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NQI DUNG TUNG THU TUC HANH CHIiNH PUQC NIEM YET

A. THU TUC HANH CHINH DUNG CHUNG
I. LINH VUC HQ TICH

1. Thii tuc cip bén sao trich luc hd tich

a. Trinh tg thuc hién

- Ngudoi ¢6 yéu cau cap ban sao trich luc ho tich nop ho so tai Bo phan tiép
nhan va tra két qua thudc Co quan quan Iy Co so dir li¢u ho tich cé tham quyen.

Truong hop co quan, to chic c6 tham quyén dé nghi cap ban sao trich luc ho
tich ctia ca nhén thi giri van ban yéu cau néu r6 ly do cho Co quan quan ly Co sé
dar liéu ho tich.

- Ngudi tiép nhan c6 trach nhiém kiém tra, dbi chiéu thdng tin trong To khai
va tinh hop 1€ cta giay to do nguoi yéu cau xuat trinh hoac nop.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngdy, gio tra két qua; néu hd so chwa day da, hoan thién thi huéng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, ndi dung can bd sung, hoan thién, ky, ghi rd ho, chir dém, tén cua ngudi
tiép nhan.

- Hb so yéu cau Cap ban sao trich luc sau khi da duoc hudéng dan theo quy
dinh ma khong duoc bo sung day du, hoan thién thi nguoi tlep nhan tir chdi tiép
nhan hé so. Viéc tir chdi tiép nhan hd so phai dugc thé hién bang vin ban, trong do
ghi rd ly do tir chdi, nguoi tiép nhan ky, ghi rd ho, chit dém, tén.

- Ngay sau khi tiép nhan hd so, néu thiy hd so day du va phi hop, cong chirc
lam cong tac ho tich can ctr vao Co s¢ dit liéu ho tich, ghi néi dung ban sao trich
luc ho tich, bao cao Thu trudng co quan quan ly co sé dir liéu ho tich ky ban sao
trich luc ho tich.

- Ban sao Trich luc ho tich chuyén téi Bo phan tiép nhan va tra két qua dé tra
cho nguoi yéu cau.

* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiep nhan ho so kiém tra, doi chicu ban chup vai ban chinh va ky
vao ban chyup xac nhan vé viéc da doi chicu noi dung giay to do, khong duoc yéu
cau nguoi di dang ky nop ban sao c6 ching thuc giay to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
nguoi tiep nhan cé trach nhiém kiém tra giay to xuat trinh, doi chiéu véi thong tin
trong To khai va tra lai cho nguoi xuat trinh, khong dugc yéu cau nguoi dang ky
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ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
xuét trinh hozc ghi lai thdng tin cta gidy t& xuét trinh dé luu hd so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so diang ky ho tich
theo quy dinh cua phap luat hg tich, khong duoc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khdng quy dinh phai nop.

b. Cach thic thuc hién

- Nguoi ¢6 yéu cau cap ban sao trich luc h¢ tich tryc tiép thuc hién hogc ay
quyén cho nguoi khac thuc hién yéu cau cap ban sao trich luc hé tich;

- Ngudi thuc hién yéu cau cap ban sao trich luc ho tich ¢6 thé truc tiép nop
ho so; co quan, to chuae cé yéu cau cap ban sao :[rich luc ho tich co thé truc tiep gui
van ban yéu cau tai Bo phén tiep nhan va tra két qua thuoe Co quan quan 1y co s¢
dir lieu ho tich cé tham quyén hoac gui ho so, van ban yéu cau qua hé thong buu
chinh.

c. Thanh phan, sé lweng hé so

* Giay to phdi xudt trinh:

- -Ho chiéu hodc chirng minh nhan dan hoic thé can cude 7c6ng dé}n hqzic cac
giay to khac co dan anh va thong tin ca nhan do co quan cé tham quyén cap, con
gia tri st dung dé ching minh vé nhan than caa nguoi ¢ yéu cau cap ban sao trich
luc ho tich.

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

* Gigy to phdi ngp

- To khai cip ban sao trich luc h tich theo mau doi voi truong hop nguoi
yéu cau la ca nhan.

- Viin ban yéu cau cap ban sao trich luc ho tich néu rd 1y do trong truong hop
ngudi Yéu cau la co quan, t6 chuc.

- Van ban uy quyen theo quy dinh cua phap luat trong truong hop uy quyen
thue hién yéu cau cap ban sao trich luc ho tich. Truong hop nguoi dugc uy quyén
la 6ng, ba, cha, me, con, v, chéng, anh, chi, em rudt ciia nguoi ay quyen thi van
ban uy quyen khong phai cong chang, ching thuc, nhung phai ¢ gidy to ching
minh moi quan hé véi ngudi uy quyen.

* So lwong ho so: 01 b

d. Thei han gidi quyét

Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gio ma
khong giai quyet duoc ngay thi tra két qua trong ngay lam viéc tip theo.

e. Péi twong thuc hién thi tuc hanh chinh

T6 chic.

g. Co quan thuc hién thi tuc hanh chinh
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Uy ban nhan dan cap xa noi quan Iy Co sé dit liéu ho tich..
h. Két qud thgc hién tha tuc hanh chinh
Ban sao trich luc ho tich.

i. Phi, Lé phi
- Phi: Khéng.

- Lé Phi: 8.000 dong/1 ban sao;
Mién I¢ phi cho nguoi thudc gia dinh co cong voi cach mang; nguoi thuge
hd nghéo; nguoi khuyét tat.
k. Tén méu don, méu to khai
To khai cap ban sao trich luc ho tich (Mdu kém theo)
. Yeu cdu, diéu kién thuec hign tha tuc hanh chinh
Khéng.
m. Can cw phép ly caa tha tuc hanh chinh
- Luat ho tich nam 2014;
- Nghi dinh s§ 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;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B6 Tu phap quy dinh
chi tiét mot sd didu cua Luat ho tich va Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 caa Chinh phi quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat
ho tich;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai chinh quy
dinh murc thu, ché do thu, nop, quan Iy va st dung phi khai thac, st dung théng tin
trong Co s& dit liéu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a
ngudi goe Viet Nam, 1 phi quéc tich (Thong tu s6 281/2016/TT-BTC).
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II. LINH VU'C CHUNG THUC
1. Thii tuc Cép ban sao tir so goc
a. Trinh te thuc hién

- Ngum yeu CAu Ccap ban sao0 tur s6 gbc phai xuat trinh cac glay to phuc vu
cho yéu cau cap ban sao tir s6 gdc. Truong hop ngum yBu Cau cip ban sao tur sb
gdc gui qua buu dién thi phai giri kém theo ban sao c6 ching thuc gidy to theo quy
dinh.

- UBND cép x3 cdn ctr vao s6 goc dé cap ban sao cho nguoi yéu cau; noi
dung ban sao phai ghi theo dung ndi dung da ghi trong s6 goc.

- Trong trudng hop khong tim thay so goc hoac trong s6 goc khdng cé thong
tin vé noi dung yéu cau Cap ban sao thi Uy ban nhan dan cap xa dang luu giit $6
goc co trach nhiém tra 11 bang van ban cho ngudi yéu cau.

- Nguoi ypu cau cap ban sao tir s6 géc nhan két qua tai noi nop hod so hoic
qua buu dién (n€u nop qua buu dién).

b. Cach thac thuc hign

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan
dan cap xa luu s6 goc hoac gui yéu cau qua buu dién.

c. Thanh phdan, sé lweng hé so
* Thanh phan hé so:

- Trudng hop nop truc tiép thi xuat trinh ban chinh hoic ban sao ¢6 ching
thuc HO chieu hoac chirtng minh nhan dan hoac thé can cudc cong dan con gia tri
su dung.

- Truong hop nguoi yéu cau cap ban sao tir s6 gbc guri qua buu dién thi phai
gui kém theo ban sao ¢6 ching thuc giay chang minh nhan dan hoic Thé cin cudc
cong dan hozc ho chiéu con gia tri st dung, phong bi dan tem ghi rd ho tén, dia chi
ngudi nhan cho UBND cép xa cip ban sao.

- Truong hop nguoi yéu cau la nguoi dai dién theo phap luat, nguoi dai dién
theo iy quyén cua ca nhan, to chic dugc cap ban chinh; cha, me, con; v, chong;
anh, chi, em ruot; ngp:ol thira ké khac cua nguoi dugc Cap ban chinh trong truong
hop nguoi do da chet thi phai xuat trinh giay to chang minh quan hé véi ngudi
dugc cap ban chinh.

* S6 lwong ho so: 01 bé.

d. Thei han gidi quyét

Trong ngay Uy ban nhan dan CAp X4 tiép nhan yéu cau hoac trong ngay lam
Viéc tlep theo, néu tiép nhan yéu cau sau 15 gio. Trong trudng hop yéu cau cap ban

sa0 tir s6 goc duoc gui qua buu dién thi thoi han dugc thyc hién ngay sau khi Uy
ban nhan dan cip x& nhan du hd so hop 16 theo dau buu dién dén.

e. Doi trong thyee hién thi tuc hanh chinh



Té chuc.

g. Co quan thuc hién tha tuc hanh chinh
Uy ban nhan dan cép xa dang quan ly sé gbc
h. Két qud theec hién thii tuc hanh chinh
Ban sao dugc cap tir s6 goc.

i. Phi, Lg phi

- Phi: Khéng.

- L& phi: 3.000 dong/ban

k. Tén méu don, méu to khai

Khéng.

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Phai ¢d s6 gdc.

m. Can cir phap ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 cua Chinh phi vé cap ban
sao tur ban chinh, ching thuc chir ky va chirng thuc hgp dong, giao dich;

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

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

a. Trinh te thuc hién

- Ngudi yéu cau chung thuc phai xuat trinh ban chinh gidy to, van ban lam
co s dé chirng thuc ban sao va ban sao can ching thuc.

- Truong hop ngudi yéu cau ching thuc chi xuat trinh ban chinh thi Uy ban
nhan dan cap xa tien hz‘;mh chup tir ban chinh dé thup hién ching thuc, trir trueong
hop Uy ban nhan dan cap xa khong c6 phuong tién dé chup.

- Nguoi thuc hién ching thuc kiém tra ban chinh, d6i chiéu véi ban sao, néu
ndi dung ban sao dung véi ban chinh, ban chinh giay to, van ban khong thugc cac
trrong hop ban chinh giay to, van ban khong dugc dung lam co s¢ dé ching thuc
ban sao nhu quy dinh dudi day thi thuc hién chirng thuc ban sao, nhu sau:

- Ghi day du loi ching ching thuc ban sao tir ban chinh theo mau quy dinh;

- Ky, ghi 8 ho tén, déng dau cua Uy ban nhan dan cap xa thuc hi¢n chiing
thuc va ghi vao so chang thuc.

~ Doi véi ban sao ¢ tir 02 (hai) trang tré 1én thi ghi loi ching vao trang cudi,
néu ban sao co6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

MGi ban sao dwgc chirng thuc tir mot ban chinh giay to, vin ban hogc nhiéu
ban sao dugc chung thuc tir mot ban chinh giay to, van ban trong cung mot thoi
diem duogc ghi mét so6 chirng thuc.

- Khong duoc dung lam co sé dé chiing thuc ban sao cac gidy to, van ban
sau:

- Ban chinh bi tay x06a, stra chira, thém, bét ndi dung khéng hop 18.

- Ban chinh bi hu hong, cli nat, khong xac dinh dugc noi dung.

- Ban chinh dong dau mat cia co quan, to chic c6 tham quyen hodc khong
dong dau mat nhung ghi rd khong dugc sao chup.

- Ban chinh ¢6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chien tranh, chong cheé do X& hoi chu nghia Viét Nam; xuyén tac Ijqch Su cua
dan toc Viét Nam; xuc pham danh du, nhan pham, uy tin cta ca nhan, t6 chuc; vi
pham quyén cong dan.

- Ban chinh do co quan, to chic c6 thim quyén ciia nudc ngoai cap, cong
chung hoac ching nhan chua dugc hop phap hoa lanh sy theo quy dinh.

- Gidy to, van ban do ca nhan tu 18p nhung khong c6 xac nhén va dong dau
Cua co quan, to churc cd tham quyeén.

+ Ngudi yéu cau chang thuc nhan két qua tai noi ndp ho so.

b. Cach tharc thuc hién

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan
dan cap xa.
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c. Thanh phan, sé lweng hé so
* Thanh phan hé so:

Ban chinh gidy to, vin ban lam co s¢ dé chirng thuc ban sao va ban sao can
chang thuc. Truong hop nguoi yéu cau chang thuc chi xuat trinh ban chinh thi co
quan, to chic tién hanh chup tir ban chinh dé thuc hién ching thuc, trir truong hop
co quan, t6 chirc khong c6 phuong tién dé chup. Ban sao, chup tir ban chinh dé
thuc hién chirng thyuc phai c6 day du cac trang da ghi thong tin cta ban chinh.

* 84 lwong ho so: 01 bg.

d. Theoi han gidi quyét

Trong ngay Uy ban nhan dan cap xa tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

Déi vé6i truong hop cung mot IGc yéu cau chirng thuc ban sao tir nhiéu loai
ban chinh gidy to, van ban; ban chinh ¢ nhiéu trang; yéu cau sb lugng nhiéu ban
sao; noi dung giay to, van ban phic tap kho kiém tra, ddi chiéu ma co quan, to
chtc thuc hién ching thuc khong thé dap ang duogc thdi han quy dinh néu trén thi
thoi han chang thue dugc kéo dai theém khong qué 02 (hai) ngay lam viéc hoac co
thé dai hon theo thoa thuan bang vin ban voi ngudi yéu cau chang thuc. Truong
hop tra két qua trong ngay 1am viéc tiép theo hoic phai kéo dai thoi gian theo quy
dinh thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau ching thuec.

e. Doi trong thyee hién thi tuc hanh chinh
T6 chic.

g. Co quan thuc hién thai tuc hanh chinh
Uy ban nhan dan cap xa.

h. Két qud thec hién tha tuc hanh chinh
Ban sao dugc churng thuc tir ban chinh.

i. Phi, L¢ phi

- Phi: Khoéng.

- Lé phi: 2.000 dong/trang; tir trang thi 3 trd 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban

k. Tén mdu don, mdu to khai

Khong.

. Yeu cdu, diéu kién thuc hién thi tuc hanh chinh
Khoéng.

m. Can cwr phap ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tur ban chinh, chieng thuc chir ky va ching thuc hgp dong, giao dich;
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- Théong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia B Tu phap quy dinh
chi tiét va huéng dan thi hanh mot sé diéu caa Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 cta Chinh phu vé& cap ban sao tir ban chinh, ching thuc chit ky va
chung thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muc thu, ché do thu, nop, quan ly va sir dung phi chirng thuc.
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3. Thii tuc Chirng thwre chir ky trong cac gidy to, viin ban (ap dung cho
ca trwong hgp chirng thwe diém chi va trwong hop nguoi yéu cau chirng thuc
khong ky, khong diém chi dwgc)

a. Trinh t thuc hién

- Nguoi yéu cau chimg thuc chit ky/diem chi/khong the ky, khdng thé diem
chi duoc phai xuat trinh cac giay to phuc vu viéc chirng thuc chir ky.

- Trong trudng hop ngudi yéu cau ching thuc khéng théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi c6 nang luc hanh vi
dan su day du theo quy dinh cta phap luat, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc st dung. Nguoi phién dich do nguoi yéu cau chiing thyc
moi hodac do co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
y&u cau chirng thuc tra.

- Nguoi thyc hién chang thuc kiém tra giay to yéu cau ching thuec, néu thay
da glay td theo quy dinh, tai thoi diém ching thuc, ngudi yéu cau ching thuc minh
man, nhan thic va lam chu dugc hanh vi caa minh va viéc chitng thuc khong thudc
cac truong hop khong duoc chiing thuc chit ky thi yéu cau nguoi yéu cau chang
thue ky/diém chi truéc mat ngudi thuc hién chang thuc va thuc hién chang thuc
nhu sau:

- Ghi day du 16i chiing chang thuc chix ky theo mau quy dinh;

- Ky, ghi 16 ho tén, dong dau ciia UBND cap xa thuc hién ching thuc va ghi
vao so chirng thuec.

Doi véi gidy to, van ban c6 tr (02) hai trang tro 1én thi ghi 1oi ching vao
trang cuoi, néu giay to, van ban co tir 02 (hai) to tré 1én thi phai dong dau giap lai.

+ Truong hop khong dugc chang thuc chir ky:

- Tai thoi diém chtng thue, ngudi yéu cau ching thuc chir ky khéng nhan
thic va lam chu duoc hanh vi cua minh.

- Nguoi yéu cau chang thyc chir ky xuat trinh Gidy chang minh nhan dan
hoac Ho chicu khong con gié tri sir dung hoac gia mao.

- Giay to, vdn ban ma ngudi yéu cau ching thuc ky vao ¢ noi dung tréi
phap luat, dao duc X3 hoi; tuyén truyén, kich dong chién tranh, chong ché do xa hoi
chu nghia Viét Nam; xuyén tac lich sir cia dan toc Viét Nam; xdc pham danh du,
nhan pham, uy tin cta ca nhan, t6 chic; vi pham quyén cong dan

- Gidy to, van ban c6 ndi dung 1a hop dong, giao dich, trir cac truong hop
chung thuc chir ky trong Glay 1y quyén dbi voi truong hop uy quyén khdng c6 thu
lao, khong co nghla vu bdi thudng cua ben duoc uy quyen va khong lién quan dén
viéc chuyén quyén sé hiru tai san, quyén sir dung bat dong san hoic truong hop
phép luat c6 quy dinh khac.

+ Doi véi truong hop ching thuc chit ky/diém chi/khong the ky, khong thé
diém chi dugc tai bo phan tiép nhan va tra két qua thi céng chuac tiep nhan ho so
Kiém tra cac giay to, néu nhan thay nguoi yéu cau chirng thuc co du diéu kién quy
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dinh tai Khoan 2 Diéu 24 Nghj dinh s6 23/2015/ND-CP thi dé nghi nguoi yéu cau
ching thuc ky/diém chi vao giay to can ching thuc va chuyén cho ngudi c6 tham
quyen Ky ching thuc.

b. Cach thic thuc hién

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cép xa
hodc ngoai tru s¢ clia co quan thuc hién ching thuc néu ngudi yéu cau ching thuc
thuoc dién gia yéu, khdng thé di lai duoc, dang bi tam giit, tam giam, thi hanh an
phat tu hodc c6 1y do chinh dang khac.

c. Thanh phan, sé lweng hé so
* Thanh phan hé so:

- Ban chinh hoac ban sao ¢6 chang thuc Ho chiéu hoic chitng minh nhan
dan hoac thé can cudc cong dan con gia tri sir dung.

- Gidy to, van ban ma minh s& ky/diém chi. Truong hop ching thuc chir ky
trong glay td, van ban bang tleng nudc ngoai, néu nguoi thyc hién ching thyc
khong hiéu rd ndi dung cua gidy td, vian ban thi c6 quyén yéu Cau nguoi yéu cau
chtng thuc nép kém theo ban dich ra tiéng Viét noi dung cua gidy to, vin ban do
(ban dich khéng can céng chiing hoac ching thuc chir ky nguoi dich, nguoi yéu
cau chung thyc phai chiu trach nhiém vé noi dung cua ban dich).

* S6 lwong hé so: 01 bé.
d. Theoi hgn gidi quyét

Trong ngay Uy ban nhan dan cp x4 tiép nhan yéu cau hogc trong ngay 1am
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Trudng hop tra két qua trong ngay
lam viéc tiép theo thi nguoi tiép nhan hd so phai cd phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chang thuc.

e. Doi trong thyee hién thii tuc hanh chinh

T6 chic.

g. Co quan thuc hién thai tuc hanh chinh

Uy ban nhan dan cép xa.

h. Két qud thuc hién tha tuc hanh chinh

Gidy to, van ban dugc chitng thuc chir ky/diém chi.
i. Phi, L¢ phi

- Phi: Khoéng.

- L& phi: 10.000 dong/truong hop (treong hop duoc tinh 12 mot hodc nhiéu
chir ky trong moét giay to, van ban). Trang la can ctr dé thu phi duogc tinh theo trang
cua ban chinh

k. Tén méu don, méu to khai
Khoéng.
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. YBu cdu, diéu kién thurc hign tha tuc hanh chinh

Khéng.

m. Can cwr phap ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tur ban chinh, chang thuc chit ky va chirng thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh mac thu, ché @6 thu, nop, quan ly va sir dung phi chirng thuec.

- Théng tu s6 264/2016/TTBTC ngay 14/11/2016 cta Bo truong Bo Tai
chinh;

- Théng tu sb 257/2016/TTBTC ngay 11/11/2016 cia B¢ truéng Bo Tai
chinh
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4. Thii tuc Chirng thye viée sira d6i, bd sung, hity b hop ddng, giao dich
a. Trinh tw thec hién

- Ngudi yéu cau chung thyc xuat trinh gidy to tdy than con gid tri s dung dé
nguoi thuc hién ching thuc kiem tra va nop 01 bo ho so .

- Viéc sira doi, bo sung, hily b hop dong, giao dich da duoc ching thuc chi
dugc thuc hién khi c6 thoéa thuan bang van ban cua cac bén tham gia hop dong,
giao dich.

- Viéc sira d6i, bd sung, huy boé hop ddng, giao dich duoc thuc hién tai Uy
ban nhan déan cap xa da ching thuc hop dong, giao dich. Truong hop sira doi, bo
sung, thay thé, huy bo mot phan hoac toan b di chic thi ¢ thé chang thyc tai bat
Ky co quan c6 tham quyén chang thuc nao.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau chang
thie, néu day du tai thoi diém chang thuc cac bén tham gia hop dong, giao dich tu
nguyén, minh man va nhan thac, 1am cha duoc hanh vi caa minh thi thuc hién
chirng thuc.

- Céc bén tham gia hop dong, giao dich phai ky tru6c mat ngudi thuc hién
chtng thue. Truong hop ngudi c6 tham quyen giao két hop dong cua céc to chic
tin dung, doanh nghiép da dang ky chir ky Mau tai co quan thuc hién ching thyuc
thi c6 thé ky trudc vao hop dong; nguoi thyc hién ching thuc phai doi Chleu chir
ky cta ho trong hop déng véi chit ky mau trudce khi thuc hién chiing thuc, néu nghi
ngo chit Ky trong hop ddng khac vai chit Ky mau thi yéu cau nguoi dé ky trude
mat.

- Trudng hop ngudi yéu cau ching thue khéng ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khéng diém chi dugc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam chirng phai c¢6 da nang luc hanh
vi dan su va khéng cé quyén, loi ich hoic nghia vu lién quan dén hop dong, giao
dich. Ngudi lam chimg do ngudi yéu cau ching thuc bé tri. Truong hop nguoi yéu
cau chung thuc khong bé tri duoc thi d& nghi co quan thuc hién chang thuc chi
dinh nguoi lam chung.

- Nguoi thue hién ching thuc ghi 101 chimg tuwong tng voi tung loai hop
d6ng, giao dich theo mau quy dinh; ky, ghi r6 ho tén, dong dau cta co quan thuc
hién chiing thuc va ghi vao s6 chang thuc. Doi voi “hop dong, giao dich co tir 02
(hai) trang tr¢ Ién, thi tung trang phai duge danh s6 thir ty, c6 chir ky cua nguoi
yéu cau ching thue va nguoi thuc hién chang thuc; s6 luong trang va loi ching
dugc ghi tai trang cudi caa hop dong, giao dich. Trudng hop hop dong, giao dich
c6 tir 02 (hai) to tr 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khéng théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi
dan sy ddy du theo quy dinh ciia phap luat, théng thao tiéng Viét va ngdn ngir ma
ngudi Yéu cau ching thuc st dung. Nguoi phién dich do ngudi yéu cau chirng thyc
moi hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
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y&u cau chirng thuc tra. Nguoi phién dich ¢6 trach nhiém dich day du, qhinh Xac
noi dung cua hop dong, giao dich, néi dung 16i chimg cho nguoi yéu cau chang
thuc va ky vao tung trang hop dong véi tu cach 1a ngudi phién dich.

- Uy ban nhan dan c4p xa thuc hién viéc stra ddi, bd sung, thay thé, hay bo
mot phan hozc toan bo di chlc phai thdng bao bang vin ban cho co quan di ching
thuc trude day vé noi dung sira doi, bd sung, thay thé, huy bé mot phan hoic toan
bo di chuc dé ghi chti vao Sé chiing thuc hop dong, giao dich.

- Nguoi yéu cau chirng thuc nhan két qua tai noi nop hé so.
b. Cach thac thuc hign

Tryc tiép tai co quan hanh chinh Nha nuéc.

c. Thanh phan, sé lweng hé so

* Thanh phan hé so:

- Hop d6ng, giao dich da duoc chiing thyc;

- Du thao hop ddng, giao dich sira d6i, bo sung, hay bo hop déng, giao dich
da duogc chang thuc;

- Trong trudng hop noi dung sta d6i, bo sung co lién quan dén tai san thi
ngudi yéu cau ching thuc phai nop ban sao kém ban chinh dé déi chiéu gidy ching
nhan quyén s¢ hiru, quyen st dung hodc ban sao gidy to thay thé duoc phap luat
quy dinh ddi vai tai san ma phap luat quy dinh phai dang ky quyen s& hiru, quyén
st dung, trir trudng hop ngudi lap di chuc dang bi céi chét de doa dén tinh mang

* S6 lwong hé so: 01 bg.

d. Thoi hgn gidi quyét

Thoi han thyc hién yéu cau chtng thuc phai dugc bao dam ngay trong ngay
CO quan, to chtc tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép
nhan yéu CAuU sau 15 gio. Truong hop tra két qua trong ngay lam viéc tle,p theo thi
nguoi tiep nhan ho so phai c6 phieu hen ghi ro thoi gian (gio, ngay) tra ket qua cho
ngudi Yéu cau chang thuc.

e. Péi twong thuec hién tha tuc hanh chinh
T6 chic.

g. Co quan thuc hién tha tuc hanh chinh
Uy ban nhan dan cép xa.

h. Két qud thuc hién tha tuc hanh chinh
Hop d6ng, giao dich duoc ching thuec.

i. Phi, L¢ phi

- Phi: Khéng.

- L& phi: 30.000 d¢ng/hgp ddng, giao dich.
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Mién I¢ phi chimg thuc hop dong thé chap tai san cho ca nhan, h¢ gia dinh
vay von tai to chic tin dung dé phuc vu phét trien néng nghiép, ndng thén, gom
cac linh vuc sau:

+ Cho vay céc chi phi phat sinh phuc vu qué trinh san xuit kinh doanh san
pham ndng nghiép tir khdu san xuat dén thu mua, ché bién va tiéu thu.

+ Cho vay phuc vu san xuat céng nghiép, thuong mai va cung tng cac dich
vu trén dia ban néng thén.

+ Cho vay dé san xuat giéng trong trdng trot, chin nuéi, thay san, trong ring
va cung tng cac san pham, dich vu phuc vu qué trinh san xuat ndng nghiép.

+ Cho vay phét trién nganh nghé tai dia ban néng thén.

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

+ Cho vay cé4c nhu cau phuc vu doi séng caa cu dan trén dia ban ndng thon.

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

k. Tén mau don, méu to khai

Khéng.
. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng.

m. Can cir phap ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 cua Chinh phii vé cap ban
sao tur ban chinh, chirng thuc chit ky va ching thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh maec thu, ché do thu, nop, quan ly va sir dung phi chirng thyec.
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5. Thii tuc Sira 13i sai sot trong hop ddng, giao dich
a. Trinh te thuc hién
- Nguoi yéu cau chirng thuc nop 01 bo hd so.

- Viéc sira 131 sai sot trong khi ghi chép, danh may, in hop dong, giao dich da
dugc chang thuc duoc thuc hién theo thoa thuan bang van ban cua cac bén tham
gia hop ddng, giao dich, néu khong lam anh huong dén quyén, nghia vu cta céc
bén va duogc thyc hién tai co quan di chung thuc hop dong, giao dich.

- Nguoi thuc hién ching thuc gach chan 18i sai st can stra, dong dau cua co
quan thyc hién chang thuc va ghi vao bén 1€ ciaa hop dong, giao dich noi dung da
sua, ho tén, chir ky cua nguoi stra, ngay thang nam sura.

- Ngudi yéu cau chirng thyc nhan két qua tai noi nop ho so.

b. Cach thac thuc hign

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, sé lweng hé so

* Thanh phan hé so:

~ - Bansao Giay ching minh nhan dan hoac The can cudc cong dan hodc HO

chiéu con gia tri st dung cua nguoi yéu cau ching thuc (xuat trinh ban chinh dé
doi chieu);

- Vian ban thoa thuan vé viéc saa 16i sai sot trong hop dong, giao dich da
dugc chiang thuc

- Hop d6ng, giao dich da duoc chiing thyc;

- Ban sao giay ching nhan quyen s¢ hitu, quyén sir dung hoc ban sao gidy
to thay thé dugc phap luat quy dinh d6i véi tai san ma phép luat quy dinh phai
dang ky quyén so hitu, quyen su dung trong truong hop hop ddng, giao dich lién
quan dén tai san d6 (xudt trinh ban chinh dé d6i chiéu).

* S5 lwong ho so: 01 bé.
d. Thei han gidgi quyét

Thoi han thyc hién yéu Cau ching thyc phai dugc bao dam ngay trong ngay
UBND cap x& tiép nhan yéu cau hoac trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép theo thi nguoi
tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi
yéu cau ching thyc.

e. Doi twrong thyee hién thii tuc hanh chinh
T6 chic.

g. Co quan thuc hién thi tuc hanh chinh
Uy ban nhan dan cép xa.

h. Két qud thgc hién tha tuc hanh chinh
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Hop dong, giao dich duoc stra 16i ky thuat.
i. Phi, Lé phi
- Phi: Khéng.
- L& phi: 25.000 d¢6ng/hop dong, giao dich.

Mién I¢ phi chimg thuc hop dong thé chap tai san cho ca nhan, h¢ gia dinh
vay von tai t6 chic tin dung dé phuc vu phét trien ndng nghiép, ndng thén, gom
cac linh vuc sau:

~+ Cho vay cac chi phi phat sinh phuc vu qua trinh san xuat kinh doanh san
pham néng nghiép tir khdu san xuat den thu mua, ché bién va tiéu thu.

+ Cho vay phuc vu san xuat cong nghiép, thuong mai va cung @ng céc dich
vu trén dia ban ndng thén.

+ Cho vay dé san xuat gidng trong trong trot, chan nudi, thuy san, tréng ring
va cung tng cac san pham, dich vu phuc vu qué trinh san xuat néng nghiép.

+ Cho vay phat trién nganh nghé tai dia ban ndng thén.

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

+ Cho vay cé4c nhu cau phuc vu doi séng caa cu dan trén dia ban ndng thon.

+ Cho vay theo cac chuong trinh kinh té 1ién quan dén linh vuc néng nghiép,
nong thon cua Chinh phu.

k. Tén mau don, méu to khai

Khéng.

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

Khéng.

m. Can cw phap ly caa tha tuc hanh chinh

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

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

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo6 Tu phép quy dinh
chi tiét va hudng dan thi hanh mot sé diéu caia Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh, ching thuc chit ky va
chung thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua B¢ Tai chinh Quy
dinh maec thu, ché do thu, nop, quan ly va sir dung phi chirng thuec.
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6. Thit tuc Cép bén sao c6 chirng thue tir ban chinh hop dong, giao dich
da dwgc chirng thuc

a. Trinh te thuc hién

- Nguoi yéu cau cap ban sao ¢6 ching thyc tir ban chinh hop dong, giao dich
phai xuat trinh cac giay to theo quy dinh.

- Nguoi thye hién ching thuc kiém tra gidy to do nguoi yu cau cap ban sao
c6 chung thuc tir ban chinh hgp dong, giao dich xuat trinh.

- Viéc cap ban sao ¢6 chang thuc tir ban chinh hop dong, giao dich da duoc
chirng thuc dugc thuc hién tai co quan luu trir hgp dong, giao dich.

- Co quan thuc hién ching thuc tién hanh chup tir ban chinh hop dong, giao
dich dang duogc Iuu trit va thuc hién ching thuc nhu sau:

+ Ghi day du loi chung chang thuc chit ky theo mau quy dinh;

+ rgy, ghi rd ho tén, dong diu cta co quan, to chac thuc hién chang thuc va
ghi vao so6 ching thuc.

