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NQI DUNG TUNG THU TUC HANH CHINH PUQC NIEM YET

A. THU TUC HANH CHiNH DUNG CHUNG
I. LINH VU'C HQ TICH

1. Thii tuc cAp ban sao trich luc hd tich

a. Trinh ter theec hign

- Nguoi ¢6 yéu cau cap ban sao trich luc ho tich nop ho so tai Bo phan tiép
nhan va tra két qua thuoc Co quan quan ly Co s¢ dir liéu ho tich cd tham quyen.

Truong hop co quan, t6 chuc ¢ tham quyén dé nghi cap ban sao trich luc ho
tich cta c& nhan thi gui van ban yéu cau néu r6 ly do cho Co quan quan ly Co s&
di liéu ho tich.

- Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu thong tin trong To khai
va tinh hop I¢ cua giay to do nguoi yéu cau xuat trinh hoac ngp.

- Néu hd so day du, hop I¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién theo quy dinh; truong hop khéng thé b sung,
hoan thién hd so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi 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 huéng dan theo quy
dinh ma khéng dugc bd sung day du, hoan thién thi nguoi tlep nhan tir chéi tiép
nhan hé so. Viéc tir chéi tiép nhan ho so phai duoc thé hién bang van ban, trong d6
ghi r6 Iy do tir chdi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

- Ngay sau khi tiép nhan ho so, néu thay ho so day di va phi hop, cong chirc
lam cong tac ho tich can cir vao Co sé dir liéu ho tich, ghi néi dung ban sao trich
luc h¢ tich, bao cdo Thu trudng co quan quan 1y co sé dir liéu ho tich ky ban sao
trich luc ho tich.

- Ban sao Trich lyc ho tich chuyén toi Bo phan tiép nhan va tra két qua de tra
cho nguoi yéu cau.

* Luu y:

+ Trudng hop ngudi yeu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoac
ban sao dwoc chung thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan hoé so kiém tra, ddi chiéu ban chyup véi 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 ¢ chung thuc giay to do.

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

nguoi tiép nhan cé trach nhiém kiém tra gidy to Xuét trinh, doi Chleu véi thong tin
trong To khai va tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to
xuat trinh hoac ghi lai thdng tin cua giay to xuat trinh dé luu ho so.

+ Ngudi tiép nhan c¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich
nop thém giay to ma phap luat ho tich khéng quy dinh phai nop.

b. Céach tharc thuc hign

~ - Nguoi c6 yéu cau cap ban sao trich luc ho tich tryc tiep thuc hién hoac ty
quyén cho nguoi khac thuc hién yéu cau cap ban sao trich luc hé tich;

- Nguoi thyc hién yéu cau cap ban sao trich luc h¢ tich c thé tryc tiép nop
ho so; co quan, t0 chic cé yéu cau cap ban sao ;rich luc ho tich c6 theé truc tiép gui
van ban yéu cau tai B phefm‘tiép nhan va tra ket qua thudce Co quan quan ly co s
dir liéu ho tich cé tham quyén hoac gui ho so, van ban yéu cau qua hé thong buu
chinh.

c. Thanh phdn, sé lwong hé so

* Gigy to phdi xuat trinh:

- Ho chiéu hoidc chiang minh nhan dan hoic thé cin cudc cong dan hogc cac
gidy to khéac c6 dan anh va thong tin ca nhan do co quan co tham quyen cap, con

gia trj st dung dé ching minh vé nhan than cua nguoi ¢6 yéu cau cap ban sao trich
luc ho tich.

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

* Giay to phdi ngp

- To khai cap ban sao trich luc ho tich theo mau doi véi truong hop nguoi
yéu cau la ca nhan.

- Vian ban yéu cau cap ban sao trich luc ho tich néu 1 1y do trong truong hop
nguoi Yéu cau la co quan, to chac.

- Van ban uy quyen theo quy dinh cua phép luat trong truong hop uy quyen
thuc hién yéu cau cap ban sao trich luc ho tich. Truong hop ngudi duoc uy quyén
la dng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cia nguoi uy quyen thi van
ban uy quyen khong phai cong chung, ching thue, nhung phai co gidy to ching
minh mdi quan hé voi nguoi ay quyeén.

* S6 lwong ho so: 01 bo
d. Thoi hgn gidi quyét

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

e. Péi twong thyec hién thi tuc hanh chinh
Tb chic.
g. Co quan thuc hién tha tuc hanh chinh
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Uy ban nhan dan cip xa noi quan 1y Co s dix liéu hé tich..

h. Két qud theec hién tha tuc hanh chinh

Ban sao trich luc ho tich.

i. Phi, Lé phi

- Phi: Khéng.

- L& Phi: 8.000 dong/1 ban sao;

Mién 1¢ phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi thuge
ho nghéo; nguoi Khuyét tat.

k. Tén mau don, mdu to khai

To khai cap ban sao trich luc ho tich (Mdu kém theo)

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh

Khong.

m. Can ciw phép ly cia thai tuc hanh chinh

- Luat ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa 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 B6 Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich vg}l Nghi ,djn‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so6 dieéu va bién phap thi hanh Luat
ho tich;

- Thong tu ,sé 281/2016/TT-BTC ngay 14/11/2016 ctua Bo Tai chinh quy
dinh murc thu, ché d6 thu, nop, quan ly va sir dung phi khai thac, sir dung thong tin
trong Co s dar liéu ho tich, ph[ xac nhan cé quoc ;jch Viét Nam, phi xac nhan la
ngudi goc Viét Nam, I¢ phi quoc tich (Thong tu so 281/2016/TT-BTC).
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I1. LINH VUC CHUNG THUC
1. Thii tuc Cap bén sao tir s6 goc
a. Trinh te thuc hién

- Ngudoi yéu CAU Ccap ban sao tur s6 goc phai xuat trinh cac glay to phuc vy
cho yéu cau cap ban sao tir s6 gbc. Truong hop ngu’O’I y8u cau cap ban sao tur s6
goc gui qua buu dién thi phai giri kém theo ban sao c6 chung thuc gidy to theo quy
dinh.

- UBND cép x4 cin ct vao so goc dé cip ban sao cho ngudi yeu cau; noi
dung ban sao phai ghi theo diing ndi dung da ghi trong s6 géc.

- Trong truong hop khong tim thay s6 gbc hoac trong 30 goc khong co thdng
tin vé noi dung yéu cau Cap ban sao thi Uy ban nhan dan cap xa dang luu giir 6
g6c co trach nhiém tra 1oi bang vian ban cho ngudi yéu cau.

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

b. Céach tharc thuc hign

'NOp ho so tryc tiép tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhéan
dan cap xa luu s6 goc hoac gui yéu cau qua buu dién.

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

- Truong hop ndp truc tiép thi xuat trinh ban chinh hoac ban sao c6 chiing
thuc HO chicu hoac chirng minh nhan dan hoac thé can cudc cong dan con gia tri
su dung.

- Truong hop nguoi yéu cau cap ban sao tir so6 goc giri qua buu dién thi phai
guri kém theo ban sao c¢6 ching thuc giay chitng minh nhan dan hoac Thé can cudéc
cong dan hoac ho chiéu con gia tri st dung, phong bi dan tem ghi rd ho tén, dia chi
nguoi nhan cho UBND cap x& cap ban sao.

- Truong hop ngu’O’I yéu cau 1a nguoi dai dién theo phap luat, nguoi dai dién
theo uy quyén caa ca nhan, té chic duoc cap ban chinh; cha, me, con; vo, chong;
anh, chi, em rudt; nguoi thura ké khac cua nguoi dugc cap ban chinh trong truong
hop nguoi do da chet thi phai xuat trinh giay to chung minh quan hé véi nguoi
duoc cap ban chinh.

* S6 hwong ho so: 01 bo.

d. Thei han gidgi quyét

Trong ngay Uy ban nhan dan cap x4 tiép nhan yéu cau hoic trong ngay lam
Viéc tlep theo, néu tiép nhan yéu cau sau 15 gio. Trong trudng hop yéu cau cap ban

sao tir sO goc dugc gui qua buu dién thi thoi han dugc thyc hién ngay sau khi Uy
ban nhan dan cip x& nhan da hd so hop 1€ theo dau buu dién dén.

e. Péi twrong theee hién thai tuc hanh chinh



T chc.

g. Co quan thyc hién tha tuc hanh chinh
Uy ban nhan dan cép xa dang quan 1y s6 goc
h. Két qud theec hién tha tuc hanh chinh
Ban sao duoc cap tir s6 goc.

i. Phi, Lé phi

- Phi: Khéng.

- Lé phi: 3.000 ddng/ban

k. Tén mau don, mdu to khai

Khong.

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Phai c6 so goc.

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 tur ban chinh, ching thuc chir ky va chirng thuc hop dong, giao dich;

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

- Quyét dinh s6 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 quyeén cia Viét Nam cap hoac chirng nhén

a. Trinh ter theec hign

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

- Truong hop nguoi yéu cau chang thyc chi xuét trinh ban chinh thi Uy ban
nhénqdén cap xa tien hz‘;mh chup tr ban chinh dé thup hién chirng thuc, trir truong
hop Uy ban nhan dan cap xa khong c6 phuong tién dé chup.

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

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

- Ky, ghi 8 ho tén, dong dau cia Uy ban nhan dan cp x thyc hién ching
thuc va ghi vao s6 chirng thuec.

~ Daéi vai ban sao ¢ tir 02 (hai) trang tro 1én thi ghi 101 chimng vao trang cudi,
néu ban sao cé tur 02 (hai) to tro 1€n thi phai dong dau giap lai.

MGi ban sao duoc ching thuc tir mot ban chinh giay to, van ban hoac nhiéu
bép sao duoc Chl’Ing’thl_l’C tir mot ban chinh giay to, van ban trong cung mot thoi
diém dugc ghi mot so chirng thuec.

- Khéng dugc dung lam co s dé ching thuc ban sao céc gidy to, vin ban
sau:

- Ban chinh bi tay x0a, stra chita, thém, bét noi dung khong hop 1é.

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

- Ban chinh dong dau mat cua co quan, to chic c6 tham quyen hodc khong
dong dau mat nhung ghi rdo khong duoc sao chup.

- Ban chinh ¢6 noi dung tréi phap luat, dao dtic xa hoi; tuyén truyen, kich
dong chién tranh, chong ché @6 Xa hoi cha nghia Viét Nam; Xuyén tac Ijvch Sur cua
dan toc Viét Nam; xuc pham danh du, nhan pham, uy tin ctaa c& nhan, t6 chuc; vi
pham quyén cong dan.

- Ban chinh do co quan, to chiic ¢d tham quyén cta nudc ngoai cap, cong
chung hoac ching nhan chua dugc hop phép hda lanh su theo quy dinh.

- Giay to, van ban do ca nhan tu lap nhung khong c6 xac nhén va dong dau
Cua co quan, to chac c6 tham quyen.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop ho so.

b. Cach thac thuc hién

'NOp hd so tryc tiép tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhéan
dan cap xa.
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c. Thanh phan, sé lweng hé so
* Thanh phdn ho so:

Ban chinh giay to, vén ban lam co s¢ dé chimg thyc ban sao va ban sao can
chung thye. Truong hop ngudi yéu cau chang thuc chi Xuat trinh ban chinh thi co
quan, to chuc tién hanh chup tir ban chinh dé thuc hién chang thuc, trir truong hop
co quan, t6 chirc khong c6 phuong tién dé chup. Ban sao, chup tir ban chinh dé
thuc hién ching thuc phai c6 day du cac trang da ghi thong tin cta ban chinh.

* S6 hwong ho so: 01 bo.
d. Thei han gidgi quyét

Trong ngay Uy ban nhan dan cap x4 tiép nhan yéu cau hoic trong ngay 1am
viéc tiep theo, néu tiep nhan yéu cau sau 15 gio.

Doi véi truong hop cling mot Iic yéu cau ching thyc ban sao tir nhicu loai
ban chinh giay to, van ban; ban chinh co nhiéu trang; yeu cau sb luong nhiéu ban
sao; noi dung giay to, van ban phuc tap kho Kiém tra, d6i chiéu ma co quan, t6
chuc thyc hién chiing thuc khong thé dap tmg dugc thoi han quy dinh néu trén thi
thoi han ching thuc duoc kéo dai thém khong qua 02 (hai) ngay lam viéc hoac ¢o
thé dai hon theo thoa thuan bang van ban véi ngudi yéu cau ching thuc. Truong
hop tra két qua trong ngay lam viéc tiép theo hoic phai kéo dai thoi gian theo quy
dinh thi nguoi tiép nhan hd so phai ¢d phiéu hen ghi rd thoi gian (gio, ngay) tra két
qua cho nguoi Yéu cau ching thuc.

e. Péi trong theee hién thaz tuc hanh chinh
T6 chic.

g. Co quan thyuc hién thui tuc hanh chinh
Uy ban nhan dan cap xa.

