|. DANH MUC THU TUC HANH CHINH TRONG LINH VUC HQ TICH THUQC
THAM QUYEN TIEP NHAN, GIAlI QUYET CUA CAP XA

STT TEN THU TUC HANH CHINH TRANG

1. | bBang ky khai sinh Tutrang 2 -7

2. | Pang ky két hdn Tir trang 8 - 12
3. | bang ky nhan cha, me, con Tu trang 13 - 17
4. | Pang ky khai sinh két hop dang ky nhan cha, me, con Turtrang 18 - 21
5. | PBang ky khai tir Tur trang 22 - 26
6. | Bang ky khai sinh luu dong Tur trang 27 - 29
7. | bang ky két hon luu dong Tur trang 30 - 32
8. | bang ky khai tir lvu dong Tur trang 33 - 35
9. | Pang ky giam hd Tur trang 36 - 40
10. | Pang ky cham dut giam ho Tur trang 41 - 45
11. | Thay dbi, cai chinh, b6 sung thong tin ho tich Tur trang 46 - 52
12. | Cép Gidy xac nhan tinh trang hon nhan Tir trang 53 - 59
13. | Bang ky lai khai sinh Tu trang 60 - 66
14. | Pang ky khai sinh cho nguoi di ¢6 hd so, gidy to ca nhan T trang 67 - 72
15. | Pang ky lai két hon Tu trang 73 - 78
16. | Pang ky lai khai tir Tu trang 79 - 83
17. | Xé&c nhan théng tin ho tich Tir trang 84 - 89
18. | Cép ban sao trich luc ho tich Tu trang 90 - 97




1. Thi tuc ding ky khai sinh

a) Trinh ty thuc hién ‘ , ‘

- Néu lya chon hinh thirc ndp ho so truc tiép, nguoi ¢ yéu cau dang ky khai sinh nop
hd so ding ky khai sinh tai Bo phan mot cira caa UBND cap xa c6 tham quyén; nop 1é phi
néu thudc truong hop phai nop 18 phi dang ky khai sinh; nop phi cap ban sao Giay khai sinh
néu co y&u cau cap ban sao Gidy khai sinh.

- Néu lua chon hinh thtc nop hé so truc tuyén, nguoi ¢6 yéu cau ding ky khai sinh
truy cap Cong dich vu cong qudc gia hoic Cong dich vu cdng cap tinh, dang ky tai khoan
(néu chua co tai khoan), xac thuc nguoi ding theo huéng din, dang nhap vao hé théng,
xéac dinh dung Uy ban nhan dan cap xa cd tham quyén.

- Can bo tiép nhan hd so tai Bo phan mot ctra ¢6 trach nhiém kiém tra tinh chinh
xéc, day du, thong nhat, hop 18 cua ho so.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can bo tiép nhan hd so tai
Bo phan mét cira thyuc hién sb hoa (sao chup, chuyén thanh tai liéu dién ta trén hé thong
thong tin, co s& dit liéu) va ky sé vao tai liéu, hd so giai quyét thu tuc hanh chinh da duoc
s6 hoa theo quy dinh.

- COng chte tu phép - ho tich tham tra ho so (tham tra tinh thong nhat, hop & cua cac
thdng tin trong hé so, gidy to, tai liéu do ngudi Yau cau ndp, xuat trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai quyét,
phai tir chéi thi gui thong bao vé tinh trang ho so téi Bo phan mot cira dé théng béo cho
ngudi nOp o so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan khac ma
khong thé tra két qua ding thoi gian da hen thi cdng chic 1am cong tac ho tich 1ap Phiéu
xin 16i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phan mot cia dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau
lya chon hinh thitc nop ho so truc tiép), hoac gai Phiéu xin 16i va hen lai ngay tra két qua
qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi
c6 yéu cau luya chon hinh thirc nop hod so truc tuyén).

+ Néu thay ho so day du, hop 1€, ding quy dinh, truong hop tiép nhan ho so dang ky
khai sinh theo hinh thic truc tiép, thi cong chiic tu phép - ho tich thuc hién viéc ghi vao S6
dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan ly ho
tich dién tir ding chung, lwu chinh thic va chuyén thong tin dén CSDLQGVDC dé lay Sb
dinh danh ca nhan.

Truong hop tiép nhan hd so dang ky khai sinh theo hinh thuc truc tuyén, céng chic tu
phép - ho tich gui lai biéu mau Gidy khai sinh dién tir véi thong tin day di cho nguoi yéu
cau qua thu dién tir hoic thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua cac thong tin
trén biéu mau Giay khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da théng nhat, diy da hoic khdng co
phan hoi sau thoi han yéu cau thi cdng chuc tu phap - ho tich thuc hién viéc ghi noi dung
vao S6 ding ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém ding ky, quan
ly ho tich dién tir dung chung, luu chinh thic va chuyén thdng tin dén CSDLQGVDC dé lay
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S6 dinh danh c& nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c& nhan, cong chirc tu phap - ho tich in
Gidy khai sinh, trinh Lanh dao UBND ky, chuyén t6i Bo phan mét cira dé tra két qua cho
ngudi cO yéu cau.

- Ngudi ¢d yéu cau dang ky khai sinh kiém tra théng tin trén Gidy khai sinh, trong S6
dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy khai sinh.

*Luuy:

- Trong thoi han 60 ngay ké tir ngdy sinh con, cha hoic me c6 trach nhiém dang ky
khai sinh cho con; trudng hop cha, me khong thé ding ky khai sinh cho con thi 6ng hoic
ba hodc nguodi than thich khac hodc c4 nhan, td chirc dang nuoi dudng tré em co trach
nhi¢m dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bo roi thi sau khi nhan dugc thong béo,
Chu tich Uy ban nhan dan cap xa hodc Truong cong an cap xi c6 trach nhiém to chire 1ap
bién ban vé viéc tré bj bo roi.

Sau khi 1ap bién ban, Uy ban nhan dan cép xa tién hanh niém yét tai try so Uy ban
nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém yét, néu khong c6
thong tin vé cha, me dé cua tré, Uy ban nhan dan cip x4 thong bao cho ca nhan hoic to
chtrc dang tam thoi nudi dudng tré dé tién hanh dang ky khai sinh cho tré.

- Trudong hop tré chua xac dinh duoc cha thi ho, dan toc, qué quan, quéc tich cua
con dugc xac dinh theo ho, dan toc, qué quan, quéc tich cua me; phén ghi vé cha cua tré
dé tréng. Néu vao thoi diém dang ky khai sinh nguoi cha yéu cau 1am thu tuc nhan con thi
két hop giai quyét viéc nhan con va dang ky khai sinh.

- Trudng hop tré chua xac dinh dugc me ma khi diang ky khai sinh cha yéu cau 1am
thii tuc nhan con thi két hop giai quyét viéc nhan con va ding ky khai sinh; phan khai vé
me cia tré dé tréng.

- Truong hop tré khdng thuoc dién bi bo roi, chua xac dinh duoc ca cha va me thi
thuc hién tuong tu nhu dang ky khai sinh cho tré bi bé roi, nhung trong S6 ho tich ghi rd
“Tré chua xac dinh duoc cha, me”.

b) Cach thirc thuc hién:

Nguoi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hoic uy quyén cho nguoi
khac thuc hién nop hd so truc tiép tai Bo phan mot cua cua UBND cap xa hoic guri ho so
qua hé thdng buu chinh hodc nop hd so truc tuyén trén Céng dich vu cdng quéc gia
(https://dichvucong.gov.vn)  hoic  Coéng dich vy c¢ong tinh  Hai  Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai ddng ky khai sinh theo mau (néu ngudi cé yéu cau lua chon ndp hé so theo
hinh thtrc tryc tiép);

- Biéu mau dién tir trong tac dang ky khai sinh (do ngudi yéu cau cung cip thong tin
theo huéng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lya chon ndp hd so theo hinh
thirc truc tuyén);

- Ngudi ¢6 yéu cau dang ky khai sinh thyc hién viéc nop/xuat trinh (theo hinh thirc
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tryc tiép) hodc tai 18n (theo hinh thirc truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Ban chinh Gidy chung sinh; trudng hop khdng c6 Gidy chiing sinh thi ndp vin
ban cua ngudi 1am chiing xac nhan vé viéc sinh; néu khong c¢6 ngudi 1am ching thi phai
c6 giay cam doan vé viéc sinh;

- Truong hop tré em bj bo roi thi phai 6 bién ban vé viéc tré bi bo roi do co quan
c6 tham quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac
nhan cta co sé y té da thyuc hién k§ thuat hd tro sinh san cho viéc mang thai ho.

- Vin ban ay quyén (duoc chang thuc) theo quy dinh caa phép luat trong truong
hop uy quyén thuc hién viéc dang ky khai sinh.

* Gidy to phai xuat trinh:

- Ho chiéu hodac Chung minh nhan dan hodc Thé cin cudc cong dan hodc cac gidy
t& khac co dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con gia tri st
dung dé ching minh vé nhan than cta ngudi cé yéu cau ding ky khai sinh. Truong hop
cac thong tin ca nhan trong cac gidy to ndy da c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thurc truc tuyén);

- Gidy to ¢6 gid tri chitng minh thong tin vé ci trii trong truong hop co quan ddang ky
hé tich khéng thé khai thac dwoc thong tin vé noi cu trii ciia cong dén theo cdc phirong thirc
quy dinh tai khodn 2 Piéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh
phii. Trwong hop cdc théng tin vé gidy to ching minh noi cuw trii da dwoc khai théc tir Co sé
dir liéu quoc gia vé dan cir bang cdc phwong thire ndy thi ngueoi cé yéu cau khéng phdi xudt
trinh (theo hinh thirc tryc tiép) hodc tdi Ién (theo hinh thirc truc tuyén);

+ Giay chung nhan két hdn néu cha, me di dang ky két hon. Truong hop di c6
théng tin vé viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC thi khéng phai
Xuat trinh (theo hinh thic tryc tiép) hoic tai 1én (theo hinh thic truc tuyén).

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

* Lwu y:

- Péi véi gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so theo hinh thic truc
tiép:

+ Pdi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong
ho so va tra lai cho nguoi xuat trinh, khong dugc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao ching thyc tir ban chinh hodc
ban sao duogc cap tir sd gdc hodc ban chup kém theo ban chinh gidy to dé dbi chiéu.
Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
6 trach nhiém kiém tra, doi chiéu ban chup véi1 ban chinh va ky xac nhan, khong duoc
yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, da hd so dang ky ho tich theo
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quy dinh cua phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich nop thém gidy
to ma phép luat ho tich khong quy dinh phai nop.

- Déi v6i gidy to giri kém theo néu ngudi yéu cau ndp hod so theo hinh thirc truc
tuyén:

+ Ban chup cac gidy to gti kém theo ho so ddng ky khai sinh truc tuyén phai bao dam
0 nét, dﬁy du, toan ven vé noi dung, 1a ban chup béng may anh, dién thoai hodc dugc chup,
dugc quét bﬁng thiét bi dién tir, tur giéy to duoc cép hop 1€, con gia tri st dung; néu 1a giéy to
do co quan c6 thdm quyén nudc ngoai cip thi phai duge hop phap hoa lanh sy, dich sang
tiéng Viét theo quy dinh, trir truong hop duge mién hop phéap hoa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so dang ky khai sinh truc tuyén
da co ban sao dién tir hoac da co6 ban dién tir giéy to hd tich thi nguoi yéu cau duoc st dung
ban di¢n tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai
sinh), ngudi cd yéu cau ding ky khai sinh phai ndp ban chinh Gidy ching sinh; xuét trinh
gidy to tuy than; ban chinh Gidy ching nhan két hon (néu cha me tré da ding ky két hon va
thong tin vé viéc két hon chua c6 trong CSDLQGVDC, CSDLHTDT).

Trudng hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy to néu trén
theo quy dinh hoac giéy to nop, xuét trinh bi téy x0a, stra chira, lam gia thi co quan dang
ky ho tich c6 tham quyén hity bo két qua dang ky khai sinh.

- Truong hop nguot di dang ky khai sinh cho tré em la 6ng, ba, nguoi than thich
khac thi khong phai c6 vin ban y quyén caa cha, me tré em, nhung phai théng nhit véi
cha, me tré em vé cac ndi dung khai sinh.

- B6i véi viée xac dinh ho, dan tdc, dat tén cho tré:

+ Vi¢c xac dinh ho, dan toc, dat tén cho tré em phai phu hop vaoi phéap luédt va yéu
cau gilt gin ban sic dan tdc, tip quan, truyén thong vin hoa tbt dep cua Viét Nam; khong
dat tén qua dai, khoé str dung.

+ Truong hop cha, me¢ khong thoa thuan duoc vé ho, dan tdc, qué quan cua con khi
dang ky khai sinh thi ho, dan toc, qué quan cta con dugc xac dinh theo tap quan nhung
phai bao dam theo ho, dan tdc, qué quan cua cha hoac me.

- Trudng hop cho phép nguoi yéu cau ding ky ho tich 1ap van ban cam doan vé ndi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich rd cho nguoi lap
vian ban cam doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong dung su that.

Co quan ding ky ho tich tir chéi giai quyét hodc dé nghi co quan c6 thim quyén
huy bo két qua dang ky ho tich, néu ¢6 co s& xac dinh nodi dung cam doan khong ding su
that.

d) S6 lwong ho so: 01 bd

d) Thoi han giai quyet Ngay trong ngay tlep nhan yéu cau, truong hop nhéan ho so
sau 15 gio ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan
g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cép x3 noi cu tra ctia ngudi cha hodc ngudi me thuc hién dang ky
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khai sinh cho tré em;

- Uy ban nhan dan cép xa noi 1ap bién ban vé viéc tré bi bo roi dbi véi truong hop
dang ky khai sinh cho tré bi bo roi.

- Uy ban nhan dan cip x4 noi tré dang cu tra ¢6 trach nhiém dang ky khai sinh cho tré
chua xéc dinh duoc cha, me.

h) Co quan phdi hep: Co quan quan Iy CSDLQGVDC. ,

i) Két qua thuc hién thu tuc hanh chinh: Giay khai sinh (ban chinh), ban sao Giay
khai sinh (truong hop y€u cau cap ban sao Giay khai sinh).

K) L& phi:

- Péi véi truong hop dang ky khai sinh khong dang han: 5000 dong/lan

- Mién Ié phi ddi véi truong hop khai sinh ding han, nguoi thude gia dinh c6 cong véi
cach mang; nguoi thuoc hd ngheo; nguoi khuyeét tat.

- Phi c4p ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d6ng/ban sao trich luc.

) Mau don, miu to khai:

+ To khai dang ky khai sinh (néu nop hd so theo hinh thic truc tiép);

~ + Biéu mau dién tir twong tac ding ky khai sinh (néu nop ho so theo hinh thirc truc

tuyen).

m) Can ctr phép ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dir
liéu ho tich dién tu, dang ky hd tich truc tuyen;

- Ngh; dinh so 104/2022/NP-CP ngay 21/12/2022 cia Chinh phu siza doi, bé sung
mot so diéu cua cac nghi dinh lién quan den viéc ngp, xuat trinh so hg khau, so tam tra giay
khi thyec hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phép quy dinh chi tiét thi
hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot so dieéu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua BO Tu phap quy dinh chi tiét
mot so dieu va bi¢én phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy dinh mic
thu, ché do thu, nop, qUan ly va st dung phi khai thac, str dung thong tin trong co s¢ dir licu

ho tich, phi xac nhén c6 qudc tich Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 1é phi
qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng dan ve phi
va € phi thuoc tham quyen quyet dinh ctia Hoi dong nhén dén tinh, thanh pho truc thudc
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Trung vong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh stra dbi, bo
sung mot sé diéu cua Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va 1& phi thuoc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong.

- Nghi quyét sb 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi ddng nhan dan tinh
Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st dung phi, 18 phi trén
dia ban tinh Hai Duong.



2. Thii tuc ding ky két hon
a) Trinh tw thuc hién

- Néu lya chon hinh thtrc nop hd so truc tiép, nguoi c6 yéu cau dang ky két hén nop
ho so dang ky ket hon tai Bo phan mot cira ciia UBND cap xé ¢6 tham quyen; nop 18 phi néu
thuge truong hop phai nop 1€ phi dang ky két hdn; nop phi cap ban sao Trich luc két hon
néu co yau cau cap ban sao Trich luc két hén.

- Néu lya chon hinh thac nop hd so truc tuyén, nguoi c6 yéu cau ding ky két hon
truy cap Cong dich vy cong quéc gia hogc Cong dich vu cong cap tinh, dang ky tai khoan
(néu chua c6 tai khoan), xac thue ngudi dung theo hudng dan, ddng nhap vao hé thdng,
xéac dinh dung Uy ban nhan dan cap xa cd tham quyén.

Nguoi ¢6 yéu cau dang ky két hon truc tuyén cung cip thdng tin theo biéu mau
dién tur tuong tac dang ky két hon (cung cap trén Cong dich vy cng), dinh kém ban chup
hoac ban sao dién tir cac glay to, tai liéu theo quy dinh; nop phi, I phi théng qua chic
ning thanh toan truc tuyén hoac bang cach thirc khac theo quy dinh phép luat, hoan tat
viéc nop ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh
xac, day du, thong nhat, hop 1€ caa ho so.

(i) Truong hop ho so day du, hop 1€ thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho
ngudi ¢ yéu cau (néu ngudi €O yeu cau lya chon hinh thuc nop ho so truc tiép) hoac gui
ngay Phiéu hen, tra két qua qua thu dién tu hodc gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi co yéu cau (néu ngudi c6 yéu cau lya chon hinh thac nop ho so
truc tuyén), chuyén hd so dé cong chic 1am cdng tac ho tich xu Iy.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can bo tiép nhan hd so tai
Bo phan mét cira thyuc hién sb hoa (sao chup, chuyén thanh tai liéu dién ta trén hé thong
thong tin, co s& dit liéu) va ky sé vao tai liéu, hd so giai quyét thu tuc hanh chinh d3 duoc
s6 hoa theo quy dinh.

(ii) Truong hop hd so chua dﬁy du, hop 1€ thi c6 thong bao cho ngudi yéu Cé}u bé)
sung, hoan thién ho so, néu o loal gidy 1o, noi dung can bo sung d€ nguoi c6 yéu cau bo
sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

_ (iii) Truong hop ngudi ¢ yéu cau ding ky két hon khdng bo sung, hoan thién duoc
ho so thi bdo cao Trudng b phan mot cua co thong bao tir choi giai quyet yéu cau dang
ky két hon.

- Cong chirc tur phap - ho tich tham tra ho so (tham tra tinh thong nhét, hop 1€ cua cac
thong tin trong ho so, giay to, tai liéu dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyet,
phai tir Chéi‘th\l gui thdng béo vé tinh trang ho so téi Bo phan mét cua dé théng bao cho
nguoi NOp ho so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma
khong thé tra két qua dang thoi gian da hen thi cong chtc lam cong tac h¢ tich 1ap Phiéu
xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phan mot cua dé tra cho nguoi €6 yéu cau (néu ngudi co yéu cau
lya chon hinh thirc ndp hd so truc tiép), hodc giri Phiéu xin 18i va hen lai ngay tra két qua
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qua thu dién tir hoac gui tin nhan qua dién thoai di dong cho ngudi ¢6 yéu cau (néu nguoi
c6 yéu cau lya chon hinh thirc nop ho so truc tuyen).

+ Néu thay hd so day du, hop 18, cac bén c6 du diéu kién két hon theo quy dinh cua
Luat Hon nhan va gia dinh, khong thudc truong hop tir chdi ding ky két hon theo quy
dinh, tredng hop tiép nhan hd so ding ky két hon theo hinh thic truc tiép, thi céng chirc tu
phép - ho tich thuc hién viéc ghi vao S6 ding ky két hon, cap nhat thong tin diang ky két hdn
va luu chinh thie trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan hd so dang ky két hdn theo hinh thic truc tuyén, cong chire tu
phap - ho tich gui lai biéu mau Giay chung nhan ket hon dién tir voi thong tin day du cho
ngudi Yeu cau qua thu dién tir hoac thict bi so.

Nguoi yéu cau co trach nhiém Kiém tra tinh chinh xac, day du cua cac thong tin
trén bieu mau Giay chirng nhan két hon dién tir va xac nhan (toi da mét ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thdng nhat, diy da hoic khdng co
phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc ghi noi dung
vao S6 diang ky két hdn, cap nhat thong tin dang ky két hon va luu chinh thirc trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.

- COng chte tu phép - ho tich in Gidy chiing nhan két hon, trinh Lanh dao UBND ky,
chuyén toi Bo phan mot cira dé tra két qua cho ngudi c6 yéu cau.

- Nguoi ¢ yéu cau dang ky két hon (hai bén nam, nix phai c6 mat, xuat trinh gidy to
tuy than dé doi chieu) kiém tra thong tin trén Giay ching nhan ket hon, trong So6 dang ky ket
hon, khang dinh sy tu nguyén két hon va ky tén vao So dang ky két hon, ky tén vao Giay
chirng nhan ket hdn, moi bén nam, nit nhan 01 ban chinh Giay ching nhan két hén.

b) Cach thirc thuc hién:

Ngudi ¢ yéu cau ding ky két hon thue hién ndp ho so truc tiép tai B4 phan mot
ctra cia UBND cdp xd hodc ndp hd so tryc tuyén trén Cong dich vu coéng qudc gia
(https://dichvucong.gov.vn)  hoic  Cong dich wvu cong tinh Hai  Duong
(https://dichvucong.haiduong.gov.vn) (bén nam hoidc bén nit c¢6 thé ndp hd so ma khong
can c6 vian ban iy quyén ciia bén con lai).

¢) Thanh phan hé so:

- To khai dang ky két hon theo mau, c6 du thong tin ciia hai bén nam, nir. Hai bén
nam, nit ¢6 thé khai chung vao mét T khai dang ky két hon (néu nguoi cé yéu cau lua
chon ndp ho so theo hinh thirc truc tiép);

- Biéu mau dién tir twong tac dang ky két hon (do nguoi yéu cau cung cap thong tin
theo huéng dan trén Cong dich vu céng, néu ngudi ¢6 yéu cau lya chon ndp ho so theo hinh
thirc truc tuyén);

- Ngudi 6 yéu cau dang ky két hon thuc hién viée ndp/xuat trinh (theo hinh thirc
true tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phai nop:

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan cip x& c6
tham quyén cap trong truong hop nguoi yéu cau dang ky két hon khong dang ky thuong
trd tai dia ban xa, phuong, thi tran lam thu tuc dang ky két hén. Truong hop cac thong tin
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vé tinh trang hén nhéan da c6 trong CSDLQGVDC, CSDLHTDT dugc dién ty dong thi
khong phai xuat trinh (theo hinh thirc truc tiep) hoac tai I1én (theo hinh thac truc tuyen).

* Gidy tor phai xuat trinh:

- Ho chiéu hoac Chung minh nhan dan hogc The can cude cong dan hodc cac gidy
to khac c6 dan anh va thong tin cd nhén do co quan c6 tham guyen cap, con gia tri st
dung d€ chung minh vé nhan than cua nguoi €6 yéu cau dang ky khai sinh. Truong hop
cac thong tin ca nhan trong cac giay to nay da c6 trong CSDLQGVDC, CSDLHTDT,
dugc hé thong dien tu dong thi khong phai xuat trinh (theo hinh thuc truc tiep) hoac tai
Ién (theo hinh thurc truc tuyén);

- Gidy tor ¢6 gia tri chizng minh théng tin vé cu trii trong treong hop co quan ding ky
hé tich khdng thé khai théc diwoc thdng tin Vé noi cu trii ciia cong dan theo cdc phwong thirc
quy dinh tai khodn 2 Piéu 14 Nghj dinh s 104/2022/NP-CP ngay 21/12/2022 cua Chinh
phii. Truong hop cac thong tin Vé gidy to chitng minh noi cu trii da dwoc khai thac tir Co so
dir liéu quac gia vé dan cu bang cdc phuong thirc nay thi nguoi c6 yéu cau khong phdi xudt
trinh (theo hinh thizc truc tiép) hodc tdi 1én (theo hinh thizc triec tuyén);

- Trich luc ghi cha ly hon doi voi truong hop cong dan Viét Nam déng ky thuong
tru tai dia ban xa lam thu tuc dang ky ket hon, da duoc giai quyet viéc ly hon, huy viéc
két hon trude do tai co quan ¢6 tham quyén nudc ngoali.

*Luwuy

- Pbi véi gidy to ndp, xuét trinh néu ngudi yéu cau ndp hd so theo hinh thire tryc
tiép:

+ DPéi véi giéy to xudt trinh khi dang ky ho tich, nguoi tiép nhan c¢6 trach nhiém
kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong
hé so va tra lai cho nguoi xuat trinh, khéng duoc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thue tir ban chinh hodc
ban sao dugc cap tir s6 goc hodc ban chyp kem theo ban chinh gidy to dé d01 chiéu.
Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, d6i chiéu ban chup vo1 ban chinh va ky xac nhén, khong dugc
yéu cau ngudi di ding ky ndp ban sao gidy to do.

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

- D061 véi gidy to gui kem theo néu nguoi yéu cau ndp ho so theo hinh thirc truc
tuyén:

+ Ban chup cac giéy t& gtri kém theo ho so dang ky két hon truc tuyén phai bao dam
rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién thoai hodc dugc chup,
duoc quét bang thiét bi dién tu, tur gidy to duoc cap hop 1¢, con gia tri str dung; néu 1a gidy to
do co quan co thAm quyén nudc ngoai cap thi phai dugc hop phap hoa lanh sy, dich sang
tiéng Viét theo quy dinh, trir truong hop duge mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kem trong hé so dang ky ket hén truc tuyén da
¢6 ban sao dién tir hodc dd co ban dién tir gidy to ho tich thi nguoi yéu cau duoc sir dung ban
10



dién tr nay.

+ Khi dén co quan dang ky ho tich nhan ket qua (ban chinh Gidy chung nhan két
hon/ban sao Trich luc ket hon), ngudi ¢d yéu cau dang ky ket hon phai nop ban chinh Giay
xac nhan tinh trang hon nhan (néu théng tin vé tinh trang hon nhan chua c6 trong
CSDLQGVDC, CSDLHTDT).

Truong hop nguoi yéu cau dang ky két hon khong cung cap duoc gidy to néu trén
theo quy dinh hoac glay to nop, Xuat trinh bi tdy x06a, stra chira, 1am gia thi co quan ding
ky ho tich c6 tham quyén huy bo két qua ding ky két hon.

d) S6 lwong hd so 01 bo

d) Thoi han giai quyét; Ngay trong ngay tiép nhan hd so; truong hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.Truong hop can xac minh diéu kién
két hdn cua hai bén nam, nit thi thoi han giai quyét khéng qué 05 ngay 1am viéc.

e) P6i twong thyc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xi noi cu tra cuia bén nam hozc
bén nir.

h) Co quan phéi hop: Co quan quan ly CSDLQGVDC.

i) Két qua thuc hién thi tuc hanh chinh:

~ Giay chiing nhan ket hon (ban chinh), méi bén v, chong 01 ban; ban sao Trich luc
ket hon (truong hop yéu cau cap ban sao Trich luc két hon).

k) L& phi:. D6i véi truong hop dang ky két hon khong ding han: 25.000 dong/lan. Mién 18 phi doi
vai truong hop két hon dung han, nguoi thude gia dinh ¢6 cong vaoi cach mang; nguoi thudc h ngheo; nguoi
khuyét tat.

