néu thay viéc nhan cha,
me, con 13 ding va khong c6 tranh chép, cong chirc Tu phap - Ho tich bao cédo Chu
tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan cép xi dong y
giai quyét thi cong chirc Tu phap - Ho tich ghi va ky vao S6 dang ky nhan cha, me,
con. Chu tich ny ban nhan dan cép xa ky Trich luc dang ky nhan cha, me, con.

- Sau khi nhan S6 va Trich luc dang ky nhan cha, me, con tir cong chirc Tu
phap - Ho tich; B phan tiép nhan va tra két qua huéng dan dé nguoi di dang ky ho
tich ky tén vao S6, dong thoi trao Trich luc dang ky nhan cha, me, con cho ngudi
di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s6 gdc hodc
ban sao dugc ching thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu
cdu xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhin vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau ngudi di dang ky ndp ban sao c6 chimg thyc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,

nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, dbi chleu v6i1 thong tin
trong To khai va tra lai cho ngudi xuét trinh, khong dugce yéu cau ngudi ding ky
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ho tich np thém ban sao gidy to do. Nguoi t1ep nhan c6 thé chup 01 ban gidy to
xuat trinh hodc ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

+ Nguoi tlep nhan c6 trach nhiém tlep nhan dung,‘du hd so dang ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap lut ho tich khong quy dinh phai ndp.

b. Cach thirc thuc hién

Nguoi ¢6 yéu cau dang ky nhan cha, me, con (mot hodc hai bén) nop hd so
truc ti€ép tai BO phan ti€p nhan va tra két qua thugc Uy ban nhan dan cap xa cé
tham quyén.

c. Thanh phan, so lwong hé so

* Gidy to phdi xudt trinh

- H6 chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con

gia tri sit dung dé ching minh vé nhan than ciia ngudi c¢6 yéu cau ding ky nhan
cha, me, con.

- Gidy to chu’ng minh noi cu tri dé xac dinh thim quyén dang ky nhan cha,
meg, con (trong giai doan Co s¢ dir liu qudc gia vé dan cu va Co so dir liéu ho tich
dién tir toan qudc chua dugc xdy dung xong va thuc hién théng nhit trén toan
qude).

* Gidy to phdi ngp
- To khai dang ky nhéan cha, me, con theo mau.

- Giay to, do vat hoac chung cur khac chirng minh quan hé cha, con hoac
quan hé me, con gom:

+ Van ban cta co quan y t€, co quan gidm dinh hodc co quan khac c¢6 tham
quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong ¢ van ban néu trén thi phai c6 thu tir, phim anh, bang,
dia, db dung, vat dung khac chirng minh mbi quan h¢ cha con, quan h¢ me con va
van ban cam doan ciia cha, me vé viéc tré em 1a con chung cua hai nguoi, c6 it
nhat hai nguoi than thich ciia cha, me lam chung.

* 86 heong ho so: 01 bo
d. Thoi han gidi quyét

03 ngay lam viéc ké tir ngay cong chie Tu phap - Ho tich tiép nhan ho so.
Truong hop can phai xac minh thi thoi han gidi quyét khong quéa 08 ngay lam viéc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan
g. Co quan thuc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cép
X4 noi cu tra cia nguoi nhan hoac ngudi dugce nhan la cha, me, con.

h. Két qud thwe hién thii tuc hanh chinh
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Trich luc dang ky nhan cha, me, con.
i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 10.000 dong.

Mién 1& phi cho ngudi thudc gia dinh c6 cong v6i cach mang; ngudi thude
ho ngheo; nguoi khuyét tat.

k. Tén méu don, méu to khai

To khai dang ky nhéan cha, me, con.

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

- Bén nhan va bén duge nhan 13 cha, me, con déu con séng;
- Viéc nhan cha, me, con khong c6 tranh chap.

- Truong hop nam, nir chung séng voi nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con song clung voi ngudi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé duge véi ngudi me thi khong can co ¥ kién cta nguoi
me trong To khai dang ky nhan cha, me, con.

m. Can cw phdp ly cua thu tuc hanh chinh

- Luat hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

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

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot s6 diéu cua Luat ho tich V,él Nghi ,din‘h sO 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 diéu va bién phap thi hanh Luat
ho tich;

- Thong tu s6 85/2019/TT-BTC;

- Nghi quyét s0 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan
dan tinh Hai Duong ban ha‘mh quy dinh, muc thu, ché dé‘ thu, nop, quan ly va su
dung phi, 1¢ phi thugc thdm quyen quyét dinh cua Hoi dong nhan dan tinh (Nghi
quyét so 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, chir dém, tén NEWOT YEU CAUS ....o.vimvoeeeeeeeeeeeeeeeeeeeeeeeeeee e
INOT CU EITLL ottt ettt e ettt e e et e e e et e e e e tbeeeensbeeennsaeeensseeesnsseeennsseesnsseeennsseens
GHAY 1O TUY ThANT ..o e
Quan h¢ v&1 ngudl nhan cha/MeE/CON: .....ccuiiiiiiiiiiie et

Pé nghi co quan cong nhin ngudi ¢ tén dudi day:

Ngay, thang, NAM SINN: ..ot e e e e e e eaaeeesaaee s
Gio1 tinh:....coooveeeee Dan tOC:....uvveeiieiieiieeiiieeeeeeeeeeen Quéc tich: ..o
INOT CU ETTL ettt et ettt et e et e et e e et e e bt e e bt e e st e e st e e asteeenteesnseesnseennneas
GHAY 1O 1Y ThANT et s e e s eee e eeeeeeeeeeeneeeae
La..ee, cia nguwoi c6 tén dwdi day:

|3 (T35 10 e (<) s TR 1< 3 PP
Ngay, thang, NAM SINN: .....ccoiiiiiic e e e e eaae e eeereeeeeaeeas
Gio1 tinh:....coooveeeeeee Dan tOC:....uvveeiieeieeeeeiccieeeeeeeeeee, Quéc tich: ......ceenns
INOT CU LTI ettt ettt et et e et e e bt e et e e bt e e st e e eae e e st e e snteesaneesnbeennneas
GHAY 1O 1Y ThANT et s s eeeeeeeeeeee e

To61 cam doan vi€c nhan...............ccccoeeevvnnnvnnnen... noi trén la dung sy that, tu nguyén,
khong c6 tranh chap va chiu trach nhiém trude phéap luit vé cam doan ctia minh.

Lamtqi................. ngay ......... thang.......... nam.........
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Y kién ciia nguwoi hién dang 13 me hoic cha

Dé nghi cap ban sao: Co D, Khong []
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4. Tha tuc Ping Ky khai sinh két hop ding ky nhin cha, me, con
a. Trinh tu thuc hién

- Nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con ndp ho so tai B
phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, ddi chiéu
thong tin trong To khai va tinh hop 1€ cua gidy to trong hd so do nguoi yéu cau
ndp, xuat trinh.

- Néu ho so day d, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu ho so chua dy du, hoan thién thi hudng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé b sung,
hoan thién hd so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu rd loai
giéy t0, ndi dung can bo sung, hoan thi¢n, ky, ghi r6 ho, chit dém, tén cua nguoi
tiép nhan.

- Hd so diang ky khai sinh va nhan cha, me, con sau khi da dugc huong d?ln
theo quy dinh ma khong dugc bd sung, hoan thién thi nguoi tlep nhan tir chdi tiép
nhan hé so. Viéce tir chbi tlep nhan ho so phai duoc thé hién bang vian ban, trong dé
ghi 18 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cubi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngay nhén du hé so, néu thay viéc nhan cha,
me, con 1a dang va khong c6 tranh chép; thong tin khai sinh day du va phu hop,
cong chue Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan cap xa. Trudng
hop Chu tich Uy ban nhan dan cap xa dong v giai quyét thi cong chirc Tu phap -
H tich ghi ndi dung nhan cha, me, con vao S6 dang ky nhan cha, me, con; ghi ndi
dung khai sinh vao SO dang ky khai sinh, cap nhat thong tin khai sinh theo hudng
dan dé 1ay S6 dinh danh c4 nhan (d6i voi cac dia phuong di trién khai cap S6 dinh
danh c4 nhan khi dang ky khai sinh) va ky tén vao S6. Chu tich Uy ban nhan dan
cép xa ky Giﬁy khai sinh va Trich luc nhan cha, me, con.

- Sau khi nhélrl két qqué tor cong chirc Tu phap - Ho tich; B phan tiép nhan va
tra két qua huong dan dé nguoi di dang ky khai sinh va nhan cha, me, con ky tén
vao SO, dong thoi trao Trich luc dang ky nhan cha, me, con va Giay khai sinh cho
nguoi di dang ky hd tich.

* Luu y:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir s6 gdc hodc
ban sao dugc chimg thyc tr ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhan vé viéc da d6i chiéu ndi dung giay to do, khong duoc yéu
cau nguoi di ding ky ndp ban sao c6 ching thuc gidy to do.
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+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, dbi chleu v6i1 thong tin
trong To khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau ngudi dang ky
ho tich ndp thém ban sao gidy to do. Nguoi tlep nhan c6 thé chup 01 ban gidy to
xudt trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

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

b. Cach thirc thuc hién

Nguoi yéu cau dang ky khai sinh, nhan cha, me, con (mot hodc hai bén) nop
hd so truc tiép tai Uy ban nhan dan cdp x4 c6 thAm quyén.

c. Thanh phin, s6 lwong ho so

* Gidy to phdi xudt trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia tri sir dung dé chimg minh vé nhan than ciia nguoi co yéu cau dang ky khai
sinh, nhan cha, me, con.

- Gidy to ching minh noi cu tra dé chimg minh thém quyén dang ky khai
sinh, nhan cha, me, con (trong giai doan Co s¢ dir liu qudc gia vé dan cu va Co so
dir liéu ho tich dién tir toan qudc chua duoc xay dung xong va thuc hién théng nhat
trén toan qudc).

* Gidy to phdi nop:

- To khai ding ky khai sinh, T khai diing ky nhan cha, me, con theo mau.

- Ban chinh Gidy chimg sinh; trudng hop khong co Glay chirng sinh thi ndp
van ban cua nguoi lam ching xac nhan vé viée sinh; néu khong c6 ngudi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;

- Giéy to, d6 vat hodc ching ctr khac chung minh quan hé cha, con hoac
quan hé me, con gom:

+ Vin ban cta 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.

+ Truong hop khong c6 van ban néu trén thi phai co thu tu, phim anh, bang,
dia, d6 dung, vat dung khac chirng minh moi quan hé cha con, quan hé me con va
van ban cam doan cua cha, me vé viéc tré em la con chung cua hai nguoi, co it
nhat hai nguoi than thich cua cha, me¢ lam chung.

*S6 luwong hé so: 01 b

d. Thoi han gidi quyét

03 ngay lam viéc ké tir thoi diém Coéng chitc Tu phéap - Ho tich nhan da ho
so hop 1€, truong hop phai xac minh thi khong qua 08 ngay lam viéc.
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e. Déi twong thywe hién thii tuc hanh chinh: Ca nhan
g. Co quan thwce hién thu tuc hanh chinh

- Co quan thue hién va quyét dinh tht tuc hanh chinh: Uy ban nhan dan cép
Xa noi cu tra cia nguoi cha hodc nguoi me thyc hién dang ky khai sinh két hop
nhan cha, me, con.

h. Két qua thuee hién thii tuc hanh chinh

Giéy khai sinh, Trich luc nhin cha, me, con (Mdu kém theo)
i. Phi, Lé phi

- Phi: Khong

- L¢ phi:

+ Pang ky khai sinh: 5.000 dong.

Mién 18 phi dbi véi trudng hop dang ky khai sinh dung han; nguoi thudc gia
dinh c6 cong vdi cach mang; nguoi thudc hg ngheo; ngudi khuyet tat.

+ Lé phi dang ky nhan cha, me, con: 10.000 dong.

Mién 1& phi cho nguoi thudc gia dinh c6 cong v6i cach mang; ngudi thude
hd ngheo; nguoi khuyeét tat.

k. Tén mau don, méu to khai

To khai dang ky khai sinh, To khai dang ky nhan cha, me, con
L. Yéu cdu, diéu kién thwce hign thii tuc hanh chinh

- Bén nhan va bén duge nhan 13 cha, me, con déu con séng;

- Viéc nhén cha, me, con khong c6 tranh chap.

- Truong hop nam, ntr chung sdng voi nhau nhu vo chdng, khong dang ky
két hon, sinh con, ngudi con sdng cung voi ngudi cha, khi ‘nguoi cha lam thu tuc
nhan con ma khong lién hé dugc véi ngudi me thi khong can cé ¥ kién cia ngudi
me trong TO khai dang ky nhan cha, me, con.

m. Can cw phap ly ciua thu tuc hanh chinh

- Luat hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mdt s di€u va bién phép thi hanh Luat hd tich;

- Thong tu s‘(A’) 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot s6 diéu cua Luat ho tich V,él Nghi ,din‘h sO 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so di€u va bién phap thi hanh Luat
ho tich

- Théng tu s6 85/2019/TT-BTC;
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- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché do thu, ndp, quan 1y va sir

dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HPND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh UL e

Ho, chit dém, tén NEUWOT YEU CAUL ....o.viveieeeeeeeeeeeeeeeee e
INOT CU T ittt ettt ettt et e bttt ebe b eseese b e s eseese s esseseesessessesesesseseesensesis
GHAY 1O 1Y ThANT .o
Quan h¢ voi ngudi dugc khai SINh: ......oociiiiiieieceeee e

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

HOQ, Chilr A€M, t€I: ...ttt e e e e e b e e e eabeeestseeenanaaeanes
Ngay, thang, ndm sinh: .........cccocieriiiniienieeeeen, ghi bang chil: ..o
Gio1 tinh:............... Dan toc:.......ovvvvvvvviiennnnns Quéc tICh: e
INOT SNttt e et e e ettt e e e taeeeeabaeeesbaeeessseeesssseeessaeeensseeeansseens
QUE QUAN .ot e ettt e e e e et e e e e e e abaeeeeeeaaaaeee e e ssaaeeeeensssaeeeeeansssaeeeeannnraaeaaan
Ho, chit dém, ten M@WOT MIE: ...
NAM SINN: .o Dan toc:........ccouvveeee Quéc tich: .o
INOT CU T ot et e ettt e e et e e et e e e e abeeeeatbeeesnsaeeessaeeensseeeesssaeasssaeeensseeennsseens
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINN: (oo Dan toc:........ouvvveeeen Quéc tich: .
INOT CU EITLL ittt e e et e et e e e et eeeetbeeesasaeeesbaeeensseeeasssaeasseeesnsseeennsseenn

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy thoa
thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.
Lamtai: ........................ , NEAY ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Dé nghi cip ban sao: C6 D, Khoéng D
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, chir dém, tén NEUOT YEU CAUL ........ooovvieieieeeeeeeeeeeeeeee e,
INOT CU T ot ettt e ettt e e ettt e e e eabeeeetbeeeeasaeeeassaeeesseeeesssaeeassseeessseeansseeas
GHAY 1O TUY TANT .o
Quan hé€ vo1 ngudi Nhan Cha/ME/COMN: ......eeeiiiieiiieieee et ens

Pé nghi co quan cong nhin ngudi ¢é tén dudi day:

Ngay, thang, NAM SINN: .....ccoiiiiiie e e e e e etae e e esbeeesneaee s
Gioitinh:...........ooo DAn tOC:.....cuvviiiiiiieieieeeeane Quéc tich: ......cceee.
INOT CU LTI ettt ettt ettt et e e bt e e bt e e bt e e bt e e bt e e bt e e abbeesateesaneesnteenaneas
GHAY 1O 1Y ThANT et s e e s eee e eeeeeeeeeeeneeeae
La..ee, cia nguwoi c6 tén dwdi day:

|3 (T35 10 e (<) s TR 1< 3 PSRRI
Ngay, thang, NAM SINN: .....ccoiiiiiic e e e e eaae e eeereeeeeaeeas
Gio1 tinh:....cooovvieeiee Dan tOC:....uvveeiieeieeeeeiccieeeeeeeeeee, Quéc tich: ......ceenns

INOT CU LTI ettt ettt et et e et e e bt e et e e bt e e st e e eae e e st e e snteesaneesnbeennneas
GHAY 1O TUY ThANL et e et eee e eeeeeeeeeeeeeeae
To61 cam doan viéc nhan..............cceeeevveeeeeecnnnn... noi trén la dung sy that, tuw nguyén,
khong c6 tranh chap va chiu trach nhiém trudc phap luat vé cam doan ctia minh.
Lam tqi................. ngay ......... thang.......... nam.........
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Y kién ctiia ngwoi hién dang 1a me hoac cha

Dé nghi cap ban sao: Co D, Khong []
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5. Thu tuc Dang ky khai tir
a. Trinh tu thuc hién

- Nguoi ¢6 yéu cau ding ky khai tir nop hd so tai Bo phén tiép nhan va tra
két qua thuoc Uy ban nhan dan cdp xi c6 tham quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bd ho so, doi chleu
thong tin trong To khai va tinh hop 1€ cua gidy tO trong hd so do nguoi yéu cau
nop, xut trinh.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay t&, ndi dung cin bod sung, hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi
tiép nhan.

- Néu hd so sau khi d3 dugc huong dan theo quy dinh ma khéng dugc bd
sung day du, hoan thién thi nguoi tiép nhan tir chdi tlep nhan ho so va 1ap van ban
tir chéi tiép nhan ho so, trong d6 ghi 16 1y do tir chdi, ky, ghi rd ho, chir dém, tén
clia nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Ngay sau khi nhan du hd so theo quy dinh, néu thiy thong tin khai tur day
du va phu hop, cong chirc Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan dan cip xa dong y giai quyét thi ky
Trich lyc khai tir; cong chitc Tu phéap - Ho tich ghi va ky tén vao S6 dang ky khai
tu.

- Sau khi nhén S6 va Trich luc dang ky khai tir cong chire Tu phap - Ho tich;
B¢ phan tiép nhan va tra két qua huong dan dé nguoi di dang ky khai tir ky tén vao
SO, dong thoi trao Trich luc dang ky khai tir cho nguoi di dang ky ho tich.

* Lwu y:

+ Truong hop ngudi yéu ciu ndp gidy to 1a ban sao dugc cap tir sd gdc hoic
ban sao dugc chung thuc tr ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xudt trinh ban
chinh thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu ndi dung gidy to do, khong duoc yéu
cau ngudi di ding ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky ho tich,

nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, dbi chleu v6i1 thong tin
trong To khai va tra lai cho ngudi xuét trinh, khong duge yéu cau ngudi ding ky
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ho tich np thém ban sao gidy to do. Nguoi t1ep nhan c6 thé chup 01 ban gidy to
xuat trinh hodc ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap lut ho tich khong quy dinh phai ndp.

b. Cach thirc thuc hién

- Nguoi c6 yéu cau ding ky khai tir truc tiép thuc hién hodc uy quyén cho
nguoi khac thuc hién viée dang ky khai tir;

- Nguoi thue hién viée dang ky khai tir c6 thé truc tiép nop ho so tai Bo phan
ti€p nhan va tra két qua thugc Uy ban nhan dan cap xa co6 tham quyén hodc gui ho
so qua h¢ thong buu chinh.

c. Thanh phin, s6 lwong ho so

* Gidy to phdi xudt trinh

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia trj str dung dé chimg minh vé nhan than ctia ngudi c¢6 yéu cau dang ky khai tir;

- Gidy to chtng minh noi cu tra cu01 cung cua nguoi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir liéu qudc gia vé dan cu va Co sé dir liéu ho tich
dién tir toan qudc chua dugc xdy dung xong va thuc hién théng nhit trén toan
quée).

- Truong hop khong xac dinh dugc noi cu tra cubi ciing cta ngudi chét thi
xudt trinh gidy to ching minh noi ngudi d6 chét hoic noi phat hién thi thé cia
ngudi chét.

Truong hop guri hd so qua hé théng buu chinh thi phai giri kém theo ban sao
c6 chung thuc céc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp
- TS khai diing ky khai tir theo mau;

- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 thim quyén
cap.

- Vin ban ty quyén theo quy dinh cua phép luat trong truong hop uy quyén
thue hién viéc dang ky khai tir. Truong hop nguoi dugc uy quyén la 6ng, ba, cha,
me, con, vo, chdng, anh, chi, em rudt ctia ngudi ty quyén thi van ban uy quyén
khong phai cong ching, ching thyc, nhung phai c6 gidy to ching minh méi quan
hé v&i ngudi ty quyén.

*S6 luwong hé so: 01 b

d. Thoi han gidi quyét

Ngay trong ngay cong chire Tu phap - HO tich tiép nhan yéu cau, trudng hop
nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
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lam viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong qua 03
ngay lam vigc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan

g. Co quan thuc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh tha tuc hanh chinh:

+ Uy ban nhan dan cép xa noi cu tra cudi cung cua nguoi chét thuc hién viéc
dang ky khai ttr;

+ Uy ban nhéan dan cép xi noi ngudi 6 chét hodc noi phat hién thi thé nguoi

chét thue hién viéc dang ky khai tir trong truong hop khong xac dinh dugce noi cu
tra cubi cung cua nguoi chét.

h. Két qua thuee hién thii tuc hanh chinh

Trich luc khai tir

i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 5.000 dong.

Mién 1& phi d6i véi truong hop dang ky khai tir ding han, nguoi thuge gia
dinh c6 cong vdi cach mang; nguoi thudc hd ngheo; nguoi khuyet tat.

k. Tén mau don, méu to khai

T khai dang ky khai tor (Mdu kem theo)

L. Yéu cdu, diéu kién thwc hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

- Nghi dinh sd 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;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot so6 diéu cua Luat hd tich V,él Nghi ’din‘h s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mdt s6 di€u va bi€n phép thi hanh Luat
ho tich

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtre thu, ché do thu, ndp, quan 1y va su

dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KANR UL s
Ho, chit dém, teN NEUWOT YEU CAUS ....ooooccooeeeeeee oo sere e
INOT CU LI s
GHAY 1O TUY THAN? oo ees e eeee oo eeseeeseeee et
QUAN & VOT NZUOT A8 CHEL: ..ottt

Pé nghi co quan ding ky khai tir cho ngudi c6 tén duoi day:

HQ, Chir A€, tEI: .....oocviiiiiiiiie ettt e et e e eta e e e eraeestaaeeeanaeeenes
Ngay, thang, NAM SINN: .....coiiiiiiie e e etae e e e e eeaee s
Gio1 tinh: ..o, Dan toC:........coovvvveevirreieeeeeenn. Quéc tich: oo,
INOT CU T CUBGT CUNE: .o eessseee e seees et sers e eeeseeesssereesre
GHAY 1O TUY ThANL ..ot oot
Da chét vao 10C: oo g0 o phut, ngay ... thang ... nam ...............
J L ) T
NGUYEN NAN CREE: oo eee e oo eeeesteee e e ees oo
S6 Gidy bao tir/ Gidy td thay thé Gidy DA0 tiF:....dO...ooooooeoeooeoeeeeeeeeeeeeeseee e
.......................................................................................................... cip ngdy .......thang ......nam ..........

T61 cam doan nhiing ndi dung khai trén day la dung su that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

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

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

Dé nghi cap ban sao: Co D, Khong D
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6. Thu tuc Pang ky khai sinh luvu dong
a. Trinh tu thuc hién

- Cong chic Tu phap - Ho tich cap xa dugc giao nhiém vu déng ky khai sinh
luu dong c6 trach nhiém chuan bi diy di miu To khai dang ky khai sinh, gidy to
ho tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai
dia diém t6 chire dang ky luu dong, bao dam thuan loi cho nguoi dan.

- Tai dia Qiém c‘iéng‘ ky hg tich luu dong, cong chirc Tu phap - HO tich hudng
dan nguoi yéu cau dién day du thong tin trong To khai dang ky khai sinh; kiém tra
cac gidy to lam co s& cho viéc dang ky khai sinh.

- Trong thoi han 02 ngdy 1am viée, ké tir ngay tlep nhan du hod so, cong chirc

Tu phap - H¢ tich bao cao Chu tich Uy ban nhan dén cap xd. Truong hop Chu tich
Uy ban nhan dan dong v giai quyét thi ky Gidy khai sinh cap cho ngudi c¢6 yéu cau.

- Trong thdi han 05 ngay ké tir ngdy tiép nhan di ho so, cong chitc Tu phap -
Ho tich dem theo Gidy khai sinh va S6 dang ky khai sinh dé tra két qua cho ngudi
c6 yéu cau tai dja diém dang ky luu dong; cong chirc Tu phap - Ho tich ghi ndi
dung dang ky vao S6 dang ky khai sinh, cing nguoi yéu cau ky So theo quy dinh.
Tai myc “Ghi chi” trong S6 dang ky khai sinh ghi 16 “Pang ky luu dong”.

- Trudng hop nguoi yéu cau khong biét chir thi cong chirc Tu phap - H¢ tich
tryc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va hudng
dan ngudi d6 diém chi vao T khai. Khi tra két qua ding ky ho tich, cong chirc Tu
phap - Ho tich phai doc lai n6i dung gidy to ho tich cho ngudi yéu cau nghe va
huéng dan ngudi d6 diém chi vao S6 ho tich.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nuéc

c. Thanh phin, s6 lwong ho so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cdng dan hodc cac

gidy to khac co dan anh va thong tin ca nhan do co quan ¢6 tham quyén cép, con
gi tri sir dung dé chimg minh vé nhan than cta ngudi yéu cau dang ky khai sinh.

- Gidy to chung minh noi cu tra dé chimg minh tham quyen dang ky khai
sinh; truong hop cha, me cua tré da dang ky ket hon thi phai xuat trinh Gidy chtng
nhan két hon (trong giai doan Co so dir liéu qudc gia vé dan cu va Co so dit liéu ho
tich dién tir toan qubc chua duge xay dung xong va thuc hién thdng nhat trén toan
qude).

* Gidy to phdi nop:
- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chumng sinh; trudng hop khong co Glay chirng sinh thi ndp
van ban cua nguoi lam ching xac nhan vé viée sinh; néu khong c6 ngudi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;
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- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van ban

x4c nhan cta co s& y té di thuc hién ki thuat hod tro sinh san cho viéc mang thai

ho.

* 86 hwong ho so: 01 bo

d. Thoi han gidi quyét

05 ngay lam vigc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chic

g. Co quan thwc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh thua tuc hanh chinh: ny ban nhan dan cép

x4 noi cu trd cia nguoi cha hodc nguoi me.

h. Két qua thuee hién thii tuc hanh chinh

Gidy khai sinh

i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 5000 dong/lan

Mién 1& phi dbi véi truong hop ding ky khai sinh ding han; ding ky cho

nguoi thudc gia dinh c6 cong voi cach mang; nguoi thude ho ngheéo; nguoi khuyét

tat.

k. Tén méu don, mdu to khai

T khai dang ky khai sinh (Mdu kém theo)

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

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

chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh

chi tiét mot sO diéu cua Lut ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so diéu va bi¢n phap thi hanh Luat
ho tich;

- Thong tu s6 85/2019/TT-BTC;
- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan

dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va su
dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh UL e

Ho, chit dém, tén NEUWOT YEU CAUL ....o.viveieeeeeeeeeeeeeeeee e
INOT CU T ittt ettt ettt et e bttt ebe b eseese b e s eseese s esseseesessessesesesseseesensesis
GHAY 1O 1Y ThANT .o
Quan h¢ voi ngudi dugc khai SINh: ......oociiiiiieieceeee e

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

HOQ, Chilr A€M, t€I: ...ttt e e e e e b e e e eabeeestseeenanaaeanes
Ngay, thang, ndm sinh: .........cccocieriiiniienieeeeen, ghi bang chil: ..o
Gio1 tinh:............... Dan toc:.......ovvvvvvvviiennnnns Quéc tICh: e
INOT SNttt e et e e ettt e e e taeeeeabaeeesbaeeessseeesssseeessaeeensseeeansseens
QUE QUAN .ot e ettt e e e e et e e e e e e abaeeeeeeaaaaeee e e ssaaeeeeensssaeeeeeansssaeeeeannnraaeaaan
Ho, chit dém, ten M@WOT MIE: ...
NAM SINN: .o Dan toc:........ccouvveeee Quéc tich: .o
INOT CU T ot et e ettt e e et e e et e e e e abeeeeatbeeesnsaeeessaeeensseeeesssaeasssaeeensseeennsseens
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINN: (oo Dan toc:........ouvvveeeen Quéc tich: .
INOT CU EITLL ittt e e et e et e e e et eeeetbeeesasaeeesbaeeensseeeasssaeasseeesnsseeennsseenn

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy thoa
thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.
Lamtai: ........................ , NEAY ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Dé nghi cip ban sao: C6 D, Khoéng D
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7. Thi tuc Piing ky két hon luu dong
a. Trinh tu thuc hién

- Cong chirc Tu phap - Ho tich cip xd duoc giao nhiém vy dang ky két hon
luu dong co trach nhiém chuan bi ddy du cac loai mau T khai, gidy to ho tich va
diéu kién can thiét dé thuc hién dang ky luu dong.