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

i. Phi, Lé phi

- Phi: Khong.

- L& phi: 2.000 dong/trang; tir trang thir 3 tré 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dng/ban

k. Tén mdu don, mdu to khai

Khong.

. YBu cdu, diéu kign thgec hién thi tuc hanh chinh
Khéng.

m. Can cwr phap ly cia thi tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tur ban chinh, ching thuc chir ky va chieng thuc hop dong, giao dich;
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_ Théng tu s& 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phép quy dinh
chi tiét va huéng din thi hanh mot sé diéu caa Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, ching thuc chit ky va
chtng thue hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muc thu, ché do6 thu, nop, quan ly va sir dung phi ching thuc.
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3. Thi tuc Chirng thue chir ky trong cac gidy to, vin ban (ap dung cho
ca truong hop chirng thyc diém chi va trudong hop ngudi yéu ciu chirng thue
khong ky, khong diém chi dwgc)

a. Trinh ter theec hign

- Ngudi yéu cau ching thyc chir ky/diém chi/khong the ky, khong the diem
chi duoc phai xuat trinh cac giay to phuc vu viéc ching thuc chir ky.

- Trong trudng hop nguoi yéu cau ching thuc khong théng thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a nguoi c6 nang luc hanh vi
dan su day du theo quy dinh cua phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
moi hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau ching thuc tra.

- Nguoi thuc hién chang thuc kiém tra gidy to yéu cau chang thuc, néu thay
du giay to theo quy dinh, tai thoi diém chung thuec, ngudi yéu cau chang thuc minh
man, nhan thac va lam cha duoc hanh vi cia minh va viéc chung thyuc khong thuoc
cac truong hop khong duoc ching thyc chit ky thi yéu cau nguoi yéu cau chung
thue ky/diém chi truéc mat nguoi thuc hién ching thuc va thuc hién chang thuc
nhu sau:

- Ghi day du loi chiing chiing thuc chir ky theo mau quy dinh;

- Ky, ghi r6 ho tén, dong dau cia UBND cap X thuc hién ching thuc va ghi
vao so6 chang thuc.

Dol Vo glay to, van ban cé tu (02) hai trang tro 1€n thi ghi lo1 chung vao
trang cudi, néu gidy to, vin ban cd tir 02 (hai) to trg I1én thi phai dong dau giap lai.

+ Truong hop khong dugc ching thuc chit ky:

- Tai thoi diém chiing thuc, ngudi yéu cau chiing thuc chir ky khong nhan
thac va lam chu dugc hanh vi caa minh.,

- Ngudi yéu cau ching thyc chix ky xuat trinh Gidy chang minh nhan dén
hoac Ho chieu khéng con gia tri st dung hoac gia mao.

- Gidy to, van ban ma ngudi yéu cau ching thuc ky vao c6 noi dung trai
phap luat, dao duc x& hoi; tuyén truyén, kich dong chién tranh, chéng ché do xa hoi
chu nghia Viét Nam; xuyén tac lich sir cta dan toc Viét Nam; xic pham danh du,
nhan pham, uy tin cua ca nhan, t6 chirc; vi pham quyén cong dan

- Giay to, van ban c6 noi dung la hop ddng, giao dich, trir céc trudong hop
churng thuc chir ky trong Glay ty quyén d6i véi truong hop uy quyén khéng c6 thu
lao, khong c6 nghia vu boi thuong cua bén dugc uy quyen va khong lién quan dén
viéc chuyén quyén so hitu tai san, quyén st dung bat dong san hoic truong hop
phap luat c6 quy dinh khéc.

~ + Doi véi treong hop ching thyc chit ky/diem chi/khong thé ky, khong thé
diém chi duoc ;ai bo p,han tiep nhén va tra ket qua thi cong chuc tiep ‘nhan ho so
Kiém tra cac giay to, néu nhan thay nguoi yéu cau ching thue c¢6 du diéu kién quy
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dinh tai Khoan 2 Biéu 24 Nghj dinh s6 23/2015/ND-CP thi dé nghi nguoi yéu cau
chung thyc ky/diém chi vao giay to can chung thyc va chuyén cho nguoi €6 tham
quyen ky ching thuc.

b. Céach tharc thuc hign

Nop hé so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cap x4
hoac ngoai try so cia co quan thuc hién chang thuc néu nguoi yéu cau chang thuc
thudc dién gia yéu, khdng thé di lai dugc, dang bi tam giit, tam giam, thi hanh an
phat tu hodc c6 1y do chinh dang khac.

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

- Ban chinh hoic ban sao c6 chung thuc Ho chiéu hozc chang minh nhén
dan hoac thé can cudc cong dan con gia tri stir dung.

- Gidy to, van ban ma minh s& ky/diém chi. Truong hop chang thuc chir ky
trong glay td, van ban bang tleng nudC ngoai, néu ngudi thuc hién chang thyc
khong hiéu rd ndi dung cua gidy to, van ban thi ¢6 quyén yéu cau ngudi yéu cau
chang thuc nop kem theo ban dich ra tiéng Viét noi dung cua gidy to, van ban do
(ban dich khong can coéng chiing hoac chung thuc chix Ky nguoi dich, nguoi yéu
cau chang thuc phai chiu trach nhiém vé noi dung cua ban dich).

* S lwong ho so: 01 bé.

d. Thei han gidgi quyét

Trong ngay Uy ban nhan dan cap x4 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 tlep theo thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau ching thuc.

e. Poi twrong theee hién thaz tuc hanh chinh

T6 chic.

g. Co quan thuc hién tha tuc hanh chinh

Uy ban nhan dan cip xa.

h. Két qud thgc hién tha tuc hanh chinh

Gidy to, van ban dugc ching thyuc chit ky/diém chi.
i. Phi, L¢ phi

- Phi: Khong.

- L& phi: 10.000 dong/truong hop (truong hop dugc tinh 1a mot hoac nhieu
chir ky trong moét giay to, van ban). Trang la can ctr d€ thu phi duoc tinh theo trang
caa ban chinh

k. Tén mau don, mdu to khai
Khéng.
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. YBu cdu, diéu kign thgec hién thi tuc hanh chinh

Khéng.

m. Can cw phap ly cia tha tuc hanh chinh

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

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

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muec thu, ché d6 thu, nop, quan ly va sir dung phi chirng thuec.

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

- Thong tu s6 257/2016/TTBTC ngay 11/11/2016 cua B¢ truong Bo Tai
chinh
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4. Thii tuc Chirng thue viéc sira d6i, bo sung, hity bé hop dong, giao dich
a. Trinh te thec hign

- Nguoi yéu cau chang thuc xuat trinh gidy to tuy than con gia tri st dung dé
ngudi thyuc hién chiing thuc kiém tra va nop 01 b ho so .

- Viéc stra d6i, bo sung, hiay bo hop ddng, giao dich da dugc chung thyuc chi
duogc thuc hién khi cé thoa thuan bang van ban cta cac bén tham gia hop dong,
giao dich.

- Viéc sira d6i, bo sung, huy boé hop dong, giao dich dwoc thyuc hién tai Uy
ban nhan dan cp xa da chtng thuc hop dong, giao dich. Truong hop sira dbi, bd
sung, thay thé, huy bo mot phan hoic toan bo di chic thi ¢ thé chiing thuc tai bat
Ky co quan c6 tham quyén ching thuc nao.

- Nguoi thuc hién chuang thuc kiém tra gidy to trong ho 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 dugc hanh vi caa minh thi thuc hién
chung thuc.

- C4c bén tham gia hop ddng, giao dich phai ky tru¢c mat nguoi thuc hién
chting thyc. Truong hop ngudi c6 tham quyen giao két hop dong cua cac to chic
tin dung, doanh nghlep da dang ky chit ky MAu tai co quan thuc hién chung thuc
thi ¢6 thé ky trudc vao hop dong; ngudi thuc hién ching thuc phai doi chleu chir
ky caa ho trong hop déng vai chit ky mau truéc khi thuc hién chung thuc, néu nghi
ngo chir ky trong hop dong khac véi chir ky mau thi yéu cau ngudi do ky trude
mat.

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

- Nguoi thuc hién ching thuc ghi 16i chimg tuong ang véi tung loai hop
dong, giao dich theo mau quy dinh; ky, ghi r6 ho tén, dong dau cua co quan thyuc
hién chang thuc va ghi vao s6 chang thuc. Déi véi hop dong, giao dich co tir 02
(hai) trang trg 18n, thi tang trang phai dugc danh sé thir tw, c6 chir ky cua ngudi
yéu cau ching thuc va ngudi thuc hién chung thuc; sé luong trang va loi ching
duogc ghi tai trang cudi cua hop dong, giao dich. Truong hop hop dong, giao dich
c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.
- Trong trudng hop nguoi yéu cau ching thuc khong théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi c6 nang lyc hanh vi
dan su day du theo quy dinh cta phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
maoi hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
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yéu cau chimg thyc tra. Nguoi phién dich c6 trach nhiém dich ddy du, chinh xac
ndi dung cua hop dong, giao dich, noi dung loi chung cho ngudi yéu cau ching
thuc va ky vao tirng trang hop dong vaéi tu cach 1a nguoi phién dich.,

- Uy ban nhan dan cip xa thuc hién viéc stra ddi, bd sung, thay thé, hay bo
mot phan hoic toan b di chlic phai théng bao bang van ban cho co quan di ching
thuc trude day vé noi dung sira doi, bo sung, thay thé, hiy bo mot phan hoac toan
bo di chiac dé ghi chli vao Sé chiing thuc hop dong, giao dich.

- Nguoi yéu cau ching thuc nhan két qua tai noi nop hé so.
b. Cach thzc thuc hién

Truyc tiép tai co quan hanh chinh Nha nuéc.

c. Thanh phdan, sé lwong hé so

* Thanh phan hé so:

- Hop dong, giao dich di dugc chung thuc;

- Du thao hop ddng, giao dich stra d6i, bo sung, huy bo hop déng, giao dich
da duoc ching thuc;

- Trong trudng hop noi dung sua ddi, bd sung co lién quan dén tal san thi
ngudi yéu cau ching thuc phai nop ban sao kém ban chinh dé ddi chiéu giay ching
nhan quyen s& hitu, quyén su dung hoic ban sao gidy to thay the duoc phap luat
quy dinh d6i véi tai san ma phap luat quy dinh phai dang ky quyen s& hitu, quyén
str dung, trir tredng hop ngudi 1ap di chuc dang bi cai chét de doa dén tinh mang

* S lwong hé so: 01 bé.

d. Thei han gidgi quyét

Thoi han thyc hién yéu cau chung thuc phai dugc bao dam ngay trong ngay
CO quan, to chuc tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép
nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tlep theo thi

nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho
nguoi yéu cau chang thuc.

e. Poi twrong thuee hién tha tuc hanh chinh
Tb chic.

g. Co quan thyc hién tha tuc hanh chinh
Uy ban nhan dan cip xa.

h. Két qud thgc hién thi tuc hanh chinh
Hop dong, giao dich duoc ching thuc.

i. Phi, Lé phi

- Phi: Khong.

- Lé phi: 30.000 d¢6ng/hop dong, giao dich.
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Mién I¢ phi ching thyc hop dong thé chap tai san cho c nhan, h¢ gia dinh
vay von tai t6 chuc tin dung dé phuc vu phét trién 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 ndng nghiép tir khdu san xuat dén thu mua, che bien va tiéu thu.

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

+ Cho vay dé san xuét giéng trong trong trot, chin nudi, thuy san, tréng ring
va cung ung cac san pham, dich vu phuc vu qué trinh san xuat néng nghiép.

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

+ Cho vay phuc vu Chuong trinh myc tiéu Quéc gia vé xay dung nong thon
maoi.

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

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

k. Tén mau don, mdu to khai

Khong.

. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh

Khong.

m. Cdan cw phap ly cia tha tuc hanh chinh

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cap ban
sao tur ban chinh, chiang thuc chir ky va chieng thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh maec thu, ché d6 thu, nop, quan ly va sir dung phi ching thuc.
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5. Thi tuc Sira 16i sai sét trong hop dong, giao dich
a. Trinh ter theec hign
- Nguoi yéu cau ching thuc nop 01 bo hd so.

- Viéc stra 13i sai sot trong khi ghi chép, danh may, in hop dong, giao dich da
dugc chung thuc dugc thuc hién theo thoéa thuan bang vian ban cta cac bén tham
gia hop dong, giao dich, néu khong l1am anh huong dén quyén, nghia vu cua céc
bén va dugc thuc hién tai co quan di chiing thuc hop déng, giao dich.

- Nguoi thuc hién chiing thuc gach chan 13i sai sot can stra, dong dau cua co
quan thuc hién chung thuc va ghi vao bén € caa hgp dong, giao dich ndi dung da
sua, ho tén, chir ky ctia nguoi stra, ngay thang nam sua.