~ Doi véi ban sao ¢ tir 02 (hai) trang tré 1én thi ghi loi ching vao trang cudi,
néu ban sao co tir 02 (hai) to tré 1én thi phai dong dau giap lai.

MJdi ban sao duoc ching thuc tir mot ban chinh gidy to, van ban hoic nhiéu
ban sao dugc chung thuc tir mot ban chinh giay to, van ban trong cung mot thoi
diem duogc ghi mét s6 chirng thuc.

b. Cach tharc thec hién

'NOp hd so truc tiép tai Bo phan tiép nhan va tra ket qua thuoc Uy ban nhan
dan cap xa.

c. Thanh phan, sé lweng hé so

* Thanh phan hé so:

~ Nguoi yéu cau ching thuc xuat trinh ban chinh hogc ban sao c6 chung thuc,
Giay ching minh nhan dan hoac Thé can cudc cong dan hoac Ho chiéu con gia tri
su dung.
* 86 lwong ho so: 01 bé.
d. Thei han gidgi quyét
Trong ngay Uy ban nhan dan CcAp X4 tiép nhan yéu cau hoac trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Trudng hop tra két qua trong ngay

lam viéc tiép theo thi ngudi tiép nhan hod so phai cé phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau ching thuc.

e. Doi twrong thyee hién thi tuc hanh chinh

T6 chic.

g. Co quan thuc hién thi tuc hanh chinh

Uy ban nhan dan cép xa luu trit hop ddng, giao dich.
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h. Két qud thgc hién tha tuc hanh chinh

Ban sao hop dong, giao dich duoc ching thuec.
i. Phi, Lé phi

- Phi: Khéng.

- L& phi: 2.000 dong/trang; tir trang thir 3 trd 1én thu 1.000 dong/trang, t0i da
thu khong qua 200.000 dong/ban. Trang 1a can ctr dé thu phi duoc tinh theo trang
cua ban chinh.

k. Tén méu don, méu to khai

Khéng.

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng.

m. Can cir phap ly cia tha tuc hanh chinh

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

- Thong tu s 01/2020/TT-BTP ngay 03/3/2020 ciia Bd truéng Bo Tu phép;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muc thu, ché do thu, nop, quan ly va sir dung phi chirng thuc.
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B. THU TUC HANH CHINH CAP XA
I. LINH VUC HO TICH

1. Thu tuc Dang ky khai sinh

a. Trinh te thuc hién

- Nguoi ¢6 yéu cau ding ky khai sinh nop ho so tai B phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 15 ngdy, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi
tiép nhan.

- Néu hd so sau khi di duoc hudng dan ma khéng duoc bo sung day du,
hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap vin ban tir chdi tiép
nhan ho so, trong d6 ghi 16 1y do tir chéi, ky, ghi rd ho, chit dém, tén cia ngudi
tiép nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cang chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Néu thdy thong tin khai sinh day du va phd hop, cdng chiic Tu phap - Ho
tich béo c4o Chu tich Uy ban nhan dan cip xa. Trudng hop Chu tich Uy ban nhan
dan cap xa dong y giai quyét thi cong chic Tu phap - Ho tich cap nhat thong tin
khai sinh theo hudng din dé 1ay S6 dinh danh ca nhan (d6i véi cac dia phuong da
trién khai cap Sé dinh danh ca nhan khi ding ky khai sinh), ghi noi dung khai sinh
vao So va ky tén vao So dang ky khai sinh. Cha tich Uy ban nhan dan cap x& ky
Gidy khai sinh cip cho ngudi dugc ding ky khai sinh.

- Sau khi nhian S6 va Giay khai sinh tir cong chirc Tu phap - Ho tich; Bo
phan tiep nhan va tra ket qua huéng dan d€ nguoi di dang ky khai sinh ky tén vao
S6, dong thoi trao Giay khai sinh cap cho nguoi duge dang ky khai sinh.

* Luu y:

+ Vlec xac dinh ho, dan tdc, dat tén cho tré em phal phu horp v6i1 phap luat
va yéu cau giit gin ban sic dan toc, tip quéan, truyén thong van hoa tot dep cia Viét
Nam; khong dat tén qua dai, kho stir dung.

+ Truong hop cha, me khong thdéa thuan duogc vé ho, dan toc, qué quan cua
con khi dang ky khai sinh thi ho, dan toc, qué quan cua con dugc xac dinh theo tap
quan nhung phai bao dam theo ho, dan tdc, qué quan cua cha hoac me.
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+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 gbc hoic
ban sao duoc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di diang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trlnh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuét trinh, di chleu véi thdng tin
trong To khai va tra lai cho nguoi XUAt trinh, khong dugc yéu cau ngudi dang ky
ho tich nop thém ban sao giay to do. Nguoi tlep nhan c6 thé Chup 01 ban giay to
xuat trinh hozc ghi lai thong tin ctia gidy to Xuat trinh dé luu hd so.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dir]h cua phap luat 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.

b. Cach thac thuc hign

- Ngudi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hoac uy quyén cho
nguoi Khac thuc hién viéc dang ky khai sinh;

- Ngudi thuc hién viéc dang ky khai sinh c6 thé tryc tiep nop ho so tai BO
phan tiep nhan va tra ket qua thuoc Uy ban nhan dan cap xa co tham quyén hoac
gui ho so qua hé thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Gigy to phdi xudt trinh:

- Ho chiéu hoic chitng minh nhan dan hoic thé can cuéc cdng dan hogc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyén céap, con

gia tri st dung dé chiang minh vé nhan than cta ngudi c6 yéu cau ding ky khai
sinh;

- Giay to chtmg minh noi cu tra dé ching minh thim quyén dang ky khai
sinh; truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Gidy ching
nhan két hon (trong giai doan Co s¢ dit liéu qudc gia vé dan cu va Co so dir liéu ho
tich dién tir toan quc chua dwoc xay dung xong va thyc hién théng nhat trén toan
quac).

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

* Gigy to phdi ngp:
- T khai ding ky khai sinh theo mau.

- Ban chinh Giay chimg sinh; trudng hop khéng cé Gidy chirng sinh thi nop
van ban cua nguoi lam ching xac nhan vé viéc sinh; néu khong cé nguoi lam
chung thi phai c6 giay cam doan vé viéc sinh;

- Trudng hop tré em bi bo roi thi phai ¢6 bién ban vé viéc tré bi bo roi do co
quan c6 tham quyen lap.
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- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban
X&c nhan cua co s¢ y té da thuc hién k¥ thuat ho tro sinh san cho viéc mang thai
ho.

- Vin ban ty quyén theo quy dinh cua phéap luat trong truomg hop ty quyén
thuc hién viéc dang ky khai sinh.

* S lwong ho so: 01 bo

d. Thei han gidi quyét

Ngay trong ngay tiép nhan yéu cau, trudng hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

e. Doi twrong thyee hién thi tuc hanh chinh

T6 chic

g. Co quan thuc hién thai tuc hanh chinh

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

+ Uy ban nhan dan cip xa noi cu tra cua ngudi cha hodc ngudi me thyc hién
dang ky khai sinh cho tré em.

+ Uy ban nhan dan cdp xi noi 1ap bién ban vé viéc tré bi bo roi dbi véi
trrong hop dang ky khai sinh cho tré bi bo roi.

- Co quan phdi hop thuc hién: Khéng

h. Két qud thec hién tha tuc hanh chinh

Giay khai sinh

i. Phi, Lé phi

- Phi: Khéng

- L¢ phi: Déi vei truong hop ding ky khai sinh khong ding han: Mic 1& phi
la 5000 dong/lan

Mién 1& phi dbi vé6i trudng hop khai sinh diing han, nguoi thudc gia dinh c6
cong vai cach mang; nguoi thuoc hd nghéo; nguoi khuyet tat.

k. Tén mdu don, mdu to khai

T khai dang ky khai sinh (Mdu kém theo)

. Yeu cdu, diéu kién thuc hién thi tuc hanh chinh
Khong

m. Can cw phap ly caa thi tuc hanh chinh

- Luat Ho tich nam 2014;

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

- Thong tu s6 04/2020/TT-BTP;



26

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

- Nghi quyét sé 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi ddong nhan
dan tinh Hai Duong ban hanh quy dinh mac thu, ché do thu, nop, quan ly va st
dung phi, & phi thuoc thim quyén quyét dinh cua Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI SINH
KINN QU e

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveeeeeseeeeeecee et en st en e
D02 o1 PSP UROTRUSR
GHAY T TUY ENANT ettt ettt en ettt en et
Quan hé vai nguoi GugC KNal SINN: .o
Pé nghi co’ quan diing ky khai sinh cho ngwoi duéi day:

Ho, Chit d@m, T8N ... e et ae e
Ngay, thang, nam sinh: .........c.cocccoeviiiiiiiciiiiec, ghi bang ChT: ...vveeeeeeeeceee e,
GiGi tinh:eeeeeeeeeeeee, DAN tOC: v evvererrrererennn, QUAC tHICN: oo
02 5 51 o
L@ 1= 01T o ST PPR
Ho, Chir d€m, ten NEWOT ME: ........cooooioie s
NAM SRt DAN tOC: .. eveevrrerenan. QUAC tiCh: e
N0 o1 G RS PRPR
Ho, Chir dém, ten nguwol Cha: ..........c...ccoooivieec e
NAM SINNE ©voeeeeeeeeee et DAN tOC:. . vvvevrrerenenn. QUAC tiCh: v,
D2 B o1 5§ PP PP TR TOTOPUPPPPPRRR

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

T6i chiu hoan toan trach nhiém truéc phép luat vé noi dung cam doan ctia minh.
Lamtai: ........................ , NQAY ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao: Co D, Khong D
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2. Thii tuc Ping ky két hon
a. Trinh te thuc hién

- Ngudi c6 yéu cau dang ky két hon nop ho so tai BO phan tiép nhan va tra
ket qua thudc Uy ban nhan dan cap xa co tham quyeén.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi
tiép nhan.

- Ho so sau khi dd duoc hudng dan ma khong dugc bd sung d?}y du, hoan
thién thi ngudi tiép nhan tir choi tiep nhan ho so va lap van ban tir choi tiep nhan
ho so, trong d6 ghi ro 1y do tir chol, ky, ghi ré ho, chit dém, tén cta ngudoi tiep
nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Sau khi tiép nhan da hd so hop 18, néu thay du diéu kién két hon theo quy
dinh, cdng chiac Tu phap - Ho tich bao céo Chu tich Uy ban nhan dan cap xa.
Truong hop Chu tich Uy ban nhan dan cap xa dong y giai quyét thi cong chac Tu
phap - Ho tich ghi viéc két hon vao So6 ding ky két hon, huéng dan hai bén nam,
nit ky vao Giay ching nhan két hdn, cling hai bén nam, nix ky tén vao Sb, Chu tich
Uy ban nhan dan cip xa to chuc trao Gidy ching nhan két hén cho hai bén nam,
Nix.

* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc chung thyc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung giay to do, khong duoc yéu
cau nguoi di dang ky nop ban sao ¢6 ching thuc giay to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, ddi chiéu véi théng tin
trong To khai va tra lai cho nguoi xuat trinh, khong duoc Yu cau nguoi ding ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban giay to
Xuat trinh hoac ghi lai théng tin cua gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so ding ky ho tich
theo quy dinh cua phap luat h¢ tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

b. Cach thic thuc hién

Nguoi ¢ yéu cau dang ky két hon truc tiép nop hd so tai Bo phan tiép nhan
va tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyen (bén nam hoac bén ni
cd thé truc tiep nop ho so ma khong can cé van ban uy quyen cua bén con lai).

c. Thanh phan, sé lweng hé so
* Gidy to phdi xudt trinh
- Ho chiéu hoic ching minh nhan dan hoic thé can cudc cdng dan hoic cac

gidy to khac c6 dan anh va thong tin c4 nhan do co quan cd tham quyén cap, con
gia tri st dung dé chirng minh vé nhan than ctia ngudi ¢ yéu cau dang ky ket hon.

- Giay to' ching minh noi cu tra dé xac dinh thim quyén (trong giai doan Co
s& dir liéu quéc gia vé dan cu va Co sé dit liéu ho tich dién tir toan qudc chua duoc
xay dung xong va thuc hién thong nhat trén toan quoc).

- Trich luc ghi cha ly hon doi véi truong hop cdng dan Viét Nam dang ky
thuong tru tai dia ban x& lam tha tuc dang ky két hon, da duoc giai quyét viéc ly
hon trudc do tai co quan ¢c6 tham quyén nudc ngoali.

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

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan cap x&
c6 tham quyeén cap trong trudng hop nguoi yéu cau ding ky két hon khong dang ky
thuong tri tai dia ban xa 1am thu tuc dang ky két hon (trong giai doan Co sé dit
liu qudc gia vé& dan cu va Co so dit lieu ho tich dién tir toan quéc chua dugc xay
dung xong va thyuc hién théng nhat trén toan qudc).

- Trudng hop nguoi yéu cau ding ky két hon dang cong tac, hoc tap, lao
dong co thoi han ¢ nude ngoai thi phai ngp Giay xac nhan tinh trang hon nhan do
Cg quan dai dién ngoai giao, Co quan dai dién l&nh sy cua Viét Nam ¢ nudc ngoal
cap.

* 86 lwong ho so: 01 bo

d. Thei han gidi quyét

Ngay trong ngdy cong chirc Tu phap - HJ tich tiép nhan ho so; truong hop
nhan hd so sau 15 gid ma khdng giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo. Trudng hop can xac minh diéu kién két hdn cua hai bén nam,
nit thi thoi han giai quyét khdng qua 05 ngay lam viéc.

e. Doi twrong thyee hién thi tuc hanh chinh

Té chuc
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g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cap
X4 noi cu tra cua bén nam hoac bén nir.

h. Két qud theec hién thii tuc hanh chinh

Giay chirng nhan két hon

i. Phi, Lé phi

Khéng

k. Tén méu don, méu to khai

T khai Pang ky két hon (Mau kém theo)

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

- Nam tir du 20 tudi tr 1én, nit tir du 18 tudi tra 1én;

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

- Cé4c bén khong bi mat nang luc hanh vi dan su;

- Viéc két hdn khdng thuoc mot trong céac truong hop cAm két hon, gom:

+ Két hon gia tao;

+ T4o hén, cudng ép két hon, lira ddi két hon, can tre két hon;

+ Nguoi dang c6 vo, €0 chong ma két hon voi ngudi khac hode chua c6 vo,
chua c6 chong ma két hén vaoi nguoi dang c6 chong, ¢o vo;

+ Két hon gitra nhirg ngudi cing dong mau vé truc hé; giita nhitng nguoi
cO ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra ngudi da tung la
cha, me nudi véi con nuéiz cha chong véi con Qéu, me Vg Vai con ré, cha duong
véi con riéng cua vo, me ké vai con riéng cua chong.

* Luu y: Nha nudc khdng thuira nhan hén nhén gitra nhitng nguoi cung gidi
tinh.

m. Can cw phap ly caa thi tuc hanh chinh

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich \/fS\ Nghi ,din‘h so 123/2015/NDb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phép thi hanh Luat
ho tich;

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

- 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 d thu, nop, quan ly va st
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dung phi, 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh (Nghi
quyeét so 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI DANG KY KET HON
(1) @)

Théng tin Bén nir Bén nam

Ho, chitr dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon 1an the may

Chung t6i cam doan nhiing 161 khai trén ddy 1a dung sy that, viéc két hon cua ching t6i
1a ty nguyén, khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.

..................................... ,NQay ........thang ... nam........
Bén nir Bén nam
(Ky, ghi rd ho, chit dém, tén) (Ky, ghi rd ho, chir dém,
tén)

Dé nghi cap ban sao: Co D, Khéng D
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3. Tha tuc Pang ky nhan cha, me, con
a. Trinh te thuc hién

- Ngudoi ¢6 yéu cau dang ky nhan cha, me, con nop hd so tai Bo phan tiép
nhan va tra két qua thuoc Uy ban nhan dan cap xa co tham quyen.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1 cua gidy to trong hd so do ngudi yeu cau nop, xuat trinh; dbi chiéu théng tin
trong T khai vai gidy to trong hd so.

- Néu hé so day da, hop 18, nguoi tiép nhan hd so viét gidy/phiéu tiép nhan,
trong do ghi rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng
dan ngudi nop ho so bo sung, hoan thién theo quy dinh; truong hop khong thé bo
sung, hoan thién ho so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd
loai gidy td, ndi dung can bo sung, hoan thién, Ky, ghi rd ho, chir dém, tén cua
ngudi tiép nhan.

- Néu hd so sau khi di duoc hudng dan ma khéng duoc bd sung day du,
hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap vin ban tir chdi tiép
nhan ho so, trong d6 ghi rd 1y do tir chéi, ky, ghi rd ho, chit dém, tén cia nguoi
tiép nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngay nhan du hd so, néu thay viéc nhan cha,
me, con 1a ding va khong c6 tranh chap, céng chic Tu phap - Ho tich bao cdo Chu
tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan dan cap xa dong y
giai quyét thi cdng chicc Tu phap - Ho tich ghi va ky vao S6 dang ky nhan cha, me,
con. Chu tich Uy ban nhan dan cap x& ky Trich luc dang ky nhan cha, me, con.

- Sau khi nhan Sé va Trich luc dang ky nhan cha, me, con tir cong chicc Tu
phép - Ho tich; Bo phan tiép nhan va tra két qua huéng din dé nguoi di dang ky ho
tich ky t&n vao So, dong thoi trao Trich luc dang ky nhan cha, me, con cho nguoi
di dang ky ho tich.

* Luu y:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao dugc cap tir s6 goc hoac
ban sao duoc chung thyuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung giay to do, khong duoc yéu
cau nguoi di dang ky nop ban sao cé ching thuc giay to do.

+ Truong hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, ddi chiéu véi théng tin
trong To khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
xuét trinh hozc ghi lai thong tin cta gidy t& xuét trinh dé luu hd so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so diang ky ho tich
theo quy dinh cua phap luat hg tich, khong duogc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khong quy dinh phai nop.

b. Cach thic thuc hién

Nguoi c6 yéu cau dang ky nhan cha, me, con (mét hoic hai bén) nop hd so
truc tiép tai Bo phan tieép nhan va tra két qua thuoc Uy ban nhan dan cap xa co
tham quyen.

c. Thanh phan, sé lweng hé so

* Gidy to phdi xudt trinh

- Ho chiéu hoic ching minh nhan dan hoic thé can cuéc cdng dan hoic cac
giay to khac co dan anh va thong tin ca nhan do co quan cé tham quyén cap, con
gia tri st dung dé ching minh vé nhan than cua nguoi cé yéu cau dang ky nhan
cha, me, con.

- Gidy to chtimg minh noi cu tra dé xac dinh tham quyén dang ky nhan cha,
me, con (trong giai doan Co s& dir liéu quoc gia vé dan cu va Co sé dix liéu ho tich
dién tr toan quoc chua dugc xay dung xong va thuc hién thong nhat trén toan
quoc).

* Gigy to phdi ngp
- To khai diang ky nhan cha, me, con theo mau.

- Giay to, db vat hoic chiing cir khac chiang minh quan hé cha, con hoac
quan hé me, con gom:

+ Vin ban cia co quan y té, co quan giam dinh hodc co quan khac c6 tham
guyen xac nhan guan hé cha con, quan hé me con.

+ Truong hop khong ¢6 van ban néu trén thi phai co thu tir, phim anh, bang,
dia, d ding, vat dung khac ching minh mdi quan hé cha con, quan hé me con va
vin ban cam doan ctia cha, me vé viéc tré em la con chung cua hai nguoi, ¢ it
nhat hai nguoi than thich cia cha, me 1am chang.

* 86 lwong ho so: 01 bo
d. Thei han gidi quyét

03 ngay lam viéc ke tr ngay cong chic Tu phép - H tich tiép nhan ho so.
Truong hop can phai xac minh thi thoi han giai quyét khéng qua 08 ngay lam viéc.

e. Doi twrong thyee hién thii tuc hanh chinh
T chuc
g. Co quan thuc hién thi tuc hanh chinh

- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cap
X2 noi cu trd cta ngudi nhan hoac nguoi dugc nhan la cha, me, con.
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h. Két qud thgc hién tha tuc hanh chinh
Trich luc dang ky nhan cha, me, con.

i. Phi, Lé phi

- Phi: Khéng

- L& phi: 10.000 d6ng.

Mién 1¢ phi cho nguoi thudc gia dinh co cong voi cach mang; nguoi thuge
ho nghéo; nguoi khuyeét tat.

k. Tén méu don, méu to khai

To khai dang ky nhan cha, me, con.

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

- B&n nhan va bén duoc nhan 1a cha, me, con déu con sbng;
- Viéc nhan cha, me, con khdng cé tranh chap.

- Trudng hop nam, nit chung séng véi nhau nhu vo chong, khong ding ky
két hon, sinh con, ngudi con séng cung véi ngudi cha, khi ngudi cha lam thu tuc
nhan con ma khong lién hé dugc voi ngudi me thi khdng can cé y kién cta ngudi
me trong To khai dang ky nhan cha, me, con.

m. Can cir phap ly cia tha tuc hanh chinh

- Luat hon nhan va gia dinh nam 2014;

- Luat hoé tich nam 2014;

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

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua By Tu phap quy dinh
chi tiét mot so dieéu cua Luat ho tich \/;51 Nghi Idin‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiet mot so dieu va bién phap thi hanh Luat
ho tich;

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

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan Iy va su
dung phi, I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveceeeeeeeeeecee ettt en s
D2 w10 0 o
GHAY T TUY ENAN: 1.ttt ettt en ettt en s
Quan hé vai nguoi NhAN Cha/ME/CON: .....oiiiiiie e
Pé nghi co’ quan céng nhan ngudi cé tén dwéi day:

[ Lo T 011 (<7 1 TR (=] o R
NQAY, thang, NAM SINN: .....ooiiiiiiiiii e
GG NN e, DAN EOC v eveveveeeeeeeeeeeeeeeeeeeeeeeeeen Quéc tich: ..o
02 10 G
@Yt (V) VA 117: 2 TSRO
La. e cuia nguoi c6 tén duwoi day:

[ [O TR o3 5 e (<11 TR (=T PR
Ngay, thang, NAM SINN: .......coiiiiiie e nre e e sbreeanraaee s
GG NN, DAN tOC: vttt e ee e Quéc tich: ..o
D2 B o1 0 5§ PP PTR P STOPUPPPPPRRR
GHAY T TUY tANT ottt s ettt n ettt et en s
Toi cam doan viéc nhan...........cccovveeivivieciiinenne, noi trén la dang su that, tu nguyén,

khong co6 tranh chap va chiu trach nhiém trudce phép luat vé cam doan cuia minh.

Lam tai................. ngay ......... thang.......... nam.........
Ngudi yéu cau
(Ky, ghi rd ho, chir @ém, tén)

Y kién ciia ngudi hién dang 1a me hoic cha

Dé nghi cap ban sao: Co D, Khoéng [
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4. Thii tuc Ping ky khai sinh két hop ding ky nhan cha, me, con
a. Trinh te thuc hién

- Nguoi 6 yéu cau dang ky khai sinh va nhan cha, me, con nop hé so tai Bo
phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyeén.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, ndi dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi
tiép nhan.

- H6 so dang ky khai sinh va nhan cha, me, con sau khi da dugc huéng dan
theo quy dinh ma khong dugc bo sung, hoan thién thi nguoi tiép nhan tir chéi tiép
nhan ho so. Viéc tir chdi tiép nhan hd so phai dugc thé hién bang vin ban, trong do
ghi rd ly do tir chbi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngay nhan du hd so, néu thay viéc nhan cha,
me, con 1a dung va khong cd tranh chip; thong tin khai sinh diy da va phd hop,
cong chac Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan cip xa. Truong
hop Chu tich Uy ban nhan dan cip xa dong y giai quyét thi cong chiic Tu phap -
Ho tich ghi ndi dung nhan cha, me, con vao Sé dang ky nhan cha, me, con; ghi noi
dung khai sinh vao S6 ding ky khai sinh, cap nhat thong tin khai sinh theo huéng
dan dé lay Sé dinh danh c4 nhan (di véi cac dia phuong da trién khai cap Sé dinh
danh ca nhan khi dang ky khai sinh) va ky tén vao S6. Chu tich Uy ban nhan dan
cap x& ky Gidy khai sinh va Trich luc nhan cha, me, con.

- Sau khi nhan két qua tir cong chirc Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua huong dan dé nguoi di dang ky khai sinh va nhan cha, me, con ky tén
vao So, déng thoi trao Trich lyc dang ky nhan cha, me, con va Giay khai sinh cho
ngudi di ding k¥ ho tich.

* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc chung thyuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di dang ky nop ban sao ¢é ching thuc giay to do.
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+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to Xuat trinh, doi chleu véi thong tin
trong To khai va tra lai cho nguoi XUAt trinh, khong dugc yéu cau ngudi dang ky
ho tich nop thém ban sao giay to d6. Nguoi tiep nhan c6 thé chup 01 ban giay to
xuat trinh hoac ghi lai thong tin cia giay to xuat trinh d€ luu ho so.

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

b. Cach thac thuc hign

~ Nguoi yéu c:éxu dang ky khai sinh, nhan cha, me, con (mot hodc hai bén) nop
ho so truc tiep tai Uy ban nhan dan cap xa co tham quyen.

c. Thanh phan, sé lweng hé so

* Giay to phdi xudt trinh:

- Ho chiéu hoic ching minh nhan dan hoic thé can cudc cong dan hogc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén céap, con
gia tri s dung dé chiang minh vé nhan than cua nguoi c6 yéu cau dang ky khai
sinh, nhan cha, me, con.

- Giay to chtirmg minh noi cu tra dé ching minh thém quyén dang ky khai
sinh, nhan cha, me, con (trong giai doan Co s¢ dir ligu qudc gia vé dan cu va Co 8o
dix liéu ho tich dién tir toan qudc chua duoc xay dung xong va thuc hién théng nhat
trén toan qudc).

* Giay to phdi ngp:

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

- Ban chinh Gidy chung sinh; truong hop khong cé Giay ching sinh thi nop
van ban cua nguoi lam chang xac nhan vé viéc sinh; néu khong c6 nguoi lam
churng thi phai c6 giay cam doan v¢ Vviéc sinh;

- Gidy to, do vat hogc chiing ctr khac chimg minh quan hé cha, con hoic
quan h¢ me, con gom:

+ Van ban cta co quan y té, co quan giam dinh hoic co quan khac c6 tham
quyén xac nhan quan hé¢ cha con, quan hé me con.

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

* S6 lwong hé so: 01 bo

d. Thei han gidi quyét

03 ngay lam viéc ké tir thoi diém Cong chic Tu phéap - Ho tich nhan du hd
so hop 1€, truong hop phai xac minh thi khéng qué 08 ngay lam viéc.
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e. Doi trong thyee hién thi tuc hanh chinh
T6 chuc
g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cap
Xa noi cu tru cua nguoi cha hodac nguoi me thuc hién dang ky khai sinh két hop
nhan cha, me, con.

h. Két qud theec hién thii tuc hanh chinh

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

- Phi: Khong

- L& phi:

+ Ping ky khai sinh: 5.000 dong.

Mién 1¢ phi ddi véi truong hop ding ky khai sinh diing han; nguoi thugc gia
dinh ¢6 cong véi cach mang; ngudi thuoc ho ngheo; nguoi khuyet tat.

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

Mién I& phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi thude
hd ngh¢o; nguoi khuyet tat.

k. Tén mau don, méu to khai

To khai dang ky khai sinh, To khai dang ky nhan cha, me, con
. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

- Bén nhdn va bén dugc nhan 1a cha, me, con déu con sng;

- Viéc nhan cha, me, con khéng ¢ tranh chap.

- Truong hop nam, nit chung séng voi nhau nhu vo chong, khong ding ky
két hon, sinh con, nguoi con séng clng véi nguoi cha, khi nguoi cha lam thu tuc
nhan con ma khéng lién hé dugc vaoi nguoi me thi khéng can co y kién cua nguoi
me trong To khai dang ky nhan cha, me, con.

m. Can cw phap ly caa thi tuc hanh chinh

- 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 phi quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat ho tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh
chi tiet mot so dieu cua Luat ho tich \/g%\ Nghi ,din‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiet mot so dieu va bién phap thi hanh Luat
ho tich

- Thong tu s6 85/2019/TT-BTC;
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- Nghi quyét sé 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 su
dung phl 1& phi thuoc tham quyén quyét dinh cua Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI SINH
KINN QU v

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveeeeeseeeeeecee et en st en e
I3 1 g 2 P SPTOP PR
GHAY T TUY ENANT ettt ettt en ettt en et
Quan hé vai nguoi GugC KNal SINN: .o
Pé nghi co’ quan diing ky khai sinh cho ngwoi duéi day:

Ho, Chit d@m, T8N ... e et ae e
Ngay, thang, nam sinh: ........c.coccviiiiiniiiene e, ghi DANg ChTE: oo,
GiGi tinh:eeeeeeeeeeeee, DAN tOC: v evvererrrererennn, QUAC tHICN: oo
INOT ST Lttt e e e e e e e s st e et e e e e e e s e b bbb e e e e e e e e e e e e nnrnees
L@ 1= 01T o ST PPR
Ho, Chir d€m, ten NEWOT ME: ........cooooioie s

INAM SN v DAN tOC: .. eveevrrerenan. QUAC tiCh: e

Ho, Chir dém, ten nguwol Cha: ..........c...ccoooivieec e
NAM SINNE ©voeeeeeeeeee et DAN tOC:. . vvvevrrerenenn. QUAC tiCh: v,
D2 B o1 5§ PP PP TR TOTOPUPPPPPRRR

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, duoc sy thoa
thuan nhat tri cta cac bén lién quan theo quy dinh phéap luat.

T6i chiu hoan toan trach nhiém truéc phép luat vé noi dung cam doan ctia minh.
Lamtai: ........................ , NQAY ........... thang ......... nAM ..o
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao: Co D, Khong D
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveeeeeeeeeeieecee ettt enee s
D02 w10 0 o
GHAY T TUY ENANT .ottt sttt en e se ettt et en e
Quan hé vai nguoi NhAN Cha/ME/CON: .....oiiiiiii e
Pé nghi co’ quan céng nhin ngudi cé tén dwdéi day:

[ Lo T 01 (< 1 TR (=] o
Ngay, thang, NAM SINN: .....coooiiiiii e
GG NN e, DAN EOC v eviveeereeeeeeeeeeeeeeeeeeeeeeeee Quéc tich: ..o
02 10 G
@Yt (V) VA 117: 2 TSRO
La e cuia nguoi c6 tén duwoi day:

[ [O TR o3 5 e (<11 TR (=T PR
Ngay, thang, NAM SINN: ......ooiiiiiii e e e abeees
GG NN, DAN tOC: vttt e ee e Quéc tich: ..o
DA 11 5 4 ST PP P PP PP PPPPRPP
GHAY T TUY tANT ottt s ettt n ettt et en s

TOi cam doan Viéc NhAN...........ccceevevvieeiiivieeiieenn, noi trén la dang su that, tu nguyén,
khong c6 tranh chip va chiu trach nhiém trudc phap luat vé cam doan ciia minh.

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

Y kién ciia ngudi hién dang 1a me hoic cha

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

- - Nguai c6 yéu cau ding ky khai tir nop hf’)‘so tai Bo phan tiép nhan va tra
ket qua thudc Uy ban nhan dan cap xa co tham quyeén.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi
tiép nhan.

- Néu hé so sau khi di duoc hudng dan theo quy dinh ma khéng duoc bd
sung day du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap vin ban
tir chdi tiép nhan hé so, trong d6 ghi rd 1y do tir chdi, Ky, ghi rd ho, chir dém, tén
clia nguoi tiép nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Ngay sau khi nhan du ho so theo quy dinh, néu thay thdng tin khai tur day
du va phu hop, cong chuac Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan dan cap xa dong y giai quyet thi ky
Trich luc khai tr; cong chuac Tu phap - Ho tich ghi va ky tén vao So6 dang ky khai
tur.

- Sau khi nhan S6 va Trich luc ding ky khai tir cong chirc Tu phap - HO tich;
B¢ phén tiep nhan va tra ket qua hudng dan d€ nguoi di dang ky khai tu ky tén vao
So, dong thoi trao Trich luc dang ky khai tir cho nguoi di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dugc chung thyc tr ban chinh thi ngudi tiép nhan ho so khong dugc yéu
cau xuat trinh ban chinh; néu ngugi yéu cau chi nop ban chyp va xuat trinh ban
chinh thi nguoi tiep nhan ho so ki€ém tra, doi chicu ban chup vai ban chinh va ky
vao ban chup xac nhan ve viéc da doi chieu noi dung giay to do, khong dugc yéu
cau nguoi di dang ky nop ban sao c6 chirng thuc giay to do.