- Tai dia diém dang ky ket hon luu dong, cong chire Tu phap - HY tich co
trach nhiém kiém tra, xac minh vé diéu kién két hon ctia cac bén; hudng dan nguoi
dan dién day du thong tin trong T& khai ding ky két hon. Néu hd so day da, hop 16,
cong chirc Tu phap - Ho tich tiép nhan ho so viét Phiéu tiép nhén.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so, cong chic Tu
phap - Ho tich bao cdo Chu tich Uy ban nhan din cép xi. Trudng hop Chu tich Uy
ban nhan dan dong ¥ giai quyét thi ky cap 02 Gidy ching nhan két hon cho nguoi
6 yéu cau.

- Cong chuc Tu phap - Ho tich ghi ndi dung ding ky vao S6 ding ky két
hén; trao Gidy ching nhan két hon cho céc bén tai dia diém dang ky luu dong;
cung cac bén két hon ky vao S6 theo quy dinh. Tai muc “Ghi chd” trong S ding
ky két hon ghi rd “Pang ky luu dong”.

- Trudng hop nguoi yéu cau khong biét chir thi cong chirc Tu phap - H¢ tich
tryc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va hudng
dan ngudi d6 diém chi vao To khai. Khi trao Gidy ching nhan két hon, cong chirc
Tu phéap - HO tich phai doc lai néi dung Glay chirng nhan két hon cho nguoi yéu
cau nghe va huéng dan nguoi d6 diém chi vao S6 dang ky két hon.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nuéc

c. Thanh phin, s6 lwong ho so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cdng 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 dé chimg minh vé nhan than ctia ngudi c6 yéu cau dang ky két hon.

- Gidy to' chirng minh noi cu tra dé xac dinh thAm quyén (trong giai doan Co
so dir liéu qubc gia vé dan cu va Co so dir liéu ho tich dién tir toan qudc chua dugc
xay dung xong va thuc hién thng nhat trén toan quéc).

* Gidy to phdi ngp

- T6 khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao
mot To khai dang ky két hon.

* S6 luwong hé so: 01 b

d. Thoi han gidi quyét

05 ngay lam viéc.
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e. Déi twong thywe hién thii tuc hanh chinh: Ca nhan
g. Co quan thwce hién thu tuc hanh chinh

- Co quan thue hién va quyét dinh tht tuc hanh chinh: Uy ban nhan dan cép
X4 noi cu tra cua hai bén nam, ntr.

h. Két qua thiee hién thii tuc hanh chinh: Gidy ching nhan két hon

i. Phi, L¢ phi

Khong

k. Tén méu don, méu to khai

To khai dang ky két hon (Mdu keém theo)

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

- Nam tir ¢t 20 tudi trd 1én, nit tir da 18 tudi tré 1én;

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

- Khong bi mat nang lyc hanh vi dan suy;

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

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira dbi két hon, can trd két hon;

+ Nguoi dang o6 vg, 6 chéng ma két hon véi ngudi khac hodc chua cé vo,
chua c6 chong ma két hon véi ngudi dang cé chdng, co vo;

+ Két hon gitra nhitng ngudi cung dong méau vé truc hé; giita nhimg ngudi
c6 ho trong pham vi ba doi; gitra cha, me nudi voi con nudi; gitra ngupi da tung la
cha, me nudi1 véi con nuéiz cha chong v6i con Qaiu, me vo voi con 1€, cha dugng
vai1 con riéng cua vg, me ké véi con riéng cua chong;

* Nha nudc khong thira nhan hon nhan gitra nhitng nguoi cung gidi tinh.

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;
- Thoéng tu s0 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh chi
tiet mot so diéu cua Luat ho tich va Ngk}i dinh s6 123/2015/ND-CP ngay 15/11/2015
cta Chinh phu quy dinh chi tiet mgt sO diéu va bién phép thi hanh Luat hd tich

- Thong tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché do thu, ndp, quan 1y va su
dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KET HON
(1) 2)

KINh @UILi e

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan th may

Chung t6i cam doan nhiing 101 khai trén day 1a dung su that, viéc két hon cia ching t6i
1a tu nguyén, khong vi pham quy dinh ctia Ludt hon nhan va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.

..................................... ,Ngay ......thang ....nam.....
Bén nir Bén nam
(Ky, ghi 16 ho, chit dém, tén) (Ky, ghi 16 ho, chit dém,
tén)

Dé nghi cap ban sao: Co D, Khong D
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8. Thu tuc Pang ky khai tir luvu dong
a. Trinh tu thuc hién

- Cong chuc Tu phap - HO tich duoc giao nhi¢m vu dang ky khai tir luu dong
c6 trach nhiém chuan bi day da mau To khai dang ky khai tir, gidy to ho tich va
diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoac tai dia diém to
chtrc dang ky luu dong, bao dam thuan loi1 cho nguot dan.

- Tai dia diém dang ky khai tir luu dong, cong chie Tu phap - Ho tich hudng
dan ngudi yéu cau dién day du thong tin trong T khai ding ky khai tir, kiém tra
cac gidy to 1am co s& cho viée ding ky khai tur.

- Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan hd so, cong chic Tu
phap - Ho tich bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy
ban nhan dan dong y giai quyét thi ky cap Trich luc khai tir cho ngudi ¢6 yéu cau.

- Trong thoi han 05 ngay ké tur ngay tiép nhan ho so, cong chire Tu phap -
H¢ tich dem theo Trich luc khai tir va S6 dang ky khai tir dé tra két qua cho ngudi
c6 yéu cau tai dja diém dang ky luu dong; cong chicc Tu phap - Ho tich ghi ndi
dung vao SO ding ky khai tir, cing nguoi yéu cau ky vao S6. Tai muc “Ghi chi”
trong S6 dang ky khai tir ghi rd “Dang ky luu dong”.

- Trudng hop nguoi yéu cau khong biét chir thi cong chirc Tu phap - H¢ tich
tryc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va hudng
dan nguoi d6 diém chi vao To khai. Khi tra két qua, cong chirc Tu phap - H tich

doc lai ndi dung Trich lyc khai tr cho nguoi yéu cau nghe va huong dan ngudi dé
diém chi vao S dang ky khai tir.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nuéc

c. Thanh phin, s6 lwong ho so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cdng dan hodc cac

gidy to khac co dan anh va thong tin ca nhan do co quan ¢6 tham quyén cap, con
gia trj str dung dé chimg minh vé nhan than ctia ngudi c¢6 yéu cau dang ky khai tir;

- Gidy to chting minh noi cu trii cudi ciing ctia ngudi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co s¢ dit liéu ho tich
dién tr toan qudc chua duoc xay dung xong va thuc hién thong nhat trén toan
qudc).

- Truong hop khong xac dinh dugce noi cu tra cubi ciing cta ngudi chét thi
xudt trinh gidy to ching minh noi ngudi d6 chét hoic noi phat hién thi thé cia
ngudi chét.

* Gidy to phdi ngp

- TS khai diing ky khai tir theo mau;
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- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 thim quyén
cap.
* S0 luwong ho so: 01 bé
d. Thoi han gidi quyét: 05 ngay 1am viéc.
e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan
g. Co quan thwc hién thu tuc hanh chinh
- Co quan thyc hi¢n va quyét dinh thu tuc hanh chinh:
+ Uy ban nhan déan cp x4 noi cu tri cudi cing ctia ngudi chét;

+ Uy ban nhan dan cép xi noi ngudi d6 chét hodc noi phat hién thi thé nguoi
chét thue hién viéc dang ky khai tir trong truong hop khong xac dinh dugce noi cu
tra cudi cung cua ngudi chét.

h. Két qud thwe hién thii tuc hanh chinh

Trich luc khai tir

i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 5.000 dong.

Mién 1¢ phi d6i véi trudong hop dang ky khai tir dung han; ding ky cho ngudi
thudc gia dinh c6 cong véi cach mang; nguoi thude hd nghéo; nguoi khuyet tat.

k. Tén mdu don, mdu to khai

T khai dang ky khai tar (Mdu kem theo)

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;
- 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 Luéat ho tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot s6 dieu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so diéu va bi¢n phap thi hanh Luat
ho tich;

- Thong tu sb 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va su

dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).



54

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

TO KHAI PANG KY KHAI TU

KANR UL s
Ho, chit dém, teN NEUWOT YEU CAUS ....ooooccooeeeeeee oo sere e
INOT CU LI s
GHAY 1O TUY THAN? oo ees e eeee oo eeseeeseeee et
QUAN & VOT NZUOT A8 CHEL: ..ottt

Pé nghi co quan ding ky khai tir cho ngudi c6 tén duoi day:

HQ, Chir A€, tEI: .....oocviiiiiiiiie ettt e et e e eta e e e eraeestaaeeeanaeeenes
Ngay, thang, NAM SINN: .....coiiiiiiie e e etae e e e e eeaee s
Gio1 tinh: ..o, Dan toC:........coovvvveevirreieeeeeenn. Quéc tich: oo,
INOT CU T CUBGT CUNE: .o eessseee e seees et sers e eeeseeesssereesre
GHAY 1O TUY ThANL ..ot oot
Da chét vao 10C: oo g0 o phut, ngay ... thang ... nam ...............
J L ) T
NGUYEN NAN CREE: oo eee e oo eeeesteee e e ees oo
S6 Gidy bao tir/ Gidy td thay thé Gidy DA0 tiF:....dO...ooooooeoeooeoeeeeeeeeeeeeeseee e
.......................................................................................................... cip ngdy .......thang ......nam ..........

T61 cam doan nhiing ndi dung khai trén day la dung su that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

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

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

Dé nghi cap ban sao: Co D, Khong D
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9. Thi tuc Pang ky giam ho
a. Trinh tu thuc hién

- Ngudi ¢6 yéu cau ding ky giam ho nop ho so tai Bo phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cép xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hé so, xac dinh tinh
hop 1€ cua gidy to trong hé so do nguoi yéu cau ndp, xuat trinh; dbi chiéu thong tin
trong T khai vé6i gidy to trong ho so.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay t&, ndi dung cin bod sung, hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi
tiép nhan.

- H6 so dang ky h¢ tich sau khi dé dugc huong dan theo quy dinh ma khong
duoc bd sung day di, hoan thién thi nguoi tlep nhan tir chdi tiép nhan hd so. Viéc
tir chdi tiép nhan hd so phai duoc thé hién bang van ban, trong d6 ghi rd 1y do tir
chdi, nguoi tiép nhan ky, ghi o ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan du hd so, néu thiy yéu
cau dang ky giam ho du diéu kién theo quy dinh phap luat thi cong chic Tu phap -
H¢ tich bao cao Chu tich Uy ban nhan dan cap xi. Truong hop Chu tich Uy ban
nhan dan cip xi dong ¥ giai quyét thi cong chic Tu phap - Ho tich ghi va ky vao
S6 dang ky giam ho. Chi tich Uy ban nhan dan cap xi ky Trich luc dang ky giam
ho.

- Sau khi nhan S6 va Trich luc ding ky gidm ho tir cong chirc Tu phap - Ho
tich; Bo phan tiép nhan va tra két qua hudng dan dé nguoi di dang ky giam ho ky
tén vao SO, dong thoi trao Trich luc dang ky gidm ho cho nguoi di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s6 gdc hodc
ban sao dugc ching thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu
cdu xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi ngudi tiép nhan ho so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhin vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau ngudi di dang ky ndp ban sao c6 chimg thyc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,

nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, dbi chleu v6i1 thong tin
trong To khai va tra lai cho ngudi xuét trinh, khong dugce yéu cau ngudi ding ky
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ho tich np thém ban sao gidy to do. Nguoi t1ep nhan c6 thé chup 01 ban gidy to
xuat trinh hodc ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

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

b. Cach thirc thuc hién

- Ngudi c6 yéu cau diang ky giam ho truc tiép thuc hién hodc Gy quyén cho
nguoi khac thyc hién viéc dang ky giam ho;

—,Ngu’(‘yi thuc hiér} viéc dang ky giam ho co thé truc tiép nc}p ho 50 tai BO
phén tiép nhén va tra két qua thuc Uy ban nhén dan cap xa co tham quyén hodc
gtri ho so qua hé thong buu chinh.

c. Thanh phin, s6 lwong ho so
* Gidy to phdi xudt trinh:

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia trj str dung dé chimg minh vé nhan than ctia ngudi c¢6 yéu cau dang ky giam ho.

- Gidy to chimg minh noi cu tra de xac dinh tham quyén dang ky giam ho
(trong giai doan Co s¢ dir liu quéc gia vé dan cu va Co so dir liéu ho tich dién tur
toan qudc chua duge xdy dung xong va thuc hién théng nhét trén toan qudc).

* Gidy to phdi ngp

- To khai ding ky giam ho theo mau.

- Vian ban ctr nguoi giam ho theo quy dinh cua B luat dan sy ddi véi trudng
hop dang ky gidm ho cu.

- Gidy to chung minh diéu kién giam ho duong nhién theo quy dinh cta Bo
luat dan sy doi voi truong hop dang ky giam ho duong nhién. Truong hop c6 nhiéu
nguoi cung du diéu kién lam giam ho duong nhién thi np thém van ban thoa
thuan vé viéc cir mot ngudi lam giam hd duong nhién.

- Vin ban iy quyén theo quy dinh cua phép luat trong truong hop uy quyén
thyc hién viéc dang ky giam hg. Truong hop ngudi duge uy quyén la 6ng, ba, cha,
me, con, vo, chong, anh, chi, em rudt ctia ngudi ty quyén thi van ban uy quyén
khong phai cong ching, chimg thyc, nhung phai co gidy to ching minh méi quan
hé v&i nguodi ty quyén.

* S luong hé so: 01 bé
d. Thoi han gidi quyét
03 ngay lam viéc ké tir ngay cong chirc Tu phap - Ho tich nhan du hd so hop

e. Péi twong thuwe hién thii tuc hanh chinh: ci nhan, t6 chuc

g. Co quan thyc hién thu tuc hanh chinh
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- Co quan thue hién va quyét dinh tht tuc hanh chinh: Uy ban nhan dan cép
xa noi cu tra cia nguoi duge gidm hd hoac ngudi giam ho.

h. Két qud thwe hién thii tuc hanh chinh

Trich luc dang ky giam hd.

i. Phi, L¢ phi

Khong

k. Tén méu don, méu to khai

T khai dang ky giam ho (Mdu kém theo)

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- B0 luat Dan su;

- Luat ho tich nam 2014;

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

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot s6 diéu cua Luat h tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dieu va bi¢n phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché do thu, ndp, quan 1y va su

dung phi, 1¢ phi thudc thAm quyén quyét dinh ctia Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

KANR UL oo
Ho, chir dém, tén NEWOT YEU CAUL ....o.ovieeeieeeeeeeee e oo
INOT CU LTI ettt et ettt e et e et e et e e st e e st e e bt e e nteesaeeeaneeeenteesnneeenseennseas
GHAY 1O TUY ThANT ..o

Dé nghi co quan ding ky viéc giam hd giira nhirng ngudi ¢ tén duwdi day:

Nguwoi giam ho:

|3 (T 510 e (<) s TR 1< 3 PP
Ngay, thang, NAM SINN: .....c.coiiiiiiiecee e et e e beessseessseeesseas
Giditinh: ..o Dan toC:....covveeieeeeeiiiiieeeee, Quéc tich: oo,
INOT CU LI ettt ettt e b e et e bt e e bt e e bt e e bt e e bt e e nateenabeenateesaneas
GHAY 10 EY THANL ..ot
Ngwoi dwoe giam ho:

|3 (T 510 e (<) s T 1< 3 PR
Ngay, thang, NAM SINN: ....ccoiiiiiiie e et e e e enaee s
Giditinh: ......ccooooeeiiin Dan toC:....cooeeiieeeeiiciriieeeeeee, Quéc tich: oo,
INOT U BT ettt ettt ettt et et ettt e bt e e bt e e sbb e e ebt e e s ateesaeeesabeesaneas
Gidy khai Sinh/GIAY 10 1y thAN: ......ov.veieeeeeeeeeeeee oo
Ly do dang Ky @IAm hQ: ........cccooiiiiiieeeeeee e

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

Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Dé nghi cip ban sao: Co D, Khong D
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10. Thi tuc Ping ky cham dirt giam ho
a. Trinh tu thuc hién

- Nguoi c6 yéu cau “dang ky cham dut giam ho nop ho so tai B phan tiép
nhan va tra két qua thuéc Uy ban nhan dan cap xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hé so, xac dinh tinh
hop 1€ cua gidy to trong hé so do nguoi yéu cau ndp, xuat trinh; dbi chiéu thong tin
trong T khai vé6i gidy to trong ho so.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay t&, ndi dung cin bod sung, hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi
tiép nhan.

- H6 so sau khi dd dugc hudng dan theo quy dinh ma khong dugc bd sung
day du, hoan thién thi nguoi tlep nhan tir chdi tiép nhan ho so. Viée tir chdi tiép
nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir chdi, ngudi
tiép nhan ky, ghi 16 ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 02 ngay, ké tir ngdy nhan du hd so, néu thiy yéu cau ding
ky chdm dit giam ho du diéu kién theo quy dinh phap luat thi cong chirc Tu phap -
H¢ tich bao cao Chu tich Uy ban nhan dan cap xi. Truong hop Chu tich Uy ban
nhan dan cap x4 dong ¥ giai quyét thi cong chirc Tu phap - Ho tich ghi vao S6 va
ky vao SO dang ky cham dat giam ho. Chu tich Uy ban nhan dan cip xa cap Trich
luc dang ky chdm dut giam ho cho ngudi yéu cau.

- Sau khi nhan S va Trich luc dang ky cham dut giam ho tir cong chuae Tu
phap - H¢ tich; B phén tiép nhan va tra két qua hudng dan dé nguoi di dang ky
cham dut giam ho ky tén vao S6, dong thoi trao Trich luc dang ky chim dit giam
ho cho nguoi di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir s6 gde hoic
ban sao dugc ching thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi nguoi tiép nhan hd so kiém tra, ddi chiéu ban chyp vo1 ban chinh va ky
vao ban chup xac nhan vé viéc da d6i chiéu ndi dung giay to do, khong duoc yéu
cau nguoi di ding ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, d6i chiéu voi thong tin
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trong To khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky
ho tich ndp thém ban sao gidy to do. Nguoi tlep nhan c6 thé chup 01 ban gidy to
xudt trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du hé so dang ky ho tich
theo quy dil}h cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

b. Cach thirc thuc hién

- Nguoi ¢6 yéu cau dang ky chidm dat giam ho truc tiép thuc hién hoic ty
quyén cho nguoi khac thuc hién vi¢e dang ky cham dut giam ho;

- Nguoi thue hién viée dang ky cham dat giam ho c6 the truc tiép nop hd S0
tai BO phan tiép nhan va tra két qua thuéc Uy ban nhan dan cip x3 c6 thim quyén
hodc gui hd so qua hé thdng buu chinh.

c. Thanh phin, s6 lwong hé so

* Gidy to phdi xudt trinh

- Ho chiéu hoic chimg minh nhan dan hodc thé cin cudc cdng dan hodc cac
gidy to khac co dan anh va thong tin cd nhan do co quan co tham quyén cép, con

gia tri st dung dé chimg minh vé nhén than cta nguoi co yéu cau ding ky chim
dat giam ho.

Truong hop guri hd so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 ching thuc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp
- To khai dang ky cham dit giam ho theo mau.
- Gidy to lam can c&r chdm dut giam ho theo quy dinh ctia B luat dan su.

- Vin ban ty quyén theo quy dinh ctia phéap luat trong truong hop ty quyen
thuc hién viéc ding ky cham dat giam ho. Truong hop ngudi dugc uy quyén la
ong, ba, cha, me, con, vg, chdng, anh, chi, em rudt ciia nguoi ty quyen thi van ban
uy quyén khong phai cong ching, chimg thyc, nhung phai c¢6 gidy to chimg minh
moi quan hé véi nguodi iy quyén.

* 86 hwong ho so: 01 bo
d. Thoi han gidi quyét
02 ngay lam viéc ké tir ngay cong chirc Tu phap - Ho tich nhan da ho so hop

e. Péi twong thuwe hién thii tuc hanh chinh: ca nhan, t6 chic

g. Co quan thwc hién thu tuc hanh chinh

- Co quan thuc hién va quyét dinh thua tuc hanh chinh: ny ban nhan dan cép
xa noi da dang ky giam hd trude day.

h. Két qud thwe hién thii tuc hanh chinh
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Trich luc dang ky chdm dut giam ho

i. Phi, L¢ phi

Khong

k. Tén mau don, méu to khai

To khai dang ky chdm dut giam ho (Mdu kém theo)
L. Yéu cdu, diéu kién thwce hign thii tuc hanh chinh
Khong

m. Can cw phap ly cua thu tuc hanh chinh

B0 luat Dan su;

- Luat ho tich nam 2014;

- Nghi dinh sd 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;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiet mot so di€éu cua Luat ho tich V,él Nghi ’din‘h s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mdt s6 di€u va bié€n phép thi hanh Luat
ho tich.

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché do thu, ndp, quan 1y va su
dung phi, 1¢ phi thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HPND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

KINN @U i
Ho, chit dém, teN NEWOT YEU CAUS .....o..veveeeeeeeeeeeeeeeee e
INOT CU UL ettt et et at e st st e a e e st et e et e et e et e e bt e be e bt enbeenbeenbees
GHAY 1O 1Y THANT .ot s e

Pé nghi co quan ding ky chim dirt viéc giam h giira:

Nguoi giam ho:

|5 LT 410 e (<) s T 1< o PRSI
Ngay, thang, NAM STNN: .....cc.oiiiiiii e e e e e tae e e ebaeeeseseeeens
Gio1 tinh: ..o, Dan tOC:........coevveeeiireeeeeeeeenn, Quéc tich: oo,
INOT CU UL ittt ettt b e s ht e st at e s a e e st e et e et eab e et e e bt e bt ebeenbeenbeenbees
GHAY 1O 1Y ThANT oo e
Nguwoi duge giam hg:

| (T30 10 e (<) s TR 1< 3 PR
Ngay, thang, NAM SINN: ....c.oooiiiiiieceece e e e e e e ssaeessaeeneneas
Gioitinh: ... Dan tOcC:.......ovvvvviiiiiiiiiiiiiiiininnns Quéc tich: oo
INOT CU LTI ettt ettt e et e st e et e et e e bt e e bt e eabeeenseeeaseeensteennteenseeenneeenneeas
Gidy khai Sinh/GIAY t thy thAN .....veeeeeeeeeeeeeeee e
DA dang Ky 1AM DO tA1 .oeveeiieeiieciieeee e raeeree s
ngay ....... thang ......... nam ......... SOt QUYEN SO oo
Ly do chAm dirt VI8 @AM MOz ........oo.ovivieieieeeeeeeeeee e,

T6i cam doan nhiing ndi dung khai trén day 1a dung sy that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam t@i: ......ccoueeeeveeannnn. , ngay ...... thang ...... nam ....

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

Dé nghi cap ban sao: Co D, Khong D
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11. Thi tuc Thay doi, cai chinh, b6 sung thong tin hd tich
a. Trinh tu thuc hién

- Nguoi c6 yéu cau thay d6i, cai chinh, bd sung ho tich nop ho so tai B0
phan tiép nhan va tra két qua thuoc Uy ban nhan dan cép xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hé so, xac dinh tinh
hop 1€ cua gidy to trong hé so do nguoi yéu cau ndp, xuat trinh; dbi chiéu thong tin
trong T khai vé6i gidy to trong ho so.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay td, noi dung cin bd sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi
tiép nhan.

- H6 so sau khi dd dugc hudng dan theo quy dinh ma khong dugc bd sung
day du, hoan thién thi nguoi tlep nhan tir chdi tiép nhan ho so. Viée tir chdi tiép
nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir chdi, ngudi
tiép nhan ky, ghi 16 ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thot han 03 ngay lam viéc ké tir ngay nhan du gidy to theo quy dinh
d01 voi1 yéu cau thay (‘101 cai chinh ho tich; ngay trong ngay lam viéc dbi voi yéu
cau bd sung ho tich; néu thy viéc thay ddi, cai chinh, b6 sung hé tich 1a ¢ co s,
phu hop véi quy dinh cua phap luat dan sy va phap luat c6 lién quan, céng chire Tu
phap - Ho tich bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy
ban nhéan dan cap xa dong v giai quyét thi ky Trich luc ho tich twong ung (Trich
luc thay ddi ho tich/Trich lyc cai chinh ho tich/Trich luc bd sung ho tich); cong
chtc Tu phap - Ho tich ghi noi dung thay d6i, cai chinh, bd sung ho tich vao S6 va
ky vao So dang ky thay doi, cai chinh, bo sung ho tich, x4c dinh lai dan toc.

- Trudng hop thay ddi, cai chinh, bd sung thong tin ho tich lién quan dén
Gidy khai sinh, Gidy chimg nhan két hon thi cong chitc Tu phap - Ho tich ghi noi
dung thay d6i, cai chinh ho tich vao Gidy khai sinh, Gidy ching nhan két hon; bo
sung thong tin ho tich vao muc twong tng va dong dau vao ndi dung bo sung.

- Sau khi tiép nhéan két qua tr cong chirc Tu phap - Ho tich; Bo phan tiép
nhan va tra két qua hudéng dan dé nguoi di dang ky thay doi, cai chinh, bd sung ho
tich, xac dinh lai dan tdc ky tén vao S0, déng thoi trao Trich luc dang ky ho tich
tuong ung cho nguoi dang ky hd tich.

* Luu y:
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+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir so goc hodc
ban sao dugc chimg thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi nguoi tiép nhan hé so kiém tra, ddi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhén vé viéc da dbi chiéu noi dung gidy to' do, khong dugc yéu
cau ngudi di ddng ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xudt trinh, ddi chleu vo1 thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhén c6 thé chup 01 ban giay to
xuét trinh hodc ghi lai thong tin cua gidy to xut trinh dé luu hd so.

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

b. Cach thirc thuwce hién

- Nguoi c6 yéu cau ding ky thay doi, cai chinh, bo sung h¢ tich truc tiép
thuc hién hodc uy quyén cho nguoi khac thuc hién;

- Nguoi thue hién viée dang ky thay d6i, cai chinh, bd sung ho tich c6 the
truc tlep nop ho s0 tai B phan tiép nhan va tra két qua thudc Uy ban nhan dan cip
x4 c6 thAm quyén hodc giri hd so qua hé thong buu chinh.

c. Thanh phan, so lwong hé so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirng minh nhan dan hodc thé can cudc qcéng dé}n hgéc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢ tham quyén cép, con
gia tri su dung d€ chimg minh v€ nhén than cua nguoi c6 yéu cau dang ky thay doi,
cai chinh, bo sung hd tich.

- Glay td ching minh noi cu tri dé xac dinh tham quyen dang ky thay doi,
cai chinh, b6 sung ho tich (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co

s& dir lidu ho tich dién tir toan qudc chua duoc xdy dung xong va thuc hién thong
nhat trén toan qudc).