- Phi cap ban sao Trich luc két hdn (néu cd yéu cau): 8.000d5ng/ban sao trich luc.
[) Mau don, miu to khai:
+ To khai dang ky két hén (néu nop hd so theo hinh thic truc tiép);
~+ Biéu mau dién tir twong tac dang ky két hon (néu ndp ho so theo hinh thuc tryc
tuyen).
m) Yéu cau, diéu kién thuc hién thia tuc hanh chinh:
- Nam tir dit 20 tudi tré 1én, nir tir du 18 tuoi trd 1én;
- Viéc két hon do nam va nit tw nguyén quyét dinh;
- Céc bén khong bi mat nang luc hanh vi dan sy;
- Viéc két hon khong thudc mot trong cac trudng hop cadm két hon, gom:
+ Két hon gia tao;
+ T40 hon, cudng ép két hon, lira dbi két hon, can tro két hon;
+ Nguoi dang o6 vo, co chéng ma lgét hon véoi nguoi khac hoac chua ¢6 vo, chua
c6 chong ma két hon véi nguoi dang cé chong, co vo;
+ Két hon gitta nhiing nguoi cfmg dong mau vé truc hé; giira nhitng ngudi co ho
trong pham vi ba doi; gitta cha, me¢ nudi voi con nudi; gitta nguoi da tung la cha, me nu6i
v6i con nudi, cha chdng voi con dau, me vo véi con ré, cha duong véi con riéng cia vo,
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me ké voi con riéng cua chong.

* Nha nudc khong thtra nhan hon nhan gitra nhitng ngudi cung giai tinh.

p) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014,

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dir
ligu ho tich dién tu, dang ky ho tich truc tuyen;

- Nghj dinh so 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phu siza doi, bé sung
mot so dieu cua cac nghi dinh lién quan den viéc ngp, xuat trinh so hg khau, sé tam tru giay
khi thzec hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tur s0 04/2020/TT-BTP ngay 28/5/2020 ciia Bo Tu phap quy dinh chi tiét thi
hanh mot so6 diéu cua Luat HO tth v§1 Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phut quy dinh chi tiét mot so dieéu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy dinh chi tict
mot so dicu va bién phap thi hanh Nghi dinh so 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy dinh muc
thu, che d6 thu, nop, quan ly va st dung phi khai thac, st dung thong tin trong co s¢ dir licu
ho ’tich, phi x&c nhan c6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi
guoc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huéng dan ve phi
va I phi thuoc tham quyéen quyet dinh ctia Hoi dong nhén dén tinh, thanh pho truc thudc
Trung vong;

- Thong tr s6 106/2021/TT-BTC ngay 26/11/2021 cia B¢ Tai chinh stra doi, bo
sung mot so dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh
husng dan ve phi va I¢€ phi thugc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuoc Trung wong;

- 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 ly va st dung phi, I€ phi trén dia ban tinh Hai Duong.
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3. Thu tuc dang ky nhan cha, me, con
a) Trinh tw thuc hién

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi c6 yéu cau ding ky nhan cha, me,
con nop ho so dang ky nhan cha, me, con tai Bo phan mot cira cia UBND cap xa ¢6 tham
quyen nop 1& phi néu thudc trudng hop phai nop 16 phi dang ky nhan cha, me, con; nop phi
cap ban sao Trich luc ding ky nhan cha, me, con néu c6 yéu cau cap ban sao Trich luc
dang ky nhan cha, me, con.

- Néu lwa chon hinh thizc nop hd so truc tuyén, nguoi c6 yéu cau ding ky nhan cha,
me, con truy cap Cong dich vu cdng québc gia hodc Cong dich vu cong cap tinh, diang ky
tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo huéng din, dang nhap vao
hé thdng, xac dinh dung Uy ban nhan dan cap x& c6 tham quyén.

Nguoi ¢6 yéu cau diang ky nhan cha, me, con truc tuyén cung cap théng tin theo
biéu mau dién tir twong tac dang ky nhan cha, me, con (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 18 phi
théng qua chirc ning thanh toan truc tuyén hoac bang cach thire khac theo quy dinh phép
luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh
xac, day du, thong nhat, hop 1€ caa ho so.

(i) Truong hop ho so day du, hop 1€ thi tiép nhan ho so, c6 Phiéu hen, tra két qua cho
ngudi ¢ yéu cau (néu ngudi €O yeu cau lya chon hinh thuc nop hd so truc tiép) hoac gui
ngay Phiéu hen, tra két qua qua thu dién tur hoac gui tin nhan hen tra két qua qua dién
thoai di dong cho ngudi co Yéu cau (neu ngudi €6 yéu cau lya chon hinh thic nop ho so
truc tuyén), déng thoi chuyén hd so dé cong chuac 1am cong tac ho tich xu 1y.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can b tiép nhan hd so tai
Bo phan mét cira thyc hién sb hoa (sao chup, chuyén thanh tai liéu dién ta trén hé thong
thong tin, co s& dit liéu) va ky sé vao tai liéu, hd so giai quyét thu tuc hanh chinh d3 duoc
s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 18 thi co théng bao cho ngudi yéu cau bd
sung, hoan thién ho so, néu 16 loai giay to, noi dung can bo sung dé nguoi co yéu cau bo
sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau ding ky nhan cha, me, con khdng bo sung, hoan
thién dugc ho so thi bao cdo Truong bo phan mot cura c6 thong bao tir choi giai quyet yéu
cau dang ky nhan cha, me, con.

- COng chte tu phép - ho tich tham tra ho so (tham tra tinh thdng nhat, hop 1é cua cac
théng tin trong ho so, giay to, tai liéu do ngudi Yéu cau nop, xuat trinh hodc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyet,
phai tir Chéi‘th\l gui thdng béo veé tinh trang ho so téi Bo phan mét cua dé thong bao cho
nguoi nop ho so — thyuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma
khong thé tra két qua dang thoi gian da hen thi cong chic lam cong tac h¢ tich 1ap Phiéu
xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phan mot cia dé tra cho ngudi ¢6 yéu cau (néu ngudi cd yéu cau
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lya chon hinh thitc nop hd so truc tiép), hoac gai Phiéu xin 15i va hen lai hgay tra két qua
qua thu dién tor hodc guri tin nhin qua dién thoai di dong cho ngudi co yéu cau (néu nguoi
c6 yéu cau lya chon hinh thic nop ho so truc tuyén).

+ Néu thay viéc nhan cha, Mme, con 1a ding va khong c6 tranh chép, hd so day du,
hop I€, dung quy dinh, trudng hop tiép nhan hd so dang ky nhan cha, me, con theo hinh thuc
truc tiép, thi cdng chirc tu phép - ho tich thuc hién viéc ghi vao S6 dang ky nhan cha, me,
con, cap nhat thong tin dang ky nhan cha, me, con va luu chinh thic trén Phan mém ding
Ky, quan ly hé tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky nhan cha, me, con theo hinh thuc tryuc tuyén,
cbng chuec tu phap - ho tich gui lai bieu mau Trich luc dang ky nhan cha, me, con dién tur
vai thong tin day du cho ngudi Yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau co trach nhiém Kiém tra tinh chinh xac, day du cua cac théng tin
trén biéu mau Trich luc dang ky nhan cha, me, con dién tir va xac nhan (to6i da mét ngay).

Néu ngudi c6 yéu cau xac nhan théng tin da théng nhat, diy da hoic khdng co
phan hdi sau thoi han yéu cau thi cdng chire tu phap - ho tich thuc hién viéc ghi noi dung
vao So6 dang ky ding ky nhan cha, me, con, cap nhat thong tin dang ky nhan cha, me, con
va luu chinh thic trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cong chuc tw phap - h¢ tich in Trich luc dang ky nhan cha, me, con, trinh Lanh dao
UBND ky, chuyén Bo phan mot cira tra két qua cho ngudi c6 yéu cau.

- Ngudi ¢6 yéu cau dang ky nhan cha, me, con (ca hai bén phai ¢ mat, xuat trinh gidy
to tuy than dé dbi chiéu) kiém tra thong tin trén Trich luc dang ky nhan cha, me, con, trong
S6 dang ky nhan cha, me, con va ky tén vao Sé dang ky nhan cha, me, con, nhan Trich luc
dang ky nhan cha, me, con.

b) Céch thic thuc hién:

Nguoi c6 yéu cau ding ky nhan cha, me, con thuc hién nép hd so truc tiép tai Bo
phan mét ctra cia UBND cap xa hodc nop hd so truc tuyén trén Cong dich vu cdng quéc gia
(https://dichvucong.gov.vn)  hoic  Coéng dich vy c¢ong tinh  Hai  Duong
(https://dichvucong.haiduong.gov.vn) (mot bén cé thé nop hd so ma khong phai c6 van
ban ty quyén cua bén con lai).

¢) Thanh phan ho so:

- T khai dang ky dang ky nhan cha, me, con theo mau (néu nguoi co yéu cau lua
chon ndp ho so theo hinh thirc truc tiép);

- Biéu mau dién tir tuong tac dang ky nhén cha, me, con (do nguoi co yéu cau cung
cap thong tin theo hudng din trén Cong dich vu cong, néu ngudi c6 yéu cau lya chon ndp ho
so theo hinh thtc tric tuyén);

- Ngudi €6 Yéu cau dang ky nhan cha, me, con thuc hién viéc ndp/xuit trinh (theo
hinh thirc truc tiép) hoac tai 1€n (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phai nop:
- Chig ctr chimng minh quan hé cha, con hodc quan h¢ me, con gém:

+ Vian ban cua co quan y t€, co quan giam dinh hoac co quan khac c6 tham quyén
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xac nhan quan h¢ cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai ¢6 van ban cam doan cua cac bén
nhan cha, me, con vé mbi quan hé cha, me, con va co it nhét hai ngudi 1am ching vé mdi
quan hé cha, me, con.

* Gidy tor phai xut trinh:

- Ho chiéu hoac Chang minh nhan dan hoic Thé can cudc cdng dan hoic cac giay
to khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri si
dung dé chang minh vé nhan than caa ngudi c6 yéu cau dang ky nhan cha, me, con.
Truong hop céc thong tin cd nhan trong cac gidy to nay di c6 trong CSDLQGVDC,
CSDLHTPDT, duoc hé thdng dién ty dong thi khdng phai xuat trinh (theo hinh thuc truc
tiép) hoic tai 18n (theo hinh thirc truc tuyén);

- Gidy tor ¢6 gia tri chizng minh théng tin vé cu trii trong treong hop co quan ding ky
hé tich khong thé khai théc diwot thdng tin Vé noi cu trii ciia cong dan theo cdc phwong thirc
quy dinh tai khodn 2 Piéu 14 Nghj dinh s6 104/2022/NP-CP ngay 21/12/2022 cua Chinh
phui. Trueong hop cac thdng tin vé gidy to chitng minh noi cu trii dé dwoc khai thac tir Co sé
di liéu quoc gia vé dan cur bang cdc phwong thire ndy thi ngueoi ¢6 yéu cau khdng phdi xudt
trinh (theo hinh thizc truec tiép) hodc tdi 18n (theo hinh thizc tryec tuyen).

*Luwuy

- Pbi véi gidy to ndp, xuét trinh néu ngudi yéu cau ndp hd so theo hinh thire tryc
tiép:

+ P6i voi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach nhiém
kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong tin dé luu trong
hé so va tra lai cho nguoi xuat trinh, khéng duoc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thue tir ban chinh hodc
ban sao dugc cap tir s goc hodc ban chup kem theo ban chinh gidy to dé d01 chiéu.
Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi nguoi tiép nhan
co trach nhiém kiém tra, d6i chiéu ban chup vo1 ban chinh va ky xac nhén, khong dugc
yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, du ho so dang ky ho tich theo
quy dinh ctia phap luét ho tich, khong dugc yéu cau nguoi dang ky ho tich nop thém giay
to ma phap luat ho tich khong quy dinh phai nop.

- D01 voi gidy to gui kem theo néu nguoi yéu cau ndp ho so theo hinh thirc tryc
tuyén:

+ Ban chup cac gidy to guri kém theo hé so dang ky nhdn cha, me, con truc tuyén phai
bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai hodc
dugc chup, dugc queét bang thiét bi dién tur, tur gidy to' duoc cap hop I¢, con gia tri sir dung;
néu 1a gidy to'do co quan c6 thAm quyén nudc ngoai cap thi i phai dugc hop phap hoa lanh sy,
dich sang tiéng Viét theo quy dinh, trir truong hop duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gii kém trong hd so ding ky nhan cha, me, con
truc tuyén da co6 ban sao dién tir hodc da co ban dién tir giay to ho tich thi nguoi yéu cau
duoc st dung ban dién ta nay.
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+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky nhan cha, me,
con/ban sao Trich luc dang ky nhan cha, me, con) nguoi c6 yéu cau dang ky nhan cha, me,
con phai xuat trinh gidy to tiy than dé xac dinh nhan than; nop ban chinh gidy to, tai liéu 1a
chirng ctr chitng minh quan hé cha, con hoac quan hé me, con.

Truong hop ngudi yéu cau _dang ky nhén cha, me, con khong cung cap duoc gidy
to néu trén theo quy dinh hoac glay t& ndp, xudt trinh bi tiy x0a, sira chira, 1am gia thi co
quan dang ky ho tich c¢6 thAm quyén hiy bé két qua diang ky nhan cha, me, con.

- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap vin ban cam doan vé noi
dung yéu cau dang ky ho tich thi co quan dang ky h¢ tich phai giai thich rd cho nguoi 1ap
van ban cam doan v¢ trdch nhiém, hé qua phép ly cia viéc cam doan khong dang su that.

Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 tham quyén
hay bo két qua dang ky ho tich, néu c6 co so xac dinh ndi dung cam doan khong dung su
that.

d) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: 03 ngay lam viéc. Truong hop can phai xac minh thi thoi han
giai quyet khong qué 08 ngay lam viéc.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa noi cu tra cta
nguoi nhan hoac nguoi dugc nhan la cha, me, con.

h) Co quan phdi hop:
- Uy ban nhan dan cép xa noi cu tra ciia ngudi duge nhan 14 cha, me, con.
- Co quan quan ly CSDLQGVDC.

i) Két qua thuc hién tha tuc hanh chinh: Trich luc dang ky nhan cha, me, con
(ban chinh); ban sao Trich luc dang ky nhan cha, me, con (trudng hop yéu cau cip ban
sao Trich luc dang ky nhan cha, me, con).

k) Lé phi: 10.000 dong/lan.

Miénrlé phi cho nguoi thude gia dinh cé cong véi cach mang; nguoi thudc ho nghéo;
nguoi khuyet tat.

- Phi cap ban sao Trich luc dang ky nhan cha, me, con (néu c6 yéu cau):
8.000dong/ban sao trich luc.

) Mu don, miu to khai:
+ T khai diang ky nhan cha, me, con (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir tuong tac dang ky nhan cha, me, con (néu nop hd so theo hinh
thure truc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;

- Viéc nhan cha, me, con khéng cé tranh chép.

- Trudng hop nam, nir chung sdng véi nhau nhu vo chdng, khong diang ky két hon,
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sinh con, ngudi con séng cling vVoi nguoi cha, khi ngudi cha lam thu tuc nhan con ma khong
lién hé dugc véi ngudi me thi khong can co y kién ciia ngudi me trong To khai dang ky nhan
cha, me, con.

p) Can cir phap ly:
- Luat Hon nhan va gia dinh nam 2014;
- Luat Ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét
mot so dieu va bién phap thi hanh Luat Ho tich;
- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phu quy dinh vé Co so dir
ligu ho tich dién tu, dang ky hd tich truc tuyen;
- Ngh: dinh s6 104/2022/NP-CP hgay 21/12/2022 cua Chinh phu sia dol bo sung

M6t 6 diéu cua cac nghi dinh lién quan den viéc ngp, xudt trinh sé hg khdu, sé tam trd gidgy
khi theec hién tha tuc hanh chinh, cung cap dich v ¢ong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phép quy dinh chi tiét thi
hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phut quy dinh chi tiét mot so dieéu va bién phép thi hanh Luat Ho tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua BO Tu phap quy dinh chi tiét
mot so dieu va bi¢én phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho tich tryc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy dinh mic
thu, ché do thu, nop, quan ly va st dung phi khai thac, str dung thong tin trong co s¢ dir licu
ho tich, phi xac nhén c6 qudc tich Viét Nam, phi xac nhan 1a nguoi gbc Viét Nam, 1é phi
qudc tich.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng dan ve phi
va Ié phi thuoc tham quyen quyét dinh cuaa Hoi dong nhén dén tinh, thanh pho truc thudc
Trung vong;

- Thong tu s0 106/2021/TT-BTC ngay 26/11/2021 cia B¢ Tai chinh sira doi, bo
sung mot so dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh
husng dan ve phi va I€ phi thugc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuoc Trung wong;

- Nghi quyet s 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan dén tinh
Hai Duong ban hanh Quy dinh mac thu, ché d6 thu, nop, quan ly va st dung phi, 1€ phi
trén dia ban tinh Hai Duong

17


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

4. Thi tuc ding ky khai sinh két hop nhan cha, me, con
a) Trinh tw thuc hién

- Nguoi ¢6 yéu cau ding ky khai sinh va nhan cha, me, con nop hd so dang ky khai
sinh va dang ky nhan cha, me, con tai B phan mot cua cia UBND cap xa cd tham quyeén;
nop 1€ phi neu thudc truong hop phai nop I€ phi dang ky khai sinh, dang ky nhan cha, me,
con; nop phi cap ban sao Gidy khai sinh, Trich luc ding ky nhan cha, me, con néu c6 yéu
cau cap ban sao Giay khai sinh, Trich luc dang ky nhan cha, me, con.

- Can bo, tiép nhan ho so tai Bo phan mét cira ¢ trach nhiém kiém tra tinh chinh
xac, day du, thong nhat, hop Ié cua ho so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan ho so, ¢6 Phicu hen, tra két qua cho
ngudi b yéu cau, dong thoi chuyén ho so dé cong chirc lam cbng tac ho tich xur ly.

- Sau khi tiép nhan ho so, can b tiép nhan ho so tai B phan mot cira thuc hién s6
héa (sao chup, chuyén thanh tai li¢u dién tir trén hé thong thong tin, co s¢ dir ligu) va ky
s0 vao tai liéu, ho so giai quyét thu tuc hanh chinh da dugc so hoa theo quy dinh.

(i) Truong hop hd so chua dﬁy du, hop I¢ thi c6 thong bao cho ngudi yeu C?}u bé
sung, hoan thién ho so, néu ro loai giay to, noi dung can b6 sung dé€ ngudi €6 yeu cau bo
sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai buac (i);

(i) Truwong hop ngu@’i ¢ yéu cau dang ky khai sinh va nhan cha, me, con khc“)n,g
bo sung,,hoén thién duoc ho so thi bao cdo Truong bd phan mot cira ¢ théng bao tir choi
giai quyét yéu cau dang ky khai sinh va nhan cha, me, con.

- COng chitc tw phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1¢ cua céc
thong tin trong ho so, giay to, tai liéu do nguoi Yéu cau nop, xuat trinh hoéc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du diéu kién giai quyét,
phai tur Chéi‘th\l gui théng bao ve tinh trang ho so t6i Bo phan mot cira dé thdng bao cho
nguoi NOp ho so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am ré hoic do nguyén nhan khac ma
khong the tra ket qua dung thoi gian da hen thi cdng chire tu phap - ho tich lap Phieu xin
15i va hen lai ngay tra két qua, trong do néu rd ly do cham tra két qua va thoi gian hen tra
két qua, chuyén Bo phan mot cira dé tra cho ngudi €6 yéu cau:;

+ Néu thay viéc nhan cha, me, con 1a ding va khong co tranh chap, théng tin khai
sinh dy du va phu hop, thi cdng chic tu phap - ho tich thuc hién viéc ghi vao So ding ky
nhan cha, me, con, S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh, ding ky nhan
cha, me, con va luu chinh thic trén Phan mém dang ky, quan Iy ho tich dién tir dung chung,
chuyén thong tin dén CSDLQGVDC dé lay Sé dinh danh c& nhan.

- Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhan, cong chirc tu phap - h tich in
Giay khai sinh, Trich luc dang ky nhan cha, me, con, trinh Lanh dao UBND ky, chuyén téi
Bo6 phan mot cura tra két qUa cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con (ca hai bén phai c6 mit,
Xuat trinh gidy to tuy than dé déi chiéu) kiém tra thdng tin trén Trich luyc ding ky nhan cha,
me, con, Giay khai sinh, trong S6 dang ky nhan cha, me, con, S6 ding ky khai sinh va ky
tén vao S6 dang ky nhan cha, me, con, S6 dang ky khai sinh, nhan Trich lyc ding ky nhan
cha, me, con, Giay khai sinh.
b) Cach thirc thuc hién:
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Nguoi cé yéu cau dang ky khai sinh va nhan cha, me, con thuc hi¢n ndp ho so truc
tiép tai BO phan mdt ctra cia UBND cap xa (mét bén c6 thé ndp hd so ma khong phai co
van ban iy quyén cta bén con lai).

¢) Thanh phan ho so:

* Gidy to phai ndp:

- To khai dang ky khai sinh theo mau;

- To khai dang ky nhan cha, me, con theo mau.

- Ban chinh Gidy chimg sinh; tru:(‘mg hop khong co Gidy chimg sinh thi ndp vin
ban cua nguoi lam chung xac nhan veé vi¢c sinh; néu khong c6 nguoi lam ching thi phai
c6 gidy cam doan vé viéc sinh;

- Chig ctr ching minh quan hé cha, con hoac quan h¢ me, con gém:

+ Vin ban cua co quan y té, co quan giam dinh hodc co quan khac c6 tham quyén
xac nhan quan hé¢ cha con, quan h¢ me con.

+ Truong hop khong c6 van ban néu trén thi cac bén nhan cha, me, con 1ap van ban

cam doan vé mdi quan hé cha, me, con, c6 it nhat hai nguoi lam ching vé mbi quan hé
cha, me, con.

* Gidy to phai xuat trinh:

- Ho chiéu hoac Chang minh nhan dan hoic Thé cian cudc cdng dan hoic cac giay
to khac ¢ dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri s
dung dé chirng minh vé nhan than cua ngudi ¢6 yéu cau diang ky khai sinh va nhan cha,
me, con. Truong hop cac thdng tin ca nhan trong cic gidy to nay da co trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién ty dong thi khéng phai xuat trinh;

- Gidy to c6 gia trj chizng minh thong tin Vé cu trii trong trirong hop co quan dding ky
hé tich khdng thé khai théc dioc thdng tin Vé noi cu trii cia cdng dan theo cdc phwong thirc
quy dinh tai khodn 2 Piéu 14 Nghj dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh
phi. Truong hop cac thong tin Vé gidy to chitng minh noi cu trii da dwoc khai thac tir Co so
diz liéu quoc gia vé dan cur bang cdc phuong thirc nay thi nguoi c6 yéu cau khéng phdi xudt
trinh (theo hinh thizc truec tiép) hodc tdi 18n (theo hinh thizc tryec tuyén).

*Luuy:

- Pi voi gidy to nop, xuat trinh:

+ P6i voi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co trach nhiém
kiém tra, d61 chi€u voi thong tin trong to khai, chup lai hodc ghi lai thong tin d€ luu trong
ho so va tra lai cho nguo1 xuat trinh, khong dugce yéu cau ndp ban sao hoac ban chup giay
to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban chinh hodc
ban sao dugc cap tur s6 goc hodc ban chyp kem theo ban chinh gidy to dé d01 chiéu.
Truong hop nguoi yéu cau nop ban chup kem theo ban chinh gidy to thi nguoi tiép nhan
co trach nhiém kiém tra, d6i chiéu ban chup vo1 ban chinh va ky xac nhén, khong dugc
yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, di ho so dang ky ho tich theo
quy dinh cta 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.
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- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap vin ban cam doan vé ndi
dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich r6 cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap ly cua viéc cam doan khong dung su that.

Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 thim quyén
hay bo két qua dang ky ho tich, néu co co s¢ xac dinh ndi dung cam doan khong ding su
that.

- Déi véi viéc xac dinh ho, dan toc, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop véi phap luét va yéu
cau giir gin ban sic dan tdc, tap quén, truyén théng van hoa tét dep ciia Viét Nam; khéng
dat tén qua dai, kho st dung.

+ Trudng hop cha, me khdng thoa thuan dugc vé ho, dan toc, qué quéan cua con khi
dang ky khai sinh thi ho, dan toc, qué quan cua con dugc xac dinh theo tip quan nhung
phai bao dam theo ho, dan toc, qué quan cua cha hoic me.

d) S6 lwgng hé so: 01 bo

~ d) Thoi han giai quyét: 03 ngay lam viéc, truong hop phai xac minh thi thoi han giai
quyet khdng qua 08 ngay lam viéc.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thyc hign thi tuc hanh chinh: Uy ban nhén dén cap xa noi cu trii cua
nguoi cha hodac nguoi me thuc hién dang ky khai sinh két hop nhan cha, me, con.

h) Co quan phéi hop: Co quan quan ly CSDLQGVDC.

i) Két qua thuc hién thi tuc hanh chinh:

Gidy khai sinh, Trich luc ding ky nhan cha, me, con (ban chinh); ban sao Gidy khai
sinh, ban sao Trich luc dang ky nhan cha, me, con (treong hop yéu cau cap ban sao Giay
khai sinh, ban sao Trich luc dang ky nhan cha, me, con).

K) Lé phi: Dang ky khai sinh 5000 dong/lan; Dang ky nhan cha, me, con 10.000

dong/lan. Mién 1¢ phi ddi véi truong hop dang ky khai sinh dung han; nguoi thudc gia dinh
c6 cdng véi cach mang; ngudi thudc hd nghéo; nguoi khuyét tat.

- Phi cap ban sao Gidy khai sinh, ban sao Trich lyc dang ky nhan cha, me, con (néu c6
yéu cau): 8.000dong/ban sao trich luc.
) Mu don, miu t& khai: To khai dang ky khai sinh, To khai dang ky nhan cha, me,
con
m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:
- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;
- Viéc nhan cha, me, con khdng c6 tranh chap.

- Truong hop nam, nir chung s6ng véi nhau nhu vo chong, khong dang ky két hon,
sinh con, ngudi con séng cling vai nguoi cha, khi ngudi cha lam thu tuc nhan con ma khong
lién hé dugc véi ngudi me thi khong can cé y kién ciia ngudi me trong To khai dang ky nhan
cha, me, con.

n) Cin cir phép ly:
- Luat Hon nhan va gia dinh nam 2014;
- Luat Ho tich nam 2014;
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- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phii quy dinh chi tiét
mot so dieu va bién phéap thi hanh Luat Ho tich;

- Ngh; dinh s6 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phui sita doi, bé sung
mot so dieu cua cac nghi dinh lién quan g’én viéc ngp, xuat trinh so hé khau, so tam tra giay
khi thuec hién thi tuc hanh chinh, cung cap dich vu cong;

- Thong tw s6 04/2020/TT-BTP ngdy 28/5/2020 ciia BY Tu phép quy dinh chi it thi
hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot so dieu va bién phép thi hanh Luat Ho tich;

- Thong tu sO 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh quy dinh muc
thu, che d6 thu, nop, quan ly va su dung phi khai thac, st dung thong tin trong co s¢ dir licu
ho ’tich, phi x&c nhan c6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi
quoc tich.