- Nguoi yéu cau ching thyc nhan két qua tai noi nop ho so.

b. Cach thac thuc hign

Truc tiép tai co quan hanh chinh nha nudc

c. Thanh phdn, sé lwong hé so

* Thanh phdn ho so:

~ -Bansao Gidy chitng minh nhan dan hoac The can cude cong dan hoac Ho

chieu con gia tri su dung cua nguoi yéu cau chung thuc (xuat trinh ban chinh dé
doi chieu);

- Van ban thoa thuan vé viéc sta 15i sai s6t trong hop dong, giao dich da
duoc chirng thuc

- Hop d6ng, giao dich di duoc ching thuc:

- Ban sao giay ching nhan quyen so hitu, quyén st dung hoic ban sao giay
to thay thé dugc phap luat quy dinh dbi vai tai san ma phap luat quy dinh phai
dang ky quyén s hitu, quyén sir dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh ban chinh dé doi chiéu).

* S6 lwong ho so: 01 bé.

d. Thei han gidgi quyét

ThOI han thu:c hién yéu cau chung thuc pha1 duoc bao dam ngay trong ngay
UBND cap Xa tlep nhan yéu cAU hoac trong ngay lam viéc tlep theo néu tlep nhan
yeu cau sau 15 gio. Tru:ong hop tra két qua trong ngay lam viéc tlep theo thi nguoi

tiép nhén hd so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi
yéu cau chang thuc.

e. Péi twong thuec hién thi tuc hanh chinh
T6 chuc.

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

h. Két qud thgc hién thi tuc hanh chinh



20

Hop dong, giao dich duoc sta 161 ky thuat.
i. Phi, L¢ 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 to6 chuc tin dung dé phuc vu phét trién 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 ndng nghiép tir khau 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 ndng thon.

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

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

+ Cho vay phuc vu Chuong trinh myc tiéu Quéc gia vé xay dung nong thdn
moi.

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

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

k. Tén mau don, mdu to khai

Khong.

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh

Khong.

m. Can cw phap ly caa 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, ching thuc chir ky va chieng thuc hop dong, giao dich;

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

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh
chi tiét va huéng dan thi hanh mot sé diéu cua Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phu vé cip ban sao tir ban chinh, chung thuc chir ky va
chung thue hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muec thu, ché d6 thu, nop, quan ly va sir dung phi ching thuec.
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6. Thit tuc Cap ban sao c6 chirng thuc tir ban chinh hep dong, giao dich
da dwgc chung thue

a. Trinh ter theec hign

- Nguoi yéu cau cap ban sao c6 chang thyc tir ban chinh hop dong, giao dich
phai xuat trinh cac giay to theo quy dinh.

- Nguoi thuc hién chimg thyc kicm tra gidy to do ngudi yéu cau cap ban sao
c6 chung thuc tir ban chinh hop dong, giao dich xuat trinh.

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

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

+ Ghi day du 16i chung chting thuc chir ky theo mau quy dinh;

+ Ky, ghi 18 ho tén, dong dau cia co quan, to chirc thyc hién ching thuc va
ghi vao so chirng thuc.

~ Daéi vai ban sao ¢ tir 02 (hai) trang tro 1én thi ghi 101 chimg vao trang cudi,
néu ban sao cé tur 02 (hai) to tro 1€n thi phai dong dau giép lai.

MGi ban sao duoc ching thuc tir mot ban chinh giay to, van ban hoac nhiéu
bép sao duoc Chl’Ing’thl_l’C tor mot ban chinh giay to, van ban trong cung mot thoi
diém dugc ghi mot so chirng thuec.

b. Céach tharc thuc hign

'Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhén
dan cap xa.

c. Thanh phdan, sé lweng hé so

* Thanh phan hé so:

~ Nguoi yéu cau ching thyc xuat trinh ban chinh hogc ban sao ¢6 chimg thyc,
Giay chang minh nhén dan hoac Thé can cudc cong dan hoac Ho chicu con gia tri
su dung.
* S6 hwong ho so: 01 bo.
d. Thei han gidgi quyét
Trong ngay Uy ban nhan dan cap x4 tiép nhan yéu cau hoic trong ngay 1am
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Tru:ong hop tra két qua trong ngay

lam viéc tlep theo thi nguoi tiép nhéan hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau ching thuc.

e. Péi twrong theee hién tha tuc hanh chinh

T6 chic.

g. Co quan thuc hién tha tuc hanh chinh

Uy ban nhan dan cép x4 luu trit hop dong, giao dich.
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h. Két qud thgc hién thi tuc hanh chinh

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

- Phi: Khéng.

- L& phi: 2.000 dong/trang; tir trang th 3 tre 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban. Trang la can ctr dé thu phi duoc tinh theo trang
caa ban chinh.

k. Tén mau don, mdu to khai

Khong.

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong.

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 tur ban chinh, ching thuc chir ky va chirng thuc hop dong, giao dich;

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

- Thoéng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muc thu, ché do6 thu, nop, quan ly va sir dung phi ching thuc.
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B. THU TUC HANH CHINH CAP XA
I. LINH VUC HQ TICH

1. Thu tuc Pang ky khai sinh

a. Trinh ter theec hign

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

- Nguoi tiep nhan cé 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 ho so day du, hop I¢, ngudi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 16 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan
nguoi Ndp hd so bod 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 to, ndi dung can bo sung, hoan thién, ky, ghi ré ho, chir dém, tén cia nguoi
tiep nhan.

- Néu ho so sau khi da dugc huéng dan ma khong duoc bo sung day du,
hoan thién thi nguoi tiep nhan tr choi tiep nhan ho so va 1ap van ban tir choi tiep
nhan ho so, trong d6 ghi 16 1y do tir choi, ky, ghi ré ho, chit dém, tén cua nguoi
tiép nhan.

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

- Néu thay thong tin khai sinh day du va phi hop, céng chic Tu phéap - Ho
tich bao cdo Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan
dan cap xa dong y giai quyét thi cong chiac Tu phap - Ho tich cap nhat thong tin
khai sinh theo huéng dan dé Iy Sé dinh danh ca nhan (d6i véi cac dia phuong da
trién khai cAp S6 dinh danh c4 nhan khi diing ky khai sinh), ghi ndi dung khai sinh
vao So va ky tén vao S6 dang ky khai sinh. Cha tich Uy ban nhan dan cap xa ky
Gidy khai sinh cip cho ngudi dugce dang ky khai sinh.

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

* Luwu y:

+ Vi€c xac dinh ho, dan tdc, dat tén cho tré¢ em phai phu hop véi phap luét
va yéu cau giilt gin ban sic dan toc, tip quan, truyén théng van hoa t6t dep ctia Viét
Nam; khong dat tén qué dai, kho sir dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan toc, qué quan cua
con khi dang ky khai sinh thi ho, dan toc, qué quéan ctia con dugc xéc dinh theo tap
quan nhung phai bao dam theo ho, dan tdoc, qué quan cua cha hodc me.
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+ Truong hop ngudi yau cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dwoc chuing thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chiéu vai thdng tin
trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu cau nguoi dang ky
hé tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
Xuét trinh hoic ghi lai thdng tin cua gidy to xuat trinh dé luu hd so.

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

b. Céach tharc thuc hign

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

- Nguoi thuc hién vige dang ky khai sinh ¢6 thé tryc tiép nop ho so tai BO
phén tiép nhén va tra keét qua thuoc Uy ban nhan dan cap xa cd tham quyen hoac
gui ho so qua h¢ thong buu chinh.

c. Thanh phdan, sé lweng hé so

* Giay to phdi xudt trinh:

- Ho chiéu hoac ching minh nhan dan hoic thé cin cudc cdng dan hogc cac
giy to khéac c6 dan anh va thong tin ca nhan do co quan co tham quyén cap, con

gia tri s dung dé chiang minh vé nhan than cua nguoi c6 yéu cau dang ky khai
sinh;

- Giay to ching minh noi cu tri dé ching minh tham quyén ding ky khai
sinh; truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Giay chiing
nhan két hon (trong giai doan Co s¢ dir liéu qudc gia vé dan cu va Co so dir liéu ho
tich dién tir toan qubc chua duoc xay dung xong va thuc hién thdng nhat trén toan
qudc).

Truong hop gui hd so qua h¢ thdng buu chinh thi phai giri kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh néu trén.

* Giay to phdi nép:
- T khai ding ky khai sinh theo mAu.

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

- Truong hop tré em bi bo roi thi phai ¢ bién ban vé viéc tré bi bo roi do co
quan cé tham quyén lap.
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- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 véan ban
xac nhan cua co s¢ y té da thyuc hién ky thuat ho tro sinh san cho viéc mang thai
ho.

- Vin ban ty quyén theo quy dinh cua phéap luat trong truong 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, truong hop nhan hd 50 sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.

e. Péi twong thuec hién thii tuc hanh chinh

To chiic

g. Co quan thyuc 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 ctia ngudi cha hoic ngudi me thuc hién
dang ky khai sinh cho tré em.

+ Uy ban nhan dan cip xa noi 1ap bién ban vé viéc tré bi bo roi ddi voi
treong hop dang ky khai sinh cho tré bi bo roi.

- Co quan phdi hop thyuc hién: Khdng

h. Két qud theec hién tha tuc hanh chinh

Gidy khai sinh

i. Phi, Lé phi

- Phi: Khéng

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

Mién 1& phi dbi véi truong hop khai sinh diing han, nguoi thuge gia dinh c6
cdng vai cach mang; nguoi thudc h nghéo; nguoi khuyét tat.

k. Tén mdu don, mdu to khai

To khai ding ky khai sinh (Mdu kém theo)

. YBu cdu, diéu kign thgec hién thi tuc hanh chinh
Khéng

m. Cdan cw phap ly cia 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 s6 04/2020/TT-BTP;
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- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 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 tham quyén quyét dinh cia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU e e

Ho, Chit dém, t8Nn NGUOT YBU CAU ........o.oveeeeeeeeeeeeeeeee e
B0 R0 3 ST PRPRRSRR
GHAY T TUY thAN: .ottt en et n e
Quan hé voi nguoi dugC Khal SINN: .o
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

HO, CRit @M, T8N ..ot ae e nee e
Ngay, thang, ndm sinh: .........cccocoiiiiiiniienieeee, ghi bang Chi: .v.voveveeeeee e,
GiGi tinh: e, DAN tOC: e eveeeeeeeeeeeererens QUABC HICN: e
D0 S s o A PP PP TPPRT
(@ 1= o[- OSSR SSOSPR
Ho, Chit d€m, t€n MEWOT M@ .......cooivoi s
NEM SINN v, DAN tOC: v, QUAC tiCh: oo
INOT CU EFUL ettt ettt ettt et e st e et e e be e e b e e ebeesbeeebe e beesbe e beebeebeenbaebeebeenseenteansenneeans
Ho, Chir dém, ten nguwoi Cha: ...
NEM SINN: e, DAN tOC: v, QUABC tich: v,
D e R0 3 o PSPPSR

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

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cia minh.
Lamtai: ......................... , NQAY ... thang ......... nam ............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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2. Thi tuc Ping ky két hon
a. Trinh te thuc hién

- Ngudi ¢6 yéu cau diang ky két hon nop hd so tal B phan tiép nhan va tra
két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

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

- Néu ho so day du, hop I¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién theo quy dinh; treong hop khéng thé bd sung,
hoan thién hod so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém tén cia nguoi
tiép nhan.

- H so sau khi da duoc huéng dan ma khong duoc bod sung day di, hoan
thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap van ban tir chdi tiép nhan
hd so, trong d6 ghi rd 1y do tir chdi, ky, ghi rd ho, chir dém, tén cua ngudi tiép
nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 ho so hop 1&, néu thay du diéu kién két hon theo quy
dinh, cong chac Tu phap - Ho tich béo cédo Chu tich Uy ban nhan dan cip xa.
Truong hop Chi tich Uy ban nhan dan cap xa dong y giai quyét thi céng chic Tu
phap - Ho tich ghi viéc két hon vao So dang ky két hon, huéng dan hai bén nam,
nit ky vao Giay chiing nhan két hon, cting hai bén nam, nit ky tén vao So6, Chu tich
Uy ban nhan dan cip x& t6 chuc trao Giay chitng nhan két hon cho hai bén nam,
nt.

* Luu y:

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

+ Truong hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chiéu voi thdng tin
trong To khai va tra lai cho nguoi Xuat trinh, khong duoc yéu cau ngudi dang ky
ho tich nop thém ban sao giay to do. Nguoi tlep nhan co thé Chup 01 ban giay to
Xuat trinh hoic ghi lai thdng tin cua gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so ding ky ho tich
theo quy dinh 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. Céach tharc thuc hign

Nguoi 6 yéu cau dang ky két hon truc tiép nop ho so tai Bo phan tiép nhan
va tra ket qua thuoc Uy ban nhan dan cap xa c6 tham quyen (bén nam hoac bén nit
cé thé truc tiep nop ho so ma khong can cd van ban uy quyen cua bén con lai).