Truong hop guri hé so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xut trinh néu trén.

* Gidy to phdi ngp

- Tos khai déng ky thay doi, cai chinh, bo sung h¢ tich, xéc dinh lai dan toc
theo mau.

- Giéy to lam can ctr thay ddi, cai chinh, bd sung ho tich.

- Vin ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyén
thue hién viéc dang ky thay doi, cai chinh, b6 sung h¢ tich. Truong hop nguoi
duogc uy quyén la 6ng, ba, cha, me, con, vg, chdng, anh, chi, em rudt ciia ngudi uy
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quyen thi van ban uy quyen khong phai cong ching, ching thue, nhung phai co
gidy to chirng minh moéi quan hé véi nguoi iy quyén.
* S luwong ho so: 01 bé
d. Thoi han gidi quyét

- 03 ngay lam viéc d6i véi yéu cau thay dbi, cai chinh ho tich; truong hop
phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc ké tur thoi diém
cong chirc Tu phap - HG tich nhan du ho so hop 1€.

- Ngay trong ngay lam viéc d6i voi yéu cau bd sung hd tich, truong hop
nhan ho s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

e. Déi twong thwe hién thii tuc hanh chinh: ca nhan
g. Co quan thyc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh thil tuc hanh chinh: Uy ban nhan dan cap
xa not da dang ky ho tich trudc day hodc Uy ban nhan dan cap xa noi cu tra cua
nguoi ¢ yéu cau

h. Két qud thwe hién thii tuc hanh chinh

Trich luc thay d6i ho tich/Trich luc cai chinh ho tich/Trich luc b6 sung ho
tich.

i. Phi, Lé phi
- Phi: Khong
- Lé phi: 10.000 dong.

Mién 1& phi cho nguoi thudc gia dinh c6 cong v6i cach mang; ngudi thude
ho ngheo; nguoi khuyét tat.

k. Tén mau don, méu to khai
_ To khai dang ky thay doi, cai chinh, bd sung ho tich, xac dinh lai dan tc.
(Mdu kem theo)

I. Yéu cdu, diéu kién thwe hién thii tuc hanh chinh: Khong

m. Can cw phap ly cua thu tuc hanh chinh

- B6 luat Dan su;

- Luat ho tich nam 2014;

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

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 ctia Bo Tu phap quy dinh
chi tiét mot s6 di€u cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 diéu va bién phap thi hanh Luat
ho tich;
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- Thong tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché d(f)‘ thu, nop, quan ly va su
dung phi, 1¢ phi thugc thdm quyen quyét dinh cua Hoi dong nhén dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

~ TOKHAI PANG KY VIEC THAY POI, CAI CHINH,
BO SUNG THONG TIN HQ TICH, XAC DINH LAI DAN TQC

KANN Uz s
Ho, chit dém, t8N NEWOT YEU CAUS ....o..veveeeeeeeeeeeeee et
INOT CU LT 1ttt et et ettt et e et e e bt e e be e e bt e esteesae e e st e esateesaseesnseennneas
GHAY 1O 1Y ThAN? .ot e e s ees e ee e ees e

Quan hé v6i ngudi duoc thay doi, cai chinh, xac dinh lai dan toc, bd sung thong tin ho
15 (o] s SRR
D& nghi o qUAN @ANG KY VIBC ... oo
cho nguoi c6 tén dwdi day:
HOQ, Chilt d@I, tEIN: ......ooiiiiiieiece et e e st e e e sb e e e saeeeaeeenneeenaeaen
Ngay, thang, NAM SINN: ....c.oooiiiiieee e e e e aeeseaeesnseeenseas
Gidi tinh................. DaAN tOC: . .uuveiiiiiiiieeeeeeeeeeee e Qudc tich: oo,
INOT CU UL ettt ettt st st ettt et et e bt et e et e e bt e sbeenbeesbaesbeenaees
GHAY 1O 1Y THAN ..ot s e s s eee e eeeeeeseeeeeeeeae
DA GANG K.t e e e e e b e e e e naaeennnes
1723 DT TRROPRRRRRTRRRRPNt

LY d0: et e et e et e e e bt e e et eeenbteeenbeeeenaeeean
T61 cam doan nhiing ndi dung khai trén day la dung su that va chiu trach nhi¢ém trudc phap
luat vé cam doan cua minh.

Lam tqi: .....occoveveveeann, , ngay ... thang ...... nam ..........
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Y kién cta ngudi duge thay doi ho, chir Y kién cta cha va me (néu thay doi ho,
dém, tén (néu nguoi do to du 9 tudi troy chir dém, tén cho nguoi dudi 18 tué)i)
1én); xac dinh lai dan toc (néu ngudi do

tir da 15 tudi dén dudi 18 tudi)
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12. Thii tuc Céap Gidy xac nhén tinh trang hén nhén
a. Trinh tu thuc hién

- Nguoi co yéu cau cip Gidy xac nhan tinh trang hon nhan ndp ho so tai BO
phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xi c6 tham quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bd ho so, doi chleu
thong tin trong To khai va tinh hop 1€ cua gidy tO trong hd so do nguoi yéu cau
nop, xut trinh.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay td, noi dung cin bd sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi
tiép nhan.

- Néu ho so sau khi di duoc hudng din ma khéng duogc bod sung day du,
hoan thién thi ngudi tiép nhan tir chdi tlep nhan ho so va 1ap vin ban tir chdi tiép
nhan hd so, trong do ghi 1o ly do tu choi, ky, ghi r0 ho, chir d€m, tén ciia nguoi
tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thot han 03 ngay lam viéc, ké tir ngay nhan du ho so hop 18, cong
chirc Tu phap - H¢ tich kiém tra, xac minh tinh trang hon nhan cua ngudi c6 yéu
cau.

- Truong hop ngudi yéu cau xac nhan tinh trang hén nhan d3 timg dang ky
thudng tra tai nhiéu noi khac nhau thi nguoi dé co trach nhiém chimg minh vé tinh
trang hon nhan ctia minh. Trudng hop ngudi yéu cau khong ching minh dugc thi
cong chuac Tu phap - Ho tich bao cao Chu tich Uy ban nhéan dan cap x3 c6 van ban
dé ‘nghi Uy ban nhan dan cép x4 noi nguoi d6 da ting dang ky thuong tra tién hanh
kiém tra, xac minh vé tinh trang hon nhan ctia nguoi do.

- Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan duoc van ban dé nghi,
Uy ban nhan dan cip x3 dugc yéu cau, tién hanh kiém tra, xac minh va tra 10i bang
van ban vé tinh trang hon nhan trong thoi gian thuong tra tai dia phuwong ciia ngudi
6 yéu cau.

- Néu két qua kiém tra, xac minh cho thdy ngudi yéu cau co du diéu kién,
viéc cap Gidy xac nhdn tinh trang hon nhén 13 phu hop quy dinh phap luat thi cong
chtrc Tu phép - Ho tich trinh Chu tich Uy ban nhan dan ky 01 ban Gidy xac nhan
tinh trang hon nhan.

- Sau khi nhan két qua tir cong chtrc Tu phap - Ho tich, Bo phéan tiép nhan va
tra két qua trao Gidy xac nhan tinh trang hon nhan cho nguoi yéu cau.
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* Lueu y:

+ Trudng hop ngudi yéu ciu ndp gidy to 13 ban sao dugc cap tir s6 gbc hoic
ban sao dugc chung thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuit trinh ban
chinh thi ngudi tiép nhan hd so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duoc yéu
cau ngudi di ddng ky ndp ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, ddi chleu vo1 thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich ndp thém ban sao gidy to do. Nguoi t1ep nhén c6 thé chup 01 ban giay to
xuat trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan c¢6 trach nhiém tiép nhan dung, du hoé so dang ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau nguoi dang ky hd tich
ndp thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

b. Cach thirc thuc hién

- Nguoi co yéu cau cdp Gidy xac nhan tinh trang hon nhan truc tiép thuc
hién hoic ty quyén cho ngudi khac thuc hién yéu ciu cap Gidy xac nhan tinh trang
hon nhan;

- Nguoi thye hién yéu cau cip Gidy xac nhan tinh trang hon nhan c6 thé truc
ti€ép ndp ho so tai BO phén ti€p nhan va tra két qua thudéc Uy ban nhan dan cap xa
c6 tham quyén hoac gtri ho so qua hé thong buu chinh.

c. Thanh phan, so lwong hé so

* Gidy to phdi xudt trinh

- H6 chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con
gia tri st dung dé ching minh vé nhan than cta ngudi cb yéu cau cip Gidy xéac
nhan tinh trang hon nhan.

- Gidy to ching minh noi cu trii cia ngudi yéu cau cap Gidy xac nhan tinh
trang hon nhan dé xac dinh tham quyén (trong giai doan Co s¢ dir liéu quoc gia vé
dan cu va Co s¢ dir li¢u ho tich dién tir toan qudc chua dugc xay dung xong va
thuc hién thong nhat trén toan quoc).

Truong hop guri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xut trinh néu trén.

* Gidy to phdi ngp

- To khai cap Gidy xac nhan tinh trang hon nhan theo mau;

- Truong hop ngudi yéu cau cap Gidy xac nhan tinh trang hén nhan di c6 vo
hodc chong nhung da ly hon hoac ngudi vg/chong da chét thi phai xuat trinh (ban
chinh) hoac ndp ban sao gidy to hop 1€ dé chirng minh;
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- Cong dan Viét Nam di ly hon, hay viéc két hon & nudc ngoai thi phai ndp
ban sao Trich luc ghi cht ly hon.

- Truong hop yéu cau cép lai Giéy xac nhén tinh trang hon nhan dé su dung
vao muc dich két hon véi nguoi khac véi ngudi da ghi trong phan muc dich sir
dung cta Gidy xac nhan tinh trang hon nhin dugc cip trude day hodc do Gidy xac
nhan tinh trang hon nhan da hét thoi han st dung theo quy dinh thi phai nop lai
Gidy x4ac nhan tinh trang hén nhan d3 duoc cip trude day.

*S6 luwong ho so: 01 bé

d. Thoi han gidi quyét

03 ngay 1am viéc ké tir thoi diém cong chirc Tu phap - Ho tich nhan du hd so
hop 1€.

Truong hop phai gui van ban xac minh thi thoi han giai quyét khoéng qué 06
ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra 101 két qua xac minh qua h¢ thong buu chinh).

e. Déi twong thywe hién thii tuc hanh chinh: C4 nhan

2. Co quan thuc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh tha tuc hanh chinh:

+ Uy ban nhan dan cip xi noi ngudi yéu cau cip Gidy xac nhan tinh trang
hon nhan thuong tri.

+ Truong hop nguoi yéu cau cap Glay xac nhén tinh trang hon nhan khong
c¢6 noi thuong tr thi Uy ban nhan dan cdp xi noi tam tra thyc hién viéc cap Gidy
xac nhan tinh trang hon nhan.

- Co quan phdi hop: Uy ban nhan dan cip x3 noi thudng tri trude ddy cua
nguoi yéu cau cap Giay xac nhan tinh trang hon nhan (truong hop nguoi yéu cau
da thuong tra ¢ nhi€u noi khac nhau).

h. Két qud thwe hién thii tuc hanh chinh
Gidy x4ac nhan tinh trang hon nhan.

i. Phi, Lé phi

- Phi: Khong

- L& phi: 10.000 ddng.

Mién 1& phi cho ngudi thudc gia dinh c6 cong v6i cach mang; ngudi thude
ho ngheo; nguoi khuyét tat.

k. Tén méu don, méu to khai
T khai cip Gidy xac nhén tinh trang hén nhan (Mdu kém theo)
L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Truong hop yéu cau x4c nhan tinh trang hon nhan nhiam muc dich két hon
thi ngudi yéu cau phai dap tng du diéu kién két hon:
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- Nam tir ddi 20 tudi tr& 1én, nit tir da 18 tudi tré 1én;

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

- Khéng bi mat nang lyc hanh vi dan suy;

- Viée két hon khong thude mot trong cac truong hop cam két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ Ta0o hén, cudng ép két hon, lira dbi két hon, can tro két hon;

+ Nguc‘yi dang,cé VO, co chéng ma két hép vo1 nguoi khac hodc chua c6 vo,
chua c6 chong ma két hon voi nguoi dang ¢6 chong, co vo;

+ Két hon gitra nhitng ngudi cung dong méau vé truc hé; giita nhimg ngudi
c6 ho trong pham vi ba do1; gitta cha, me nu6i voi con nudi; gitta nguoi da tung la
cha, me nudi v6i con nudi, cha chong véi con dau, me vo véi con ré, cha dugng
v6i con riéng cuia vg, me ké véi con riéng cia chong;

* Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gidi tinh.

m. Can cw phap ly cua thu tuc hanh chinh

- Luat hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mdt s6 di€u va bién phap thi hanh Luat hd tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot s6 diéu cua Luat ho tich V,?:l Nghi ,din‘h sO 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so di€u va bién phap thi hanh Luat
ho tich;

- Thong tu sb 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va st

dung phi, 1¢ phi thudc thAm quyén quyét dinh ciia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HPND).



72

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

TO KHAI CAP GIAY XAC NHAN TiNH TRANG HON NHAN

Ho, chit dém, t8n NEUWOT YEU CAUS ..o
INOT CU UL ettt ettt et st et e st et e bt e bt e bt e bt e bt e sbeenbeenatesaeesaees
GHAY 1O 1Y ThANT .ot ees e ees e eeeae
Quan hé véi nguoi duge cdp Gidy xac nhan tinh trang hon nhan: ...........occoooeeeeeeeeeeeeeenn.
Pé nghi cap Gidy xdc nhan tinh trang hon nhin cho nguoi cé tén dwéi day:

HQ, Chil A€, TEIN: ......oociiiiiiiiieee ettt e et e et eeesabaeeesaaeeesaeeenes
Ngay, thang, NAM SINN: .....coiiiiiiicee e e e et e e e e e eaaee s
Giditinh: ................... Dantdc: ..., Quéc tICh: oo,
INOT U LT ettt et ettt e b e et e bt e e bt e e bt e e bt e e bt e e sateesaseesaneesaneas
GHAY 10 EY THANL ..ot
Tinh trang hOn NNAN: ........c.ooooiiiiieee ettt e e e eaeeeneeenneeens
Muc dich str dung Giéy xac nhan tinh trang hon nhan: ............cccoccoeviiiiiiiiiees

To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc

phap luat vé cam doan ctia minh.

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

.................................
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13. Thu tuc Dang ky lai khai sinh
a. Trinh tu thuc hién

- Nguoi ¢6 yéu cau dang ky lai khai sinh nop ho so tai BO phan tiép nhan va
tra két qua thudc Uy ban nhan dan cap x3 c6 thim quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bd ho so, doi chleu
thong tin trong To khai va tinh hop 1€ cua gidy tO trong hd so do nguoi yéu cau
nop, xut trinh.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay td, noi dung cin bd sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi
tiép nhan.

- H6 so sau khi dd dugc hudng dan theo quy dinh ma khong dugc bd sung
day du, hoan thién thi nguoi tlep nhan tir chdi tiép nhan ho so. Viée tir chdi tiép
nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir chdi, ngudi
tiép nhan ky, ghi 16 ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so, cong chic Tu
phap - HG tich kiém tra, xac minh ho so.

Trudng hop viéc dang ky lai khai sinh duoc thuc hién tai Uy ban nhan dan
cap x3 khong phai noi déng ky khai sinh trude day thi cong chirc Tu phap - Ho tich
béo cao Chu tich Uy ban nhan dan cap xa c6 van ban de nghi Uy ban nhan dan cap
xa noi dang ky khai sinh trudc day kiém tra, xac minh vé viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc vin ban dé nghi, Uy
ban nhan dan noi da dang ky khai sinh trudc day tién hanh kiém tra, x4c minh va
trd 101 bang van ban vé viéc con luu gitt hoac khong luu gitr duogc s6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac minh vé
viéc khong con luu gitt dugc s6 ho tich tai noi da dang ky khai sinh, néu thay viéc
dang ky lai khai sinh chinh xac, dung quy dinh phap luat, cong chic Tu phap - HO
tich bao cao Chu tich Uy ban nhan dan cp xi. Trudng hop Chu tich Uy ban nhan
dan dong ¥ giai quyet thi cong chirc Tu phéap - HQ tich ghi ndi dung khai sinh vao
S6 va ky vao S6 dang ky khai sinh. Chu tich Uy ban nhan dan ky Gidy khai sinh
cho nguoi c6 yéu cau.

- Sau khi nharl két gqué tr cong churc Tu phép - HO tich; B phan ‘Eiép ‘nhén va
tra ket qua huong dan dé nguoi di dang ky lai khai sinh ky tén vao S6, dong thoi
cap Giay khai sinh cho nguodi dugc dang ky khai sinh.
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* Lueu y:

+ Trudng hop ngudi yéu ciu ndp gidy to 13 ban sao dugc cap tir s6 gbc hoic
ban sao dugc chung thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuit trinh ban
chinh thi ngudi tiép nhan hd so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duoc yéu
cau ngudi di ddng ky ndp ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan c6 trach nhiém kiém tra gidy to xudt trinh, ddi chleu vo1 thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich ndp thém ban sao gidy to do. Nguoi t1ep nhén c6 thé chup 01 ban giay to
xuat trinh hodc ghi lai thong tin ctia gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan c¢6 trach nhiém tiép nhan dung, du hoé so dang ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau nguoi dang ky hd tich
ndp thém gidy t& ma phép luat ho tich khong quy dinh phai nop.

b. Cach thirc thuwce hién

- Nguoi c6 yéu cau diang ky lai khai sinh truc tiép thuc hién hodc iy quyén
cho nguodi khac thyc hién vi¢e dang ky lai khai sinh;

- Nguoi thuc hién dang ky lai khai sinh c6 thé truc tiép nop hd so tai Bo
phan ti€p nhan va tra két qua thudc Uy ban nhan dan cap xa c6 tham quyén hoac
gtri ho so qua hé thong buu chinh.

c. Thanh phan, so lwong hé so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con

gia tri sir dung dé chtmg minh vé nhan than ctia nguoi c6 yéu cau dang ky lai khai
sinh.

- Gidy to ching minh noi cu tra dé xac dinh tham quyén diang ky lai khai
sinh (trong giai doan Co s& dit li¢u quoc gia vé dan cu va Co s& dir ligu ho tich
dién to toan quoc chua dugc xay dung xong va thuc hi¢n thong nhat trén toan
qudc).

Truong hop guri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xut trinh néu trén.
* Gidy to phdi ndp

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan cua nguoi
yéu cau vé viéc da dang ky khai sinh nhung khong luu gitt dugc ban chinh Giay
khai sinh.

- Ban sao toan bd ho so, gidy to ciia ngudi yéu cau hoic ho s0, gidy t0, tai
liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom:
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+ Ban sao Gidy khai sinh do co quan c6 tham quyén cua Viét Nam cap (ban
sao dugc cong chung, ching thuc hop 1€, ban sao dugc cap tir S6 dang ky khai
sinh).

+ Ban chinh hozc ban sao gidy td c6 gia tri thay thé Giay khai sinh duoc cp
trudc nam 1945 & mién Bac va trudc ndm 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co gidy to trén thi gidy to do co quan co
thAm quyén cta Viét Nam cip hop 1& sau day 1a co s¢ dé xac dinh ndi dung ding
ky lai khai sinh: Gidy ching minh nhan dan, Thé cin cudc cong dan hoic Ho
chiéu; S6 ho khau, SO tam tra, gidy to ching minh vé noi cu tra; Bang tot nghiép,
Gidy ching nhén, Chung chi, Hoc ba, Hb so hoc tap do co quan dao tao, quan ly
gido duc co tham quyén cip hodc xac nhan; Glay t& khac ¢ thong tin vé ho, chir
dém, tén, ngay, thang, nam sinh cua ca nhan; Glay to ching minh quan hé cha con,
me con.

Ngudi yéu cau ding ky khai sinh c6 trach nhiém nop day du ban sao cac
gidy to néu trén (neu c0) va phai cam doan da nop du cac gidy to minh c6. Truong
hop ngu’oq yéu cau dang ky khai sinh cam doan khong dung sy that, c¢b y chi nop
ban sao gidy to c6 loi dé dang ky khai sinh thi viéc dang ky khai sinh khong c6 gia
tri phap 1y.

- Trudng hop nguoi yéu cau dang ky lai khai sinh 1a can b, cong chirc, vién
chtrc, nguoi dang cong tac trong luc luong vii trang thi phai c6 van ban xac nhan
ciia Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh cta ngudi do
gém ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quéc tich; qué
quan; quan hé cha - con, me - con phu hop véi hd so do co quan, don vi dang quan
ly.

- Vin ban uy quyén theo quy dinh ctia phap luét trong trudng hop uy quyén
thue hién viéc dang ky lai khai sinh. Truong hop nguoi duge iy quyén la ong, ba,
cha, me, con, v, chong, anh, chi, em rudt ctia ngudi 0y quyén thi van ban uy
quyén khong phai cong ching, ching thue, nhung phai ¢6 gidy to ching minh moi
quan hé vo1 nguoi iy quyeén.

* 86 heong ho so: 01 bo
d. Thoi han gidi quyét

05 ngay lam viéc tinh tir thoi diém cong chic Tu phap - Ho tich nhan da hd
so hop 1€.

Truong hop phai ¢6 vin ban xac minh thi thoi han giai quyét khong qua 13
ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra 101 két qua xac minh qua hé thong buu chinh).

e. Péi twong thwe hién thii tuc hanh chinh: C4 nhan

g. Co quan thyc hién thu tuc hanh chinh
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- Co quan thuc hién va quyét dinh thﬁo tuc hanh chinh: Uy ban nhan dan cép
xd noi dé dang ky khai sinh trude day hodc Uy ban nhan dan cap xa noi nguoi yéu
cau dang ky lai khai sinh thuong tru.

- Co quan phéi hop: Uy ban nhan dan cip xa noi ngudi yéu cau dang ky lai
khai sinh da dang ky khai sinh trudc day trong truong hop thyc hién dang ky lai
khai sinh tai Uy ban nhan dan cap xa noi thuong tru.

h. Két qua thuee hién thii tuc hanh chinh

Gidy khai sinh

i. Phi, Lé phi

- Phi: Khong

- Lé phi: 5.000 dong.

Mién 1¢ phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd nghéo; nguoi khuyét tat.

k. Tén mau don, méu to khai

T khai dang ky lai khai sinh (Mdu kém theo)

I. Yéu cdu, diéu kién thwc hién thii tuc hanh chinh

- Vige khai sinh da dugc dang ky tai co quan co tham quyén cta Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh
déu bi mét.

- Nguoi c6 yéu cu con séng tai thoi diém yéu cau dang ky lai.

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

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

- Thong tu §6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi ti€t mot so di€u cua Luat ho tich V,él Nghi ’din‘h s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi ti€t mét s6 diéu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mirc thu, ché do thu, ndp, quan 1y va su

dung phi, 1¢ phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

KINh U2 o

Ho, chir dém, tén NEUOT YEU CAUZ ........ooivovieeeieeeeeeeeeeeee e,
D (018 5§ USSP
GHAY 1O TUY ThANT .o s ee e
Quan h¢ vo1 ngudi dugc khai SINh: ......oooiiieiiceeee e

Pé nghi co quan ding ky lai khai sinh cho nguéi c6 tén dwdi diy:

HQ, chit @M, tEI: ......ooiiiiiiiieiecceeeeee ettt e e st e st e e st eerneeeneeenneeenneeen
Ngay, thang, ndm sinh: ..........ccocoeeeiieiieeieen, ghi bang Chill: ...veovveeeeeeeeee e
Gioditinh:.....ccooeuvvveneee.n. Dan toc: ....ovvvevveiiiiiiieennee, Quéc tICH: o
B (03 s o USSP
QUE QUAN .ttt e ettt e et e e ettt e e s bt e e e nbeeeesbeeeennbeeeansbeeenseeeenseeennnaeeanns
Ho, chit dé€m, ten NEWOT ME: ...........oooviiiiieie et e e e sseeeneeens
Nam sinh: ......ccoovvvvvviiiiieeeee, Dan toc:................. Quéc TICH: e,
INOT CU LTI ettt ettt ettt et ettt e bt e e bt e bt e e bt e e nateenabeenneeenaeeas
Ho, chit dém, tén n@uwdi cha:..............oooiii e
Nam sinh: ......ccoovvvvvviiiieeeeee. Dan toc:................. Quéc TICR e,
INOT CU LTI ettt ettt ettt et e bt e e bt e bt e e bt e esateesaeeesateesaeeas
Da dang ky Khai SINN ta1: ..o
Gidy khai sinh 6 ..........cococveeevoiin. , quyénsd .......... ngay ...... [, Lo,

T6i cam doan nhitng ndi dung khai trén day 1a dung sy that va da ndp du cac gidy to hién
6. T6i chiu trach nhiém trude phap luat vé viéc cam doan ctia minh.

Lamtai: ........................ , NgAY ........... thang ......... nam ..............

Ngudi yéu cau
(Ky, ghi 1o ho, chir dém, tén)

Dé nghi cap ban sao: Co |:|, Khong |:|
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14. Thi tuc Ping ky khai sinh cho nguoi da 6 ho so, gidy to ci nhian
a. Trinh tu thuc hién

- Cong dan Viét Nam cu tru trong nudc, sinh trudc ngay 01/01/2016, chua
duoc dang ky khai sinh, co hd so, gidy to c4 nhan (ban chinh hodc ban sao dugc
chung thuc hop 18) nhu: gidy to tuy than; S6 ho khau S6 tam tro; gidy to khac do
co quan nha nudc co tham quyén ctia Viét Nam cip c6 yéu cau ding ky khai sinh
nop ho so tai BO phan tiép nhan va tra két qua thudc Uy ban nhan dan cip xi co
tham quyén.

- Nguoi tiép nhan co6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu
thong tin trong T¢ khai va tinh hop 1€ ctia gidy to trong hd so do ngudi yéu cau
ndp, xuat trinh.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hé so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai
glay td, ndi dung can bo sung, hoan thién, ky, ghi ré ho, chir dém tén ctia ngudi
tiép nhan.

- H6 so ding ky khai sinh sau khi da duoc huong dan theo ~quy dinh ma
khong dugc bo sung day du, hoan thién thi nguoi tlep nhan tir chdi tiép nhan hd so.
Viéc tir chdi tiép nhan ho so phai duoc thé hién bang vin ban, trong d6 ghi rd 1y do
tir chdi, ngudi tiép nhan ky, ghi rd ho, chir dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép
nhan thoi gian con lai duwoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhén hé so, cong chic Tu
phap - Ho tich kiém tra, xac minh ho so. Trong truong hop can thiét, cong churc Tu
phap - Ho tich bao cdo Chiu tich Uy ban nhan dan cap xd c6 van ban dé nghi Uy
ban nhan dan cp x4 noi cu tri trudc ddy ciia ngudi yéu cau diang ky lai khai sinh
dé kiém tra, x4c minh vé viéc dang ky khai sinh va viéc luu gitt s6 ho tich.

- Trong thot han 05 ngay lam viéc, ké tir ngay nhan duoc vin ban dé nghi,
Uy ban nhan déin cip x3 noi ngudi yéu cau dang ky khai sinh cu tra truoce day tién
hanh kiém tra, xac minh va tra 1oi bang van ban vé viéc ngudi yéu cau da duoc
dang ky khai sinh hay chua duoc dang ky khai sinh; vi¢c con luu gilt hodc khong
luru giir duoc s6 ho tich.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duogc két qua xac minh,
néu thay ho so dang ky khai sinh 13 day du, chinh xac, ding quy dinh phap lut,
cong chue Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan cap xa. Trudng
hop Chu tich Uy ban nhan dan cap xa dong v giai quyét thi cong chirc Tu phap -
H tich ghi ndi dung khai sinh vao S6 va ky tén vao S6. Chu tich Uy ban nhan dan
cap xi ky Gidy khai sinh cho ngudi dugc ding ky khai sinh.
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- Sau khi nhér~1 kétoqué tir cong chiac Tu phap - HO tich; B pvheftn‘tié'p nhan va
tra ket qua hudng dan d€ nguoi di dang ky khai sinh ky t€n vao S6, dong thoi trao
Giay khai sinh cho ngudi di dang ky khai sinh.