- Thong tu s0 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh huéng dan ve phi
va ¢ phi thuoc tham quyen quyet dinh ctua Hoi dong nhén dén tinh, thanh pho truc thudc
Trung vong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cia B¢ Tai chinh stra doi, bo
sung mot s6 dieu cua Thong tu so 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh
huéng dan vé phi va I¢é phi thudc tham quyén quyét dinh caa Ho6i dong nhan dan tinh,
thanh pho truc thuoc Trung wong;

- Nghi quyet s6 17/2016/NQ-HPND ngay 05/10/2016 ciia Hoi dong nhan dan tinh
Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va st dung phi, 1€ phi trén
dia ban tinh Hai Duong.
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5. Thi tuc dang ky khai tir
a) Trinh tu thuc hién

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi co yeu cau dang ky khai tir nop ho
so dang ky khai tir tai B6 phan mét ctira cia UBND cép xa c6 tham quyén; nop 1é phi neu
thuge truong hop phai nop 1€ phi dang ky khai twr; nop phi cap ban sao Trich luc khai tir néu
cd yéu cau cap ban sao Trich luc khai tu.

- Néu lra chon hinh thic nop hd so truc tuyén, ngudoi co yéu cau ding ky khai tir
truy cap Cong dich vu cong quéc gia hodc Cong dich vu cong cap tinh, ding ky tai khoan
(néu chua c6 tai khoan), xac thue ngudi dung theo hudng dan, ddng nhap vao hé thdng,
xéac dinh dung Uy ban nhan dan cap xa cd tham quyén.

Nguoi ¢6 yéu cau dang ky khai tir truc tuyén cung cap thong tin theo biéu mau dién
tir twong tac dang ky khai tir (cung cap trén Cong dich vy cdng), dinh kém ban chup hogc
ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, I& phi théng qua chirc ning
thanh toan truc tuyén hoic bang cach thic khac theo quy dinh phap luat, hoan tat viéc nop
hd so.

- C&n bo tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém tra tinh chinh
xac, day du, thong nhat, hop 1€ caa ho so.

(i) Truong hop ho so day du, hop 18 thi tiép nhan hd so; néu tiép nhan ho so sau 15
gio thi co Phiéu hen, tra két qua cho ngudi c6 yéu cau trong ngay lam viéc tiép theo (néu
ngudi ¢6 yéu cau lya chon hinh thic nop ho so truc tiép) hoac gai ngay Phiéu hen, tra két
qua qua thu dién tur hoac gui tin nhan hen tra két qua qua dién thoai di dong cho nguoi o
yéu cau (néu ngudi ¢ yéu cau lya chon hinh thic ndp hd so truc tuyén); chuyén ho so dé
cdng chirc lam cdng tac ho tich xur ly.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can b tiép nhan hd so tai
Bo phan mét cia thyuc hién sb hoa (sao chup, chuyén thanh tai liéu dién ta trén hé thong
thong tin, co s& dit liéu) va ky sé vao tai liéu, hd so giai quyét thu tuc hanh chinh d3 duoc
s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 18 thi co théng bao cho ngudi yéu cau bd
sung, hoan thién ho so, néu rd loai giay to, ndi dung can bo sung dé nguoi o yéu cau bo
sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);

_ (iii) Truong hop ngudi ¢6 yéu cau ding ky khai tir khong bo sung, hoan thién duoc
ho so thi bao cao Truong bd phan mot cira c6 thdng béo tir choi giai quyet yéu cau dang
ky khai ttr.

- COng chirc tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1& cua cac
théng tin trong ho so, giay to, tai liéu do ngudi Yéu cau nop, xuat trinh hodc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai quyet,
phai tir Chéi‘th\l gui thdng béo vé tinh trang ho so téi Bo phan mét cua dé thong bao cho
nguoi nop ho so — thyuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan khac ma
khong thé tra két qua dang thoi gian da hen thi cong chic lam cong tac h¢ tich 1ap Phiéu
xin 15i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen
tra két qua, chuyén Bo phan mot cia dé tra cho ngudi c6 yéu cau (néu ngudi c6 yéu cau
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lya chon hinh thitc nop hd so truc tiép), hoac gai Phiéu xin 15i va hen lai hgay tra két qua
qua thu dién tor hodc guri tin nhin qua dién thoai di dong cho ngudi co yéu cau (néu nguoi
c6 yéu cau lya chon hinh thic nop ho so truc tuyén).

+ Néu thdy hd so day du, hop 1¢, dung quy dinh, trudng hop tiép nhan hd so
dang ky khai tir theo hinh thtc truc tiép, thi cong chirc tu phép - ho tich thuc hién viéc ghi
vao So ding ky khai tir, cap nhat thong tin dang ky khai tir va luu chinh thic trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky khai tir theo hinh thuc tryc tuyén, cong chire tu
phap - h¢ tich gui lai biéu mau Trich lyc khai ttr dién tir véi thong tin day du cho nguoi yéu
cau qua thu dién tir hogc thiét bi so.

Nguoi yéu cau co trach nhiém Kiém tra tinh chinh xac, day du cua cac thong tin
trén biéu mau Trich luc khai tir dién tir va xac nhan (toi da mot ngay).

Néu nguoi ¢6 yéu cau xéc nhan thong tin da thong nhat, day du hoic khong cé
phan hoi sau thoi han yéu cau thi cbng chue tu phap - ho tich thuc hién viéc ghi noi du‘ng
vao SO dang ky khai tir, cap nhat thong tin dang ky khai tir va Iuu chinh thic trén Phan mém
dang ky, quan ly ho tich dién tir dung chung.

- Cong chure tu phap - ho tich in Trich Iup khai ttr, trinh Lanh dao UBND ky, chuyén
Bo phan mat cua tra két qua cho nguoi ¢d yéu cau.

- Ngudi ¢6 yéu cau dang ky khai tir kiém tra thong tin trén Trich luc khai tir, trong S
dang ky khai tir va ky tén vao So dang ky khai tir, nhan Trich luc khai ta.

b) Cach thirc thuc hién:

Nguoi co yéu cau ding ky khai tir truc tiép thuc hién hoic uy quyén cho nguoi
khac thue hién ndp ho so truc tiép tai B6 phan mot cura cua UBND cap xa hodc guri hé so
qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu cong quic gia
(https://dichvucong.gov.vn)  hoic  Céng dich wvu cong tinh Hai  Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- T khai ding ky khai tir theo mau (néu ngudi c6 yéu cau lira chon ndp hd so theo
hinh thtrc tryc ti€p);

- Biéu mau dién tir trong tac ding ky khai tir (do nguoi yéu cau cung cap thong tin
theo huéng dan trén Cong dich vu céng, néu ngudi ¢6 yéu cau lya chon ndp ho so theo hinh
thirc truc tuyén);

- Nguoi ¢ yéu cau ding ky khai tir thuc hién vige ndp/xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:
- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Gidy to, tai liéu, chung ctr do co quan, t6 chirc c6 thAm quyén cip hodc xac nhan
hop 1€ chimg minh sy kién chet d6i voi truong hop dang ky khai tir cho ngudi chét da lau,
khong c6 Gidy bao tir hodc gidy td thay thé Gidy bao tur.

- Vin ban oy quyén (dugce ching thuc) theo quy dinh cua phap luat trong trudng
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hop tty quyén thue hién viée dang ky khai tir. Truong hop nguoi c6 trach nhiém dang ky
khai ttr ity quyén cho ngudi khac thuc hién viéc dang ky khai tir ma nguoi dugc uy quyen
1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi ty quyén thi vin ban uy
quyén khong phai chiing thuec.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hogc cac gidy
to khac co dan anh va thong tin ca nhan do co quan co thAm quyén cép, con gia trj s
dung dé chimg minh vé nhan than cua nguoi c6 yéu cau dang ky khai tir. Truong hop cac
thong tin c4 nhan trong cac gidy to ndy di c6 trong CSDLQGVDC, CSDLHTPT, dugc
hé théng dién tu dong thi khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc truc tuyén);

- Gidy to chitng minh noi cw trii cuéi cung ciia nguoi chét dé xdc dinh tham quyén
trong truong hop co quan ding ky hé tich khong thé khai thdc dwoc thong tin Vé noi cir tru
clia cong din theo cdc phwong thirc quy dinh tai khodn 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé glay to
chimg minh noi cu tri da dwoc khai thac tir Co so dit ligu quoc gia vé dan cu bang cac
phurong thirc ndy thi ngueoi cé yéu cau khong phdi xudt trinh (theo hinh thirc triee tiép) hodc
tdi lén (theo hinh thirc truec tuyén);

- Trudng hop khong x4c dinh dugc noi cu tra cudi cing cta ngudi chét thi xuat
trinh gidy to ching minh noi nguoi d6 chét hodc noi phat hién thi thé cua nguoi chét.

Truong hop gui hd so qua hé thong buu chinh thi phai gai kém theo ban sao c6
chung thuc cac giay to phai xuat trinh néu trén.

*Luuy

- Trong thot han 15 ngay ké tur ngay cd nguoi chét thi vo, chéng hoac con, cha, me
hodc nguoi than thich khac ctia nguoi chét co trach nhiém di dang ky khai tir; truong hop
ngudi chét khong c6 ngudi than thich thi dai dién cia co quan, t6 chirc, ca nhan lién quan
c0O trach nhiém di khai tir.

- Péi véi gidy to ndp, xuat trinh néu nguodi yéu cau ndp hd so theo hinh thire truc
tiép:

+ P6i voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan co trach nhiém
kiém tra, d6i chiéu vai thong tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong
ho so va tra lai cho nguoi xuat trinh, khéng duoc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thyc tir ban chinh hodc
ban sao dugc cap tir s goc hodc ban chup kem theo ban chinh gidy to dé d01 chiéu.
Truong hop nguoi yéu cau ndp ban chup kem theo ban chinh gidy to thi nguoi tiép nhan
co trach nhiém kiém tra, dbi chiéu ban chup vo1 ban chinh va ky xac nhan, khong dugce
yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguodi tiép nhan c6 trach nhiém tiép nhén dung, du hd so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu cau nguoi dang ky hd tich nop thém giay
to ma phap luat ho tich khong quy dinh phai ndp.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp ho so theo hinh thirc truc
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tuyén:

+ Bén chup cac giéy to giri kém theo ho so dang ky khai tr truc tuyén phai bao dam
rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién thoai hodc dugc chup,
duoc quét bang thiét b dién tu, tur gidy to duoc cap hop 1¢, con gia tri str dung; néu 1a gidy to
do co quan co thAm quyén nudc ngoai cap thi phai duogc hop phap hoa lanh sy, dich sang
tiéng Viét theo quy dinh, trir truong hop duge mién hop phéap hoa lanh su.

+ Trudng hop gidy to, tai liéu phai gui kem trong hd so dang ky khai tur truc tuyén da
cd ban sao dién tir hodc di c6 ban dién tir gidy to ho tich thi nguoi yéu cau dugc sir dung ban
dién tar nay.

+ Khi dén co quan dang ky ho tich nhéan két qua (Trich lyc khai tir/ban sao Trich luc
khai tir), nguoi co yéu cau dang ky khai tur phai xudt trinh gidy to tuy than, ndp ban chinh
cac gidy to 1a thanh phan ho so dang ky khai tir theo quy dinh phap luat ho tich.

Truong hop nguoi yéu cau dang ky khai tir khong cung cap dugc gidy to néu trén
theo quy dinh hpéc giﬁy to nop, xu,ﬁt trinh bi tdy x0a, stra chira, lam gia thi co quan dang
ky ho tich c6 tham quyén huy bo két qua dang ky khai tu.

d) S6 lwgng hé so: 01 bo

d) Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, truong hop nhan ho so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiep theo.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan
g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cip x4 noi cu tra cubi cling cua ngudi chét thuc hién viéc dang ky
khai ti;

- Uy ban nhan dan cip x4 noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét thuc
hién viéc ding ky khai tir trong truong hop khong xac dinh duoc noi cu tra cudi ciing cua
nguoi chét.

h) Co quan phoi hop: Co quan quan ly CSDLQGVDC.
i) Két qua thuc hién thi tuc hanh chinh:

Trich luc khai tir (ban chinh); ban sao Trich luc khai tir (truong hop yéu cau cap ban
sao Trich luc khai tu).

k) Lé phi: 5000 dong/lan.

Mién 18 phi ddi véi trudng hop ding ky khai tr ding han, nguoi thude gia dinh co
cbng vai cdch mang; nguoi thudc hd ngheo; ngudi khuyet tat.

- Phi cap ban sao Trich luc khai ter (néu c6 yéu cau): 8.000dong/ban sao trich luc.
) Méu don, miu to khai:
+ To khai dang ky khai tir (néu nop hd so theo hinh thic truc tiép);

+ Biéu mau dién tir twong tac ding ky khai tir (néu nop hd so theo hinh thic truc
tuyen).

m) Can ctr phép ly:
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- Luat Ho tich nam 2014,

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phu quy dinh vé Co so dir
liéu ho tich dién tir, dang ky ho tich truc tuyen;

- Ngh; dinh s6 104/2022/NP-CP ngay 21/12/2022 cua Chinh phu sia dol bo sung

mét s6 diéu cua cac nghi dinh lién quan den viéc ngp, xuat trinh sé hé khau, sé tam tra gidy
khi theec hién tha tuc hanh chinh, cung cap dich vi cong;

- Thong tw s6 04/2020/TT-BTP ngdy 28/5/2020 ciia BY Tu phép quy dinh chi tiét thi
hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot so dieu va bién phép thi hanh Luat Ho tich;

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap quy dinh chi tiét
mot so dicu va bi¢én phap thi hanh Nghi dinh so 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tir, dang ky ho tich truc tuyen;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy dinh mic
thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir dung thong tin trong co s¢ dir ligu
ho tich, phi xac nhan co qudc tich Viét Nam, phi xac nhan 1a nguoi gc Viét Nam, 1é phi
qudc tich;

- Thong tu s0 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huéng dan ve phi
va I phi thuoc tham quyen quyet dinh ctia Hoi dong nhén dén tinh, thanh pho truc thudc
Trung vong;

- Thong tu s0 106/2021/TT-BTC ngay 26/11/2021 cia B¢ Tai chinh sira doi, bo
sung mot so dicu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh
huong dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Ho6i dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan dan tinh
Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va sir dung phi, 1€ phi trén
dia ban tinh Hai Duong

26


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

6. Thi tuc dang ky khai sinh luu dong
a) Trinh tw thyc hién:

- Cong chirc tu phap - ho tich cip xi dugc giao nhiém vu dang ky khai
sinh luu dong c6 trach nhi¢m chuan bi déy du mau To khai ding ky khai sinh,
gidy t& ho tich va diéu kién can thiét dé thuc hién ding ky luu dong tai nha
riéng hodc tai dia diém t6 chirc dang ky luu dong, bdo dam thuéan loi cho ngudi
dan.

Tai dia dlém dang ky ho 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 1am co s cho viée dang ky khai sinh; viét Phiéu tiép nhan ho so.

- Sau khi tlep nhan du hd so, cong chirc tu phap - ho tich thuc hién viéc
ghi vao SO dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém
dang ky, quan 1y ho tich dién tir diung chung, luu chinh thirc va chuyén thong tin
dén CSDLQGVDC dé lay S6 dinh danh c4 nhan.

Sau khi CSDLQGVDC tra vé Sé dinh danh ca nhén, cong chirc tu phap - ho
tich in Gidy khai sinh, trinh Lanh dao UBND ky Giay khai sinh dé cap cho ngudi
6 yéu cau.

- Cong chuc tu phap - ho tich dem theo Gidy khai sinh va S6 ding ky
khai sinh dé tra két qua cho nguoi c6 yéu cau tai dia diém dang ky luu dong;
huéng dan nguoi yéu cau kiém tra ndi dung Gidy khai sinh va S6 diang ky khai
sinh, ky, ghi o ho, tén trong S6 dang ky khai sinh; tai muc “Ghi cha” trong S6
dang ky khai sinh ghi o “Pang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chue tu phap - ho
tich truc tlep ghi T¢ khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va
huéng dan nguoi d6 diém chi vao To khai. Khi tra két qua dang ky ho tich,
cong chirc tu phap - ho tich phai doc lai ndi dung Gidy khai sinh cho nguoi yéu
cau nghe va huéng dan nguoi d6 diém chi vao S6 dang ky khai sinh.

*Luuy:
- Pi vai viée xac dinh ho, dan toc, dat tén cho tré:
+ Vi¢e xac dinh ho, dan tdc, dat tén cho tré¢ em phai phu hop voi phap

luat va yéu cau giit gin ban sac dan toc, tdp quan, truyén thong van héa tét dep
cua Viét Nam; khong ddt tén qua dai, kho st dung.

+ Truong hop cha, me khong thoéa 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 tdp quan nhung phai bdo dam theo ho, dan toc, qué quan cua cha hodc me.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap van ban cam
doan vé noi dung yéu cau ding ky ho tich thi co quan dang ky h¢ tich phai giai
thich rd cho ngudi 14p van ban cam doan vé trach nhiém, hé qua phap 1y cua
viéc cam doan khong dung su that.
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Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan ¢ thim
quyén huty bo két qua dang ky ho tich, néu c6 co s xac dinh ndi dung cam doan
khong dtng sy that.

b) Thanh phan hd so:

* Gidy to phai nop:

- To khai ding ky khai sinh theo mau.

- Ban chinh Gidy chung sinh; truong hop khong ¢ Gjéy ching sinh thi
nop van ban cua nguoi lam chung xac nhan vé viéc sinh; néu khong c6 nguoi
lam chirng thi phai c6 giay cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai c6 van
ban x4c nhan cta co s¢ y t€ da thuc hién k¥ thudt ho trg sinh san cho viéc mang thai
ho.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chimg 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 ¢co6 tham quyen cap,
con gia tri st dung dé chimg minh vé nhan than cia nguoi ¢6 yéu cau dang ky
khai sinh. Truong hop cac thong tin ca nhén trong cac gidy to nay da Cg’) trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dieén tu dong thi khong phai xuat trinh;

- Gidy o ¢6 gid tri chirng minh thong tin vé cir trii trong truong hop co
quan dang ky ho tich khong thé khai thac dwoc thong tin vé noi cu tru cua cong
dan theo cac phwong thic quy dinh tai khoan 2 Diéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chimg minh noi cu trii da dwoc khai thac tir Co so dit lieu quoc gia vé dan
cu bang cac phwong thirc nay thi nguoi co yéu cau khong phai xuat trinh (theo
hinh thirc truec tiép) hodc tai lén (theo hinh thirc truc tuyén),

- Gidy ching nhan ,ké’t hén néu cha, me da dang ky két hon. Trudng hop
da c6 thong tin Vé’ viéc két hon cua cha, me trong CSDLHTDT, CSDLQGVDC
thi khong phai xuat trinh.

¢) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc.

d) Péi twong thuc hién thia tuc hanh chinh: Ca nhan

e) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
tru ctia nguoi cha hoac nguoi me.

g) Co quan phoi hop: Co quan quan ly CSDLQGVDC.

h) Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

1) Lé phi:

- Déi véi truong hop ding ky khai sinh khong ding han: 5000 dong/lan.
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- Mién 18 phi doi voi truong hop khai sinh ding han, nguoi thude gia dinh
€6 cong vai cach mang; nguoi thuoc ho nghéo; nguoi khuyeét tat.

k) Mau don, miu té khai: T khai diing ky khai sinh

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

Tré em sinh ra ma cha me bi khuyét tat, om bénh khong thé di dang ky khai
sinh cho con; cha me bi bat, tam giam hoac dang thi hanh an phat tu ma khéng c(?n
ong ba noi, ngoai va nguoi than thich khac hoac nhirng nguoi nay khoéng co dieu
kKién di dang ky khai sinh cho tré.

m) Can ¢ phép ly:

- Luat HO tich nam 2014;

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

- Nghi dinh §6’ 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sia gio‘i,
bo sung mgt so dz’é’u cua cac nghi dinh lién quan den viéc nop, xuat trinh soé ho
khau, sé tam tra giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua By Tu phap quy dinh
chi tiet thi hanh mot so dieu coa Luat Ho tich,va Nghj diph so 123/2015/NDb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh huéng
dan vé phi va I¢ phi thugc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho truc thugc Trung uwong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
doi, bo sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua BY Tai chinh hudng dan ve phi va I¢ phi thugc tham quyen quyet dinh cua
Hoi dong nhan dan tinh, thanh pho truc thudc Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.

29



7. Thii tuc ding ky két hon luu dong

a) Trinh tw thuc hién

- Cong chuc tu phap - 1}6 tich f:ép xa dugc giao nhiém vy déng ky két hon
luu d@ng co tr‘éch npiél}l chuan bi day du cac loai mau To¢ khai, giay to hd tich
va diéu ki¢n can thiét dé thuc hién dang ky luu dong.

- Tai dia diém dang ky két hon luu dong, cong chirc tu phap - ho tich co
trach nhiém kiém tra, xdc minh vé diéu kién két hon cua cac bén; huéng dan
ngudi dan dién ddy da thong tin trong To khai dang ky két hon. Néu ho so day
du, hop 18, cong chirc tu phap - ho tich tiép nhan hd so viét Phiéu tiép nhan ho
SO.

- Sau khi tiép nhan hé so, cong chirc tu phap - hd tich bado cdo Chu tich
Uy ban nhan dan cip xi. Trudng hop Chi tich Uy ban nhan dan dong y giai
quyét thi ky cAp 02 Gidy ching nhan két hon cho ngudi ¢ yéu cau. Cong chirc
tu phap - ho tich ghi ndi dung ding ky vao S6 dang ky két hon, hudng din cac
bén kiém tra ndi dung Gidy chimg nhan két hon va S6 dang ky két hon, cing
cac bén nam, nit ky vao SO ding ky két hon, Gidy ching nhan két hon theo quy
dinh; tién hanh trao Giéy chiing nhan két hon cho céc bén tai dia diém dang ky
lwu dong. Tai muc “Ghi cha” trong SO dang ky két hon ghi r6 “Pang ky luu
dong”.

- Trudng hop nguoi yéu cau khong biét chit thi cong chirc tu phap - hod
tich tryc tiép ghi To khai, sau d6 doc cho ngudi yéu ciu nghe lai ndi dung va
huéng din ngudi d6 diém chi vao To khai. Khi trao Gidy ching nhan két hon,
cong chuc tu phap - ho tich phai doc lai nd1 dung Giéy chirng nhan két hon cho
nguoi yéu cau nghe va hudng dan ngudi d6 diém chi vao S6 ding ky két hon.

b) Thanh phan h so~

* Gidy to' phai nop

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

* Gidy to phai xuét trinh

- Ho chiéu hoic Chitng minh nhan dan hoic Thé cin cude cdng dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gié tri st dung dé ching minh vé nhan than caa nguoi ¢ yéu cau dang ky
két hon. Truong hop céc thdng tin c& nhan trong céc gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khdng phai xuat
trinh (theo hinh thirc truc tiép) hoic tai 1én (theo hinh thuc truc tuyén);

- Gidy to ¢6 gia tri ching minh théng tin vé cw trii trong truong hop co
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quan diang ky ho tich khong thé khai thac diwoc théng tin Vé noi cur trii cia cdng
dan theo cac phuwong thirec quy dinh tai khoan 2 Pieu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii. Trueong hop céc thong tin vé
gidy to chitng minh noi cuw trii da duweoc khai thac tir Co sé dir liéu quéc gia vé dan
cw bang cdc phwong thire ndy thi nguoi cd yéu cau khong phdi xudt trinh (theo
hinh thzc truc tiép) hodc tdi 1én (theo hinh thizc triec tuyén).

¢) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc.

d) Pdi twong thuc hién thia tuc hanh chinh: Ca nhan

e) Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dan cép x4 noi cu
tru cua hai bén nam, nt.

g) Co quan phdi hop: Co quan quan Iy CSDLQGVDC.

h) Két qué thyc hién thii tuc hanh chinh: Giay ching nhan két hon(ban
chinh), mdi bén vg, chong 01 ban.

i) L& phi: Mian I¢ phi.
k) Mau don, mau to khai: To khai dang ky két hon.
) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- Hai bén nam, nir cung thuong tra trén dia ban cap xa ma mot hoic ca hai
bén nam, nix 1a nguoi khuyét tat, om bénh khong thé di dang ky két hon duoc.

- Nam tir da 20 tudi tré 18n, nix tir du 18 tudi tro 1én;

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

- Khdng bi mat nang lyc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac truong hop cam két hon, gom:
+ Két hon gia tao;

+ Téo hon, cudng ép két hon, lira déi két hon, can tro két hon;

+ Nguoi dang c¢6 vo, ¢6 chdng ma két hén voi ngudi khac hodc chwa co vo,
chua c6 chong ma két hon vai ngudoi dang co chong, €6 vo;

+ Két hén giita nhimg nguoi cling dong mau veé truc hé; gitra nhitng nguoi
€0 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra nguoi da ting la
cha, me nudi véi con nudi, cha chong véi con dau, me vo véi con ré, cha duong
Vi con riéng caa vo, me ké voi con riéng cia chong;

* Nha nudce khong thtra nhan hdn nhan gitta nhitng nguoi cung giai tinh.
m) Can cwr phap ly:

- Luat Hon nhan va gia dinh nam 2014;
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- Luat Ho tich nam 2014;

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

- Nghi dinh sb 47/2020/ND-CP ngay 09/4/2020 cia Chinh pha vé quan
ly, két ndi va chia sé dit liéu s6 cua co quan nha nudc;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phui sita doi,
bo sung mgt so dieu cua cac nghi dinh lién quan den viéc nop, Xuat trinh so ho
khau, sé tam tra giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 caa Chinh phi quy dinh chi tiét mot sé diéu va bien phép thi hanh
Luat Ho tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh hudéng
dan vé phi va 1é phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
do6i, bd sung mot s6 diéu caa Thong tu sé 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh hudng din vé phi va 1& phi thuoc tham quyén quyét dinh cua
Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.
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8. Thu tuc dang ky khai tir lwu dong
a) Trinh tw thuc hién

- Cong chuc tu phap - ho tich dugc giao nhi€ém vu dang ky khai ti luu
dong co trach nhiém chuan bi diy dt miu T khai dang ky khai tir, gidy to ho
tich va diéu kién can thiét dé thuc hién ding ky luu dong tai nha riéng hoic tai
dia diém td chirc dang ky luu dong, bao dam thuan loi cho ngudi dan.

- Tai dia diém dang ky khai tu luu dong, cong chue tu phap - ho tich
hudng dan nguoi yéu cau dién day du thong tin trong To khai dang ky khai tu,
kiém tra cac gidy to 1am co s& cho viée ding ky khai tir; viét Phiéu tiép nhan hd
SO.

- Sau khi tiép nhan hd so, cong chirc tu phap - ho tich bao cao Chu tich
Uy ban nhan dan cip xi. Trudng hop Chi tich Uy ban nhan dan dong y giai
quyét thi cong chirc tur phap - ho tich thuc hién viée ghi vao SO dang ky khai tu,
cap nhat thong tin ding ky khai tir va luu chinh thtrc trén Phan mém ding ky, quan
1y ho tich dién tr dung chung, in Trich luc khai tir, trinh Chu tich Uy ban nhan dan
ky Trich luc khai tir cip cho ngudi co yéu cau.