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

gidy to khéac c6 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 cia nguoi ¢ yéu cau dang ky ket hon.

- Giay td chimg minh noi cu tra dé xac dinh tham quyén (trong giai doan Co
s& dir liéu qudc gia vé dan cu va Co sé dit liéu ho tich dién ter toan qudc chua duoc
xay dung xong va thuc hién théng nhat trén toan qudc).

- Trich luc ghi cha ly hén d6i véi truong hop cong dan Viét Nam dang ky
thuong tru tai dia ban xa lam thu tuc dang ky ket hon, da duoc giai quyet viéc ly
hon trude d6 tai co quan c6 tham quyén nudc ngoai.

* Gigy to phdi ngp

- To khai dang ky ket hon theo mau. Hai bén nam, nir c6 the khai chung vao
mot To khai dang ky két hon;

- Ban chinh Gidy xac nhan tinh trang hon nhan do Uy ban nhan déan cap x&
c6 tham quyeén cap trong truong hop nguoi yéu cau dang ky két hon khong dang ky
thuong trd tai dia ban xa lam thu tuc dang ky két hon (trong giai doan Co s¢ dir

liu quoc gia vé dan cu va Co so dit liéu ho tich dién tir toan quéc chua dugc xay
dung xong va thuc hién thong nhat trén toan quéc).

- Truong hop nguoi yéu cau ding ky két hon dang cong tac, hoc tap, lao
dong co thoi han ¢ nude ngoai thi phai ndp Giay xac nhan tinh trang hén nhén do
Co quan dai dién ngoai giao, Co quan dai dién lanh su cua Viét Nam ¢ nudc ngoai
cap.

* S6 lwong ho so: 01 bo

d. Thoi hgn gidi quyét

Ngay trong ngay cdng chic Tu phap - Ho tich tiép nhan ho so; truong hop
nhan ho so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay
lam viéc tiép theo. Truong hop can xac minh diéu kién két hén cua hai bén nam,
nit thi thoi han giai quyét khdng qué 05 ngay lam viéc.

e. Péi twrong theee hién tha tuc hanh chinh

T6 chuc
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g. Co quan thyc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan céap
x4 noi cu tra cua bén nam hoac bén n.

h. Két qud theec hién tha tuc hanh chinh

Gidy chirng nhan két hon

i. Phi, L¢é phi

Khéng

k. Tén mau don, mdu to khai

To khai Dang ky két hon (Mdu kém theo)

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh

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

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

- Céc bén khong bi mat ning lyc hanh vi dan su;

- Viéc két hon khdng thudc mot trong cac trudng hop cam két hon, gom:

+ Két hon gia tao;

+ T4o hon, cudng ép két hon, lira déi két hon, can tré két hon;

+ Nguoi dang ¢6 v, c6 chong ma két hﬁp véi nguoi khac hodc chua ¢o6 vo,
chua co6 chong ma két hdn vai nguoi dang cd chong, ¢ vo;

+ Két hon giira nhimg ngudi clng dong méau vé truc hé; giira nhimg nguoi
co ho trong pham vi ba doi; gitta cha, me nudi véi con nudi; gitra nguoi da tung la
cha, me nudi vai con nucﬁiZ cha chong véi con qau, me Vo Véi con ré, cha dugng
véi con riéng caa vg, me ke vai con riéng cua chong.

* Lwu y: Nha nuéc khéng thtra nhan hon nhén gitra nhitng nguoi cung gioi
tinh.

m. Can cw phap ly caa tha 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 ciia Chinh phu quy dinh
chi tiét 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 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu va bién phap thi hanh Luat
ho tich;

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

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

TO KHAI PANG KY KET HON
(1) )

Théng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan tha may

Chiing t6i cam doan nhitng 101 khai trén day 13 dung sy that, viéc két hon ctia chung toi
1a tu nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

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

Dé nghi Quy co quan ding ky.

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

Dé nghi cap ban sao: Co D, Khong D
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3. Thu tuc Pang ky nhan cha, me, con
a. Trinh ter theec hign

- Ngudi c6 yéu cau dang ky nhan cha, me, con 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 b hd so, xac dinh tinh
hop I¢ cua gidy to trong hd so do nguoi yeu CAu nop, Xuat trinh; ddi chiéu thdng tin
trong To khai véi gidy to trong ho so.

- Néu ho so day dua, hop 1€, nguoi tlep nhan hd so viét gidy/phiéu tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu ho so chwa day du, hoan thién thi huéng
dan ngudi ndp hd so bod sung, hoan thién theo quy dinh; truong hop khong thé bo
sung, hoan thién ho so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd
loai gidy to, noi dung can bo sung, hoan thién, ky, ghi ré ho, chir dém, tén cua
nguoi tiép nhan.

- Néu hd so sau khi da duogc huéng dan ma khong duoc bd sung day du,
hoan thién thi nguoi tiép nhan tir chdi tlep nhan hd so va 1ap van ban tir chdi tiép
nhan hé so, trong d6 ghi 1d 1y do tir chéi, ky, ghi rd ho, chir dém, tén cia nguoi
tiép nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 da ho so, néu thay viéc nhan cha,
me, con la dung va khong c6 tranh chap, cong chic Tu phap - Ho tich béo 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 chirc Tu phéap - Ho tich ghi va ky vao So6 diang 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 S6 va Trich luc dang ky nhan cha, me, con tir cdng chic Tu
phap - Ho tich; Bo phan tiép nhan va tra két qua hudng dan dé nguoi di dang ky ho
tich ky tén vao S6, dong thoi trao Trich luc ding ky nhan cha, me, con cho nguoi
di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 goc hoic
ban sao duoc chung thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc 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, ddi chiéu ban chyup véi 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 ¢ ching thuc giay to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi déng ky h¢ tich,

nguoi tiép nhan cé trach nhiém kiém tra gidy to Xuat trinh, doi Chleu véi thong tin
trong T khai va tra lai cho ngudi xuét trinh, khong duoc yéu cau ngudi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to
xuat trinh hoac ghi lai thdng tin cua giay to xuat trinh dé luu ho so.

+ Ngudi tiép nhan c¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh 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. Céach tharc thuc hign

Nguoi ¢6 yéu cau dang ky nhan cha, me, con (mot hoic hai bén) nop hd so
truc tiep tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhén dan cap x& cé
tham quyeén.

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh

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

- Gidy to chting minh noi cu tra dé xac dinh tham quyén dang ky nhén cha,
me, con (trong giai doan Co s¢ dir liéu quéc gia vé dan cu va Co sé dix liéu ho tich
dién tir todn qudc chua dugc xay dung xong va thuc hién théng nhat trén toan
quéc).

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

- Giay to, do vat hodc ching ca khac chitng minh quan hé cha, con hoic
quan hé 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 cé van ban néu trén thi phai c6 thu tir, phim anh, bang,
dia, ¢4 dung, vat dung khac chirng minh mdi quan hé cha con, quan hé me con va
van ban cam doan ctia cha, me vé viéc tré em la con chung cua hai nguoi, cd it
nhét hai ngudi than thich caa cha, me 1am ching.

* S6 lwong ho so: 01 bo
d. Thoi hgn gidi quyét

03 ngay lam viéc ké tr ngay cong chirc Tu phap - H tich tiép nhan hd so.
Truong hop can phai xac minh thi thoi han giai quyét khong qua 08 ngay lam viéc.

e. Péi twrong theee hién tha tuc hanh chinh
To 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 céap
Xa noi cu tra cia nguoi nhan hoac nguoi dugc nhan la cha, me, con.
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h. Két qud thgc hién thi tuc hanh chinh
Trich luc dang ky nhan cha, me, con.

i. Phi, L¢é phi

- Phi: Khéng

- Lé phi: 10.000 d6ng.

Mién 1¢ phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuoc
ho ngheo; nguoi khuyeét tat.

k. Tén mau don, mdu to khai

To khai dang ky nhan cha, me, con.

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh

- B&n nhan va bén duoc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khdng c6 tranh chap.

- Truong hop nam, nir chung s6ng véi nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con séng cing véi ngudi cha, khi ngu0’| cha lam thu tuc
nhan con ma khong lién hé dugc véi nguoi me thi khéng can c6 v kién cua nguoi
me trong To khai dang ky nhan cha, me, con.

m. Can cw phap ly cia tha 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 caa 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 B Tu phap quy dinh
chi tiet mot so dieu cua Luat ho tich v,é Nghi ’djn‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so 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 ddong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan ly va su
dung phi, 1€ phi thugc tham quyén quyét dinh caa Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, Chir dém, t8Nn NEUWOT YEU CAUS .....c..cvecvececeeee et
D2 1 G 2 PP OU PRSP
YA (oA (V) 11 TP
Quan hé vai nguol NhAN CA/ME/CON: ...vviiieice e
Pé nghi co quan cong nhin ngudi cé tén dwdi day:

(o (O T o1 1 e 13 . 1O =] o
NQAY, thang, NAM SINN: ......iiiiiicie et ra e e sreaneas
GG tINN: e, DAN EOC v vevevererereeeeeeeee e, Qudc tich: v..vveeeenn.,
Do R 3 PP PO USRI
GHAY T TUY TNAN: oottt ettt ettt n ettt en et s st e e
LA cia nguwoi c6 tén dwoi day:

[ FO T o3 017 Qe 1< 1. 1A (=1 S
NQAY, thang, NAM SINN: .......oiiii et besre e e
GG tINN: e, DAN EOC . vveveveveeeeeeeeeeee e, QudC tich: ..o

GHAY T TUY tAN: oottt ettt e ettt en et n e

Toi cam doan viéc Nhan............cccceeeeviiieeiinnenn, noi trén la dung su that, tu nguyén,
khong c6 tranh chap va chiu trach nhiém trudce phap luat vé cam doan ctia minh.

Lam tai................. ngay ......... thang.......... nam.........
Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)

Y kién cia ngudi hién dang 1a me hoic cha

Dé nghi cip ban sao: Co D Khdng []
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4. Thi tuc Ping ky khai sinh két hop ding ky nhin cha, me, con
a. Trinh ter theec hign

- Ngudi ¢d 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 co tham quyeén.

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

- Néu hd so day du, hop Ié, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién theo quy dinh; treong hop khéng thé bd sung,
hoan thién ho so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, ngi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém, tén cua nguoi
tiep nhan.

- H6 so dang ky khai sinh va nhan cha, me, con sau khi di duoc hudng dan
theo quy dinh ma khong dugc bd sung, hoan thién thi nguoi tiép nhan tir chéi tiép
nhan hé so. Viéc tir chéi tiép nhan hd so phai duoc thé hién bang vin ban, trong do
ghi r8 Iy do tir chdi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 da ho so, néu thay viéc nhan cha,
me, con 1a ding va khong co tranh chap; thong tin khai sinh day du va phu hop,
cong chac 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 quyét thi céng chic Tu phap -
Ho tich ghi noi dung nhan cha, me, con vao S6 dang ky nhan cha, me, con; ghi noi
dung khai sinh vao S6 dang ky khai sinh, cap nhat thong tin khai sinh theo huéng
dan dé 1ay Sé dinh danh ca nhan (d6i voi cac dja phuwong 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 xa ky Gidy khai sinh va Trich luc nhan cha, me, con.

- Sau khi nhan két qua tir céng chac Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua hudng dan dé nguoi di ding ky khai sinh va nhan cha, me, con ky tén
vao Sb, ddng thai trao Trich luc dang ky nhan cha, me, con va Gidy khai sinh cho
nguoi di dang ky ho tich.

* Luwu y:

+ Trudng hop ngudi yéu cau nop giay to 1a ban sao duoc cap tir so6 goc hoac
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan ho 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di ding ky nop ban sao c6 chiang thuc gidy to do.
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+ Truong hop phéap luat quy dinh xuét trinh gidy to khi dang ky ho tich,
nguoi tiep nhan c6 trach nhiém kiém tra giay to xuat trinh, doi chieu véi thong tin
trong To khai va trd lai cho nguoi xuat trinh, khong duoc yéu cau nguoi dang ky
ho tich nop thém ban sao giay to d6. Nguoi tiep nhan co the chup 01 ban giay to
xuat trinh hoac ghi lai thdng tin cua giay to xuat trinh dé luu ho so.

+ Ngudi tiép nhan c¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dirjh cua phap luat ho tich, khong duoc yéu cau nguoi dang ky ho tich
nop thém giay to ma phap luat ho tich khéng quy dinh phai nop.

b. Cach thac thuc hién

Nguoi yéu cau ding ky khai sinh, nhan cha, me, con (M6t hoac hai bén) nop
ho so truc tiép tai Uy ban nhan dan cap xa co tham quyen.

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh:

- Ho chiéu hoidc chiang minh nhan dan hoic thé cin cudc cong dan hogc cac
gidy to khéac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén cap, con
gia tri sir dung dé chiing minh vé nhan than cia nguoi c6 yéu cau dang ky khai
sinh, nhan cha, me, con.