* Lwu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir so gdc hoic
ban sao dugc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong duoc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi ngudi tiép nhan ho so kiém tra, ddi chiéu ban chyp voi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung giay to do, khong duoc yéu
cau nguoi di ding ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky ho tich,
nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, doi chleu vo1 thong tin
trong To khai va tra lai cho nguoi Xudt trinh, khong duoc yéu cau nguoi dang ky
ho tich ndp thém ban sao gidy to do. Nguoi t1ep nhan c6 thé chup 01 ban giay to
xuat trinh hodc ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

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

b. Cach thirc thuc hién

- Ngudi co yéu cau ding ky khai sinh truc tiép thuc hién hodc uy quyén cho
nguoi khac thye hién viée dang ky khai sinh;

- Nguoi thuc hién viée dang ky khai sinh co thé truc tiép nop ho so tai Bo
phan ti€p nhan va trd két qua thudc Uy ban nhan dan cap xa c6 tham quyén hoac
g1 ho so qua hé thong buu chinh.

c. Thanh phin, s6 lwong ho so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cdng dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con

gia tri s dung dé chimg minh vé nhan than cta nguoi c6 yéu cau dang ky khai
sinh (gidy to tuy than).

- Gidy tO chimg minh noi cu tri d€ xéc dinh thim quyén ding ky khai sinh
(trong giai doan Co s¢ dir li¢u quéc gia vé dan cu va Co so dir liéu ho tich dién tur
toan qudc chua duge xdy dung xong va thuc hién théng nhét trén toan qudc).

Truong hop guri hé so qua hé thdng buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xudt trinh néu trén.

* Gidy to phdi ngp
- To khai ding ky khai sinh theo mau.

- Van ban cam doan cta nguodi yéu cau vé viéc chua dugce dang ky khai sinh.
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- Ban sao toan bd ho so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gdm: Gidy ching
minh nhéan dén, Thé can cude cong dan hodc HO chiéu; S6 ho khau, S6 tam tri,
gidy to ching minh vé noi cu tri; Bang tot nghiép, Gidy chimg nhén, Chung chi,
Hoc ba, Hd so hoc tdp do co quan dao tao, quan ly gido duc co tham quyén cap
hodc xac nhan; Glay td khac ¢ thong tin vé ho, chit dém, tén, ngdy, thang, nim
sinh cua ca nhan; Glay to chirng minh quan hé cha con, me con.

- Trudng hop ngudi yéu ciu diang ky khai sinh 13 can bo, cong chirc, vién
chirc, nguoi dang cong tac trong luc luong vi trang thi phai c6 van ban xac nhan
cua Thu truong co quan, don vi vé viéc nhiing ndi dung khai sinh cua nguoi do
gom ho, chir dém, t€n; gioi tinh; ngay, thang, nam sinh; dan toc; quoc tich; qué
quan; quan h¢ cha - con, me - con phu hgp v61 ho so do co quan, don vi dang quan
ly.

- Vin ban iy quyén theo quy dinh cua phép luat trong truong hop uy quyén
thue hién viéc dang ky khai sinh. Truong hop nguoi duge uy quyén la 6ng, ba, cha,
me, con, vo, chong, anh, chi, em rudt ctia ngudi ty quyen thi van ban uy quyen
khong phai cong ching, chimg thyc, nhung phai ¢6 gidy to ching minh méi quan
hé v61 nguot uy quyén.

* S0 lwong ho so: 01 bé

d. Thoi han gidi quyét

05 ngay lam viéc ké tir thoi diém cong chirc Tu phap - Ho tich nhan di ho so
hop I¢.

Truong hop phai ¢ van ban xac minh thi thoi han giai quyét khong qua 13
ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra 101 két qua xac minh qua hé thong buu chinh).

e. Péi twong thuwe hién thii tuc hanh chinh: Ca nhan

g. Co quan thwce hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan din cip
xa noi nguoi yéu cau cu tru.

- Co quan phdi hop: Uy ban nhan déan cap xa noi nguoi yéu cau dang ky khai
sinh cu trt trude day.

h. Két qua thuee hién thii tuc hanh chinh

Gidy khai sinh

i. Phi, Lé phi

- Phi: Khong

- Lé phi: 5.000 dong.

Mién 1é phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd nghéo; nguoi khuyét tat.



81

k. Tén mau don, méu to khai

T khai dang ky khai sinh (Mdu kém theo)

I. Yéu cdu, diéu kién thwc hién thii tuc hanh chinh

Khong

m. Can cw phdp ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s diéu va bi¢n phap thi hanh Luat ho tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét mot s6 diéu cua Luat ho tich V,él Nghi ,din‘h s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi ti€t mot s6 diéu va bién phap thi hanh Luat
ho tich;

- Thong tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mirc thu, ché d6 thu, ndp, quan ly va st
dung phi, 1¢ phi thugc thdm quyen quyét dinh cua Hoi dong nhan dan tinh (Nghi
quyét so 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

KN @U: oo

Ho, chir dém, té€n NGO YEU CAU: ......ooooiiiiiiiiiiiiee et evee e

IN O CU ETUL: ettt e e e e et e et e e et e e et e et e e eee e e e e e e e e e eaeeeeeaeeeeeaeeeseneeeseaeeeeeaneenanee

Quan h¢ vo1 ngudt dugce khai SInh: ......oooiiiiiiiic e

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

HOQ, Chillt A€M, tIN: ......ooiiiiiiice ettt et e e st e e et e e et e e ernaeereeenneeennaeens
Ngay, thang, ndm sinh: .........cccccevviiiiniiiienieeee. ghi bAng Chil: ..o
Gioi tinh:......cccovvvveneee.. Dan tOC:.........ccoeveeeunnnnene. Quéc tICH: oo
D03 s USSR
L0 18 e | L 1 OSSPSR
Ho, chir dém, t€n NEUWOT M ..o
NAM SINN: ..o Dan toc:......cooeeee.... Quéc tich: o,
INOT CU T ottt ettt ettt b e eat e s at e e et s et e eat e eateea b e en bt en bt en bt enbee bt e bt enbeenbeenneenneas
Ho, chir dém, té€n n@uwoi Cha: ...
NAM SINN: oo Dan toc:......coeeeeen.n.. Quéc tich: ..o,
INOT CU UL ittt ettt a e st s at e e et e et e et e et e ea bt et e e bt e bt e bt e bt e nbeenbeenbeesanes

T61 cam gToan nodi dung dé nghi dang ky khai sinh trén day la dang su that, dugc sy thoa
thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctiia minh.
Lamtai: ....................... , NgAy ........... thang ......... nam ..............

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

Dé nghi cap ban sao: Co D, Khong D
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15. Thi tuc Ping ky lai két hon
a. Trinh tu thuc hién

- Nguoi ¢6 yéu cau dang ky lai két hon nop ho so tai BO phan tiép nhan va
tra két qua thudc Uy ban nhan dan cdp x3 c6 thim quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hé so, xac dinh tinh
hop 1€ cua gidy to trong hé so do nguoi yéu cau ndp, xuat trinh; dbi chiéu thong tin
trong T khai vé6i gidy to trong ho so.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay td, noi dung cin bd sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi
tiép nhan.

- Ho so sau khi da dugc hudng dan ma khong duoc bo sung day du, hoan
thién thi nguoi tiép nhan tir chbi tlep nhan ho so va lap van ban tir chéi tiép nhén
hé so, trong d6 ghi 8 1y do tir chdi, ky, ghi 16 ho, chit dém, tén cua nguoi tiép
nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so, cong chic Tu
phap - HG tich kiém tra, xac minh ho so.

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan dan cap x3
khong phai noi di ding ky két hon trude day thi cong chie Tu phap - Ho tich bao
c4o Chu tich Uy ban nhan dan c6 van ban dé nghi Uy ban nhan dan noi dang ky
két hén trude day kiém tra, xac minh vé viéc luu gilt s6 ho tich tai dia phuong.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc vin ban dé nghi, Uy
ban nhan dan noi da dang ky két hon trude day tién hanh kiém tra, x4c minh va tra
161 bang van ban ve viéc con luu gitt hoac khong luu gitr duoc s6 ho tich.

- Trong thoi han 03 ngdy lam viée, ké tir ngay nhan duoc két qua xac minh
vé viéc khong con luu gitt duge s6 ho tich tai noi da ding ky két hon, néu thay hod
so day du, chinh xac, dung quy dinh phap luat thi cong chirc Tu phap - H¢ tich bao
c4o Chu tich Uy ban nhan dan cap xa. Trudong hop Chu tich Uy ban nhan dan cip
xa dong y giai quyét thi cong chic Tu phap - Ho tich ghi viéc két hon vao SO dang
ky két hon, cung hai bén nam, nit ky tén vao So; hai bén nam, nir cung ky vao Gidy
chtng nhan két hon; Chu tich Uy ban nhan dan cip xa to chiic trao Gidy chiung
nhan két hén cho hai bén nam, ni.

* Luu y:
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+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir so goc hodc
ban sao dugc chimg thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi nguoi tiép nhan hé so kiém tra, ddi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhén vé viéc da dbi chiéu noi dung gidy to' do, khong dugc yéu
cau ngudi di ddng ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xudt trinh, ddi chleu vo1 thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhén c6 thé chup 01 ban giay to
xuét trinh hodc ghi lai thong tin cua gidy to xut trinh dé luu hd so.

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

b. Cach thirc thuc hién

Nguoi co yéu cau dang ky lai két hon tryc tiép nop hod so tai B phan tiép
nhan va tra két qua thugce Uy ban nhan dan cap xd c6 tham quyén (bén nam hodc
bén nit ¢ thé tryc tiép ndp hd so ma khong can co van ban iy quyén ciia bén con
lai).

c. Thanh phan, so lwong hé so

* Gidy to phdi xudt trinh

- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con

gia tri st dung dé chimg minh vé nhan than cta ngudi ¢ yéu cau dang ky lai két
hon.

- Giay to ching minh noi cu tra dé xac dinh tham quyén trong truong hop
viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa khong phai la noi
dang ky két hon trudc day (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co
s& dir lidu ho tich dién tir toan quéc chua duoc xdy dung xong va thuc hién thong
nhat trén toan qudc).

* Gidy to phdi ngp

- To khai dang ky lai két hon theo mau;

- Ban sao Gidy ching nhan két hon du’c_)’c‘céip trudc day. Néu khéng ¢ ban
sao Gidy chimg nhan két hon thi ndp ban sao ho so, gidy to ca nhan co cac thong
tin lién quan dén ndi dung dang ky két hon.

* S6 luwong hé so: 01 b

d. Thoi han gidi quyét

05 ngay lam viéc tinh tir thoi diém cong chic Tu phap - Ho tich nhan da ho
so hop 1€.
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Truong hop phai ¢6 vin ban xac minh thi thoi han giai quyét khong qua 13
ngay lam viéc (khong tinh thoi gian guri van ban yéu cau xac minh va thoi gian gui
van ban tra 101 két qua xac minh qua h¢ thong buu chinh).
e. Péi twong thwe hién thii tuc hanh chin: Ca nhan
g. Co quan thuc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh thua tuc hanh chinh: [qu ban nhan dan cép
xa noi da dang ky két hon trude day hodc Uy ban nhan dan cap xa noi nguoi yéu
cau cu tru.

- Co quan phbi hop: Uy ban nhan dan cap xa noi da dang ky két hon trudce
day hodc Uy ban nhan dan cdp x3 noi nguoi yéu cau cu tru.

h. Két qua thuee hién thii tuc hanh chinh

Gidy chtng nhan két hon

i. Phi, L¢é phi

- Phi: Khong

- Lé phi: 25.000 dong.

Mién 1é phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd ngheo; nguoi khuyeét tat.

k. Tén mau don, méu to khai

To khai dang ky lai két hon (Mdu keém theo)

L. Yéu cdu, diéu kién thwc hign thii tuc hanh chinh

- Viée két hon da duoc dang ky tai co quan c6 tham quyén cua Viét Nam

trude ngay 01/01/2016 nhung S6 déng ky két hon va ban chinh Gidy chimg nhan
két hon déu bi mat;
- Nguoi yéu cau dang ky lai két hon con séng vao thoi diém yéu cau ding ky
lai két hon.
m. Can cw phap ly ciua thu tuc hanh chinh
- Luat hon nhan va gia dinh nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luéat ho tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua Bd Tu phap quy dinh
chi tiét mot s6 diéu cua Luat ho tich V,E‘I Nghi ,din‘h s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiet mgt s6 di€u va bién phép thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché d6 thu, nop, quan 1y va su
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dung phi, 1¢ phi thudc thAm quyén quyét dinh ciia Hoi dong nhan dan tinh (Nghi
quyét so 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

KInh UL oo
Ho, chit dém, teN NEUWOT VAU CAUS ...ooooccoeoeeeeeeeesees oo sere e
INOT CU LTI s
GHAY 1O 1Y TANT ..o eeee e seesesees e sere e

Dé nghi co quan ding ky lai két hon theo ndi dung dudi day:

HoQ, chit d€m, tEN CUA VOl ...
Ngay, thang, NAM SINN: ..o
Dan tOC: ... (@ T To e A1) FH
INOT CU LI et
GHAY 10 EIY AN oo e oot ese ettt oo
Ho, chit @8m, t8N CHA CROME: .....oooocoeeeeeeeee oot
Ngay, thang, NAM SINN: ..o
Dan tOC: ..o (@ T To e A1) FH
INOT CU LTI s
GHAY 10 EIY THANL oot ess ettt oo
DA FANE KY KEE NOM LA oot eese e ees e eeee s ers e

Theo Gidy chtng nhan két hon s6: ..........cococoovvvveii. s QUYEN SO e
To61 cam dqan nhitng nd1 dung khai trén day l1a dang sy that va chiu trach nhiém trudce
phap luat vé cam doan ctia minh.
Lamtai: ........................ , ngay ... thang ... nam ...
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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16. Thu tuc Dang ky lai khai tir
a. Trinh tu thuc hién

- Nguoi c6 yéu cau ding ky lai khai tr nop hd S0 tai BO phén tiép nhan va
tra két qua thudc Uy ban nhan dan cap x3 c6 thim quyén.

- Nguoi tiép nhan co trach nhiém klem tra ngay toan bd ho so, doi chleu
thong tin trong To khai va tinh hop 1€ cua gidy tO trong hd so do nguoi yéu cau
nop, xut trinh.

- Néu ho so day di, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng din
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong d6 néu o loai
glay t&, ndi dung cin bod sung, hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi
tiép nhan.

- Ho so sau khi da dugc hudng dan ma khong duoc bo sung day du, hoan
thién thi nguoi tiép nhan tir chbi tlep nhan ho so va lap van ban tir chéi tiép nhén
hé so, trong d6 ghi 8 1y do tir chdi, ky, ghi 16 ho, chit dém, tén cua nguoi tiép
nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: H6 so t1ep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai tur day du va phu hop, cong chirc Tu phap - HG tich
bao cao Chu tich Uy ban nhan dén cap xa. Truong hop Chu tich Uy ban nhan dan
cap xa dong ¥ giai quyét thi cong chirc Tu phap - Ho tich ghi vao Sb ky vao S6
dang ky khai ttr. Chu tich Uy ban nhan déan cap x4 ky trich luc khai tir cho nguoi di
dang ky khai tu.

- Sau khi nhan két qua tir cong chic Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua hudng dan dé nguoi di dang ky khai tr ky tén vao S6, dong thoi cap
Trich lyc khai tr cho nguoi duge dang ky khai .

* Lwu y:

- Truong hop dang ky khai tir cho nguoi chét da 1au, khong co Gidy bao tir
hoic gidy to thay thé Gidy bao tu theo quy dinh tai khoan 2 Diéu 4 Nghi dinh sO
123/2015/ND-CP thi nguoi yéu cau dang ky khai tur phai cung cap duoc gidy to, tai
liéu, chimg ctr do co quan, t6 chirc ¢ thim quyén cap hodc xac nhan hop 1¢ ching
minh su kién chét.

- Truong hop ngudi yéu cdu ding ky khai tir khong cé gidy to, tai liéu,
chimg ctr ching minh theo quy dinh tai khoan 1 Piéu nay hoic gidy to, tai liéu,
chuing ctr khong hop 1€, khong bdo dam gié tri ching minh thi co quan dang ky hd
tich tir chdi dang ky khai tir.
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+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir so goc hodc
ban sao dugc chimg thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi ndp ban chyp va xuat trinh ban
chinh thi nguoi tiép nhan hé so kiém tra, ddi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhén vé viéc da dbi chiéu noi dung gidy to' do, khong dugc yéu
cau ngudi di ddng ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xudt trinh, ddi chleu vo1 thong tin
trong To khai va tra lai cho nguoi xudt trinh, khong dugc yeu cau ngudi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhén c6 thé chup 01 ban giay to
xuét trinh hodc ghi lai thong tin cua gidy to xut trinh dé luu hd so.

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

b. Cach thirc thuwce hién

- Ngudi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hodc iy quyén cho
nguoi khac thyc hién vi¢e dang ky lai khai ti;

—’Ngu’di thuc hiéq viéc dang k}'f lai khai tr c6 thé nop hd so tryc tiép tai BO
phén tiép nhén va tra két qua thuoc Uy ban nhan dan cap xa co tham quyén hodc
gtri ho so qua hé thong buu chinh.

c. Thanh phan, s6 lwong ho so

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con
gia tri st dung dé chirmg minh vé nhan than cta ngudi cd yéu cau dang ky lai khai
tur;

Truong hop giri ho so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 chung thyc giay to phai xuat trinh néu trén.

* Gidy to phai ngp

- T khai ding ky lai khai tir theo mau;

- Bansao Gidy chung tir truoc day duoc cap hop 1¢. Néu khong c6 ban sao
Giay chumng tur trude day dugc cap hop 1€ thi ndp ban sao ho so, gidy to lién quan
c6 nd1 dung chiing minh sy ki¢n chét.

- Vin ban ty quyén theo quy dinh ctia phéap luat trong truong hop uy quyén
thuc hién viéc dang ky lai khai tir. Truong hop ngudi duge uy quyén la 6ng, ba,
cha, me, con, vo, chdng, anh, chi, em rudt cua ngudi oy quyen thi van ban uy

quyén khong phai cong ching, ching thuc, nhung phai ¢6 gidy to ching minh moi
quan h¢ v&i nguoi uy quyén.

* S0 luwong ho so: 01 bé
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d. Thoi han gidi quyét

05 ngay lam viéc tinh tir thoi diém cong chirc tu phap -hd tich nhan da hd so hop I€.

Trudng hop can xac minh thi thoi han giai quyét khong qué 10 ngay lam viéc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chiic

g. Co quan thuc hién thu tuc hanh chinh

- Co quan thyc hién va quyét dinh thua tuc hanh chinh: [qu ban nhan dan cép
x4, noi da dang ky khai tir trude day.

h. Két qua thuee hién thii tuc hanh chinh

Trich luc khai tir

i. Phi, Lé phi

- Phi: Khong

- Lé phi: 5.000 dong.

Mién 1& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd nghéo; nguoi khuyét tat.

k. Tén mau don, méu to khai

To khai dang ky lai khai tir (Mdu kém theo)

I. Yéu cdu, diéu kién thuc hién thii tuc hanh chinh

Viée khai tir da duoc dang ky tai co quan ¢6 tham quyén ctia Viét Nam trudce
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Gidy chung tir déu bi
mat.

m. Can cw phap ly cua thu tuc hanh chinh

- Luat ho tich nam 2014;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s6 diéu va bi¢n phap thi hanh Luéat ho tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi ti€t mot s6 di€u cua Luat ho tich V,él Nghi ’din‘h s0 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh mirc thu, ché do thu, ndp, quan 1y va su

dung phi, 1¢ phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

KANR UL s
Ho, chit dém, teN NEUWOT YEU CAUS ....ooooccooeeeeeee oo sere e
INOT CU LT s
€T e R A a1 1.1 A
Quan hé VOT NGUOT Q8 CREE: ..o eeee oo sers e

Pé nghi co quan ding ky lai khai tir cho nguoi cé tén dwéi day:
HO, Chit d@m, €2 ...t e et e ra e e e aaee e e raeeeaes
Ngay, thang, NAM SINN: ..o

Gio1 tinh:.................. Dan toc: ....oovvvvveiiiiiiiiiiiiiinnns Quéc HICH:

NOT CU T CUBGT CUNE: oo e eeee e eeees e eees e sees e sees s
GHAY 1O 1Y THAN oo eee e eee e eeeseees e eeee e sere e
D3 chét va0 10C: oo g0 phut, ngay .............. thang ............ nam ..............

N OT Gt i,

NGUYEN NNAN CREE: ..o oo e eees e eee e ees e e eeeesssereesre

To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.
Lam tqi: .....ccocoovevevveeiannn. , ngay ... thang ...... nam ..........
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cap ban sao: Co |:|, Khong |:|
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17. Thi tuc Lién thong cac thu tuc hanh chinh vé dang ky khai sinh, cap
Thé bao hiem y té cho tré em dwdi 6 tuoi

a. Trinh tu thuc hién

- Nguoi c6 yéu cau nop ho so tai Bo phan ti€p nhan va tra két qua theo co
ché “Mot cura” cua Uy ban nhan dan cap xa.

- Can b, cong chirc tiép nhan ho so ¢6 trach nhiém kiém tra gidy to trong hd
so, néu hd so dﬁy da, hop 1€ thi tiép nhan, viét giéy nhan hd so, hen tra két qua
ting loai viéc cho ngudi di dang ky; néu ho so thiéu hodc khong hop 1¢ thi hudng
dan ngudi co yéu cau bd sung hoan thién hd so; vin ban hudéng dan phai ghi day
du, rd rang loai gidy to cAn bd sung, hoan thién; can bd tiép nhan ho so ky, ghi o
ho tén va giao cho ngudi ndp ho so.

- Cong chirc Tu phap - Ho tich cip xd diang ky khai sinh cho tré em ngay
trong ngay ti€p nhan ho so;

- Sau khi cong chtrc Tu phap - Ho tich cap xa thuc hién viéc dang ky khai
sinh va cap Giay khai sinh cho tré em, can bd, cong chirc dugc giao nhi€ém vu lap
1ap ho so cap The bao hiém y t€ chuyén cho Bao hiém xa hoi cap huyén dé cap The
bao hiém y té cho tré em.

- Co quan Bao hiém xa hoi kiém tra ho so, néu thay day di, hop 18 thi thyc
hién cap Theé bao hi€m y t€ cho tré em (trong thoi han 10 ngay).

Truong hop hd so chua ddy du thi thong bao cho Uy ban nhan dan cdp xa
biét, hoan thién.

- Co quan Bao hiém xi hoi chuyén tra Thé bao hiém y té cho tré em vé Uy
ban nhan dan cap xa.

- Bo phén tiép nhan va tra két qua theo co ché “Mot ctra” tai Uy ban nhan
dan cap x4 tra két qua cho ngudi co yéu cau.

Khi tra Gidy khai sinh cho nguoi co yéu cau, cong chue Tu phap - HO tich
ghi vao S6 dang ky khai sinh, yéu cau nguoi c¢6 yéu cau ky tén vao S6 dang ky
khai sinh va Gidy khai sinh.

b. Cach thirc thuc hién

Nguoti ¢6 yéu cau truc tlep hodc Gy quyén cho nguoi khac thyc hién tai Bo
phan tiép nhan va tra két qua tai Uy ban nhan dan cap xa.

c. Thanh phan, so lwong hé so
* Thanh phdn ho so:
- T khai ding ky khai sinh theo mau quy dinh.

- Gidy chimg sinh do co s& y té noi tré em sinh ra cap; néu tré em sinh ra
ngoai co s¢ y té thi gidy ching sinh dugc thay bang van ban xac nhan cua nguoi
lam chung; truong hop khong cé ngudi lam ching thi ngudi di khai sinh phai [am
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gidy cam doan vé viéc sinh 1 c6 thuc. Dbi véi trudng hop tré em bi bo roi thi ndp
bién ban vé viéc tré em bi bo roi thay cho gidy chung sinh.

- T& khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiém y té
cho tré¢ em dudi 6 tudi cua Uy ban nhan dan cap xa (theo mau quy dinh).

* 86 heong ho so: 01 bo
d. Thoi han gidi quyét

- Thot han thye hién lién thong cac thu tuc hanh chinh dang ky khai sinh,
cap the bao hiém y t€ cho tr¢ em dudi 6 tudi t61 da khong qua 15 ngay lam viée, ké
tor ngay ndp du ho so theo quy dinh.

- Truong hop hd so, théng tin chua diy du hodc chua ding quy dinh ma B
phan tiép nhan va tra két qua cua Uy ban nhén dan cap x4 phai hoan thién hd so, bo
sung théng tin theo yéu cau cua co quan Bao hiém xi hoi thi thoi han giai quyét
duoc kéo dai thém khong qua 02 ngay lam viéc.

- Béi voi cac xa cach xa tru s& co quan Bao hiém xa hoi cap huyén tir 50 km
trod 1€n, giao thong di lai khé khan, chua dugc két noi Internet thi thoi han tra két
qua dugc kéo dai thém nhung khong qua 05 ngay lam viéc.

- Can cr vao tinh hinh thyc té, cac dia phuong c6 thé quy dinh cu thé thoi
han thyc hién lién thong cac thu tuc hanh chinh ngan hon thoi han t61 da néu trén.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan
g. Co quan thwc hién thu tuc hanh chinh

- Co quan c6 thim quyen quyét dinh: Uy ban nhan dan cap xd co tham
quyen dang ky khai sinh; Bao hiém xa hoi cap huyén c6 tham quyén cip Thé bao
hiém y té cho tré em.

- Co quan hodc ngudi cd thim quyén dugce uy quyén hodc phan cip thuc
hién: Khong.

- Co quan tryc ‘Eiép thuc hién thu tuc hanh chinh: Uy ban nhan dan céap x;
Bao hiém xa hdi c6 tham quyén cap thé bao hiém y té cho tré em.

h. Két qud thwe hién thii tuc hanh chinh

Gidy khai sinh (ban chinh) va Thé bao hiém vy té.

i. Phi, L¢ phi

- Phi: Khong

- L& phi: 5.000 dong.

Mién 1¢ phi dbi vé6i truong hop khai sinh dung han, nguoi thudc gia dinh co
cong vai cach mang; nguoi thudc hd ngheo; nguoi khuyét tat.

k. Tén mau don, méu to khai

T& khai tham gia bao hiém xa hoi, bao hiém y té (Mau sb: TK1-TS); (Mdu
kem theo)
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T khai dang ky ding ky khai sinh (MAu TP/HT-2012-TKKS.1) ); (Mdu kém
theo)

I. Yéu cdu, diéu kién thwc hién thii tuc hanh chinh

- Viéc dang ky khai sinh cho tré em dudi 6 tudi thudc tham quyén giai quyét
ctia Uy ban nhan dan cip x4.