+ Trudng hop phap luat quy dinh XUat trlnh gidy to khi dang ky ho tich,

ngudi tiép nhan cé trach nhiém kiém tra gidy to Xuat trinh, doi Chleu véi thong tin
trong To khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
xuét trinh hozc ghi lai thdng tin cta gidy t& xuét trinh dé luu hd so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so diang ky ho tich
theo quy dinh cua phap luat hg tich, khong duogc yéu cau nguoi dang ky ho tich
nop thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

b. Cach thic thuc hién

- Ngudi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hoic ay quyén cho
nguoi Khac thuc hién viéc dang ky khai ti;

- Nguoi thyc hién viéc dang ky khai tir ¢6 thé tryc tiép nop ho so tai Bo phan
tiep nhan va tra ket qua thugc Uy ban nhan dan cap xa co tham quyen hoac gui ho
so qua hé thong buu chinh.

c. Thanh phan, sé lweng hé so
* Giay to phdi xudt trinh
- Ho chiéu hoic ching minh nhan dan hoic thé can cuéc cdng dan hoic cac

gidy to khac c6 dan anh va thong tin c4 nhan do co quan cd tham quyén cap, con
gia tri su dung dé chirng minh vé nhan than cta ngudi cé yéu cau dang ky khai tur;

- Gidy to chirmg minh noi cu tra cudi clng cia nguoi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir liu quoc gia veé dan cu va Co s¢ dir liéu ho tich
dién tir toan quoc chua duoc xay dung xong va thuc hién thong nhat trén toan
quoc).

- Trudng hop khong xac dinh duge noi cu tra cudi clng cia ngudi Chét thi
xuat trinh giay to chimg minh noi nguoi do chet hoac noi phat hién thi thé cua
nguoi chet.

Truong hop gui hd so qua hé thong buu chinh thi phai gui kém theo ban sao
c6 chieng thuc céc gidy to phai Xuat trinh néu trén.

* Gigy to phdi ngp

- To khai ding ky khai tir theo mau;

- Gidy bao tir hoic gidy to thay thé Gidy bao tir do co quan c6 tham quyén

cap.

- Vin ban 1y quyén theo quy dinh cua phéap luat trong truong hop uy quyén
thuc hién viéc dang ky khai tir. Truong hop nguoi dugc uy quyén la 6ng, ba, cha,
me, con, vo, chdng, anh, chi, em rudt cia ngudi uy quyen thi van ban uy quyén
khong phai cong ching, ching thuc, nhung phai c6 gidy to chang minh méi quan
hé v&i ngudi ay quyén.

* S6 lwong ho so: 01 bo

d. Thei han gidi quyét

Ngay trong ngay cong chuc Tu phap - Ho tich tiép nhan yéu cau, truong hop
nhan hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay
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lam viéc tiép theo. Trudng hop can xac minh thi thoi han giai quyét khdng qué 03
ngay lam viéc.

e. Doi twrong thyee hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién tha tuc hanh chinh

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

+ Uy ban nhan dan cip x3 noi cu tri cudi cing cua ngudi chét thuc hién viéc
dang ky khai tu;

+ Uy ban nhan dan cap xa noi ngudi d6 chét hoic noi phat hién thi thé nguoi

chét thuc hién viéc dang ky khai tir trong trudng hop khong xac dinh dugce noi cu
trd cuoi cung cua ngudi chet.

h. Két qud thuc hién tha tuc hanh chinh
Trich luc khai twr

i. Phi, L¢é phi
- Phi: Khong

- L& phi: 5.000 ddng.
Mién 1& phi d6i voi truong hop dang ky khai tir ding han, ngudi thugc gia
dinh ¢6 cong véi cach mang; ngudi thuoc ho nghéo; nguoi khuyet tat.
k. Tén mau don, méu to khai
To khai dang ky khai tir (Mdu kém theo)
. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng
m. Can cw phap ly caa tha tuc hanh chinh
- 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;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich \(a Nghi ,din‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phép thi hanh Luat
ho tich

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

- 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 Iy va su
dung phi, 1¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HDPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI TU

KINN QU e

Ho, Chit dém, t8N MEWOT YEU CAU ...oooooooooooo oo
INOT CU EITLL bbbt
GHAY T TUY ENANT ..o seee oot
QUAN NE VOT NEUGT A8 CHELL ....oooooooeeeeeeeeee oot
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dwdi diy:

Ho, Chir d@m, TBN: ..ot e e
NQAY, thang, NAM SINN: .....ooiiiiiiiiii e
GiGi tinh: e, DAN tOC v eveveeeeeeeree oot QUAC tiCh: v,
INOT CU T CUST CUNG: ..o esseee et
GHAY T TUY ENANT ..o oo eeeee e
Da chét vao lUC: ..o Qi phlt, NQAY .............. thang ......... nAM oo
INOT CREL: e
NGUYEN NNAN CREL: ..o eesee oo
Sb Giy béo ti/ Gidy to thay thé Gidy DA0 t:..... A0 ...
................................................................................................... CAp NQAY .......thang ...... nim .............

To6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam tai: ..o ,ngay ... thang ... nam ...

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

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

- Cong chuc Tu phap - Ho tich cp xa duoc giao nhiém vu diang ky khai sinh
lwu dong c6 trach nhiém chuan bi ddy du mau To khai dang ky khai sinh, gidy to
ho tich va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoic tai
dia diém to6 chire dang ky luu dong, bao dam thuan lgi cho nguoi dan.

_ -Taidia qiém dang ky ho tich luu dong, cong chic Tu phap - Ho tich huéng
dan nguoi yéu cau dién day du thong tin trong To khai dang ky khai sinh; kiém tra
cac giay to lam co so cho viéc dang ky khai sinh.

- Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan du ho so, cong chiic
Tu phap - Ho tich bao céo Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich
Uy ban nhan dan dong y giai quyét thi ky Giay khai sinh cap cho ngudi ¢ yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan du hd so, cong chirc Tu phép -
Ho tich dem theo Giéy khai sinh va S6 dang ky khai sinh dé tra két qua cho ngudi
c6 yéu cau tai dia diém ding ky luu dong; cong chic Tu _phép - Ho tich ghi noi
dung ding ky vao So6 ding ky khai sinh, cung nguoi yéu cau ky So theo quy dinh.
Tai muc “Ghi cht” trong S6 dang ky khai sinh ghi rd “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chic Tu phap - Ho tich
truc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai noi dung va huéng
din ngudi d6 diém chi vao To khai. Khi tra két qua dang ky ho tich, cong chuc Tu
phap - Ho tich phai doc lai ndi dung gidy to ho tich cho nguoi yéu cau nghe va
huéng dan ngudi d6 diém chi vao So ho tich.

b. Cach thsc thec hién

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, sé lweng hé so

* Gigy to phdi xudt trinh

- Ho chiéu hoic chitng minh nhan dan hoic thé can cudc cong dan hoic cac

gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cap, con
gia tri st dung dé chung minh vé nhan than ctia nguoi yéu cau dang ky khai sinh.

- Gidy to chimg minh noi cu tri dé chang minh thAm quyén dang ky khai
sinh; truong hop cha, me cua tré da dang ky két hdn thi phai xuét trinh Gidy ching
nhan két hon (trong giai doan Co s¢ dir lieu qudc gia vé dan cu va Co so dir liéu ho
tich dién tir toan quédc chua dugc xay dung xong va thuc hién théng nhat trén toan
qudc).

* Gigy to phdi ngp:
- T khai ding ky khai sinh theo mau.

- Ban chinh Gidy chimg sinh; truong hop khong co Glay ching sinh thi nop
van ban cua nguoi Iam chang xac nhan vé viéc sinh; néu khoéng co nguoi lam
chtng thi phai c6 gidy cam doan vé viéc sinh;
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- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban
X&c nhan cua co s¢ y té da thuc hién k¥ thuat ho tro sinh san cho viéc mang thai
ho.

* S lwong ho so: 01 bo

d. Thei han gidgi quyét

05 ngay lam viéc.

e. Péi twong theee hién tha tuc hanh chinh

T6 chic

g. Co quan thuc hién thai tuc hanh chinh

- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cap
Xa noi cu tra cia nguoi cha hoac nguoi me.

h. Két qud thuc hién tha tuc hanh chinh

Gidy khai sinh

i. Phi, Lé phi

- Phi: Khong

- L& phi: 5000 dong/lan

Mién 18 phi dbi vé&i trudng hop dang ky khai sinh ding han; dang ky cho
ngudi thudc gia dinh c6 cong véi cach mang; ngudoi thudc hd nghéo; nguoi khuyet
tat.

k. Tén mau don, méu to khai

To khai diang ky khai sinh (Mdu kém theo)

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

Khéng

m. Can cw phap ly caa thi tuc hanh chinh

- 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;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh
chi tiet mot s6 dieu cua Luat ho tich va Nghi dinh s6 123/2015/NDB-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phép thi hanh Luat
ho tich;

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

- 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 Iy va su
dung phi, I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI SINH
KINN QU v

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveeeeeseeeeeecee et en st en e
D02 o1 PSP UROTRUSR
GHAY T TUY ENANT ettt ettt en ettt en et
Quan hé vai nguoi GugC Khal SINN: L.
Pé nghi co’ quan diing ky khai sinh cho ngwoi duéi day:

Ho, Chit d@m, T8N ... e et ae e
Ngay, thang, nam sinh: .........c.cocccoeviiiiiiiciiiiec, ghi bang ChT: ...vveeeeeeeeceee e,
GiGi tinh:eeeeeeeeeeeee, DAN tOC: v evvererrrererennn, QUAC tHICN: oo
JALS I L] OO SPRPPPPRP
L@ 1= 01T o ST PPR
Ho, Chir d€m, ten NEWOT ME: ........cooooioie s

INAM SN v DAN tOC: .. eveevrrerenan. QUAC tiCh: e

Ho, Chir dém, ten nguwol Cha: ..........c...ccoooivieec e
NAM SINN v, DAN tOC:. . vvvevrrerenenn. QUAC tiCh: v,
D2 B o1 5§ PP PP TR TOTOPUPPPPPRRR

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

T6i chiu hoan toan trach nhiém truéc phép luat vé noi dung cam doan ctia minh.
Lamtai: ........................ , NQAY ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao: Co D, Khong D
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7. Thii tuc Ping ky két hon luvu dong
a. Trinh te thec hién

- Cong chic Tu phép - HO tich cip xa dwoc giao nhigm vu ding ky két hon
luu dong c6 trach nhiém chuan bi day du cac loai mau To khali, giay to ho tich va
diéu kién can thiet dé thyc hién dang ky luu dong.

- Tai dia diém dang ky kég hén luu dong, cdng chuc Tu phép - HY tich co
trach thém kiém tra, xac minh vé diéu kién két hQn Cua cac bén; hudng dan nguoi
dan di€n day du thong tin trong To khai dang ky ket hon. Neu ho so day du, hop ¢,
cong chac Tu phap - Ho tich tiép nhan ho so vict Phieu tiep nhan.

- Trong thai han 05 ngay lam viéc, ke tir ngay tiép nhan ho so, cong chic Tu
phap - H¢ tich bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy
ban nhan dén dong y giai quyet thi ky cap 02 Giay chang nhan két hon cho nguoi
cO yéu cau.

- Cong chuc Tu phap - HO tich ghi ndi dung dang ky vao S6 dang ky két
hon; trao Giay ’chﬁ:ng nhan kétq hon cho cac bén tai dia diém dang ky luu dong;
cung cac bén ket hon ky vao So theo quy dinh. Tai muc “Ghi chi” trong S6 déng
Ky két hon ghi 16 “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chix thi cong chiic Tu phap - Ho tich
truc tiep ghi To khai, sau do doc cho ngudi yéu cau nghe lai ndi dung va huéng
dan nguoi do diém chi vao To khai. Khi trao Giay chang nhan ket hon, cong chic
Tu phap - H¢ tich phai doc lai noi dung Giay chang nhan két hon cho ngudi yéu
cau nghe va hudng dan nguoi do dieém chi vao S6 dang ky ket hén.

b. Cach thac thec hién

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so

* Gigy to phdi xudt trinh

~ -Ho chiéu hoic chirng minh nhan dan hoic thé can cude ocﬁng dé}n hqac cac
giay to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con
gia tri st dung dé chirng minh vé nhén than cta nguoi c6 yéu cau dang ky két hon.

- Giay to' ching minh noi cu tr dé xac dinh tham quyén (trong giai doan Co
so dir lieu québc gia vé dan cu va Co so dir liéu ho tich dién tir toan qudc chua dugc
xay dung xong va thuc hién théng nhat trén toan qudc).

* Gidy to phdi ngp

- To khai dang ky két hon theo mau. Hai bén nam, nix ¢é thé khai chung vao
mot To khai dang ky ket hon.

* S lwong ho so: 01 bo

d. Thei han gidi quyét

05 ngay lam viéc.
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e. Péi twong thuc hién thi tuc hanh chinh
Té chirc
g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cap
X4 noi cu tra cua hai bén nam, n.

h. Két qud theec hién thii tuc hanh chinh

Giay chirng nhan két hon

i. Phi, Lé phi

Khéng

k. Tén méu don, méu to khai

To khai dang ky két hon (Mdu kém theo)

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

- Nam tir du 20 tudi tr Ién, nit tir du 18 tudi tra 1én;

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

- Khong bi mat ning lyc hanh vi dan su;

- Viéc két hdn khdng thuoc mot trong céac trudong hop cAm két hon, gom:

+ Két hén gia tao;

+ T4ao hén, cudng ép két hon, lira ddi két hon, can tre két hon;

+ Nguoi dang ¢6 vg, €0 chong ma két hon véi ngudi khac hoac chua c6 vo,
chua c6 chong ma ket hon véoi nguoi dang c6 chong, ¢o vo;

+ Két hon gitra nhirmg ngudi cing dong mau vé truc hé; giita nhitng nguoi
c0 ho trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra ngudi da tung la
cha, me nudi véi con nuéi; cha chong véi con Qéu, me Vg Vai con ré, cha duong
Vai con riéng cua vg, me ké vai con riéng cua chong;

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

m. Céin ciw phép ly cia thai tuc hanh chinh

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich \/fS\ Nghi ,din‘h so 123/2015/NDb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiet mot so dieu va bién phap thi hanh Luat
ho tich

- Thong tu s6 85/2019/TT-BTC;
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- Nghi quyét sé 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 su
dung phl 1& phi thuoc tham quyén quyét dinh cua Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI DANG KY KET HON
(1) @)

Théng tin Bén nir Bén nam

Ho, chitr dém, tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon 1an the may

Chung t6i cam doan nhitng 161 khai trén ddy 1a dung sy that, viéc két hon ctia chung toi
1a ty nguyén, khong vi pham quy dinh cua Luat hon nhan va gia dinh Viét Nam.

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

Pé nghi Quy co quan ding ky.

..................................... ,NQay ........thang ... nam........
Bén nir Bén nam
(Ky, ghi rd ho, chit dém, tén) (Ky, ghi rd ho, chir dém,
tén)

Dé nghi cap ban sao: Co D, Khéng D
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8. Thu tuc DPang ky khai tir luvu dong
a. Trinh te thuc hién

- Cong chuc Tu phap - Ho tich duoc giao nhiém vu dang ky khai tu luu dong
c6 trach nhiém chuan bi day du mau To khai ding ky khai tir, gidy to ho tich va
diéu kién can thiét dé thuc hién ding ky luu dong tai nha riéng hoac tai dia diém t6
chirc dang ky Ivu dong, bao dam thuan lgi cho nguoi dan.

_ -Taidia djém dang ky khai tir luu dong, cong chirc Tu phap - HO tich hudng
dan ngudi yéu cau dién day du thong tin trong To khai dang ky khai tw, kiém tra
cac giay to lam co so cho viéc dang ky khai tur.

- Trong thai han 02 ngay lam viéc, ke tir ngay tiép nhan ho so, cong chic Tu
phap - Ho tich bao céo Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy
ban nhan dan dong y giai quyét thi ky cap Trich luc khai tir cho nguoi c6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan hé so, cong chic Tu phap -
Ho tich dem theo Trich luc khai tur va S6 dang ky khai tir dé tra két qua cho nguoi
c6 Yéu cau tai dia diém ding ky luu dong; cong chac Tu phap - HO tich ghi noi
dung vao S6 dang ky khai tir, cing ngudi yéu cau ky vao So. Tai myc “Ghi cha”
trong So dang ky khai tir ghi rd “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chix thi cong chiic Tu phap - Ho tich
truc tiep ghi To khai, sau do doc cho ngudi yéu cau nghe lai ngi dung va huéng
dan nguoi d6 di€m chi vao To khai. Khi tra ket qua, cong chic Tu phép - Ho tich
doc lai noi dung Trich luc khai tir cho ngudi yéu cau nghe va huéng dan nguoi do
diem chi vao S6 dang ky khai tir.

b. Cach thsc thec hién

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so

* Gigy to phdi xudt trinh

~ -Ho chiéu hoic chirng minh nhan dan hoic thé can cude ocﬁng dé}n hqac cac
giay to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con
gia tri st dung dé chirng minh vé nhan than cta nguoi c6 yéu cau dang ky khai ti;

- Gidy to ching minh noi cu tri cudi clng cua ngudi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir li¢u quoc gia ve dan cu va Co s¢ dir liéu ho tich
dién tir toan quoc chua duoc xay dung xong va thuc hién thong nhat trén toan
quac).

- Truong hop khong xac dinh dugc noi cu tra cudi cing cia ngudi chét thi
Xuat trinh gidy to ching minh noi ngudi d6 chét hodc noi phat hién thi thé cua
ngudi chét.

* Gigy to phdi ngp

- T khai ding ky khai tir theo mau;
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- Gidy bao tir hogc gidy to thay thé Gidy béo tir do co quan co tham quyen
cap.
* S lwong ho so: 01 bo
d. Thei han gidgi quyét
05 ngay lam viéc.
e. Péi twong theee hién tha tuc hanh chinh
T6 chuc
g. Co quan thuc hién thai tuc hanh chinh
- Co quan thyc hién va quyét dinh thi tuc hanh chinh:
+ Uy ban nhan dan cap x4 noi cu tra cudi clng cua ngudi chét;

+ Uy ban nhan dan cap xa noi ngudi d6 chét hoic noi phat hién thi thé nguoi
cheét thuc hién viéc dang ky khai tir trong treong hop khong xac dinh duogc noi cu
trd cuoi cung cua ngudi chét.

h. Két qud thuc hién tha tuc hanh chinh
Trich luc khai tir

i. Phi, Lé phi

- Phi: Khong

- L& phi: 5.000 ddng.

Mién 18 phi di voi trudng hop diang ky khai tir dung han; dang ky cho nguoi
thudc gia dinh c¢6 cong véi cdch mang; nguoi thudc hd ngheo; nguoi khuyet tat.

k. Tén mau don, méu to khai

To khai diang ky khai tir (Mdu kém theo)

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng

m. Can cw phap ly caa thi tuc hanh chinh

- Luat ho tich nam 2014;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich \/fS\ Nghi ,din‘h so 123/2015/NDb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phép thi hanh Luat
ho tich;

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

- 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 su
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dung phi, 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh (Nghi
quyeét so 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI TU

KINN QU e

Ho, Chit dém, t8N MEWOT YEU CAU ...oooooooooooo oo
INOT CU EITL: bbb bbbt
GHAY T TUY ENANT ..o seee oot
QUAN NE VOT NEUGT A8 CHELL ....oooooooeeeeeeeeee oot
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dwdi diy:

Ho, Chir d@m, TBN: ..ot e e
NQAY, thang, NAM SINN: .....ooiiiiiiiiii e
GiGi tinh: e, DAN tOC v eveveeeeeeeree oo QUAC tiCh: e,
INOT CU T CUST CUNG: ..o esseee et
GHAY T TUY ENANT ..o oo eeeee e
Da chét vao lUC: ..o Qi phlt, NQAY .............. thang ......... nAM oo
INOT CREL: e
NGUYEN NNAN CREL: ..o eesee oo
Sb Giy béo ti/ Gidy to thay thé Gidy DA0 t:..... A0 ...
................................................................................................... CAp NQAY .......thang ...... nim .............

TOi cam doan nhirng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam tai: ..o ,ngay ... thang ... nam ...

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

Dé nghi cap ban sao: Co D, Khéng D



58

9. Thu tuc Pang ky giam ho
a. Trinh tw theec hién

- Nguoi ¢ yéu cau ding ky glam h nop ho so tai Bo phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cip x& c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1 cua gidy to trong hd so do ngudi yeu cau nop, xuat trinh; dbi chiéu théng tin
trong T khai vai gidy to trong hd so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, ndi dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi
tiép nhan.

- Ho so dang ky ho tich sau khi d3 duge hudng dan theo quy dinh ma khdng
dugc bd sung day du, hoan thién thi nguoi tiép nhan tir chi tiép nhan ho so. Viéc
tir chéi tiép nhan ho so phai duoc thé hién bang vin ban, trong d6 ghi 18 1y do tir
chéi, nguai tiép nhan ky, ghi ré ho, chir dém, tén.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay 1am viéc, ké tir ngdy nhan du hd so, néu thiy yéu
cau ding ky giam ho du diéu Kién theo quy dinh phap luat thi céng chic Tu phap -
Ho tich bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban
nhan dan cip xa dong y giai quyét thi cong chic Tu phap - Ho tich ghi va ky vao
S6 dang ky giam ho. Cha tich Uy ban nhan dan cap xa ky Trich luc dang ky giam
ho.

- Sau khi nhan S6 va Trich luc dang ky giam ho tir cdng chiac Tu phap - Ho
tich; Bo phan tiép nhan va tra két qua huong dan dé nguoi di ding ky giam ho ky
tén vao So, ddng thoi trao Trich luc dang ky giam ho cho nguoi di dang ky ho tich.

* Lwu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc chung thyuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung giay to do, khong duoc yéu
cau nguoi di dang ky nop ban sao cé ching thuc giay to do.

+ Truong hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, ddi chiéu véi théng tin
trong To khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
xuét trinh hozc ghi lai thdng tin cta gidy t& xuét trinh dé luu hd so.

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

b. Cach thic thuc hién
- Ngudi ¢6 yéu cau ding ky giam ho truc tiép thuc hién hoic ty quyén cho
nguoi Khac thuc hién viéc dang ky giam ho;

—’Ngu(‘yi thuc hiér} viéc dang ky gidm ho co thé truc tiép nop ho SO tali BO
phan ti€p nhan va tra két qua thuoc Uy ban nhan dan cap xa co tham quyén hoac
gui ho so qua hé thong buu chinh.

c. Thanh phan, sé lweng hé so
* Giay to phdi xudt trinh:
- Ho chiéu hoic ching minh nhan dan hoic thé can cuéc cdng dan hoic cac

gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cap, con
gia tri s dung dé chirng minh vé nhan than ctia ngudi cé yéu cau dang ky giam ho.

- Giay to ching minh noi cu tra dé xac dinh thim quyén ding ky giam ho
(trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co so dir liéu ho tich dién tur
toan quoc chua dugc xay dung xong va thuc hién thong nhat trén toan quoc).

* Gigy to phdi ngp

- To khai dang ky giam ho theo mau.

- Vian ban ctr ngudi giam hé theo quy dinh cua B luat dan sy d6i voi truong
hop dang ky giam ho cu.

- Gidy to ching minh diéu kién giam ho duong nhién theo quy dinh cua Bo
luat dan sy doi voi truong hop dang ky giam ho duong nhién. Truong hgp cé nhicu
nguoi cung dua dieu kién lam gidm hd duong nhién thi nép thém van ban thoa
thuan vé viéc cir mot nguoi lam giam hé duong nhién.

- Vin ban ty quyén theo quy dinh cua phap lujt trong truong hop ay quyen
thuc hién viéc dang ky gidm hg. Truong hop ngudi dugc uy quyén la 6ng, ba, cha,
me, con, vo, chdng, anh, chi, em rudt cia ngudi uy quyen thi van ban uy quyén
khong phai cong ching, ching thuc, nhung phai c6 gidy to ching minh méi quan
hé v&i ngudi ay quyén.

* S6 lwong ho so: 01 bo
d. Thei han gidi quyét
03 ngay lam viéc ké tir ngay cong chic Tu phap - Ho tich nhan du hd so hop

e. Péi twong thuc hién thi tuc hanh chinh
T6 chuc
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g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cap
X3 noi cu tru ctia ngudi dugc gidm ho hoac ngudi gidm ho.

h. Két qud theec hién thii tuc hanh chinh
Trich lyc dang ky giam h.

i. Phi, Lé phi

Khéng

k. Tén méu don, méu to khai

To khai dang ky giam ho (Mdu kém theo)

. Yéu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng

m. Can cwr phép ly caa tha tuc hanh chinh
- B0 luat Dén su;

- Luat ho tich nam 2014;

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

- Thoéng tu s‘fr) 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét mot so dieu cua Luat ho tich v,a Nghi ,din‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiet mot so diéu va bién phap thi hanh Luat
ho tich;

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

- Nghi quyét so 17/2016/NQ-HDND 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 su
dung phi, 1€ phi thuoc tham quyén quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HDPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY GIAM HO

KN QU oo

Ho, Chir dém, tNn NZWOT YBU CAU: .......ovocveeeereereeeeee e eeveeteeestes st es s en s
I [ 1 G 2 | TP PPPRTTRPI
GHAY T TUY ENAN: 1.ttt ettt en ettt en s
Pé nghi co’ quan diing ky viéc giam h giira nhirng nguoi c6 tén duéi day:

Ngwoi giam hg:

[ Co T 01 (< 1 TR (=] o
Ngay, thang, NAM SINN: .....cooiiiiiii e
GiGi tinh: e, DAN LOC v eveveeeeeeeree oo QUAC tiCh: v,
I [0 1 2 | TP PPPRT TP
GHAY T TUY ENAN: ettt e et en ettt en e
Nguwoi dwogc giam ho:

[ [O TR o3 5 e (<11 TR (=T PR
Ngay, thang, NAM SINN: ....uuuiiiiii e e e e
GiGi tINN: v, DAN tOC: v vveeeeeeeereeeereeeeeeeen, QUAC tHCH: v,
DA 11 5 4 ST PP PP PP PPPPRPP
Gidy khai SINT/GIAY 1O tUY ThAN: .....eceeeceeeeeeeeeee et
Ly do dang Ky @iam Q. ...

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém truéc
phap luat vé cam doan ctia minh.

Lam tai: .o ,ngay ... thang ... nam ...

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

Dé nghi cap ban sao: Co D, Khéng D
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10. Thi tuc Ping ky chim dit giam ho
a. Trinh te thuc hién

- Nguoi c6 yéu cau dang ky cham dut giam ho nop ho so tai Bo phan tiép
nhan va tra két qua thuoc Uy ban nhan dan cap xa co tham quyeén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1 cua gidy to trong hd so do ngudi yeu cau nop, xuat trinh; dbi chiéu théng tin
trong T khai vai gidy to trong hd so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi
tiép nhan.

- H6 so sau khi dd duoc huéng dan theo quy dinh ma khong dugc b sung
day du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai dugc thé hién bang vin ban, trong d6 ghi 1d 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chix dém, tén.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 02 ngay, ké tir ngay nhin da hd so, néu thiy yéu cau ding
ky cham dat giam ho du diéu kién theo quy dinh phap luat thi céng chac Tu phap -
Ho tich bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban
nhan dan cip xa dong y giai quyét thi cong chic Tu phap - Ho tich ghi vao S va
ky vao S6 dang ky cham dat giam ho. Cha tich Uy ban nhan dan cap xa cap Trich
luc dang ky chdm dat gidm ho cho ngudi yéu cau.

- Sau khi nhan S6 va Trich lyc diang ky cham duat giam ho tir cong chic Tu
phép - Ho tich; Bo phan tiép nhan va tra két qua huéng dan dé nguoi di ding ky
cham dat giam ho ky tén vao So, dong thoi trao Trich luc dang ky cham dat giam
hoé cho nguoi di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau nop giay to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc chung thyuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di dang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phap luat quy dinh XUat trlnh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, ddi chiéu véi théng tin
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trong To khai va tra lai cho nguoi XUt trinh, khong dugc yéu cau nguoi dang ky
ho tich nop thém ban sao giay to d6. Nguoi tiep nhan qcé thé chup 01 ban giay to
xuat trinh hoac ghi lai thdng tin cua giay to xuat trinh dé luu ho so.

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

b. Cach thic thuc hién

~ - Nguoi c6 yéu cau dang ky cham dit gidm h truc tiép thuc hién hoac uy
quyeén cho nguoi khac thuc hién viéc dang ky cham dut giam ho;

- Nguoi thyc hién vige dang ky cham dut gidm ho c6 thé truc tiép nop ho so
tai Bo phan tiép nhan va tra két qua thugc Uy ban nhan dan cap xa cé tham quyén
hoac gt ho so qua hé thong buu chinh.

c. Thanh phan, sé lweng hé so

* Giay to phdi xudt trinh

- -Ho chiéu hodc chirng minh nhan dan hoic thé can cude 7c6ng dé}n hqzic cac
giay to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con
gia tri sir dung dé ching minh vé nhan than cta ngudi c6 yéu cau dang ky cham
dut giam ho.

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

* Gigy to phdi ngp

- To khai dang ky chAm dut giam ho theo mau.

- Giay to 1am can cir cham dit giam ho theo quy dinh cua B luat dan su.

- Vin ban ay quyén theo quy dinh ctia phép luat trong truong hop ay quyen
thue hién viéc dang ky chAm dat giam ho. Truong hop nguoi duoc uy quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua ngudi ty quyen thi van ban
uy’quyen khong phai cong chirng, ching thuc, nhung phai cd giay to chirng minh
moi quan hé véi nguoi uy quyen.

* 86 lwong ho so: 01 bo

d. Thei han gidgi quyét

02 ngay lam viéc ké tir ngay cong chiac Tu phap - Ho tich nhan du hd so hop

e. Doi twrong thyee hién thii tuc hanh chinh
T chuc
g. Co quan thuc hién thi tuc hanh chinh

- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cap
xa noi da dang ky giam ho trudce day.
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h. Két qud thgc hién tha tuc hanh chinh

Trich luc dang ky cham dut giam ho

i. Phi, Lé phi

Khéng

k. Tén méu don, méu to khai

T khai dang ky cham dat giam ho (Mdu kém theo)
. Y8u cdu, diéu kién thgc hién thi tuc hanh chinh
Khéng

m. Can cir phap ly cia tha tuc hanh chinh

Bo luat Dan su;

- Luat hé tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 caa Chinh phii quy dinh
chi tiet mot so dieu va bién phép thi hanh Luat ho tich;

- Thong tu gé 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét mot so dieéu cua Luat ho tich \{a Nghi ,din‘h so 123/2015/Nb-CP ngay
15/11/2015 cta Chinh pha quy dinh chi tiet mot so diéu va bién phap thi hanh Luat
ho tich.

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

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

TO KHAI PANG KY CHAM DUT GIAM HQ

KINN QU e

Ho, Chir dém, tNn NZWOT YBU CAU.......cvcvecveesceeeeseeeeees et enssee s enenee e,
D0 T 'y R
GHAY T TUY ENAN: 1.ttt ettt ettt en ettt en e
Pé nghi co’ quan diing ky cham dirt viéc giam h giira:

Ngwoi giam hg:

[ Lo T 01 (< 1 TR (=] o
Ngay, thang, NAM SINN: ... .
GiGi tinh: e, DAN tOC: oot QUAC tHCh: e,
D0 T 5y PO
GIAY T TUY tNANT ottt en sttt en e
Nguwoi dwoc giam ho:

[ [O TR o3 5 e (<11 TR (=T PR
Ngay, thang, NAM SINN: .....oooiiiiiii e e
GiGi tINN: v, DAN tOC: v vveeeeeeeereeeereeeeeeeen, QUAC tHCH: v,
B o w1 8 € SR UPRRUPRRPPRS
Gidy khai SINh/GIAY 1O tUY ThAN: ....eivieeeeeeeeeeeeeee et n e
DA dang Ky GQIAM NO a1 ..ooiveiiiiciec e
ngy ....... thang ......... nim ... SO. ettt QUYEN SO o
Ly do ChAm dirt VIEC GIAM NO: .......ovveieceeeeeeeeeee ettt

To61 cam doan nhiing ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc
phép luat vé cam doan ctia minh.