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

* Giay to phdi nép:

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

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

- Giay to, d0 vat hodc ching cu khac chang minh quan hé cha, con hoac
guan hé me, con gom:

_ * Van ban cua co quan y té, co quan giam dinh hoic co quan khac cd tham
quyeén xac nhan quan hé cha con, quan hé me con.

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

* 86 Iuwgng ho so: 01 bg

d. Thei han gidgi quyét

03 ngay lam viéc ké tir thoi diém Céng chiic Tu phap - Ho tich nhan da hod
so hop 1€, truong hop phai xac minh thi khéng qua 08 ngay lam viéc.
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e. Péi twong thuec hién thii tuc hanh chinh
To chiic
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 tru cua nguoi cha hoac nguoi me thuc hién dang ky khai sinh két hop
nhan cha, me, con.

h. Két qud theec hién tha tuc hanh chinh

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

- Phi: Khéng

- L& phi:

+ Pang ky khai sinh: 5.000 dong.

Mién 18 phi d6i vai truong hop ding ky khai sinh déng han; ngudi thudc gia
dinh ¢6 cong véi cdch mang; nguoi thudc ho ngheo; nguoi khuyeét tat.

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

Mién 1¢ phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuoc
ho ngheo; nguoi khuyeét tat.

k. Tén mau don, mdu to khai

To khai dang ky khai sinh, To khai dang ky nhan cha, me, con
. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh

- B&n nhan va bén duoc nhan 1a cha, me, con déu con song;

- Viéc nhan cha, me, con khdng c6 tranh chap.

- Truong hop nam, nix chung s6ng véi nhau nhu vo chong, khong dang ky
két hon, sinh con, nguoi con séng clng véi ngudi cha, khi ‘nguoi cha lam thu tuc
nhan con ma khéng lién hé duoc véi ngudi me thi khéng can cd v kién cua nguoi
me trong To khai dang ky nhan cha, me, con.

m. Cdan cw phap ly cia tha 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 ciia Chinh phu quy dinh
chi tiét 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 phéap quy dinh
chi tiet mot s6 dieéu cua Luat ho tich vg}l Nghi ’djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so dieéu 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 ddong nhan
dan tinh Hai Duong ban hanh quy dinh mac thu, ché do thu, nop, quan ly va st
dung phi, & phi thuoc tham quyén quyét dinh cia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).



41

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU e

Ho, Chit dém, t8Nn NGUOT YBU CAU ........o.oveeeeeeeeeeeeeeeee e
B0 R0 3 ST PRPRRSRR
GHAY T TUY thAN: .ottt en et n e
Quan hé voi nguoi dugC Khal SINN: .o
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

HO, CRit @M, T8N ..ot ae e nee e
Ngay, thang, ndm sinh: .........ccccoeiiiiiiiinin ghi DANG ChT: .oveecveecee e,
GiGi tinh: e, DAN tOC: e eveeeeeeeeeeeererens QUABC HICN: e
D0 S s o A PP PP TPPRT
(@ 1= o[- OSSR SSOSPR
Ho, Chit d€m, t€n MEWOT M@ .......cooivoi s
NaAM SINN:...ooiiiiiicicee e Dantoc:.....cccceevveene QUAC tiCh: oo
Do R0 s o PSPPSR
Ho, Chir dém, ten nguwoi Cha: ...
NEM SINN: e, DAN tOC: v, QUABC tich: v,
D e R0 3 o PSPPSR

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

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




42

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Ho, Chit dém, t8Nn NGUOT YBU CAU .......co.oveeeeieeeeeeeeeeee et
B e R 3 o PP PP PR
GHAY L0 TUY thAN .ottt en et
Quan hé vai nguol NhAN CNA/ME/CON: ....vviiieieeee e
Pé nghi co’ quan cong nhin ngudi cé tén dwéi day:

[ FO TR0 011 Qe 1< 1. 1A (=1 S
Ngay, thang, NAM SINN: ..o
GG NN, DAN EOC v vevevererereeeeeeeee e, QudcC tich: v..vveeeen..
D0 R0 3 PP PO UPRT
A (oA (VA 11 OO
LA cia nguwoi c6 tén dwoi day:

[ FO T o3 017 Qe 1< 1. 1A (=1 S
Ngay, thang, NAM SINN: ..o s
GG tINN: e, DAN EOC . vveveveveeeeeeeeeeee e, QudC tich: ..o

GIAY O TUY TNAN: oottt ettt ettt en ettt

TOi cam doan viéc nhan..........cceceeveeiieeiireecnnenn, noi trén la dung su that, tu nguyén,
khong co tranh chap va chiu trach nhiém trudc phap luat vé cam doan cia minh.

Lam tai................. ngay ......... thang.......... nam.........
Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)

Y Kién cia ngudi hién dang 1a me hoic cha

Dé nghi cip ban sao: Co D Khdng []
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5. Tha tuc Pang ky khai ti
a. Trinh te thuc hién

- Ngudi ¢ yéu cau dang ky khai tir nop hd so tai B phén tiép nhan va tra
két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

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

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

- Néu hd so sau khi di duoc hudng dan theo quy dinh ma khong duoc bd
sung day du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so va lap vin ban
tir chdi tiép nhan hd so, trong d6 ghi 16 1y do tir chéi, ky, ghi rd ho, chir dém, tén
ctia ngudi tiép nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, hd so tiép nhan dau gio chiéu thl 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 di ho so theo quy dinh, néu thay thang tin khai tur day
du va phu hop, cong chic Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan dan cip xa dong y gidi quyét thi ky
Trich luc khai tir; cdng chiic Tu phéap - Ho tich ghi va ky tén vao So6 dang ky khai
tr.

- Sau khi nhan S6 va Trich luc dang ky khai tir cong chizc Tu phap - Ho tich;
Bo6 phan tiép nhan va tra két qua huéng din dé nguoi di dang ky khai tir ky tén vao
S6, dong thoi trao Trich luc dang ky khai tir cho nguoi di dang ky ho tich.

* Luu y:

+ Truong hop nguoi yu cau ndp gidy to 1 ban sao dugc cap tir s6 goc hodc
ban sao duoc chiing thyc tur ban chinh thi nguoi tiép nhan hd so khong duoc yéu
cau xuat trinh ban chinh; néu ngudi yeu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, ddi chiéu ban chyup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Truong hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chiéu voi thdng tin
trong To khai va tra lai cho nguoi xuat trinh, khong duoc yéu cau nguoi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to
xuat trinh hoac ghi lai thdng tin cua giay to xuat trinh dé luu ho so.

+ Nguoi tiép nhan ¢é trach nhiém tiép nhan dung, di ho so ding ky ho tich
theo quy dinh 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. Céach tharc thuc hign

- Nguoi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hoac uy quyén cho
ngudi khac thuc hién viéc dang ky khai tir;

- Nguoi thyc hién viée ding 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 c6 tham quyen hodc gui ho
so qua hé thong buu chinh.

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh

~ -Ho chiéu hoic ching minh nhan dan hoic thé cin cude qcc“mg dé}n hqac cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham guyén cap, con
gia tri str dung dé chirng minh vé nhan than cta nguoi c6 yéu cau dang ky khai tir;

- Gidy to chting minh noi cu tra cqéi cung cua nguoi chét @é xac dinh tham
quyén (trong giai doan Co s¢ dir liu quoc gia vé dan cu va Co s¢ dir liéu ho tich
dién tir toan quoc chua duoc xay dung xong va thyc hién thong nhat trén toan
quoc).

- Truong hop khong xac dinh duge noi cu tra cudi cling cua ngudi chét thi
xuat trinh gidy to ching minh noi ngudi d6 chét hoic noi phat hién thi thé cua
nguoi chét,

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

* Giay to phdi ngp

- To khai dang ky khai tir theo mau;

- Gidy bao tir hogc gidy to thay thé Gidy béo tir do co quan c6 tham quyen
cap.

- Vin ban uy quyén theo quy dinh cua phéap luat trong truong hop uy quyén
thuc hién viée dang ky khai tir. Truong hop nguoi duoc ty quyén 1a éng, ba, cha,
me, con, Vg, chdng, anh, chi, em rudt cia ngudi uy quyen thi van ban uy quyén
khong phai cong ching, chung thyuce, nhung phai c6 gidy to ching minh méi quan
hé véi nguoi uy quyén.

* S liwong hé so: 01 bé

d. Thei han gidgi quyét

Ngay trong ngay cong chirc Tu phap - Ho tich tiép nhan yéu Cau, truong hop
nhan hd so sau 15 gid ma khdng giai quyét duoc ngay thi tra két qua trong ngay
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lam viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khdng qua 03
ngay lam viéc.

e. Péi twong thuec hién thi tuc hanh chinh

To chirc

g. Co quan thyc hién tha tuc hanh chinh

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

+ Uy ban nhan dan cp x4 noi cu tri cudi cling cta nguoi chét thuc hién viéc
dang ky khai tu;

+ Uy ban nhan dan cap x3 noi ngudi d6 chét hoic noi phat hién thi thé ngudi

chét thuc hién viéc dang ky khai tir trong truong hop khong xac dinh duoc noi cu
trd cuoi cung cua nguoi chét.

h. Két qud thuc hién tha tuc hanh chinh
Trich luc khai tr
i. Phi, Lé phi
- Phi: Khéng
- L& phi: 5.000 ddng.
Mién 1& phi doi voi truong hop dang ky khai tir ding han, nguoi thudc gia
dinh ¢6 cong véi cdch mang; nguoi thudc ho ngheo; nguoi khuyeét tat.
k. Tén mau don, mdu to khai
To khai dang ky khai tir (Mau kém theo)
. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong
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 caa Chinh phii quy dinh
chi tiet mot so dieu va bién phép 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 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu va bién phap thi hanh Luat
ho tich

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét sé 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi dong nhén
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-HDPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KN QU oo

Ho, Chit A&, tBN NGUOT YBU CAU: ...ooooocoeeeeeeceeeseeeseeeseeees et
INOT CU L oo
ST Ce A VYA 1T
QUAN NE VT NEUTT A8 CHELL ..o et
Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi day:

Ho, Chit d@m, T8N ..ot ae e enee e
Ngay, thang, NAM SINN: ......cccceiiiie et e e e e ae e eeeseeareeenee e
GiGi tinh: oo, DAN tOC . vveveeeeeeeeeeeeeeeeeeeeenn QUABC tICh: v,
INOT CU U CUBT CUNG: oo eeees e sees oot
ST (oA (VY 11 S
Da chét vao I0C: oo QIO o phlt, Ngay ... thang ... nAM ..o
INOT CRELL e
NGUYBN NNAN CREL: ..ot
S6 Giay béo ti/ Gidy to thay thé Gidy DAO0 ... 0.
......................................................................................................... CAp NQAY ....... thang ... nam ...

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

Lam ta@i: oo, ,ngay ... thang ... nam ...

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

Dé nghi cip ban sao: Co D, Khéng D
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6. Thu tuc Pang ky khai sinh luu dong
a. Trinh ter theec hign

- Cong chuc Tu phap - Ho tich cap xa duoc giao nhiém vu dang ky khai sinh
lwu dong co trach nhiém chuan bi diy du mau To khai dang ky khai sinh, gidy to
ho tich va diéu kién can thiét dé thyuc hién dang ky luu dong tai nha riéng hoac tai
dia diém t6 chire dang ky luu dong, bao dam thuan loi cho nguoi dan.

- Tai dia d‘iém dang ky ho tich luu dong, céng chuc Tu phap - Ho tich huéng
dan nguoi yéu cau dien day du thong tin trong T khai dang ky khai sinh; kiém tra
cac giay to lam co s& cho viéc dang ky khai sinh.

- Trong thoi han 02 ngay 1am viéc, ke tir ngay tiép nhan di ho so, cong chic
Tu phap - Ho tich béo céo Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich
Uy ban nhan dan d6ng y giai quyét thi ky Gidy khai sinh cp cho ngudi ¢6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan di ho so, cong chirc Tu phap -
Ho tich dem theo Gidy khai sinh va S6 diang ky khai sinh dé tra két qua cho ngudi
cO yéu cau tai dja diém dang ky luu dong; cdng chic Tu phap - Ho tich ghi noi
dung dang ky vao S6 ding ky khai sinh, cting ngudi yéu cau ky S6 theo quy dinh.
Tai muc “Ghi chi” trong S6 dang ky khai sinh ghi 16 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chic Tu phap - Ho tich
truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai noi dung va hudng
dan nguoi do diém chi vao To khai. Khi tra két qua dang ky ho tich, cong chic Tu

phap - Ho tich phai doc lai ndi dung gidy to ho tich cho ngudi yéu cau nghe va
hudng dan nguoi dé diém chi vao S6 ho tich.

b. Cach thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh

- Ho chiéu hoidc chiang minh nhan dan hoic thé cin cudc cdng dan hoic cac

gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cip, con
gia tri sir dung dé chirng minh vé nhan than cua ngudi yéu cau dang ky khai sinh.