- Céac co quan c6 tham quyén thuc hién lién thong cac thu tyc hanh chinh
phai cung thudc dia ban mot huyén, thi xa, th@nh pho thudc tinh hodc cung thudc
dia ban mgt quan, huy¢n, thi xa thudgc thanh pho truc thudc trung vong.

m. Can cw phap ly cua thu tuc hanh chinh

- Luét cu tri 2006 (stra d6i ndm 2013);

- Luét bao hiém y t& 2008 (sira d6i nam 2014);

- Luat Ho tich s6 60/2014/QH13 ngay 20/11/2014 ctia Qudc hoi;

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

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mét s6 di€u cua Ludt ho tich va nghi dinh s6 123/2015/ND-CP
ngay 15 thang 11 nam 2015 ctia Chinh Phu quy dinh chi tiét mdt s6 diéu va bién
phép thi hanh Luat Ho tich;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nam 2014 quy dinh chi tiét
thi hanh mot s6 diéu va bi¢n phap thi hanh Luat cu tru;

- Théng tu lién tich sb 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 cua
lién bo: Tu phap, cong an va y t€ huong dan thyc hién lién thong cac thu tuc hanh
chinh vé dang ky khai sinh, dang ky thuong tra va cap the bao hiém y t€ cho tre
dudi 06 tudi;

- Théng tur s0 35/2014/TT-BCA ngay 09 thang 9 ndm 2014 quy dinh chi tiét
thi hanh mot s6 di€u cua Luat Qu tri va Nghi d,inh‘s() 31/2014/ND-CP ngay 18
thang 4 nam 2014 quy dinh chi tiét thi hanh mdt s6 diéu va bién phap thi hanh Luat
cu tru;

- Quyét dinh s6 2670/QD-UBND ngay 01/9/2017 caa UBND tinh Hai
Duong;

- Thong tur s0 37/2014/TT-BYT ngay 17 thang 11 nam 2014 hudng dan dang
ky kham, chira bénh ban dau va chuyén tuyén kham, chira bénh bao hiém y té do
B0 trudng BO Y t€ ban hanh;

- Thong tu lién tich sO 41/2014/TTLT-BYT-BTC ngay 24 thang 11 nam

2014 hudng dan thyuc hién bao hiém y té do Bo trudng BO Y té - BO Tai chinh ban
hanh;

~ -Théng tur s6 36/2014/TT-BCA ngay 09/9/2014 ciia Bo Cong an quy dinh vé
biéu mau st dung trong dang ky, quan 1y cu tru;
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- Quyét dinh s6 1018/QD-BHXH ngay 10 thang 10 ndm 2014 cia Bao hiém
xd ho1 Viét Nam stra doi quyét dinh quy dinh quan ly thu, chi bao hiém xa hoi, bao
hiém y té;

- Thong tu 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai Chinh Quy dinh
murc thu, ché d6 thu, np, quan ly va st dung phi khai thac, stir dung thong tin trong
co s& dir 1iéu ho tich, pl}i xac nhan c6 qudc tich Viét Nam, phi xac nhan la nguoi
goc Viét Nam, 1€ phi quoc tich;

- Nghi dinh 61/2018/ND-CP ngay 23/04/2018 vé thyc hién co ché mot cira,
mot cura lién thong trong giai quyét thu tuc hanh chinh;

- Théng tu 01/2018/TT-VPCP ngay 23/11/2018 hudng dan thi hanh mot sb

quy dinh ctia nghi dinh s6 61/2018/NP-CP ngay 23/04/2018 cua Chinh phu vé
thuc hién co ché mdt ctra, mdt ctra 1i€n thong trong giai quyét thu tuc hanh chinh.
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M4u sé: TK1-TS
(Ban hanh kém theo OP sé: 1018 /OD-BHXH

BAO HIEM XA HQI  CONG HOA XA HOI CHU NGHiA VIET NAM

VIET NAM

Poc 1ap - Tu do - Hanh phuc

TO KHAI THAM GIA
BAO HIEM XA HOI, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:

[01]. Ho va tén (viét chitinhoa): .....................

[02]. Ngay thang ndm sinh: - -

[03]. Gi¢i tinh: Nam| | Nr [ | [04]. Dan toc:

[06]. Noi cap gidy khai sinh (qué quéan):

........... , [05]. Qudc tich: ...........

[06.1]. XA, PRUONE ...ttt et ee e e e e eenaaeas
[06.2]. QUAN, hUYEN ...t

[07]. Than nhan

[07.1]. Cha hoac Me hodc Nguoi giam hg: .....
[07.1]. Than nhan khac: ...........................

[08]. S6 ching minh thu (HO chiéu):

[08.1]. Ngay cap: - -

[08.2]. NOT CAD: - eveeee et ettt

[09]. Pia chi dang ky ho khau:

[09.1]. SO nha, dudng phd, thon XOM: .........eeveeeieeie et

[09.2]. X&, PAUONE . .vvveeeeeeeereeen .
[09.3]. Quan, huyén ................

[09.4]. Tinh, TP ..ot ove oo,

[10]. Dia chi lién hé (noi sinh song):

..............

[10.1]. S6 nha, dudng phd, thon XOm: .........cccooveiviveeeeeeeenn.

[10.2].Xa, phuong .................
[10.3].Quén, huyén..............

[10.41. T, TP...oeeeeeoeeeoeeeeeeeeeeeeeee e,
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[11]. Sb dién thoai lien hé: ...............ccceoiii,

[12].Email ........................

[13]. Noi ding ky kham chita bénh ban dau: ...............cooveiuuiiiniiiieeiieeeinn
B. THAM GIA BAO HIEM XA HOQI, BAO HIEM Y TE:

I. CUNG THAM GIA BAO HIEM XA HOI BAT BUQC, BAO HIEM Y TE
[14]. Quyét dinh tuyén dung, hop dong lao dong (hop dong lam Vlec) sO ... ngay

cood...].....co hiéu lyc tir ngay ..../..../.... loai hop dong ..

[15]. Te€n co quan, AOM VIi ...uieereeett ettt et e et e e e eee e eeeenaens
[16]. Churc vu, chirc danh nghé, CONE VIEC: vttt it eieans
[17]. Luong chinh: ......................cel L

[18]. Phu cap:

[18.1]. Chuc vu........oec.ne,

[18.2]. TN vuot khung ..........,

[18.3]. TN nghé .............. ,

[18.4]. KRAC ...ttt ettt et e e e e e bee e

II. THAM GIA BAO HIEM XA HOI TU NGUYEN

[19]. Mtrc thu nhap thang dong bao hiém xa hoi ty nguyén: ...............c.ceeeee....

[20]. Phuong thltc dONg: ........cviiniiiiii e

ITI. CHI THAM GIA BAO HIEM Y TE

[21]. Tham gia bao hiém y té theo d0i trong: ..........oveveeiie i)

[22]. M tién 1am cin ctr dong bao hiem y t&: ... ......oooviiiiiiiin i

[23]. Phuong thltc AONE: .......oiiniii e
To61 cam doan nhitng ndi dung ké khai 1a

dung va chiu trach nhiém trudc phap luat
v€ nhiing nd1 dung da ké khai.

.......... , ngay ....... thang ....... nam ...........
Nguoi khai

(Ky, ghi ro ho tén)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh UL e

Ho, chit dém, tén NEUWOT YEU CAUL ....o.viveieieeeeeeeeeeeeeee e e
INOT CU T ittt ettt ettt et e bttt ebe b eseese b e s eseese s esseseesessessesesesseseesensesis
GHAY 1O 1Y ThANT .o
Quan h¢ voi ngudi dugc khai SINh: ......oociiiiiieieceeee e

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

HOQ, Chilr A€M, t€I: ...ttt e e e e e b e e e eabeeestseeenanaaeanes
Ngay, thang, ndm sinh: .........cccocieriiiniienieeeeen, ghi bang chil: ..o
Gioi tinh:................. Dan toc:.......ovvvvvevievinnnnns Quéc tICh: e
INOT SNttt e et e e ettt e e e taeeeeabaeeesbaeeessseeesssseeessaeeensseeeansseens
QUE QUAN ..ot e ettt e e e e et e e e e e e aaaeeeeeesaaaeeeeesnaaaeeeeannsaeeeeeasssaeeeeannnraaaaaan
Ho, chit dém, ten M@WOT MIE: ...
NAM SINN: .o Dan toc:........ccouvveeee Quéc tich: .o
INOT CU T ot et e ettt e e et e e et e e e e abeeeeatbeeesnsaeeessaeeensseeeesssaeasssaeeensseeennsseens
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINN: (oo Dan toc:........ouvvveeeen Quéc tich: .,
INOT CU EITLL ittt e e et e et e e e et eeeetbeeesasaeeesbaeeensseeeasssaeasseeesnsseeennsseenn

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day 1a dang sy that, dugc su thoa
thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.
Lamtai: ........................ , NEAY ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Dé nghi cip ban sao: C6 D, Khoéng D
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18. Thu tuc Lién thong cac thi tuc hanh chinh vé ding ky khai sinh,
dang ky thwong trid, cap thé bao hiém y té cho tré em dwdi 6 tuoi

a. Trinh tw thuc hién

- Ngu:(n ¢ yéu cau ndp hd so tai B phan tiép nhan va tra két qua theo co
ché “Mot cira” ctia Uy ban nhan dan cip xa.

- Can b, cong chirc tiép nhan ho so ¢6 trach nhiém kiém tra gidy to trong hd
so, néu hd so déy du, hop I¢ thi tiép nhan va tam thu 1€ phi dang ky thuong tra cho
tré em theo quy dinh, déng thoi viét giéy nhan hd so, hen tra két qua ting loai viée
cho ngudi di dang ky; néu hd so thiéu hodc khong hop 1€ thi huong dan nguoi co
yéu cau bo sung hoan thién ho so; vin ban huong dan phai ghi dy du, 16 rang loai
gidy to can bd sung, hoan thién; can bo tiép nhan hd so ky, ghi & ho tén va giao
cho ngudi ndp ho so.

Truong hop ho so khong thudc tham quyen giai quyét thi giai thich, hudng
dan nguoi di dang ky dén dung co quan c6 tham quyén giai quyét theo quy dinh.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Cong chue Tu phap - HO tich cap xa dang ky khai sinh cho tré em ngay
trong ngay ti€p nhan ho so.

- Sau khi cong chtrc Tu phap - Ho tich cdp x3 thuc hién viéc ding ky khai
sinh va cap Gidy khai sinh cho tré em, can b, cong chirc duge giao nhiém vu 1ap
hd so dang ky thuong tra kem theo 1€ phi chuyén cho co quan Cong an co thAm
quyén, cu thé: Dia ban huyén thi chuyén cho Cong an x4, thi trdn thudc huyén; dia
ban thi xa, thanh pho thudc tinh, quan, huyén, thi xa thudc thanh pho true thudc
trung wong thi chuyén cho Cong an cip huyén dé dang ky thuong tri cho tré em;
ddng thoi 1ap ho so cip Thé bao hiém y té chuyén cho Bao hiém xa hdi cip huyén
dé cap Thé bao hiém y té cho tré em.

- Co quan Cong an, co quan Bao hiém xi hdi kiém tra hd so, néu thay day
dt, hop 1¢ thi thyc hién dang ky thuong tra (trong thoi han 15 ngay), cap Thé bao
hiém y t€ cho tré em (trong thoi han 10 ngay).

~ Truodng hop hd so chua day du thi thong béo cho Uy ban nhan dan cap xa
biét, hoan thién.

- Co quan Cong an, Bao ‘hi?:m x3 hoi chuyén tra két qua dang ky thuong tru,
Thé bao hiém y t€ cho tré em vé Uy ban nhan dan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Mot ctra” tai Uy ban nhan
dan cap x4 tra két qua cho ngudi co yéu cau.

Khi tra Gidy khai sinh cho nguoi co yéu cau, cong chue Tu phap - HO tich
ghi vao S6 dang ky khai sinh, yéu cau nguoi c¢6 yéu cau ky tén vao S6 dang ky
khai sinh va Gidy khai sinh.
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b. Cach thirc thuc hién

Ngudi cd yéu cau thuc hién truc tiép hodc uy quyén cho nguoi khac thuc
hién tai BO phan tiép nhan va tra két qua theo co ché “Mot ctra” cua Uy ban nhan
dan cap xa.

c. Thanh phan, s6 lwong hé so

* Thanh phdn ho so:

- T khai ding ky khai sinh theo mau quy dinh.

- Giay chimg sinh do co s y té noi tré em sinh ra cap; néu tré em sinh ra
ngodi co so y té thi gidy ching sinh dugc thay bang vin ban xac nhan cua ngudi
lam ching; truong hop khong c6 nguoi lam ching thi nguoi di khai sinh phai lam
gidy cam doan v¢€ viéc sinh la c6 thyc. Dbi v0i truong hop tré em bi bo roi thi ngp
bién ban vé viéc tré em bj b roi thay cho gidy ching sinh.

- Phiéu béo thay ddi ho khau, nhan khau (theo mau quy dinh); SO ho khau
ctia cha, me (ban chinh) hodc SO hd khau ctua me (ban chinh) d6i véi truong hop
tré em dang ky thudng tra theo me hodc S6 ho khau cua cha (ban chinh) déi véi
truong hop tré em dang ky thuong tra theo cha hodc S6 ho khau cia ngudi nudi
dudng, cham séc tré (ban chinh) dbi véi truong hop tré em khong dang ky thuong
tra theo cha, me, ban sao Giéy khai sinh cua tré.

+ Truong hop tré em khong dang ky thuong tri cung ho khau véi cha, me
ma dang ky thuong tra theo h khau cta ngudi khac thi ngoai ban sao Gidy khai
sinh, phai co y kién bang van ban cua cha, me, c6 xac nhan ciia Uy ban nhan dan
cap x4, y kién dong ¥ cua cht ho va S6 ho khau ctia chu ho (ban chinh).

- To khai tham gia bao hiém vy té, Danh sach dé nghi cap thé bao hiém y té
cho tré em dudi 6 tudi ciia Uy ban nhan dan cap xa (theo mau quy dinh).

* So luwong ho so: 01 bé
d. Thoi han gidi quydt

- Thot han thuq hién lién th?)ng cé,c thu tuc hanh chinh qdén,g ky khai sinh,
dang ky thuong tra, cap theé bao hiém y t€ cho tré¢ em dudi 6 tudi toi da khong qua
20 ngay lam viéc, ké tir ngay ndp du ho so theo quy dinh.

- Truong hop ho so, thong tin chua day di hodc chua ding quy dinh ma Bo
phan tiép nhan va tra két qua ciia Uy ban nhan dan cip xa phai hoan thién hd so, bo
sung thong tin theo yéu cau ctia co quan Cong an, co quan Bao hiém x4 hoi thi thoi
han giai quyét duoc kéo dai thém khong qua 02 ngay lam viéc.

- Déi véi cac xa cach xa try s co quan Bao hiém x3 hoi cip huyén hodc co
quan Cong an cap huyén tir 50 km trd 1én, giao thong di lai kho khan, chua duoc
két ndi Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 05
ngay lam viéc.

- Can ct vao tinh hinh thuc té, cac dia phuong cé thé quy dinh cu thé thoi
han thuc hién lién thong cac thua tuc hanh chinh ngan hon thoi han t61 da néu trén.
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e. Déi twong thywe hién thii tuc hanh chinh: C4 nhan, T6 chirc
g. Co quan thwce hién thu tuc hanh chinh

- Co quan c6 thdm quyén quyét dinh: Uy ban nhéan dan cap x4 c6 tham
quyen dang ky khai sinh; co' quan Cong an c6 tham quyen dang ky thuong tra; Bao
hiém xa hoi cap huyén co thim quyén cap thé bao hiém y té cho tré em.

- Co quan hodc ngudi c6 thim quyén dugc uy quyén hoic phan cip thuc
hién: Khong.
- Co quan truc tlép thue hién thu tuc hanh chinh: Uy ban nhan dan céap x3;

co quan Cong an ¢ tham quyen dang ky thuong tri; Bao hiém xd hoi c¢6 tham
quyén cap thé bao hiém y té cho tré em.

h. Két qua thuee hién thii tuc hanh chinh

Glay khai sinh (ban chinh), S6 ho khau da dang ky thuong tra cho tré em va
Thé bao hiém y té.

i. Phi, L¢ phi

- Phi: Khong

- Lé phi:

+ Khai sinh: 5.000 dong.

Mién 1& phi ddi véi truong hop khai sinh ding han, nguo1 thudce gia dinh co
cong vaoi cach mang; nguoi thudoc hd ngheo; nguoi khuyét tat.

~ + Dang ky thudng trii: 15.000 dong/lan dang ky thuong tra nhung khong cap
sO ho khég tai cac phuong noi thanh thudgc thanh phé Hai Duong; 7.000 dong/lan
dang ky do61 vai cac khu vuce con lai.

Khéng thu 1¢ phi dang ky cu tra d6i voi cac truong hop: Con dudi 18 tudi
cua liét s1; con duodi 18 tuol cﬁa,thuong binh; ho gia dinh thu(f)q dién xo04 doi, giam
nghéo; cong dan thudc x4, thi tran vung cao theo quy dinh ctia Uy ban Dan tdc.

k. Tén mdu don, mdu to khai

- Phiéu béo thay d6i ho khau, nhan khiu (Mau HKO02 ban hanh theo Thong
tu s6 36/2014/TT-BCA ngay 09/9/2014); (Mdau kem theo)

- To khai tham gia bao hiém xa hoi, bao hiém y té (Mau s6: TK1-TS); (Mdu
kem theo)

- T khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1); (Mdu kem
theo)

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

- Viéc ding ky khai sinh cho tré em dudi 6 tudi thudc thim quyén giai quyét
cua Uy ban nhan dan cap xa.
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- Céc co quan c6 tham quyén thyc hién lién thong cac thu tuc hanh chinh
phai cung thudc dia ban mot huyén, thi xa, thanh phé thudc tinh cua tinh hodc cung
thudc dia ban mdt quén, huyén, thi xa cua thanh pho truc thude trung wong.

m. Can cw phdp ly cua thu tuc hanh chinh

- Luat cu tra 2006 (stra d6i nim 2013);

- Luét bao hiém y t& 2008 (sira d6i nim 2014);

- Luét Ho tich s6 60/2014/QH13 ngay 20/11/2014 cua Qudc hoi;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiet mot s6 diéu va bi¢n phap thi hanh luét hg tich;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot s6 di€u cua Luat ho tich va nghi dinh sO 123’/2015/ND-CP
ngay 15 thang 11 nam 2015 ctia Chinh Phu quy dinh chi tiét mgt s6 diéu va bién
phap thi hanh Luat Ho tich;

- Quyét dinh s6 2670/QD-UBND ngay 01/9/2017 cua UBND tinh Hai
Duong;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nam 2014 quy dinh chi tiét
thi hanh mdt s6 di€u va bi¢n phép thi hanh Luat cu tra;

- Théng tu lién tich sb 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 cua
lién bo: Tu phap, cong an va y t€ huong dan thyc hién lién thong cac thu tuc hanh
chinh vé dang ky khai sinh, dang ky thuong tra va cap the¢ bao hiém y t€ cho tre
dudi 06 tudi;

- Thong tu s6 35/2014/TT-BCA ngay 09 thang 9 ndm 2014 quy dinh chi tiét
thi hanh mot s6 diéu cua Luat Qu tra va Nghi d,jnh‘sé 31/2014/ND-CP ngay 18
thang 4 nam 2014 quy dinh chi ti€t thi hanh mot s6 di€u va bién phép thi hanh Luat
cu tru;

- Thong tu s6 37/2014/TT-BYT ngay 17 thang 11 nam 2014 hudng dan dang

ky kham, chira bénh ban dau va chuyén tuyén kham, chita bénh bao hiém y té do
B6 truong Bo Y té ban hanh;

- Thong tu lién tich sb 41/2014/TTLT-BYT-BTC ngay 24 thang 11 nam
2014 hudng dan thyc hién bao hiém y t€ do B truong Bo Y t€ - B Tai chinh ban
hanh;

~ -Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 ctia B4 Cong an quy dinh vé

biéu mau sur dung trong dang ky, quan 1y cu tru;

- Quyét dinh s6 1018/QD-BHXH ngay 10 thang 10 ndm 2014 cua Béo hiém
xd hot Viét Nam stra doi quyét dinh quy dinh quan ly thu, chi bao hiém xa hoi, bao
hiém y té;

- Thong tu 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai Chinh Quy dinh
mtuc thu, ché do thu, ndp, quan ly va str dung phi khai thac, sir dung thong tin trong
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co s& dir liéu ho tich, pl}i xac nhan co quéc tich Viét Nam, phi xac nhan 1a nguoi
goc Viet Nam, 1€ phi qudc tich;

- Nghi dinh 61/2018/ND-CP ngay 23/04/2018 vé thyc hién co ché mot cira,
mot cua lién thong trong gidi quyét thu tuc hanh chinh;

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 hudng dan thi hanh mot sé
quy dinh cua nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu vé
thyc hién co ché mdt ctra, mdt ctra lién thong trong giai quyét thu tuc hanh chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

Mé}l HKO02 ban hanh
theo TT s6 36/2014/TT-BCA ngay

09/9/2014

PHIEU BAO THAY POI HQ KHAU, NHAN KHAU

Kinh Ui .cooveeeiieieieeeeeee
I. Théong tin vé nguwdi viét phiéu bao
L. HO VA TEN e 2. GiGitinh: ..o
3. CMIND S8 oo 4, HO ChIEU SO v

5. INOT tHUEONE T ettt et ettt ettt e et e saee bt e tesatesaeesaeenbeentesseeseenseensesseenseensennsennes

6. Dia Chi ChO G MIGN NAY: ......voeeeeeeeeeeeeeeee et eenesenen

IL. Théng tin vé ngudi c6 thay dbi hd khiu, nhian khiu

1. HO VA BN (D1 e 2. Gi61 tinh: .o

3. Ngay, thang, nam sinh: ....................... 4. DAntOC:..cccvuveiieeeeeieeeenn 5. Quéc tich: ..o,

8. INOT ST ettt e e ettt e e e e e et e e e e e e et e e e e e e et e e e e e e eaaaeas

0. INGUYEIN QUAN ..eeneiieiiieiieeiieeite et eete e sttt e it e eteeesseessseessseessseanseeanseeanseesnseessseesseansaeansessnseesnseensseensns

10. Ngh@ nghiep, N0T JAM VIEC: ...v.veeeeeeeeeeeeeeeeeeeee e

L1, NOT tHUONE T 1.ttt ettt et ettt e te et e saeesbeenbeesaesseesbeenseensesseenseenseansessnenseenes

12. Dia chi €hd G NIEN NAY: <...eoovoeeeeeeeeeeeeee e

13. Hovatén chi ho: ..cc.oooovvviiiiiiiieeee 14. Quan hé v&ichu ho:.....oooovviiiiiiiiie,

15. No6i dung thay d6i ho khau, nhan KhAu @: .........o.coooivioeieeeeeeeeeeeeeee e

16. Nhimng ngudi cung thay doi:

TT

Ho va tén

Ngay,
thing,
nam
sinh

Gioi
tinh

Noi
sinh

Nghé
nghiép

Dén tc

Quobc
tich

CMND sb
(hodc HO
chiéeu so)

Quan hé
véi nguoi
c6 thay doi
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wvee, NGAY....thang...nam... L , ngay....thang....nam...
Y KIEN CUA CHU HQ @ NGUOI VIET PHIEU BAO
(Ghi vé ngi dung va ky, ghi ré ho tén) (Ky, ghi ro ho tén)
XAC NHAN CUA CONG AN (4):ccrveerreeimieeseesseeseesseesesssesssssssesssssssessssssssesssssesssessssessesssessesesnas
..... -, ngay...thang...nam...
TRUONG CONG AN.:...........

(Ky, ghi ré ho tén va dong dau)

(1) Viét chit in hoa di dau

(2) Ghi tém tdt ngi dung thay doi ho khcfy, nhan khéiu. Vi du: dang ky thuong tri, tam tri; thay doi noi dang ky
thuwong tru, tam tru; tach sé ho khau, diéu chinh nhitng thay doi trong s6 ho khau ...

(3) Ghi ré ¥ kién ciia chii h la dong Y cho ding ky thwong tril, ding ky tam trii hodc dong ¥ cho tich s6 h¢
khau, chu ho ky va ghi v ho tén, ngay, thang, nam.

(4) A'p dung ,dé'i voi truong hop: Xac nhdn viéc cong dan trude ddy da dang ky thuong tri va truong hop cap
lai s6 ho khau do bi mat.

Ghi chii: Trong hop nguoi viét phiéu bdo ciing la nguwoi cé thay doi ho khau, nhan khdu thi cong dan chi can
ké khai nhitng ngi dung quy dinh tai muc I1.
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MAu s6: TK1-TS
(Ban hanh kém theo OP sé: 1018 /OP-BHXH

BAO HIEM XA HQI  CONG HOA XA HOI CHU NGHiA VIET NAM

VIET NAM Poc 1ap - Tw do - Hanh phiic

TO KHAI THAM GIA
BAO HIEM XA HOI, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:

[01]. HO va t&€n (viét chit in hoa): ....uuueeee ittt et e e

[02]. Ngay thang ndm sinh: - -
[03]. G161 tinh: Nam D Nﬁ:D [04]. Dan toc: ............... , [05]. Quédc tich: ......
[06]. Noi cap gidy khai sinh (qué quéan):

[06.1]. XA, PRUONE ...ttt et ee e e e e eenaaeas
[06.2]. QUAN, hUYEN ...t
[07]. Than nhan

[07.1]. Cha hoac Mg hodc Ngudi giam hQ: ........coooiiiiiiiiii e
[07.1]. Than nhan Khac: ... ... o e
[08]. S6 ching minh thu (HO chiéu):
[08.1]. Ngay cap: - -
[08.2]. NOT CAD: - eveeee et ettt
[09]. Pia chi dang ky ho khau:

[09.1]. SO nha, dudng phd, thon XOM: .........eeveeeieeie et

[09.2]. X&, phudng .........covvvviinnnn..

[09.3]. Quan, huyén ................

[09.4]. Tinh, TP .....oimiiiiie e

[10]. Dia chi lién hé (noi sinh song):

[10.1]. S6 nha, dudng phd, thon XOm: .........cccooveiviveeeeeeeenn.
[10.2].Xa, phuong .................

[10.3].Quén, huyén..............

[104].TINh, TP.. oo
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[11]. Sb dién thoai lien hé: ...............ccceoiii,

[12].Email ........................

[13]. Noi ding ky kham chita bénh ban dau: ...............cooveiuuiiiniiiieeiieeeinn
B. THAM GIA BAO HIEM XA HOQI, BAO HIEM Y TE:

I. CUNG THAM GIA BAO HIEM XA HOI BAT BUQC, BAO HIEM Y TE
[14]. Quyét dinh tuyén dung, hop dong lao dong (hop dong lam Vlec) sO ... ngay

cood...].....co hiéu lyc tir ngay ..../..../.... loai hop dong ..

[15]. Te€n co quan, AOM VIi ...uieereeett ettt et e et e e e eee e eeeenaens
[16]. Churc vu, chirc danh nghé, CONE VIEC: vttt it eieans
[17]. Luong chinh: ......................cel L

[18]. Phu cap:

[18.1]. Chuc vu........oec.ne,

[18.2]. TN vuot khung ..........,

[18.3]. TN nghé .............. ,

[18.4]. KRAC ...ttt ettt et e e e e e bee e

II. THAM GIA BAO HIEM XA HOI TU NGUYEN

[19]. Mtrc thu nhap thang dong bao hiém xa hoi ty nguyén: ...............c.ceeeee....

[20]. Phuong thltc dONg: ........cviiniiiiii e

ITI. CHI THAM GIA BAO HIEM Y TE

[21]. Tham gia bao hiém y té theo d0i trong: ..........oveveeiie i)

[22]. M tién 1am cin ctr dong bao hiem y t&: ... ......oooviiiiiiiin i

[23]. Phuong thltc AONE: .......oiiniii e
To61 cam doan nhitng ndi dung ké khai 1a

dung va chiu trach nhiém trudc phap luat
v€ nhiing nd1 dung da ké khai.