Lam tai: ..oooveiiieeins , ngay ... thang ..... nam ....
Ngudi yéu cau
(Ky, ghi rd ho, chiz d@ém, tén)

Dé nghi cdp ban sao: Co D, Khéng D
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11. Thi tuc Thay d6i, cai chinh, b6 sung thong tin hd tich
a. Trinh te thec hién

- Nguoi ¢ yéu cau thay doi, cai chinh, b sung ho tich nop hod so tai Bo
phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyeén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1 cua gidy to trong hd so do ngudi yeu cau nop, xuat trinh; dbi chiéu théng tin
trong T khai vai gidy to trong hd so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi
tiép nhan.

- H6 so sau khi dd duoc huéng dan theo quy dinh ma khong dugc b sung
day du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai dugc thé hién bang vin ban, trong d6 ghi 1d 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chix dém, tén.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc ké tir ngay nhan du gidy to theo quy dinh
dbi voi yéu cau thay d6i, cai chinh ho tich; ngay trong ngay lam viéc ddi véi yéu
cau bd sung ho tich; néu thiy viéc thay dbi, cai chinh, bé sung ho tich 1a co co s0,
phu hop vaéi quy dinh cua phap luat dan su va phap luat co lién quan, cong chuc Tu
phap - Ho tich bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy
ban nhan dan cap xa dong y giai quyét thi ky Trich luc ho tich twong tng (Trich
luc thay ddi ho tich/Trich luc cai chinh ho tich/Trich luc bé sung hé tich); cong
chtc Tu phép - Ho tich ghi ndi dung thay dbi, cai chinh, bd sung ho tich vao S6 va
ky vao S6 dang ky thay dbi, cai chinh, b6 sung ho tich, xac dinh lai dan toc.

- Trudng hop thay d6i, cai chinh, bd sung thdng tin ho tich lién quan dén
Giay khai sinh, Gidy ching nhan két hén thi cong chic Tu phap - Ho tich ghi noi
dung thay ddi, cai chinh ho tich vao Gidy khai sinh, Gidy chang nhan két hdn; b
sung thong tin ho tich vao muc tuong tng va doéng dau vao nodi dung b sung.

- Sau khi tiép nhan két qua tir cdng chirc Tu phap - Ho tich; Bo phan tiép
nhan va tra két qua huéng dan dé nguoi di dang ky thay d6i, cai chinh, bd sung ho

tich, xac dinh lai dan toc ky tén vao So, dong thoi trao Trich luc dang ky ho tich
tuong ing cho nguoi dang ky ho tich.

* Luu y:
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+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 gbc hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di diang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trlnh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuét trinh, di chleu véi thdng tin
trong To khai va tra lai cho nguoi XUAt trinh, khong dugc yéu cau ngudi dang ky
ho tich nop thém ban sao giay to do. Nguoi tlep nhan c6 thé Chup 01 ban giay to
xuat trinh hozc ghi lai thong tin ctia gidy to xuat trinh dé luu hd so.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dir]h cua phap luat 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.

b. Cach thac thuc hign

- Nguoi c6 yéu cau dang ky thay doi, cai chinh, bo sung ho tich truc tiép
thuc hién hoac uy quyén cho nguoi khac thuc hién;

- Nguoi thyc hién vige dang ky thay doi, cai chinh, bo sung hé tich c6 the
truc tiép nop ho so tai Bo phan ti€p nhan va tra ket qua thugc Uy ban nhan dan cap
xa c0 tham quyén hoac guri ho so qua hé thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Gidy to phdi xudt trinh

- -Ho chiéu hoic chirng minh nhan dan hoic thé can cude Ocﬁng d@n hqaic cac
giay to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con
gia tri su dyng d€ chirng minh vé nhan than cua ngudi c6 yéu cau dang ky thay doi,
cai chinh, b6 sung ho tich.

- Glay td chimg minh noi cu tra dé xac dinh tham quyen dang ky thay doi,
cai chinh, b6 sung ho tich (trong giai doan Co s¢ dir ligu qudc gia vé dan cu va Co
S& dix liéu ho tich dién tir toan qUOc chua dugc xay dung xong va thuc hién thong
nhat trén toan quoc).

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

* Gidy to phdi ngp

- To khai ding ky thay doi, cai chinh, b6 sung ho tich, xac dinh lai dan toc
theo mau.

- Gidy to lam cin ¢ thay d6i, cai chinh, b sung ho tich.

- Van ban 1y quyén theo quy dinh cta phap luat trong truong hop ty quyen
thuc hién viéc dang ky thay doi, cai chinh, b6 sung ho tich. Truong hgp nguoi
duogc uy quyen la 6ng, ba, cha, me, con, vg, chong, anh, chi, em rudt cua ngudi uy
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quyen thi van ban uy quyen khong phai cong chang, ching thue, nhung phai co
gidy to chang minh méi quan hé véi ngudi ay quyén.
* S5 lwong hé so: 01 b
d. Thei han gidgi quyét

- 03 ngay lam viéc doi voi yéu cau thay doi, cai chinh h tich; truong hop
phai xac minh thi thoi han gidi quyet khdng qua 06 ngay lam viéc ke tur thoi diem
cong chac Tu phap - Ho tich nhan da ho so hop I€.

- Ngay trong ngay lam viéc dbi voi yéu cau bo sung ho tich, truong hop
nhan ho so sau 15 gio ma khong giai quyet dugc ngay thi tra ket qua trong ngay
lam viéc tiep theo.

e. Péi twong thec hién thi tuc hanh chinh
T6 chic
g. Co quan thuc hién tha tuc hanh chinh

- Co quan thyc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cap
xa noi da dang ky ho tich trude day hoac Uy ban nhan dan cap xa noi cu trl cua
ngudi O yéu cau

h. Két qud thec hién tha tuc hanh chinh

Trich luc thay d6i ho tich/Trich luc cai chinh ho tich/Trich luc bd sung ho

tich.
i. Phi, Lé phi
- Phi: Khoéng

- L& phi: 10.000 dong.

Mién I¢ phi cho ngudi thuge gia dinh c6 cong voi cach mang; nguoi thude
hd ngh¢o; nguoi khuyet tat.

k. Tén mdu don, mdu to khai

_ To khai ding ky thay doi, cai chinh, bd sung ho tich, xac dinh lai dan toc.
(Mau kem theo)

. Yeu cdu, diéu kién thuc hién thi tuc hanh chinh
Khéng
m. Can ciw phép ly cia tha tuc hanh chinh
- B0 luat Dan su;
- 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;
- Théng tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét mot s didu cua Luat ho tich va Nghi dinh s 123/2015/ND-CP ngay
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15/11/2015 ciia Chinh pha quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
ho tich;

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

- Nghi quyét sé 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi ddng nhan
dan tinh Hai Duong ban hanh quy dinh mac thu, ché do thu, nop, quan ly va st
dung phi, & phi thuoc thim quyén quyét dinh cua Hoi dong nhan dan tinh (Nghi
quyét sb6 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

- TO KHAI PANG KY VIEC THAY POI, CAl CHINH,
BO SUNG THONG TIN HQ TICH, XAC PINH LAI DAN TQC

KN QU e

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveceeeseeeeeieeeeeee ettt
D02 w10 0 o
GHAY T TUY ENANT 1.ttt ettt en ettt en e
Quan hé véi nguoi duoc thay doi, cai chinh, xac dinh lai dan toc, bd sung thdng tin ho
15101 o S
P NGhi o' qUAN AN KY VIEC........covivevieieeies cerieiesciees et en st enee et
cho nguoi ¢6 tén dudi day:
Ho, Chit d@m, T8N ..o e e
Ngay, thang, NamM SINN: ..o
Gigi tinh:eveeeven, DAN EOC: et eeeteeeeeeeeeeeee e eee e e e e QUAC tiCh: v
02 10 G
GHAY T TUY ENAN: ettt e ettt en ettt en s

1521 FETTT TP TP TP TP T TR TR TR

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc phap
luat vé cam doan ctia minh.

Lam tai: .oooveeviiieiiee, , ngay ... thang ..... nam .........
Ngudi yéu cau
(Ky, ghi rd ho, chiz @ém, tén)

Y kién cua ngudi dugc thay doi ho, chir Y kién cua cha va me (néu thay doi ho,
dém, tén (néu nguoi do tir da 9 tudi tro chit dém, tén cho ngudi dudi 18 tudi)
1én); xac dinh lai dan toc (néu ngudi do

tir du 15 tudi dén dudi 18 tudi)
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12. Thii tuc Cap Gidy xac nhan tinh trang hén nhén
a. Trinh te thuc hién

- Ngudi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan nop ho so tai Bo
phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyeén.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi
tiép nhan.

- Néu hd so sau khi di duoc hudng dan ma khéng duoc bd sung day du,
hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap vin ban tir chdi tiép
nhan ho so, trong d6 ghi rd 1y do tir chéi, ky, ghi rd ho, chit dém, tén cia nguoi
tiép nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan du ho so hop 1€, cong
chuac Tu phap - Ho tich kiém tra, xac minh tinh trang hon nhan cua ngudoi €6 yéu
cau.

- Truong hop ngudi Yu ciu xac nhan tinh trang hon nhan di timg ding ky
thudng trd tai nhidu noi khac nhau thi ngudi d6 co trach nhiém chang minh vé tinh
trang hén nhan cta minh. Truong hop ngudi yéu cau khéng chimg minh duoc thi
cong chic Tu phap - Ho tich béo céo Chu tich Uy ban nhan dan cap xa c6 vin ban
dé nghi Uy ban nhan dan cap xa noi ngudi d6 da ting dang ky thuong trd tién hanh
kiém tra, x4c minh vé tinh trang hon nhan cua nguoi do.

- Trong thai han 03 ngay lam viéc, ké tir ngay nhan duogc van ban dé nghi,
Uy ban nhan dan cip xa duoc yéu cau, tién hanh kiém tra, xac minh va tra 1oi bang
vian ban vé tinh trang hdn nhan trong thoi gian thuong trd tai dia phuong cua ngudi
c6 yéu cau.

- Néu két qua kiém tra, x4&c minh cho thay nguoi yéu cau cé du diéu kién,
viéc cap Gidy xac nhan tinh trang hdn nhan 1a pht hop quy dinh phap luat thi cong
chtc Tu phap - Ho tich trinh Chu tich Uy ban nhan dan ky 01 ban Gidy xac nhan
tinh trang hén nhan.

- Sau khi nhan két qua tir céng chirc Tu phap - Ho tich, Bo phén tiép nhan va
tra két qua trao Gidy xac nhan tinh trang hon nhan cho nguoi yéu cau.
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* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuét trinh ban chinh; néu ngudi yéu cau chi nép ban chup va xuét trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup voi ban chinh va ky
vao ban chup x&c nhan vé viéc da d6i chiéu noi dung gidy to d6, khong duoc yéu
cau nguoi di dang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, d6i chiéu vai thdng tin
trong To khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi dang ky
ho tich nop thém ban sao giay to d6. Ngudi tiép nhan c6 thé chup 01 ban giay to
xuat trinh hozc ghi lai thong tin cta gidy to Xuat trinh dé luu hd so.

+ Nguoi tiep nhan ¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dir]h cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém giay to ma phép luat ho tich khong quy dinh phai ndp.

b. Cach thac thuc hién

- Ngudi ¢6 yéu cau cap Gidy xac nhan tinh trang hdn nhan truc tiép thuc
hién hoac uy quyén cho ngudi khac thuc hién yéu cau cap Giay xac nhan tinh trang
hon nhén;

- Nguoi thyc hién yéu cau cap Gidy xac nhan tinh trang hon nhén ¢ thé truc
tiep nop ho so tai Bo phan ti€p nhan va tra ket qua thuoc Uy ban nhan dan cap xa
c6 tham quyen hoac gui ho so qua hé thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Gigy to phdi xudt trinh

- Ho chiéu hoic chitng minh nhan dan hoic thé can cuéc cdng dan hogc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyen Cap, con

gia tri st dung dé chiang minh vé& nhan than cua ngudi cd yéu ciau cap Gidy xac
nhan tinh trang hon nhan.

- Giay to chimg minh noi cu tra cua ngudi yéu cau cap Gidy xac nhan tlnh
trang hon nhan dé xac dinh tham quyén (trong giai doan Co s¢ dir liu qudc gia vé
dan cu va Co so dit liu ho tich dién tir toan qudc chua dugc xay dung xong va
thuc hién théng nhat trén toan qudc).

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

* Gigy to phdi ngp
- To khai cap Giay xac nhan tinh trang hén nhan theo mau;

- Trudng hop ngudi yéu cau cap Gidy xac nhan tinh trang hon nhén da c6 vo
hoac chong nhung da ly hon hodc ngudi vo/chong da chét thi phai xuat trinh (ban
chinh) hoac nop ban sao giay to hop 1€ dé ching minh;
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- Cong dan Viét Nam da ly hon, hay viéc két hén ¢ nuéc ngoai thi phai nop
ban sao Trich luc ghi cha ly hén.

- Trudng hop yéu cau cap lai Gidy xac nhan tinh trang hon nhan dé st dung
vao muc dich két hon voi ngudi khac voi ngudi da ghi trong phan muc dich sir
dung cua Gidy xac nhan tinh trang hon nhan duogc cip trude day hoic do Gidy xac
nhan tinh trang hon nhin da hét thoi han st dung theo quy dinh thi phai nop lai
Gidy xac nhan tinh trang hon nhan di duoc cip trude day.

* S lwong ho so: 01 bo
d. Thoi han gidi quyét

03 ngay lam viéc ké tir thoi diém cong chirc Tu phap - Ho tich nhan da ho so
hop Ié.

Truong hop phai giri vén ban xéc minh thi thoi han giai quyét khong qua 06
ngay lam viéc (khdng tinh thoi gian gui vin ban yéu cau xac minh va thoi gian gui
van ban tra loi két qua xac minh qua hé thong buu chinh).

e. Doi twrong thyee hién thi tuc hanh chinh

T6 chic

g. Co quan thuc hién tha tuc hanh chinh

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

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

+ Truong hop nguoi yéu Cau cap Glay xac nhan tinh trang hdn nhan khong
c¢6 noi thuong trd thi Uy ban nhan dan cap xa noi tam trd thuc hién viéc cap Giay
xac nhan tinh trang hon nhan.

- Co quan phol hop: Uy ban nhan dan cap xa noi thudng tr trude day cua
ngudi yeu cau cap Glay xac nhan tinh trang hon nhan (truong hop ngudi yéu cau
da thuong tri ¢ nhiéu noi khac nhau).

h. Két qud thuc hién tha tuc hanh chinh
Gidy xac nhan tinh trang hén nhan.

i. Phi, L¢ phi

- Phi: Khéng

- L& phi: 10.000 d6ng.

Mién I& phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thuoc
ho nghéo; nguoi Khuyet tat.

k. Tén méu don, méu to khai
T khai cip Gidy xac nhan tinh trang hén nhan (Mdu kém theo)
. Yeu cdu, diéu kién thuc hién thi tuc hanh chinh
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Truong hop yéu cau xac nhan tinh trang hdn nhan nhim muc dich két hon
thi nguol yéu cau phai dap tmg dua diéu kién ket hén:

- Nam tir da 20 tudi tro 18n, nit tir da 18 tudi tro 1én;

- Viéc két hdn do nam va nit tu nguyén quyét dinh;

- Khéng bi mét ning luc hanh vi dan su;

- Viéc két hon khdng thudc mat trong cac truong hop cam két hdn, gom:

+ Két hén gia tao, ly hon gia tao;

+ Tao hon, cudng ép két hon, lra doi két hon, can trg két hon:;

+ Nguoi dang ¢ vo, 6 chong ma két hén voi nguoi khac hoic chua c6 vo,
chua c6 chong ma két hén vaoi nguoi dang c6 chong, ¢o vo;

+ Két hon gitra nhirg ngudi cing dong mau vé truc hé; giita nhitng nguoi
c6 ho trong pham vi ba doi; gitta cha, me nudi va&i con nudi; gitra nguoi da ting la
cha, me nudi vai con nubi, cha chong véi con dau, me vo vai con ré, cha duong
véi con riéng cua vo, me ke vai con riéng cua chong;

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

m. Can cir phap ly cia tha tuc hanh chinh

- Luat hon nhan va gia dinh nam 2014;

- Luat hoé tich nam 2014;

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

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua By Tu phap quy dinh
chi tiét mot so dieu cua Luat ho tich \/;51 Nghi Idin‘h so 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;

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

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan Iy va su
dung phi, 1€ phi thuoc tham quyén quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HDPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

Ho, Chit dém, tn NGUOT YBU CAU ........c.cveveeieeeieecceee ettt
D02 w10 0 o
GHAY T TUY ENANT ettt ettt en ettt en et
Quan hé vai ngudi dugc cap Gidy xac nhan tinh trang hon Nhan: .........ccccco.ooeeeveveeveveneenens

Pé nghi cAp Gidy xac nhan tinh trang hén nhin cho nguoi c6 tén dwéi day:

HOQ, CNTE A, T8N et
Ngay, thang, NAM SINN: ... e
Gigitinh: .............c..... DAntoc: ..o QUAC tHCh: v,

02 1 0
GHAY T TUY ENAN: ettt e ettt en ettt en s

TINh trang NON NNAN: ... e e e

T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luat vé cam doan ciia minh.

Ngudi yéu cau
(Ky, ghi rd ho, chiz d@ém, tén)
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13. Thu tuc Pang ky lai khai sinh
a. Trinh te thec hién

- Nguoi ¢6 yéu cau dang ky lai khai sinh nop ho so tai Bo phan tiép nhan va
tra két qua thuoc Uy ban nhan dan cap xa co tham quyen.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp ho so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi
tiép nhan.

- H6 so sau khi dd duoc huéng dan theo quy dinh ma khong dugc b sung
day du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai dugc thé hién bang vin ban, trong d6 ghi 1d 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chix dém, tén.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

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

Truong hop viée dang ky lai khai sinh duoc thuc hién tai Uy ban nhan dan
cap x& khong phai noi dang ky khai sinh trude ddy thi cong chic Tu phap - Ho tich
bao cao Chu tich Uy ban nhan dan cap xa c6 van ban dé nghi Uy ban nhan dan cap
x3 noi dang ky khai sinh truéc day kiém tra, x4c minh vé viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc vin ban dé nghi, Uy
ban nhan dan noi da dang ky khai sinh trudc day tien hanh kiém tra, x4&¢ minh va
tra o1 bang van ban vé viéc con luu gitr hoac khong luu gitr dugc so6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac minh vé
viéc khong con luvu gilt dugc sb ho tich tai noi da dang ky khai sinh, néu thr?iy Viéc
dang ky lai khai sinh chinh xac, dung quy dinh phap luat, cong chic Tu phap - Ho
tich béo c4o Chu tich Uy ban nhan dan cip xa. Trudng hop Cha tich Uy ban nhan
dan dong y giai quyét thi cong chuc Tu phap - Ho tich ghi ngi dung khai sinh vao
S6 va ky vao So dang ky khai sinh. Chu tich Uy ban nhan dan ky Giay khai sinh
cho nguoi ¢é y&u cau.

- Sau khi nhan két qua tir cong chirc Tu phap - Ho tich; Bo phan giép nhan va
tra két qua hudong dan dé nguoi di dang ky lai khai sinh ky tén vao So, dong thoi
cap Giay khai sinh cho nguoi dugc dang ky khai sinh.
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* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuét trinh ban chinh; néu ngudi yéu cau chi nép ban chup va xuét trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup voi ban chinh va ky
vao ban chup x&c nhan vé viéc da d6i chiéu noi dung gidy to d6, khong duoc yéu
cau nguoi di dang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
nguoi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, d6i chiéu vai thdng tin
trong To khai va tra lai cho ngudi xuat trinh, khong dugc yéu cau nguoi dang ky
ho tich nop thém ban sao giay to d6. Ngudi tiép nhan c6 thé chup 01 ban giay to
xuat trinh hozc ghi lai thong tin cta gidy to Xuat trinh dé luu hd so.

+ Nguoi tiep nhan ¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dir]h cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém giay to ma phép luat ho tich khong quy dinh phai ndp.

b. Cach thac thuc hign

- Ngudoi ¢6 yéu cau diang ky lai khai sinh tryc tiép thuc hién hoic ay quyén
cho nguai khac thuc hién viéc dang ky lai khai sinh;

- Nguoi thuc hién ding ky lai khai sinh ¢6 thé truc tiép nop ho so tai BO
phan tiep nhan va tra ket qua thuoc Uy ban nhan dan cap xa co tham quyén hoac
gui ho so qua hé thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Gigy to phdi xudt trinh

- Ho chiéu hoic chitng minh nhan dan hoic thé can cuéc cdng dan hogc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén cép, con

gia tri sir dung dé ching minh vé& nhan than cua ngudi c6 yéu cau ding ky lai khai
sinh.

- Gidy to chimg minh noi cu tri dé xac dinh thim quyén dang ky lai khai
sinh (trong giai doan Co s& dir ligu quoc gia vé dan cu va Co sé dir liéu ho tich
dién tu toan quoc chua dugc x@y dung xong va thuc hién thong nhat trén toan
quac).

Trudng hop gii hd so qua hé théng buu chinh thi phai giri kém theo ban sao
c6 ching thuc cac giay to phai xuat trinh néu trén.,

* Gidy to phdi ngp

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

- Bdn sao toan bo ho so, gidy to cia nguoi yéu cau hodc ho so, gidy to, tai
ligu khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom:
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+ Ban sao Gidy khai sinh do co quan ¢6 tham quyén cua Viét Nam cap (ban
sao dugc cOng chung, ching thuc hop 1€, ban sao dugc cap tor S6 dang ky khai
sinh).

+ Ban chinh hoic ban sao gidy to c6 gia tri thay thé Gidy khai sinh duoc cap
trrdc nam 1945 & mién Bac va trude nam 1975 & mien Nam.

+ Truong hop ngudi yéu cau khong c6 gidy to trén thi gidy to do co quan co
tham quyén cua Viét Nam cip hop 16 sau day 13 co sé dé xac dinh noi dung ding
ky lai khai sinh: Gidy chitng minh nhan dan, Thé cin cudc cdng dan hoic Ho
chiéu; S6 ho khau, S6 tam trd, gidy to ching minh vé noi cu tra; Bang tét nghiép,
Giay chung nhan, Chang chi, Hoc ba, Ho so hoc tap do co quan ddo tao, quan ly
gido duc c6 tham quyén cap hoic xac nhan; Giay to khac c6 thdng tin vé ho, chir
dém, tén, ngdy, thang, nim sinh ctia ca nhan; Giay to chitng minh quan hé cha con,
me con.

Ngudi yéu cau dang ky khai sinh c6 trach nhiém nop day du ban sao céc
gidy to néu trén (néu c6) va phai cam doan da ndép du cac giay to minh cd. Truong
hop nguoi yéu cau dang ky khai sinh cam doan khong diing su that, ¢4 y chi nop
ban sao giay to cd loi dé dang ky khai sinh thi viéc ding ky khai sinh khong c6 gia
tri phép ly.

- Truong hop ngudi yéu cau dang ky lai khai sinh 1a can b, cong chic, vién
chirc, nguoi dang cong tac trong luc lugng vii trang thi phai c6 van ban Xac nhan
cta Thu truong co quan, don vi V& viéc nhitng noi dung khai sinh ctia ngudi d6
gom ho, chir dém, tén; gi6i tinh; ngay, thang, nim sinh; dan toc; qubc tich; qué
quan; quan hé cha - con, me - con phil hop véi hé so do co quan, don vi dang quan
ly.

- Viin ban ty quyén theo quy dinh cua phap luit trong truong hop ay quyen
thuc hién viéc dang ky lai khai sinh. Trudng hop ngudi dugc uy quyén la dng, ba,
cha, me, con, vo, chdng, anh, chi, em rudt cta ngudi uy quyen thi van ban uy
quyén khéng phai céng ching, ching thyc, nhung phai co gidy to chang minh mdi
quan hé véi ngudi ty quyén.

* 86 lwong ho so: 01 bo
d. Thei han gidgi quyét

05 ngay lam viéc tinh tir thoi diém cong chic Tu phap - Ho tich nhan du hd
so hop I¢.

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

e. Péi twong thuc hién thai tuc hanh chinh

Té chuc

g. Co quan thuc hién thi tuc hanh chinh
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- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cip
xa noi da dang ky khai sinh trudc day hoac Uy ban nhan dan cap xa noi nguoi yéu
cau dang ky lai khai sinh thuong tru.

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

h. Két qud theec hién thii tuc hanh chinh

Giay khai sinh

i. Phi, Lg phi

- Phi: Khong

- L& phi: 5.000 dong.

Mién l¢ phi cho ngudi thuge gia dinh c6 cong voi cach mang; nguoi thuge
ho nghéo; nguoi khuyét tat.

k. Tén mau don, méu to khai

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

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

- Viéc khai sinh da dugc dang ky tai co quan €0 tham quyén cua Viét Nam
trude ngay 01/01/2016 nhung SO dang ky khai sinh va ban chinh Giay khai sinh
déu bi mat.

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

m. Céin ciw phép ly cia tha tuc hanh chinh

- Luat ho tich nam 2014;

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

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

- Thong tu §6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich \(a Nghi ,din‘h so 123/2015/NDb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phép thi hanh Luat
ho tich;

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

- 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 Iy va su
dung phi, I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HDPND).
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Dé nghi cap ban sao: Co D, Khéng D
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14. Thi tuc Ping ky khai sinh cho ngudi di cé ho so, gidy to' ca nhan
a. Trinh te thec hién

- Cong dan Viét Nam cu tri trong nudc, sinh trude ngay 01/01/2016, chua
duoc dang ky khai sinh, co hd so, gidy to ca nhan (ban chinh hogc ban sao dugc
chung thuc hop 18) nhu: gidy to tdy than; S6 ho khau S tam tra; gidy to khac do
co quan nha nudcC co tham quyén cua Viét Nam cip c6 yéu cau ding ky khai sinh
nop hd so tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cip xa cé
tham quyeén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo ho so, doi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu hé so day du, hop l¢, nguoi tiép nhan ho so viét giay tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi
tiép nhan.

- Ho so ding ky khai sinh sau khi d3 dwoc hudng dan theo quy dinh ma
khong dugc bo sung day du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so.
Viéc tir chdi tiép nhan hé so phai dugc thé hién bang vin ban, trong d6 ghi 18 1y do
tir chéi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hé so, cong chic Tu
phap - Ho tich kiém tra, xac minh hd so. Trong trudng hop can thiét, cong chic Tu
phép - Ho tich béo cdo Chu tich Uy ban nhan dan cip xa c6 vian ban dé nghi Uy
ban nhan dan cap xi noi cu tri trude day ciia ngudi Yéu cau ding ky lai khai sinh
dé kiém tra, xac minh vé viéc diang ky khai sinh va viéc luu giit s6 ho tich.

- Trong thoi han 05 ngay lam Viéc, ké tir ngay nhan duoc vin ban dé nghi,

Uy ban nhan dan cap xi noi ngui yeu cau dang ky khai sinh cu tru trude day tién
hanh kiém tra, xac minh va tra 19i bang vian ban vé viéc ngudi yéu cau da duoc
dang ky khai sinh hay chua dugc dang ky khai sinh; viéc con luu gitt hoac khéng
lru gitr duoc s6 ho tich.

- Trong thoi han 03 ngay lam viéc, ké tr ngay nhan duoc két qua xac minh,
néu thay hd so ding ky khai sinh 1a day du, chinh xac, dung quy dinh phap luat,
cong chuc Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan cip xa. Truong
hop Chu tich Uy ban nhan dan cip xa dong y giai quyét thi céng chicc Tu phap -
Ho tich ghi ndi dung khai sinh vao S6 va ky tén vao S6. Chu tich Uy ban nhan dan
cap xa ky Gidy khai sinh cho nguoi duoc ding ky khai sinh.
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- Sau khi nhan két qua tir cong chirc Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua hudng dan dé ngudi di ding ky khai sinh ky tén vao S6, dong thoi trao
Giy khai sinh cho nguoi di dang ky khai sinh.

* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 13 ban sao duoc cap tir s6 goc hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nép ban chup va xuét trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhan vé viéc di d6i chiéu noi dung gidy to do, khong duoc yéu
cau ngudi di dang ky ndp ban sao ¢6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiem tra gidy to Xxuat trinh, doi Chleu véi thdng tin
trong To khai va tra lai cho nguoi XUAt trinh, khong dugc yéu cau nguoi dang ky
ho tich nop thém ban sao giay to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
Xuat trinh hozc ghi lai thong tin cta gidy to Xuat trinh dé luu hd so.

+ Ngudi tiép nhan cd trach nhiém tiép nhan dung, du hd so ding ky ho tich
theo quy dir]h cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém giay to ma phép luat ho tich khong quy dinh phai ndp.

b. Cach thsrc thuc hién

- Ngudi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hoic uy quyén cho
ngudi khac thuc hién viéc dang ky khai sinh;

—’Nguf(‘)ri thuc hiér] viéc dang ky khai sinh c6 thé truc tiép nop hd SO tai BO
phan tiep nhan va tra ket qua thuoc Uy ban nhan dan cap xa c6 tham quyéen hoac
gui ho so qua hé thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Gigy to phdi xudt trinh

- Ho chiéu hodc chizng minh nhan dan hoac thé cin cuéc cdng dan hogc cac
gidy to khéac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con

gia tri st dung dé chiang minh vé nhan than cua nguoi c6 yéu ciu dang ky khai
sinh (gidy to tuy than).

- Giay to chirng minh noi cu tra dé xac dinh tham quyén dang ky khai sinh
(trong giai doan Co s¢ dir ligu qudc gia vé dan cu va Co so dir liéu ho tich dién tur
toan qudc chua dugc xay dung xong va thuc hién thong nhat trén toan quc).

Trudng hop gii hd so qua hé théng buu chinh thi phai giri kém theo ban sao
c6 ching thuc cac giay to phai xuat trinh néu trén.,

* Gigy to phdi ngp
- T khai ding ky khai sinh theo mau.

- Vin ban cam doan cua ngudi yéu cau vé viéc chua dugc ding ky khai sinh.
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- Ban sao toan bo hd so, gidy to ciia nguoi yéu cau hoic hd so, gidy to, tai
liéu khac trong d6 c6 thong tin lién quan d¢én noi dung khai sinh, gdm: Gidy ching
minh nhan dan, Thé cin cudc cdng dan hoic Ho chiéu; S6 ho khau, S6 tam tra,
gidy to ching minh vé noi cu trit; Bang tot nghiép, Gidy chiing nhan, Ching chi,
Hoc ba, Ho so hoc tap do co quan dao tao, quan ly gido duc c6 tham quyén cap
hoac xac nhan; Glay to khac c6 thong tin vé ho, chir dém, tén, ngay, thang, nim
sinh cta c& nhan; Gidy to chitng minh quan hé cha con, me con.

- Trudong hop nguoi yéu cau ding ky khai sinh 1a can bo, cdng chuc, vién
chire, nguoi dang cong tac trong luc lugng vl trang thi phai c6 van ban X&c nhan
cua Thu trudng co quan, don vi Ve viéc nhitng noi dung khai sinh Cua ngudi do
gom ho, chir d&m, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quoc tich; qué
quan; quan hé cha - con, me - con phu hgp vaéi ho so do co quan, don vi dang quan
ly.

- Vin ban ay quyén theo quy dinh ctia phép luat trong tredng hop uy quyén
thuc hién viéc dang ky khai sinh. Truong hop ngudi dugc uy quyén 1a 6ng, ba, cha,
me, con, vg, chong, anh, chi, em rudt cta nguoi ay quyen thi van ban uy quyén
khong phai céng ching, ching thuc, nhung phai ¢6 gidy to ching minh mbi quan
hé vai ngudi ty quyen.

* S6 lwong ho so: 01 b

d. Theoi hgn gidi quyét

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

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

e. Péi twong thec hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién thai tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan cap
X8 noi nguoi yéu cau cu tri.