- Gidy to chung minh noi cu trd dé chang minh tham quyén dang ky khai
sinh; truong hop cha, me cua tré da dang ky két hon thi phai xuat trinh Giay chiing
nhan két hon (trong giai doan Co s¢ dir liu qudc gla vé déan cu va Co s¢ dir liéu ho
tich dién tir toan qudc chua duoc xay dung xong va thuc hién thdng nhat trén toan
quée).

* Gidy to phdi ngp:
- T khai ding ky khai sinh theo mAu.

- Ban chinh Gidy ching sinh; truong hop khong c6 Glay chung sinh thi nop
van ban cua nguoi lam ching xac nhan ve vigc sinh; néu khong c6 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 véan ban
Xac nhan cua co s¢ y té da thuc hién ky thuat ho tro sinh san cho viéc mang thai
ho.

* S6 lwong ho so: 01 bo

d. Thei han gidi quyét

05 ngay lam viéc.

e. Péi twong thuec hién thi tuc hanh chinh
Tb chirc

g. Co quan thuc hién thi tuc hanh chinh

- Co quan thyc hién va quyét dinh thii tuc hanh chinh: Uy ban nhan dan céap
Xa noi cu tru cua nguoi cha hoac nguoi me.

h. Két qud thuc hién tha tuc hanh chinh
Gidy khai sinh
i. Phi, Lé phi
- Phi: Khéng
- L& phi: 5000 dong/lan
Mién I¢ phi d6i véi truong hop dang ky khai sinh ding han; dang ky cho
ngudi thude gia dinh ¢6 cong véi cach mang; nguoi thudc hd ngheo; ngudoi khuyét
tat.
k. Tén mau don, mdu to khai
To khai ddng ky khai sinh (Mdu kém theo)
. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong
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 caa 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 phéap quy dinh
chi tiet mot s6 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché 6 thu, ndp, quan Iy va str

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

TO KHAI DPANG KY KHAI SINH
KINN QU e

Ho, Chit dém, t8Nn NGUOT YBU CAU ........o.oveeeeeeeeeeeeeeeee e
B0 R0 3 ST PRPRRSRR
GHAY T TUY thAN: .ottt en et n e
Quan hé voi ngudoi dugC Khal SINN: .o
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

HO, CRit @M, T8N ..ot ae e nee e
Ngay, thang, ndm sinh: .........cccocoiiiiiiniienieeee, ghi bang Chi: .v.voveveeeeee e,
GiGi tinh: e, DAN tOC: e eveeeeeeeeeeeererens QUABC HICN: e
DL 1] o ST
(@ 1= o[- OSSR SSOSPR
Ho, Chit d€m, t€n MEWOT M@ .......cooivoi s
NaAM SINN:...ooiiiiiicicee e Dantoc:.....cccceevveene QUAC tiCh: oo
Do R0 s o PSPPSR
Ho, Chir dém, ten nguwoi Cha: ...
NEM SINN: e, DAN tOC: v, QUABC tich: v,
D e R0 3 o PSPPSR

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

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cia minh.
Lamtai: ......................... , NQAY ... thang ......... nam ............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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7. Thi tuc Ping ky két hon lwu dong
a. Trinh ter theec hign

- Cong chac Tu phap - H tich cip xa dwoc giao nhiém vu ding ky két hon
luu dong c@ tréch nhi¢m chuan bi day du cac loai mau To khai, giay to ho tich va
dicu kién can thict dé thuc hién dang ky Iuu dong.

- Tai dia diém dang ky kég hoén luu dong, cong chuc Tu phap - HY tich co
trach qhiém kiem tra, xac minh vé diéu kién keét hQn cua cac bén; husng dan nguoi
dan di€n day du thong tin trong To khai dang ky ket hon. Néu ho so day du, hop 1€,
cong chac Tu phap - H tich tiép nhan ho so viét Phieu tiép nhan.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc 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
cé yéu cau.

- Cong chuc Tu phap - Ho tich ghi ndi dung ding ky vao SO dang ky két
hon; trao Giay ,chl’xng nhan kétq hon cho cac bén tai dia diém dang ky luu dong;
cung cac bén ket hon ky vao So6 theo quy dinh. Tai muc “Ghi cht” trong S6 dang
Ky két hon ghi 16 “Dang ky luu dong”.

- Trudng hop nguoi yéu cau khong biét chit thi cdng chiic Tu phép - HY tich
tryc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai noi dung va huéng
dan nguoi d6 diém chi vao To khai. Khi trao Giay chang nhé,n ket hdn, cong chuc
Tu phap - Ho tich phai doc lai noi dung Giay ching nhéan ket hon cho nguoi yéu
cau nghe va hudng dan nguoi do6 diém chi vao So dang ky két hon.

b. Céch thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phan, sé lweng hé so

* Giay to phdi xudt trinh

~ -Ho chiéu hoac ching minh nhan dan hoic thé cin cude qcﬁng dé}n hqac cac
gidy to khac c6 dan anh va thong tin cd nhan do co quan c6 tham guyén cap, con
gia tri str dung dé chirng minh vé nhan than cta nguoi ¢ yéu cau dang ky két hon.,

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

* Gidy 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 ket hon.

* 86 Iuwgng ho so: 01 bg

d. Thei han gidgi quyét

05 ngay lam viéc.
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e. Péi twong thyec hién thi tuc hanh chinh
To chiic
g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan céap
Xa noi cu tra caa hai bén nam, ni.

h. Két qud theec hién tha tuc hanh chinh

Gidy chirng nhan két hon

i. Phi, Lé phi

Khong

K. Tén mdu don, mdu to khai

To khai dang ky két hon (Mau kém theo)

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh

- Nam tir du 20 tudi trg Ién, nit tir du 18 tudi tro Ién;

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

- Khéng bi mét nang lyc hanh vi dan su;

- Viéc két hon khdng thudc mot trong cac trudng hop cam két hon, gom:

+ Két hon gia tao;

+ T4o hon, cudng ép két hon, lira déi két hon, can tré két hon;

+ Nguoi dang ¢6 v, c6 chong ma két hﬁp véi nguoi khac hodc chua ¢o6 vo,
chua co6 chong ma két hdn vai nguoi dang cd chong, €0 vo;

+ Két hon giira nhimg ngudi cling dong méu vé truc hé; giita nhitng nguoi
€O ho trong pham vi ba doi; gitra cha, me nuoi véi con nudi; gitra nguoi da tung la
cha, me nudi vai con nucﬁiZ cha chong véi con qau, me Vo Véi con ré, cha dugng
véi con riéng cuaa vo, me ké vai con riéng caa chong;

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

m. Can cw phép ly caa tha 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 phu quy dinh
chi tiét 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 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu 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 ddong nhan
dan tinh Hai Duong ban hanh quy dinh mac thu, ché do thu, nop, quan ly va st
dung phi, & phi thuoc tham quyén quyét dinh cia Hoi dong nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KET HON
(1) )

Théng tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiy than ©

Két hon lan tha may

Chiing t6i cam doan nhitng 101 khai trén day 13 dung sy that, viéc két hon ctia chung toi
1a tu nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

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

Dé nghi Quy co quan ding ky.

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

Dé nghi cap ban sao: Co D, Khong D



54

8. Thu tuc Pang ky khai tir luu dong
a. Trinh ter theec hign

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

- Tai dia d{ém qéng }q’z khai tir luu dong, cong chac Tu phap - Ho tich huéng
dan nguoi yéu cau dién day du thong tin trong T khai dang ky khai tw, kiém tra
cac giay to lam co s& cho viéc dang ky khai tur.

- Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc Tu
phap - Ho tich béo 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 ngudi ¢ yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan ho so, cong chiic Tu phap -
Ho tich dem theo Trich lyc khai tir va S6 dang ky khai tir dé tra két qua cho nguoi
cO yéu cau tai dia diém dang ky luu dong; cong chuc Tu phéap - HO tich ghi noi
dung vao S6 dang ky khai tir, cing ngudi yéu cau Ky vao S6. Tai muc “Ghi cht”
trong S6 ding ky khai ttr ghi 16 “Dang ky luu dong”.

- Trudng hop nguoi yéu cau khong biét chit thi cdng chiic Tu phap - H tich
tryc tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai noi dung va huéng
dan nguoi do dieém chi vao To khai. Khi tra két qua, cong chirc Tu phap - Ho tich
doc lai noi dung Trich luc khai tir cho nguoi yéu cau nghe va huéng dan ngudi do
diém chi vao So dang ky khai tir.

b. Cach thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh

~ -Ho chiéu hoac ching minh nhan dan hoic thé cin cude qcﬁng dé}n hoac cac
gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham guyen cap, con
gia tri str dung dé chirng minh vé nhan than cta nguoi c6 yéu cau dang ky khai tir;

- Gidy to ching minh noi cu tra cuol cung cua nguoi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir liu qudc gia vé dan cu va Co sé dir liéu ho tich
dién tr toan quéc chua dugc xay dung xong va thuc hién théng nhat trén toan
quoc).

- Truong hop khong xéc dinh dugc noi cu tra cudi cling cia ngudi chét thi
xuat trinh giay to chimg minh noi nguoi do chét hodc noi phat hién thi the cua
nguoi chét.

* Gidy 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 c6 tham quyen
cap.
* S lwong ho so: 01 bo
d. Thei han gidi quyét
05 ngay lam viéc.
e. Péi twong thuec hién thi tuc hanh chinh
Tb chiic
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 cu tri cudi cling ciia ngudi chét;

+ Uy ban nhan dan cap x4 noi ngudi d6 chét hodc noi phat hién thi thé nguoi
chét thuc hién viéc dang ky khai tir trong treong hop khong xac dinh dugc noi cu
trd cuoi cung cua nguoi chét.

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

i. Phi, Lé phi

- Phi: Khéng

- L& phi: 5.000 ddng.

Mién I& phi doi véi truong hop dang ky khai tir dung han; ding ky cho nguoi
thudc gia dinh c¢6 cong vai cach mang; ngudoi thudc ho nghéo; nguoi khuyeét tat.

k. Tén mdu don, mdu to khai

To khai ding ky khai tir (Mdu kém theo)

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong

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 ciia 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 phéap quy dinh
chi tiet mot s6 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

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

TO KHAI PANG KY KHAI TU

KN QU oo

Ho, Chit A&, tBN NGUOT YBU CAU: ...ooooocoeeeeeeceeeseeeseeeseeees et
INOT CU LTI oottt
ST Ce A VYA 1T
QUAN NE VT NEUTT A8 CHELL ..o et
Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi day:

Ho, Chit d@m, T8N ..ot ae e enee e
Ngay, thang, NAM SINN: ......cccceiiiie et e e e e ae e eeeseeareeenee e
GiGi tinh: oo, DAN EOC . vvveeeeeeeeeeeeeeeeeeeenn QUABC tICh: v,
INOT CU U CUBT CUNG: oo eeees e sees oot
ST (oA (VY 11 S
Da chét vao I0C: oo QIO o phlt, Ngay ... thang ... nAM ..o
INOT CRELL e
NGUYBN NNAN CREL: ..ot
S6 Giay béo ti/ Gidy to thay thé Gidy DAO0 ... 0.
......................................................................................................... CAp NQAY ....... thang ... nam ...

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

Lam ta@i: oo, ,ngay ... thang ... nam ...

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

Dé nghi cip ban sao: Co D, Khéng D
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9. Tha tuc Pang ky giam ho
a. Trinh te thuc hién

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

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan b hd so, xac dinh tinh
hop I¢ cua gidy to trong hd so do nguoi yeu CAu nop, Xuat trinh; ddi chiéu thdng tin
trong To khai véi gidy to trong ho so.

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

- Ho so dang ky ho tich sau khi di duoc huéng dan theo quy dinh ma khdng
duoc bd sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hé so. Viéc
tir chdi tiép nhan hd so phai duoc thé hién bang van ban, trong d6 ghi 5 1y do tur
chéi, nguoi tiép nhan ky, ghi r ho, chir dém, tén.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 ho so, néu thay yéu
cau dang ky giam ho du diéu kién theo quy dinh phap luat thi cong chiic Tu phap -
Ho tich béo cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban
nhan dan cap xa dong y giai quyét thi cong chic Tu phap - Ho tich ghi va ky vao
S6 dang ky giam ho. Chu tich Uy ban nhan dan cap x& ky Trich luc ding ky giam
ho.

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

*Luuy:

+ Trudng hop ngudi yeu cau nop gidy to 1a ban sao duoc cap tir s6 géc hoac
ban sao duoc chung thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan hoé so kiém tra, ddi chiéu ban chup véi 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 ¢ ching thuc giay to do.