- Cong chuc tu phap - ho tich dem theo Trich lyc khai tur va S6 dang ky
khai tir dé tra két qua cho nguoi co ylu cau tai dia diém dang ky luu dong;
huéng dan nguoi yéu cau kiém tra ndi dung Trich luc khai tir va S6 dang ky
khai tur, ky, ghi rd ho, tén trong S6 dang ky khai tir; tai muc “Ghi chi” trong S6
dang ky khai tur ghi r0 “Dang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chix thi cong chire tw phap - ho
tich tryc tiep ghi To khai, sau do6 doc cho nguoi yéu cau nghe lai noi dung va
huéng dan nguoi do diem chi vao To khai. Khi tra ket qua, cong chue tu phap -
ho tich doc lai noi dung 'j'rich luc khai tr cho ngudi yéu cau nghe va hudng dan
ngudi d6 diém chi vao S6 dang ky khai tir.

b) Thanh phan hd so:

* Gidy to' phai ndp

- T khai ding ky khai tir theo mau;

- Gidy bao tir hoac gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

* Gidy to phai xuat trinh

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhéan do co quan co6 tham quyen cp,
con gia tri st dung dé chimg minh vé nhan than cia ngu:orl c6 yéu cau dang ky
khai tir. Truong hop céc thong tin ca nhan trong cac gidy to nay da c6 trong
CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong thi khong phai xuat
trinh;

- Gidy to chimg minh noi cw trii cudi cung ciia nguoi chét dé xdc dinh
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tham quyén trong truong hop co quan dang ky ho tich khéng thé khai théc
dwoc thong tin vé noi cw trii ciia ¢ong dan theo cdc phiwong thire quy dinh tai
khodn 2 Diéu 14 Nghi dinh sé 104/2022/NP-CP ngay 21/12/2022 ciia Chinh
phii. Truong hop cdc théng tin vé gidy to chitng minh noi cuw trii da dwoc khai
thac tir Co s& dit liéu quoc gia vé dan cu bang cdc phirong thire nay thi nguwoi
c6 yéu cau khdng phdi xudt trinh (theo hinh thirc triee tiép) hodc tdi 1én (theo
hinh thirc triec tuyén).

- Truong hop khong xéac dinh dugc noi cu tra cudi clng cua nguoi ché}
thi xuat trinh giay to chimg minh noi ngudi do chet hodc noi phat hién thi the
cua nguoi chét.

¢) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc.

d) Péi twong thuc hién thia tuc hanh chinh: Ca nhan

e) Co quan thyc hién thi tuc hanh chinh:

- Uy ban nhan dan cap x4 noi cur tr cudi cling cua nguoi chét;

- Uy ban nhan dan cip x4 noi ngudi d6 chét hodc noi phat hién thi thé nguoi
chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh duogc noi cu
trd cuoi cung ctia nguoi chét.

g) Co' quan phdi hop: Khong.

h) Két qua thuc hién tha tuc hanh chinh: Co quan quan ly
CSDLQGVDC.

i) L& phi: 5000 déng/lan.

Mién 1¢ phi d6i véi truong hop ding ky khai tir ding han; ding ky cho
nguoi thudc gia dinh c6 cong véi cach mang; ngudi thuoc ho nghéo; nguoi khuyet
tat.

k) Mau don, miu to khai: To khai dang ky khai tir

) Yéu cau, diéu kién thuc hién thi tuc hanh chinh

Nguoi chét khong c6 nguoi than thich, ngudi than thich khong song cling
dia ban xa hoac 1a nguai gia, yeu, khuyet tat khong di dang ky khai tir duoc.

m) Can ctr phép ly:

- Luat HO tich nam 2014;

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

- Nghj dinh s6 104/2022/NP-CP ngay 21/12/2022 cuia Chinh phii siza doi,
bo sung mot so dieu cua cac nghi dinh lién quan den viéc ngp, xuat trinh so ho
khau, so tam tra giay khi thzc hién thu tuc hanh chinh, cung cap dich vu cong;
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- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 caa Chinh pht quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh huéng
dan vé phi va Ié phi thuoc thim quyén quyét dinh cia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu sb 106/2021/TT-BTC ngay 26/11/2021 cua B Tai chinh sira
ddi, bd sung mot sé diéu caa Thong tu sb 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh hudng dan vé phi va Ié phi thudc tham quyén quyét dinh cua
Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi ddng nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.
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9. Thi tuc dang ky giam ho
a) Trinh tw thuc hién

- Néu Iya chon hinh thirc ndp hod so truc tiép, ngudi ¢6 yéu cau ding ky
giam ho nop ho so dang ky giam ho tai B phan mét cua cua UBND cap xa co
tham quyen nop 1& phi néu thudce trudng hop phai nop ¢ phi dang ky giam ho; nop
phi cap ban sao Trich luc ding ky giam ho néu c6 yéu cau cap ban sao Trich luc
dang ky giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau diang ky
giam ho truy cap Cong dich vu céng qudc gia hodc Cong dich vu cong cap tinh,
dang ky tai khoan (néu chua cé tai khoan), xac thuc nguoi dung theo hudng
dan, ding nhap vao hé thdng, xac dinh dung Uy ban nhan dan cip xa c tham
quyén.

Nguoi c6 yéu cau ding ky giam ho truc tuyén cung cap théng tin theo
biéu mau dién tir trong tac ding ky gidam ho (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién ti cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hozc bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop hd SO day dua, hop 1€ thi tlep nhan hé so, c6 Phiéu hen, tra
két qua cho ngudi co yéu cau (neu ngudi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong cho nguoi c6 yéu cau (neu nguoi €O yéu
cau lya chon hinh thitc nop hd so truc tuyén), déng thoi chuyén hd so dé cong
chuc lam cbng tac ho tich xur ly.

- Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh d3 duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi co thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bo sung dé
ngudi ¢4 yéu cau bo sung, hoan thién. Sau khi ho so dugc bd sung, thuc hién lai
budc (i):

(iii) Truong hop ngudi c6 yéu cau dang ky giam ho khong bd sung, hoan
thién duoc hd so thi bao cao Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau dang ky giam ho.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thdng nhat hop
& cua céc théng tin trong hd so, gidy to, tai liéu do ngudi yau cau nop, xuat trinh
hoac dinh kém).
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~ + Truong hop ho so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc nép hd so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu di¢n tar hoac gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lva
chon hinh thrc nop hd so truc tuyén).

+ Néu thay yéu cau dang ky giam ho du diéu kién theo quy dinh phap
luat, hd so day du, hop I, dung quy dinh, truong hop tiép nhan ho so dang ky
giam ho theo hinh thic truc tiép, thi cong chie tu phap - ho tich thuc hién viéc ghi
vao S6 dang ky giam ho, cap nhat thong tin dang ky gidm ho va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky giam ho theo hinh thic tryc tuyen,
cong chirc tu phap - ho tich gui lai biéu mau Trich luc dang ky giam ho dién tir voi
thong tin day du cho nguoi yéu cau qua thu dién tir hogc thict bi so.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cta cac
thong tin trén biéu mau Trich luc dang ky giam ho dién tir va xac nhan (toi da
mot ngay).

Néu nguoi ¢d yéu cau xac nhan thong tin da thong nhat, day du hoic
khéng c6 phan hdi sau thoi han yéu cau thi c¢ong chire tu phap - ho tich thuc
hién viéc ghi noi dung vao So6 dang ky gidm ho, cap nhat thong tin dang ky giam
ho va luu chinh thie trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- COng chure tu phap - ho tich in Trich luc dang ky g1am hg, trinh Lanh dao
UBND ky, chuyén Bo phan mot cira tra két qua cho ngudi ¢ yéu cau.

- Nguoi co yéu cau dang ky giam ho kiém tra théng tin trén Trich luc dang
ky giam hg, trong S6 dang ky dang ky giam ho, ky tén vao So dang ky giam ho,
nhan Trich luc dang ky giam ho.

b) Cach thwrc thuc hién:

Nguoi ¢ yéu cau dang ky giam h¢ truc tiép thuc hién hoic uy quyen cho
nguoi khac thue hién nop hé so truc tiép tai Bo phan mot ctra cia UBND cap xa
hodc gtri hd so qua hé thong buu chinh hodc ndp hd so truc tuyén trén Cong dich
vu cong qudc gia (https:/dichvucong.gov.vn) hoic Cong dich vu cong tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai dang ky gidm ho theo mau (néu nguoi ¢6 yéu cau lya chon ndp ho
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so theo hinh thirc truc tiép)'

- Biéu mAu dién tir trong tac dang ky giam h¢ (do nguoi yéu cau cung cap
thong tin theo hudng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lua chon
ndp hd so theo hinh thirc truc tuyén);

- Ngudi ¢ yéu cau diang ky giam ho thuc hién viée ndp/xuét trinh (theo
hinh thirc truc tiép) hoac tai 1€n (theo hinh thirc truc tuyén) cac giay to sau:

* Gidy to phai nop:
- Van ban ctr nguoi giam hd theo quy dinh ctia Bo luat Dan su ddi vai
truong hop dang ky giam ho cu.

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy dinh cua
B6 luat Dan sy ddi voi truong hop dang ky gidm ho duwong nhién. Trudng hop
c¢6 nhiéu ngudi cung du didu kién lam giam ho dwong nhién thi ndp thém vin
ban thoa thuan vé viée ctir mot nguoi lam giam hg duong nhién.

- Vin ban ty quyén theo quy dinh cua phép luit trong trudng hop uy
quyén thuc hién viéc ding ky giam ho. Truong hop nguoi dugc uy quyén la
ong, ba, cha, me, con, vg, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin
ban ty quyén khong phai chimg thue.

* Gidy to phai xuat trinh:

- Ho chiéu hoic Chimg minh nhan dan hodc Thé cin cudc céng dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cép,
con gi tri sir dung dé ching minh vé nhan than ciia nguoi c¢6 yéu cau diang ky
giam ho. Truong hop cac thong tin c4 nhan trong cac gidy to nay di co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai xuét
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢6 gid tri chimg minh thong tin vé cur trii trong truong hop co
quan dang ky hé tich khéng thé khai thic dwoc théng tin vé noi cu trii cia cong
ddn theo cdc phu"ong thirc quy dinh tai khoan 2 Piéu 14 Nghz dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin ve
gidy to chimg minh noi cw tru da dwoc khai thac tiw Co so dir liéu quoc gia vé
ddn cu bang cdc phirong thire ndy thi nguoi c¢é véu cau khéng phdi xudt trinh
(theo hinh thirc tryc tiép) hodc tdi lén (theo hinh thirc triec tuyén);

Truong hop gui hd so qua hé théng buu chinh thi phai gui kém theo ban
sao co chiing thyc cac giay to phai xuat trinh néu trén.

*Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc ti€p:

+ Dbi véi giéy t& xudt trinh khi ding ky ho tich, ngudi tiép nhan co trach

nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xudt trinh, khong dugc yéu cau ndp
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ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hoic ban sao duoc cap tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chyp kém theo ban chinh
gidy t& thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban
chinh va ky x4c nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so ding ky ho
tich theo quy dinh ctia phap luét ho tich, khéng duoc yéu cau ngudi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- Ddi véi gidy to gui kém theo néu nguoi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup céc gidy to g kem theo hé so dang ky giam ho tryc tuyén phai
bao dam ro nét, ddy du, toan ven vé nodi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, duge quet bang thiét bi dién ti, tir giay to duoc cap hop I¢,
con gia tri stt dung; néu 1a gidy to do co quan co thAm quyén nudc ngoai cip thi
phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai lieu phai gai kém trong ho so dang ky giam ho
truc tuyén da c6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc dang ky giam
ho/ban sao Trich luc dang ky giam hg), ngudi co yeu cau dang ky giam ho Xuat
trinh gidy to tuy than, nop ban chinh cac gidy to 1a thanh phan ho so ding ky gidam
ho theo quy dinh phép luat ho tich.

Truong hop nguoi yéu Cau dang ky giam ho khong cung cap duoc giay to
néu trén theo quy dinh hoic gidy to nop,. Xuat trinh bi tiy x0a, sira chira, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky giam ho.

d) S6 lwong hé so: 01 bo
d) Thoi han giai quyét: 03 ngay lam viéc.
e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan, phap nhan.

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip x4 noi cu
tru ctia nguoi dugc gidm ho hoac ngudi gidm ho.

h) Co quan phéi hop: Khéng.

i) Két qua thue hién thii tuc hanh chinh: Trich luc ding ky giam h¢ (ban
chinh), ban sao Trich luc dang ky giam h¢ (truong hop yéu cau cap ban sao
Trich luc dang ky giam ho).

k) Lé phi: Mién I¢ phi.
39



- Phi cap ban sao Trich lyc dang ky giam ho (néu c6 yéu cau):
8.000dong/ban sao trich luc.

) Mu don, miu to khai:

+ To khai dang ky giam ho (néu nop hé so theo hinh thirc truc tiép);

+ Biél.! mau dién tir twong tac ding ky gidm ho (néu nop hd so theo hinh
thurc truc tuyen).

m) Can cr phép ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh 6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh ve
Co so dir liu ho tich dién tir, dang Ky ho tich truc tuyen;

- Nghi dinh §6’ 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sia gz‘éi,
bo sung mgt so dz’é,u cua cac nghi dinh lién quan den viéc nop, xuat trinh soé ho
khau, so tam tra giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh moét so6 dieu cua Luat HO tich,va Nghj diph so 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mét so diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua By Tu phap quy
dinh chi tiet mot so dieu va bi¢én phap thi hanh Nghi dinh so 87/2020/Nb-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co s¢ dir liéu ho tich dién tu,
dang ky ho tich truc tuyen;

- Thong tu sd 281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh quy
dinh muc thu, che d thu, nop, quan ly va s dung phi khai thac, sir dung thong tin
trong co sO dix liéu ho tich, phj xac nhan cd quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu sO 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh husng
dan vé phi va I¢ phi thugc tham quyen quyet dinh cua Hoi dong nhan dan tinh,
thanh pho tryc thugc Trung uong;

- Thong tu s 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sira
doi, bo sung mot so dieu cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh huéng dan vé phi va I¢ phi thuoc tham quyen quyet dinh cua
Hoi dong nhén dan tinh, thanh pho truc thudc Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va st
dung phi, I€ phi trén dia ban tinh Hai Duong.
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10. Thia tuc diing ky cham dut giam ho
a) Trinh tw thuc hién

- Néu lya chon hinh thiic nop hé so truc tiép, nguoi c6 yéu cau dang ky
cham dat giam ho nop hd so dang ky cham dat giam ho tai Bo phan mét cua cua
UBND Cap x& c6 tham quyén; nop ¢ phi néu thudc truong hop phai nop 1¢ ph|
dang ky cham dat giam ho; nop phi cap ban sao Trich luc dang ky cham dut giam
ho néu co yau cau cap ban sao Trich luc dang ky cham dut giam ho.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi c6 yéu cau diang ky
cham dut giam ho truy cap Céng dich vu céng qudc gia hoic Cong dich vu cong
cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Nguoi co ' yeu cau dang ky cham duat glam ho truc tuyén cung cap thong
tin theo biéu mau dién tir trong tac ding ky cham dut giam ho (cung cap trén
Cbdng dich vu cdng), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu
theo quy dinh; nop phi, 1& phi thdng qua chic ning thanh toan truc tuyén hoac
bang céch thtrc khac theo quy dinh phap luat, hoan tat viéc nop hd so.

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop hd SO day dua, hop 1€ thi tlep nhan hé so, c6 Phiéu hen, tra
két qua cho ngudi co yéu cau (neu ngudi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong cho nguoi c6 yéu cau (neu nguoi €O yéu
cau lya chon hinh thitc nop hd so truc tuyén), déng thoi chuyén hd so dé cong
chuc lam cbng tac ho tich xur ly.

- Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh d3 duoc sb hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi co thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy t, ndi dung can bo sung dé
ngudi ¢4 yéu cau bod sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky cham duat giam ho khdng bo
sung, hoan thién dugc hd so thi bao cao Truong bd phan mét cua c6 théng bao
tir chdi giai quyét yéu cau dang ky cham duat giam ho.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh thdng nhat hop
& cua céc théng tin trong hd so, gidy to, tai liéu do ngudi yau cau nop, xuat trinh
hoac dinh kém).
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~ + Truong hop ho so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc nép hd so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu di¢n tar hoac gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lva
chon hinh thrc nop hd so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan ho so
dang ky cham dat giam ho theo hinh thic truc tiép, thi cong chire tu phap - ho tich
thuc hién viéc ghi vao So6 dang ky cham dat giam ho, cap nhat thong tin ding ky
cham dut giam ho va luu chinh thiic trén Phan mém dang ky, quan Iy ho tich dién
tir dung chung.

Trudng hop tiép nhan ho so dang ky cham duat giam ho theo hinh thic truc
tuyén, céng chirc tu phap - ho tich giri lai biéu mau Trich luc ding ky cham dat
giam ho dién tir voi thong tin dy du cho ngudi yéu cau qua thu dién tir hoac thiét
bi s6.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xac, day du cua cac
thong tin trén biéu mau Trich lyc ding ky cham dut giam ho dién tir va xac nhan
(t6i da mot ngay).

Néu nguoi ¢d yéu cau xac nhan thong tin da théng nhat, day du hoic
khéng c6 phan hdi sau thoi han yéu cau thi c¢ong chire tu phap - ho tich thuc
hién viéc ghi noi dung vao S6 ding ky cham dut .giam ho, cap nhat thong tin dang
ky cham dat gidm ho va luu chinh thic trén Phan mém dang ky, quan Iy ho tich
dién tir dung chung.

- Cong chuc tu phap - h¢ tich in Trich luc dang ky cham dut giam ho, trinh
Lanh dao UBND Ky, chuyén Bo phan mot cira tra két qua cho ngudi ¢ yéu cau.

- Nguoi di dang ky charp dat giam ho kiém tra thong tin trén Trich lyc déng
ky cham dut giam ho, trong S6 dang ky dang ky cham dut giam ho, ky tén vao So6
dang ky cham dut giam hg, nhan Trich luc dang ky cham dat gidam ho.

b) Cach thirc thuc hién:

Nguoi c6 yéu cau dang ky chdm dat giam ho truc tiép thuc hién hodc uy
quyén cho ngudi khac thyc hién ndp ho so truc tiép tai Bo phan mét ctra/ cua
UBND cap x3 hodc gui hd s0 qua h¢ thong buu chinh hodc ndp hd so tryc tuyén
trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Céng dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:
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- T khai dang ky chdm dut giam ho theo miu (néu nguoi c6 yéu cau lua
chon ndp ho so theo hinh thure truc ti€p);

- Biéu mau dién tir tuong tac ding ky cham dat giam ho (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu nguoi co yéu cau
lya chon ndp hd so theo hinh thire truc tuyen),

- Nguoi ¢ yéu cau diang ky chidm dut giam ho thuc hién viéc nop/xuit
trinh (theo hinh thirc truc ti€p) hoac tai 1én (theo hinh thirc truc tuyén) cac giay
to sau:

* Gidy to phai nop:
- Giéy t& 1am cin ¢ chidm dut giam ho theo quy dinh ctia B§ luat Dan su.

- Vin ban ty quyén theo quy dinh cua phap luat trong truong hop uy
quyen thue hién viée dang ky cham dat giam ho. Trudng hop ngudi dugc uy
quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngudi Gy quyén
thi van ban oty quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:

Ho chiéu hodc Chtrng 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 ¢ thAm quyen cp,
con gia tri sir dung dé ching minh vé nhan than cia nguoi co yéu cau dang ky
cham dut giam ho. Trudng hop cac thong tin ca nhan trong cac gidy to nay da co

trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu dong thi khgng phai
xuat trinh (theo hinh thurc tryc tiép) hoac tai 1€n (theo hinh thirc truc tuyén).

Truong hop gui hé so qua hé théng buu chinh thi phai giri kem theo ban
sao cO chang thuc céc giay to phai xuat trinh néu trén.

*Luuy

- Pbi voi gidy to nop, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ Pbi voi giéy t& xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong duoc yéu cau nop
ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc tir ban
chinh hodc ban sao dugc cap tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi ngudi tiép nhén co trach nhi¢m kiém tra, di chiéu ban chup v4i ban
chinh va ky x4c nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

+ Ngudi tiép nhan ¢ trach nhiém tiép nhan ding, di ho so ding ky ho
tich theo quy dinh cua phap luét ho tich, khong dugc yéu cau nguoi dang ky ho
tich nop thém gidy to ma phap luat ho tich khong quy dinh phai ndp.
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- Ddi véi gidy to gui kém theo néu nguoi yéu cau ndp hod so theo hinh
thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd S0 dang ky chdm durt giam ho truc
tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, la ban chup bang may
anh, dién thoai hodc dugc chup, duoc quet bang thiét bi dién tu, tir gidy to dugc
cap hop 1€, con gia tri st dung; néu 13 gidy to do co quan co thAm quyén nudc
ngoai cap thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh,
trir trudng hop duoc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai guri kém trong ho so dang ky cham dut
gidm ho truc tuyén da co ban sao dién tir hoic da cé ban dién tir gidy to ho tich thi
ngudi Yeu cau duoc sir dung ban dién tir nay.

- Khi dén co quan dang ky ho tich nhan két qua (Trich luc ding ky cham dut
giam ho/ban sao Trich luc dang ky chdm dut giam ho), nguoi c6 yéu cau dang ky
cham dat giam ho xuat trinh gidy to tuy than, nop cac gidy to 1a thanh phan ho so
dang ky cham duat giam ho theo quy dinh phép luat ho tich.

Trudng hop ngudi c6 yéu cau dang ky cham dut glam h¢ khong cung cap
duoc gidy to néu trén theo quy dinh hoic gidy to nop, XUat trinh bi tay x0a, sua
chira, lam gia thi co quan dang ky ho tich co tham quyén hay bo két qua dang
Ky cham dtrt gidm ho.

d) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 02 ngay lam viéc.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhén, phap nhan

g) Co quan thuc hién thii tuc hanh chinh: Uy ban nhan dan cap xa noi da
dang ky giam ho trude day.

h) Co quan phoi hop: Co quan quan ly CSDLQGVDC.

i) Két qua thwc hién thi tuc hanh chinh: : Trich luc dang ky cham dut
giam ho (ban chinh), ban sao Trich luc déng ky cham dat giam ho (truong hop
y&u cau cap ban sao Trich luc dang ky cham dut giam ho).

k) L& phi: Mién I& phi.

- Phi cap ban sao Trich lyc dang ky cham dat gim ho (néu c6 yéu cau):
8.000dong/ban sao trich luc.

) Méu don, miu to khai:
~ + To khai dang ky cham dit gidm ho (néu nop ho so theo hinh thic tryc
tiep);
+ Biéu mau dién tir tuong tac dang ky cham dut gidm ho (néu nop ho so
theo hinh thuc truc tuyen).

m) Can ctr phép ly:
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- B luat Dan sy nam 2015;
- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phii quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh vé
Co so dir liéu ho tich dién ti, dang ky ho tich truc tuyen;

- Ngh; dinh §é 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sia 92‘0*1,
bo sung mot so dieu cua cac nghi dinh lién quan den vigc ngp, xuat trinh s6 hg
khau, so tam tra giay khi thec hién thu tuc hanh chinh, cung cap dich vu cong;

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

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 cia Bé Tu phap quy
dinh chi tiét mot sd didu va bién phap thi hanh Nghi dinh sé 87/2020/ND-
CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co so dit liéu ho tich dién ti,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché do thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 13
ngudi gbc Viét Nam, Ié phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh hudéng
dan vé phi va 1 phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
ddi, bd sung mot sé diéu caa Théng tu sb 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh hudng din vé phi va 1& phi thuoc tham quyén quyét dinh cua
Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I¢ phi trén dia ban tinh Hai Duong.
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11. Thi tuc thay ddi, cai chinh, bé sung théng tin h tich
a) Trinh ty thuc hién

- Néu lya chon hinh thirc nop hd so truc tlep, ngudi cO yéu cau ding ky thay
dbi, cai chinh, b sung théng tin ho tich nop hd so thay doi, cai chinh, bd sung
thong tin ho tich tai Bo phan mot cira cia UBND cap x& ¢ tham quyén; nop 16
phi néu thudc truong hop phai nop 1¢ phi thay doi, cai chinh, b sung thng tin ho
tich; nop phi cap ban sao Trich luc thay d6i, cai chinh, b6 sung thong tin ho tich
néu c6 yéu cau cap ban sao Trich luc thay doi, cai chinh, bd sung thdng tin ho
tich.

- Néu lua chon hinh thizc nop hé so truc tuyen ngudi CO yéu Cau thay doi,

cai chinh, bé sung thdng tin h¢ tich truy cap Cong dich vu cong qudc gia hoic

Cong dich vy cbng cap tinh, dang ky tai khoan (néu chua co tai khoan), xéac

thue nguoi dung theo hudng dan, ding nhap vao hé théng, xac dinh dung Uy
ban nhan dan cap x& co tham quyen.

Ngudoi ¢o yéu cau ding ky thay dol cai chinh, bé sung théng tin ho tich
truc tuyen cung cap thdng tin theo biéu mau dién tir tuong tac thuc hién dang ky
thay ddi, cai chinh, b6 sung thdng tin ho tich (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢d yéu cau trong ngay lam viéc
tiép theo (néu ngudi c6 yéu cau lua chon hinh thirc nop ho so tryc tiép) hodc guri
ngay Phiéu hen, tra két qua qua thu dién tr hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi ¢ yéu cau lra chon
hinh thic nop hé so truc tuyén); chuyén hd so dé cong chirc 1am cdng tac ho
tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc nop truc tiép, can b tiép nhan hd
so tai BO phan mat cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh d3 duoc sé hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi co thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy t, ndi dung can bd sung dé
ngudi ¢4 yéu cau bd sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
buoe (i):

(iii) Truong hop ngudi c6 yéu cau dang ky thay doi, cai chinh, bd sung
thong tin ho tich khdng bo sung, hoan thién dugc hd so thi bao cao Trudng bod
phan mot cira c6 théng béo tir chdi giai quyét yéu cau ding ky thay doi, cai
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chinh, b6 sung théng tin ho tich.

- Cong chirc tu phap - h¢ tich tham tra hd so (tham tra tinh thong nhat,
hop 1€ ctaa cac thdng tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat
trinh hoac dinh kém).

~ + Truong hop hd so ¢an bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura de
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cua dé tra cho
ngudi ¢ yéu cau (néu nguoi ¢6 yéu cau lya chon hinh thirc ndp ho so truc tiép),
hodc gui Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tar hoac gui tin
nhin qua dién thoai di dong cho nguoi o yéu cau (néu ngudi c6 yéu cau lya
chon hinh thirc nop ho so truc tuyén).

+ Néu thay viéc thay doi, cai chinh, bd sung thdng tin ho tich 1a ¢ co s6,
phU hop véi quy dinh cia phap luat dan su va phap luat ¢ lién quan, ho so day
du, hop 18, dang quy dinh, truong hop tiép nhan ho so dang ky thay doi, cai chinh,
bo sung thdng tin ho tich theo hinh thuc tryuc tiép, thi cong chire tu phép - ho tich
thuc hién viéc ghi vao SO dang ky thay doi, cai chinh, b sung thong tin h tich,
xac dinh lai dan toc, cap nhat thong tin dang ky thay d6i, cai chinh, bd sung
théng tin ho tich va luu chinh thic trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung.

Truong hop tiép nhan ho so ding ky thay doi, cai chinh, b6 sung thng tin
ho tich theo hinh thic truc tuyén, céng chic tu phap - ho tich gui lai biéu mau
Trich luc thay doi/cai chinh/bd sung thdng tin ho tich, xac dinh lai dan toc dién
tir v6i thong tin ddy du cho ngudi y&u cau qua thu dién tir hoac thiét bi sb.

Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh x4c, diy du cta cac
théng tin trén biéu mau Trich luc thay doi/cai chinh/b6 sung théng tin hé tich,
xac dinh lai dan toc dién tir va xac nhan (toi da mot ngay).