- Co quan phéi hop: Uy ban nhan dan cip xa noi nguoi yéu cau dang ky khai
sinh cu tra trudc day.

h. Két qud thuc hién tha tuc hanh chinh

Giay khai sinh

i. Phi, L¢é phi

- Phi: Khéng

- L& phi: 5.000 ddng.
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Mién 1¢ phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi thuge
hd nghéo; nguoi khuyet tat.

k. Tén méu don, méu to khai

T khai dang ky khai sinh (Mdu kém theo)

. Y8u cdu, diéu kién thgc hién thi tuc hanh chinh

Khéng

m. Can cir phép ly cia tha tuc hanh chinh

- Luat ho tich nam 2014;

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

- Thong tu gé 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét mot so dieéu cua Luat ho tich \{a Nghi ,din‘h so 123/2015/Nb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiet mot so diéu va bién phép thi hanh Luat
ho tich;

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

- Nghi quyét so 17/2016/NQ-HDND 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 su
dung phi, 1¢ phi thuoc tham quyén quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyeét s6 17/2016/NQ-HDND).
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15. Thi tuc Ping ky lai két hon
a. Trinh te thec hién

- Nguoi ¢6 yéu clu ding ky lai két hdn nop ho so tai Bo phan tiép nhan va
tra két qua thuoc Uy ban nhan dan cap xa co tham quyen.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1 cua gidy to trong hd so do ngudi yeu cau nop, xuat trinh; dbi chiéu théng tin
trong T khai vai gidy to trong hd so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hod so bod sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi
tiép nhan.

- Ho so sau khi dd duoc hudng dan ma khong dugc bd sung d?}y du, hoan
thién thi ngudi tiép nhan tir choi tiep nhan ho so va lap van ban tir choi tiep nhan
ho so, trong d6 ghi ro 1y do tir chol, ky, ghi ré ho, chit dém, tén cta ngudoi tiep
nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

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

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap x&
khong phai noi di dang ky két hon true day thi cong chic Tu phap - Ho tich bao
cao Chu tich Uy ban nhan dan c6 vin ban dé nghi Uy ban nhan dan noi dang ky
két hon trude day kiém tra, xac minh vé viéc luu gitt s6 ho tich tai dia phuong.

Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc vin ban dé nghi, Uy
ban nhan dan noi da dang ky két hon trude day tien hanh kiém tra, xac minh va tra
I61 bang van ban vé viéc con luu gitr hoac khong Ivu gitr dugc so6 ho tich.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac minh
vé viéc khong con luu gitt duoc sb ho tich tai noi da dang ky két hdn, néu théy ho
so day du, chinh x4c, dung quy dinh phap luat thi céng chac Tu phap - Ho tich bao
cdo Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan déan cp
xa dong y giai quyét thi cdng chiic Tu phap - Ho tich ghi viéc két hon vao So dang
ky két hon, cung hai bén nam, nit ky tén vao So; hai bén nam, nir cung ky vao Giay
chting nhan két hon; Cha tich Uy ban nhan dan cap xa t6 chac trao Gidy chang
nhan két hon cho hai b&n nam, ni.

* Luu y:
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+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 gbc hoic
ban sao duoc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di diang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trlnh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuét trinh, di chleu véi thdng tin
trong To khai va tra lai cho nguoi XUAt trinh, khong dugc yéu cau ngudi dang ky
ho tich nop thém ban sao giay to do. Nguoi tlep nhan c6 thé Chup 01 ban giay to
xuat trinh hozc ghi lai thong tin ctia gidy to Xuat trinh dé luu hd so.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dir]h cua phap luat 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.

b. Cach thac thuc hign

Ngudi ¢ yéu cau ding ky lai két hon tryc tiep nop ho so tai Bo phan tiep
nhan va tra két qua thugc Uy ban nhan dan cap xa co tham quyéen (bén nam hoac
bén nit cé thé truc tiép nop hd so ma khong can cd van ban uy quyén cua bén con
lai).

c. Thanh phdan, sé lweng hé so

* Gidy to phdi xudt trinh

- -Ho chiéu hoic chirng minh nhan dan hoic thé can cude Ocﬁng dé}n hqac cac
giay to khac co dan anh va thong tin cd nhan do co quan c6 tham quyen cap, con
gia tri st dung dé chirng minh vé nhan than cia nguoi c6 yéu cau dang ky lai két
hon.

- Gidy to chung minh noi cu tra 7dé xac dinh tham quyén trong truong hop
viéc dang ky lai ket hon thuc hién tai Uy ban nhan dan cap xa khong phai 1a noi
dang ky ket hon trudce déy (trong giai doan Co s¢ dit li€u quoc gia vé dan cu va Co
so dir liéu ho tich dién tur toan quoc chua dugc xay dung xong va thuc hién thong
nhat trén toan quoc).

* Gigy to phdi ngp

- To khai ding ky lai két hon theo mau;

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

* S6 lwong hé so: 01 bo

d. Thei han gidi quyét

05 ngay lam viéc tinh tir thoi diém cong chic Tu phap - Ho tich nhan du hd
so hop €.
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Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qua 13
ngay lam viéc (khong tinh thoi gian guri van ban yéu cau Xac minh va thoi gian gui
van ban tra loi két qua xac minh qua hé thong buu chinh).
e. Péi twong thuc hién thi tuc hanh chinh
T chuc
g. Co quan thuc hién tha tuc hanh chinh

- Co quan thyc hién va quyét dinh thii tuc hanh chinh: U,y ban nhan dan cip
xa noi da dang ky ket hon trude day hoac Uy ban nhan dan cép xa noi ngudi yéu
cau cu tru.

- Co quan phdi hop: Uy ban nhan dan cap xa noi da dang ky két hon trudc
day hodc Uy ban nhan dan cip xa noi ngudi yéu cau cu tru.

h. Két qud thuc hién tha tuc hanh chinh

Gidy chuang nhan két hon

i. Phi, L¢ phi

- Phi: Khong

- L& phi: 25.000 dong.

Mién I& phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thude
hd ngh¢o; nguoi khuyet tat.

k. Tén mau don, méu to khai

To khai diang ky lai két hon (Mdu kém theo)

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh

- Viéc két hon da duoc ding ky tai co quan c6 thAm quyén caa Viét Nam

trude ngay 01/01/2016 nhung So ding ky két hdn va ban chinh Gidy chimng nhan
két hon déu bi mat;

- Nguoi yéu cau ding ky lai két hon con song vao thoi diém yéu cau dang ky
lai két hon.
m. Céin cuw phép ly cia thi tuc hanh chinh
- Luat hon nhan va gia dinh nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngdy 15/11/2015 cua Chinh phi quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat ho tich;

- Thong tu s‘é 04/2020/TT-BTP ngay 28/5/2020 cua BO Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich \/fS\ Nghi ,din‘h so 123/2015/NDb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phép thi hanh Luat
ho tich;

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

- 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 d thu, nop, quan ly va st
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dung phi, 1¢ phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh (Nghj
quyeét so 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY LAI KET HON

Ho, Chir dém, t8N MEWOT YEU CAUS ...ooooooooooooooooeeeeeeeeeeeee oo
INOT CU LT s
GHAY L0 TUY ENANT ..o
Pé nghi co’ quan diing ky lai két hon theo ndi dung duéi day:

HOQ, CNlt @M, TN CHA V' ...
Ngay, thang, NAM SINN: ..o
DAN LOC: oo eereeeeesserene s U 1S Yo £ (61
INOT CU LT e
GHAY T TUY ENANT ..o esesee e
Ho, Chit d8m, tBN CUA CRONG: .........oovooooeece oo eeeseee e
Ngay, thang, NAM SINN: ...
DAN tOC: oo U 1S Yol £ (61
INOT CU LTI b
GHAY L0 TUY ENAN: .o eeee oot
DA FANE KY KEE NON TAI w..oooooeeeeeeeeeeeeeeeee oo eeeseee e eeesee et

To6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém truéc
phap luat vé cam doan cua minh.

Lam tai: ........................ , NQAy ... thang ........ nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao: Co D, Khong D
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16. Thu tuc Pang ky lai khai tir
a. Trinh te thec hién

- Nguoi ¢6 yéu cau dang ky lai khai tir nop ho so tai Bo phan tiép nhan va
tra két qua thuoc Uy ban nhan dan cap xa co tham quyen.

- Nguoi tiép nhan cé trach nhiém kiem tra ngay toan bo ho so, ddi chiéu
thdng tin trong To khai va tinh hop 1€ cua giay to trong ho so do nguoi yéu cau
nop, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 18 ngay, gio tra két qua; néu ho so chua day da, hoan thién thi huéng dan
ngudi ndp hd so bo sung, hoan thién theo quy dinh; trudng hop khdng thé bé sung,
hoan thién ho so ngay thi phai lap thanh van ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi
tiép nhan.

- Ho so sau khi dd duoc hudng dan ma khong dugc bd sung d?}y du, hoan
thién thi ngudi tiép nhan tir choi tiep nhan ho so va lap van ban tur choi tiep nhan
ho so, trong d6 ghi ro 1y do tir chol, ky, ghi ré ho, chit dém, tén cta ngudoi tiep
nhan.

- Bo phan tiép nhan va tra ket qua chuyen ho so den cong chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so tlep nhan trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Néu thay théng tin khai tir ddy da va phl hop, céng chiic Tu phap - Ho tich
bao céo Chu tich Uy ban nhan dan cép xa. Truong hop Chu tich Uy ban nhan dan
cap xa ddng y giai quyét thi céng chic Tu phap - Ho tich ghi vao S6 ky vao So
dang ky khai tr. Chi tich Uy ban nhan dan cap xa ky trich luc khai tir cho nguoi di
dang ky khai tu.

- Sau khi nhan két qua tir cdng chizc Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua huong din dé nguoi di dang ky khai tar ky tén vao Sé, ddng thoi cap
Trich luc khai tir cho nguoi dugce dang ky khai tur.

* Luu y:

- Truong hop ding ky khai tir cho ngudi chét da 1au, khéng c6 Gidy béo tir
hodc gidy to thay thé Giay béo tu theo quy dinh tai khoan 2 Diéu 4 Nghi dinh s6
123/2015/ND-CP thi ngudi yéu cau diang ky khai tir phai cung cip duoc gidy to, tai
lieu, ching cir do co quan, to chiic c6 tham quyén cap hoic xac nhan hop 1é ching
minh sy kién chét.

- Truong hop ngudi yéu cau ding ky khai tir khdng co gidy to, tai lieu,
ching cir chirng minh theo quy dinh tai khoan 1 Diéu nay hoic gidy to, tai liéu,
chung ctr khéng hop 1€, khdng bao dam gié tri ching minh thi co quan dang ky ho
tich tir chdi dang ky khai ti.
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+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 gbc hoic
ban sao duoc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan hé so kiém tra, dbi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhan vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di diang ky nop ban sao ¢é ching thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trlnh gidy to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra gidy to xuét trinh, di chleu véi thdng tin
trong To khai va tra lai cho nguoi XUAt trinh, khong dugc yéu cau ngudi dang ky
ho tich nop thém ban sao giay to do. Nguoi tlep nhan c6 thé Chup 01 ban giay to
xuat trinh hozc ghi lai thong tin ctia gidy to xuat trinh dé luu hd so.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dir]h cua phap luat 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.

b. Cach thac thuc hign

- Ngudi ¢ yéu cau dang ky lai khai tir truc tiép thuc hién hodc ay quyén cho
ngudi khac thuc hién viéc dang ky lai khai tu;

- Nguoi thuc hién viée dang ky lai khai tur co thé nop hd so tryc tiép tai Bo
phan tiep nhan va tra ket qua thuoc Uy ban nhan dan cap xa co tham quyén hoac
gui ho so qua hé thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Gidy to phdi xudt trinh

- Ho chiéu hoic chitng minh nhan dan hoic thé can cuéc cdng dan hogc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén céap, con
gia tri st dung dé ching minh vé& nhan than cua ngudi c6 yéu cau ding ky lai khai
tu;

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

* Gigy to phdi ngp

- To khai ding ky lai khai tir theo mau;

- Ban sao Giay chung tir trudc day duoc cap hop 1e. Néu khong co ban sao
Giay chang tr trude day duogc cap hop 1€ thi nop ban sao ho so, giay to lién quan
c6 noi dung ching minh sy kién chét.

- Vin ban ty quyén theo quy dinh ctia phap luat trong trudng hop uy quyén
thuc hién viéc dang ky lai khai tir. Trudng hop ngudi duoc uy. quyén la 6ng, ba,
cha, me, con, vo, chong, anh, chi, em rudt cua ngudi ay quyen thi van ban uy
quyén khdng phai céng ching, ching thuc, nhung phai ¢é gidy to ching minh méi
quan hé véi nguoi ay quyén.

* 86 lwong ho so: 01 bo
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d. Thei han gidi quyét

05 ngay lam viéc tinh tir thoi diém céng chirc tu phap -ho tich nhan du hd so
hop I¢€.

Truong hop can xac minh thi thoi han giai quyét khdng qué 10 ngay lam
Viéc.
e. Péi twong thuc hién thi tuc hanh chinh
Té chuc
g. Co quan thuc hién thai tuc hanh chinh
- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cap
xa, no1 da dang ky khai tu trude day.
h. Két qud thuc hién tha tuc hanh chinh
Trich luc khai twr
i. Phi, Lg phi
- Phi: Khong
- L& phi: 5.000 d6ng.
Mién I& phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi thude
hd ngh¢o; nguoi khuyet tat.
k. Tén mau don, méu to khai
To khai dang ky lai khai tir (Mdu kém theo)
. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Viéc khai tir da duoc dang ky tai co quan co tham quyén cua Viét Nam trugce
ngay 01/01/2016 nhung S0 dang ky khai tir va ban chinh Giay ching tu déu bi
mat.
m. Céin ciw phép ly cia thai tuc hanh chinh
- 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;

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

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

- 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 Iy va su
dung phi, I¢ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyet so 17/2016/NQ-HDPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY LAI KHAI TU
KINN QU e

Ho, Chit dém, tBN NEUOT YBU CAU: ....oooooocoocccceoeeeeeeeeeeeee oo
INOT CU LT s
GHAY T TUY ENANT ..o eseee oo
QUAN NE VOT NEUGT A8 CHELL ....oooooooeeee oo
Peé nghi co’ quan ding ky lai khai tir cho ngudi ¢ tén duéi day:

HOQ, CNTt A, T8N et
Ngay, thang, NAM SINN: ..o

GiGi tinh:eeeeeeeeeeeee, DAN OC: wovveveeeereieeeeeeen, QUABC tHCN: oo

IS R R (RO Vo oV 11 HE
GHAY T TUY ENANT ..o e
Da chét vao lUC: ..o Qi phlt, NQAY .............. thang .......... nAM oo
NOT CREL. ..o
NGUYEN NNAN CREL: ..o oo teeeeeee e eeseeees seeeseeeseeeee oo
ba dang ky khai tortai: ... ngay .......... thang .......... NaM ....oocoovvvenn,

Gidy chung ti/Trich luc khai tir S8:........ooooeoeeee, quyén sd: ...............
T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém truéc
phap luat vé cam doan ctia minh.
Lam tai: .oooooovveeiieeiee, , ngay ... thang ..... nam .........
Ngudi yéu cau
(Ky, ghi rd ho, chiz @ém, tén)

Dé nghi cap ban sao: Co D, Khéng D
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17. Thi tuc Lién thong cac thii tuc hanh chinh vé ding ky khai sinh, cip
Thé bao hiém y té cho tré em dudi 6 tuoi

a. Trinh te thec hién

- Ngudi ¢ yéu cau nop hd so tai Bo phan tiép nhan va tra két qua theo co
che “Mot cura” cua Uy ban nhén dan cap xa.

- Cén b, cdng chuc tiép nhan hd so c6 trach nhiém kiém tra gidy to trong hd
s0, néu hd so day du, hop 1& thi tiép nhan, viét gidy nhan hd so, hen tra két qua
tirng loai viéc cho ngudi di dang ky; néu hd so thiéu hoiac khdng hop 1é thi hudng
dan nguoi c6 yéu cau bd sung hoan thién hd so; van ban huéng dan phai ghi day
du, rd rang loai gidy to can bo sung, hoan thién; can bo tiép nhan ho so ky, ghi rd
ho tén va giao cho ngudi nop ho so.

- Cong chic Tu phap - HY tich cap xa dang ky khai sinh cho tré em ngay
trong ngay tiep nhan ho so;

- Sau khi cong chuc Tu phap - Ho tich cap xa thyc hién viéc dang ky khai
sinh ya cap Giay khai siph cho, tre em, can bo, cﬁnﬁg chuce dugc giao nhiQm vu lap
lap ho so cap The bao hiemy t€ chuyén cho Bao hiém xa hoi cap huyén dé cap The
bao hiemy té cho tré em.

- Co quan Bao hiénj x& hoi kiém tra ho so, néu thiy day da, hop 18 thi thuc
hién cap Thé bao hiémy té cho tré em (trong thoi han 10 ngay).

~ Truong hop ho so chua day du thi thong bao cho Uy ban nhan dan cap xa
biét, hoan thién.

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

- Bo phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban nhan
dan cp x4 tra két qua cho ngudi c6 yéu cau.

Khi tra Gidy khai sinh cho ngudi €6 yeu cau, cong chuac Tu phép - HY tich
ghi vao S6 dang ky khai sinh, yéu cau nguoi c6 yéu cau Ky tén vao So6 dang ky
khai sinh va Gidy khai sinh.

b. Cach thsc thec hién

Nguoi c6 yéu cau truc tlep hoac ay quyén cho nguoi khac thuc hién tai B
phan tiép nhan va tra két qua tai Uy ban nhan dan cap xa.

c. Thanh phdan, sé lweng hé so
* Thanh phan hé so:
- Td khai ding ky khai sinh theo mau quy dinh.

- Giay chung sinh do co s& Yy té noi tré em sinh ra cdp; néu tré em sinh ra
ngoai co so' y té thi giay chirng sinh dugc thay bang van ban xac nhan cua nguoi
lam ching; truong hop khong c6 nguoi lam ching thi ngudi di khai sinh phai lam
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gidy cam doan vé viéc sinh 1a c¢d thuc. D4i voi trudng hop tré em bi bo roi thi nop
bién ban vé viéc tré em bi bo roi thay cho giay chung sinh.

- To khai tham gia béo hiém y té, Danh sach d& nghi cap thé bao hiem y té
cho tré em dudi 6 tuoi cua Uy ban nhén dan cap xa (theo mau quy dinh).

* S lwong ho so: 01 bo
d. Thei han gidi quyét

- Thoi han thuc hién lién théng cac thu tuc hanh chinh dang ky khai sinh,
cap theé bao hiém y té cho tre em dudi 6 tuoi toi da khong qua 15 ngay lam viéc, ke
tir ngay nop du ho so theo quy dinh.

- Truong hop ho so, thong tin chua day du hodc chua dung quy dinh ma B
phan tiép nhan va tra két qua caa Uy ban nhan dan cap x& phai hoan thién ho so, bd
sung théng tin theo yéu cau cta co quan Bao hiém x& hoi thi thoi han giai quyét
duoc kéo dai thém khong qua 02 ngay lam viéc.

- DOi véi cac xa cach xa tru so co quan Bao hiém xa hoi cap huyen tir 50 km
trd 1én, giao thong di lai kho khan, chua dugc két noi Internet thi thoi han tra ket
qua duoc kéo dai thém nhung khong qué 05 ngay lam viéc.

- Can ctr vao tinh hinh thuc té, cic dia phuong c6 thé quy dinh cu thé thoi
han thuc hién lién thdng cac thu tuc hanh chinh ngan hon thoi han t6i da néu trén.

e. Péi twong thyc hién thi tuc hanh chinh
T6 chuc
g. Co quan thuc hién thai tuc hanh chinh

- Co quan c6 tham quyen quyét dinh: Uy ban nhan dan cap x& c6 tham
quyén dang ky khai sinh; Bao hiém xa hdi cap huyén co tham quyen cap The bao
hiémy té cho tré em.

- Co quan hodc ngudi c6 tham quyén dwoc ty quyén hoic phan cap thuc
hién: Khong.

- Co quan tryc tiép thuc hign thi tuc hanh chinh: Uy ban nhan dan cap xa;
Bao hiém xa hoi cé tham quyén cap thé bao hiémy té cho tré em.

h. Két qud thuc hién tha tuc hanh chinh

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

i. Phi, L¢ phi

- Phi: Khéng

- L& phi: 5.000 ddng.

Mién 18 phi dbi vé6i trudng hop khai sinh ding han, nguoi thuge gia dinh co
cong vai cach mang; nguoi thuoc hd nghéo; nguoi khuyet tat.

k. Tén méu don, méu to khai
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To khai tham gia bao hiém x& hoi, bao hiém y té (Mau sé: TK1-TS); (Mdu
kem theo)

To khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1) ); (Mdu kém
theo)

. Y8u cdu, diéu kién thgc hién thi tuc hanh chinh

- Viéc dang ky khai sinh cho tré em dudi 6 tuoi thuoc tham quyen giai quyét
cua Uy ban nhéan dén cap xa.

- Céc co quan co tham quyén thuc hién lién thong cac thi tuc hanh chinh
phai cung thudc dia ban mot huyén, thi xa, thégnh pho thudc tinh hoac cung thuoc
dia ban mét quan, huyén, thi x& thugc thanh pho truc thude trung wong.

m. Can cwr phép ly caa tha tuc hanh chinh

- Luat cu trt 2006 (stra d6i ndam 2013);

- Luat bao hiém y té 2008 (stra d6i nam 2014);

- Luat Hb tich s6 60/2014/QH13 ngay 20/11/2014 cua Quéc hoi;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot so dieu cua Luat ho tich va nghi dinh so 123/2015/Nb-CP
ngay 15 thang 11 nam 2015 cta Chinh Phu quy dinh chi tiet mot so dicu va bién
phap thi hanh Luat Ho tich;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 ndm 2014 quy dinh chi tiét
thi hanh mot so dieu va bién phap thi hanh Luat cu tra;

- Thong tu lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 cua
lién bo: Tu phap, cong an va y t€ hudng dan thyc hién lien thong cac thu tuc hanh
chinh vé dang ky khai sinh, dang ky thuong tru va cap the bao hiémy te cho tre
duai 06 tuoi;

- Thong tu s0 35/2014/TT-BCA ngay 09 thang 9 ndm 2014 quy dinh chi tiét
thi hanh mot s6 dieu cua Luat Cu tri va Nghi d,inh‘sé 31/2014/ND-CP ngay 18
thang 4 nam 2014 quy dinh chi tiet thi hanh mét s6 dieu va bién phap thi hanh Luat
cu tru;

- Quyét dinh sé 2670/QD-UBND ngay 01/9/2017 cua UBND tinh Hai
Duong;

- Thong tu s6 37/2014/TT-BYT ngay 17 thang 11 ndm 2014 huéng dan dang
ky kham, chira bénh ban dau va chuyén tuyen kham, chira bénh bao hiém y t€ do
B6 trudng Bo Y té ban hanh;

- Thong tu lién tich sb 41/2014/TTLT-BYT-BTC ngay 24 thang 11 ndm
2014 huéng dan thyc hién bao hiém y té do Bo truong Bo Y té - Bo Tai chinh ban
hanh;
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~ -Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 cua Bo Cong an quy dinh vé
biéu mau str dung trong dang ky, quan 1y cu tru;

- Quyét dinh s6 1018/QD-BHXH ngay 10 thang 10 nam 2014 cua Bao hiém
xa hoi Viét Nam sura d6i quyet dinh quy dinh quan ly thu, chi bao hiem xa hoi, bao
hiemy te;

- Thér}g tu 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai Chinh Quy dinh
murc thu, che do thu, nop, quan ly va sir dung phi khai thac, sir dung thong tin trong
co SO dir liéu ho tich, phi Xac nhan co6 quoc tich Viét Nam, phi xac nhan 1a nguoi
goc Viét Nam, 1€ phi quoc tich;

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

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 huéng dan thi hanh mot s6

quy dinh cua nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu vé
thuc hién co ché mét ctra, mot cira lién thong trong giai quyét tha tuc hanh chinh.
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MAu sb: TK1-TS
(Ban hanh kém theo QP s6: 1018 /OP-BHXH

BAO HIEM XA HOI CONG HOA XA HOI CHU NGHIA VIET NAM

VIET NAM

Poc lap - Tw do - Hanh phuc

TO KHAI THAM GIA
BAO HIEM XA HQI, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:
[01]. Ho va tén (viétchirinhoa): .............c.......

[02]. Ngay thang nim sinh: - -

[03]. Gici tinh: Nam| | N [ | [04]. Dan toc:

[06]. Noi cap gidy khai sinh (qué quén):

........... , [05]. Qudc tich: ...........

[06.1]. XA, PRUONE ...ooniiti i e e
[06.2]. QUAN, NUYEN ...t e

[07]. Than nhén

[07.1]. Cha hoac Me¢ hoac Nguoi gidm ho: .....
[07.1]. ThAn nhan khéc: ...........................

[08]. Sb chirng minh thu (HO chiéu):

[08.1]. Ngay cap: - -
[08.2]. Noi cap: .
[09]. Dia chi dang ky ho khau:

[09.1]. S6 nha, duong phd, thén xom: ...........

[09.2]. X4, phuong ........ccevvvininnnnnn.n.
[09.3]. Quan, huyén ................

[09.4]. Tinh, TP ....eoveoeveeeeeeeeeeeeeeeeee e

[10]. Dia chi lién hé (noi sinh séng):

...........................

[10.1]. S6 nha, dudng phd, thén XOm: .........ccooeeeivivvieeeeenne,

[10.2]. X4, phuong .................
[10.3].Quan, huyén..............

[10.4].T0h, TP...ooteeeeeeooeeeeeeeeeeee e
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[11]. S6 dién thoai liBn hé: ........cooooviviiii,

[12].Email ........................

[13]. Noi dang ky kham chita bénh ban dau: ...........c..oveiiieeiiiiiieeiieeein .
B. THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE:

I. CUNG THAM GIA BAO HIEM XA HOQI BAT BUQC, BAO HIEM Y TE
[14]. Quyét dinh tuyén dung, hop dong lao dong (hop dong lam VIeC) s6 ... ngay

...d..../.....co hiéu luc tir ngay ..../..../.... loai hop dong ..

[15]. Té€n co quan, dOm VI: .....ooueiiiii e e
[16]. Chirc vu, chirc danh Nghé, CONG VIEC: .....vvneeeie e
[17]. Luong chinh: ........................ L.

[18]. Phu cap:

[18.1]. Ch¥C Vu......ecceeerenee,

[18.2]. TN vuot khung ..........,

[18.3]. TN nghé .............. :

[18.4]. KNAC ...t et

Il. THAM GIA BAO HIEM XA HOQI TU NGUYEN

[19]. Mtc thu nhap thang dong bao hiém x& hoi tu nguyén: ............ccceeeeeeen....

[20]. Phuong thirc dONg: .........oiieii e

I11. CHI THAM GIABAO HIEM Y TE

[21]. Tham gia bao hiém y té theo dbi trong: .........c..vveueeie e

[22]. Mtc tién 1am cin cir dong bao hiem y t&: ..........ooviii .

[23]. Phuong thirc @ONg: ..ot e,
T6i cam doan nhitng ndi dung ké khai la

dung va chiu trach nhiém truéc phép luat
ve nhitng ndi dung da ké khai.
........... ngay ....... thang ....... nam ...........
Nguwoi khai
(Ky, ghi rd ho tén)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI SINH
KINN QU v

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveeeeeseeeeeecee et en st en e
D02 o1 PSP UROTRUSR
GHAY T TUY ENANT ettt ettt en ettt en et
Quan hé vai nguoi GugC KNal SINN: .o
Pé nghi co’ quan diing ky khai sinh cho ngwoi duéi day:

Ho, Chit d@m, T8N ... e et ae e
Ngay, thang, nAm SiNN: .........occeveeevrrecereeeeeeeeens ghi DANg ChTE: oo,
GiGi tinh:eeeeeeeeeeeee, DAN tOC: v evvererrrererennn, QUAC tHICN: oo
02 5 51 o
L@ 1= 01T o ST PPR
Ho, Chir d€m, ten NEWOT ME: ........cooooioie s
INAM SN e DAN tOC: .. eveevrrerenan. QUAC tiCh: e
J [0 2 1 G 2 TP PPPTT TP
Ho, Chir dém, ten nguwol Cha: ..........c...ccoooivieec e
NAM SINNE ©voeeeeeeeeee et DAN tOC:. . vvvevrrerenenn. QUAC tiCh: v,

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

T6i chiu hoan toan trach nhiém truéc phép luat vé noi dung cam doan ctia minh.
Lamtai: ........................ , NQAY ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao: Co D, Khong D
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18. Thi tuc Lién thong cic thi tuc hanh chinh vé ding ky khai sinh,
dang ky thwong tra, cap thé bao hiém y te cho tré em dudi 6 tuoi

a. Trinh t thuc hién

- Ngudi ¢ yéu cau nop hd so tai Bo phan tiép nhan va tra két qua theo co
che “Mot cura” cua Uy ban nhéan dan cap xa.

- Cé&n b, cdng chuc tiép nhan hd so c6 trach nhiém kiém tra gidy to trong hd
s0, néu hd so day du, hop I8 thi tiép nhan va tam thu 18 phi dang ky thudng trd cho
tré em theo quy dinh, déng thoi viét giay nhan ho so, hen tra két qua tirng loai viéc
cho nguoi di diang ky; néu hd so thiéu hodc khdng hop 1¢ thi huéng dan ngudi co
yéu cau bo sung hoan thién ho so; van ban huéng dan phai ghi day du, ré rang loai
gidy to can bo sung, hoan thién; can b tiép nhan ho so ky, ghi rd ho tén va giao
cho ngudi nop ho so.

Truong hop hd so khong thudc tham quyen giai quyét thi giai thich, husng
dan nguoi di dang ky dén ding co quan c6 tham quyén giai quyét theo quy dinh.

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

- Cong chirc Tu phap - H¢ tich cap xa dang ky khai sinh cho tré em ngay
trong ngay tiep nhan ho so.

- Sau khi cong chirc Tu phap - Ho tich cap xa thuc hién viéc ding ky khai
sinh va cap Giay khai sinh cho treé em, can b, cong chirc dugc giao nhiém vu 1ap
ho so dang ky thuong trd kém theo I€ phi chuyén cho co quan Cong an c6 tham
quyen, cu thé: Dia ba’n huyén thi chuyén cho Cong an x4, thi tran thu@g huyén; dia
ban thi x4, thanh php thuoc tinh, quan, huyén, tl]i x& thuoc thanh pho truc thudc
trung wong thi chuyén cho Cong an cap huyén dé déng ky thuong tru cho tre em;
dong thoi 1ap ho so cap The bao hi€ém y t€ chuyén cho Bao hiém xa hoi cap huyén
de cap Thé bao hiemy te cho tré em.

- Co quan Cong an, co quan Bao hiém xa hoi kiém tra hd so, né,u thiy day
du, hop I¢ thi thyc hi¢n ddng ky thuong tra (trong thoi han 15 ngay), cap The bao
hiémy té cho tré em (trong thoi han 10 ngay).

Truong hop hé so chua day du thi thong béo cho Uy ban nhan dan cap x&
biet, hoan thién.

- Co quan Cong an, Bao hicm xa hoi chuyen tra két qua dang ky thuong trd,
Thé bao hiem y té cho tré em vé Uy ban nhan dan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Mot cia” tai Uy ban nhan
dan cép x4 tra két qua cho ngudi c6 yéu cau.
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Khi tra Gidy khai sinh cho ngudi €O yeu cau, cong chuc Tu phap Ho tich
ghi vao S6 dang ky khai sinh, yéu cau ngudi co yéu cau ky tén vao So ding ky
khai sinh va Giay khai sinh.

b. Cach thic thuc hién

Nguoi ¢6 yéu cau thyc hién truc tiép hodc uy quyen cho ngudi khac thuc
hién tgi B6 phan tiép nhan va tra két qua theo co ché “Mot cira” cua Uy ban nhén
dan cap xa.

c. Thanh phan, sé lweng hé so

* Thanh phan hé so:

- To khai diang ky khai sinh theo mau quy dinh.

- Giay chung sinh do co sé Yy té noi tré em sinh ra cap; néu tré em sinh ra
ngodi co sé Yy té thi gidy chimg sinh dugc thay bang vin ban xac nhan cua nguoi
lam ching; truong hop khong c6 nguoi lam ching thi nguoi di khai sinh phai lam
gidy cam doan vé Vviéc sinh 1a c6 thuc. Di v6i trudng hop tré em bi bo roi thi nop
bién ban vé viéc tré em bi bo roi thay cho gidy ching sinh.