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

nguoi tiép nhan cé trach nhiém kiém tra gidy to Xuat trinh, doi Chleu véi thong tin
trong T khai va tra lai cho ngudi xuét trinh, khong duoc yéu cau ngudi ding ky
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ho tich nop thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to
xuat trinh hoac ghi lai thdng tin cua giay to xuat trinh dé luu ho so.

+ Ngudi tiép nhan c¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh 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. Céach tharc thuc hign

- Ngudi ¢6 yéu cau dang ky giam ho tryc tiép thuc hién hoic ty quyén cho
ngudi khac thuc hién viéc dang ky giam ho;

—,Ngu’c‘ri thuc hiér) viéc dang ky gidm ho co thé truc tiép nop ho SO tai BO
phan tiep nhan va tra ket qua thuoc Uy ban nhan dan cap xa c6 tham quyen hodc
gui ho so qua hé thong buu chinh.

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh:

~ -Ho chiéu hoic ching minh nhan dan hoic thé cin cude qcc“mg dé}n hqac cac
gidy to khac c6 dan anh va thong tin cd nhan do co quan c6 tham guyén cap, con
gia tri st dung dé chirng minh vé nhan than cta nguoi ¢ yéu cau dang ky giam ho.

- Gidy to chimg minh noi cu tra dé xéac dinh tham quyén diang ky giam ho
(trong giai doan Co s¢ dir li¢u qudc gia vé dan cu va Co so dir lidu ho tich dién tir
toan qudc chua duoc xay dung xong va thuc hién théng nhat trén toan qudc).

* Gigy to phdi ngp

- To khai dang ky giam ho theo mau.

- Van ban cir nguoi giam ho theo quy dinh cua Bo luat dan sy ddi véi truong
hop dang ky giam ho ctr.

- Gidy to chimg minh diéu kién gidm ho duong nhién theo quy dinh cua Bo
luat dan sw doi vei truong hop dang ky gidm ho dwong nhién. Truong hop €6 nhiéu
nguoi cung da diéu kién lam gidm ho duong nhién thi ndp thém van ban théa
thuan vé viéc cir mot nguoi lam giam ho duong nhién.

- Vin ban uy quyén theo quy dinh cua phéap luat trong trueong hop uy quyén
thuc hién viéc dang ky giam h¢. Truong hop nguoi dugc uy quyén 1a dng, ba, cha,
me, con, Vg, chdng, anh, chi, em rudt cia ngudi uy quyen thi van ban uy quyén

khong phai cong ching, chung thyuc, nhung phai c6 gidy to ching minh méi quan
hé véi nguoi uy quyén.

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

e. Péi twong thuec hién thi tuc hanh chinh
To chiic



60

g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thi tuc hanh chinh: Uy ban nhan dan céap
Xa noi cu tru cia nguoi dugc gidm ho hoac nguoi giam ho.

h. Két qud theec hién tha tuc hanh chinh
Trich luc dang ky giam ho.

i. Phi, Lé phi

Khéng

k. Tén mau don, mdu to khai

To khai dang ky giam ho (Mdu kém theo)

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong

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 ngdy 15/11/2015 cuia 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 B6 Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich vg}l Nghi ,djn‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so6 dieéu va bién phap thi hanh Luat
ho tich;

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

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché d6 thu, nop, quan ly va s

dung phi, I& phi thudc tham quyen quyet dinh cia Hoi dong nhan dén tinh (Nghi
quyét s6 17/2016/NQ-HPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HO

KINN QU e

Ho, Chit dém, t8Nn NGUOT YEU CAU: .......c.e.eeeeceeeeeeeeeeeee et

GHAY T TUY thAN: .ottt en et n e
Pé nghi co quan ding ky viéc giam hd gitra nhitng ngudi c6 tén dwoi diy:

Nguoi giam ho:

[ FO T o3 011 Qe 1< 1. 1A (=1 S
Ngay, thang, NAM SINN: .....ociiiiii e

GiGi tinh: oo, DAN EOC v veeeveeeeeeeeeeeeeeeeeeenn QUABC tICh: v,

A (oA (V) A 11 T
Nguwoi dwgc gidm ho:

[ Fo TR0 011 Qe 1< 1. TR (=1 SR
Ngay, thang, NAM SINN: ..o

GiGi tinh: oo, DAN tOC v veveeeeeeeeeeeeeeeeeeeennn QUAC tiCh: oo,

Ly do dang Ky GIAm M. ..o

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

Lam tai: oo, ,ngay ... thang ....... nAM ..............

Ngudi yéu cau
(KY, ghi 10 ho, chit dém, tén)

Dé nghi cip ban sao: C6 D, Khéng D
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10. Thi tuc Ping ky chim diet giam hd
a. Trinh ter theec hign

- Ngudi c6 yéu cau dang ky cham dut gidam ho 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 b hd so, xac dinh tinh
hop I¢ cua gidy to trong hd so do nguoi yeu CAu nop, Xuat trinh; ddi chiéu thdng tin
trong To khai véi gidy to trong ho so.

- Néu ho so day du, hop I¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién theo quy dinh; treong hop khéng thé bd sung,
hoan thién hod so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém, tén cua nguoi
tiép nhan.

- Hb so sau khi d3 duoc hudng dan theo quy dinh ma khong dugc bd sung
day du, hoan thién thi nguoi tlep nhan tir chéi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai duoc thé hién bang van ban, trong d6 ghi rd 1y do tir chéi, ngudi
tiép nhan ky, ghi rd ho, chir dém, tén.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 nhan du ho so, néu thay yéu cau diang
ky cham dut giam ho du diéu kién theo quy dinh phép luat thi cong chic Tu phép -
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 chic Tu phap - Ho tich ghi vao So va
Ky vao So6 dang ky cham dut giam ho. Cha tich Uy ban nhan dan cap xa cap Trich
luc dang ky cham dut giam ho cho ngudi yéu cau.

- Sau khi nhan S6 va Trich luc ding ky cham dut giam h¢ tu cong chuc Tu
phap Ho tich; Bo phan tiép nhan va tra két qua huéng dan dé ngudi di dang ky
cham dut giam ho ky tén vao So6, dong thoi trao Trich luc dang ky cham dut giam
ho cho nguoi di dang ky ho tich.

* Luu y:

+ Trudng hop ngudi yeu cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dwoc ching thyc to ban chinh thi nguoi tiép nhan ho so khong duoc yéu
cau xuat trinh ban chinh; néu nguoi yeu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan hoé so kiém tra, ddi chiéu ban chyup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di ddng ky nop ban sao c6 chung thuc gidy to do.

+ Truong hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiep nhan co trach nhiém kiém tra giay to xuat trinh, doi chiéu vai théng tin
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trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu cau nguoi dang ky
hé tich nop thém ban sao giay to do. Nguoi tiep nhan co the chup 01 ban giay to
xuat trinh hoac ghi lai thdng tin caa giay to xuat trinh @€ luu ho so.

+ Ngudi tiép nhan c¢6 trach nhiém tiép nhan ding, du ho so dang ky ho tich
theo quy dinh 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. Céach tharc thuc hign

- Nguoi ¢6 yéu cau dang ky cham dit gidm ho tryc tiép thuc hién hogc ty
quyén cho nguoi khac thuc hién viéc dang ky cham dat gidm ho;

- Nguoi thyc hién viée dang ky cham dit giam ho c6 thé truc tiép nop ho so
tai BO phan tiep 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 phan, sé lwong hé so

* Gigy to phdi xuat trinh

- Ho chiéu hoidc chiang minh nhan dan hoic thé cin cudc cong dan hogc cac
gidy to khéac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén cap, con

gia tri str dung dé chirng minh vé nhan than cia nguoi c6 yéu cau dang ky cham
dut gidm ho.

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

* Giay to phdi ngp
- To khai dang ky cham dut giam ho theo mau.
- Giay to lam can cir cham dut giam ho theo quy dinh cua B luat dan su.

- Vin ban 1y quyén theo quy dinh cia phéap luat trong truong hop ty quyen
thuc hién viéc dang ky cham dat giam ho. Truong hop ngudi duoc uy quyén 1a
ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia nguoi ty quyen thi van ban
uy quyén khdng phai cong chung, ching thue, nhung phai c6 gidy to chang minh
mdi quan hé voi nguoi ay quyeén.

* S6 lwong ho so: 01 bo
d. Thoi hgn gidi quyét
02 ngay lam viéc ké tir ngay cong chac Tu phap - Ho tich nhan da hd so hop

~

€.
e. Péi twong thuec hién thi tuc hanh chinh
To chirc

g. Co quan thuc hién tha 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 trudc day.
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h. Két qud thgc hién thi tuc hanh chinh

Trich lyc dang ky cham dat giam ho

i. Phi, L¢é phi

Khéng

k. Tén mau don, mdu to khai

To khai ding ky cham dat giam ho (Mau kém theo)
. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh
Khong

m. Can cir phap 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 caa 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 B6 Tu phap quy dinh
chi tiet mot so6 diéu cua Luat ho tich vg}l Nghi ,djn‘h s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so dieéu va bién phap thi hanh Luat
ho tich.

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché 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-HDPND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ

KINN QU e
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To61 cam doan nhitng ndi dung khai trén day l1a dung su that va chiu trach nhiém trudc
phdp luat vé cam doan ctia minh.

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

Dé nghi cip ban sao: Co D, Khéng D
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11. Thi tuc Thay déi, cai chinh, b6 sung théng tin hé tich
a. Trinh ter theec hign

- Nguoi ¢ yéu cau thay doi, cai chinh, bo sung ho tich 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 b hd so, xac dinh tinh
hop I¢ cua gidy to trong hd so do nguoi yeu CAu nop, Xuat trinh; ddi chiéu thdng tin
trong To khai véi gidy to trong ho so.

- Néu ho so day du, hop I¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién theo quy dinh; treong hop khéng thé bd sung,
hoan thién hod so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém tén cia nguoi
tiép nhan.

- Hb so sau khi d3 duoc hudng dan theo quy dinh ma khong dugc bd sung
day du, hoan thién thi nguoi tlep nhan tir chéi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai duoc thé hién bang van ban, trong d6 ghi rd 1y do tir chéi, nguoi
tiép nhan ky, ghi rd ho, chir dém, tén.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 ngay nhan du gidy to theo quy dinh
d6i véi yéu cau thay doi, cai chinh ho tich; ngay trong ngay lam viéc d6i véi yéu
cau b6 sung ho tich; néu thay viéc thay doi, cai chinh, bo sung ho tich 1a ¢6 co sd,
phu hop véi quy dinh ciaa phap luat dan sy va phép luat co lién quan, cong chic Tu
phap - Ho tich béo cao Chu tich Uy ban nhan dan cap 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 d6i ho tich/Trich luc cai chinh ho tich/Trich luc b sung h tich); cong
chtrc Tu phép - Ho tich ghi ndi dung thay dbi, cai chinh, bd sung hé tich vao Sé va
ky vao So ding ky thay ddi, cai chinh, b6 sung ho tich, xac dinh lai dan toc.

- Truong hop thay dbi, cai chinh, bd sung thdng tin ho tich lién quan dén
Giay khai sinh, Giay chiing nhan két hon thi cong chizc Tu phap - Ho tich ghi noi
dung thay d6i, cai chinh ho tich vao Giay khai sinh, Giay ching nhan két hon; bo
sung théng tin ho tich vao muc tuong tmg va doéng dau vao noi dung b sung.

- Sau khi tiép nhan két qua tir cong chic Tu phap - Ho tich; Bo phan tiép
nhan va tra két qua huong dan dé nguoi di ding ky thay d6i, cai chinh, bo sung ho
tich, xac dinh lai dan toc ky tén vao So, dong thoi trao Trich luc dang ky ho tich
tuong tng cho nguoi dang ky ho tich.

* Luu y:
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+ Truong hop ngudi yau cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dwoc chuing thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chiéu vai thdng tin
trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu cau nguoi dang ky
hé tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
Xuét trinh hoic ghi lai thdng tin cua gidy to xuat trinh dé luu hd so.

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

b. Céach tharc thuc hign

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

- Ngudi thuc hién viée ding ky thay doi, cai chinh, bo sung ho tich cd thé
truc ti€p nop ho so tai BO phén tiép nhéan vz‘;l tra két qua thudc Uy ban nhan dén cap
xa c6 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 hoac ching minh nhan dan hoic thé cin cude vcéng dé}n hqéc cac
giay to khac co dan anh va thong tin ca nhan do co quan c6 tham quyen cap, con
gia tri si dung d€ chirng minh ve nhan than cua ngudi ¢6 yéu cau dang ky thay doi,
cai chinh, b6 sung ho tich.

- Glay td ching 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 quéc gia vé dan cu va Co

SO plu liéu ho tich dién tur toan qudc chua duoc xay dung xong va thuc hién thong
nhat trén toan quoc).