Néu nguoi ¢d yéu cau xac nhan thong tin da théng nhat, day du hoic
khéng c6 phan hdi sau thoi han yéu cau thi c¢ong chire tu phap - ho tich thuc
hién viéc ghi ndi dung vao So6 dang ky thay d6i, cai chinh, bo sung thong tin ho
tich, xac dinh lai dan toc, cap nhat thong tin ding thay d6i, cai chinh, bo sung
thong tin ho tich va luu chinh thic trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung.

- Cong chirc tu phap - ho tich in Trich luc thay ddi/cai chinh/bd sung théng
tin ho tich twong ung, trinh Lanh dao UBND ky, chuyén Bo phan mot cua tra két
qua cho ngudi cO Yéu cau.

- Nguoi ¢6 yéu cau dang ky thay d6i, cai chinh, bd sung théng tin ho tich
kiém tra thdng tin trén Trich luc thay ddi/cai chinh/bd sung théng tin ho tich,
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trong So dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
toc, ky tén vao So dang ky thay doi, cdi chinh, b6 sung thong tin hé tich, xac
dinh lai dan toc, nhan Trich luc thay doi/cai chinh/bo sung théng tin ho tich.

Truong hop thay doi, cai chinh, bd sung théng tin ho tich lién quan dén
Gidy khai sinh, Gidy chiing nhan két hon thi céng chic tu phap - ho tich ghi noi
dung thay doi, cai chinh ho tich vao Gidy khai sinh, Gidy chung nhan két hén;
bd sung thdng tin ho tich vao muc tuong tng va doéng dau vao noi dung bd
sung.

Truong hop dang ky thay doi, cai chinh ho tich khong phai tai noi dang
ky ho tich trude dy thi Uy ban nhan dan cap xa phdi thdng bao bang van ban
kem theo ban sao trich luc ho tich dén Uy ban nhan dan noi déng ky ho tich
trude day dé ghi vao So hd tich.

7 Truong hop noi déng ky ho tich truge day la Co quan dai dién thi
Uy ban nhan dan cap xa phai thong bao bang van ban kem theo ban sao trich luc
ho tich dén Bo Ngoai giao d¢ chuyén dén Co quan dai dién ghi vao So hg tich.

b) Céch thirc thuc hién:

Nguoi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin ho tich,
xac dinh lai dan toc truc tiép thuc hién hodc ty quyen cho nguo1 khac thuc hién
nop hé so truc tiép tai Bo phén mot ctra cia UBND cap xa hodc gui ho so qua h¢
thong buu chinh hodc ndp hod so truc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

lai dan toc theo mau (néu nguoi co6 yéu cau lua chon nop ho so theo hinh
thirc truc tiép);

- Biéu mau dién tr twong tac thuc hién ding ky thay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan toc (do nguoi yéu cau cung cap thong tin

theo huéng dan trén Cong dich vu cong, néu ngudi co yéu cau lira chon ndp ho so
theo hinh thirc tryc tuyén);

- Nguoi ¢6 yéu cau dang ky thay doi, cai chinh, bo sung thong tin ho tich
thuc hién viéc nop/xuat trinh (theo hinh thiic truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to' phai nop
- Giéy to lam can cu thay ddi, cai chinh, bd sung thong tin ho tich.

- Vin ban uy quyén theo quy dinh cua phap luat trong trudng hop uy
quyén thuc hién viéc dang ky thay d6i, cai chinh, b sung thong tin ho
tich. Truong hop nguoi dugce uy quyen 1a ong, ba, cha, me, con, vo, chdng, anh,
chi, em rudt ctia ngudi Gy quyén thi van ban uy quyén khéng phai ching thuec.

* Gidy to phai xuit trinh
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- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc cong dan hodc
cac gidy to khac c¢6 dan anh va thong tin ca nhan do co quan co6 tham quyen cép,
con gia tri su dung dé chung minh vé nhéan than ciia ngudi cé yéu cau dang ky
thay ddi, cai chinh, bd sung thong tin hd tich, xac dinh lai dan tdc. Truong hop cac
thong tin ca nhén trong cac gidy to nay di co trong CSDLQGVDC,
CSDLHTPT, dugc hé thong dién tu dong thi khong phai xuét trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thire truc tuyen)

- Gidy to ¢é gid tri chitng minh théng tin vé cu trii trong truong hop co
quan dang ky hé tich khéng thé khai thac dwoc théng tin vé noi cw trii ciia cong
din theo cdc phwong thirc quy dinh tai khoin 2 Diéu 14 Nghi dinh sé
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin vé
gidy to chieng minh noi cu trii dd dwoc khai thdc tr Co so dit ligu quoc gia vé ddn
cw bang cdc phuong thirc nay thi nguoi co yéu cau khong phai xudt trinh (theo
hinh thirc trec tiép) hodc tdi Ién (theo hinh thirc tric tuyén);

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

*Luwuy

- D061 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp hod so theo hinh
thirc truc tiép:

+ Dbi véi giéy t xuét trinh khi ding ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hoac ghi lal thong
tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc tir ban
chinh hoic ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to ’de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup voi ban
chinh va ky xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao giay to
do.

+ Ngudi tiép nhan ¢ trach nhiém tiép nhan ding, di ho so ding ky ho
tich theo quy dinh cua phap luét ho tich, khong dugc yéu cau nguoi dang ky ho
tich nop thém gidy to ma phép luat ho tich khong quy dinh phai ndp.

- Poi vOi gidy to giri kém theo néu nguoi yéu cau ndp hod so theo hinh
thire truc tuyén:

+ Ban chyp céc gidy to giri kém theo hd so ding ky dang ky thay d6i, cai
chinh, bd sung thong tin ho tich truc tuyén phai bao dam rd nét, dy du, toan ven
vé noi dung, la ban chup bang may anh, dién thoai hodc dugc chup, duge queét
bang thiét bi dién tir, tir gidy to dugc cap hop 1€, con gia tri sir dung; néu la gidy to
do co quan ¢ tham quyén nudc ngoai cap thi phai duoc hop phap hoéa lanh su,
dich sang tiéng Viét theo quy dinh, trir truong hop duoc mién hop phap hoa lanh
su.
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+ Truong hop glay to, tai liéu phai g kem trong ho so ding ky dang ky
thay ddi, cai chinh, bo sung thong tin ho tich tryc tuyén da c6 ban sao dién tir hodc
da c6 ban dién tir gidy to ho tich thi nguoi yéu cau duoc str dung ban dién tar nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay déi/céoi
chinh/ b6 sung thong tin ho tich hodc ban sao Trich luc thay doi/cai chinh/bo
sung thong tin ho tich), ngudi c6 yéu cau dang ky thay doi, cai chinh, b6 sung
thdng tin ho tich xuat trinh giay to tuy than, nop cac giay to la thanh phan ho so
dang ky thay doi, cai chinh, b6 sung théng tin ho tich theo quy dinh phap luat ho
tich.

Truong hop nguoi yéu cau ding ky ¢6 yéu ciu ding ky thay doi, cai
chinh, bo sung thdng tin h¢ tich khong cung cap dugc giay to néu trén theo quy
dinh hoac giay to nop, xuat trinh bi tay xoa, sira chira, lam gia thi co quan dang
ky ho tich co tham quyén huy bo két qua dang ky thay doi, cai chinh, bo sung
thong tin ho tich..

d) S6 lwgng hé so: 01 bo

d) Thoi han giai quyét:

- 03 ngay lam viéc d6i voi yéu cau thay doi, cai chinh ho tich; truong hop
phai xac minh thi thoi han giai quyet khong qué 06 ngay lam viéc.

- Ngay trong ngdy lam viéc d6i voi yéu cau bo sung thong tin ho tich,
truong hop nhan ho so sau 15 gio ma khdng giai quyet dwoc ngay thi tra ket qua
trong ngay lam viéc tiep theo.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hién tha tuc hanh chinh:

- Uy ban nhan dan cap xa noi di ding ky ho tich trude day hoac Uy ban
nhan dan cap xi noi cu tra cta ngudi o yéu cau c6 tham quyén giai quyét viéc
thay doi, cai chinh cho nguoi chua di 14 tudi, bo sung ho tich cho cong dan Viét
Nam cu tru ¢ trong nudc.

-Uy ban nhan dan cap xa noi dd ding ky khai tir trude day thuc hién viéc cai
chinh ndi dung dang ky khai tt.

h) Co quan phoi hep: Co quan quan ly CSDLQGVDC.

e) Két qua thuc hién tha tuc hanh chinh: Trich luc thay ddi ho tich/Trich
luc cai chinh ho tich/Trich luc bo sung thong tin ho tich (ban chinh).

k) Lé phi: 10.000 dong/lan.

Mién 1¢ phi cho ngudi thuge gia dinh c6 cong v6i cach mang; nguoi thude
ho nghéo; nguoi khuyeét tat.

- Phi cip ban sao Trich luc ding ky thay doi/cai chinh/bo sung thdng tin ho
tich (néu ¢ yéu cau): 8.000dong/ban sao trich luc..

) Miu don, miu to khai:
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+ To khai ding ky thay doi, cai chinh, b6 sung thdng tin ho tich, xac dinh lai
dan toc (néu nop ho so theo hinh thurc truc tiep);

+ Biéu mau dién tir twong tac thuc hién dang ky thay ddi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan toc (néu nop ho so theo hinh thac truc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

+ Viéc thay doi ho, chit dém, tén cho ngudi dudi 18 tudi phai c6 su dong

¥y cua cha, me¢ ngudi d6 va duoc thé hién rd trong To khai; d6i voi nguoi tir da 9
tudi trd 1én thi con phai cé sy dong y clia nguoi do.

+ Viéc cai chinh ho tich chi dugc giai quyet sau khi c6 du cdn ci dé xac
dinh co sai sot do 16i ctia cong chirc 1am cong tac ho tich hodc cua nguoi yéu
cau dang ky ho tich; khong cai chinh ndi dung trén gidy to ho tich da duoc cap
hop 1& nham hop thirc hoa thong tin trén ho so, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh da cdp cho ca nhan theo quy dinh ctia phap
luat vé ho tich trudc ngéy701/01/2016 (ngay Luat Ho tich ’c() hiéu luc) co gié tri
st dung ma khong phai bd sung thong tin ho tich con thiéu so vai biéu mau hd
tich hién hanh.

+ G1ay td ho tich dugc cap hop 18 ke tu ngay 01/01/2016 ma thong tin ho
tich con thleu thi dugc bd sung, néu c6 gidy to, tai liéu do co quan, to chirc cb
tham quyén cap hop 1¢ ching minh.

Yéu gﬁu ghi bod sung quéc tich Viét Nam chi thuc hién dbi vai ‘giéy to ho
tich dugc cap ké tir ngay 01/01/2016, sau khi da xac dinh nguoi yéu cau dang co
quoc tich Viét Nam theo quy dinh ctia Luat Qudc tich Viét Nam.

n) Can cu phép ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh ve
Co so dir liéu ho tich dién tir, dang ky ho tich truc tuyen;

- Nghj dinh s6 104/2022/ND-CP ngay 21/12/2022 cia Chinh phui sita doi,
bo sung mot so dieu cua cac nghi dinh lién quan den viéc nop, Xuat trinh so ho
khau, sé tam tra giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua By Tu phap quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh so 87/2020/Nb-
CP ngay 28/7/2020 cua ,Chl'nh pht quy dinh vé Co s¢ dir liéu ho tich dién tu,
dang ky ho tich truc tuyeén;
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- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché @6 thu, nop, quan Iy va sir dung phi khai théc, st dung théng tin
trong co s& dit liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan Ia
ngudi gbc Viét Nam, [ phi qudc tich;

- Thong tu s& 85/2019/TT-BTC ngay 29/11/2019 cta Bo Tai chinh huéng
dan vé phi va 1é phi thuoc tham quyén quyét dinh cia Hoi ddng nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
ddi, bd sung mot sé diéu caa Thong tu sb 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh hudng dan vé phi va Ié phi thudc tham quyén quyét dinh cua
Hoi dong nhan dan tinh, thanh phé truc thudc Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi ddng nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I¢ phi trén dia ban tinh Hai Duong.
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12. Thia tuc cap Giay xac nhan tinh trang hén nhan
a) Trinh tw thuc hién

- Néu lya chon hinh thtc nop hd so truc tlep, nguoi €6 yéu cau cap Gidy
X&c nhan tinh trang hon nhan nop ho so yéu cau cap Glay xac nhan tinh trang hon
nhan tai Bo phan mot cira caa UBND cip xa c6 tham quyén; nop 18 phi néu thuoc
truedng hop phai nop 1¢ phi cip Gidy xac nhan tinh trang hén nhan.

- Néu lva chon hinh thitc nop hd so truc tuyén, nguoi co Yyéu cau cap Glay
xac nhan tinh trang hon nhan truy cap Cong dich vu cong qudc gia hoac Cong
dich vu coéng cap tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo huéng dan, ding nhap vao hé thdng, xac dinh ding Uy ban
nhan dan cip xa c6 tham quyén.

Ngudi c6 yéu cau cip Gidy xac nhan tinh trang hén nhan truc tuyén cung
cap thong tin theo bicu mau hg tich dién tir twong tac cap Gidy xac nhan tinh
trang hon nhan (cung cap trén Cong dich vu cdng), dinh kém ban chup hoac ban
sao dién tur cac gidy to, tai liéu theo quy dinh; nop phi, & phi théng qua chuc
nang thanh toan truc tuyén hoac bang céch thuc khac theo quy dinh phap luat,
hoan tat viéc nop hd so.

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop ho so day du, hop 1¢ thi tiép nhan ho so; néu tiép nhan ho
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong ngay lam viéc
tiép theo (néu ngudi c6 yéu cau lua chon hinh thirc nop ho so tryc tiép) hodc guri
ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi ¢ yéu cau lua chon
hinh thic nop hd so truc tuyén); chuyén hd so dé cong chirc 1am cdng tac ho
tich xu ly.

- Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 héa theo quy dinh.

(ii) Truong hop ho so chua day du, hop € thi c6 thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu 1o loa glay to, noi dung can bo sung dé
ngudi ¢4 yéu cau bod sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i);

(iii) Néu nguoi c6 yéu cau cap Gidy xac nhan tinh trang hén nhan khéng
bo sung, hoan thién duoc hd so thi bédo cdo Truéng bo phan tiép nhan hd so cé
van ban tir chi giai quyét yéu cau cap Gidy xac nhan tinh trang hdn nhan.

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
I& ctia cac théng tin trong ho so, giay to, tai liéu dinh kém).
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~ + Truong hop ho so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd Iy do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cia dé tra cho
ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc nép hd so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu di¢n tar hoac gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lva
chon hinh thirc nop hd so truc tuyén).

* Truong hop nguoi yéu Cau X4c nhan tinh trang hon nhan di timg dang
ky thuong trd tai nhiéu noi khac nhau thi nguoi d6 co trach nhi¢ém chirng minh
vé tinh trang hdn nhan cta minh. Trudng hop nguoi yéu cau khdng chitng minh
dugc thi cong chire tu phap - ho tich béo cdo Chu tich Uy ban nhan dan cap xa
c¢6 van ban dé& nghi Uy ban nhan dan Cap x4 noi nguoi do da tung dang ky
thuong trd tién hanh kiém tra, x4c minh vé tinh trang hdn nhan caa nguoi do.

Sau khi nhan duoc van ban dé nghi, Uy ban nhan dan cap xi duoc yéu
cau, tien hanh kiém tra, xac minh va tra loi bang van ban vé tinh trang hén nhan
trong thoi gian thuong tra tai dia phuong cua ngudi €O yéu cau.

Néu két qua kiém tra, x4c minh cho thay ngudi yéu cau cé du diéu kién, viéc
cap Gidy xac nhan tinh trang hén nhan 1a phu hop quy dinh phap luét hoac sau thoi
han 20 ngay ké tir ngay guri van ban yéu cau xac minh ma khéng nhan dugc van
ban tra 1o thi cho phép nguoi yéu cau cap Giay xac nhan tinh trang hon nhan cé
van ban cam doan vé tinh trang hdn nhan caa minh.

* Truong hop ngudi yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé
két hén ma khdng nop lai dugc Gidy xac nhan tinh trang hén nhan da duogc cap
trude day, thi ngudi yéu cau phai trinh bay rd Iy do khdng nop lai duoc Gidy
x&c nhan tinh trang hén nhan. Trong thoi han 03 ngay lam viéc ké tir ngay tiép
nhan ho so, co quan ding ky ho tich ¢ vin ban trao doi véi noi du dinh dang
ky két hon trudc day dé xac minh. Truong hop khong xac minh duoc hoic
khong nhan dugc két qua xac minh thi co quan ding ky ho tich cho phép nguoi
y&u cau lap van ban cam doan vé tinh trang hdn nhan.

- Truong hop tiép nhan ho so cap Gidy xac nhan tinh trang hén nhan theo
hinh thic truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc cap nhat théng
tin x4c nhan tinh trang hon nhan va luu chinh thic trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

Truong hop tiép nhan hd so xac nhan tinh trang hdn nhan theo hinh thuc
truc tuyén, cong chie tu phap - ho tich guri lai biéu mau Gidy xé4c nhan tinh trang
hén nhan dién tir véi thong tin ddy da cho ngudi yéu cu qua thu dién tir hodc thiét
bi sb.
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Ngudi yéu cau cé trach nhiém kiém tra tinh chinh xac, ddy du cua cac
théng tin trén biéu mau Giay xac nhan tinh trang hon nhan dién tur va xac nhan
(toi da mot ngay).

Néu nguoi ¢4 yéu cau xac nhan thong tin da thong nhat, diy du hoic
khong c6 phan hdi sau thai han yéu cau thi ¢éng chie tu phap - ho tich cap nhat
thdng tin xac nhan tinh trang hdn nhan va luu chinh thic trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

- Cong chuc tu phap - hd tich in Gidy xac nhan tinh trang hon nhan, trinh
Lanh dao UBND ky, chuyén téi B phan mot cura d€ tra ket qua cho ngudi ¢d yéu
cau.

- Nguoi c6 yéu cau cap Giay xac nhan tinh trang hon nhan kiém tra thong
tin trén Giay xac nhan tinh trang hén nhan, nhan Giay xac nhan tinh trang hon
nhan.

b) Céch thirc thuc hién:

Nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hén nhan truc tiép thuc
hién hodc ay quyén cho ngudi khac thuc hién nop ho so truc tiép tai Bo phan
mot cira cia UBND céap x4 hodc giri hd so qua hé théng buu chinh hoic nop hd so
truc tuyén trén Cong dich vu cng qudc gia (https://dichvucong.gov.vn) hozc Cong
dich vu cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn)..

¢) Thanh phan ho so:

- To khai cap Gidy xac nhan tinh trang hdn nhan (néu nguoi c6 yéu cau lya
chon ndp ho so theo hinh thic truc tiep);

- Biéu mau dién tir twong tac cap Gidy xac nhan tinh trang hdn nhéan (do
ngudi yéu cau _cung cap thong tin theo hudng dan trén Cong dich vu cong néu
ngudi c6 Yeu cau lya chon nop hd so theo hinh thic truc tuyén).

- Nguoi ¢0 yeu cau cip Gidy xac nhén tinh trang hdn nhan thuc hién viéc
nop/xuat trinh (theo hinh thire truc tiép) hodc tai 18n (theo hinh thirc truc tuyén)
cac gidy to sau:

* Gidy to phai nop:

- Truong hop nguoi yéu cau cap Gidy xac nhén tinh trang hon nhan da co
vo hodc chong nhung dé ly hon hodc nguoi vo/chong da chét thi phai xuat trinh
(ban chinh) hodc ndp ban sao giay to hgp 1¢ dé chiing minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon ¢ nudc ngoai thi phai
ndp ban sao Trich luc ghi chua ly hon.

- Truong hop ca nhan yéu cau cap lai Gidy xac nhan tinh trang hon nhan
dé st dung vao muc dich khac hodac do Gidy xac nhan tinh trang hon nhan da
hét thoi han str dung theo quy dinh thi phai ndp lai Gidy xac nhan tinh trang hon
nhan da dugc cap trudc do.
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- Van ban uy quyen theo quy dinh cua phap luat trong truong hop uy
quyén thuc hi¢n viée cap Gidy x4c nhan tinh trang hon nhén. Truong hop nguoi
duoc iy quyén 1a dng, ba, cha, me, con, vg, chdng, anh, chi, em rudt ctia nguoi
iy quyén thi van ban ty quyén khong phai chung thuc.

* Gidy tor phai xuat trinh:

- Ho chiéu hodc Chiing minh nhan dan hoic Thé can cudc cong dan hoac
cac glay to khac c6 dan dnh va thong tin c4 nhén do co quan c6 tham quyen Cap,
con gié tri st dung dé ching minh vé nhan than cta ngudi cd yéu cau Cap Glay
xac nhan tinh trang hon nhan. Truong hop cac thong tin ca nhan trong cac gidy
to nay da cé trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién ty dong thi
khéng phai xuat trinh (theo hinh thic truc tiép) hoac tai 1&n (theo hinh thic
truc tuyén):

- Gidy to ¢6 gid tri chirng minh thong tin vé cu tril trong truong hop co
quan dang ky hé tich khéng thé khai thac dwoc théng tin vé noi cur trii ciia cong
ddn theo cdc phu"ong thirc quy dinh tai khoan 2 Diéu 14 Nghl dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chu’ng minh noi cu tri da dwoc khai thac tir Co so dit ligu quoc gia vé din
cuw bang cdc phwong thirc ndy thi nguoi cé yéu cau khéng phdi xudt trinh (theo
hinh thirc tree tiép) hodc tdi lén (theo hinh thirc tric tuyén);

Truong hop gui ho so qua hé thong buu chinh thi phai gii kem theo ban
sao ¢ ching thyuc cac giay to phai xuat trinh néu trén.

*Luuy

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich két hon thi cong chire tu phap - ho tich trinh Lanh dao UBND ky
cap 01 ban Gidy xac nhan tinh trang hon nhan dé sir dung vao muc dich két hon
cho ngudi yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé sir dung
vao muc dich khac, khong phai dé dang ky két hon thi trong Gidy xac nhan tinh
trang hon nhan phai ghi rd muc dich sir dung, sb luong Gidy xac nhan tinh trang
hén nhan dugc cap theo yéu cau.

- Truong hop yéu cau cap Gidy xac nhan tinh trang hon nhan dé két hon
véi nguoi cung gigi tinh hoac két hdn véi nguoi nudc ngoai tai Co quan dai
dién nudc ngoai tai Viét Nam thi co quan dang ky ho tich tir choi giai quyét.

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh
thire truc ti€p:

+ Dbi voi giéy to xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong

tin dé luu trong hd so va tra lai cho nguoi xuat trinh, khéng dugc yéu cau ndp
ban sao hodc ban chup gidy to do.
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+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir ban
chinh hoic ban sao dugc cap tir s6 gdc hodc ban chup kem theo ban chinh gidy
td dé ddi chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so ding ky ho
tich theo quy dinh ctia phap luét ho tich, khéng duoc yéu cau ngudi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- Ddi vé6i gidy to gui kém theo néu ngudi yéu cau ndp hod so theo hinh
thire tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cap Giéy xac nhan tinh trang hon
nhan truc tuyén phai bao dam rd nét, day du, toan ven vé ndi dung, 1a ban chup
bang may anh, dién thoai hodc dugc chyp, dugc quet bang thiét bi dién tt, tir giay
to duoc cap hop 1€, con gia tri st dung; néu 1a gidy to do co quan co thAm quyén
nuoc ngoai cap thi phai dugce hop phap hoa lanh su, dich sang tiéng Viét theo quy
dinh, trir truong hop dugc mién hop phap hoa lanh sy.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so cap Gidy xéac nhan
tinh trang hon nhén tryc tuyén da co ban sao dién tir hodc dd co ban dién tir gidy to
ho tich thi ngudi yéu cau duge st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua, ngudi co yéurcéu cap Giay
xac nhan tinh trang hon nhan xuat trinh giay to tuy than, nop cac giay to la thanh
phan ho so cap Giay xac nhan tinh trang hon nhan theo quy dinh phap luat ho tich.

Truong hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhén khong
cung cap dugc gidy to néu trén theo quy dinh hoic gidy to nop, Xuat trinh bi tay

x0a, stra chita, 1am gia thi co quan ding ky ho tich c6 thim quyén huy bo két
qud xac nhan tinh trang hon nhan.

- Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap van ban cam
doan vé ndi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai
thich & cho ngudi lap van ban cam doan vé trach nhiém, hé qua phap 1y cta viéc
cam doan khong dung su that.

Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 tham
quyén hiy bo két qua dang ky ho tich, néu c6 co s¢ xac dinh noi dung cam doan
khong dung sy that.

d) S6 hrgng ho so: 01 bd

d) Thoi han giai quyét: 03 ngay lam viéc; truong hop phai xac minh thi
thoi han giai quyét khdng qua 23 ngay.

e) Péi twong thuc hién thi tuc hanh chinh: Ca nhan
g) Co quan thuc hién tha tuc hanh chinh:
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- Uy ban nhan dan cip xa noi nguoi yéu cau cap Gidy xac nhan tinh trang
hon nhan thuong tra.

- Truong hop nguoi yéu cau cap Gidy xéc nhan tinh trang hdn nhan khong
¢6 noi thuong trit nhung ¢6 dang ky tam tra theo quy dinh cua phap luét ve cu tri
thi Uy ban nhan dan cap xa noi tam tra thuc hién viéc cap Giay xac nhan tinh trang
hon nhan.

h) Co quan phéi hop: Co quan quan ly CSDLQGVDC, Uy ban nhan dan
cap xa noi thuong tr trude day ctia ngudi yéu CAu cap Glay xac nhan tinh trang
hén nhan (truong hop ngudi yéu cau da thudng trd ¢ nhiéu noi khac nhau), Uy
ban nhan dan noi du dinh dang ky két hon trude day.

i) Két qua thwc hién thi tuc hanh chinh: Gidy xac nhan tinh trang hon
nhan.

k) Lé phi: 10.000 dong/lan.

Mién 1¢ phi cho ngudi thugc gia dinh c6 cong v6i cach mang; nguoi thudc
ho nghéo; nguoi khuyeét tat.

1) Mau don, miu to khai:

+ To khai cap Giay xac nhan tinh trang hdn nhan theo mau (néu nop ho so
theo hinh thac truc tiep);

+ Biéu mau dién tir twong tac cAp Gidy xac nhan tinh trang hén nhan (néu
nop ho so theo hinh thirc truc tuyen).

m) Yéu ciu, diéu kién thuc hién thii tuc hanh chinh:

Truong hop yéu cau xac nhan tinh trang hén nhan nham muc dich két hon
thi ngudi yéu cau phai dap tmg du didu kién két hon:

- Nam tir du 20 tudi tré 1én, nix tir du 18 tudi trd 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac trudng hop cam két hon, gdbm:
+ Két hon gia tao, ly hon gia tao;

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

+ Nguoi dang c6 vo, cd chong ma két hon vai1 nguoi khac hodc chua cé
vo, chua c6 chong ma két hon véi nguoi dang cé chong, co vo;

+ Két hon gifra nhfrng nguoi cung dong mau vé truc hé; gitta nhiing
nguoi c6 ho trong pham vi ba doi; glu:a cha, me¢ nudi véi con nudi; gitra nguoi

da timg 14 cha, me nudi voi con nudi, cha chdng véi con dau, me vo voi con ré,
cha dugng véi con riéng cua vg, me ké voi con riéng cua chong.
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- Nha nudc khong thira nhan hon nhan gitra nhitng ngudi cung gidi tinh.