- Phiéu bao thay d6i ho khau, nhan khau (theo mau quy dinh); S6 ho khau
cta cha, me (ban chinh) hoic S6 ho khau ctia me (ban chinh) dbi vai truong hop
tré em diang ky thuong tri theo me hoic S6 hd khau cua cha (ban chinh) ddi véi
truong hop tré em diang ky thuong trd theo cha hoic S6 ho khau cua ngudi nudi
dudng, chim soc tré (ban chinh) ddi vai trudng hop tré em khong dang ky thuong
trd theo cha, me, ban sao Giay khai sinh cua tré.

+ Truong hop tré em khong diang ky thuong trd cing hd khau véi cha, me
ma ding ky thuong trd theo ho khau ctia ngudi khac thi ngodi ban sao Gidy khai
sinh, phai c6 y kién bang vin ban cua cha, me, c6 xac nhan cia Uy ban nhan dan
cap x&, y kién dong y caa chu ho va S ho khau cua chu hd (ban chinh).

- To khai tham gia bao hiém y t€, Danh séch dé nghi cap thé bao hiem y té
cho tré em dudi 6 tuoi cia Uy ban nhén dan cap xa (theo mau quy dinh).

* 86 lwong ho so: 01 bo
d. Thei han gidgi quyét

- Thoi han thuc hién lién th@ng cac tha tuc hanh chinh dang ky khai sinh,
dang ky thuong tru, cap thé bao hiémy té cho tré em dudi 6 tudi toi da khong qua
20 ngay lam viéc, ké tur ngay nop du ho so theo quy dinh.

- Truong hop hd so, thong tin chua day du hodc chua ding quy dinh ma Bo
phan tiép nhan va tra két qua cua Uy ban nhan dan cip xa phai hoan thién ho so, bd
sung thong tin theo yéu cau cua co quan Cong an, co quan Bao hiém xa hoi thi thoi
han giai quyét duoc kéo dai thém khdng qué 02 ngay lam viéc.

- Déi Vi céc xa cach xa tru so co quan Bao hiém xa hdi cap huyén hoic co
quan COng an cap huyén tir 50 km trg 1én, giao thong di lai kho khin, chua dugc
két ndi Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 05
ngay lam viéc.
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- Can ci vao tinh hinh thuc té, cac dia phuong c6 thé quy dinh cu thé thoi
han thuc hién lién théng cac thu tuc hanh chinh ngan hon thoi han toi da néu trén.
e. Péi twong thuc hién thi tuc hanh chinh
T6 chuc
g. Co quan thuc hién tha tuc hanh chinh

- Co quan ¢6 tham quyen quyét dinh: Uy ban nhan dan cap x& c6 tham
quyen dang ky khai sinh; co quan Cong an c6 tham quyen dang ky thuong trd; Bao
hiém xa hoi cap huyén cé thim quyén cap thé bao hiém y té cho tré em.

- Co quan hoic ngudi c6 tham quyén dugc Gy quyén hoic phan cap thuc
hién: Khong.
- Co quan tryc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xa;

co quan Cong an cd tham quyen dang ky thuong tr; Bao hiém xa hoi c6 tham
quyén cap thé bao hiém y té cho tré em.

h. Két qud thuc hién tha tuc hanh chinh

Giay khai sinh (ban chinh), S6 ho khau da dang ky thuong trd cho tré em va
Thé bao hiemy te.

i. Phi, Lé phi

- Phi: Khong

- Lé phi:

+ Khai sinh: 5.000 d¢6ng.

Mién 18 phi dbi véi truong hop khai sinh ding han, nguoi thude gia dinh c6
cong véi cach mang; ngudi thuoc ho nghéo; nguoi khuyet tat.

~ +Dang ky thuong tra: 15.000 ddng/lan dang ky thuong trii nhung khong cép
s6 ho khau tai cac phuong néi thanh thuge thanh pho Hai Duong; 7.000 dong/lan
dang ky doi véi cac khu vuc con lai.

Khdng thu 18 phi ding ky cu trit doi v6i céc truong hop: Con dudi 18 tuoi
cua liét si; con dudi 18 tuodi Cﬁa,thu:ofng binh; ho gia dinh thu(f)q dién xoa do6i, giam
ngheo; cong dan thugc xa, thi tran viing cao theo quy dinh cta Uy ban Déan toc.

k. Tén mdu don, mdu to khai

- Phiéu béo thay do6i h khau, nhan khau (Mau HKO02 ban hanh theo Thong
tu s0 36/2014/TT-BCA ngay 09/9/2014); (Mau kem theo)

- T khai tham gia bao hiém x& hoi, bao hiém y té (Mau sb: TK1-TS); (Mau
kem theo)

- To khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1); (Mdu kém
theo)

. YBu cdu, diéu kign thuc hién thi tuc hanh chinh
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- Viéc dang ky khai sinh cho tré em dudi 6 tuoi thuoc tham quyen giai quyét
cua Uy ban nhéan dén cap xa.

- Cac co quan c6 tham quyén thuc hién lién thong cac thu tuc hanh chinh
phai cung thudc dia ban mot huyén, thi xa, thanh phé thudc tinh cua tinh hoic cung
thudc dia ban mot quan, huyén, thi x& caa thanh pho truc thudc trung wong.

m. Can cir phép ly cia tha tuc hanh chinh

- Ludt cu tra 2006 (stra d6i nam 2013);

- Luat bao hiém y té 2008 (stra d6i nam 2014);

- Luat Ho tich s6 60/2014/QH13 ngay 20/11/2014 cta Quéc hoi;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tiét thi hanh mot s6 dieu cua Luat ho tich va nghi dinh so 123/2015/Nb-CP
ngay 15 thang 11 nam 2015 cta Chinh Phu quy dinh chi tiet mot so dicu va bién
phap thi hanh Luat Ho tich;

- Quyét dinh sé 2670/QD-UBND ngay 01/9/2017 cua UBND tinh Hai
Duong;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 ndm 2014 quy dinh chi tiét
thi hanh mot so dieu va bién phap thi hanh Luat cu tra;

- Thong tu lién tich 6 05/2015/TTLT-BTP-BCA-BYT ngay 15/5/2015 cua
lién bo: Tu phap, cong an va y t€ husng dan thyc hién lien thong cac thu tuc hanh
chinh vé dang ky khai sinh, dang ky thuong tru va cap the bao hiémy te cho tre
duai 06 tuoi;

- Thong tu s6 35/2014/TT-BCA ngay 09 thang 9 ndm 2014 quy dinh chi tiét
thi hanh mot so diéu cua Luat Cu trii va Nghi d,inh‘sé 31/2014/ND-CP ngay 18
thang 4 nam 2014 quy dinh chi tiét thi hanh mot so dicu va bién phap thi hanh Luat
cu tru;

- Thong tu s6 37/2014/TT-BYT ngay 17 thang 11 ndm 2014 huéng dan dang
ky kham, chira bénh ban dau va chuyén tuyen kham, chira bénh bao hiém y t€ do
B6 trudng Bo Y té ban hanh;

- Thong tu lién tich sb 41/2014/TTLT-BYT-BTC ngay 24 thang 11 ndm
2014 huéng dan thyc hién bao hiém y té do Bo truong Bo Y té - Bo Tai chinh ban
hanh;

~ -Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 cua Bo Cong an quy dinh vé
biéu mau sir dung trong ding ky, quan Iy cu tru;

- Quyét dinh s6 1018/QD-BHXH ngay 10 thang 10 nam 2014 cua Bao hiem
x& hoi Viét Nam stra doi quyet dinh quy dinh quan ly thu, chi bao hiém x& hoi, bao
hiémy té;
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- Thér}g tu 281/2016/TT-BTC ngay 14/11/2016 cta Bo Tai Chinh Quy dinh
murc thu, che do thu, nop, quan ly va st dung phi khai thac, s dung thong tin trong
co SO dir liéu ho tich, phi Xac nhan co6 quoc tich Viét Nam, phi xac nhan la nguoi
goc Viét Nam, Ié phi quoc tich;

- Nghi dinh 61/2018/ND-CP ngay 23/04/2018 vé thuc hién co ché mot cira,
mot cua lién théng trong giai quyét tha tuc hanh chinh;

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 huong dan thi hanh mot sé
quy dinh cua nghi dinh so 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu ve
thuc hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh.



107

CONG HOA XA HQI CHU NGHIA VIET NAM Mau HK02 ban hanh
Poc l1ap - Tw do - Hanh phuc theo TT s6 36/2014/TT-BCA ngay
---------------- 09/9/2014
PHIEU BAO THAY POl HQ KHAU, NHAN KHAU
KN gl
I. Thong tin vé nguoi viét phiéu bao
L HOVATBN O et 2. GIGi NN,
3. CMND SG: oo, 4. HO ChIGU SO: ...
RPN o 7 T4 15 o 1o 1 OSSP
6. D18 CNi CNO G NIBN NAY:.....vveeceeeeee ettt ettt n et en et en ettt en et es st snn s
.......................................................................................... S6 dién thoai BN hé: ...,

I1. Théng tin vé nguoi c¢6 thay doi hg khau, nhan khau
L HOVATBN O e 2. GiGi tinh: e,

T AN 0 2 0 ' 4RSI
0. INGUYEN QUAN: ..ottt b bbbkt b bbbkt bbbt bt ne bttt
10. NGh& NGRIBP, NOT TAM VIBC: ...v.veeeveveeeeeeceee ettt
R (o 1 110 1o 0 I OSSP

12. Dia Chi CNO & NIEN NAY: ..vocvevceceeeeee ettt ens et

13. Hovaten chil hO:...c.cooeieeiicceecec e 14. Quan hé v&i chi hd: ..o,
15. Noi dung thay ddi ho Khidu, NhAN KhAU @ ..o o
16. Nhirng ngudi cing thay doi:

Ngay, 2 .

7 . A . |CMNDso | Quan hé

TT Ho va tén th:img, c%'m N ol Ng.hf Dan toc Q'u0c (hoac H¢ | voi ngwoi
nim | tinh | sinh |nghiép tich

sinh chiéu so) |co thay doi
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coon MGAY....thang...nam... L ngay....thang....nam...
Y KIEN CUA CHUHO © NGUOI VIET PHIEU BAO
(Ghi r6 ngi dung va ky, ghi ré ho tén) (Ky, ghi rd ho tén)
XAC NHAN CUA CONG AN (A):eeeeeeevieeeeeeseeeeisses s ss s ssesssssses s s ssesssss s s asssssssssssssnsssssssessens
..... ., ngay...thang...nam...
TRUONG CONG AN.:...........

(Ky, ghi rd ho tén va déng ddu)

(1) Viét chit in hoa dii ddu

(2) Ghi tém tdit ngi dung thay doi ho khcfy, nhan khau. Vi du: dang ky thuong tr0, tam tri; thay doi noi dang ky
thirong trd, tam trd; tach so hé khau,; diéu chinh nhitng thay déi trong so hg khau ...

(3) Ghi rd y kién cuia chii hg la dong ¥ cho déang ky thuong trii, dang ky tam tri hodc dong ¥ cho tach sé hg
khau; chi hg ky va ghi rd ho tén, ngay, thang, nam.

(4) Ap dung ’do”’i Véi truong hop: Xac nhdn viéc cong dan trudc ddy da dang ky thuong trii va truong hop cap
lai s6 hg khau do bj mat.

Ghi chii: Trieong hop nguoi viét phiéu bdo ciing la nguwoi cé thay doi hg khau, nhan khau thi cong dan chi can
ké khai nhitng ngi dung quy dinh tai muc II.
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MAu sb: TK1-TS
(Ban hanh kém theo QP s¢: 1018 /OP-BHXH

BAO HIEM XA HOI CONG HOA XA HOI CHU NGHIA VIET NAM

VIET NAM Péoc 1ap - Tw do - Hanh phac

TO KHAI THAM GIA
BAO HIEM XA HQI, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:
[01]. Ho Va téN (Vit chit iN h0a): .. .uvirt ettt et et e

[02]. Ngay thang nam sinh: - -
[03]. Gigi tinh: Nam | | N@[ | [04]. Dantoc: ............... . [05]. Quéc tich: ......
[06]. Noi cap gidy khai sinh (qué quén):

[06.1]. X&, PRUONE ... e
[06.2]. QUAN, NUYEN ...t e
[06.3]. THAR, TP ..o ettt ee s
[07]. Than nhén

[07.1]. Cha hoac Me hoac Nguoi gidm ho: ...
[07.1]. ThAn nhan Kha&c: ... ... i
[08]. Sb chirng minh thu (HO chiéu):
[08.1]. Ngay cap: - -
[08.2]. NOi CAP: «.evveeeeeen
[09]. Pia chi ding ky ho khau:
[09.1]. S6 nha, dudng phd, thon XOM: ...........eevveeiinieiiiiiiries
[09.2]. X4, phuong ........ccevvvininnnnnn.n.

[09.3]. Quan, huyén ................

[09.4]. Tinh, TP ...eeeeeeeeeeee oo

[10]. Dia chi lién hé (noi sinh séng):

[10.1]. S6 nha, dudng phd, thén XOm: .........ccooeeeivivvieeeeenne,
[10.2].X&, phuong .................

[10.3].Quan, huyén..............

[10.41.TInh, TP. ..ottt
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[11]. S6 dién thoai liBn hé: ........cooooviviiii,

[12].Email ........................

[13]. Noi dang ky kham chita bénh ban dau: ...........co.viiiieiiieiiieeiie e
B. THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE:

I. CUNG THAM GIA BAO HIEM XA HOQI BAT BUQC, BAO HIEM Y TE
[14]. Quyét dinh tuyén dung, hop dong lao dong (hop dong lam VIeC) s6 ... ngay

...d..../.....co hiéu luc tir ngay ..../..../.... loai hop dong ..

[15]. Té€n co quan, dOm VI: .....ooueiiiii e e
[16]. Chirc vu, chirc danh Nghé, CONG VIEC: .....vvneeeie e
[17]. Luong chinh: ........................ L.

[18]. Phu cap:

[18.1]. Ch¥C Vu......eccveerenen,

[18.2]. TN vuot khung ..........,

[18.3]. TN nghé .............. :

[18.4]. KNAC ...t et

Il. THAM GIA BAO HIEM XA HOQI TU NGUYEN

[19]. Mtc thu nhap thang dong bao hiém x& hoi tu nguyén: ............ccceeeeeeen....

[20]. Phuong thirc dONg: .........oiieii e

I11. CHI THAM GIABAO HIEM Y TE

[21]. Tham gia bao hiém y té theo dbi trong: .........c..vveueeie e

[22]. Mtc tién 1am cin cir dong bao hiem y t&: ..........ooviii .

[23]. Phuong thirc dONg: ........ooiiii e e
T6i cam doan nhitng ndi dung ké khai la

dung va chiu trach nhiém truéc phép luat
ve nhitng ndi dung da ké khai.
........... ngay ....... thang ....... nam ...........
Nguwoi khai
(Ky, ghi rd ho tén)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI PANG KY KHAI SINH
KINN QU v

Ho, Chir dém, tNn NZWOT YBU CAUS ....o.cvveeeeeseeeeeecee et en st en e
D02 o1 PSP UROTRUSR
GHAY T TUY ENANT ettt ettt en ettt en et
Quan hé vai nguoi GugC KNal SINN: .o
Pé nghi co’ quan diing ky khai sinh cho ngwoi duéi day:

Ho, Chit d@m, T8N ... o e e et ae e
Ngay, thang, nam sinh: .........c.cocccoeviiiiiiiciiiiec, ghi bang ChT: ...vveeeeeeeeceee e,
GiGi tinh:eeeeeeeeeeeee, DAN tOC: v evvererrrererennn, QUAC tHICN: oo
02 5 51 o
L@ 1= 01T o ST PPR
Ho, Chir d€m, ten NEWOT ME: ........cooooioie s

INAM SN e DAN tOC: .. eveevrrerenan. QUAC tiCh: e

Ho, Chir dém, ten nguwol Cha: ..........c...ccoooivieec e
NAM SINNE ©voeeeeeeeeee et DAN tOC:. . vvvevrrerenenn. QUAC tiCh: v,
D2 B o1 5§ PP PP TR TOTOPUPPPPPRRR

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

T6i chiu hoan toan trach nhiém truéc phép luat vé noi dung cam doan ctia minh.
Lamtai: ........................ , NQAY ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao: Co D, Khong D
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I1. LINH VUC CHUNG THUC

1. Thu tuc Chu’ng thuc hop dong, giao dich lién quan dén tai san l1a dong
san, quyén str dung dat, nha &

a. Trinh t thuc hién
- Nguoi yéu cau chirng thuc nop 01 b hd so yéu cau chang thuc.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém chiing thuc cac bén tham gia hop dong, giao dich tu
nguyén, minh man va nhan thac, 1am cha duoc hanh vi caa minh thi thuc hién
chang thyec.

- Céc bén tham gia hop dong, giao dich phai ky trudc mit ngudi thuc hién
chirng thyuc. Truong hop nguoi ¢6 tham quyen giao két hop dong cua cac to chuc
tin dung, doanh nghiép da dang ky chir ky Mau tai co quan thuc hién ching thyuc
thi c6 thé ky trudc vao hop dong; nguoi thyc hién ching thuc phai doi Chleu chir
ky cta ho trong hop déng véi chit ky mau trudc khi thuc hién chiing thuc, néu nghi
ngo chit Ky trong hop déng khac vai chit Ky mau thi yéu cau nguoi dé ky trudc
mat.

- Trudng hop ngudi yéu cau ching thue khéng ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khéng diém chi dugc
thi phai co 02 (hai) nguoi lam ching. Nguoi lam chirng phai c¢6 da nang luc hanh
vi dan su va khéng c6 quyén, loi ich hoic nghia vu lién quan dén hop ddng, giao
dich. Ngudi lam chimg do ngudi yéu cau ching thuc bé tri. Truong hop nguoi yéu
cau chung thuc khong bé tri duoc thi dé nghi co quan thuc hién chang thuc chi
dinh nguoi lam chang.

- Nguoi thye hién ching thuc ghi 161 chimg tuong ung voi tung loai hop
ddng, giao dich theo mau quy dinh; ky, ghi r6 ho tén, dong dau cta co quan thyc
hién ching thuc va ghi vao sé chang thuc. D6i véi hop ddng, giao dich co tir 02
(hai) trang tré 18n, thi ting trang phai duoc danh s thi tu, ¢6 chit Ky cta ngudi
yéu cau chung thuc va ngudi thuc hién chung thuc; sé luong trang va 1oi chang
duogc ghi tai trang cudi caa hop dong, giao dich. Truong hop hop déng, giao dich
c6 tir 02 (hai) to trg 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khéng théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi co nang luc hanh vi
dan sy day du theo quy dinh cua phép luat, thdng thao tiéng Viét va _hgon ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do ngudi yéu cau chirng thuc
moi hoac do co quan thyuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chang thyc tra. Ngudi phién dich c6 trach nhiém dich day da, chinh xéc
noi dung cua hop dong, giao dich, noi dung 19i ching cho ngudi yéu cau ching
thuc va ky vao ting trang hop déng voi tu cach 1a ngudi phién dich.

b. Céch thiic therc hién

Nop ho so tryc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cap xa.
Viéc chirng thuc cac hgp dong, giao dich lién quan dén quyen cua nguoi st dung
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dét dugc thyc hién tai Uy ban nhan dan cip xa noi ¢6 dat. Viéc ching thuc cac hop
dong, giao dich lién quan dén nha ¢ dugc thuc hién tai Uy ban nhan dan cap xa noi
cO nha.

c. Thanh phan, sé lweng hé so

* Thanh phan hé so

- Dy thao hop dong, giao dich;

- Ban sao Gidy chting minh nhan dan hoic thé cin cudc cong dan hoiac Ho
chiéu con gié tri sir dung ctia nguoi yéu cau chiing thuc (xuat trinh kém theo ban
chinh dé dbi chiéu);

- Ban sao gidy ching nhan quyen s& hitu, quyén sir dung hoic ban sao giay
to thay thé dugc phap luat quy dinh doi véi tai san ma phép luat quy dinh phai
dang ky quyén so hitu, quyén sir dung trong trudng hop hop ddng, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé di chiéu).

* S6 lirong ho so: 01 b

d. Theoi han gidi quyét

Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du hd so yéu cau chung
thue hoic c6 thé kéo dai hon theo thoa thuin bang vin ban véi nguoi yéu cau

chung thue. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuec.

e. Péi twong thyc hién thi tuc hanh chinh
T6 chuc

g. Co quan thuc hién tha tuc hanh chinh
Uy ban nhéan dan cap xa

h. Két qud theec hién tha tuc hanh chinh
Hop d6ng, giao dich duoc ching thuc

i. Phi, Lé phi

- Phi: Khéng

- L& phi: 50.000 d¢6ng/hop ddng, giao dich

Mién I phi chang thuc hop ddng thé chap tai san cho c& nhan, ho gia dinh
vay von tai t6 chuc tin dung d€ phuc vu phét trien ndng nghiép, ndng thén, gom
cac linh vuc sau:

- Cho vay cac chi phi phat sinh phuc vu qué trinh san xuét kinh doanh san
pham ndng nghiép tir khdu san xuat dén thu mua, ché bien va tiéu thu.

- Cho vay phuc vu san xuat cong nghiép, thuong mai va cung ang céc dich
vu trén dia ban néng thén.

- Cho vay dé san xuat giéng trong trong trot, chin nudi, thiy san, tréng ring
va cung trng cac san pham, dich vu phuc vu qué trinh san xuat néng nghiép.
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- Cho vay phat trién nganh nghé tai dia ban nong thon.

- Cho vay phuc vu Chuong trinh muc tiéu Quéc gia vé xay dung ndng thon
mai.

- Cho vay céc nhu cau phuc vu doi sdng cua cu dan trén dia ban néng thon.

- Cho vay theo cac chuong trinh kinh té lién quan dén linh vic ndng nghiép,
néng thén cua Chinh pha.

k. Tén méu don, méu to khai

Khéng

. Yeu cdu, diéu kién theec hign tha tuc hanh chinh
Khéng

m. Can cwr phép ly caa tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 cua Chinh phi vé cap ban
sao tur ban chinh, ching thuc chir ky va chirng thuc hgp dong, giao dich;

- Thong tu s 01/2020/TT-BTP ngay 03/3/2020 ciia Bd truéng Bo Tu phép;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo tai chinh quy dinh
muc thu, ché do thu, nop, quan ly va sir dung phi chirng thuc;
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2. Thi tue Chirng thue di chic
a. Trinh te thec hién
- Nguoi yéu cau chirng thuc nop 01 b hd so yéu cau chang thuc.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém ching thuc nguoi 1ap di chdc tu nguyén, minh man
va nhan thuec, lam chua dugc hanh vi cta minh thi thuc hién chirng thuc.

- Nguoi lap di chic phai ky truedgc mét nguoi thuc hién ching thuec.

- Trudng hop ngudi yéu cau ching thue khéng ky duoc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang luc hanh
vi dan su va khong co quyen lgi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chtmg do ngudi yéu cau chtng thuc b6 tri. Truong hop ngudi yéu cau chiing
thue khdng b tri duoc thi d& nghi co quan thuc hién chang thuc chi dinh nguoi
lam chung.

- Nguoi thuc hién chiing thuc ghi o1 ching theo mau quy dinh; Ky, ghi 6 ho
tén, dong dau cla co quan thuc hién chang thuc va ghi vao sé chiing thuc. Di véi
di chtc c6 tir 02 (hai) trang tré 18n, thi tirng trang phai dugc danh s tha ty, ¢6 chit
Ky ctia ngudi yeu cau chieng thue va nguoi thuc hién chang thuc; s6 luong trang va
loi chimg dugc ghi tai trang cudi cta di chuc. Truong hop di chlic ¢6 tir 02 (hai) to
trg 1én thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau ching thuc khdng théng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai la ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va _ngon ngr ma
ngudi Yéu cau ching thuc st dung. Nguoi phién dich do ngudi yéu cau chiing thyc
maoi hodc do co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
y&u cau ching thyc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac
ndi dung cua di chlc, ndi dung 161 chimg cho ngudi yéu cau ching thuc va ky vao
tirng trang di chuc véi tu cach 1a nguoi phién dich.

b. Céch thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc
c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

- Du thao di chuc;

- Ban sao Giay ching minh nhan dan hoic thé can cudc cong dan hoic Ho
chiéu con gia tri st dung cua nguoi yéu cau ching thyc (xuat trinh kém theo ban
chinh dé doi chicu);

- Ban sao gidy chimg nhan quyeén so hitu, quyen sir dung hogc ban sao gidy

to thay thé dugc phap luat quy dinh dbi vai tai san ma phap luat quy dinh phai
ding ky quyén so hitu, quyén sir dung trong trudng hop hop dong, giao dich lién
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quan dén tai san do; trir truong hop nguoi lap di chic dang bi cai chét de doa dén
tinh mang (xuat trinh kem theo ban chinh dé doi chicu).
* S lwong ho so: 01 bo
d. Thei han gidgi quyét
Khdng qua 02 (hai) ngay lam vi¢c, ké tur ngay nhan du hd so yéu cau chung
thuc hoic cd thé kéo dai hon theo thoa thuan bang van ban véi nguoi yéu cau

ching thuc. Truong hop keéo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

e. Péi twong thyc hién thi tuc hanh chinh
T6 chic

g. Co quan thuc hién thai tuc hanh chinh
Uy ban nhan dan cap xa

h. Két qud thuc hién tha tuc hanh chinh
Di chtic duoc chang thuc

i. Phi, Lé phi

- Phi: Khong

- L& phi: 50.000 d6ng/di chc.

k. Tén mau don, méu to khai

Khéng

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng

m. Céin cuw phép ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban
sao tu ban chinh, chieng thuc chir ky va ching thuc hgp dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh maec thu, ché do thu, nop, quan ly va sir dung phi chirng thyec.
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3. Thit tuc Chirng thwe vin ban tir chéi nhin di sén
a. Trinh te thec hién
- Nguoi yéu cau chirng thuc nop 01 b hd so yéu cau chang thuc.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém ching thue nguoi tir choi nhan di san tu nguyén,
minh man va nhan thic, lam cha dugc hanh vi cia minh thi thuc hién chirng thuc

- Nguoi tir chdi nhan di san ky trudc mit ngudi thuc hién chirng thuc.

- Trudng hop ngudi yéu cau ching thue khéng ky duoc thi phai diém chi;
néu nguoi do khong doc dugc, khong nghe dugce, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang luc hanh
vi dan su va khong co quyen lgi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chtmg do ngudi yéu cau chtng thuc b6 tri. Truong hop ngudi yéu cau chiing
thue khdng b tri duoc thi d& nghi co quan thuc hién chang thuc chi dinh nguoi
lam chung.

- Nguoi thuc hién chiing thuc ghi o1 ching theo mau quy dinh; Ky, ghi ré ho
tén, dong dau cla co quan thuc hién chang thuc va ghi vao sé chiing thuc. Di véi
vin ban tir chdi ¢6 tir 02 (hai) trang tra Ién, thi tirng trang phai dugc danh sé thir ty,
c6 chix ky ctia ngudi yéu cau ching thuc va ngudi thuc hién ching thuc; sé luong
trang va loi ching duoc ghi tai trang cudi cua van ban tir chdi nhan di san. Truong
hop van ban tir chdi nhan di san c6 tir 02 (hai) to tré 18n thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chang thuc khdng théng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai la ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va _ngon ngr ma
ngudi Yéu cau ching thuc st dung. Nguoi phién dich do ngudi yéu cau chiing thyc
moi hoac do co quan thyc hién chung thuc chi dinh. Thu lao phién dich do nguoi
y&u cau ching thyc tra. Ngudoi phién dich 6 trach nhi¢m dich day da, chinh xac
ndi dung cta vin ban tir chdi nhan di san, noi dung 161 ching cho ngudi yéu cau
chung thyc va ky vao ting trang van ban tir chdi nhan di san véi tu cach 1a nguoi
phién dich.

b. Céch thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

- Dy thao van ban tr chdi nhan di san;

~ -Bansao Gidy chting minh nhan dan hoac The can cugc cong dan hodc Ho

chicu con gia tri su dung cua nguoi yéu cau chung thuc (xuat trinh kem theo ban
chinh dé doi chicu);

- Ban sao gidy chiing nhan quyen s& hitu, quyén st dung hoic ban sao giay
to thay thé dugc phap luat quy dinh ddi véi tai san ma phép luat quy dinh phai
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dang ky quyén sé hitu, quyen su dung trong truong hop hop ddng, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé dbi chiéu).
* S5 lwong hé so: 01 b
d. Thei han gidgi quyét
Khdng qua 02 (hai) ngay lam vi¢c, ké tur ngay nhan du hd so yéu cau chung
thuc hoic cd thé kéo dai hon theo thoa thuan bang van ban véi nguoi yéu cau

ching thuc. Truong hop keéo dai thoi han giai quyét thi nguoi tiép nhan hd so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

e. Péi twong thyc hién thi tuc hanh chinh

T6 chic

g. Co quan thuc hién thai tuc hanh chinh

Uy ban nhan dan cap xa

h. Két qud thuc hién tha tuc hanh chinh

Viin ban tir chéi nhan di san dwoc chirng thuc
i. Phi, L¢ phi

- Phi: Khong

- L& phi: 50.000 d6ng/vin ban.

k. Tén mau don, méu to khai

Khéng

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng

m. Céin cuw phép ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban
sao tu ban chinh, chieng thuc chir ky va ching thuc hgp dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh maec thu, ché do thu, nop, quan ly va sir dung phi chirng thyec.
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4. Thu tuc Chirng thuc van ban théa thuin phan chia di sin ma di san
la dong san, quyén sir dung dat, nha &

a. Trinh te thec hién
- Nguoi yéu cau chirng thuc nop 01 b hd so yéu cau chang thuc.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém ching thuc cac bén tham gia thoa thuan phan chia
di san tu nguyén, minh man va nhan thac, lam cha duoc hanh vi caa minh thi thuc
hién chirng thuec.

- Cac bén tham gia thoa thuan phan chia di san phai ky trudc mat ngudi thuc
hién chirng thuec.

- Trudng hop ngudi yéu cau ching thue khéng ky duoc thi phai diém chi;
néu nguoi do khong doc dugc, khong nghe dugce, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang luc hanh
vi dan su va khéng co quyen lgi ich hodc nghia vy lién quan dén giao dich. Nguoi
lam chtmg do ngudi yéu cau chtng thuc b6 tri. Truong hop ngudi yéu cau chiing
thue khdng b tri duoc thi d& nghi co quan thuc hién chang thuc chi dinh nguoi
lam chung.

- Nguoi thuc hién ching thuc ghi 161 ching theo mau quy dinh; ky, ghi ro ho
tén, dong dau cta co quan thuc hién chang thuc va ghi vao sé chiing thuc. Dbi Vo
vin ban thoa thuan cé tir 02 (hai) trang trd I8n, thi ting trang phai duoc danh sb
thir ty, ¢d chit ky ctia ngudi yeu cau chiing thuc va ngudi thuc hién chiing thuc; sb
luong trang va loi ching dugc ghi tai trang cudi ctia vian ban thoa thuan. Truong
hop vin ban théa thuan cé tir 02 (hai) to tré 18n thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau ching thuc khdng théng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai la ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va _ngon ngr ma
ngudi Yéu cau ching thuc st dung. Nguoi phién dich do ngudi yéu cau chirng thyc
moi hodc do co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chang thyc tra. Ngudi phién dich cé trach nhiém dich day da, chinh xéc
noi dung ciia vin ban thoa thuan noi dung 10i chimg cho ngudi yéu cau ching thuc
va Ky vao tung trang van ban thoéa thuan vai tu cach 1a nguoi phién dich.

b. Céch thac thuc hién

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cép xA.
¢. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

- Dy thao van ban théa thuan phan chia di san;

- Ban sao Giay chirng minh nhan dan hoic Thé cin cudce cong dan hoiac Ho
chiéu con gia tri sir dung cua nguoi yYéu cau chirng thuc (xuat trinh kém theo ban
chinh dé doi chieu);
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- Ban sao giay chirng nhan quyen s& hitu, quyén sir dung hoic ban sao gidy
to thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai
dang ky quyén sé hitu, quyen su dung trong truong hop hop ddng, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé dbi chiéu).