.......... , ngay ....... thang ....... nam ...........
Nguoi khai

(Ky, ghi ro ho tén)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh UL e

Ho, chit dém, tén NEUWOT YEU CAUL ....o.viveieeeeeeeeeeeeeeeee e
INOT CU T ittt ettt ettt et e bttt ebe b eseese b e s eseese s esseseesessessesesesseseesensesis
GHAY 1O 1Y ThANT .o
Quan h¢ voi ngudi dugc khai SINh: ......oociiiiiieieceeee e

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

HOQ, Chilr A€M, t€I: ...ttt e e e e e b e e e eabeeestseeenanaaeanes
Ngay, thang, ndm sinh: .........cccocieriiiniienieeeeen, ghi bang chil: ..o
Gio1 tinh:............... Dan toc:.......ovvvvvvvviiennnnns Quéc tICh: e
INOT SNttt e et e e ettt e e e taeeeeabaeeesbaeeessseeesssseeessaeeensseeeansseens
QUE QUAN .ot e ettt e e e e et e e e e e e abaeeeeeeaaaaeee e e ssaaeeeeensssaeeeeeansssaeeeeannnraaeaaan
Ho, chit dém, ten M@WOT MIE: ...
NAM SINN: .o Dan toc:........ccouvveeee Quéc tich: .o
INOT CU T ot et e ettt e e et e e et e e e e abeeeeatbeeesnsaeeessaeeensseeeesssaeasssaeeensseeennsseens
Ho, chit dém, tén n@uwdi Cha: ...
NAM SINN: (oo Dan toc:........ouvvveeeen Quéc tich: .
INOT CU EITLL ittt e e et e et e e e et eeeetbeeesasaeeesbaeeensseeeasssaeasseeesnsseeennsseenn

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, duoc sy thoa
thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.
Lamtai: ........................ , NEAY ........... thang ......... nam ..............
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Dé nghi cip ban sao: C6 D, Khoéng D
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II. LINH VUC CHUNG THU'C

1. Thu tuc Chirng thwe hop dong, giao dich lién quan dén tai san l1a dong
san, quyén sir dung dat, nha &

a. Trinh tu thuc hién
- Nguoi yéu cau chimg thye nop 01 bo hd so yéu cau ching thuc.

- Nguoi thyc hién chung thuc kiém tra gidy to trong hd so yéu cau chimg
thue, néu day du, tai thoi diém chimg thuc cic bén tham gia hop dong, giao dich tu
nguyén, minh man va nhéan thic, lam chu duge hanh vi ciia minh thi thuc hién
ching thuec.

- Cac bén tham gia hop dong, giao dich phai ky tru6c mat nguoi thuc hién
chtng thyc. Truong hop ngudi co tham quyen giao két hop ddng cua cac td chuc
tin dung, doanh nghiép da dang ky chit ky mau tai co quan thuc hi¢n chimg thuc
thi ¢6 thé ky trudc vao hop dong; ngudi thuc hién ching thuc phai dbi chiéu chir
ky ctia ho trong hop dong véi chit ky mau trude khi thuc hién chimg thyc, néu nghi
ngd chit ky trong hop dong khac voi chit ky mau thi yéu cau nguoi d6 ky trudce
mat.

- Trudng hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai co 02 (hai) nguoi lam ching. Nguoi lam chiang phai ¢6 du nang luc hanh
vi dan su va khong co quyén, loi ich hodc nghia vy lién quan dén hop dong, giao
dich. Nguoi lam chimg do ngudi yéu cau chimg thuc b tri. Truong hop nguoi yéu
cau chung thuc khong bd tri duge thi dé nghi co quan thyc hién chimg thuc chi
dinh nguo1 lam chung.

- Nguoi thuc hién ching thuc ghi 101 chiing tuong Ung voi tung loai hop
ddng, giao dich theo miu quy dinh; ky, ghi rd ho tén, dong du cta co quan thuc
hién chung thuc va ghi vao so chimg thuc. Déi véi ‘hop dong, giao dich co tir 02
(hai) trang tr¢ 1€n, thi ting trang phai dugc danh s6 thtr tw, c6 chir ky cua nguoi
yéu cau ching thuc va nguoi thuc hién chung thyc; sO luong trang va 101 chung
dugc ghi tai trang cubi ciia hop dong, giao dich. Truong hop hop dong, giao dich
c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi c6 nang luc hanh vi
dan su day du theo quy dinh ctia phéap luat, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu cau chimg thuc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi hodc do co quan thyc hién ching thyc chi dinh. Thu lao phién dich do nguoi
yéu cau ching thyc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac
ndi dung cta hop ddng, giao dich, ndi dung 16i chimg cho nguoi yéu ciu ching
thuc va ky vao timg trang hop dong vai tu cach 1a nguoi phién dich.

b. Cach thirc thuc hién

Nop ho so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cap xA.
Viéc chimg thuc cac hop dong, giao dich lién quan dén quyén cua ngudi str dung
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dat dugc thuc hién tai Uy ban nhan dan cép x4 noi co dat. Viéc ching thuc cac hop
dong, giao dich lién quan dén nha ¢ dugc thuc hién tai Uy ban nhan dan cap xa noi
c6 nha.

c. Thanh phan, s6 lwong hé so

* Thanh phdn ho so

- Du thao hop ddng, giao dich;

- Ban sao Giéy chirng minh nhan dan hoac thé can cudc cong dan hoac HO
chiéu con gid tri st dung ctia ngudi yéu cau ching thuc (xuét trinh kém theo ban
chinh dé dbi chiéu);

- Ban sao gidy ching nhan quyen sO hitu, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai
dang ky quyén s& hitu, quyén st dung trong trudong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé dbi chiéu).

* SO lwong ho so: 01 bé
d. Thoi han gidi quyédt

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhén du hé so yéu cau ching
thuc hodc c6 thé kéo dai hon theo thoa thuin bang van ban voi nguoi yéu cau
ching thyc. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhén ho so phai
c¢6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuc.

e. Péi twong thwe hién thii tuc hanh chinh
T6 chirc

g. Co quan thuc hién thu tuc hanh chinh
Uy ban nhéan dan cép x4

h. Két qua thuee hién thii tuc hanh chinh
Hop dong, giao dich duoc chimg thuc

i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 50.000 ddng/hop ddng, giao dich

Mién 18 phi ching thuc hop dong thé chép tai san cho ca nhan, ho gia dinh
vay vOn tai t0 chuc tin dung dé phuc vu phat trién nong nghi¢p, ndng thon, gom
cac linh vuc sau:

- Cho vay cac chi phi phat sinh phuc vu qua trinh san xuét kinh doanh san
pham nong nghi€p tur khau san xuat dén thu mua, ché bién va tiéu thy.

- Cho vay phuc vu san xuit cong nghiép, thuong mai va cung tng cac dich
vu trén dia ban nong thon.

- Cho vay dé san xuat giong trong trong trot, chin nudi, thily san, trong rimg
va cung Uung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.
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- Cho vay phat trién nganh nghé tai dia ban nong thon.

- Cho vay phuc vu Chuong trinh muc tiéu Qudc gia vé xay dung nong thon
moi.

- Cho vay cac nhu cau phuc vu doi sdng ctia cur dan trén dia ban nong thon.

- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc nong nghiép,
nong thon cua Chinh phu.

k. Tén méu don, méu to khai

Khong

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 tai chinh quy dinh
mtrc thu, ché do thu, ndp, quan 1y va st dung phi chirng thuc;
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2. Thu tuc Chirng thue di chuc
a. Trinh tu thuc hién
- Nguoi yéu cau chung thuc nop 01 bd hod so yéu cau chung thuec.

- Nguoi thuc hién ching thyc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém ching thuc nguoi 1ap di chuc ty nguyén, minh man
va nhan thirc, lam cht dugc hanh vi ciia minh thi thuc hién chiung thuc.

- Nguoi 1ap di chuce phai ky trude mat nguoi thye hién ching thue.

- Trudng hop ngudi yéu cau ching thue khong ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai co 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Trudng hop nguoi yéu cau ching
thuc khong bd tri duogc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi
lam chung.

- Nguoi thyc hién ching thue ghi 161 ching theo mau quy dinh; ky, ghi 13 ho
tén, déng dau ciia co quan thyc hién ching thyc va ghi vao so ching thue. Déi voi
di chuc co tur 02 (hai) trang tr¢ 1€n, thi timg trang phai duoc danh s6 thu tu, co chir
ky ctia nguoi yéu cau chimg thyc va ngudi thye hién ching thuc; s6 luong trang va
101 ching duoc ghi tai trang cudi cua di chiic. Truong hop di chiic ¢6 tir 02 (hai) to
tré 1én thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi o6 nang lyc hanh vi
dan su day du theo quy dinh cua phap luét, thong thao tiéng Viét va _ngoén nglr ma
ngudi yéu cau chimg thuc st dung. Nguoi phién dich do nguoi yéu cau chimg thuc
mo1 hodc do co quan thuc hién chung thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thyc tra. Nguoi phién dich co trach nhiém dich day du, chinh xac
ndi dung cua di chuc, ndi dung 101 chtimg cho ngudi yéu cau chimg thuc va ky vao
tung trang di chic voi tu cach 1a ngudi phién dich.

b. Cach thirc thuwc hién

Truc tiép tai co quan hanh chinh nha nudc
c. Thanh phan, so lwong hé so

* Thanh phdn ho so:

- Du thao di chuc;

- Ban sao Giéy chirng minh nhan dan hoac thé can cudc cong dan hoac HO
chiéu con gid tri st dung ctia ngudi yéu cau ching thuc (xuét trinh kém theo ban
chinh dé dbi chiéu);

- Ban sao gidy chimg nhin quyén so hitu, quyén st dung hodc ban sao gidy
td thay thé dugc phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai
dang ky quyén s& hiru, quyén sir dung trong truong hop hop dong, giao dich lién
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quan dén tai sa,’m do; trur trudng hop ngudi !@p,di ch}'lc dang bi cai chét de doa dén
tinh mang (xuat trinh kém theo ban chinh dé doi chicu).
* S0 luwong ho so: 01 bé
d. Thoi han gidi quyét

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan du hé so yéu cau ching
thuc hodc c6 thé kéo dai hon theo thoa thuin bang van ban voi nguoi yéu cau
ching thyc. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c¢6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan

g. Co quan thuc hién thu tuc hanh chinh

Uy ban nhéan dan cép x4

h. Két qud thwe hién thii tuc hanh chinh

Di chuc dugc ching thuc

i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 50.000 dong/di chuc.

k. Tén mau don, méu to khai

Khong

L. Yéu cdu, diéu kién thwce hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chirng thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo trudng Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va stt dung phi chiing thuec.
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3. Thii tuc Chirng thue vin ban tir chdi nhan di san
a. Trinh tu thuc hién
- Nguoi yéu cau chung thuc nop 01 bd hod so yéu cau chung thuec.

- Nguoi thuc hién ching thyc kiém tra gidy to trong hd so yéu ciu ching
thuc, néu day du, tai thoi di€ém ching thuc nguodi tr choi nhan di san ty nguyén,
minh man va nhén thirc, lam cht dugc hanh vi ciia minh thi thuc hién ching thuc

- Nguoi tu chdi nhan di san ky trude mat ngudi thuc hién chirng thuyec.

- Trudng hop ngudi yéu cau ching thue khong ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai co 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Trudng hop nguoi yéu cau ching
thuc khong bd tri duogc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi
lam chung.

- Nguoi thyc hién ching thue ghi 161 ching theo mau quy dinh; ky, ghi 13 ho
tén, déng dau ciia co quan thyc hién ching thyuc va ghi vao so chimg thuc. D01 voi
van ban tir chdi c6 tir 02 (hai) trang trd 1én, thi ting trang phai dugc danh sb thir tu,
c¢6 chir ky ctia nguoi yéu cau chimg thuc va nguoi thuc hién chimg thuc; sé luong
trang va 101 chimng duoc ghi tai trang cudi ctia van ban tir chdi nhan di san. Trudng
hop vin ban tir chdi nhan di san c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi o6 nang lyc hanh vi
dan su day du theo quy dinh cua phap luét, thong thao tiéng Viét va _ngoén nglr ma
ngudi yéu cau chimg thuc st dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi hodc do co quan thyc hién ching thyc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thyc tra. Nguoti phién dich ¢6 trach nhiém dich day du, chinh Xac
ndi dung cua vin ban tir chéi nhan di san, noi dung 161 ching cho nguoi yéu cau
chtng thuc va ky vao timg trang van ban tir chdi nhan di san voi tu cach 13 ngudi
phién dich.

b. Cach thirc thuwc hién

Truc tiép tai co quan hanh chinh nha nudc
c. Thanh phan, so lwong hé so

* Thanh phdn ho so:

- Du thao van ban tir chdi nhan di san;

- Ban sao Giéy chirng minh nhan dan hoac Thé can cudc cong dan hodac HO
chi€u con gia tri su dung cua nguoi yéu cau chimg thuc (xuat trinh kem theo ban
chinh dé doéi chicu);

- Ban sao gidy ching nhan quyen sO hitu, quyén sir dung hodc ban sao gidy
td thay thé dugc phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai
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dang ky quyén so hfru,’quyén st dung trong truong hop hop ddng, giao dich lién
quan dén tai san do (xuat trinh kém theo ban chinh dé doi chiéu).
* S0 luwong ho so: 01 bé
d. Thoi han gidi quyét

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan du hé so yéu cau ching
thuc hodc c6 thé kéo dai hon theo thoa thuin bang van ban voi nguoi yéu cau
ching thyc. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c¢6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuc.

e. Péi twong thwe hién thii tuc hanh chinh: Ca nhan, T6 chic

g. Co quan thuc hién thu tuc hanh chinh

Uy ban nhéan dan cép x4

h. Két qud thwe hién thii tuc hanh chinh

Vin ban tir chdi nhan di sin dwoc ching thue

i. Phi, L¢ phi

- Phi: Khong

- Lé phi: 50.000 ddng/vin ban.

k. Tén mau don, méu to khai

Khong

L. Yéu cdu, diéu kién thwce hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chirng thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo trudng Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va stt dung phi chiing thuec.
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4. Thu tuc Chirng thuc van ban théa thuian phan chia di san ma di san
la dong sin, quyen sir dung dat, nha &

a. Trinh tu thuc hién
- Nguoi yéu cau chimg thye nop 01 bo hd so yéu cau ching thuc.

- Nguoi thyc hién chung thuc kiém tra gidy to trong hd so yéu cau chimg
thuc, néu day du, tai thoi diém chung thuc cac bén tham gia thoa thuan phan chia
di san ty nguyén, minh man va nhan thirc, 1am cha dugce hanh vi cua minh thi thuc
hién chirng thyc.

- Cé4c bén tham gia thoa thuan phan chia di san phai ky trudc mat ngudi thuc
hién ching thuc.

- Trudng hop ngudi yéu cau ching thue khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc duogc, khong nghe duogc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong c6 quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Trudong hop nguoi yéu cau ching
thuc khong bd tri duge thi dé nghi co quan thuc hi¢n chung thuc chi dinh nguoi
lam chung.

- Nguoi thye hién ching thyc ghi 1oi ching theo mau quy dinh; ky, ghi rd ho
tén, dong du cta co quan thuc hién ching thue va ghi vao sé chung thue. Dbi Vol
van ban thoa thuan co tir 02 (hai) trang trd 1én, thi ting trang phai dugc danh sé
thir tu, c6 chit ky ctia ngudi yéu cau chimg thuc va ngudi thuc hién ching thuc; s6
lwong trang va 101 chimg duoc ghi tai trang cudi cua vin ban thoa thuan. Trudng
hop vin ban thoa thuan co tir 02 (hai) to trd 16n thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢é nang luc hanh vi
dan su day du theo quy dinh ciia phap luat, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu cau chimg thyc str dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi hodc do co quan thuc hién chirng thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chung thyc tra. Ngudi phién dich c6 trach nhiém dich day du, chinh xé4c
ndi dung cta vin ban thoa thuan ndi dung 16i chimg cho ngudi yéu cau chimg thuc
va ky vao tung trang van ban thoa thuan véi tu cach 1a ngudi phién dich.

b. Cach thirc thuc hién

Nop ho so truc tiép tai BO phan tiép nhan va tra két qua thuoc UBND cép Xa.
c. Thanh phan, s6 lwong hé so

* Thanh phdn ho so:

- Du thdo van ban théa thuan phan chia di san;

- Ban sao Gidy ching minh nhan dan hodc Thé can cudc cong dan hoac HO
chi€u con gia tri st dung cua nguoi yéu cau chung thyc (xuat trinh kém theo ban
chinh dé doéi chiéu);
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- Ban sao gidy chimg nhan quyén so hitu, quyén st dung hoic ban sao gidy
to thay thé duoc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai
dang ky quyén sé hitu, ‘quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé dbi chiéu).

*S6 luong hé so: 01 bé
d. Thoi han gidi quyét

Khoéng qua 02 (hai) ngay lam viéc, ké tur ngay nhan du hd so yéu cau ching
thue hodc c6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau
ching thyc. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c¢6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuc.

e. Déi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chuc

g. Co quan thyc hién thu tuc hanh chinh

Uy ban nhéan dan cép x4

h. Két qud thwe hién thii tuc hanh chinh

Vian ban théa thuan phan chia di san dugc ching thuc

i. Phi, L¢ phi

- Phi: Khong

- L& phi: 50.000 déng/van ban

k. Tén mdu don, mdu to khai

Khong

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, ching thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa B Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va str dung phi chiing thuec.
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_ 5. Thu tyuc Ching thye van ban khai nhin di san ma di san la dfng san,
quyén st dung dat, nha &

a. Trinh tu thuc hién
- Nguoi yéu cau chimg thye nop 01 bo hd so yéu cau ching thuc.

- Nguoi thyc hién chung thuc kiém tra gidy to trong hd so yéu cau chimg
thue, néu day du, tai thoi diém chimg thuc cac bén tham gia van ban khai nhéan di
san ty nguyén, minh man va nhén thire, lam cht dugce hanh vi cua minh thi thuc
hién chirng thyc.

- Céac bén tham gia khai nhan di san phai ky truéc mat nguoi thuc hién
ching thuc.

- Trudng hop ngudi yéu cau ching thue khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc duogc, khong nghe duogc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong c6 quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Trudong hop nguoi yéu cau ching
thuc khong bd tri duge thi dé nghi co quan thuc hi¢n chung thuc chi dinh nguoi
lam chung.

- Nguoi thye hién ching thyc ghi 1oi ching theo mau quy dinh; ky, ghi rd ho
tén, dong diu cia co quan thuc hién ching thuc va ghi vao sé ching thuc. D01 voi
van ban khai nhan c6 tir 02 (hai) trang trd 18n, thi timg trang phai dugc danh s thir
tu, c6 chit ky cua nguoi yéu cau ching thuc va ngudi thuc hién ching thuc; sb
lwong trang va 10i chimg dwoc ghi tai trang cudi cua van ban khai nhan di san.
Truong hop vin ban khai nhan c6 tir 02 (hai) to trd 18n thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢é nang luc hanh vi
dan su day du theo quy dinh ciia phap luat, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu cau chimg thyc str dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi hodc do co quan thuc hién chirng thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chung thyc tra. Ngudi phién dich c6 trach nhiém dich day du, chinh xé4c
ndi dung ctia vin ban khai nhan di san, ndi dung 10i ching cho nguoi yéu cau
chiing thuc va ky vao tirng trang van ban khai nhan véi tu cach 1a nguoi phién
dich.

b. Cach thirc thuc hién

Truc tiép tai co quan hanh chinh nha nudc
c. Thanh phan, so lwong hé so

* Thanh phdn ho so:

- Du thao van ban khai nhan di san;

- Ban sao Gidy chirng minh nhan dan hodc Thé can cudc cong dan hodac Ho
chi€u con gia tri st dung cua nguoi yéu cau chung thyc (xuat trinh kém theo ban
chinh dé doéi chi€u);
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- Ban sao gidy chimg nhan quyén so hitu, quyén st dung hoic ban sao gidy
to thay thé dugc phap ludt quy dinh dbi voi tai sin ma phap ludt quy dinh phai
dang ky quyen sO hitu, quyén su dung trong truong hop van ban khai nhan di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

*S6 luong hé so: 01 bé
d. Thoi han gidi quyét

Khoéng qua 02 (hai) ngay lam viéc, ké tur ngay nhan du hd so yéu cau ching
thue hodc c6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau
ching thyc. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c¢6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuc.

e. Déi twong thwe hién thii tuc hanh chinh: cé nhan, t chic

g. Co quan thyc hién thu tuc hanh chinh

Uy ban nhéan dan cép x4

h. Két qud thwe hién thii tuc hanh chinh

Vian ban khai nhan di san dugc ching thuc

i. Phi, L¢ phi

- Phi: Khong

- L& phi: 50.000 déng/van ban

k. Tén mdu don, mdu to khai

Khong

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh

Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, ching thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa B Tai chinh Quy
dinh muc thu, ché dd thu, nop, quan 1y va str dung phi chiing thuec.
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I11. LINH VU'C BOI THUONG NHA NUOC

1. Thi tuc gidi quyét yéu cAu boi thuwong tai co quan truc tiép quan ly
ngwoi thi hanh cong vu gay thiét hai

a. Trinh tu thuc hién
- Tiép nhan va xu 1y ho so
- Thu 1y ho so
- Ctr nguoi giai quyét boi thuong
- Tam tmng kinh phi bdi thudng thiét hai
- Xac minh thiét hai
- Thwong luong viéc boi thudng

- Ra quyét dinh giai quyét boi thuong (sau khi ra quyét dinh giai quyét boi
thuong, co quan truc tiép quan ly nguoi thi hanh cong vu gay thiét hai phai l1ap ho
so dé nghi cap kinh phi bdi thuong dén Bo Tai chinh dé dé nghi cap kinh phi boi
thudng va chi tra tién boi thuong cho nguoi yéu cau bdi thudng.

b. Cach thirc thuc hién

- Ngudi yéu cau bdi thudng cé thé ndp hd so truc tiép tai tru sé co quan giai
quyét boi thuong hoac qua hé thong buu chinh.

- Nguoi yéu cau bdi thuong nhan quyét dinh giai quyét bdi thudng ngay tai
budi thuong lugng.

¢. Thanh phan, so lwong hé so
* Thanh phdn ho so:

- Trudng hop nguoi bi thiét hai truc tiép yéu cau boi thuong thi hé so yéu
cau boi thuong (sau day goi la hd so) bao gém: Vin ban yéu cau boi thuong; Vin
ban lam can cu yéu cau bdi thuong, trir truong hop nguoi bi thiét hai khong dugc
gti hodc khong thé ¢ vin ban lam cin c& yéu cau boi thuong; Glay to ching
minh nhan than cia ngudi bi thiét hai; Tai li¢u, chung ctr c6 lién quan dén viée yéu
cau boi thuong (néu co).

- Truong hop nguoi yéu cau bdi thuong 13 ngudi thira ké (néu c6 nhiéu
nguoi thira ké thi nhitng nguoi thira ké d6 phai ctr ra mot nguoi dai dién) hoac 1a
nguoi dai dién ciia nguoi bi thiét hai thi ngoai cac tai li¢u quy dinh tai cac diém a,
b va d khoan 1 Piéu 41 Luat TNBTCNN nim 2017, hd so con phai c6 cac tai liéu
sau ddy: Gidy to ching minh nhan than cua nguoi thua ké, nguoi dai dién cua
nguoi bi thiét hai; Van ban uy quyén hop phap trong truong hop dai dién theo uy
quyén; Truong hop nguoi bi thiét hai chét ma c6 di chac thi ngudi yéu cau bodi
thuong phai cung cap di chic, truong hop khong c6 di chic thi phai ¢6 van ban
hop phap vé quyén thira ké.

Trudng hop ngudi yéu cau boi thudng truc tiép ndp ho so thi cac gidy to, tai
liéu va ching ctr quy dinh tai cac di€m b, ¢, d khoan 1 va khoan 2 Diéu 41 Luat
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TNBTCNN nam 2017 13 ban sao nhung phai c6 ban chinh dé d6i chiéu; truong
hop nguoi yéu cau boi thuong giri hd so qua dich vu buu chinh thi cac gidy to, tai
liéu va chung ctr quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu 41 Luat
TNBTCNN nam 2017 14 ban sao ¢6 chimg thuc theo quy dinh cua phap lut vé
ching thuc

*S6 lwong hé so: 01 bé.
d. Thoi han gidi quyét

- Trong truong hop nguoi yéu cau boi thuong nop. hd so truc tlep, cO quan
gidi quyet bdi thudng tiép nhan hd so, ghi vao s6 nhin ho so va cip gidy xac nhan
d3 nhan ho so cho ngudi yéu cau bdi thuong. Truong hop hd so duoc gui qua dich
vu buu chinh thi trong thoi han 02 ngay lam viée ké tur ngay nhan duoc hd so, co
quan giai quyet bdi thudng phai thong bao bang vin ban vé viéc nhan hd so cho
nguoi yéu cau boi thudong. Trong thot han 05 ngay lam viéc ke tir ngay nhéan duoc
hé so, Thu trudng co quan giai quyét boi thuong c6 thé yéu cau ngudi yéu cau boi
thuong bd sung hd so trong trudng hop hd so chua day du theo quy dinh tai khoan
1 va khoan 2 Diéu 41 cua Luat TNBTCNN nam 2017. Trong thoi han 05 ngay lam
viéc ké tir ngay nhan dugc yéu cau cta Thu trudng co quan giai quyét boi thuong,
ngudi yéu cau bdi thuong phai bd sung hd so. Khoang thoi gian ¢6 su kién bt kha
khang hodc tr& ngai khach quan theo quy dinh ctia B luat Dan sy khong tinh vao
thot han quy dinh tai khodn nay.

Trong thoi han 02 ngay lam viéc ké tir ngay nhan dugc hd so hop 16 theo
quy dinh tai Diéu 41 cta Luét Trach nhiém bdi thuong ctia Nha nude nam 2017
(Luat TNBTCNN nam 2017), co quan giai quyét bdi thuong phai thu 1y hd so va
vao so thy 1y.

- Trong thoi han 02 ngay lam viéc ké tir ngdy thu 1y hd so, co quan giai
quyét boi thuong phai cir nguoi giai quyét bdi thuong.

- Trudong hop, ngudi yéu cau boi thuong dé nghi tam ung kinh phi boi
thuong theo quy dinh tai diém e khoan 3 Piéu 41 ctia Ludt TNBTCNN nam 2017,
co quan giai quyét boi thudng tién hanh tam ung kinh phi bdi thuong ddi voi
nhiing thiét hai quy dinh tai khoan 1 Piéu 44 TNBTCNN nim 2017. Cu thé, thoi
han thyc hién tam ng kinh phi b01 thuong dugc thyc hién nhu sau: (1) Ngay sau
khi thu 1y ho so, ngudi giai quyét bdi thudng cé trach nhiém xac dinh gia tri cac
thiét hai quy dinh tai khoan 1 Piéu 44 TNBTCNN nam 2017 va d& xuat Tha
trudng co quan giai quyet bdi thudng viée tam tng kinh phi bdi thudng va muc
tam (mg cho nguoi yéu cau b01 thuong; (2) Trong thoi han 05 ngay lam viéc ké tir
ngay nhan duoc dé xuét, neu con dy toan quan 1y hanh chinh duoc cip c6 thim
quyén giao, co quan giai quyet boi thudng phai hoan thanh viéc tam tGng kinh phi
va chi tra cho nguoi yéu cau boi thuong. Truong hop khong con du du toan quan
1y hanh chinh duoc cap c6 thim quyén giao, trong thoi han 02 ngay lam viéc ké tir
ngay nhan duoc dé xuat, Thi trudng co quan giai quyét boi thudng cd vin ban dé
nghi co quan tai chinh c6 thAm quyén tam tng kinh phi dé chi tra cho ngudi yéu
cau b01 thuong. Co quan tai chinh ¢6 trach nhiém cap kinh phi cho co quan giai
quyét bodi thuong trong thoi han 07 ngdy 1am viée ké tir ngdy nhan dugc vin ban dé
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nghi, co quan tai chinh c6 tham quyén co trach nhiém cap kinh phi cho co quan
giai quyét boi thuong. Thu truong co quan giai quyét bdi thuong quyét dinh muc
tam Ung cho ngudi yéu cau bdi thudng nhung khong dudi 50% gia tri cac thiét hai
quy dinh tai khoan 1 Diéu 44 TNBTCNN nim 2017.