Truong hop yéu cau cip Giéy xac nhan tinh trang hon nhan dé su dung
vao muyc dich khac, khong phai dé dang ky két hon, thi ngudi yéu cau khong
phai dap ung dicu kién ket hon.

n) Cian ci phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh 6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh ve
Co s¢ dir licu ho tich dién t, dang ky ho tich truc tuyeén;

- Nghi dinh §6’ 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sia gz‘éi,
bo sung mgt so dz’é,u cua cac nghi dinh lién quan den viéc nop, xuat trinh soé ho
khau, so tam tra giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo Tu phap quy
dinh chi tiét mot sd diéu va bién phap thi hanh Nghi dinh sé 87/2020/Nb-
CP ngay 28/7/2020 cia Chinh phi quy dinh vé Co so dit liéu ho tich dién ti,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché @6 thu, nop, quan Iy va st dung phi khai théc, st dung thang tin
trong co s& dir liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan 1a
ngudi gc Vit Nam, Ié phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctua Bo Tai chinh huéng
dan vé phi va I phi thuoc thim quyén quyét dinh cia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sia
d6i, bod sung mot s6 diéu caa Thong tu sb 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh huéng dan vé phi va Ié phi thugc tham quyén quyét dinh cua
Hoi dong nhan dan tinh, thanh phé truc thudc Trung uong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I¢ phi trén dia ban tinh Hai Duong.
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13. Thi tuc dang ky lai khai sinh
a) Trinh tw thuc hién

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi ¢ yéu cau ding ky lai
khai sinh nop ho so dang ky lai khai sinh tai B phan mét cira cua UBND cap xa
cd tham quyeén; nop 1€ phi néu thudc truong "op phai ndp 1€ phi dang ky lai khai
sinh; nop phi cp ban sao Gidy khai sinh néu c6 yéu cau cip ban sao Giay khai
sinh.

- Néu lya chon hinh thirc nop hd so tryc tuyén, nguoi ¢ yéu cau ding ky
lai khai sinh truy cap Céng dich vu cdng qudc gia hodc Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé thdng, xac dinh dung Uy ban nhan dan cap xa co
tham quyén.

Ngudoi c6 yéu cau dang ky lai khai sinh truc tuyén cung cap thdng tin theo
biéu mau dién tr twong tac dang ky lai khai sinh (cung cap trén Cong dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy
dinh; nop phi, & phi théng qua chirc ning thanh toan truc tuyén hoac bang cach
thire khac theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop hd SO day dua, hop 1€ thi tlep nhan hé so, c6 Phiéu hen, tra
két qua cho ngudi co yéu cau (neu ngudi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong cho nguoi c6 yéu cau (neu nguoi €O yéu
cau lya chon hinh thitc nop hd so truc tuyén), déng thoi chuyén hd so dé cong
chuc lam cbng tac ho tich xur ly.

- Sau khi tiép nhan ho so theo hinh thtc nop tryc tiép, can bo tiép nhan
hd so tai Bo phan mét cira thuc hién sd hda (sao chup, chuyén thanh tai liéu
dién tir trén hé thdng thdng tin, co so dit lidu) va ky sé vao tai lidu, ho so giai
quyét thi tuc hanh chinh di dugc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi co thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy t, ndi dung can bo sung dé
ngudi ¢ yéu cau bd sung, hoan thién. Sau khi hd so duoc bd sung, thuc hién lai
buoe (i):

(iii) Néu nguoi c6 yéu cau dang ky lai khai sinh khéng bo sung, hoan
thién duoc hd so thi bao cao Truéng b phan tiép nhan ho so co vin ban tir chdi
giai quyét yéu cau ding ky lai khai sinh.

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh thong nhat, hop
I¢ cua cac thong tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoac dinh kém).
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~ + Truong hop ho so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so t6i Bo phan mot cura dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuc 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cua dé tra cho
ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc nép hd so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu di¢n tar hoac gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lva
chon hinh thic nop hd so truc tuyén).

Truong hop viéc dang ky lai khai sinh duoc thuc hién tai Uy ban nhan
dan cap xa khdng phai noi dang ky khai sinh trudc day thi cong chiic tu phép -
ho tich béo cao Chu tich Uy ban nhan dan cip xi c6 vin ban dé nghi Uy ban
nhan dan cp xi noi dang ky khai sinh trudce day kiém tra, xac minh vé viéc luu
giit s6 hé tich.

Sau khi nhan dugc vin ban dé nghi, Uy ban nhan déan noi da dang ky khai
sinh trudc day tién hanh kiém tra, x4c minh va tra 1i bang van ban vé viéc con
lwu gitt hodc khéng luu gitt dugc s6 ho tich.

Truong hop gidy to cta ngudi yéu cau diang ky lai khai sinh khdng c6
théng tin ching minh quan hé cha, me, con thi co quan dang ky ho tich ¢6 van
ban dé nghi co quan cong an c¢6 tham quyén xac minh. Truong hop co quan
cong an tra loi khong cé thong tin thi co quan dang ky ho tich cho nguoi yéu
cau dang ky lai khai sinh lap van ban cam doan vé thong tin cua cha, me va xac
dinh noi dung khai sinh theo van ban cam doan.

Sau khi nhan duoc két qua xac minh vé viéc khong con luu giir duoc S6
hé tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay ké tr ngay guri
van ban y8u cau xac minh ma khéng nhan duogc van ban tra 161, néu thay viéc
dang ky lai khai sinh chinh xac, ding quy dinh phap luat, ho so day du, hop I¢,
dung quy dinh, truong hop tiép nhan hd so dang ky lai khai sinh theo hinh thiic
truc tiép, thi céng chire tu phap - ho tich thuc hién viéc ghi vao So6 dang ky khai
sinh, cap nhat thong tin dang ky lai khai sinh va lyu chinh thtc trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Truong hop tiép nhan ho so ding ky lai khai sinh theo hinh thuc tryc tuyen,
cong chuce tu phap - ho tich gui lai biéu mau Giay khai sinh di¢n tir vi thong tin
day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xac, day du cua céc
thong tin trén biéu mau Giay khai sinh dién tur va xac nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da théng nhat, day du hodc
khong cé phan hoi sau thoi han yéu cau thi cong chic tu phap - ho tich thuc
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hién viéc ghi noi dung vao Sé dang ky khai sinh, cap nhat thong tin dang ky khai
sinh va Iuu chinh thirc trén Phan mém dang ky, quan ly hé tich dién tir dung chung.

- Cong chirc tu phép - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,
chuyén toi Bo phan mot cira dé tra két qua cho ngudi c6 yéu cau.

- Nguoi ¢6 yéu cau dang ky lai khai sinh k[em tra théng tin trén Gidy khai
sinh, trong So6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay
khai sinh.

b) Cach thic thuc hién:

Ngudi c6 yéu cau dang ky lai khai sinh tryc tiép thuc hién hodc uy quyén
cho nguodi khac thuc hién viéc dang ky lai khai sinh tai Bo phan mét ctra cua
UBND cép x4 hodc giri hd so qua hé théng buu chinh hodc nop hd so truc tuyén
trén Cong dich vu cong qudc gia (https:/dichvucong.gov.vn) hodc Céng dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan cia nguoi
yéu cau ve viéc da ndp du cac giay to hién co (néu nguoi 6 yéu cau lua chon nop
ho so theo hinh thirc truc tiep);

- Biéu mau dién tir tuong tac dang ky lai khai sinh, trong d6 c6 cam doan
cac thoéng tin cung cap 1a ding sy that, khdng con ban chinh Giay khai sinh, da
nop di cAc giay to hién cd va chiu hoan toan trach nhiém trudc phap ludt vé noi
dung cam doan cua minh (do ngudi yéu Cau cung cap thong tin theo hudng dan
trén Cong dich vu cong néu ngudi c6 yéu cau lua chon nop ho so theo hinh thic
truc tuyén).

- Nguoi cé yéu 9§1u dang ky lai khai sinh thuc hién Viéc,ncf)p/xuét trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac giay to
Sau.

* Gidy to phai nop:
- Ban sao toan bd ho so, gidy to cia nguoi yéu cau hodc hd 50, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gdom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén cta Viét Nam cap
hop 1€ (ban sao dugc ching thyc tir ban chinh, ban sao duoc cép tir SO dang ky
khai sinh); Ban chinh hodc ban sao gidy to c6 gia tri thay the Giay khai sinh
duoc cap trude nim 1945 ¢ mién Bic va trude nim 1975 & mién Nam.

+ Truong hop nguoi yéu cau khoéng co glay to' néu trén thi phai np ban
sao gidy to do co quan, to chirc c6 tham quyén cua Viét Nam cap hop 1€ nhu:
Glay ching minh nhan dan, The can cude cong dan hodc HO chiéu; S6 ho khau,
S6 tam tra, gidy to ching minh vé noi cu tri; Bang tot nghiép, Glay ching
nhén, Chung chi, Hoc ba, hd so hoc tap do co quan co thAm quyén cap hodc xac
nhan; gidy to khac c6 thong tin vé ho, chir dém, tén, ngay, thang, ndm sinh cua
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ca nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp day du ban sao cac
gidy to néu trén (n€u co) va phai cam doan da ndp du cac giay to minh co; chiu
trach nhi€ém, hé qua cta viéc cam doan khong ding su that.

- Truong hop ngudi yéu cau ding ky lai khai sinh 13 can bd, cong chic,
vién chutrc, ngudi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac
nhan cua Thu trudéng co quan, don vi vé viée nhitng ndi dung khai sinh cua
nguoi do gém ho, chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quéc
tich; qué quan; quan hé cha - con, m¢ - con phu hop véi hd so do co quan, don
vi dang quan ly.

- Vin ban 0y quyén theo quy dinh cua phap luat trong trudong hop uy
quyén thyc hién viéc dang ky lai khai sinh. Truong hop nguoi duoc iy quyén la
ong, ba, cha, me, con, vg, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin
ban ty quyén khong phai ching thuec.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé can cudc cong dan hoac
cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cp,
con gia tri sitr dung dé ching minh vé nhan than cia nguoi c¢6 yéu cau diang ky
lai khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi khong phai
xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢é gid tri chitng minh théng tin vé cu trii trong truong hop co
quan dang ky hé tich khéng thé khai thic dwoc théng tin vé noi cw trii ciia cong
din theo cdc phwong thirc quy dinh tai khoin 2 Diéu 14 Nghi dinh Sd
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cdc thong tin vé
gidy to chu’ng minh noti cu tri da dwgc khai thac tir Co so di lieu quoc gia vé din

cw bang cdc phuong thirc nay thi nguoi co yéu cau khong phdi xudt trinh (theo
hinh thirc tryec tiép) hodc tai lén (theo hinh thirc tryc tuyén),

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao cO ching thuc céc giay to phai xuat trinh néu trén.

* Luuy

- Pbi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc ti€p:

+ Pbi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan cé trach
nhi¢m ki€m tra, doi chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong
tin dé luu trong ho so va tra lai cho nguot xuat trinh, khong dugc yéu cau nop
ban sao hodc ban chyp giay to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc tir ban
chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup kém theo ban chinh gidy
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td dé ddi chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy td thi ngudi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, du hd so ding ky ho
tich theo quy dinh ctia phap luét ho tich, khéng duoc yéu cau ngudi ding ky ho
tich ndp thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

- Dbi véi gidy to gui kém theo néu nguoi yéu cau ndp hd so theo hinh
thire truc tuyén:

+ Ban chup cac glay to gui kém theo hé so ding ky lai khai sinh truc tuyén
phai bao dam o nét, day du, toan ven vé ndi dung, 14 ban chup bang may anh, dién
thoai hodc dugc chup, duge quet bang thiét bi dién ti, tir gidy to dugc cap hop ¢,
con gia tri st dung; néu 1a gidy to do co quan co thAm quyén nudc ngoai cap thi
phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duoc mién hop phap hoa 1anh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky lai khai sinh
truc tuyén da co6 ban sao dién tir hoac da c6 ban dién tir giéy to ho tich thi nguoi
yéu cau duoc sir dung ban dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giay khai sinh/ban sao
Giay khai sinh), ngudi ¢6 yéu cau dang ky lai khai sinh phai xuét trinh giay to tuy
than, nop cac gidy to 1a thanh phan ho so dang ky lai khai sinh theo quy dinh phép
luat ho tich.

~ Truong hop nguoi c6 yéu cau dang ky lai khai sinh khong cung cap dugc
gidy to néu trén theo quy dinh hodc giay tc‘j nop, )guét trinh bi tﬁy x0a, stra chira,
lam gia thi co quan dang ky ho tich c6 tham quyén huy bo két qua dang ky lai
khai sinh.

- Truong hop cho phep nguoi yéu cau dang ky ho tich lap van ban cam doan
vé ndi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich &
cho nguoi 1ap van ban cam doan vé trach nhiém, hé qua phap 1y cia viéc cam doan
khong dung su that.

Co quan dang ky h tich tur chéi giai quyét hodc dé nghi co quan c6 tham
quyén hay bo két qua dang ky ho tich, néu ¢ co sé xac dinh ndi dung cam doan
khong dung su that.

d) S6 lrgng ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thot han giai quyéet khong qua 25 ngay.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co quan thuc hiégn tha tyc hanh chinh: Co quan quan ly
CSDLQGVDC; Uy ban nhan dan cap xa noi nguoi yéu cau dang ky lai khai
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sinh da dang ky khai sinh trude day trong truong hop thuc hién dang ky lai khai
sinh tai Uy ban nhan dan cép xa noi thuong tri; Co quan coéng an c6 tham
quyén.

h) Co' quan phoi hop: Uy ban nhan dan cap xa noi ngudi yéu cau dang ky
lai khai sinh da dang ky khai sinh trudc day trong trueong hop thuc hién dang ky lai
khai sinh tai Uy ban nhan dan cap xa noi thuong tri.

i) Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh); ban
sao Giay khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

K) Lé phi:

- 5000 dong/lan.

- Mién I8¢ phi cho nguoi thugc gia dinh c6 cong vai cach mang; nguoi thuoc
ho nghéo; nguoi khuyeét tat.

- Phi c4p ban sao Gidy khai sinh (néu c6 yéu cau): 8.000d6ng/ban sao.

) Mau don, miu to khai:

To khai dang ky lai khai sinh

+ To khai dang ky lai khai sinh (néu nop hé so theo hinh thirc truc tiép);

+ Biéu mau dién tir twrong tac dang ky lai khai sinh (néu nop ho so theo
hinh thuc truc tuyen).

m) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

- Viéc khai sinh dé dugc dang ky tai co quan co tham quyén cia Vigt
Nam trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay
khai sinh déu bi mat.

- Ngudi ¢6 yéu cau con sdng tai thoi diém yéu cau ding ky lai.

n) Can cu phap ly:

- Luat Ho tich nam 2014;

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

chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé
Co sd dir lieu ho tich dién th, dang ky ho tich truc tuyeén;

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 cia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc nép, xuat trinh sé hg
khdu, sé tam tria gidgy khi theec hién thii tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 caa Chinh pht quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;
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- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 cia Bé Tu phap quy
dinh chi tiét mot sé didu va bién phap thi hanh Nghi dinh sé 87/2020/ND-
CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co so dit liéu ho tich dién ti,
dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mirc thu, ché @6 thu, ndp, quan Iy va str dung phi khai thac, sir dung théng tin
trong co s& dit liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan 1a
ngudi gbc Viét Nam, [é phi qudc tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va Ié phi thuoc thim quyén quyét dinh cia Hoi ddng nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sia
ddi, bd sung mot sé diéu caa Théng tu sb 85/2019/TT-BTC ngay 29/11/2019
cua Bo Tai chinh hudng din vé phi va 1& phi thuoc tham quyén quyét dinh cua
Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi ddng nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, I¢ phi trén dia ban tinh Hai Duong.
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14. Thia tuc ding ky khai sinh cho nguoi di ¢6 hd so, gidy toé ca nhan
a) Trinh tw thuc hién

- Néu lya chon hinh thiic ndp hé so truc tiép, nguoi ¢ yéu cau dang ky khai
sinh nop ho so dang ky khai sinh tai Bo phan mot cira cia UBND cAp xa ¢6 tham
quyen nop 1€ phi néu thudc truong hop phai nop 1€ phi déng ky khai sinh; nop phi
cap ban sao Gidy khai sinh néu c6 yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢ yéu cau ding ky
khai sinh truy cap Cdng dich vu céng quéc gia hoac Céng dich vu cong cap
tinh, dang ky tai khoan (néu chua co6 tai khoan), xac thuc nguoi ding theo
hudng dan dang nhap vao hé théng, xac dinh ding Uy ban nhan dan cap x& c6
tham quyén.

Nguoi ¢6 yéu cau ding ky khai sinh truc tuyén cung cap thdng tin theo
biéu mau dién tir twong tac dang ky khai sinh (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién ti cac gidy to, tai liéu theo quy dinh; nop
phi, 1& phi théng qua chirc nang thanh toan truc tuyén hoic bang cach thirc khac
theo quy dinh phap luat, hoan tat viéc nop hé so.

- Cén bo tiép nhan hd so tai Bo phan mot cira ¢d trach nhiém kiém tra
tinh chinh xac, day du, thong nhat, hop 1€ cia ho so.

(i) Truong hop hd SO day dua, hop 1€ thi tlep nhan hé so, c6 Phiéu hen, tra
két qua cho ngudi co yéu cau (neu ngudi co yéu cau lya chon hinh thic nop ho so
truc tiép) hodc giri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong cho ngudi co yéu cau (neu ngudi o yéu
cau lya chon hinh thitcc nop ho so truc tuyén), dong thoi chuyén ho so dé cong
chuc lam cbng tac ho tich xur ly.

- Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién sé hda (sao chup, chuyén thanh tai lidu dién tu
trén hé thong thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi c6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, ndi dung can bo sung dé
ngudi ¢4 yéu cau bod sung, hoan thién. Sau khi hd so dugc b sung, thuc hién lai
budc (i);

(iii) Truong hop nguoi c6 yéu cau dang ky khai sinh khong bé sung, hoan
thién duoc hd so thi bao cao Truéng bo phan mot ctra c6 théng béo tir chéi giai
quyét yéu cau diang ky khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop
I¢ cua cac thong tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoac dinh kém).
+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
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quyet phai tur chdi thi gui thdong béo vé tinh trang hd so t6i Bo phan tiép nhan
hd so dé thong bao cho ngudi nop hd so — thue hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qud, trong do néu rd 1y do chdm
tra két qUa va thoi gian hen tra két qua, chuyén Bo phan mot cta dé tra cho
ngudi cO yéu cau (neu ngu’ol c6 yéu cau lya chon hinh thic nop hé so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu di¢n tar hoac gui tin
nhin qua dién thoai di dong cho ngudi €O yéu cau (néu ngudi c6 yéu cau lya
chon hinh thic nop hd so truc tuyén).

Trong truong hop can thiét, cdng chirc tu phéap - ho tich béo céo Chu tich
Uy ban nhan dan cap xi c6 van ban dé nghi Uy ban nhan dan cép x4 noi cu tra
trude ddy clia ngudi Yeu cau ding ky khai sinh dé kiém tra, xac minh vé viéc
dang ky khai sinh va viéc luu giir s6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cap xa noi ngu0’|
yéu ciu ding ky khai sinh cu tr tru6e day tién hanh kiém tra, x4c minh va tra
|61 bang van ban vé viéc nguoi yéu cau di duoc dang ky khai sinh hay chua
duoc ding ky khai sinh; viéc con luu gitt hodc khong luu gilt dugc s6 ho tich.

Truong hop gidy to cia ngudi yéu cau dang ky khai sinh khong c6 thong
tin ching minh quan hé cha, me, con thi co quan diang ky ho tich ¢6 vin ban dé
nghi co quan cong an ¢ tham quyén xac minh. Truong hop co quan cong an tra
loi khong c6 thong tin thi co quan dang ky ho tich cho ngudi yéu cau diang ky
khai sinh lap van ban cam doan vé thdng tin caa cha, me va xac dinh ndi dung
khai sinh theo van ban cam doan.

+ Sau khi nhan dugc két qua xac minh hogc sau thoi han 20 ngay ke tir ngay
gui van ban yéu cau xac minh ma khdng nhén dugc van ban tra loi, néu thay ho so
day du, hop I¢, dung quy dinh, trudng hop tiép nhan ho so dang ky khai sinh theo
hinh thac truc tiép, thi cdng chie tu phap - ho tich thuc hién viéc ghi vao So6 dang
Ky khai sinh, cap nhat thong tin dang ky khai sinh va luu chinh thic trén Phan
mém dang ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky khai sinh theo hinh thic tryc tuyen,
cong chuce tu phap - ho tich gui lai biéu mau Giay khai sinh di¢n tir vi thong tin
day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu Cﬁti co trach nhiém Kiém tra tinh chinh X4c, day du cua cac
thong tin trén biéu mau Giay khai sinh dién tir va Xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin di théng nhat, day du hoic
khong co phan hoi sau thoi han yéu cau thi cong chirc tu phap - ho tich thuc
hién viéc ghi noi dung vao So6 dang ky khai sinh, cap nhat thong tin dang ky khai
sinh va luu chinh thirc trén Phan mém dang ky, quan ly h tich dién tir dung chung.

- Cong chirc tu phép - ho tich in Gidy khai sinh, trinh Lanh dao UBND ky,
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chuyén toi Bo phan mot cira dé tra két qua cho ngudi ¢ yéu cau.

- Nguoi ¢ yéu cau ding ky khai sinh kiém tra thong tin trén Giay khai sinh,
trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Gidy khai
sinh.

b) Céch thwrc thuc hién:

Ngudi c6 yéu cau ding ky khai sinh truc tiép thuc hién hodc uy quyen
cho nguoi khac thyuc hién nop hd so truc tiép tai Bo phén mot cra cia UBND cép
xa hodc giri hd so qua hé thong buu chinh hodc ndp hd so truc tuyén trén Cong
dich vu cong qudc gia (https:/dichvucong.gov.vn) hodic Cong dich vu cong tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- T& khai déng ky khai sinh theo mau (néu ngudi ¢4 yéu cau lya chon nop
ho so theo hinh thic truc tuyen);

- Biéu mau dién tu tuong tac dang ky khai sinh (do nguoi yéu Cau cung
cap thong tin theo hudng dan trén Cong dich vu c6ng néu nguoi ¢ yéu cau lya
chon nop hé so theo hinh thirc truc tuyén).

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

* Gidy to phdi ngp:
- Vin ban cam doan ciia nguoi yéu cau vé viée chua duogc dang ky khai
sinh.

- Ban sao toan bo héo SO, glay to cua ngum yéu cau hodc ho SO, glay to,
tai liéu khac trong do c6 théng tin lién quan dén néi dung khai sinh, gom Gidy
chirng minh nhan dan, Thé can cuoc cong dan hodc Ho chiéu; gidy to ching
minh vé noi cw trii; Bang 1ot nghiép, Glay chimg nhan, Ching chi, Hoc ba, Ho
so hoc tdp do co quan co tham quyén cdp hodc xdc nhdn; gidy to khdc c6 théng
tin vé ho, chir dém, tén, ngay, thang, nam sinh cia cd nhan.

Nguoi yéu cau dang ky khai sinh c6 trdch nhi€ém ndp day du ban sao cac
gidy to néu trén (né€u co) va phai cam doan da ndp du cac gidy to minh c6; chiu
trach nhiém, hé qua cta viéc cam doan khong ding sy that.

- Trudng hop nguoi yéu cau dang ky khai sinh 1a can bg, cong chire, vién
chuc, nguoi dang cong tac trong luc lugng vii trang thi phdi cé van ban xac
nhan cua Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh cua
nguoi do gém ho, chir dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; 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 cua phap luat trong trudng hop uy
quyén thyc hién viéc ding ky khai sinh. Truong hop nguoi duge uy quyén la

ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi ty quyén thi vin
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ban ty quyén khong phai chimg thue.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong dan hodc
cac gidy to khac c6 dan anh va thong tin ca nhén do co quan co6 tham quyen cép,
con gia tri st dung dé ching minh vé nhan than cua nguoi co yeu cau dang ky
khai sinh. Truong hop céac thong tin cd nhén trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, duogc hé thong dién tuy dong thi khong phai tai 1én
(theo hinh thirc truc tuyén);

- Gidy to c6 gia tri chizng minh thdng tin vé cu trii trong truong hop co
quan ding ky hé tich khéng thé khai thic dwoc thong tin vé noi cw trii cua
cong dan theo cac phwong thire quy dinh tai khodn 2 biéu 14 Nghj dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thong tin
Ve gidy to chiing minh noi cu trii da dwoc khai thac tir Co so dit ligu quoc gia
Vé din cw bdng cdc phwong thirc nay thi nguoi €6 yéu cau khong phdi xudat
trinh (theo hinh théc tryc tiép) hodc tdi 18n (theo hinh thic tryc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo ban
sao ¢6 chirng thuc cc gidy to phai xuét trinh néu trén.

*Luuy

- D061 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp hod so theo hinh
thire truc ti€p:

+ Nguoi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
xuat trinh, khong duoc yéu cau ndp ban sao hodc ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban
chinh hodc ban sao dugc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to ’de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy to thi nguoi tiép nhan co trach nhiém kiém tra, doi chiéu ban chyp voi ban
chinh va ky xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

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

- béi VOl gidy to gui kém theo néu nguoi yéu cau ndp ho so theo hinh
thirc truc tuyén:

+ Ban chup cac gidy to gui kem theo h6 so dang ky khai sinh truc tuyén
phai bao dam rd nét, day du, toan ven vé nodi dung, 1a ban chup bing may anh, dién
thoai hodc duoc chup, dugce quét bang thiét bi dién tir, tir gidy t& duge cap hop 18,
con gia tri st dung.

+ Truong hop gidy to, tai liéu phai gii kém trong hd so dang ky khai sinh
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truc tgyé'n da co ban sao dién tir hoac da co ban dién tir giéy to ho tich thi nguoi
yéu cau dugc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhén két qua (Glay khai sinh/ban sao
Gidy khai sinh), nguoi ¢ yéu cau dang ky khai sinh phai xuit trinh gidy to tuy

than, ndp cac gidy to 1a thanh phan hd so ding ky khai sinh theo quy dinh phap
luat ho tich.

- Gidy to qdo co quan c6 tham quyén ciia nudc ngoai cdp, cong ching
hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop

phap hoa lanh su theo quy dinh cua phap luat, trir truong hop dugce mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Truong hop nguoi yéu cau dang ky khai sinh khong cung cap duoc gidy
t& néu trén theo quy dinh hodc gidy to nop, Xuat trinh b1 tay x0a, stra chita, lam

gia thi co quan ding ky ho tich c¢6 tham quyén huy bo két qua ding ky khai
sinh.

- Truong hop cho phep ngudi yéu cau dang ky ho tich 1ap van ban cam doan
vé ndi dung yéu cau ding ky ho tich thi co quan dang ky ho tich phai giai thich &
cho nguoi 1ap vin ban cam doan vé trach nhiém, hé qua phap 1y cta viéc cam doan
khong ding sy that.