* S4 lwong hé so: 01 bo

d. Thei han gidi quyét

Khdng qua 02 (hai) ngay lam vi¢c, ké tur ngay nhan du hd so yéu cau chung
thuc hoic cd thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau

chang thue. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhan ho so phai
c6 phiéu hen ghi ré thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuec.

e. Péi twong thec hién thi tuc hanh chinh

T6 chic

g. Co quan thuc hién tha tuc hanh chinh

Uy ban nhan dan cap xa

h. Két qud thuc hién tha tuc hanh chinh

Van ban thoa thuan phan chia di san dugc chirng thuc
i. Phi, Lé phi

- Phi: Khong

- L& phi: 50.000 d6ng/vin ban

k. Tén mau don, méu to khai

Khéng

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng

m. Céin ciw phép ly cia thai tuc hanh chinh

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

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh maec thu, ché do thu, nop, quan ly va sir dung phi chirng thuec.
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5. Thu tuc Chirng thuc van ban khai nhan di san ma di sdn la dgng san,
quyén sir dung dat, nha &

a. Trinh te thec hién
- Nguoi yéu cau chirng thuc nop 01 b hd so yéu cau chang thuc.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém chiing thuc cac bén tham gia van ban khai nhan di
san ty nguyén, minh man va nhan thac, 1am chia duoc hanh vi caa minh thi thuc
hién chirng thuec.

- Cac bén tham gia khai nhan di san phai ky truéc mat nguoi thuc hién
chang thyec.

- Trudng hop ngudi yéu cau ching thue khéng ky duoc thi phai diém chi;
néu nguoi do khong doc dugc, khong nghe dugce, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang luc hanh
vi dan su va khong co quyen lgi ich hodc nghia vy lién quan dén giao dich. Nguoi
lam chtmg do ngudi yéu cau chtng thuc b6 tri. Truong hop ngudi yéu cau chiing
thue khdng b tri duoc thi d& nghi co quan thuc hién chang thuc chi dinh nguoi
lam chung.

- Nguoi thuc hién ching thuc ghi 161 ching theo mau quy dinh; ky, ghi ro ho
tén, dong dau cta co quan thuc hién chang thuc va ghi vao sé chiing thuc. Dol Vi
vin ban khai nhan c6 tir 02 (hai) trang tra Ién, thi ting trang phai duoc danh sé thi
tu, ¢O chit Ky cua nguoi yéu cau chang thuc va ngudi thuc hién chiing thuc; sb
luong trang va 1oi ching duoc ghi tai trang cubi cua van ban khai nhan di san.
Truong hop vian ban khai nhan c6 tir 02 (hai) to tro 18n thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau ching thuc khdng théng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai la ngudi c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va _ngon ngr ma
ngudi Yéu cau ching thuc st dung. Nguoi phién dich do ngudi yéu cau chirng thyc
moi hodc do co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chang thyc tra. Ngudi phién dich cé trach nhiém dich day da, chinh xéc
noi dung cua vin ban khai nhan di san, noi dung loi ching cho ngudi yéu cau
chung thuc va ky vao tung trang van ban khai nhan véi tu cach la nguoi phién
dich.

b. Céch thac thuc hién

Truyc tiép tai co quan hanh chinh nha nudc
¢. Thanh phdén, sé lweng hé so

* Thanh phan hé so:

- Dy thao van ban khai nhan di san;

- Ban sao Giay chirng minh nhan dan hoic Thé cin cudce cong dan hoic Ho
chiéu con gia tri sir dung cua nguoi yéu cau chirng thuc (xuat trinh kém theo ban
chinh dé doi chieu);
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- Ban sao giay chirng nhan quyen s& hitu, quyén sir dung hoic ban sao gidy
to thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai
dang ky quyen so hiru, quyen su dung trong trudng hop van ban khai nhan di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé ddi chiéu).

* S4 lwong hé so: 01 bo

d. Thei han gidi quyét

Khdng qua 02 (hai) ngay lam vi¢c, ké tur ngay nhan du hd so yéu cau chung
thuc hoic cd thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau

chang thue. Truong hop keo dai thoi han giai quyét thi nguoi tiép nhan ho so phai
c6 phiéu hen ghi ré thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuec.

e. Péi twong thec hién thi tuc hanh chinh
T6 chic

g. Co quan thuc hién tha tuc hanh chinh
Uy ban nhan dan cap xa

h. Két qud thuc hién tha tuc hanh chinh
Vin ban khai nhan di san dugc ching thuc
i. Phi, Lé phi

- Phi: Khong

- L& phi: 50.000 d6ng/vin ban

k. Tén mau don, méu to khai

Khéng

. Yeu cdu, diéu kién thuec hign thi tuc hanh chinh
Khéng

m. Céin ciw phép ly cia thai tuc hanh chinh

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

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh maec thu, ché do thu, nop, quan ly va sir dung phi chirng thuec.
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[11. LINH VU'C BOI THUONG NHA NUOC

1. Thi tuc giai quyét yéu cAu boi thuwdng tai co quan trwe tiép quan ly
nguwoi thi hanh cong vu gay thiét hai
a. Trinh t thuc hién
- Tiép nhan va xu Iy hd so
- Thu Iy hé so
- Ctr nguoi giai quyét boi thuong
- Tam ©rng kinh phi bdi thuong thiét hai
- Xac minh thiét hai
- Thuong lugng viéc boi thuong

- Ra quyét dinh glal quyet boi thuong (sau khi ra quyét dinh giai quyét boi
thuong, co quan tryc tiép qUan ly nguoi thi hanh cong vu gay thiét hai phai 1ap hd
so dé nghi cap kinh phi bdi thuong dén Bo Tai chinh dé dé nghi cdp kinh phi bdi
thuong va chi tra tién boi thuong cho nguoi yéu cau boi thuong.

b. Cach thac thuc hién

- Ngudi yeu cau bdi thudng c6 thé nop ho so truc tiép tai tru sé co quan gial
quyet boi thuwong hoac qua hé thong buu chinh.

- Nguoi yéu cau boi thuong nhan quyét dinh giai quyet boi thuong ngay tai
buoi thuong lugng.

c. Thanh phdan, sé lweng hé so
* Thanh phan hé so:

- Trudng hop ngudi bi thiét hai truc tiép yéu cau boi thuong thi hd so yéu
cau bodi thuong (sau day goi la hd so) bao gdm: Vin ban yéu cau boi thuong; Vian
ban lam cén cu yéu cau boi thudng, trir trudng hop nguoi bi thiét hai khong duoc
guri hoic khong thé co van ban lam cin ctr yéu cau bdi thudng; Glay to ching
minh nhan than caa nguoi bi thiét hai; Tai liéu, ching ci c6 lién quan dén viéec yéu
cau boi thuong (néu co).

- Truong hop ngudi yéu cau bdi thudng 1a nguoi thira ké (néu c6 nhiéu
ngudi thira ké thi nhitng nguoi thira ké d6 phai cir ra mot nguoi dai dién) hoac 1a
ngudi dai dién cia nguoi bi thiét hai thi ngoai cac tai liu quy dinh tai cac diém a,
b va d khoan 1 Diéu 41 Luat TNBTCNN nam 2017, hd so con phai c6 céc tai liéu
sau ddy: Gidy to chang minh nhan than cia ngudoi thira ké, nguoi dai dién cua
nguoi bi thiét hai; Van ban uy quyén hop phép trong truong hop dai dién theo uy
quyén; Trudng hop nguoi bi thiét hai chét ma c6 di chuc thi ngudi yéu cau boi
thuong phai cung cap di chuc, trudong hop khdng cé di chlc thi phai co van ban
hop phép vé quyén thira ké.

Truong hop nguoi yéu cau boi thuong tryuc tiép nop ho so thi cac gidy to, tai
liéu va chung ctir quy dinh tai cac diém b, c, d khoan 1 va khoan 2 Biéu 41 Luat
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TNBTCNN nidm 2017 1 ban sao nhung phai ¢6 ban chinh dé ddi chiéu; truong
hop ngudi yéu cau bdi thuong gui hd so qua dich vu buu chinh thi cac gidy to, tai
lieu va chiing cir quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Diéu 41 Luat
TNBTCNN nim 2017 1a ban sao ¢6 ching thuc theo quy dinh cua phap luat vé
chung thuc

* S lwong ho so: 01 bg.
d. Thoi han gidi quyét

- Trong truong hop nguoi yéu cau boi thuong nop hé so truc tlep, co quan
giai quyet bdi thudng tiép nhan ho so, ghi vao so nhan ho so va cap gidy xac nhan
d3 nhan ho so cho ngudi yéu cau boi thuong. Truong hop ho so duoc giri qua dich
vu buu chinh thi trong thoi han 02 ngay lam viéc ké tir ngay nhan dugc ho so, co
quan giai quyet bdi thudng phai thong bao bang van ban vé viéc nhan ho so cho
nguoi yéu cau bdi thudng. Trong thoi han 05 ngay lam viée ke tu ngay nhan duoc
hé so, Tha truong co quan giai quyét boi thuong co thé yéu cau ngudi yéu cau bdi
thudng bd sung hd so trong trudng hop hd so chua day du theo quy dinh tai khoan
1 va khoan 2 Piéu 41 ctia Luat TNBTCNN nam 2017. Trong thoi han 05 ngay lam
viéc ké tir ngdy nhan duoc yéu cau ctia Thil trudng co quan giai quyét boi thuong,
ngudi yéu cau boi thuong phai bo sung ho so. Khoang thoi gian c6 sy kién bat kha
khang hodc tré ngai khach quan theo quy dinh cua B§ luat Dan sy khong tinh vao
tho1 han quy dinh tai khoan nay.

Trong thoi han 02 ngay 1am viée ké tir ngay nhan dugc hd so hop 1é theo
quy dinh tai Diéu 41 cua Luat Trach nhiém bdi thuong ctia Nha nudc nam 2017
(Luat TNBTCNN niam 2017), co quan giai quyét bdi thudng phai thu 1y hd so va
vao so thy 1y.

- Trong thoi han 02 ngay lam viéc ké tir ngay thu Iy hd so, co quan giai
quyét bdi thuong phai cir nguoi giai quyét boi thuong.

- Truong hop, ngudi yéu cau boi thuong dé& nghi tam ung kinh phi boi
thudng theo quy dinh tai diém e khoan 3 Piéu 41 cta Luat TNBTCNN nim 2017,
co quan giai quyét boi thuong tién hanh tam ¢ng kinh phi bdi thudng ddi voi
nhitng thiét hai quy dinh tai khoan 1 Piéu 44 TNBTCNN nim 2017. Cu thé, thoi
han thuc hién tam tng kinh phi boi thuong dugc thuc hién nhu sau: (1) Ngay sau
khi thu ly ho so, nguoi giai quyét bdi thuong cé trach nhiém xac dinh gié tri cac
thiét hai quy dinh tai khoan 1 Diéu 44 TNBTCNN nim 2017 va dé xuat Tha
trudng co quan giai quyét boi thuong viéc tam @ng kinh phi bdi thuong va muc
tam (g cho nguai Y&u cau boi thuong; (2) Trong thoi han 05 ngay lam viéc ke tir
ngay nhan duoc dé& xuat, néu con du todn quan 1y hanh chinh dugc cap c6 tham
quyén giao, co quan gidi quyet bdi thudng phai hoan thanh viéc tam ang kinh phi
va chi tra cho nguoi yéu cau bdi thuong. Truong hop khong con du du toan quan
ly hanh chinh duoc cap ¢ tham quyén giao, trong thoi han 02 ngay lam viéc ké tir
ngdy nhan duoc dé xuat, Thu trudng co quan giai quyét boi thudng c6 vin ban dé
nghi co quan tai chinh c6 thim quyén tam tng kinh phi dé chi tra cho nguoi yéu
cau boi thuong. Co quan tai chinh c6 trach nhiém cap kinh phi cho co quan giai
quyét bdi thuong trong thoi han 07 ngay 1am viéc ké tir ngay nhan dugc vin ban dé
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nghi, co quan tai chinh c6 tham quyén c6 trach nhiém Cap kinh phi cho co quan
giai quyét boi thuong. Thu truong co quan giai quyét bdi thuong quyét dinh muc
tam tng cho ngudi yYéu cau bodi thuong nhung khong dudi 50% gia tri cac thiét hai
quy dinh tai khoan 1 Diéu 44 TNBTCNN nam 2017.

- Trong thoi han 15 ngay ké tir ngay thu ly hd so, ngudi giai quyet boi
thuong phai hoan thanh viéc xac minh thi€t hai. Truong hop vu viéc giai quyét yéu
cau boi thudng ¢ nhiéu tinh tiét phic tap hodc phai xac minh tai nhiéu dia diém
thi thoi han xac minh thiét hai 12 30 ngay ké tir ngay thu Iy hd so. Thoi han xac
minh thiét hai c6 thé dugc kéo dai theo thoa thuan gitta nguoi yéu cau bdi thuong
va ngudi giai quyét bdi thudng nhung toi da 13 15 ngay ké tir ngay hét thoi han quy
dinh tai khoan nay. Trong thoi han 03 ngay lam viéc ké tir ngay két thic viéc xac
minh thiét hai, ngudi giai quyét bdi thuong phai hoan thanh bao cao xac minh thiét
hai 1am cdn ctr dé thuong luong viéc boi thuong.

- Trong thoi han 02 ngay 1am viéc ké tir ngay hoan thanh bao céo xac minh
thiét hai, co quan giai quyét boi thuong phai tién hanh thuong luong viéc boi
thuong. Trong thoi han 10 ngay ké tir ngay tién hanh thuong lugng, viéc thuong
luong phai dugce hoan thanh. Trudng hop vu viéc giai quyét yéu cau bdi thuong cé
nhiéu tinh tiét phac tap thi thoi han thuong luong téi da 1a 15 ngay. Thoi han
thuong luong c6 thé dugc kéo dai theo thoa thuan gitra nguoi yéu cau bdi thuong
va ngudi giai quyét bdi thudng nhung toi da 13 10 ngay ké tir ngay hét thoi han quy
dinh tai khoan nay.

- Ngay sau khi c6 bién ban két qua thuong lugng thanh, Thu truéng co quan
gial quyet boi thuong ra quyét dinh giai quyét bdi thudng va trao cho nguoi yéu
cau boi thuong tai budi thuong lugng. Truong hop ngudi yéu cau bdi thuong
khdng nhan quyét dinh giai quyét bdi thuong thi nguoi giai quyét boi thuong lap
bién ban vé viéc khdng nhan quyét dinh. Bién ban phai cd chir ky cua dai dién céc
co quan tham gia thuong lwong. Bién ban phai néu rd hau qua phap ly cua viéc
khéng nhan quyét dinh giai quyét boi thuong theo quy dinh tai diém d khoan 1
Piéu 51 cua Luat TNBTCNN nam 2017. Co quan giai quyét boi thuong phai gui
cho nguoi yéu cau bdi thuong trong thoi han 05 ngay 1am viéc ké tir ngay lap bién
ban.

e. Doi twong thye hién thii tuc hanh chinh
T6 chire
g. Co quan thuc hién thu tuc hanh chinh

- Co quan giai quyét boi thudng 13 co quan truc tiép quan 1y nguoi thi hanh
cong vu gay thi€t hai trong hoat dong quan ly hanh chinh quy dinh tai Bi¢u 33 cua
Luat TNBTCNN nam 2017 ¢ cap xa.

h. Két qua thuwe hién thii tuc hanh chinh
- Quyét dinh giai quyét bdi thuong

i. L¢ phi

Khong
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K. Tén méu don, méu to khai

~ Vin ban yéu cau boi thuong (Mau 01/BTNN ban hanh keém theo Thong tur
s6 04/2018/TT-BTP)

|. Yéu cau, diéu kig¢n thuwc hién thii tuc hanh chinh
Thu tuc hanh chinh dugc thuc hién khi ¢ mot trong cac can clt sau day:

- C6 mdt trong cac can ¢t xac dinh hanh vi trai phap luat ciia nguoi thi hanh
cong vu gay thiét hai va yéu cau boi thuong tuong ing quy dinh tai khoan 2 Diéu 7
Luat TNBTCNN nam 2017;

- C6 thiét hai thuc té cua ngudi bi thi¢t hai thuéc pham vi trach nhi¢m boi
thuong ctia Nha nudc theo quy dinh cua Luat TNBTCNN nam 2017;

- C6 mbi quan hé nhan qua gitra thi¢t hai thuc té va hanh vi gdy thié¢t hai.
m. Can cw phép ly caa tha tuc hanh chinh:

- Luat TNBTCNN nam 2017;

- Nghi dinh s6 68/2018/ND-CP;

- Thong tu s6 04/2018/TT-BTP.
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Mau 01/BTNN
(Ban hanh kem theo Thong tw so 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

Kinh gUri: ..vvvviiiieeieee, (1)t
Ho va tén nguoi yéu cau boi thuong:..............c....... (2) e
Gidy to ching minh nhan than:.................. (3)eeiiiii,
biachi: ........................ (B) e,
SO ABN thOAT (NEU COY: ettt
EMAIT (NEU CO) oottt s ettt
LA (5) ettt
Can cu

et e e (6) ettt (néu ca)
- Hanh vi gay thiét hai cta nguoi thi hanh cong vu gay thiét hai:..............

- Méi quan hé nhan qua gitra thiét hai thuc té xay ra va hanh vi gay thiét hai
cuia ngudi thi hanNh CONG VUL.....ooiiiii e

Trén co s do, t6i dé nghi Quy co quan xem xeét, giai quyét boi thuong thiét
hai theo quy dinh cua Luat Trach nhiém bdi thuong cua Nha nuéc, bao gom céc
ndi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)

1. Thiét hai do tai san bi xdm pham (néu c0), cach tinh, muc yéu cau boi
thuong

2. Thiét hai do thu nhap thuc té bj mat hoic bi giam sut (néu c0), cach tinh,
muc yéu cau boi thuong

3. Thiét hai vé& vat cht do nguoi bi thiét hai chét (néu c6), cach tinh, muc
yéu cau boi thuong

4. Thiét hai vé vat chat do strc khoe bi xdm pham (néu c6), cach tinh, muc
yéu cau boi thuong

5. Thiét hai vé tinh than (néu c6), cach tinh, mirc yéu cau bdi thuong



6. Céc chi phi khac duoc boi thudng (néu co), cach tinh, mirc yéu cau bdi
thuong

Tong s tién yéu cAu boi thuwdng: .........cocooovvevveeieeeeeeeeeeeeeeae (d6ng)
(VISt DANG CRIE: ..ottt )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu cé)

1. Kinh phi dé nghi tam mg

Can cu quy dinh tai Diéu 44 Luat Trach nhiém boi thuong ctia Nha nudc, to1
dé nghi dugc tam Ung kinh phi b1 thuong d61 véi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 tién d& nghi tam UNE 1A:........oooueeeeeeeeeeeeeeeeeee e dong
(VIBt DANG CRIE: o..voveveveeeseseeeeveeee ettt )
Tai liéu, ching ¢ Kem theo (N8U CO):ueneeeeeeeeeeeeeeeeeeeeee e
1.2. Thiét hai khac c6 thé tinh duoc ngay ma khong can xac minh: ....(8)

S6 tién d& nghi tam TNE 1A:........oeoueeieeeeeeeeeee e, dong
(VIBt BANG CHIE: ..ottt )
Tai liéu, ching e kém theo (N8U COYunenueeeeeceeeeeeeeeeeeeeeeee e,

1.3. ToNng s6 tién d& nghi tam Gng: ..........vvvveeveeeeeeeeeeeeeeeeen..dONG
(VIBt BANG CHIE: ...ttt )
2. Thong tin ngudi nhan tam vng kinh phi boi thuong:

1)

-Hovatén:... ........coooiiiiiiin,
- Giay to chirng minh nhan than: ....................... 10) TR

III. CAC NOI DUNG KHAC CO LIEN QUAN

1. Dé nghi thu thap vin ban 1am cin ¢l yéu cau boi thudng (néu cb)
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Pé nghi Quy Co quan xem xét, giai quyét bdi thudng cho t6i/...(15).. theo
quy dinh cua phép luat.
.(16)..... ngay ... thang ... nam ......
Ngudi yéu cau boi thu’O’ng (17)

DANH MUC GIAY TO, TAI LIEU GUT KEM (néu c6):

Hudong dén sir dung Méu 01/BTNN:

(1) Ghi tén co quan giai quyét bdi thuong 13 co quan truc tiép quan Iy ngudi thi hanh
cdng vu gay thiét hai.

(2) Néu ngudi yéu cau bdi thuong 1a ca nhan nguoi bi thiét hai thi ghi ho tén cua nguoi bi
thiét hai hodc nguoi dai dién theo uy quyen ctia ngudi bi thiét hai; dbi véi truong hop ngudi bi
thiét hai chét thi ghi ho tén nguoi thira ké cua nguoi bi thiét hai; dbi voi truong hop nguoi yéu cau
boi thuong la nguoi chua thanh nién, ngudi mat nang Iyc hanh vi dan sy, ngudi han ché niang luc
hanh vi dan sy, nguoi ¢6 kho khin trong nhan thic lam cha hanh vi thi ghi ho tén, dia chi cua
ngudi dai dién theo phap luat ciia ca nhan d6; néu ngudi yéu cau bdi thuong la to chic thi ghi tén
t6 chire va ghi ho, tén cua ngu(‘yi dai dién theo phép luat cua té chirc do.

(3) Ghi sb, ngay cap, noi cap chiang minh nhan dan hodc cén cudc cong dan hoac ho
chiéu hoic gidy to tuong Gng cua ca nhan ngudi yéu cau bdi thuong 1a nguorl bi thiét hai hoac
nguoi dai dién theo phap luat cua nguoi bi thiét hai trong truong hgp nguoi bi thiét hai la nguoi
thudc truong hop phdi c6 nguoi dai di¢n theo phap luat theo quy dinh cua B6 luat dan su.
Truong hop ngudi yéu cau boi thuong 1a ngudi thira ke cia nguoi bi thiét hai hodc nguoi dai
dién theo uy quyen cua nguoi bi thiét hai thi ngoai glay to ching minh nhén than c& nhén cua
ngudi yéu cau bdi thuong can ghi thém vin ban uy quyén hop phap trong truong hop dai dién
theo 1y quyén; di chic trong truong hop nguoi bi thiét hai chét ma c6 di chuc, trudng hop khong
¢6 di chuc thi phai c6 van ban hop phéap vé quyén thira ké; truong hop ¢6 nhiéu ngudi thira ké thi
phai c6 gidy to chitng minh nhan than cua ngudi dugc cir 1am dai dién va van ban hop phép vé viéc
duoc cir [am dai dién cho nhimg ngudi thira ké con lai.
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Truong hop ngudi yéu cau boi thudng 1a to chic thi ghi s6, ngay cap, noi cap mét trong
céc gidy to sau: Quyét dinh thanh lap, Glay chang nhan dang ky doanh nghlep, Gidy dang ky ho
kinh doanh, Gidy ching nhan dang ky dau tu, gidy phép hoic cac gidy to co gia tri nhu giay phép
theo quy dinh cua phap luat chuyen nganh.

(4) Néu nguoi yéu cau boi thuong 1a ca nhan thi ghi day du dia chi noi cu tru tai thoi
diém nop vin ban yéu cau boi thuong; néu nguoi yéu cau boi thuong 1a co quan, t6 chac thi ghi
dia chi try s¢ chinh caa co quan, t6 chirc d6 tai thoi diém ndp van ban yéu cau bdi thuong.

(5) Ghi mét trong cac truong hop:

- Truong hop nguoi Yeu cau bdi thuong 1a ngudi bi thiét hai thi ghi: “ngudi bi thiét hai”;

- Truong hop nguoi bi thiét hai chét thi ghi: “nguoi thira ké cua.... (néu tén cia nguoi bi
thiét hai)..... ;

- Trudng hop ¢ nhiéu nguai thira ké thi ghi: “nguoi dai dién cho nhiing nguoi thira ké cua

.. (néu tén cua nguoi bi thiét hai).....”.

- Truong hop t6 chuc bi thiét hai da chém dut ton tai thi ghi: “dai dién cho ...(néu tén to
chitc ké thira quyén, nghia vu)... ké thura quyen va nghia vu cua....(néu tén té chic by thiét hai da
chdm dift ton tai) thuc hién quyén yéu cau bdi thuong”;

- Truong hop phai c6 nguoi dai dién theo phap luat theo quy dinh caa B luat dan sy thi
ghi: “nguoi dai dién theo phap luat cua .... (néu tén cua nguoi b thiét hai).....”;

- Trudng hop iy quyén thuc hién quyén yéu cau bdi thudng thi ghi: “ngudi/phap nhan
duoc ........ (néu tén cua nguoi bj thiet hai hodc nguoi thira ke cua nguoi bi thiét hai trong truwong
h_op nguoi bz thiét hai chét hogc to chuc ke thua quyén, nghia vu cua toé chuc bj thiét hai da
cham dut ton tai hodc nguoi dai dién theo phap lugt ciua nguoi bi thiét hai thuéc‘ trueong hop
phai c6 nguoi dai dien theo phap ludr theo quy dinh cua B¢ lugt dan sw) uy quyen thuc hién
guyen yéu cau boi thuong”.

(6) Ghi tén vén bdn lam can ctr yéu cau bdi thuong (sé hiéu, ngay thang nam ban hanh,
co quan ban hanh va trich y€u cta van ban).

(7) Ghi ting loai thigt hai cy thé, cach tinh va muc yéu cau bdi thuong theo quy dinh
tuwong tng tur Bieu 22 dén Bieu 28 Luat Trach nhiém boi thudong cua Nha nudc.

(8) Ghi rd loai thiét hai nao d& nghij tam ung.

(9) Ghi ho tén ngudi nhan tam tng kinh phi bdi thuong.

(10) Ghi 50 ngay cap, noi cap ching minh nhan dan hoic cin cudc cong dan hoic ho
chiéu hoic loai gidy to twong tng cua ngudi nhan tam &ng kinh phi bdi thuong.

(11) Ghi noi cu tri ctia ngudi nhan tam ang kinh phi bdi thuong.

(12) Ghi phuong thirc nhan tam ang kinh phi boi thuong: nhan tryc tiép bang tién mat
hodc nhan qua chuyen khoan. Truong hop nhan qua chuyen khoan ghi rd so tai khoan, chu tai
khoan, noi m¢ tai khoan cua nguoi nhan tien tam ung kinh phi boi thuong.

(13) Truong hop ngudoi yéu cau bdi thuong khéng ¢ kha ning thu thap vin ban lam cin
clr yBu cau bdi thudng thi ghi rd tén vin ban va dia chi thu thap vin ban do.

‘ (14) Ghi rd yéu cau caa minh vé viéc co quan giai quyét bdi thuong thuc hién viéc phuc
hoi danh du.

(15) Truong hop t6 chirc yéu cau boi thuong thi ghi tén td churc.

(16) Ghi dia diém 1am vin ban yéu cau boi thuong (vi du: Ha Noi).

(17) Truong hop la ca nhan thi ky va ghi rd ho tén hoac diém chi; Truong hop la t6 chiic
thi nguoi dai dién theo phap luat cua to chire d6 ky, ghi rd ho tén, chic vu va dong dau.

(18) Ghi tén tai lieu, chung cu chung minh cho nhitng thiét hai ma nguoi yéu cau boi
thuong dé nghi Nha nudc boi thuong. Cac tai liéu nén danh so thu tu.
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IV. LINH VU'C HOA GIAI O CO SO

1. Thi tuc cong nhan hoa gidi vién

a. Trinh tw thuc hién:

- Truong hop két qua bau hda giai vién dap tng yéu cau quy dinh tai Diém
a, Biém b Khoan 3 Diéu 8 cua Luat hoa giai ¢ co s&, Truong ban cdng tac Mat tran
Iép danh sach nguoi duge dé r]ghi C()ng nhanrlé hba giai vién kem theo bién b?n
kiém phicu hoac bién ban ve ket qua biéu quyet bau hoa giai vién gui Chu tich Uy
ban nhan dan cap xa. Trong thoi han 03 ngay lam viéc, ke tir ngay nhan dugc danh
sach nguoi duge dé nghi cong nhan hoa giai vién, Chu tich Uy ban nhan dan cap
xa xem xét, quyet dinh;

- Truong hop 6 nguoi dugce dé nghi cdng nhan Ia hoa giai vién lay theo ket
qua bo phicu tir cao xuong thap nhiéu hon so lugng hoa giai vién dugc Chu tich Uy
ban nhan dan cap xé‘ quyét dinh thi Trudng ban cﬁng tac Mat tran lap dar]h séc;h
nhimg nguoi duoc dé nghi cdng nhén, trong do bao gom nhiing ngudi ¢6 s6 phicu
bang nhau guri Chu tich Uy ban nhan dan cap xa xem xet, quyét dinh.

b. Cach thac thuc hién:

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so:

* Thanh phan hé so:

- Danh sach nguoi duoc dé nghi cong nhan Ia hoa gidi vién (Mau so 06 tai
Phu luc ban hanh kém theo Nghi quyét lién tich so 01/2014/NQLT-CP-
UBTUMTTQVN).

_ - Bién ban kicm phiéu hogc bién ban veé két qua bicu quyét bau hoa giai vién
(Mau so 01 tai Phu luc ban hanh kém theo !\lghi quyet lién tich\sﬁ 01/2014/NQLT-
CP-UBTU’MTTQVI:I trong truong hop bau hoa gidi vién bang hinh thuc bicu
quyet cong khai; Mau s6 02 tai Phu luc ban hanh kem theo Nghi quyet lién tich so
01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa giai vién bang
hinh thtrc bo phicu kin; Mau s6 03 tai Phu lyc ban hanh kém theo Nghi quyet lién
tich so 01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa gidi vién
bang hinh thic phat phicu bau dén ho gia dinh).

* 86 lwong ho so: 01 bé.

d.Thoi han gidi quyét

- Trong thoi han 03 ngay 1am viéc, ké tir ngdy nhan da ho so theo quy dinh.

e. Doi twong thuwe hién thii tuc hanh chinh

T chire

g. Co quan thwce hién thu tuc hanh chinh:

- Uy ban nhéan dan xa, phudng, thi trin.

h. Két qua thuwe hién thii tuc hanh chinh:
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- Quyét dinh cong nhan hoa giai vién.
I. Lé phi:

Khéng

K. Tén méu don, méu to khai:

Danh sach ngudi dugc dé& nghi cong nhan la hoa giai vién (Mau sb 06 tai
Phy luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN)

|. Yéu cau, diéu ki¢n thwe hi¢n thii tuc hanh chinh

- Thu tuc hanh chinh dugc thuc hién khi c6 mdt trong cac can cur sau day:

+ Nguoi duge dé nghi cdng nhan Ia hoa giai vién phai dat trén 50% dai dign
ho gia dinh trong ap, khém dong y.

m. Can cer phép ly cia tha tuc hanh chinh:

- Luat hoa giai & co so nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT42P-UBTUMTTQVN.
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Xa, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
............................... Doc 1ap - Tw do - Hanh phc

2 r
A A A

Thon, to dan pho:

.., NEAy ... thang ... nam....
i DANH SACH
Pé nghi cdng nhan hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran.........

Can cr két qua bau hoa giai vién (c6 bién ban gui kém), Ban cdng tac Mat
tran thON/td dAN PRS- ......eeee e, dé nghi Chu tich Uy ban
nhan dan xa/phuong/thi tran....................... xem xét, quyét dinh céng nhan hoa
giai vién d6i Vi cac ong (bd) ¢ tén sau day:

Ty 1€ % dai dién ho gia dinh

STT Hevaten bia chi trong thon, t6 dan phé dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)
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2. Thii tuc cong nhén to trudng to hoa giai
a. Trinh tw thuc hién

Trong thoi han 03 ngay, ké tir ngay t6 chuc cudc hop bau t truong td hoa
giai, Truong ban cong tic Mit tran lam vin ban dé nghi cong nhan to truong té hoa
giai kém theo bién ban kiém phiéu hozc bién ban vé két qua biéu quyét vé viéc bau
t6 truong td hoa giai, giri Chu tich Uy ban nhan dan cap xa.

Trong thai han 03 ngay lam viéc, ké tir ngdy nhan duoc van ban dé nghi
cdng nhan tb truéng té hoa giai, Chu tich Uy ban nhan dan cip x& xem xét, quyét
dinh.

b. Cach thac thuc hign

Tryc tiép tai co quan hanh chinh nha nudc
c. Thanh phan, sé lweng hé so

* Thanh phan hé so:

+ Vin ban dé nghi cdng nhan to truéng to hoa giai (Mau s6 07 tai Phy luc
ban hanh kem theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

+ Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé viéc bau to
truong t6 hoa giai (Mau sb 04 tai Phu luc ban hanh kém theo Nghi quyét lién tich
s6 01/2014/NQLT-CP-UBTUMTTQVN trong trudong hop bau to truong té hoa
giai vién bang hinh thic biéu quyét cong khai; Mau sb 05 tai Phy luc ban hanh
kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-UBTUMTTQVN trong
truong hop bau td trudng to hoa giai vién bang hinh thic bo phiéu kin).