- Trong thoi han 15 ngay ké tir ngay thu 1y hd so, nguoi giai quyét boi
thuong phai hoan thanh viéc xac minh thiét hai. Truong hop vu vi€e giai quyét yéu
cau bdi thudng cd nhiéu tinh tiét phirc tap hodc phai xac minh tai nhiéu dia diém
thi thoi han xac minh thiét hai 12 30 ngay ké tir ngay thu 1y hd so. Thoi han xéac
minh thiét hai c6 thé dugc kéo dai theo thoa thudn giita ngudi yéu cau bdi thudng
va ngudi giai quyét bdi thudng nhung toi da 1a 15 ngay ké tir ngay hét thoi han quy
dinh tai khoan nay. Trong thoi han 03 ngay lam viéc ké tir ngay két thiic viée xéac
minh thiét hai, nguoi giai quyét bdi thuong phai hoan thanh bao cao xac minh thiét
hai 1am can ctr dé thuong luong viéc boi thuong.

- Trong thdi han 02 ngay 1am viéc ké tir ngdy hoan thanh bao cédo xac minh
thiét hai, co quan giai quyét boi thuong phai tién hanh thwong luong viéc bdi
thuong. Trong thoi han 10 ngay ké tir ngay tién hanh thuong luong, viéc thuong
lugng phai duoc hoan thanh. Truong hop vu viée giai quyét yéu cau boi thuong co
nhiéu tinh tiét phirc tap thi thoi han thuong luong t6i da 1a 15 ngay. Thoi han
thuong luong co the dugc keo dai theo thoa thuén gitra ngudi yéu cau bdi thuong
va ngudi giai quyét bdi thudng nhung toi da 1a 10 ngay ké tir ngay hét thoi han quy
dinh tai khodn nay.

- Ngay sau khi c6 bién ban két qua thuong lugng thanh, Thu truong co quan
giai quyet bdi thudng ra quyét dinh giai quyét boi thudng va trao cho nguoi yéu
cau boi thudng tai budi thuong luong. Truong hop nguoi yéu cau boi thuong
khong nhén quyét dinh giai quyet boi thudng thi nguoi giai quyét bdi thudng 1ap
bién ban vé viéc khong nhan quyét dinh. Bién ban phai co chir ky ciia dai dién céc
co quan tham gia thuong lugng. Bién ban phai néu rd hau qua phap ly cua viéc
khong nhan quyét dinh giai quyét bdi thuong theo quy dinh tai diém @ khoan 1
Piéu 51 cia Luat TNBTCNN nam 2017. Co quan giai quyét boi thuong phai giri
cho ngudi yéu cau bdi thudng trong thdi han 05 ngay lam viéc ké tir ngay lap bién
ban.

e. Péi twong thuwe hién thii tuc hanh chinh: ca nhan, to chic
g. Co quan thuc hién thu tuc hanh chinh

- Co quan giai quyét boi thuong 13 co quan truc tiép quan Iy ngudi thi hanh
cong vu gay thiét hai trong hoat dong quan Iy hanh chinh quy dinh tai Diéu 33 cua
Luat TNBTCNN nam 2017 & cap xa.

h. Két qud thwe hién thii tuc hanh chinh
- Quyét dinh giai quyét bdi thudng
i. L¢ phi: Khong

k. Tén mau don, méu to khai
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~ Vanban yéu cau boi thuong (Mau 01/BTNN ban hanh kém theo Thong tu
s0 04/2018/TT-BTP)
I. Yéu cdu, diéu kién thwc hién thii tuc hanh chinh
Thu tuc hanh chinh dugc thuc hién khi c6 mét trong cac can cir sau day:

- Co mét trong cac can cir xac dinh hanh vi trai phap luat ciia nguoi thi hanh
cong vu gay thiét hai va y€u cau boi thuong tuong ting quy dinh tai khoan 2 Diéu 7
Luat TNBTCNN nam 2017;

- C06 thiét hai thuc té cta nguoi bi thiét hai thudc pham vi trach nhiém boi
thuong ctia Nha nudce theo quy dinh ctia Luat TNBTCNN nam 2017;

- Co mbi quan hé nhan qua gitra thi¢t hai thuc té va hanh vi gay thié¢t hai.
m. Can cw phap ly cua thu tuc hanh chinh:

- Luat TNBTCNN nam 2017;

- Nghi dinh s6 68/2018/ND-CP;

- Thong tu s6 04/2018/TT-BTP.
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Méu 01/BTNN
(Ban hanh kem theo Thong tw so 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

VAN BAN YEU CAU BOI THUONG

Kinh gUri: ...ooeveiieeeiieeee. (1) et e
Ho va tén ngudi yéu cau boi thudng:...................... (02) ISR
Gidy to chirng minh nhéan than:.................. ()
Piachi: ...l (B) e
S8 AiBN thoai (BT COY:. . vttt
EMAIL (MU CO):uervneeeeeeee et ee e e eee e eeeneees
Lai e (5) i
Can ctr

e (6) e, (néu co)
- Hanh vi gay thiét hai cuia nguoi thi hanh cong vu gay thiét hai:..............

- Mdi quan hé nhén qué giita thiét hai thuc té xay ra va hanh vi gdy thiét hai
cua nguoi thi hanh CONE VU:....ooooiiiieiie e

Trén co so do, t6i dé nghi Quy co quan xem x¢&t, giai quyét boi thuong thiét
hai theo quy dinh ctia Luat Trach nhiém bdi thudong cua Nha nudc, bao gdm céc
ndi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)

1. Thiét hai do tai san bi xdm pham (néu c6), cach tinh, mirc yéu cau bdi
thuong

.......................................................................................................................

2. Thiét hai do thu nhap thuc té bi mat hoic bi giam sut (néu c6), cach tinh,
muc yéu cau boi thuong

3. Thiét hai vé vat chat do ngudi bi thiét hai chét (néu co), cach tinh, mirc
yéu cau boi thuong

4. Thiét hai vé vat chit do stc khoe bj xam pham (néu c0), cach tinh, murc
yéu cau boi thuong

5. Thiét hai vé tinh than (néu c6), cach tinh, mirc yéu cau bdi thudng



.......................................................................................................................

6. Céc chi phi khac duoc bdi thudng (néu c6), cach tinh, mic yéu cau bdi
thuong

Tong so tién yéu cAu boi thuwdng: .........c.oveeveeveeeeeeeeeseeeeeeeeeae. (d6ng)
(VIBE DANG CHI: vt )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu c6)

1. Kinh phi dé nghi tam tng

Can cu quy dinh tai Diéu 44 Luat Trach nhiém boi thuong ctia Nha nudc, to1
dé nghi dugc tam ing kinh phi boi thuong do1 vai cac khoan sau:

1.1. Thiét hai vé tinh than

S6 tién dé nghi tam UNE 1A:........o.oviveeeeeeeeeeeeeeee e, dong
(VIE DANG CHIE: ..o, )
Tai liéu, ching ¢t kem theo (MU CO):uevvrvneeeeeeeeeeeeeeeeeeeeeeeeeee e,
1.2. Thiét hai khéc c6 thé tinh dugce ngay ma khéng can xac minh: ....(8)
S6 tien d& nghi tam UNE 13:.......ovieeeeeeeeeee e dong
(VIBE DANG CHIE: oo, )
Tai liéu, chimg ctr kém theo (NEU CO):...uvvuiveeieeeeeeeeeeeeeeeeeeeeeee e,

1.3. Téng s6 tién dé nghi tam GNE: .........coovveevneeeeieeeeeeann..dONg.
(VB DANG CRIE: ..o, )
2. Thong tin ngudi nhan tam tng kinh phi bdi thuong:

-Hovaten:i.. ..o (D) e

- Giy to chimg minh nhan than: ....................... (10) e
-Piachi: oo, (1),
- Phuong thirc nhan tam Gng kinh phi bdi thuong

III. CAC NQI DUNG KHAC CO LIEN QUAN

1. Bé nghi thu thap vin ban 1am cin ¢ yéu cau bdi thudng (néu cb)
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Pé nghi Quy Co quan xem x¢ét, giai quyét boi thuong cho tdi/...(15).. theo
quy dinh cua phép luat.
-(16)..... ngay ... thang ... nam ......
Ngudi yéu cau boi thu’O’ng (17)

DANH MUC GIAY TO, TAI LIEU GUI KEM (néu cé):

Huéng din sir dung Mau 01/BTNN:

(1) Ghi tén co quan giai quyét bdi thuong 13 co quan truc tiép quan 1y ngudi thi hanh
cong vu gay thiét hai.

(2) Néu nguoi yéu cau bdi thuong 1a ca nhan nguoi bi thiét hai thi ghi ho tén cta ngudi bi
thiét hai hodac nguoi dai dién theo uy quyen clia ngudi bi thiét hai; dbi véi trudng hop nguoi bi
thiét hai chét thi ghi ho tén ngudi thira ké cua nguoi bi thiét hai; d6i v6i trudng hop nguoi yéu cau
bdi thuong 13 nguoi chua thanh nién, ngudi mat ning luc hanh vi dan su, ngudi han ché ning luc
hanh vi dan sy, nguoi cé khé khan trong nhan thirc 1am chu hanh vi thi ghi ho tén, dia chi cua
ngudi dai dién theo phap ludt ctia ca nhan dé; néu ngudi yéu cau bodi thuong 1a t6 chirc thi ghi tén
t6 chirc va ghi ho, tén cuia ngu’(‘yi dai dién theo phép luat cia t6 chirc do.

(3) Ghi sd, ngdy cép, noi cip ching minh nhan dan hodc can cudc coéng dan hodc ho
chiéu hodc gidy to twong tmg cua ca nhan ngudi yéu cau boi thudng 1a nguoi bi thiét hai hodc
nguoi dai dién theo phép ludt ciia nguoi bi thi¢t hai trong truong hop nguoi bi thi¢t hai 1a nguoi
thugc truong hop phai c6 nguoi dai dién theo phap luat theo quy dinh cua Bo luat dan sy.
Truong hop nguoi yéu cau boi thuong 1 ngudi thira ke cuia nguoi bi thi¢t hai hodc nguoi dai
dién theo uy quyén cua nguoi bi thiét hai thi ngoai glay td chiing minh nhan than c4 nhan ctua
nguoi yéu cau boi thuong can ghi thém vin ban ty quyén hop phap trong truong hop dai dién
theo Gy quyén; di chiic trong truong hop ngudi bi thiét hai chét ma c6 di chic, truong hop khong
¢6 di chiic thi phai ¢6 van ban hop phap vé quyén thira ké; trudng hop co nhiéu nguoi thira ké thi
phai c6 gidy to chirng minh nhan than ctia nguoi dugc cir lam dai dién va van ban hop phap vé viée
duoc cir lam dai dién cho nhitng ngudi thira ké con lai.
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_Truong hop nguoi yéu cau bdi thuong la t6 chuc thi ghi sd, ngay cap, noi cap mot trong
céc gidy to sau: Quyét dinh thanh lap, Glay ching nhan dang ky doanh nghiép, Gidy dang ky ho
kinh doanh, Gidy chiig nhan dang ky dau tu, gidy phép hodc cac gidy to ¢ gia tri nhu gidy phép
theo quy dinh cua phép luat chuyen nganh.

(4) Néu nguoi yéu cau boi thuong la ca nhan thi ghi day du dija chi noi cu tru tai thoi
diém nop van ban yéu cau boi thuong; néu nguoi yéu cau bdi thuong 1a co quan, t6 chic thi ghi
dija chi try s chinh ctia co quan, t6 chirc d6 tai thoi diém ndp vin ban yéu cau bdi thudng.

(5) Ghi mdt trong cac truong hop:

- Trudng hop nguoi yéu cau bdi thuong 13 nguoi bi thiét hai thi ghi: “ngudi bi thiét hai”;

- Truong hop ngudi bi thiét hai chét thi ghi: “nguoi thira ké cua.... (néu tén ciia nguwoi bi
thiét hai)..... ;

- Truong hop c6 nhiéu nguoi thira ké thi ghi: “ngudi dai dién cho nhiing ngudi thira ké ciia

.. (néu tén cua nguoi bi thiét hai).....”.

- Truong hop t6 chire bi thiét hai da cham dit tOn tai thi ghi: “dai dién cho ...(néu tén 16
chirc ké thira quyén, nghia vu)... ké thira quyen va nghia vu cua....(néu tén to churc bi thiét hai da
chdm dit ton tai) thuc hién quyén yéu cau boi thudng”;

- Truong hop phai c6 nguoi dai dién theo phap luat theo quy dinh cua B6 luat dan sy thi
ghi: “nguoi dai dién theo phap luat cla .... (néu tén cua nguoi bi thiét hai).....”;

- Truong hop iy quyén thuc hién quyén yéu cau b@)j thuong thi ghi: “ngudi/phap nhan
duoc ........ (néu tén cua nguoi bi thiét hai hodc nguoi thira ké cua nguoi bi thiét hai trong truong
hop nguoi bi thiét hai chét hodc to chirc ké thira quyén, nghia vu cua to churc bi thiét hai da
cham dt ton tai hodc nguoi dai dién theo phdp ludt cua nguoi bi thiét hai thugc truong hop
phai c6 nguoi dai dién theo phdp ludt theo quy dinh cua B ludt dan su) uy quyén thyc hién
quyén yéu cau boi thudng”.

(6) Ghi tén van ban lam cén cir yéu cau bdi thuong (sd hiéu, ngay thang nim ban hanh,
co quan ban hanh va trich yéu cua van ban).

(7) Ghi ting loai thiét hai cu thé, cach tinh va mirc yéu ciu bdi thuong theo quy dinh
tuong tng tu Dicéu 22 dén Dicu 28 Luat Trach nhi¢m bodi thuong cia Nha nude.

(8) Ghi 13 loai thiét hai ndo dé nghi tam tng.

(9) Ghi ho tén ngu(‘wi nhan tam ng kinh phi bdi thuong.

(10) Ghi so ngdy cap, noi cap chimg minh nhan dan hodc cin cudc cong dan hoic ho
chiéu hoic loai gidy to twong g ctia ngudi nhan tam tng kinh phi bdi thuong.

(11) Ghi noi cu trii ciia nguoi nhan tam tng kinh phi bdi thuong.

(12) Ghi phuong thirc nhan tam tng kinh phi boi thuong: nhén tryc tlep bang tién mat
hodc nhan qua chuyén khoan. Truong hop nhén qua chuyén khoan ghi 1 sb tai khoan, chu tai
khoan, noi mé tai khoan ciia ngudi nhan tién tam tng kinh phi bdi thuong.

(13) Truong hop nguoi yéu cau bodi thuong khong co kha ning thu thap van ban 1am can
clr yéu cau boi thudng thi ghi rd tén vin ban va dia chi thu thap vin ban do.

‘ (14) Ghi rd yéu cau ctia minh vé viéc co quan giai quyét boi thudng thyc hién viéc phuc

hoi danh du.

(15) Truong hop t6 chirc yéu cau bdi thudng thi ghi tén t6 chirc.

(16) Ghi dia diém 1am vin ban yéu cu bdi thuong (vi du: Ha Noi).

(17) Truong hop 1a ca nhan thi ky va ghi r6 ho tén hodc diém chi; Truong hop 1a t6 chuc
thi nguoi dai dién theo phap ludt cta to chuc do ky, ghi rd ho tén, chitc vu va dong dau.

(18) Ghi tén tai liu, chimg cir chimg minh cho nhiing thiét hai ma nguoi yéu cau boi
thuong dé nghi Nha nudce boi thuong. Céc tai liéu nén danh so th ty.
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IV. LINH VUC HOA GIAI O CO SO

1. Thu tuc cong nhan hoa gidi vién

a. Trinh tu thwc hién:

- Truong hop két qua bau hoa gidi vién dap img yéu cau quy dinh tai Diem

a, biém b Khoan 3 Di€u 8 cua Ludt hoa giai ¢ co so, Truong ban cong tac Mt tran
1511:3 danh ’séch nguoi dugce Qé r}ghi cﬁng nhan ’12‘1 l}ba giai vién kem theo bién b§1n
kiém phicu hodc bién ban vé ket qua biéu quyét bau hoa giai vién gui Chu tich Uy
ban nhan dan cap x4. Trong thoi han 03 ngay lam viéc, ké tur ngay nhan dugc danh
sach nguoi dugc d€ nghi cong nhan hoa giai vién, Chu tich Uy ban nhan dan cap
xa xem xét, quyéet dinh;

- Truong hop sO nguoi duge dé nghi cong nhén 1a hoa giai vién lay theo két
qua bo phiéu tir cao xudng thap nhiéu hon s luong hoa giai vién duoc Chu tich Uy
ban nhan déan cap xa quyét dinh thi Truong ban cong tac Mat tran 1p danh sach

nhirng nguoi dugce dé nghi cong nhén, trong d6 bao gom nhing nguoi co s6 phiéu
bang nhau gti Chit tich Uy ban nhan dan cip xi xem xét, quyét dinh.

b. Cach thirc thuc hi¢n:

Truc tiép tai co quan hanh chinh nha nudc
c. Thanh phan, sé lwong hé so:

* Thanh phan ho so:

- Danh sach nguoi duoc dé nghi cong nhan la hoa giai vién (Mau sb 06 tai
Phy lyc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN).

- Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét bau hoa giai vién
(Mau s6 01 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/N QLT-
CP-UBTUMTTQVN trong trudng hop bau hoa giai vién bang hinh thuc biéu
quyét cong khai; Mau s6 02 tai Phu luc ban hanh kém theo Nghi quyét lién tich so
01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa giai vién bang
hinh thtc boé phiéu kin; Mau sb 03 tai Phu luc ban hanh kém theo Nghi quyét lién
tich s6 01/2014/NQLT-CP-UBTUMTTQVN trong trudng hop bau hoa giai vién
bang hinh thtrc phat phiéu bau dén ho gia dinh).

* 86 lwong ho so: 01 bo.

d.Thoi han gidi quyét

- Trong thoi han 03 ngay 1am viée, ké tir ngay nhan du hd so theo quy dinh.
e. Déi twong thywe hién thii tuc hanh chinh: C4 nhan

g. Co quan thwce hién thu tuc hanh chinh:

- Uy ban nhan dan x3, phuong, thi tran.

h. Két qud thwe hién thii tuc hanh chinh:

- Quyét dinh cong nhan hoa giai vién.
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i. Lé phi:
Khong
k. Tén mau don, méu to khai:

Danh sach ngudi duge dé nghi cong nhan 1a hoa giai vién (Mau s6 06 tai
Phu lyc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN)

L. Yéu cdu, diéu kién thwc higén thii tuc hanh chinh
- Thu tuc hanh chinh dugc thuc hién khi c6 mot trong cac can cir sau day:

+ Nguoi dugce dé nghi cong nhén la hoa giai vién phai dat trén 50% dai dién
ho gia dinh trong ap, khom dong y.

m. Can cw phap ly cia thu tuc hanh chinh:
- Luat hoa giai ¢ co sé nam 2013;
- Nghi quyét lién tich s6 01/2014/NQLT42P-UBTUMTTQVN.
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Xa, phuong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
............................... D@c l@p - Tlal’ do - Hanh phﬁc

.................................

.., Ny ... thang ... nam....
DANH SACH
Dé nghi cong nhan hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan xd/phuong/thi tran.........

Can ctr két qua bau hoa giai vién (co bién ban giri kém), Ban cong tac Mat
trAn thon/td dAn phd............ovieeeii e, dé nghi Chu tich Uy ban
nhan dan xa/phuong/thi trin. ...................... xem xét, quyét dinh céng nhan hoa
giai vién ddi véi cac ong (ba) co tén sau day:

Ty 1€ % dai dién ho gia dinh

STT He va tén bia chi trong thén, t6 dan phé dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi ro ho tén)
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2. Thii tuc cdng nhan t6 truéng to hoa giai
a. Trinh tu thuc hién

Trong thoi han 03 ngay, ké tir ngay t6 chirc cudc hop bau to truong t6 hoa
giai, Tru:ong ban cong tac Mit tran 1am van ban dé nghi céng nhan t6 truong to
hoa giai kém theo bién ban kiém phiéu hodc bién ban vé ket qua biéu quyét vé viée
bau to trudng t6 hoa giai, giri Cha tich Uy ban nhan dan cép xa.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc van ban dé nghi
cong nhén t6 trudng to hoa giai, Chu tich Uy ban nhan dan cdp xi xem xét, quyét
dinh.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nuéc
c. Thanh phin, s6 lwong ho so

* Thanh phan hé so:

+ Vin ban dé nghi cong nhan t6 truong t6 hoa giai (Mau s6 07 tai Phu luc
ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

+ Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viée bau to
truong t6 hoa giai (Mau s6 04 tai Phy lyc ban hanh kém theo Nghi quyét lién tich
s0 01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau to truong to hoa
giai vién bang hinh thire biéu quyet cong khai; Mau s6 05 tai Phu lyc ban hanh
kem theo Nghi quyet lién tich s6 01/2014/NQLT-CP- UBTUMTTQVN trong
truong hop bau to trudng to hoa giai vién bang hinh thirc bo phiéu kin).

*S6 luwong hé so: 01 bé.

d. Thoi han gidi quyét

- Trong thdi han 03 ngay 1am viée, ké tir ngay nhan du ho so theo quy dinh.
e. Péi twong thywe hién thii tuc hanh chinh: ci nhan, t6 chic

g. Co quan thwce hién thu tuc hanh chinh

- Uy ban nhan dan xa, phuong, thi tran.

h. Két qud thwe hién thii tuc hanh chinh

- Quyét dinh céng nhan to trudng to hoa giai.

i. Lé phi: Khong

k. Tén mdu don, mdu to khai

- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc bau to
truong to hoa giai trong trudong hop bau t6 trudng to hoa giai vién bang hinh thuc
biéu quyét cong khai. (Mdu kém theo)

- Bién ban kiém phiéu hodc bién ban ve két qua biéu quyét vé viéc bau to
truong t6 hoa giai trong truong hop bau t6 truong to hoa giai vién bang hinh thuc
b6 phiéu kin). (Mdu kém theo)
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I. Yéu cdu, diéu kién thwe hién thii tuc hanh chinh

- Thu tuc hanh chinh dugc thuc hién khi c6 mot trong cac can cur sau day:

+ Ngudi duge cong nhan 1a t6 truéng to hoa giai phai dat trén 50% s0 hoa
giai vién cua to hoa gidi dong y va la ngudi c¢d so phiéu bau cao nhat.

m. Can cw phdp ly cua thu tuc hanh chinh

- Luat hoa giai ¢ co s& nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT42P-UBTUMTTQVN.
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Miu s6 04
X4, phuong, thi trin CONG HOA XA HOI CHU NGHIiA VIET NAM
............................. Doc 1ap - Tw do - Hanh phuc

o L BIEN BAN . , )
VE KET QUA BIEU QUYET BAU TO TRUONG TO HOA GIAL

Két qua biéu quyét bau t6 trudng t6 hoa giai nhu sau:

X RT X > 1A 0 | s2e en , 2
STT Ho va tén So nglroz bleEl quyét [Tylé % ‘hoa.gfal Yien cua To
: dong y hoa giai dong y
Cudc hop két thuc vao..... gio..... ngdy.... thang..... nim.......

Bién ban nay duoc doc cong khai tai cude hop.

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi ro ho tén)
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MaAu s6 05
X4, phuong, thi trin CONG HOA XA HOI CHU NGHIiA VIET NAM

............................. Doéc 14p - Tw do - Hanh phuc

_) ~_ BIENBAN . ]
KIEM PHIEU BAU TO TRUONG TO HOA GIAI
Hom nay, vao...... gio...... ,ngay....thang...nam...........
;S E R RSRRRPRRRRTRRRN
TOhOa Al ..o, thon/td dan pho........ceeeveveeveeeeeeeeeeeean.

t6 chtrc cudc hop bau t6 truong t6 hoa giai bang hinh thirc bé phiéu kin

T6 kiém phi€u bao gom cac 6ng (ba) co tén sau day:

ONG (BA): e - T6 Trudng
ONE (BA):.eeeeeeeeeeeeeeeeeeeeeeeee e - Thanh vién
ONE (BA):.eeeeeeeeeeeeeeeeeee e - Thanh vién
S6 lugng hoa giai vien clia td hOA GIAL: .. ....oveveveeeeeeeeeeeeeee oo
Sd lugng hoa giai vién tham du cudC hop:.....coccveeeiiiiiiieieee e

Két qua kiém phiéu bau to truong t6 hoa giai nhu sau:
- Tong s6 phiéu phat ra:

- Tong s6 phiéu thu vé:

- S6 phiéu hop 18:

- S6 phiéu khong hop 1é:

- Két qua kiém phiéu:

s o £ Ve peR £ x| Ty 1€ % hoa gidi vién cia
STT Ho va tén S0 nguoi bieu quyét dong y t6 hoa gidi dong ¥
Cudc hop két thuc vao..... gio..... ngdy...... thang..... ndm......

Bién ban nay dugc doc cong khai tai cudc hop.

TRUONG BAN CONG TAC MAT TRAN TM. TO KIEM PHIEU

(Ky va ghi ré ho tén) TO TRUONG
(Ky va ghi ro ho tén)
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3. Thi tuc thoi lam hoa giai vién
a. Trinh tu thuc hién

T6 truong t6 hoa giai dé nghi Truong ban cong tac Mat tran phdi hop voi
truong thon, to truéng to dan phé lam van ban dé nghi Chu tich Uy ban nhéan dan
cép x4 ra quyét dinh thoi 1am hoa giai vién.

Trong thoi han 10 ngay, ké tir khi nhan dugc dé nghi cua to trudng To hoa
giai vé viéc thoi lam hoa giai vién, Truong ban cong tac Mat tran chu tri, phéi hop
vOi truong thon, t6 truong dan phd xem x¢€t, xac minh, lam van ban dé nghi Chu
tich Uy ban nhan déan cip x4 ra quyét dinh th6i lam hoa giai vién (Mau s6 08 tai
Phy lyc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN).

Do6i voi truong hop thoi 1am hoa giai vién theo quy dinh tai Piém b, Diém ¢
Khoan 1 Dleu 11 cua Luat hoa giai ¢ co so, néu Trudng ban cong tac Mat trén,
truong thon, to trudng to dan phd khong dong y véi dé nghi cua to truong té hoa
giai hodc Trudng ban coéng tac Mit trdn va truong thon, to truong to dan phd
khong thong nhat duoc voéi nhau vé dé nghi cia to truong to hoa giai, thi Truong
ban cong tac Mat trn thong bao voi t6 truong to hoa giai, néu 16 Iy do khong df)ng
Y, dong thoi béo cdo Chu tich Uy ban nhan dan cap Xd xem Xet, quyét dinh (Mau
s6 09 tai Phy lyc ban hanh kém theo Nghi quyét lién tich s 01/2014/NQLT-CP-
UBTUMTTQVN).

Truong hop thdi lam hoa giai vién d6i véi to trudng to hoa giai thi Truong
ban cong tac Mt tran phdi hop véi truong thon, td truong to dan phd lam van ban
dé nghi Chu tich Uy ban nhin dan cép x4 ra quyét dinh thoi 1am hoa giai vién.

Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc van ban dé nghi
hoac béq cdo v€ viéc thoi lam hoa gidi vién, Chu tich Uy ban nhan dan cap xa xem
xét, quyét dinh.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nuéc

c. Thanh phan, s6 lwong hé so

* Thanh phdn ho so:

+ Vin ban dé nghi ra quyét dinh théi lam hoa giai vién.

*S6 luong ho so: 01 bé.

d. Thoi han gidi quyét

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc van ban dé nghi
hodc bao céo vé viéc thoi lam hoa giai vién.

e. Déi twong thuwe hién thii tuc hanh chinh: Ca nhanc

g. Co quan thuc hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cép xa.
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- Co quan hoic ngudi c6 thim quyén duge uy quyén hoic phan cap thuc
hién: Khong.