_Co quan dang ky ho tich tur chéi giai quyét hodc dé nghi co quan c6 thim
quyén huy bo két qua dang ky ho tich, néu c¢6 co s¢ xac dinh ndi dung cam doan
khong ding sy that.

d) S6 lwong hé so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thoi han giai quyéet khéng qua 25 ngay.

e) P6i twong thuc hién thi tuc hanh chinh: Ca nhan

g) Co' quan thyuc hién thii tuc hanh chinh: Uy ban nhan dan cip xa noi
nguol Yeu cau cu tra.

h) Co quan phi hgp: Co quan quan ly CSDLQGVDC, Uy ban nhan dan

cap xa noi ngufol y&u cdu dang ky khai sinh cu tri trude day; Co quan coéng an
c6 tham quyén.

i) Két qua thuc hién thi tuc hanh chinh: Giéy,khai sinh (ban chinh), ban
sao Giay khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

k) Lé phi:

- 5000 dong/lan. Mién 1¢ phi cho ngudi thudc gia dinh c6 cong véi cach
mang; ngudi thudc ho ngheo; nguoi khuyet tat.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000dong/ban sao.
) Mau don, miu to khai:
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+ To khai dang ky khai sinh (néu nop hd so theo hinh thic truc tiép);

+ Bieu mau dién tir twong tac ding ky khai sinh (néu ngp ho so theo hinh
thurc truc tuyen).

m) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

Cong dan Viét Nam cu tru trong nudc, sinh trude ngay 01/01/2016, chua
duogc dang ky khai sinh, co h6 s0, gidy to ca nhan (ban chinh hodc ban sao dugc
ching thyc hop 1¢) nhu: glay to tuy than; S6 ho khau S6 tam tra; gidy to khac
do co quan nha nude c6 thim quyén cua Viét Nam cép.

n) Can cir phap ly:
- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh ve
Co s¢ dir licu ho tich dién t, dang ky ho tich truc tuyen;

- Nghi dinh §é’ 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu sia gz‘éi,
bo sung mgt so dz’é,u cua cac nghi dinh lién quan den viéc nop, xuat trinh soé ho
khau, sé tam tra giay khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

- Théng tu s 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 caa Chinh phi quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cia Bé Tu phép quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-
CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co so dit liéu ho tich dién ti,
dang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché @6 thu, nop, quan Iy va sir dung phi khai théc, st dung théng tin
trong co s& dir liéu ho tich, phi xac nhan ¢ québc tich Viét Nam, phi xac nhan Ia
ngudi gbc Viét Nam, [é phi qudc tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh huéng
dan vé phi va 1 phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sia
d6i, bd sung mot s6 diéu caa Thong tu sb 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh huéng dan vé phi va Ié phi thugc tham quyén quyét dinh cua
Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan Iy va st
dung phi, 1€ phi trén dia ban tinh Hai Duong
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15. Thi tuc diing ky lai két hon
a) Trinh tw thuc hién

- Néu lya chon hinh thic nop ho so truc tiép, nguoi c6 yéu cau dang ky lai
ké} hon nop ho so dang ky lai két hon tai B6 phan mot cira cuia UBND cap xa co
tham quyen; nop 1€ phi néu thudc truong hop phai nop 1€ phi dang ky lai két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi ¢ yéu cau ding ky
lai két hon truy cap Cong dich vu cdng qudc gia hodc Cong dich vu cong cap
tinh, dang ky tai khoan (néu chua co6 tai khoan), xac thuc nguoi ding theo
huéng dan, dang nhap vao hé théng, xac dinh ding Uy ban nhan dan cap xa co
tham quyén.

Nguoi ¢6 yéu cau ding ky lai két hon truc tuyén cung cap thdng tin theo
biéu miu dién tir twong tac ding ky lai két hon (cung cap trén Céng dich vu
cong), dinh kém ban chup hoic ban sao dién tir céc gidy to, tai liéu theo quy
dinh; nop phi, 1& phi théng qua chirc ning thanh toan truc tuyén hoic bang cach
thire khac theo quy dinh phap luat, hoan tat viéc nop hé so.

- Can b tiép nhan ho so tai B phan mot cira c6 trach nhiém kicm tra
tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop ho SO day dua, hop I¢ thi tlep nhan ho so, ¢6 Phiéu hen, tra
két qua cho ngudi co yéu cau (neu ngudi c6 yéu cau lya chon hinh thic nop ho so
truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi co yéu
cau lya chon hinh thitcc nop ho so truc tuyén), dong thoi chuyén ho so dé cong
chuc lam cong tac ho tich xu ly.

- Sau khi tiép nhan ho so theo hinh thirc ndp tryc tiép, can bo tiép nhan
ho so tai Bo phar] mot cira thuc hién so6 hda (sao chup, chuyén thanh tai liu
dién tu trén hé thong thong tin, co SO dir liéu) va ky so vao tai liéu, ho so giai
quyet thu tuc hanh chinh da dugc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop ¢ thi c6 thong bao cho ngudi yéu
cau bo sung, hpan :[hién ho so, néu ro loai giﬁy to, noi dqng can bo sung dé
ngudi ¢O yéu cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai
budac (i);

(iii) Néu nguoi ¢6 yéu cau dang ky lai két hon khdng bo sung, hoan thién
dugc ho so thi bao céo Trudng bo phan tiep nhan ho so ¢6 van ban tir choi giai
quyet yéu cau dang ky lai ket hon.

- Cong chire tu phap - ho tich tham tra ho so (tham tra tinh théng nhat, hop
I¢ cta cac thdng tin trong ho so, giay to, tai liéu do nguoi yéu cau nop, xuat trinh
hoac dinh kém).

~ + Truong hop hd so can bo sung, hoan thién hodc khong du dieu kién giai
quyet, phai tir choi thi gui théng bao vé tinh trang ho so tgi Bo phan mot cira dé
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thong bao cho ngudi nop hd so — thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chire 1am cong tac
ho tich 1ap Phiéu xin 18i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cuia dé tra cho
ngudi ¢6 yéu cau (néu ngudi ¢6 yéu cau lya chon hinh thirc nép hd so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu di¢n tar hoac gui tin
nhin qua dién thoai di dong cho ngudi €O yéu cau (néu ngudi c6 yéu cau lya
chon hinh thic nop hd so truc tuyén).

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap
x& khdng phai noi da dang ky két hon trude day thi cong chic tu phéap - ho tich
bdo cdo Chu tich Uy ban nhan dan c6 van ban dé nghi Uy ban nhan dan noi
dang ky két hon trude day kiém tra, Xa¢ minh vé viéc luu gitt s6 ho tich tai dia
phuong.

Sau khi nhan duge van ban dé nghi, Uy ban nhén dan noi da dang ky két
hén trude day tién hanh kiém tra, xac minh va tra 16i bang van ban vé viéc con
lru giir hodc khong luu giit dugce S6 ho tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu giit duoc S6
ho tich tai noi da dang ky két hon hoac sau thoi han 20 ngay ké tir ngay guri van
ban yéu cau xac minh ma khéng nhan dugc vin ban tra loi, néu thay ho so day du,
hop 18, diing quy dinh, truong hop tiép nhan ho so ding ky lai két hon theo hinh
thirc tryuc tiép, thi cong chirc tu phép - ho tich thuc hién viéc ghi vao So6 diang ky
két hon, cap nhat thong tin dang ky lai két hon va luu chinh thirc trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Truong hop tiép nhan ho so dang ky lai ket hdn theo hinh thic truc tuyen,
cong chire tu phap - ho tich gui lai bieu mau Giay chiing nhan két hon dién ti vei
thong tin day du cho nguoi Yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh x4c, diy du cta cac
thdng tin trén biéu mau Gidy ching nhan két hén dién tir va xac nhan (t6i da mot
ngay).

Néu nguoi ¢d yéu cau xac nhan thong tin da thong nhat, day du hoic
khdng ¢ phan hdi sau thoi han yéu cau thi cdng chirc tu phéap - hé tich thuc hién
viéc ghi vao So dang ky két hon, cap nhat thong tin dang ky lai két hon va luu
chinh thtc trén Phan mém ding ky, quan Iy ho tich dién tar ding chung.

- Cong chirc tu phap - ho tich in Gidy chang nhan két hén, trinh Lanh dao
UBND ky, chuyén tgi Bo phan mot ctra dé tra két qua cho ngudi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nix phai c6 mat, xuat
trinh gidy to tuy than dé ddi chiéu) kiém tra théng tin trén Gidy ching nhan két
hon, trong S6 diang ky két hon, va ky tén vao S6 dang ky két hon, ky tén vao Gidy
ching nhan két hon, mdi bén nam, nit nhan 01 ban chinh Gidy chiing nhan két
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hon.
b) Cach thic thuc hién:

Nguoi co yéu cau dang ky lai két hon thue hién nop ho so truc tiép tai BO
phan mét ctra cia UBND cép xa hodc nop hd so truc tuyén trén Céng dich vu cong
qubc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn) (bén nam hoic bén nit c¢6 thé ndp hd so
ma khéng can c6 van ban iy quyén ciia bén con lai).

¢) Thanh phén hé so:

- To khai dang ky lai két hdn theo miu (néu nguoi ¢ yéu cau lya chon nop
ho so theo hinh thuc truc tiep);

- Biéu mau dién tu trong tac dang ky lai két hon, trong d6 co6 cam doan
cac thdng tin cung céap 1a dung sy that, khéng con ban chinh Gidy ching nhan
két hon, da ndp du cac giay to hign c6 va chiu hoan toan tréach nhiém truéc phap
luat vé noi dung cam doan cua minh (do ngum yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu c¢6ng néu ngudi c6 yéu cau lua chon nop hd so theo
hinh thuc truc tuyén).

- Nguoi ¢6 yéu cau dang Ky lai két hon thuc hién viée nop/xuat trinh (theo
hinh thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Ban sao Gidy chang nhan két hon duoc cap trude day. Néu khong co
ban sao Giay ching nhéan ket hon thi nop ban sao ho so, giay to ca nhan co cac
thong tin lién quan dén ndi dung dang ky ket hon.

* Giay to phai xuat trinh:

- Ho chiéu hodc Chimg 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 co thAm quyen cp,
con gia tri str dung dé ching minh vé nhén than cta ca hai bén ¢ yéu cau dang
ky lai két hon. Truong hop cac théng tin c4 nhan trong cac gidy tO nay da co

trong CSDLQGVDC, CSDLHTDT, duoc hé thong dién ty dong thi khong phai
xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thire truc tuyén);

- Gidy to chitng minh noi cuw trii dé xdc dinh tham quyén (néu viéc dang
ky lai két hén thwe hién tai Uy ban nhédn ddn cdp xa khéng phdi la noi dang ky
két hon truée ddy) trong truong hop co quan dang ky ho tich khéng thé khai
thac dwoc thong tin vé noi cir trii cua cong dan theo cac phwong thirc quy
dinh tai khoan 2 Piéu 14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua
Chinh phu. Truong hop cdc thong tin vé glay to: ching minh noi cw tri da
dwoc khai thac tiw Co so dir liéu quoc gia vé ddin cu bang cdc phwong thirc
nay thi nguoi cé yéu cau khong phai xudt trinh (theo hinh thirc truec tiép) hodc
tdi lén (theo hinh thirc truc tuyén).

*Luuy
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- D61 voi giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thirc truc ti€p:

+ Pbi voi giéy t& xuat trinh khi ding ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, d6i chiéu v6i thong tin trong to khai, chup lai hodc ghi lai thong
tin dé luu trong hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kem theo ban chinh gidy
to de d6i chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh
gidy t& thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban
chinh va ky xac nhan, khong dugc yéu cau nguoi di ding ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so dang ky ho
tich theo quy dinh ctia phap luét ho tich, khéng duoc yéu cau ngudi dang ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Ddi véi gidy to gui kém theo néu nguoi yéu cau ndp hd so theo hinh
thire tryc tuyén:

+ Ban chup cac gidy to gui kem theo ho so dang ky lai két hon truc tuyén
phai bao dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, duge quet bang thiét bi dién t, tir gidy to dugc cap hop I¢,
con gia tri sir dung; néu 1a gidy to do co quan co tham quyén nudc ngoai cap thi
phai duoc hop phap hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duogc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gii kém trong hod so dang ky lai két hon
truc myén da co ban sao dién tir hoac da c6 ban dién tir giéy to ho tich thi nguoi
yéu cau duogc st dung ban dién tir ndy.

+ Khi den co quan dang ky ho tich nhan két qua (Giay chiing nhan ket hon),

nguoi co Yéu cau dang ky lai két hdn xuat trinh gidy to tuy than, nop cac gidy to 1a
thanh phan hd so dang ky lai két hén theo quy dinh phép luat ho tich.

Truong hop nguoi yéu cau dang ky lai ket hon khong cung cap duoc gidy
to néu trén quy dinh hoac giay to nop, xuat trinh bi ty x6a, stra chira, lam gia
thi co quan dang ky ho tich co tham quyén huay bo két qua dang ky lai két hon.

d) S6 lwrgng ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi
thot han giai quyéet khong qua 25 ngay.

e) Pdi twong thuc hién thi tuc hanh chinh: C4 nhan

g) Co quan thyc hi¢n tha tuc hanh chinh: Uy ban nhan dan cap x4 noi

da dang ky két hon trude day hoac Uy ban nhan dan cip x4 noi ngudi yéu cau
thuong trd.
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h) Co quan phéi hep: Co quan quan Iy CSDLQGVDC; Uy ban nhan dan
noi dang ky két hon trude day trong truong hop dang ky lal két hon tai Uy ban
nhéan dan cap xa noi nguoi yéu cau thuong tru

i) Két qué thuc hién thia tuc hanh chinh: Gidy ching nhan két hon(ban
chinh), moi bén vg, chong 01 ban.

k) Lé phi: 25.000 dong/lan.

Mién I phi cho nguoi thude gia dinh c6 cong véi cach mang; nguoi thuge
ho nghéo; nguoi khuyeét tat.

) Miu don, mau to khai:

+ To khai dang ky lai két hon (néu ndp hé so theo hinh thic truc tiép);

+ Biéu, mau dién tir trong tac dang ky lai két hén (néu nop hd so theo hinh
thurc truc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

- Viéc két hon da dugce dang ky tai co quan ¢ tham quyen cia Viét Nam
trude ngay 01/01/2016 nhung SO dang ky ket hon va ban chinh Giay chung
nhan két hon déu bi mat;

- Nguoi yéu cau dang ky lai két hon con séng vao thoi diem yéu cau ding
ky lai két hon.

I) Can cw phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh ve
Co sd dir lieu ho tich dién t, dang ky ho tich truc tuyen;

- Nghi dinh so 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu sia d‘di

bo sung mot so dzeu cua cac nghi dinh lién quan dén viéc nop, xuat trinh sé h¢
khdu, s6 tam trd gidgy khi thuc hién thi tuc hanh chinh, cung cdp dich vi cong;

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

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 cua By Tu phap quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh so 87/2020/Nb-
CP ngay 28/7/2020 cua ,Chl'nh pht quy dinh vé Co s¢ dir liéu ho tich dién tu,
dang ky ho tich truc tuyen;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
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dinh muc thu, ché @6 thu, nop, quan Iy va sir dung phi khai thac, sir dung thdng tin
trong co s¢ dit ligu ho tich, phj xac nhan cé quoc tich Viét Nam, phi xac nhan la
nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B Tai chinh huéng
dan ve phi va I¢ phi thuoc tham quyen quyet dinh cia Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
doi, bo sung mot so dicu cia Thong tu so 85/2019/TT-BTC ngay 29/11/2019
cua B Tai chinh huéng dan ve phi va I¢ phi thuge tham quyen quyet dinh cua
Hoi dong nhan dan tinh, thanh pho truc thudc Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do6 thu, nop, quan ly va st
dung phi, 1€ phi trén dia ban tinh Hai Duong
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16. Thua tuc dang Ky lai khai tir
a) Trinh ty thuc hién

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi co yéu cau dang ky lai
khai tir nop hd so dang ky lai khai tu tai Bo phan mot cua cua UBND cap x& co
tham quyen nop 1é phi néu thudce truong hop phai nop I phi dang ky lai khai tu;
nop phi cap ban sao Trich luc khai tir néu c6 yéu cau cap ban sao Trich luc khai tir.

- Néu lya chon hinh thitc nop hod SO truc tuyén, ngudi ¢ yéu cau dang ky
lai khai tir truy cap Cong dich vu ¢6ng quéc gia hoac Cong dich vu cong cap tinh,
dang ky tai khoan (neu chua c6 tai khoan), xac thuc nguoi dung theo huéng dan,
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cip xa c6 tham quyén.

Ngudi c6 yéu cau dang ky lai khai tir truc tuyén cung cap thang tin theo
biéu miu dién tir twong tac dang ky lai khai tir (cung cap trén Cong dich vu cong),
dinh kém ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop
phi, 18 phi théng qua chiic ning thanh toan truc tuyén hoic bang cach thac khac
theo quy dinh phép luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mot ctra ¢6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop 1€ cua ho so.

(1) Truong hop ho SO day du, hop 1€ thi tiép nhan ho so, c6 Phiéu hen, tra két
qua cho nguoi ¢ yéu cau (néu nguoi c6 yéu cau lua chon hinh thic nop ho so truc
tiép) hoic giri ngay Phiéu hen, tra két qua qua thu dién tu hodc guri tin nhan hen
tra két qua qua dién thoai di dong cho nguoi ¢o yéu cau (neu ngudi ¢o yéu cau
lya chon hinh thirc nép hd so truc tuyén), dong thai chuyén hd so dé céng chuc
lam cbng tac ho tich xur ly.

- Sau khi tiép nhan hd so theo hinh thtc nop truc tiép, can bé tiép nhan hd
so tai BO phan mot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién te
trén hé thong thong tin, co so dit liéu) va ky sé vao tai liéu, hd so giai quyét tha
tuc hanh chinh da duoc s hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong béo cho nguoi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bo sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi ho so duoc bo sung, thuc hién lai budc (i);

(iii) Néu nguoi ¢6 yéu cau ding ky lai khai tir khdng bo sung, hoan thign
duoc ho so thi bao cao Truong bo phan tiép nhan ho so ¢6 van ban tir choi giai
quyét yéu cau dang ky lai khai ti.

- Cong chtre tu phép - ho tich tham tra hd so (tham tra tinh thong nhat, hop 1¢
cua cac thdng tin trong hd so, gidy to, tai liéu do nguoi yeu cau ndp, xuat trinh hoic
dinh kém).

~ + Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién giai
quyet, phai tir choi thi gui thong bao ve tinh trang ho so t6i Bo phan mét cwra dé
thong bao cho ngudi nop ho so — thuc hién lai buac (ii) hoac (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan
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khac ma khong thé tra két qua dang thoi gian da hen thi céng chtc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho nguoi
c6 yéu cau (neu nguol cd yéu cau lya chon hinh thic nop hd so truc tlep) hoac
guri Phiéu xin 15i va hen lai ngay tra két qua qua thu di¢n tir hodc gui tin nhin qua
dién thoai di dong cho ngudi ¢d yéu cau (néu ngudi cd yéu cau lya chon hinh
thic nop ho so truc tuyén).

+ Néu thay thdng tin khai tu day du va phu hop, hd so day du, hop 1€, dung
quy dinh, trudng hop tiép nhan hd so dang ky lai khai tir theo hinh thic truc tiép, thi
cong chu:c tu phap - ho tich thuc hién viéc ghi vao S6 dang ky khai ta, cap nhat
thong tin dang ky lai khai ttr va luu chinh thic trén Phan mém dang ky, quan Iy ho
tich dién tur dung chung.

Truong hop tiep nhan ho so dang ky lai khai tir theo hinh thuc truc tuyén,
cong chue tw phép - ho tich gui lai bieu mau Trich luc khai tir dién tur vei thdng tin
day du cho ngudi yéu cau qua thu dién tir hoac thiét bi so.

Ngudi yéu cau co trach nhiém kiém tra tinh chinh x4c, day du cua céac
thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan (t6i da mot ngay).

Néu nguoi ¢6 yéu cau xac nhan thong tin da thong nhat, day du hodc khong
c6 phan hoi sau thoi han yéu cau thi cong chie tu phap - ho tich thuc hién viéc
ghi ndi dung vao So6 dang ky khai tu, cap nhat thong tin déng ky lai khai tu va luu
chinh thurc trén Phan mém dang ky, quan ly ho tich dién tir dung chung.

- Cdng chirc tu phap - ho tich in Trich luc khai tw, trinh Lanh dao UBND ky,
chuyeén téi Bo phan mét cira dé tra két qua cho ngudi cd yéu cau.

- Ngudi ¢6 yéu cau dang ky lai khai tir kiem tra thong tin trén Trich luc khai
ttr, trong SO dang ky khai tir va ky tén vao So6 dang ky khai tir, nhan Trich luc khai ti.

b) Cach thic thuc hién:

Nguoi ¢6 yéu cau dang ky lai khai tir tryc tiép thuc hién hodc iy quyén cho
nguoi khac thuc hién viéc dang ky lai khai tur tai B phdn mot ctra cia UBND cép
xa hodc gtri hd so qua h¢ théng buu chinh hodc nop hd so truc tuyén trén Cé)ng dich
vu cong quoc gia (https:/dichvucong.gov.vn) hoic Cong dich vu cong tinh Hai
Duong (https://dichvucong.haiduong.gov.vn).

¢) Thanh phan ho so:

- Tos khai déing ky lai khai tir theo mau (néu ngudi c6 yéu cau lya chon nop ho
so theo hinh thuc truc tiep);

- Biéu mﬁu dién tr twong tac dang ky lai khai tu, trong d6 ¢6 cam doan céc
thdng tin cung cap 1a dung sy thét, khong con ban chinh Giay ching ta/Trich luc
khai tu, da nop du cac gidy to hién c6 va chiu hoan toan trach nhi¢m truéc phap
luat vé& noi dung cam doan cua minh (do ngu:ol yéu cau cung cap thdng tin theo
huéng dan trén Cong dich vu cdng néu nguoi 6 yéu cau lya chon ndp hd so theo
hinh thuc truc tuyén).

- Ngudi ¢6 yéu cau dang ky lai khai tir thue hién viéc ndp/xuét trinh (theo
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hinh thire truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban sao Gidy chimg tir trude ddy duoc cip hop 16. Néu khong ¢ ban sao
Giay chung tu trude day dugce cap hop 1€ thi ndp ban sao ho so, gidy to lién quan
c6 nd1 dung chirng minh sy kién chét.

- Van ban uy quyén theo quy dinh cta phap luat trong trudng hop uy quyén
thue hi¢n viéc dang ky lai khai tir. Truong hop nguoi duoc uy quyeén la ong, ba,
cha, me, con, vo, chdng, anh, chi, em rudt ctia ngudi Gy quyén thi vin ban uy
quyén khong phai ching thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cudc cong dan hoac
cac gidy t khac c6 dan anh va thong tin ca nhan do co quan co tharn quyén cép,
con gia tri sir dung dé chtimg minh vé nhan than cia nguoi co yéu cau dang ky lai
khai tir. Truong hop cac thong tin ca nhan trong cic gidy to ndy da cd trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién tu dong thi khong phai tai 1én
(theo hinh thuc truc tuyén).

Truong hop gui ho so qua hé thong buu chinh thi phai gii kem theo ban
sao O chung thuc cac giay to phai xuat trinh néu trén.

*Luuy

- P01 voi1 gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh
thuee tryc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho nguoi Xudt
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy td do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tur ban
chinh hodc ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to
dé dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup v0i ban chinh
va ky x4c nhan, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, du hé so ding ky ho tich
theo quy dinh cua phap luét 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.

- Déi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo hinh thirc
truc tuyén:

+ Ban chup cac gidy to giri kem theo ho so dang ky lai khai tir true tuyén phai
bao dam 16 nét, day di, toan ven vé ndi dung, 13 ban chup bang may anh, dién thoai
hodc duge chup, dugce quét bang thiét bi dién tir, tir gidy to duoc cap hop 1€, con gia
tr1 st dung.

+ Truong hop gidy to, tai liéu phai giri kém trong ,hé) so dang ky lai khai tir
truc tuyén da cd ban sao di¢n tr hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu
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cau dugc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai tir/ban sao
Trich luc khai tir), nguoi ¢6 yéu cau ding ky lai khai tir phai xuat trinh gidy to tuy
than, nop cac gidy to la thanh phan ho so dang ky lai khai tir theo quy dinh phép luat
ho tich.

- Gidy to do co quan ¢ thim quyén ctia nude ngoai cap, cong chimg hoic
x4c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoéa lanh sy theo quy dinh cta phép ludt, trir trudng hop duge mién theo diéu ude
qudc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi c¢6 yéu ciu dang ky lai khai tr khong cung cap duge
gidy to néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tdy x0a, sua chira,
lam gia thi co quan dang ky hd tich c6 tham quyén huy bo két qua dang ky lai
khai tir.

d) S6 lwong ho so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop can xac minh thi
thot han gidi quyét khong qua 10 ngay lam viéc.

e) Poi twong thue hién thi tuc hanh chinh: Ca nhan

g) Co quan thue hién thii tuc hanh chinh: Uy ban nhan dan cap x4, noi
da dang ky khai tu trudc day.

h)Co quan phdi hep: Co quan quan Iy CSDLQGVDC.

i) Két qua thuc hién tha tuc hanh chinh: Trich luc khai tir (ban chinh),
ban sao Trich luc khai tr (trrong hop yéu cau cap ban sao Trich luc khai tw).

k) L& phi:

- Muc I8¢ phi cu the do Hoi dong nhan dan tinh, thanh pho tryc thudc Trung
uong quyét dinh.

- Mién 1¢ phi cho nguoi thugc gia dinh c6 cong vé6i cach mang; nguoi
thudc ho nghéo; nguoi khuyet tat.

- Phi cap ban sao Trich lyc khai tir (néu c6 yéu cau) thuc hién theo quy dinh
tai Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B6 Tai chinh.

) Mau don, miu to khai:
+ To khai dang ky lai khai tar (néu nop ho so theo hinh thuc truc tiép);

+ Biéu mau dién tir twong tac dang ky lai khai tir (néu nop ho so theo hinh
thurc truc tuyen).

m) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh:

Viéc khai tir da duge dang ky tai co quan ¢6 tham quy{%n cua Viét Nam
tru¢c ngay 01/01/2016 nhung S0 dang ky khai tir va ban chinh Giay chung tir déu bi
mat.

n)Can cir phap ly:
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- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctua Chinh pha quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé
Co so dir licu ho tich dién tir, dang ky ho tich truc tuyen;
- Nghi dinh so 104/2022/NP-CP ngay 21/12/2022 cua Chinh phut sia doi, b0

sung mgt so diéu cua cac nghi dinh lién quan dén viéc nop, xuat trinh sé hé khau, sé
tam tra glay khi thyc hién thu tuc hanh chinh, cung Cap dich vu cong;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh
chi tiét mot so diéu va bién phap thi hanh Nghi dinh sé 87/2020/NB-CP ngay
28/7/2020 cua Chinh phi quy dinh vé Co s& dit liéu ho tich dién tar, dang ky ho
tich truc tuyén;

- Thong tu s0 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan 1y va st dung phi khai thac, sir dung thdng tin trong
co' s¢ dir liéu h¢ tich, phi xac nhan co qudc tich Viét Nam, phi xac nhan 1a ngudi gbc
Viét Nam, Ié phi quéc tich;

- Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng
dan vé phi va I phi thudc tham quyén quyét dinh cua Hbi dong nhan dan tinh, thanh
phé truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua B¢ Tai chinh sira
d6i, bd sung mot sé diéu cta Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va 18 phi thuoc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phé tryc thugc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan 1y va st
dung phi, 1€ phi trén dia ban tinh Hai Duong

17. Tha tuc xac nhdn théng tin hé tich
a) Trinh ty thuc hién:

- Neu lya chon hinh thirc ndp ho so tryc tiép, nguoi c6 yéu cau cap xac nhan
thong tin ho tich nop hé so dé ngﬁhj cap g(éc nhan théng tin ho tich tai Bo phan
mot cua cia UBND cap x& c6 tham quyeén; nop phi, Ié phi theo quy dinh phép
luat.