* 86 lwong hé so: 01 bé.

d. Thoi han gidi quyét

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhin da ho so theo quy dinh.
e. Doi twong thuwe hién thii tuc hanh chinh
T6 chuc

g. Co quan thuc hién thu tuc hanh chinh

- ij ban nhan dan xa, phuong, thi tran.

h. Két qua thuwc hién thii tuc hanh chinh

- Quyét dinh cong nhén to trudng to hoa giai.
I. Lé phi:

Khong

K. Tén méau don, mau to khai

- Bién ban kiém phiéu hoic bién ban ve két qua biéu quyét vé viéc bau to
truong to hoa giai trong truong hop bau t6 trudng to hoa giai vién bang hinh thirc
biéu quyét cong khai. (Mdu kém theo)
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- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc bau t6
truong t6 hoa giai trong truong hop bau t6 trudng to hoa giai vién bang hinh thirc
b6 phiéu kin). (Mdu kém theo)

|. Yéu cau, diéu kig¢n thuwc hién thii tuc hanh chinh

- Thu tuc hanh chinh dugc thuc hién khi c6 mdt trong cac can cur sau day:

+ Nguoi dugc cong nhan 14 to truong to hoa giai phai dat trén 50% s6 hoa
giai vién cua to hoa giai dong y va la nguoi 6 so phiéu bau cao nhat.

m. Can cir phép ly cia tha tuc hanh chinh

- Luat hoa giai & co so nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT42P-UBTUMTTQVN.
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Mau s6 04
Xa, phuong, thi tran CONG HOA XA HQI CHU NGHIA VIET NAM
............................... Doc lap - Tw do - Hanh phuc

o ) BIEN BAN -
VE KET QUA BIEU QUYET BAU TO TRUONG TO HOA GIAI
Hom nay, vao.......... gio......... , ngay..... thang........ nam......
I 1R
T6 hoa giai.....covvereeeerien. thON/td dAN PRG. ..o
t6 chtrc cude hop bau td truong té hoa giai bang hinh thirc biéu quyét cong khai
S6 lugng hoa giai VIEN cia td NOA GIAii........o..ceveeeceeeceeeeeeeereeeeseeieniesees e,
S6 lugng hoa giai Vien tham i CUOC NOP:........c.veeieeeeeee et e
Két qua biéu quyét bau to truong td hoa giai nhu sau:
X e opas R X > 14 0 N A ., 2
STT Ho VA tén So ngu’o;l\ bley quyet [Ty I¢ Au‘hoa_g!alylen,Cua To
: dongy hoa giai dong y
Cudc hop két thiic vao..... gio..... ngdy.... thang..... ndm.......

Bién ban nay duoc doc cong khai tai cuoc hop.

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)
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Mau s6 05
Xa, phuong, thi tran CONG HOA XA HQI CHU NGHIA VIET NAM

............................. Doc lap - Tw do - Hanh phuc

) ~_ BIENBAN o ]
KIEM PHIEU BAU TO TRUONG TO HOA GIAI
Hom nay, vao...... gio...... , ngay....thang....nam...........
I 1 PR
TONOA QIAl ..o, thon/td dan Pho........cceveeveveeeeeecrreeiees

t6 chtrc cudc hop bau td truong té hoa giai bang hinh thirc bo phiéu kin

T kiém phiéu bao gdm céc 6ng (ba) c6 tén sau day:

ONG (BA):..evoeeeeeeeeeeeeeeee et - T6 Truong
ONG (BA):..evoeeeeeeeeeeeeeeee et - Thanh vién
ONG (BA):..evoeeeeeeceeeee e - Thanh vién
S6 lugng hoa giai VIen cia to hOA GIA:........ovevveeeeeeeeeeeee e
S6 lugng hoa giai Vien tham du CUOC NOP:........c.eveeeeeeeeeeeeeeeeee e e

Két qua kiém phiéu bau t6 truéng t6 hda giai nhu sau:
- Tong sé phiéu phét ra:

- Tong s phiéu thu veé:

- S phiéu hop lé:

- S6 phiéu khéng hop lé:

- Két qua kiém phiéu:

STT

Ty 1€ % hoa giai vién cta

Ho va tén S6 nguoi biéu quyét dong y 6 hoa giai ddng ¥

Cudc hop két thiic vao..... gid..... ngdy...... thang..... ndm. .....
Bién ban nay duoc doc cong khai tai cudc hop.

TRUONG BAN CONG TAC MAT TRAN TM. TO KIEM PHIEU

(Ky va ghi rd ho tén) TO TRUONG
(Ky va ghi rd ho tén)
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3. Thu tuc thoi lam hoa giai vién
a. Trinh tw thwc hién

T trudng to hoa giai dé nghi Trudng ban cong tdc Mat tran phdi hop véi
truéng thon, to trudng té dan phd lam vin ban dé nghi Chu tich Uy ban nhan dan
cap x& ra quyét dinh thoi lam hoa giai vién.

Trong thoi han 10 ngay, ké tir khi nhan dugce dé nghi cua té truéng T hoa
giai vé viéc thdi 1am hoa giai vién, Truéng ban cdng tac Mat tran cha tri, phdi hop
V6i truong thén, té truong dan phd xem xét, xac minh, lam vin ban dé nghi Chu
tich Uy ban nhan dan cip xa ra quyét dinh théi 1am hoa giai vién (Mau sé 08 tai
Phu luc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN).

Ddi véi trudng hop thoi 1am hoa giai vién theo quy dinh tai Piém b, Biém ¢
Khoan 1 Biéu 11 cua Luat hoa giai & co s&, néu Truong ban cdng tdc Mat tran,
truong thon, t6 truang to dan phd khéng dong v véi dé nghi cua td truéng té hoa
giai hoac Truong ban cong tdc Mat tran va truong thon, t6 truéng té6 dan phd
khong thdng nhat duoc vai nhau vé dé nghi cua to trudng to hoa giai, thi Truong
ban cong tac Mat tran théng béo vai t6 truong to hoa giai, néu 1d 1y do khong déng
y, dong thoi bao céo Chu tich Uy ban nhan dan cap xa xem xét, quyét dinh (Mau
s 09 tai Phu lyc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN).

Truong hop thdi 1am hoa giai vién ddi véi t6 truong to hoa giai thi Truong
ban cong tac Mat tran phdi hop véi truang thén, to truong té dan phé lam van ban
dé nghi Chu tich Uy ban nhan dan cap xa ra quyét dinh thdi lam hoa giai vién.

Trong thoi han 05 ngdy lam viéc, ké tir ngay nhan dugc van ban dé nghi
hoac bao cao ve viéc thoi lam hoa giai vién, Chu tich Uy ban nhan dan cap xa xem
Xét, quyet dinh.

b. Cach thsrc thec hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

+ Vin ban dé nghi ra quyét dinh thdi lam hoa giai vién.

* S6 lwong ho so: 01 bé.

d. Thoi han gidi quyét

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhin duoc vin ban dé nghi
hodc bao céo v€ viéc thoi lam hoa giai vién.

e. Doi twong thue hién thii tuc hanh chinh

Té chirc

g. Co quan thwc hién thu tuc hanh chinh



139

- Co quan ¢ tham quyén quyét dinh: Uy ban nhan dan cap xa.

- Co quan hodc nguoi co thAim quyén dugc ty quyén hodc phan cip thyuc
hién: Khong.

- Co quan tryc tiép thyuc hién thi tuc hanh chinh: Uy ban nhan dan cép xa.

h. Két qud thwe hién thii tuc hanh chinh

- Quyét dinh thoi 1am hoa giai vién.

I. L¢ phi-

Khéng

K. Tén méu don, méu to khai

- Bdo cdo vé viéc thdi 1am hoa giai vién - Mau s6 09 tai Phu luc ban hanh
kém theo Nghi quyét lién tich s0 01/2014/NQLT-CP-UBTUMTTQVN dbi voi
truong hop thoi lam hoa giai vién theo quy dinh tai Piém b, Piém ¢ Khoan 1 Dleu
11 cua Ludt hoa giai ¢ co so va néu Truong ban cong tac Mat trén, truong thon, t6
truong to dan phd khong dong ¥ voi dé nghi cua to truong t6 hoa giai hodc Truong
ban cong tac Mat tran va truong thon, t6 truong to dan phd khong thdng nhat duoc
v6i nhau vé dé nghi cia to truong to hoa giai.

Glay dé nghi ,Ve viéc th01rlam hoa giai vién - Mau sb 08 tai Phu luc ban hanh
kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

|. YU cdu, diéu ki¢n thuwe hi¢n thii tuc hanh chinh:

Viéc théi lam hoa giai vién duoc thuc hién trong cac truong hop sau day:

- Theo nguyén vong cua hoa giai vién.

- Hoa giai vién khong con dap tng mot trong céc tiéu chuian quy dinh tai
biéu 7 cua Luat hoa giai ¢ co so.

- Vi pham nguyén tic t6 chuc, hoat dong hoa giai ¢ co so theo quy dinh tai
bicéu 4 cua Luat hoa giai ¢ co s& hodac khong co dicu kién tiep tuc lam hoa giai
vién do bi xtr ly vi pham phép luat.

m. Can ciw phép ly caa tha tuc hanh chinh:

- Luat hoa giai ¢ co so nam 2013.

- Nghi quyét liégn tich so 01/2014/NQLT-CP-UBTUMTTQVN ngay
18/11/2014 vé Huéng dan phoi hop thuc hién mot s6 quy dinh cia phap luat vé hoa
giai ¢ co s0.
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Mau sb 09

CONG HOA XA HQI CHU NGHIA VIET NAM

X4&, phuong, thi tran:
Poc 1ap - Tw do - Hanh phac

ngay ... thang ... nam....

.....

‘ BAO CAO
Ve viéc thoi lam hoa giai vién ,
Kinh gwi: Chu tich Uy ban nhan dan xa/phuong/thitran................
Ngay........ thang...... nam........ , 10 trudNg t6 NOA QIAiT.....cvoveeveeeeeeeceeee e,

9

TRUONG BAN CONG TAC MAT TRAN

TRUONG THON
(Ky va ghi r6 ho tén)

TO TRUONG TO DAN PHO
(Ky va ghi ré ho tén)



141

, o ] ~ Miusbos
Xa, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

2 r
A A A

Thon, to dan pheo:
................................. .., NEAy ... thang ... nam

GIAY PE NGHI
Ve viéc thdi lam hoa giai vién

Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran.....................

Can clr dé nghi cua to truong t6 hoa QIATL o, Vvé viéc
thoi lam hoa giai vién, dé nghi Chu tich Uy ban nhan dan xa/phudng/thi
tran xem xét, quyét dinh th0| lam hoa giai vién d6i vai 6ng

~ TRUONGTHON ~ TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi r& ho tén)
(Ky va ghi rd ho tén)
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4. Thu tuc thanh toan thu lao cho hoa giai vién
a. Trinh tw thuc hién

- T6 trudng t6 hoa giai d& nghi Trudng ban cong tac Mat tran phdi hop véi
trudng thon, T6 trudng té hoa giai 1ap hd so dé nghi thanh toan thu lao cho hoa
giai vién.

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan du hd so hop 1¢, Uy ban
nhan dan cap x& xem xét, quyét dinh va tra tha lao cho hoa giai vién thdng qua to
hoa giai; trudng hop quyét dinh khéng thanh toan cho hoa giai vién thi phai tra 10
bang vin ban va néu rd Iy do.

- T6 hoa giai thuc hién tra thi lao cho hoa giai vién theo quyét dinh cia Uy
ban nhén dén cap xa trong thoi han 03 ngay, ké tir ngay nhan duoc thu lao.

b. Cach thac thuc hign

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

+ Giay dé nghi thanh toan thu lao cua hoa giai vién c6 ghi rd ho, tén, dia chi
cua hoa giai vién; tén, dia chi to6 hoa giai; so tién dé nghi thanh toan; ndi dung
thanh toan (c6 danh sach cac vu, viéc trong truong hop dé nghi thanh toan thu lao
cho nhiéu vy, viéc); chir ky cta hoa giai vién; chir ky xac nhan cua to trudng té hoa
giai.

~+ Xut trinh So theo ddi hoat dong hoa giai & co s dé doi chiéu khi can
thiét.

* S6 lwong hé so: 01 bé.

d. Thoi han gidi quyét:

- Trong thoi han 08 ngay lam viéc, ké tir ngdy nhan du hd so theo quy dinh.

e. Doi twong thue hién thii tuc hanh chinh

T6 chirc

g. Co quan thuc hién thu tuc hanh chinh

- Co quan c6 thAim quyén quyét dinh: Uy ban nhin dan cdp xa.

- Co quan c6 thAim quyén quyét dinh: Uy ban nhdn dan cip xa.

- Co quan hodc ngudi ¢ tham quyén duogc Gy quyén hodc phan cép thuc
hién: Khong.

- Co quan tryc tiép thyuc hién thi tuc hanh chinh: Uy ban nhan déan cap xa.

h. Két qua thuwe hién thii tuc hanh chinh

- Quyét dinh thanh toan thu lao cho hoa giai vién/ hodc vin ban tra 101 trong
truong hop khong thanh toan.
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I. Lé phi

Khéng

K. Tén mdu don, méu to khai

Khéng

|. Yéu cau, diéu kign thuwc hién thii tuc hanh chinh

-V, viée dugc tién hanh hoa giai va da két thuc theo quy dinh tai Pidu 23
cua Luat hoa giai ¢ co so.

- Hoa giai vién khdng vi pham nghia vu quy dinh tai Piéu 10 Luat hoa giai &
CO SO.

m. Can cwr phép ly caa tha tuc hanh chinh

- Luat hoa giai & co so nam 2013.

- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 Quy dinh chi tiét mot sé diéu
va bién phap thi hanh Luat hoa giai ¢ co so.
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V. LINH VUC PHO BIEN GIAO DUC PHAP LUAT

1. Thii tuc cong nhin Tuyén truyén vién phap luat

a. Trinh tw thuc hién

- Cin clr vao yéu cau cong tac phé bién, gido duc phép luat va nhu cau, diéu
Kién thuc té trén dia ban cap xa, Chu tich Uy ban nhér] dan cap Xa quyet dinh cbng
nhan tuyén truyen vién phap luét, bao dam c6 du nguon luc de trien khai cong tac
pho bién, gido duc phap luat trén dia ban.

- binh ky thang 9 hang ndm, céng chic Tu phap - Ho tich chu tri, phoi hop
v6i Truong ban cong tac Mat tran, Truong thon, lang, ap, ban, budn, phum, soc, to
dan pho, khu pho, khoi pho va cong dong dan cu khac (sau day goi la dia ban co
$6) va nguoi ding dau Cac to chﬁ:’c chinh tri - xa hoi trén dia ban cap xa thﬁng bao
cong khai tiéu chuan tuyén truyén vién phap luat quy dinh tai khoan 1 bicu 37
Luat pho bien, giao duc phap luat; cac quy dinh vé cong nhéan tuyén truyen vién
phap luat téi co quan, don vi va ngudi dan trén dia ban co s¢ d€ tw nguyén dang ky
tham gia lam tuyén truyén vién phap luat.

- Can clr danh sach tu nguyén dang ky tham gia lam tuyén truyén vién phap
luat tir dia ban co s¢, thuc trang doi ngli cong chirc cia Uy ban nhan dan cap xa va
nhu cau xay dung doi ngli tuyén truyen vién phap luat, cong chiac Tu phap - HO
ticb ra ’Soét, lap danh sach nguoi du tiéu Chuﬁn quy dinh tai khpén 1 biéu 37 Luat
pho bién, giao duc phap luat trinh Chu tich Uy ban nhan dan cap xa xem xét, cong
nhan tuyén truyen vién phap luat.

- Trong thoi han 05 ngay lam viéc ké tir ngay nhan dugc danh sach dé nghi
cong nhén tuyén truyen vién phap luat cua cong chuc Tu phap - Ho tich, Chu tich
Uy ban nhan dan cap x& xem xét, ra quyét dinh cong nhan tuyén truyén vién phap
luat.

b. Cach thsrc thec hién

Truc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

Danh sach dé nghi cong nhan tuyén truyén vién phap luat

* S6 lwong ho so: 01 bé.

d. Thoi han gidi quyét

05 ngay

e. Péi twong thwe hién thii tuc hanh chinh

Té chirc

g. Co quan thwc hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: UBND cap xa.
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- Co quan thyc hién thu tuc hanh chinh: Cong chirc Tu phap - Ho tich cap xa

h. Két qud thwe hién thii tuc hanh chinh:

Quyét dinh cong nhan Tuyén truyén vién phap luat.

I. L¢ phi

Khéng

K. Tén miu don, mau to khai

Khéng

|. Yéu cau, diéu ki¢n thuwe hi¢n thii tuc hanh chinh

Khéng

m. Can cwr phép ly caa tha tuc hanh chinh

- Luat pho bién, gido duc phap luat nam 2012;

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 ndm 2013 cua Chinh phu
quy dinh chi tiet mét s6 diéu va bién phép thi hanh Luat pho bién, giao duc phap
luat;

- Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 cua Bo Tu phap quy dinh vé
béo cao vién phap luat, tuyén truyen vién phap luat
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2. Thii tuc cho thdi 1am Tuyén truyén vién phap luit
a. Trinh tw thuc hién

Khi tuyén truyén vién phap luat thuoc mot trong cac trudng hop quy dinh tai
khoép 1 Diéu 6 Thong tu 10/2016/TT-BTP, cpng chac Tu phap - Ho tich trinh Chu
tich Uy ban nhan dan cap xa xem xét, ra quyét dinh cho thdi lam tuyén truyén vién
phap luat.

Trong thoi han 03 ngdy 1am viéc ke tir ngay nhan dugc dé nghi, Chu tich Uy
ban nhan dan cap xa xem xet, quyet dinh cho thdi Iam tuyén truyen vién phap luat.

b. Cach thac thuc hign

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so: Khong quy dinh

* S lirong ho so: 01 bod.

d. Thoi han gidi quyét

03 ngay lam viéc

e. Péi twong thwe hién thii tuc hanh chinh

T6 chuc

g. Co quan thuc hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhin dan cép xi.
- Co quan thyc hién thu tyc hanh chinh: Céng chirc Tu phap - Ho tich cip xa
h. Két qua thuwc hién thii tuc hanh chinh

Quyét dinh cho thoi 1am Tuyén truyén vién phap ludt
I. L¢ phi

Khéng

K. Tén méau don, mau to khai

Khéng

|. Yéu cau, diéu ki¢n thuwe hién thii tuc hanh chinh
Khong

m. Can ciw phép ly cia tha tuc hanh chinh

- Luat phé bién, gido dyc phap luat nam 2012;

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nim 2013 cta Chinh phu
quy dinh chi tiét mot s6 dieu va bién phap thi hanh Luat pho bién, giao duc phap
luat;
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- Thong tu s6 10/2016/TT-BTP ngady 22/7/2016 ciia Bo Tu phép quy dinh vé
bé&o céao vién phap luat, tuyén truyen vién phap luat



148

V. LINH VU'C NUOI CON NUOI
1. Thi tuc ddng ky nudi con nudi trong nwac
a. Trinh tw thuc hién

- Nguoi nhan con nudi nop hd so caa minh va cua ngudi duoc nhan 1am con
nudi tai Uy ban nhan dan cip xa noi ngudi duoc nhin 1am con nudi thudng tra (dbi
V&i cac truong hop thong thuong) hodc tai Uy ban nhan dan cip xa noi ngudi nhan
con nudi thuong trd (néu 1a cha dugng, me ké hoidc cd, cau, di, chd, bac rudt cua
nguoi dugc nhan lam con nudi hoac cé su thoa thuan gitra nguoi nhan con nubi voi
cha me d¢, nguoi giam ho cua nguoi dugc nhan lam con nudi);

- CoOng chiic Tu phap - Ho tich kiém tra ho so, 14y y kién caa nhirng ngudi
co lién quan;

- Uy ban nhan dan cip xa t6 chic dang ky nudi con nudi, trao Giay chung
nhan nudi con nudi cho cha me nubi, cha me dé hoac ngudi giam ho hoac dai dién
co s& nudi dudng (tai L& giao nhan con nuoi). Trudng hop tir chdi diang ky, Uy ban
nhan dan cip x& phai tra 16i bang van ban cho ngudi nhan con nudi, cha me dé
hoac nguoi giam hd hoac dai dién co s nudi dudng.

b. Cach thac thuc hign

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

+ Ho so cua nguoi nhan con nubi:

- Pon xin nhan con nudi (theo mau quy dinh);

- Ho chiéu/Chang minh nhan dan hoic gidy to 6 gia tri thay thé;
- Phiéu 1y lich tu phéap (dugc cip chua qua 06 thang);

- Van ban xac nhan tinh trang hon nhan;

- Gidy kham stc khoe do co s y té cap huyén trg 1én cap (dugc cap chua
qua 06 thang);

- Vin ban xac nhan hoan canh gia dinh, tinh trang chd ¢, diéu kién kinh té
do UBND cép x4 noi nguoi nhian con nudi thuong tri cap (trudng hop cha duong,
me ké hoic ¢6, cau, di, chl, bac rudt cia nguoi duge nhan 1am con nudi thi khong
can van ban nay).

+ Ho so cua nguoi duoc nhan lam con nubi:

- Giay khai sinh:

- Giay kham sirc khoe do co quan y té cAp huyén trg 1én cap;
- Hai anh toan than, nhin thang (chup khéng qua 06 thang);

- Bién ban xac nhan do Uy ban nhan dan hoic Céng an cip xa noi phat hién
tré bi bo roi 1ap doi vai tré em bi bo roi; Giay ching tir cua cha dé, me dé hoac
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quyét dinh cua Toa an tuyén b cha dé, me dé cua tré em 1a da chét dbi véi tré em
mo cdi; quyét dinh cta Toa an tuyén bd cha dé, me dé cua nguoi duoc gigi thiéu
lam con nudi mat tich ddi véi nguoi dugc gigi thiéu 1am con nudi ma cha dé, me
dé mat tich; quyét dinh cua Toa &n tuyén bd cha dé, me dé cia ngudi duoc gisi
thiéu 1am con nudi mat niang luc hanh vi dan su déi véi ngudi dugc gisi thiéu 1am
con nudi ma cha dé, me dé mét ning luc hanh vi dan su;

- Quyét dinh tiép nhan ddi vai tré em & co s¢ nudi dudng.

* S lwong ho so: 01 bg.

d. Thoi han gidi quyét

- Trong tho1 han 30 ngay, trong do:

- Kiém tra hd so va lay y kién: 10 ngay, ké tir ngay nhan du ho so hop 1¢;

- Ghi vao s6 ding ky viéc nudi con nudi va Gidy ching nhan nudi con nudi,
giao - nhan con nudi: 20 ngay, ké tir ngay co y kién dong y cua nhitng nguoi co
lién quan (theo quy dinh cuia Bi€u 21 Luit nudi con nuodi).

e. Doi twong thywe hién thii tuc hanh chinh
T6 chirc
g. Co quan thwc hién thu tuc hanh chinh

- Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cip xa noi thudong tra
cua ngudi nhan con nuodi hodc ciia ngudi duge nhan lam con nuoi.

- Co quan tryc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan cip xa
noi thuong tra cua nguodi nhan con nudi hodc cua nguodi duge nhan lam con nudi.

- Co quan phdi hop: Khong

h. Két qua thuwc hién thii tuc hanh chinh

- Gidy chiing nhan nudi con nudi.

I. L¢é phi

400.000d/truong hop

K. Tén méau don, mau to khai

- To khai hoan canh gia dinh ctia ngudi nhan con nuoi;
- Bon xin nhan con nudi.

|. Yéu cdu, diéu ki¢n thuwe hién thii tuc hanh chinh
+ Ngudi nhan con nudi phai co da diéu kién sau:

- C6 nang lyc hanh vi dan su day du;

- Hon con nudi tir 20 tudi tré 18n - khdng ap dung d6i voi truong hop cha
duong nhan con riéng cua vg, me ké nhan con riéng cua chong lam con nudi hoac
cd, cau,di, chu bac ruot nhan chau lam con nubi;
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- Co diéu kién vé stc khoe, kinh té, chd & bao dam viéc cham soc, nudi
dudng, giao duc con nudi - khdng ap dung d6i voi treong hop cha duong nhan con
riéng cua vo, me ké nhan con riéng cua chong lam con nudi hoic ¢6, cu,di, cha
bac rudt nhan chau lam con nubi;

- C6 tu cach dao duc tdt.

+ Cac truong hop khong dugc nhan con nubi:

- Pang bi han ché mot sé quyén cua cha, me ddi v6i con chua thanh nién;

- Pang chap hanh quyét dinh xir Iy hanh chinh tai co s& gido duc, co s& chita
bénh;

- Pang chap hanh hinh phat to;

- Chura dugc x6a &n tich vé mot trong cac toi ¢o ¥ xam pham tinh mang, st
khoé, nhér] pham, danh du cua nguoi khac; nguoc dai hoac hanh~ha ong ba, cha
me, Vo (;héng, con, chau, nguoi cd cong nudi dudng minh; du do, ép budc hQElC
chira chap nguoi chua thanh nién vi pham phép luat; mua ban, danh trao, chiém
doat tré em.

+ Tré em dugc nhan lam con nudi phai c6 du diéu Kién nhu sau:

- La tré em dudi 16 tudi (néu thudc truong hop cha duong, me ké, cd, cau,
di, chd, bac ruét nhan lam con nudi thi c6 thé dén dudi 18 tuoi);

- M6t ngubi chi dugc lam con nubi ctaa mot nguoi doc than hoac cua ca hai
ngudi la vg chong.

m. Can cwr phép ly caa tha tuc hanh chinh

- Luat Nubi con nubi;

- Nghi dinh sé‘ 19/2011/ND-CP ngay 21/3/2011 cua Chinh phu quy dinh chi
tiet thi hanh mot so dieéu cua Luat Nudi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va huéng dan
viéc ghi chép, luu trlr, str dung biéu mau nudi con nudi;

- Thong tur s6 24/2014/TT-BTP ngay 29/12/2014 sira doi, bo sung mot s6 dicu
cua Thong tu so6 12/2011/TT-BTP ngay 27/6/2011 cua Bo Tu phap ve viéc ban hanh
va huéng dan viéc ghi chép, luu trit, str dung biéu mau nudi con nubi;

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh ¢
phi dang ky nudi con nudi, 1¢ phi cap giay phép hoat dong cua t6 chirc nudi con nudi
nudC ngoai;

- Thong tu s6 267/2016/TT-BTP ngay 14/11/2016 huong dan lap dy toan, quan
ly, str dung va quyét toan kinh phi ngén sach nha nudc bao dam cho cong tac nudi con

nudi va cap, gia han, sira doi gidy phép hoat dong cua to chirc nudi con nudi nudc
ngoai tai Viét Nam.
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(Ky, ghi rd ho tén) (Ky, ghi rd ho tén)

Y kién cia Té truwéng toé dan phé/Trwéng thon vé ngudi nhan con nubi:

Té trwéng dan phd/Truéng thon
(Ky, ghi rd ho tén)

Xac minh caua cong chac Tw phdp - Ho tich:

Nguoi xac minh
(Ky, ghi rd ho tén)

Xac nhan ciia UBND xa/phwong/thi tran
................ ngay...........thang............ nam.........
TM. UBND XA/PHUONG/THI TRAN

(Ky, ghi r6 ho tén, chic vu va déng dau)
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2. Thi tuc dang ky lai viéc nudi con nudi trong nuéc
a. Trinh ty thuc hién

- Ngudi ¢6 yéu cau dang ky lai viéc nudi con nudi nop To khai dang ky lai
viéc nudi con nudi tai Uy ban nhan dan cip xi noi cha me nudi va con nudi thuong
trd hodc noi da dang ky viée nudi con nudi trude day (truong hop yéu cau dang ky
lai tai Uy ban nhan dan cip xa khong phai 1a noi truge day da dang ky viéc nuoi
con nudi, thi To khai phai c6 cam két cua ngudi yéu cau dang ky lai vé tinh trung
thuc cua viéc ding ky nudi con nudi trude dé va co chit ky cua it nhat hai ngudi
lam ching)

- Chu tich Uy ban nhan déan cap xa ky va cap cho ngudi yéu cau ding ky lai
01 ban chinh Giay chirng nhan nudi con nudi.

b. Cach thirc thuc hién

Tryc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, sé lweng ho so

* Thanh phan ho so:

+ To khai dang ky lai viéc nu6i con nuoi.

* S luong hd so: 01 bo.

d. Thoi han giai quyét

- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan da hd so hop 16.
e. Pdi twong thue hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién thu tuc hanh chinh

- Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cép xa.
- Co quan truc tiép thuc hién thu tuc hanh chinh: Uy ban nhan dan céap xa.
- Co quan phéi hop: Khong

h. Két qua thwe hién thi tuc hanh chinh

- Gidy chtng nhan nudi con nudi.

I. Lé phi

Khong

k. Tén mau don, miu to khai:

To khai dang ky lai viéc nudi con nudi

|. Yéu cau, diéu kién thue hién thi tuc hanh chinh:

- S6 ho tich va ban chinh gidy to dang ky nudi con nudi bi mat hoic hu hong
khong str dung duoc;

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau ding ky lai.
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m. Can cw& phap ly cua tha tuc hanh chinh:

- Luat Nubi con nubi;

- Nghi dinh 36‘19/2011/ND-CP ngay 21/3/2011 cta Chinh phu quy dinh chi
tiet thi hanh mot so diéu cua Luat Nudi con nubi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va hudng dan
viéc ghi chép, luu trit, st dung biéu mau nudi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 sita doi, bo sung mot s diéu
cua Thong tu s0 12/2011/TT-BTP ngay 27/6/2011 cua Bo Tu phap ve viéc ban hanh
va huéng dan viéc ghi chép, luu trit, sir dung biéu mau nudi con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 cua Chinh phi quy dinh I8
phi dang ky nudi con nudi, 1€ phi cap giay phép hoat dong cua to6 chixc nubi con nudi
nudC ngoai;

- Thong tu s6 267/2016/TT-BTP ngay 14/11/2016 hudng dan lap dy toan, quan
ly, str dung va quyét toan kinh phi ngan sach nha nudc bao dam cho cong tac nudi con

nubi va cap, gia han, sira d6i gidy phép hoat dong cua to chic nudi con nudi nudc
ngoai tai Viét Nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tw do - Hanh phac

Anh 4x 6 cm Anh 4x 6 cm

(chup chua

(chup chua 5 v , _ A ~
qua 6 thang) TO KHAI DANG KY LAI VIEC NUOI CON NUOI qué 6 thang)

Chung toi /tai la:

Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tru

S6 Giday CMND/Hd chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Pa nhan nguoi coé tén dwdi diy lam con nuoi:

HO VA BN ..o GG tinh: e,
Ngay, thang, NAm SINN:.......ccciiiiiiii e
INOT SINNE L r e
DAN TOC: weveveeeeeeeee et et eee e et eeee et ee e e e e eeeereneseeeees QUAC HHCN: v,
IO T 418 o 00 IR OSSO
Phan Kkhai vé bén giao con nudi trudc day:

Ong Ba

Ho vatén

Ngay, thang, ndm sinh

Noi sinh

Dan toc

Quéc tich

Noi thuong tri/tam trd
S6 Gidy CMND/Hb chiéu

Noi cap
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Ngay, thang, nim cip

bia chi lién hé

bién thoai/fax/email

TEN CO SO MUOT AUTNY: ...ttt
Churc vu cua nguoi dai dién co sO NUOT AUTNG: ...vvevveveveiiieee e
Viéc nudi con nudi dia dwge dang Ky tal: ..o

Chuing t61 cam doan 101 khai trén day 1a ding su that va chiu trach nhi¢m trude phéap luat
vé cam doan cua minh.

Ngwoi khai
(Ky, ghi rd ho tén)

X4c nhin ciia Ngwoi lam chirng thir nhit
sinh ndm.......

Xac nhin cia Ngwoi lam chirng thir hai
TOIten la .. sinh nam......
cu tra tai

T61 xin lam chiing viéc nudi con nudi néu
trén 1a dang su that va xin chiu trach nhiém
ve vi¢e lam chirng ctia minh.

(Ky, ghi ro ho tén)

T61 xin 1am chirng viéc nuodi con nudi néu
trén la dang su that va xin chiu trach nhiém
ve vi¢e 1am chirng ctia minh.
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