- Co quan tryc tiép thuc hién thi tuc hanh chinh: Uy ban nhan dan cép x4.

h. Két qud thwe hién thii tuc hanh chinh

- Quyét dinh théi 1am hoa giai vién.

i. Lé phi: Khong

k. Tén méu don, méu to khai

- B4o c4o vé viéc thoi 1am hoa giai vién - Mau s6 09 tai Phu luc ban hanh
kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP- UBTUMTTQVN d6i voi
truong hop thoéi lam hoa giai vién theo quy dinh tai Piém b, Diém ¢ Khoan 1 Bleu
11 cua Luat hoa giai 6 co s¢ va néu Trudng ban cong tac Mat tran, truong thon, t6
truong tO dan phd khong dong ¥ véi dé nghi cua to truong t6 hoa giai hodc Truong
ban cong tac Mat tran va truong thon, t6 trudng t6 dan phd khong théng nhat duoc
v6i nhau vé dé nghi cua t6 trudng t6 hoa giai.

Glay dé nghi ye viéc thoi ,lam hoa giai vién - Mau s6 08 tai Phu luc ban hanh
kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

L. Yéu cdu, diéu kién thuc hién thii tuc hanh chinh:

Vi¢e thoi 1am hoa giai vién dugce thuc hién trong cac trudong hop sau day:

- Theo nguyén vong cua hoa giai vién.

- Hoa giai vién khong con dap tng mot trong cac tiéu chuan quy dinh tai
bicu 7 cua Luat hoa giai ¢ co sé.

- Vi pham nguyén tic t6 chirc, hoat dong hoa giai & co s& theo quy dinh tai
bicu 4 cia Luat hoa gidi & co s& hodac khong co diéu kién tiép tuc lam hoa giai
vién do bi xtr Iy vi pham phép luat.

m. Can cw phap ly cua thu tuc hanh chinh:

- Luat hoa giai ¢ co sé nam 2013.

- Nghi quyet lién tich so 01/2014/NQLT-CP-UBTUMTTQVN ngay
18/11/2014 vé Hudng dan phoi hop thuc hién mot s6 quy dinh cua phép luat vé hoa
giai § co sO.
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Mau s6 09
CONG HOA XA HQI CHU NGHIA VIET NAM

Xa, phuong, thi tran:
Doc lap - Tw do - Hanh phuc

.o, NEAY ... thang ... nam....

BAO CAO
Ve viéc thoi lam hoa giii vién
Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran................
Ngay........ thang...... nam........ , 10 trudOng t0 hOa GIAi . ..o,

....................................................................................................................................

dé nghi thoi 1am hoa giai vien d6i vOi 00 (DA): w.evveeeeeereeeeeeeeeeeeeee e
GBI CReee et ———————————————

-------------------------------------------------------------------------------------------------------------------------------------
.....................................................................................................................................

.....................................................................................................................................

....................................................................................................................................

TRUONG BAN CONG TAC MAT TRAN

TRUONG THON
(Ky va ghi ro ho tén)

TO TRUONG TO DAN PHO
(Ky va ghi ro ho tén)
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, o ] _ Miusb 08
Xa, phuong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
............................... Poc lap - Tw do - Hanh phuc

................................. .., NEAy ... thang ... nam
GIAY PE NGHI

Ve viéc thoi lam hoa giii vién

Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran

Can ctr dé nghi cua to trudng to hoa AL s vé viéc
th01 lam hoa giai vién, dé nghl Chu tlch Uy ban nhan dan Xa/phuorng/thl

...........................................................................................................................
.....................................................................................................................................

.....................................................................................................................................

~ TRUONGTHON  TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi ré ho tén)
(Ky va ghi ro ho tén)
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4. Thu tuc thanh toan thu lao cho hoa gidi vién
a. Trinh tu thuc hién

- T6 truong t6 hoa giai dé nghl Trudng ban cong tac Mat tran phéi hop véi
truéng thon, To truong to hoa giai 1ap hd so dé nghi thanh toan thu lao cho hoa
giai vién.

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan du hd so hop 18, Uy ban
nhan dan cap xa xem xét, quyét dinh va tra thu lao cho hoa giai vién thong qua to
hoa giai; truong hop quyét dinh khong thanh toan cho hoa giai vién thi phai tra 1o
bang van ban va néu rd ly do.

- T hoa giai thuc hién tra thu lao cho hoa giai vién theo quyét dinh cua Uy
ban nhan dan cap xa trong thoi han 03 ngay, ké tir ngay nhan dugc thu lao.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nudc

¢. Thanh phan, s6 lwong hoé so

* Thanh phan hé so:

+ Giéy dé nghi thanh todn thu lao cua hoa giai vién c6 ghi 10 ho, tén, dia chi
cua hoa giai vién; t€n, dia chi t0 hoa giai; s6 tién d€ nghi thanh toan; ndi dung
thanh toan (c6 danh sach cac vu, vi¢c trong truong hop dé nghi thanh toan thu lao
cho nhiéu vy, viéc); chit ky cua hoa giai vién; chit ky xac nhan cta to trudng t6 hoa
giai.

+ Xuét trinh S6 theo ddi hoat dong hoa giai & co so dé d6i chiéu khi can
thict.

*S6 luwong ho so: 01 bé.

d. Thoi han gidi quyét:

- Trong thoi han 08 ngay lam viéc, ké tir ngdy nhan du ho so theo quy dinh.

e. Péi twong thue hién thii tuc hanh chinh

T6 chirc

g. Co quan thwce hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhan déan cap xa.

- Co quan c6 thdm quyén quyét dinh: Uy ban nhan dan cép x4.

- Co quan hodc ngudi ¢ tham quyén duogc Gy quyén hoic phan cap thuc
hién: Khong.

- Co quan truc tiép thyc hién thi tuc hanh chinh: Uy ban nhéan dan cép x4.

h. Két qua thuwe hién thii tuc hanh chinh

- Quyét dinh thanh toan thu lao cho hoa giai vién/ hodc vian ban tra 1oi trong
truong hop khong thanh toan.
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i. Lé phi

Khong

k. Tén mau don, méu to khai

Khong

L. Yéu cau, diéu kién thuc hién thii tuc hanh chinh

- Vu, viéc duoc tién hanh hoa giai va da két thac theo quy dinh tai Piéu 23
cua Luat hoa giai ¢ co s6.

- Hoa giai vién khong vi pham nghia vu quy dinh tai Diéu 10 Luat hoa giai o
CO SO.

m. Can cw phap ly cia thu tuc hanh chinh

- Luat hoa giai ¢ co s& nam 2013.

- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 Quy dinh chi tiét mot sd diéu
va bién phap thi hanh Luat hoa gidi & co sé.
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V. LINH VUC PHO BIEN GIAO DUC PHAP LUAT
1. Thii tuc cong nhian Tuyén truyén vién phap luat
a. Trinh tu thuc hién

- Can ¢t vao yéu cau cong tac phd bién, giao duc phap luat va nhu cau, diéu
kién thuc té trén dia ban cap x4, Cha tich Uy ban nhan déan cap xi quyét dinh cong
nhan tuyén truyén vién phap luat, bao dam cé du ngudn luc dé trién khai cong tac
phd bién, gido duc phép luat trén dia ban.

- Pinh ky thang 9 hang niam, cong chitc Tu phap - Ho tich chi tri, phdi hop
vo1 Trudng ban cong tac Mat tran, Truong thon, lang, ép, ban, buon, phum, soc, to
dan phd, khu phd, khéi phé va cong ddng dan cu khac (sau day goi 1a dia ban co
s0) va nguoi dimg dau cac to chirc chinh tri - x3 hoi trén dia ban cip xa thong bao
cong khai tiéu chuan tuyén truyén vién phap ludt quy dinh tai khoan 1 Biéu 37
Luat pho bién, gido duc phap luat; cac quy dinh vé cong nhan tuyén truyén vién
phap luat t6i co quan, don vi va ngudi dan trén dia ban co sd dé tu nguyén dang ky
tham gia 1am tuyén truyén vién phap luat.

- Can cir danh sach ty nguyén dang ky tham gia lam tuyén truyén vién phap
lut tur dia ban co s0, thue trang doi ngli cong chire cua Uy ban nhan dan cap xi va
nhu cau xdy dung doi ngil tuyén truyén vién phap luat, cong chirc Tu phap - Ho
tich ra soat, 1ap danh sach ngudi du tiéu chuan quy dinh tai khoan 1 Piéu 37 Luat
phé bién, gido duc phéap luat trinh Chu tich Uy ban nhan dan cip xa xem xét, cong
nhan tuyén truyén vién phap luat.

- Trong thoi han 05 ngay lam viéc ké tir ngdy nhan duoc danh sach dé nghi
cong nhén tuyén truyen vién phap luat cua cong chuac Tu phap - Ho tich, Chu tich
Uy ban nhén dan cdp x3 xem xét, ra quyét dinh cong nhan tuyén truyén vién phap
luat.

b. Cach thirc thuc hién
Tryc tiép tai co quan hanh chinh nha nuéc
¢. Thanh phan, s6 lwong hoé so
* Thanh phan hé so:
Danh sach dé nghi cong nhan tuyén truyén vién phép luat
* 86 lwong ho so: 01 bo.
d. Thoi han gidi quyét
05 ngay
e. Péi twong thuwe hién thii tuc hanh chinh: Ca nhan
g. Co quan thwce hién thu tuc hanh chinh
- Co quan c6 thim quyén quyét dinh: UBND cép xa.
- Co quan thyuc hién thu tuc hanh chinh: Cong chitc Tu phép - Ho tich cap x4
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h. Két qud thwe hién thii tuc hanh chinh:
Quyét dinh cong nhan Tuyén truyén vién phap luat.
i. Lé phi: Khong

k. Tén miu don, miu to khai

Khong
L. Yéu cau, diéu kién thwc hién thii tuc hanh chinh
Khong

m. Can cw phap ly cua thu tuc hanh chinh

- Luat phd bién, gido duc phap lut ndm 2012;

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nam 2013 cua Chinh phu
quy dinh chi tiét mot s6 di€u va bién phéap thi hanh Luat phd bién, gido duc phap
luat;

- Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 ciia Bo Tu phap quy dinh vé
bao cdo vién phap luat, tuyén truyén vién phap luat
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2. Thii tuc cho théi lam Tuyén truyén vién phap luat
a. Trinh tu thuc hién

Khi tuyén truyén vién phap luat thuoc mot trong cac trudng hop quy dinh tai
khoan 1 Diéu 6 Thong tu 10/2016/TT-BTP, cong chirc Tu phap - Ho tich trinh Chu
tich Uy ban nhan dan cp xa xem xét, ra quyét dinh cho thdi 1am tuyén truyén vién
phap luét.

Trong thc}’i han 03 ngay le‘lmrviéc ké tur ngay nhan dugc dé ‘nghi, Chu tich Uy
ban nhan dan cap xa xem xét, quyét dinh cho thoi lam tuyén truyén vién phap luét.

b. Cach thirc thuc hién

Truc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, so lwong hé so

* Thanh phan hé so: Khong quy dinh

* S0 luwong ho so: 01 bo.

d. Thoi han gidi quyét

03 ngay lam vi¢c

e. Déi twong thue hién thii tuc hanh chinh:cé nhan

g. Co quan thwe hién thu tuc hanh chinh

- Co quan c6 thdm quyén quyét dinh: Uy ban nhan déan cap x4.
- Co quan thyc hién tha tuc hanh chinh: Céng chirc Tu phap - Ho tich cip x4
h. Két qua thue hién thii tuc hanh chinh

Quyét dinh cho théi lam Tuyén truyén vién phap luat

i. L¢é phi: Khong

k. Tén méu don, mdu to khai: Khong

L. Yéu cdu, diéu kién thwe hign thii tuc hanh chinh: Khong
m. Can cw phap ly cua thu tuc hanh chinh

- Luat phé bién, giao duc phap luat nam 2012;

- Nghi dinh sO 28/2013/ND-CP ngay 04 thang 4 nam 2013 cua Chinh phu
quy dinh chi tiét mgt s6 diéu va bién phdp thi hanh Luat pho bién, gido duc phap
luat;

- Thong tu 6 10/2016/TT-BTP ngay 22/7/2016 ciia B Tu phap quy dinh vé
bao cao vién phap luat, tuyén truyén vién phap luat
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IV. LINH VU'C NUOI CON NUOI
1. Thu tuc diang ky nudi con nudi trong nuéc
a. Trinh tu thuc hién

- Nguo1 nhan con nudi ngp hé so ciia minh va cta ngudi duge nhan lam con
nudi tai Uy ban nhan dan cdp x4 noi ngudi dugc nhan lam con nudi thuong trd (d6i
voi cac truong hop thong thuong) hodc tai Uy ban nhan dan cp x4 noi ngudi nhan
con nudi thuong tra (neu la cha dugng, me ké hodc co, cau, di, cha, bac rudt cua
nguoi duge nhan lam con nudi hoac co6 sy thdéa thuan gitta nguoi nhan con nudi véi
cha me dé, nguoi gidm hd cua ngudi dugc nhan lam con nudi);

- Cong chirc Tu phap - Ho tich kiém tra hd so, 1dy ¥ kién ctia nhimg ngudi
co lién quan;

- Uy ban nhan dan cap xa t6 chtrc dang ky nudi con nudi, trao Gidy ching
nhén nudi con nudi cho cha me nudi, cha me deé hodc nguoi giam ho hodc dai dién
co s0 nuoi dudng (tai L& giao nhan con nudi). Trudng hop tir chdi dang ky, Uy ban
nhan dan cap xa phai tra 10i bang vin ban cho ngudi nhan con nudi, cha me dé
hodc nguodi gidm hd hodc dai dién co sé nuodi dudng.

b. Cach thirc thuc hién

Truc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, sé lwong hé so

* Thanh phan ho so:

+ Ho so ctia ngudi nhan con nudi:

- Pon xin nhan con nuoi (theo mau quy dinh);

- Ho chiéu/Chtrng minh nhén dan hodc gidy t& co gia tri thay thé;
- Phiéu Iy lich tu phap (dwgc cip chua qua 06 thang);

- Van ban xac nhan tinh trang hén nhan;

- Gidy kham strc khoe do co sd y té cap huyén trd 1én cip (duoc cip chua
qué 06 thang);

- Vin ban x4c nhan hoan canh gia dinh, tinh trang chd 9, diéu kién kinh té
do UBND cip x4 noi nguoi nhan con nudi thuong tra cp (trudng hop cha duong,
me ké hodc co, cau, di, cha, bac rudt cla nguodi dugc nhéan lam con nudi thi khong
can vin ban nay).

+ Ho so cla nguoi duge nhan lam con nuoi:

- Giay khai sinh;

- Giay kham stc khoe do co quan y té cip huyén trd 1én cép;
- Hai anh toan than, nhin thang (chup khéng qué 06 thang);

- Bién ban xac nhan do Uy ban nhan dan hodac Cong an cap xa noi phat hién
tré b1 bo roi 1ap doi vai tré em bi bo roi; Gidy ching tir ciia cha dé, me dé hoac
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quyét dinh ctia Toa an tuyén bd cha dé, me dé cia tré em la da chét ddi voi tré em
md coi; quyét dinh cua Toa an tuyén bo cha dé, me dé cua nguoi duoc gidi thiéu
lam con nudi mat tich dbi v6i nguoi dugc gidi thiéu lam con nudi ma cha dé, me
dé mat tich; quyét dinh ctia Toa an tuyén bd cha dé, me dé cia ngudi dugc gidi
thiéu 1am con nudi mat nang lyc hanh vi dan su ddi vai nguoi dugc gidi thi€u lam
con nudi ma cha dé, me dé méat nang luc hanh vi dan su;

- Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.

* S6 heong hé so: 01 bé.

d. Thoi han gidi quyét

- Trong tho1 han 30 ngay, trong do:

- Kiém tra ho so va lay y kién: 10 ngay, ké tir ngay nhan du hd so hop 18;

- Ghi vao s6 dang ky viéc nudi con nudi va Gidy chimg nhan nudi con nuéi,
giao - nhan con nuoi: 20 ngay, ké tir ngay c6 y kién dong y cua nhiing ngudi cod
lién quan (theo quy dinh cua Diéu 21 Luét nudi con nudi).

e. Déi twong thue hién thii tuc hanh chinh
T6 chirc
g. Co quan thwe hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap xa noi thuong tra
cua nguoi nhan con nudi hoac cua nguoi dugc nhan lam con nudi.

- Co quan tryc ti€p thuc hién tha tuc hanh chinh: Uy ban nhan dan cap xa
noi thuong tra cua ngudi nhan con nudi hodce cua ngudi duge nhén lam con nuoi.

- Co quan phdi hop: Khong

h. Két qua thue hién thii tuc hanh chinh

- Gidy chimg nhan nudi con nudi.

i. L¢ phi

400.000d/truong hop

k. Tén mau don, méu to khai

- To khai hoan canh gia dinh ctia ngudi nhan con nudi;
- Pon xin nhan con nuoi.

L. Yéu cau, diéu kién thuwc hién thii tuc hanh chinh
+ Ngudi nhan con nudi phai c¢6 du diéu kién sau:

- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tré 1én - khong 4p dung dbi voi trudong hop cha
duong nhén con riéng cia vo, me ké nhin con riéng ctia chong lam con nudi hoic
c0, cau,di, chu bac rudt nhan chau lam con nuoi;
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- C6 dieu kién vé stic khoe, kinh t€, chd & bao dam viéc chim soc, nudi
dudng, giao duc con nudi - khong ap dung doi voi truong hop cha dugng nhén con
riéng cua vg, me ké nhan con riéng cia chong lam con nudi hodc co, cau,di, chu
bac rudt nhan chau lam con nuoi;

- C6 tu cach dao dirc tdt.

+ Céc truong hop khong dugc nhan con nudi:

- Pang bi han ché mot sd quyén ctia cha, me ddi vdi con chua thanh nién;

- Pang chap hanh quyét dinh xt Iy hanh chinh tai co s gido duc, co s& chita
bénh;

- Pang chép hanh hinh phat tu;

- Chua QHQC x6a an tich vé mot trong cac toi cd y xam pham tinh mang, stc
khoé, nhéq pham, danh du cua nguoi khac; nguoc dai hoac héthha ong ba, cha
me, Vo ghﬁng, con, chau, ngudi ¢6 cong nudi dudng minh; du do, ép bude hqéc
chtra chap ngudi chua thanh nién vi pham phdp luat; mua ban, danh trao, chiém
doat tré em.

+ Tré em duoc nhin 1am con nudi phai c6 da diéu kién nhu sau:

- La tré em dudi 16 tudi (néu thudc t}‘u’(‘)jng hop cha (}u:(.mg, me ké, ¢, cau,
di, chu, bac rudt nhan lam con nuoi thi c¢6 thé dén dudi 18 tudi);

- Mot ngu’(‘yi chi dugc lam con nudi cua mot nguoi doc than hodc cua cé hai
nguoi la vg chong.

m. Can cw phap ly ciua thu tuc hanh chinh

- Luat Nuo1 con nudi;

- Nghi dinh sé)‘ 19/2011/ND-CP ngay 21/3/2011 cua Chinh phu quy dinh chi
ti€t th1 hanh mot s6 diéu cua Luat Nudi con nuoi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va huéng dan
viéc ghi chép, luu trir, st dung bi€u mau nudi con nuoi;

- Thong tur s6 24/2014/TT-BTP ngay 29/12/2014 sira doi, bo sung mét s6 dicu
cia Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 cua B Tu phap v€ viéc ban hanh
va hudng dan viéc ghi chép, luu trir, str dung bi€u mau nuo6i con nudi;

- Nghi dinh s6 114/2016/ND—CP ngay 08/7/2016 cua Chinh phu quy dinh 1¢
phi dang ky nudi con nuoi, 1€ phi cap gidy phép hoat dong cua té chirc nudi con nuodi
nudc ngoai;

- Thong tu sé 267/2016/TT-BTP ngay 14/11/2016 hudng dan 1ap du toan, quan
ly, sir dung va quyét toan kinh phi ngan sach nha nudc bao dam cho cong tac nudi con

nudi va cip, gia han, stra doi gidy phép hoat dong cta to chirc nudi con nudi nudc
ngoai tai Vi¢t Nam.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI
PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VAN oo Ngay Sinh: ....oooeiiiiiiiece e

INOT ST e et e e e et e e e e e e e e e e e e e e e e e e aaee e e e e e eaaeaaeeeeeeennnaas

INGRE IERIEP: ..ottt
NOT hUONE T ettt et e et e e st e e sneeeenteesnteesnneennes

Tinh trang hon NhAN: .......coooiiiii e

2. Ba:
HO VAN oo Ngay Sinh: .....oooveiiiiiiiiieiee e,
INOT SN Lot e et e e ettt e ettt e e e b eeesbbeeesbeeeensbeeesssseeensssaeesseeennsseens
S6 Gidy CMND: ..........co........ NOT CAP: e, NEAY CAP e
INZRE DERIEP: ..ottt e e e
NOT HRUIONE T2 ittt et e ettt e st e e eabe e e ebbeeesssaeeessseaeensseeeasssaeenns

Tinh trang hOn Nhan: ..........cooooiiiiiiiii e

m N I O e e —————————————————————————————

2 CAC AL SAN KNAC: ettt e e e e e e e e e e e e ee e e e e e e e e



............... , ngay........ thang.........nam..............
Ong Ba
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

Y kién cia To trwéng to dan pho/Truwéng thon vé nguwdi nhan con nuoi:

T6 trwdéng dan phd/Truwdng thon
(Ky, ghi ro ho tén)

Xdc minh ciia cong chirc Tw phap - Hp tich:

Nguwoi xac minh
(Ky, ghi ro ho tén)

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi ro ho tén, chirc vu va dong dau)
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2. Thu tuc dang ky lai viéc nudi con nudi trong nwéc

a. Trinh ty thuc hién

- Ngudi c6 yéu cau diang ky lai viéc nudi con nudi ndp To khai dang ky lai
vi€c nuoi con nuoi tai Uy ban nhan dan cap xa noi cha me¢ nudi va con nudi thuong
tra hodc not da dang ky viéc nudi con nuéi trude day (truong hop yéu cau dang ky
lai tai Uy ban nhan dan cép xi khong phai 1a noi trude day da dang ky viéc nudi
con nudi, thi Ty khai phai c6 cam két cta nguoi yéu cau dang ky lai vé tinh trung

thuc cta viéc dang ky nudi con nudi trudc d6 va co chit ky cia it nhat hai ngudi
lam chung)

- Chu tich Uy ban nhan dan cip x3 ky va cap cho ngudi yéu cau dang ky lai
01 ban chinh Giay chirng nhan nudi con nuoi.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, s6 lwong ho so

* Thanh phan ho so:

+ To khai dang ky lai viéc nu6i con nuoi.

* S luong hd so: 01 bo.

d. Thoi han giai quyét

- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dii hd so hop 18.
e. Poi twong thuwe hién thi tuc hanh chinh: T6 chirc, ca nhin

g. Co quan thyc hién thu tuc hanh chinh

- Co quan c6 thdm quyén quyét dinh: Uy ban nhan déan cép xa.

- Co quan truc tiép thyc hién thi tuc hanh chinh: Uy ban nhéan dan cép x4.
- Co quan phdi hop: Khong

h. Két qua thwe hién thi tuc hanh chinh

- Gidy chtng nhin nuéi con nuoi.

i. L€ phi: Khong

k. Tén miu don, miu t& khai:

To khai dang ky lai viéc nudi con nudi

1. Yéu céu, diéu kién thyc hién thi tuc hanh chinh:

- S6 ho tich va ban chinh gidy to dang ky nudi con nudi bi mat hodc hu hong
khong st dung dugc;

- Cha, me nuoi va con nudi déu con song vao thoi dieém yéu cau dang ky lai.
m. Can cir phap ly cua tha tuc hanh chinh:

- Luat Nu6i con nuoi;
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- Nghi dinh sé‘ 19/2011/ND-CP ngay 21/3/2011 cia Chinh pht quy dinh chi
tiét thi hanh mdt s6 diéu cua Luat Nudi con nudi;

- Théng tur s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va huéng dn
viéc ghi chép, luu tri, sit dung bi€éu mau nudi con nudi;

- Thong tu s0 24/2014/TT-BTP ngay 29/12/2014 sira doi, bo sung mot so dicu
cua Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 ctua B Tu phap v€ viéc ban hanh
va hudng dan viéc ghi chép, luu trit, stir dung bi€éu mau nuéi con nudi;

- Nghi dinh sb 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh 1¢
phi dang ky nuoi con nuoi, 1€ phi cap gidy phép hoat dong cta té6 chirc nudi con nuodi
nudc ngoai;

- Thong tu sé 267/2016/TT-BTP ngay 14/11/2016 huéng dan lap du toan, quan
ly, sir dung va quyét toan kinh phi ngén sach nha nudc bao dam cho cong tac nudi con

nudi va cap, gia han, sira doi gidy phép hoat dong ciia to chirc nudi con nudi nudc
ngoai tai Vi¢t Nam.
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MauTP/CN-2011/CN.04

CONG HOA XA HOI CHU NGHIA VIET NAM

Doc 1ap - Tu do - Hanh phic
Anh 4x 6 cm Anh 4x 6 cm
(chyp chua A e ¢ - A A (chup chua
i 6thingy | TO KHAIDANG KY LAI VIEC NUOI CON NUOI | o'
Kinh @li.eceeiicieceeeeeceeee e
Chung to6i /toi la:
Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan tdc

Qudc tich

Noi thuong tra

S Gidy CMND/Hb chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién h¢

Dién thoai/fax/email

Da nhin nguoi c6 tén dudi diy lam con nudi:

Gioi tinh: oo

HO VATEN: ..o

Ngay, thang, ndm sinh:..........cccooeeviiiiiiiniiieiieeeeee e,

INOT STttt ettt e et e st e et eseaeebeessbeenbeesnbeenseeenaeenne
DAN tOC: weeieiiiie et QUOC HICH: oo,
NOT tHUONE Tt e et eeta e e s be e e sbeeessbeeesaseeennseeens

Phan khai vé bén giao con nudi truéc day:

A

Ong

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan tdc

Qudc tich

Noi thuong tri/tam tra

S6 Gidy CMND/Hb chiéu

Noi cap
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Ngay, thang, nim cip

Dia chi lién hé

Dién thoai/fax/email

TEN CO SO MUOT AUGNIZ: ..eeevviieeiiieeie ettt et et e e sbe e e seae e e sabee e sreeesseeenenes
Chtrc vu cua nguoi dai dién co s& NUOT dUONE: ....vvvevveeeeiieeeiie e
Viéc nudi con nudi da dwge dang Ky tai: ..........ccooooeeviiiiiiiiiniee

Chuing t6i cam doan 101 khai trén day 1a dung sy that va chiu trach nhi€m trudc phap luat

vé cam doan cua minh.

D8 NN dang ky
.................................. , Ngay ...........thang...........nam............
Ngwoi khai
(K, ghi ro ho tén)

Xac nhin cia Nguwdi lam chirng thir nhit Xac nhan cia Ngwoi lam chirng thi hai
To1ten la. sinh ndm ........ Toitén A, sinhndm ...................
SOCMND.. ..., cu tra tai SOCMND....., cu tru tai
T6i1 xin 1am ching viéc nuodi con nudi néu T6i xin lam ching viéc nudi con nudi néu
trén 1a ding sy that va xin chiu trach nhiém trén la dung sy that va xin chiu trach nhiém
vé viéc 1am chimg cua minh. vé viéc lam chimg ctia minh.

................. , ngay.....thang...nam...... ey NEAY...... thANG ... NAM..........

(Ky, ghi ro ho tén)




		BAN CƠ YẾU CHÍNH PHỦ - ĐT: 0243.7738668; Fax: 0243.7738668; Email: ca@bcy.gov.vn
	2022-04-14T07:19:58+0700
	PHIÊN BẢN THỬ NGHIỆM
	Lê Văn Phúc<levanphuc@haiduong.gov.vn> đã ký lên văn bản này!


		Văn phòng Ủy ban nhân dân tỉnh Hải Dương - Phone: 0220.3837 444 - Fax: 0220.3853 601 - Email: haiduong@chinhphu.vn
	2022-04-14T07:24:53+0700
	ỦY BAN NHÂN DÂN TỈNH HẢI DƯƠNG
	ỦY BAN NHÂN DÂN XÃ TÂN QUANG<tanquang.ninhgiang@haiduong.gov.vn> đã ký lên văn bản này!