- Néu lya chon hinh thic nop hd so truc tuyén, ngudi cd yéu cau cip xac
nhan thdng tin ho tich truy cap Cong dich vu cdng quéc gia hodc Cong dich vu
cong tinh Hai Duong, dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi
dung theo huéng dan, dang nhap vao h¢ thdng, xac dinh dung Co quan quan Iy Co
so dit liéu ho tich dién tir cd tham quyén.
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Ngudi ¢6 yéu cau cap xac nhan thong tin ho tich tryc tuyén cung cap thong
tin theo biéu mau dién tir twong tac (cung cap trén Cong dich vu c6ng), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu lién quan dén ndi dung dé nghi
xac nhan thong tin ho tich; nop phi thong qua chirc nang thanh toan truc tuyén
hoac bang cach thire khéac theo quy dinh phap luat, hoan tat viéc nop hé so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢6 trach nhiém kiém tra tinh
chinh xac, day du, thong nhat, hop I¢ cta ho so.

(1) Truong hop ho SO day du, hop 1€ thi tiép nhan hd so, c6 Phiéu hen, tra két
qua cho ngudi o yéu cau (néu nguoi c6 yéu cau lya chon hinh thic ndp hd so truc
tiép) hoic giri ngay Phiéu hen, tra két qua qua thu dién tr hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (neu nguoi c6 yéu cau
lya chon hinh thic ndép hé so truc tuyén), dong thai chuyén hod so dé coéng chuc
lam cbng tac ho tich xur ly.

Sau khi tiép nhan ho so theo hinh thic nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién to
trén hé thong thong tin, co sa dit lidu) va ky s6 vao tai liéu, hd so giai quyét tha
tuc hanh chinh d3 dugc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1€ thi c6 thong béo cho nguoi yéu
cau bo sung, hoan thién hd so, néu rd loai glay td, noi dung can bd sung dé nguoi
c6 yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
buac (i);

(iii) Truong hop ngudi ¢ yéu cau cap xac nhan thang tin ho tich khng bo
sung, hoan thién dugc ho so thi bao cao Trudng by phan mot cua co thong bao
choi giai quyét yéu cau xac nhan thong tin ho tich.

- Cong chic lam cong tac ho tich tham tra h so (tham tra tinh thong nhat,
hop 1€ cta céc thdng tin trong ho so, giay to, tai liéu do ngudi yéu cau nop, xuat
trinh hoac dinh kém).

~ + Trudng hop ho so can bo sung, hoan thign hodc khong du dicu kién giai
quyet, phai tir choi thi gui thdng bao ve tinh trang ho so téi B phan mot cira dé
thong b&o cho nguoi nop ho so — thuc hién lai budce (i) hoac (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoiac do nguyén nhan
khac ma khéng thé tra két qua dung thoi gian da hen thi cong chic 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra ket qua, chuyén Bo phan mét cira dé tra cho nguoi
c6 yéu cau (neu ngu:ol ¢ yéu cau lua chon hinh thic nop hd so truc tlep) hoac
guri Phiéu xin 15i va hen lai ngay tra két qua qua thu di¢n tir hodc guri tin nhin qua
dién thoai di dong cho ngudi ¢d yéu cau (néu ngudi cd yéu cau lya chon hinh
thire nop hd so truc tuyén).

Truong hop can xac minh, céng chic 1am cong tac ho tich bao cao Thu
truong Co quan quan 1y Co sd di liéu ho tich dién tir 6 vin ban dé nghi co quan
cong an, cac co quan khac c6 lién quan xac minh theo quy dinh tai Khoan 3 Diéu
13 Nghi dinh sb 87/2020/NB-CP. Truong hop két qua xac minh khéng cé théng
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tin hogc thong tin khong thong nhét véi gidy to nguoi yéu cau cung cap thi tir
choi cap Vian ban xac nhan théng tin ho tich.

Ddi véi yéu cau xac nhan thdng tin ho tich cua cé nhan, néu thiy théng tin
ho tich cia c& nhan khong cd su thay doi thi cdng chic 1am cong tac ho tich bao
c4o Lanh dao UBND cip x& khong cip Vin ban xac nhan thong tin ho tich ma
huéng dan ngudi yéu cau lam thu tuc cip ban sao Gidy khai sinh hoac ban sao
trich lyc ho tich twong ng, trir truong hop co quan, t6 chirc c6 tham quyén dé
nghi cp vin ban xac nhan dé giai quyét vu viéc lién quan dén cé nhan.

+ Néu thay ho so day du, hop 18, ding quy dinh, thong tin trong Co s dit liéu
ho tich dién tir va thong tin d&& nghi x4c nhan 1a dung, trueong hop tiép nhan ho so
cap xac nhan thdng tin ho tich theo hinh thic truc tiép, thi cong chic 1am cong tac
ho tich in Van ban xac nhan thong tin ho tich, trinh Lanh dao UBND cap xa ky,
chuyén toi Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau.

Truong hop tiép nhan ho so xin cap Xac nhan thdng tin h tich theo hinh thuc
truc tuyén, céng chic 1am cong tac ho tich gui lai biéu mau Xéc nhan thdng tin ho
tich dién tir voi thong tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi s6.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh x4c, diy du cua céac
thong tin trén bicu mau Xac nhan théng tin ho tich dién tir va xac nhan (toi da
mot ngay).

Néu ngudi cd yéu cau xac nhan thong tin da théng nhét, day da hoic khong
c6 phan hdi sau thoi han yéu cau thi cong chic lam cong téc ho tich in Van ban
x4c nhan thong tin ho tich, trinh Lanh dao UBND cap x4 ky cap Vin ban xac nhan
thdng tin ho tich, chuyén Bo phan mot ctra tra két qua cho ngudi 6 yéu cau.

- Ngudoi ¢ yéu cau cip xéac nhan théng tin ho tich dugc nhan két qua theo
MGt trong cac phuong thirc sau day:

+ Nhan ban dién tir Van ban xac nhan théng tin ho tich gai qua thu dién tir,
Kho quan ly dit li¢u dién tir cia to chirc, ca nhan do;

+ Nhan ban dién tir Van ban xac nhan thong tin h tich giri vao thiét bi so,
thong qua phuong phap truyén so liéu phu hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a Van ban xac nhan thdng tin ho tich théng qua hé thong
buu chinh;

+ Nhan két qua 14 Vin ban xac nhan théng tin ho tich tai co quan ding ky
ho tich.

b) Céach thic thuc hién:

Nguoi co yéu cAu xac nhan thong tin hd tich truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp hod so truc tiép tai Bo phan mot cira cua
UBND cép x3 hodc gii hd so qua hé théng buu chinh hodc ndp hd so truc tuyén
trén Cong dich vu cong qudc gia (https://dichvucong.gov.vn) hodc Cong dich vu
cong tinh Hai Duong (https://dichvucong.haiduong.gov.vn).

c) Thanh phén ho so:

85


https://dichvucong.gov.vn/
https://dichvucong.haiduong.gov.vn)/

- To khai dé nghi xac nhan thong tin ho tich theo miu (néu ngudi cd yéu
cau lya chon ndp ho so theo hinh thire truc tiép);

- Biéu mau dién tr tuong tac yeéu cdu cap van ban xac nhan thong tin ho tich
(do nguo1 yéu cau cung cap thong tin theo huong dan trén Cong dich vu cong, néu
ngudi cd yéu cau lira chon ndp hd so theo hinh thirc truc tuyén);

- Ngudi 6 y&u cau xac nhan thong tin ho tich thuc hién viéc nop/xuat trinh
(theo hinh thire truc tiép) hodc tai 1&n (theo hinh thiic truc tuyén) cac gidy to sau:

* Giay to phai nop:

- Gidy to, tai liéu co lién quan dén noi dung dé nghi xac nhan théng tin
ho tich;

- Van ban ay quyén (dugc ching thuc) theo quy dinh caa phap luat trong
treong hop ty quyen thuc hién viéc xin cap xac nhan thong tin hg tich. Truong
hop nguoi dugc uy quyén 1a 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt
ctia ngudi ty quyén thi vian ban ay quyén khong phai ching thyc.

* Giay to phai xuat trinh:

- Ho chiéu hoic chimg 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 co6 tham quyen cp,
con gia tri st dung dé chimg minh vé nhan than cta nguoi co yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin c4 nhan trong cac gidy to nay da
c6 trong Co so dir lidu qudc gia vé dan cu (CSDLQGVDC), Co s¢ dit liéu ho tich
dién tir (CSDLHTDT), dugc hé thdng dién ty dong thi khong phai tai 1én (theo
hinh thtc truc tuyén);

- Gidy to c6 gia tri chizng minh thong tin vé cu trii trong truong hop co
quan qudn Iy Co sé dir liéu hé tich dién tir khong thé khai théac dwoc thong tin vé
noi ci trii cia cong dan theo cdc phirong thire quy dinh tai khodn 2 Piéu 14
Ngh;i dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop
cac thdng tin vé gidy to chitng minh noi cuw tri da dwoc khai thac tir Co sé di
liéu quéc gia vé ddn cuw bang cdc phirong thirc nay thi ngwoi c6 yéu cau khdng
phdi xudt trinh (theo hinh thic tryc tiép) hodc tdi 18n (theo hinh thic
tryc tuyén).

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

*Luuy

- DBdi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thuce tryc tiép:

+ Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu voi thong tin trong to

khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi Xudt
trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy td do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chimg thuc tr ban
chinh hodc ban sao dugc cap tir s6 goc hodc ban chup kém theo ban chinh gidy to
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dé dbi chiéu. Truong hop nguoi yéu cau nop ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhan co trach nhiém kiém tra, ddi chiéu ban chup v0i ban chinh
va ky x4c nhén, khong duoc yéu cau ngudi di diang ky ndp ban sao gidy to do.

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

- BG6i véi giay to giri kem theo néu ngudi yéu cau ndp ho so theo hinh thue
tryc tuyén:

+ Ban chup cac gidy to gui kem theo ho S0 cap xac nhan thong tin hd tich
truc tuyén phai bao dam o nét, day du, toan ven vé ndi dung, 13 ban chup bang may
anh, dién thoai hoac dugc chup, duoc quét bang thiét bi dién tu, tir giay to duoc cap
hop 1€, con gia tri st dung.

+ Truong hop nhén két qua (Van ban xac nhan thong tin h¢ tich) tai co quan
dang ky ho tich, nguoi c6 yéu cau cap xac nhén thong tin ho tich xuat trinh gidy to
tuy than; nop ban chup cac gidy to, tai liéu c6 lién quan dén ndi dung dé nghi xac
nhén thong tin h¢ tich theo quy dinh phap luat ho tich. Truong hop gidy to, tai liéu
phai giri kém trong ho so cap xac nhan thong tin ho tich truc tiép hodc trye tuyén da
c6 ban sao dién tir hodc dd c6 ban dién tir gidy to ho tich thi nguoi yéu cau duge sir
dung ban di¢n tir nay.

- Gidy to do co quan c6 tham quyén ciia nudc ngoai cip, céng ching hodc
x4c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai duogc hop phép
hoéa lanh sy theo quy dinh cta phép luat, trir trudng hop duoc mién theo didu udc
qudc té ma Viét Nam 1a thanh vién.

d) S6 lwong hd so: 01 bo

d) Thoi han giai quyét: 03 ngay. Truong hop phai kiém tra, x4c minh thi
thoi han co thé kéo dai nhung khong qua 10 ngay lam viéc.

e) Poi twong thuc hién tha tuc hanh chinh: Co quan, t6 chiic, ca nhan.

g) Co quan thuc hién thi tuc hanh chinh: Co quan quan 1y Co s¢ dit ligu
ho tich dién tir (UBND cap xa).

h) Co quan phdi hop: Co quan cong an, cac co quan khac co lién quan.

i) Két qua thuc hién thi tuc hanh chinh: Vin ban x4c nhan thong tin ho
tich.

k) Lé phi: 8.000 déng/V an ban xac nhan vé mot viéc ho tich cta cd nhan di
dang ky.

- Mién ¢ phi cho nguoi thugc gia dinh c6 cong véi cach mang; nguoi
thuoc ho nghéo; nguoi khuyet tat.

) Miu don, mau to khai:

+ To khai dé nghi xac nhan thdng tin h tich (néu ndp hod so theo hinh thirc
truc tiep);
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+ Biéu mau dién tir twong tac Y8u cau cap vin ban xac nhan théng tin ho
tich (néu nop ho so theo hinh thirc truc tuyen).

m) Y&u ciu, diéu kién thuc hién thi tuc hanh chinh: Khéng c6

n) Can ctr phép ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctua Chinh pha quy dinh

chi tiet mot so dieu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phi quy dinh vé
Co sd dir lieu ho tich dién ti, dang ky ho tich truc tuyen;

- Nghi dinh so 104/2022/NP-CP ngay 21/12/2022 cua Chinh phi sira doi, bo

sung mot so diéu cua cac nghi dinh lién quan dén viéc nap, xuat trinh sé hé khau, sé
tam tru glay khi thyec hién thu tuc hanh chinh, cung Cap dich vu cong;

- Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cua B6 Tu phép quy dinh chi
tiet thi hanh mot so dieu cua Luat Ho tich va Nghi di‘nh s0 123/2015/NB-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mét so diéu va bién phéap thi hanh Luat
Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 ctia Bo Tu phép quy dinh
chi tiét mot so diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP ngay
28/7/2020 cua Chinh phi quy dinh vé Co s& dit liéu ho tich dién tir, dang ky ho
tich truc tuyén;

- Thong tu s0 281/2016/TT-BTC ngay 14/11/2016 ciia Bo Tai chinh quy dinh
muc thu, ché d6 thu, nop, quan Iy va st dung phi khai thac, str dung thong tin trong

co' s¢ dir liéu ho tich, phi xac nhan c6 quéc tich Viét Nam, phi x4c nhan 1 ngudi goc
Viét Nam, Ié phi quéc tich;

- Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh hudng
dan vé phi va I phi thudc tham quyén quyét dinh cua Hbi dong nhan dan tinh, thanh
phd tryc thudc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 ciia Bo Tai chinh sira
d6i, bod sung mot sé diéu ctia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua
Bo Tai chinh hudng din vé phi va 1& phi thuoc tham quyén quyét dinh caa Hoi
dong nhan dan tinh, thanh phé truc thugc Trung uong.
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18. Thi tuc cp ban sao Trich luc hg tich

Trinh ty thuc hién:

- Néu lya chon hinh thic nop hd so truc tiép, ngudi 6 yéu cau cap ban sao
Trich luc ho tich nop hd so dé nghi cap ban sao Trich luc ho tich tai Bo phan mot
cta/Trung tdm hanh chinh céng ctiia Co quan quan 1y Co s¢ dir liéu ho tich dién
tr ¢6 tham quyeén; nop phi, & phi theo quy dinh phap luat.

Truong hop co quan, to chic c6 tham quyén dé nghi cap ban sao Trich luc ho
tich ciia c& nhan thi giri van ban yéu cau néu rd 1y do cho Co quan quéan Iy Co so
dir liéu ho tich dién tur.

- Néu lua chon hinh thizc nép ho so truc tuyén, ngueoi €6 yéu cau cdp ban
sao Trich luc hé tich truy cdp Céng dich vu cong quéc gia hogc Cong dich vu
cong cap tinh, ddng ky tai khodn (Néu chwa c6 tai khoan), xac thue nguwoi ding
theo hwéng dan, ding nhdp vao hé théng, xdc dinh ding Co quan qudn Iy Co s¢
diz liéu hé tich dién tir cO tham quyen.

Nguoi €6 yéu cau cap ban sao Trich luc hé tich truc tuyén cung cap théng
tin theo biéu mdu dién tir twong tdc cap ban sao Gidy khai sinh, ban sao Trich luc
hg tich (cung cdp trén Cong dich vu ¢ng), dinh kém bdn chup hodc bdn sao dién
tir CAC gidy to, tai liéu lién quan dén néi dung dé nghi cdp ban sao Trich luc hé
tich; ngp phi, 1é phi théng qua chize ning thanh todn truc tuyén hodgc bang cach
thire khdc theo quy dinh phap ludt, hoan tat viéc ngp hé so.

- Can bo tiép nhan hd so tai Bo phan mot ctra ¢6 trach nhiém kiém tra tinh

chinh xac, day du, théng nhat, hop 1& cia hd so.
(i) Truong hop ho so day du, hop 18 thi tiép nhan hé so; néu tiép nhan ho so sau 15
gio thi c6 Phiéu hen, tra két qua cho nguoi 6 yéu cau trong ngay 1am viéc tiép theo
(néu nguoi ¢d yéu cau lya chon hinh thic nop hd so truc tiép) hoac gui ngay
Phiéu hen, tra két qud qua thw dién tir hogc geri tin nhan hen tra két qua qua dién
thoai di déng cho nguwoi c6 yéu cau (néu nguwoi c6 yéu cau lya chon hinh thic
ngp ho so truc tuyeén); chuyén ho so dé cong chirc 1am cong tac ho tich xur Iy.

- Sau khi tiép nhdn hé so theo hinh thirc nép tryc tiép, can bé tiép nhdn ho
so tai B phdn mét cira thuc hién sé hoa (sao chup, chuyén thanh tai lidu dién tir
trén hé thong thong tin, co sé dit liéu) va ky so vao tai liéu, ho so gidai quyét thi
tuc hanh chinh dd dwot sé héa theo quy dinh.

(ii) Truong hop hé so chuwa day di, hop 1é thi cé théng bdo cho nguoi yéu cau bé
sung, hoan thién hé so, néu ré loai gidy to, ngi dung can bé sung dé nguwoi cé yéu
cau bo sung, hoan thién. Sau khi hé so dwoc bo sung, thuc hién lai buoc (i),

(iii) Truong hop nguwoi c6 yéu cau cap bdn sao Trich luc hé tich khéng bé sung,
hoan thién dwroc hé so thi bdo cdo Truéng bg phdn mét cira c6 théng bao tir chdi
gidi quyét yéu cau cdp ban sao Trich luc hé tich.

- Cong chirc 1am cbng tac ho tich tham tra hd so (thdm tra tinh thdng nhat,
hop 1¢ cua cac thdng tin trong hd so, gidy to, tai liéu do nguoi y8u cau nop, xuat
trinh hoac dinh kém).
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+ Trudng hop hd so can bd sung, hoan thién hoic khong du diéu kién giai
quyét, phai tir chéi thi gai théng béo vé tinh trang hd so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi céng chtc 1am cong tac
ho tich lap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cia dé tra cho nguoi
c6 yéu cau (néu nguoi cd yéu cau lya chon hinh thic nop hd so tryc tiép), hoic
gui Phiéu xin 151 va hen lai ngay tra két qud qua thw dién tir hodc gai tin nhdn
qua dién thoai di déng cho nguwoi cd yéu cau (néu nguoi ¢ yéu cau lwa chon
hinh thitc nép hé so truc tuyén).

+ Néu thdy ho so day du, hop Ié, ding quy dinh, truong hop tiép nhan ho so
cap ban sao Trich luc ho tich theo hinh thic tryc tiép, thi cdng chirc lam cong tac
ho tich in ban sao Trich luc ho tich trinh Tha truéng Co quan quan 1y Co so dir
liéu ho tich dién tur ky, chuyén toi Bo phan mot cira dé tra két qua cho ngudi co yéu
cau.

Truong hop tiép nhdn hé so xin cdp ban sao Trich luc hé tich theo hinh thic
tryec tuyén, cdng chizc 1am cong tac hg tich giti lai ngi dung biéu mdu Trich luc hg
tich dién t tuwong g Voi théng tin ddy dii cho nguroi Yeu cau qua thue dién tir hogc
thiét bi so.

Nguoi yéu cau c6 trach nhiém Kiém tra tinh chinh xdc, day di cua céc
thong tin trén biéu mdu Trich luc hé tich dién tir va x&c nhdn (téi da mét ngay).
Néu nguwoi c6 yéu cap ban sao Trich luc hé tich da thong nhdt, day di hodc
khong c6 phan héi sau thoi han yéu cau thi cdng chizc lam cong tac hé tich in
bdn sao Trich luc hg tich, trinh Thi truong Co quan quan Iy Co so dir liéu he tich
dién tir ky, chuyén téi B6 phdn mét cira dé tra két qud cho nguoi ¢ yéu cau.

- Nguwoi ¢ yéu cdu cap ban sao Trich luc hg tich dwoc nhdn két qud theo
Mot trong cac phwong thure sau day:

+ Nhdn ban dién tur ban sao Trich luc ho tich gui qua thu dién tir, Kho
quan ly dir liéu dién tir cuia té chite, cd nhdn do;

+ Nhdn ban dién tir ban sao Trich luc hé tich guri vao thiét bi sé, thong qua
phirong phdp truyén sé liéu phi hop, dam bao an toan, bao mdt théng tin;

+ Nhdn két qud 1a ban sao Trich luc hg tich théng qua hé thong buu chinh;

+ Nhdn két qud 1a ban sao Trich luc hé tich tai co quan dang ky hé tich.

Cach thirc thuc hién:

Ngudi co yéu cau cép ban sao Trich luc ho tich truc tiép thuc hi¢n hoac uy
quyén cho ngudi khac thyc hién ndp hd so truc tiép tai BO phan mdt ctra/Trung
tam hanh chinh cong cia Co quan quan 1y Co sé dir li¢u ho tich dién tr hodc g
hd so qua hé thdng buu chinh hodc ndp hé so truc tuyén trén Cong dich vu cong
quéc gia (https://dichvucong.gov.vn) hodc Céng dich vu cong cdp  tinh
(https://dichvucong.haiduong.gov.vn).
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Thanh phan hd so:

- To khai dé nghi ban sao Trich luc ho tich theo miu trong trudng hop
ngudi yéu cau 1a ca nhan hodc Van ban yéu cu cap ban sao Trich luc ho tich néu rd
Iy do trong trudmg hop ngudi yéu cau 1a co quan, td chie (néu ngudi cé yéu cau lua
chon ndp hd so theo hinh thire truc tiép);

- Biéu mdu dién tir tuong tdc cdp ban sao Gidy khai sinh, ban sao Trich luc
ho tich (do nguoi yéu cau cung cdp thong tin theo hudéng dan trén Cong dich vu
cong, néu nguoi cé yéu cau lu"a chon ndp hé so theo hinh thirc trie tuyén);

- Nguoi c6 yéu ciu cap ban sao Trich luc hd tich thuc hién viéc ncf)p/xuét
trinh (theo hinh thurc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén) céc gidy to
Sau.

* Gidy to phdi ngp:

- Vin ban uy quyén theo quy dinh cua phép luat trong truong hop ay quyén
thuc hién yéu cau cap ban sao Trich luc ho tich. Truong hop ngudi duoc ay quyén 1a
6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt ciia ngudi uy quyén thi van ban
1y quyén khong phai ching thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc céng dén hoéc
cac gidy to khac c6 dan anh va thong tln ca nhan do co quan c6 tham quyen cp,
con gia tri st dung dé ching minh vé nhén than cta nguoi co yéu cau cap xac
nhan thong tin ho tich. Trudng hop cac thong tin ¢4 nhan trong cac gidy to nay da
c6 trong Co so dit liéu qubc gia vé dan cu (CSDLQGVDC), Co s¢ dit liéu ho tich
dién tir (CSDLHTDT), duoc hé thong dién tu dong thi khong phai xuét trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thic tryc tuyén);

Truong hop giri hd so qua hé thdng buu chinh thi phai gii kém theo ban sao c6
chting thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- P6i v6i gidy to nop, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thuc truc tiép:

+ D6 voi gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan c6 trach
nhiém kiém tra, d6i chiéu voi thong tin trong to khai, chup lai hoac ghi lai thong
tin dé luu trong ho so va tra lai cho ngudi xuat trinh, khong dugc yéu cau nop ban
sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hodc ban sao dugc cap tir s6 gbc hodc ban chup kém theo ban chinh gidy to
dé dbi chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky xéac nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong duoc yéu cau ngudi diang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.
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- Doi vdi gidy to giri kém theo néu nguoi yéu cau nép hoé so theo hinh thirc
truc tuyén:

+ Ban chup cdc gidy to giri kém theo hé so cdp ban sao Trich luc hd tich truc
tuyén phdi bao dam ré nét, ddy di, toan ven vé ngi dung, la ban chup bang mdy dnh,
dién thoai hoac dwoc chup, duoc quét bc%ng thiét bi dién i, tir gid'y to duoc cd’p hop
16, con gid tri sir dung; néu la gidy to do co quan c6 tham quyén nwéc ngodi cdp thi
phdi dwoc hop phdp héa lanh sw, dich sang tiéng Viét theo quy dinh, triv trieong hop
diege mién hop phdp héa lanh su.

+ Truwong hop nhdn két qua (ban sao Trich luc hé tich) tai co quan ddang ky
ho tich, nguoi cé yéu cau cap ban sao Trich luc ho tich phdi xudt trinh gidy to tuy
thin; ndp cdc gidy to, tai lidu la thanh phan hé so cdp ban sao Trich luc hé tich
theo quy dinh phdp ludt hé tich. Truong hop gidy to, tai liéu phdi giri kém trong ho
SO cd'p ban sao Trich luc ho tich truc tié}? hodc truc tuyén da co ban sao dién tir
hodc da co ban dién ti gicfy to ho tich thi nguoi yéu cau dwoc sir dung ban dién tir
nay.

S6 lwong ho so: 01 bo

Thoi han giai quyét: Ngay trong ngay tiép nhan hé so; truong hop nhan hé so
sau 15 gio ma khdng giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

Poi twgng thuc hién thii tuc hanh chinh: Ca nhan, t6 chic

Co quan thuc hién thi tuc hanh chinh: Co quan quan ly Co s¢ dir liéu
ho tich dién tur.

Két qua thuc hién thi tuc hanh chinh: Ban sao trich luc ho tich

L& phi: 8.000 ddng/ban sao Trich luc/su kién ho tich d3 dang ky

- Mién 18 phi cho ngudi thude gia dinh c6 cong voi cach mang; nguoi thudc ho
nghéo; nguoi kKhuyét tat.

Mau don, mau to khai:

+ To khai cap ban sao Trich luc ho tich theo mau d6i véi truong hop ngudi yéu
cau 1a c& nhan (néu nop ho so theo hinh thic tryuc tiép);

+ Vian ban yéu cau cap ban sao trich luc h tich néu rd 1y do trong truong hop
ngudi Yeu cau 1a co quan, to chic (néu ndp hd so theo hinh thic tryuc tiép);

+ Biéu mau hé tich dién tir tuwong tdc cap ban sao Gidy khai sinh, ban sao
Trich luc hé tich (néu nép hé so theo hinh thirc truc tuyén).

Can cw phap ly:

- Luat Ho tich nam 2014;

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

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy dinh vé
Co sé dit lieu g tich dién tir, deing ky hé tich truc tuyén;

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

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia B6 Twr phdp quy dinh
chi tiét mét sé diéu va bién phép thi hanh Ngh; dinh s¢ 87/2020/ND-CP ngay
28/7/2020 cia Chinh phi quy dinh vé Co sé dir lidu hé tich dién tir, dang ky ho
tich truec tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia B§ Tai chinh quy dinh
muc thu, ché d6 thu, nop, quan Iy va st dung phi khai thac, st dung thong tin trong
co so dir lidu ho tich, phi xac nhan cé qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, 1¢ phi quéc tich;

- Thong tu s 85/2019/TT-BTC ngay 29/11/2019 ctia B Tai chinh huéng
dan vé phi va I phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh, thanh
phé truc thudc Trung uong;
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