Truong hop gui hd so qua h¢ thdng buu chinh thi phai giri kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky thay doi, cai chinh, bo sung h tich, xac dinh lai dan toc
theo mau.

- Giay to lam can ¢ thay d6i, cai chinh, bo sung ho tich.

- Viin ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyen
thuc hién viéc dang ky thay doi, cai chinh, b6 sung ho tich. Truong hop ngudi
duoc uy quyen la ong, ba, cha, me, con, vg, chong, anh, chi, em ruét cua nguoi ay
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quyen thi van ban ay quyen khong phai cong chung, chiing thyc, nhung phai co
giay to chirng minh moi quan hé véi nguoi uy quyeén.
* S4 lwong hé so: 01 bo
d. Thei han gidi quyét

- 03 ngay lam vigc doi véi yéu cau thay doi, cai chinh h tich; truong hop
phai xac minh thi thoi han giai quyet khdng qua 06 ngay lam viéc ke tur thoi diém
cong chuc Tu phap - Ho tich nhan du ho so hop [é.

- Ngay trong ngay lam viéc ddi Véi yéu cau bd sung hé tich, truong hop
nhan hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

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

- Co quan thuc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cap
xd noi da dang ky ho tich trude day hoac Uy ban nhan dan cap xa noi cu tr cua
ngudi CO yéu cau

h. Két qud theec hién tha tuc hanh chinh

Trich luc thay ddi ho tich/Trich luc cai chinh ho tich/Trich luc bd sung ho
tich.

i. Phi, Lé phi
- Phi: Khéng
- L& phi: 10.000 dong.

Mién Ié phi cho ngudi thude gia dinh c6 cong voi cach mang; nguoi thuge
ho nghéo; nguoi Khuyét tat.

k. Tén mdu don, mdu to khai

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

. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh
Khéng
m. Can cir phép ly cia thai tuc hanh chinh
- B6 luat Dan su;
- Luat ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phi quy dinh
chi tiet mot so dieu va bién phap thi hanh Luat ho tich;
- Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cta Bo Tu phap quy dinh
chi tiét mot sd diéu cua Luat ho tich va Nghi dinh sé 123/2015/ND-CP ngay
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15/11/2015 ctia Chinh phua quy dinh chi tiét mot sé diéu va bien phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan ly va su
dung phi, 1€ phi thuoc tham quyen quyet dinh cua Hoi dong nhan dan tinh (Nghi
quyét so6 17/2016/NQ-HDND).
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

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

KINN QU s
Ho, Chir dém, t8Nn NEUWOT YEU CAUS .....c..cvecececeeee et
B0 R 3 o PP PP UPRT
GHAY T TUY thAN .ottt n et

Quan hé véi nguoi duoc thay doi, cai chinh, xac dinh lai dan toc, bd sung thdng tin ho

L570: ¢ EOPPROU RO

P& NG o' QUAN @ANG KY VIBC ........ovoevciceiieeies ceveieisieeieseesees s ses s ssssssss s sensesseneenes
cho nguoi co6 tén dudi day:

Ho, Chilt @@m, TEN: ..ottt e e e e e e ee e reenee e

Ngay, thang, NAM SINN: ....ociiiiii e srres

GiGi tinh:...ovvvee, DAN EOC vt veeeeeeeeeeeeeeeeeeeee e, QUABC tICh: e,

A (e A (V) A 11 OO

DA QANG KY .t e nnnes
1| SO

ngay......... thang ......... nam ......... SO v QUYEN SO:ueveceeveeeeeeeereiireis evevieresenes

N0 11 T PSR
0V o [ S PUPR
T6i cam doan nhirng ndi dung khai trén day la dung su that va chiju trach nhiém trudc phap
luat vé cam doan cta minh.

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

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

tir dr 15 tudi dén dudi 18 tudi)



71

12. Thi tuc Céip Gidy xac nhén tinh trang hén nhén
a. Trinh ter theec hign

- Nguoi 6 yéu cau cap Giay xac nhan tinh trang hon nhan nop ho so tal Bo
phan tiép nhan va tra két qua thuéc Uy ban nhan dan cap xa ¢ tham quyen.

- Nguoi tiép nhan c6 trach nhiém klem tra ngay toan b hd so, ddi chiéu
thdng tin trong T 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€, ngudi tiép nhan ho so viét gidy tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; trudng hop khong thé b sung,
hoan thién hod so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém tén ciia nguoi
tiép nhan.

- Néu hd so sau khi da duogc huéng dan ma khong duoc bd sung day du,
hoan thién thi nguoi tiép nhan tir chdi tlep nhan hd so va 1ap van ban tir chdi tiép
nhan hé so, trong d6 ghi rd 1y do tir chéi, ky, ghi rd ho, chir dém, tén cia nguoi
tiép nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 ho so hop 18, cong
chuc Tu phap - Ho tich kiém tra, xac minh tinh trang hdn nhan cua nguoi c6 yéu
cau.

- Truong hop ngudi yéu Cau X&c nhan tinh trang hon nhan da timg dang ky
thuong trd tai nhiéu noi khac nhau thi ngudi d6 c6 trach nhiém chung minh vé tinh
trang hén nhan cta minh. Truong hop ngudi yéu cau khdng ching minh duoc thi
cdng chicc Tu phap - Ho tich bao cao Chu tich Uy ban nhan dan cép xa c6 van ban
dé nghi Uy ban nhan dan cap xa noi ngudi d6 da timg dang ky thuong trd tién hanh
kiém tra, x4c minh vé tinh trang hdn nhan caa nguoi do.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc van ban dé nghi,
Uy ban nhan dan cép xa dugc yéu cau, tién hanh kiém tra, xac minh va tra 1oi bang
van ban vé tinh trang hon nhan trong thoi gian thuong trd tai dia phuong cia nguoi
c6 yéu cau.

- Néu két qua kiém tra, xac minh cho thay ngudi yéu cau c6 da diéu kién,
viéc cap Gidy xac nhan tinh trang hdn nhan 1a pht hop quy dinh phap luat thi cong
chtc Tu phap - Hb tich trinh Chu tich Uy ban nhan dan ky 01 ban Gidy xac nhan
tinh trang hén nhan.

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

+ Trudng hop ngudi yeu cau nop giay to 1a ban sao duoc cap tir so6 goc hoac
ban sao dugc 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi ding ky ho tich,
ngudi tiép nhan c6 trach nhigm kiém tra gidy to xuat trinh, d6i chiéu véi thong tin
trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu CAU nguoi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
xuat trinh hoac ghi lai théng tin cua gidy to xuat trinh dé luu ho so.

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

b. Céach tharc thuc hign

- Nguoi ¢ yéu cau cap Gidy xac nhan tinh trang hdn nhan tryc tiép thuc
hién hoac uy quyén cho nguoi khac thuc hién yéu cau cap Giay xac nhan tinh trang
hén nhan;

- Nguoi thyc hién yéu cau cap Gidy xéc nhan tinh trang hdn nhan ¢ thé truc
tiep nop ho so tai Bo phan tiep nhan va tra ket qua thuoc Uy ban nhan dan cap xa
c6 tham quyén hoac gui ho so qua hé thong buu chinh.

c. Thanh phan, sé lwong hé so

* Giay to phdi xudt trinh

- Ho chiéu hoac ching minh nhan dan hoic thé cin cudc cdng dan hogc cac
giy to khéac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen Cap, con

gia tri st dung dé chitng minh vé nhan than cia ngudi c6 yéu cau cap Gidy xéac
nhan tinh trang hdn nhan.

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

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

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

- Truong hop nguoi yéu cau cap Giay xac nhan tinh trang hon nhan da co vg
hodc chong nhung da ly hon hodc ngudi vo/chong da chet thi phai xuat trinh (ban
chinh) hoac nop ban sao giay to hop 1€ dé chiang minh;
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- Cong dan Viét Nam di ly hdn, hay viéc két hdn & nudc ngoai thi phai nop
ban sao Trich luc ghi cha ly hon,

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

* S6 hwong ho so: 01 bo
d. Thei han gidgi quyét

03 ngay lam viéc ké tir thoi diém cong chicc Tu phap - Ho tich nhan du hd so
hop I¢€.

Trudng hop phai gui van ban xac minh thi thoi han giai quyét khdng quéa 06
ngay lam viéc (khdng tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra 1oi két qua xa4c minh qua hé thong buu chinh).

e. Péi twong thuec hién thi tuc hanh chinh

Tb chirc

g. Co quan thuc hién tha tuc hanh chinh

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

+ Uy ban nhan dan cap x4 noi ngudi yéu cau cap Gidy xac nhan tinh trang
hon nhan thuong tru.

+ Truong hop ngudi yéu cau cap Giay xac nhan tinh trang hén nhan khéng
c6 noi thuong tra thi Uy ban nhan dan cap xa noi tam trd thuc hién viéc cap Giay
xac nhan tinh trang hon nhan.

- Co quan phdi hop: Uy ban nhan dan cap xa noi thudng tra trude ddy coa
ngudi yéu cau cap Giay xXac nhan tinh trang hon nhan (truong hop nguoi yéu cau
da thuong trd ¢ nhiéu noi khac nhau).

h. Két qud thgc hién tha tuc hanh chinh
Gidy xac nhan tinh trang hdn nhan.

i. Phi, L¢ phi

- Phi: Khodng

- L& phi: 10.000 d6ng.

Mién 1¢ phi cho nguoi thude gia dinh ¢6 cong voi cach mang; nguoi thude
ho nghe¢o; nguoi khuyeét tat.

k. Tén mau don, mdu to khai
To khai cap Gidy xac nhan tinh trang hén nhan (Mau kém theo)
. Yeu cdu, diéu kign thgc hién thi tuc hanh chinh
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Truong hop yéu cau xac nhan tinh trang hén nhan nham muc dich két hon
thi nguoi yéu cau phai dap ing du dieu kién két hon:

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

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

- Khéng bi mét nang lyc hanh vi dan su;

- Viéc két hon khdng thudc mot trong cac trudng hop cam két hon, gom:

+ Két hon gia tao, ly hon gia tao;

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

+ Nguoi dang c6 vg, €0 chdng ma két hon véi nguoi khac hoac chua c6 v,
chua c6 chong ma két hon vai nguoi dang c6 chong, €0 vo;

+ Két hon giita nhimg ngudi clng dong méau vé truc hé; giita nhitng nguoi
€O ho trong pham vi ba doi; gitra cha, me nuoi véi con nudi; gitra ngudi da tung la
cha, me nudi vai con nudi, cha chong véi con dau, me vo véi con ré, cha dugng
vai con riéng cua vog, me ke véi con riéng caa chong;

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

m. Can cw phap ly cia tha 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 caa 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 v,é Nghi ’djn‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so diéu va bién phap thi hanh Luat
ho tich;

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

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan 1y va su
dung phi, 1€ phi thugc tham quyén quyét dinh caa Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

GHAY T EUY thAN: .ottt en et n e
Quan hé véi ngudi dugc cap Gidy xac nhan tinh trang hon NhAN: ..........ccceevvvveeeeieeeeen,
Pé nghi cAp Gidy xac nhan tinh trang hon nhin cho nguoi c6 tén dwéi day:

Ho, Chilt @M, TEN: ..ot et e e e e e e ee e re e e
Ngay, thang, NAM STNN: .....cooiiii e

Gigitinh: ................... Dantdc: ..., QUAC tHCh: v,

GHAY 0 TUY TNAN: .ottt ettt e sttt n sttt

TN trang NON NNAN: ..ottt

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

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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13. Thu tuc Pang ky lai khai sinh
a. Trinh ter theec hign

- Nguoi ¢o 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 c6 tham quyén.

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

- Néu ho so day du, hop I¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi nép hd so bd sung, hoan thién theo quy dinh; treong hop khéng thé bd sung,
hoan thién hod so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém tén cia nguoi
tiép nhan.

- Hb so sau khi d3 duoc hudng dan theo quy dinh ma khong dugc bd sung
day du, hoan thién thi nguoi tlep nhan tir chéi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai duoc thé hién bang van ban, trong d6 ghi rd 1y do tir chéi, nguoi
tiép nhan ky, ghi rd ho, chir dém, tén.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 kieém tra, xa¢c minh ho so.

Truong hop viéc dang ky lai khai sinh dugc thuc hién tai Uy ban nhan dan
cap xa khong phai noi ding ky khai sinh trudc day thi cong chiac Tu phap - Ho tich
bao cao Chu tich Uy ban nhan dan cap xa c6 van ban dé nghi Uy ban nhan dan cap
x4 noi dang ky khai sinh trudc day kiém tra, xac minh vé viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viéc, ké tr ngdy nhan duoc van ban dé nghi, Uy
ban nhan dan noi da dang ky khai sinh trudc day tien hanh kiém tra, xac minh va
tra loi bang van ban vé viéc con luu gitr hoac khong luu gitr dugc so ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac minh vé
viéc khong con luu gitt dugc s6 ho tich tai noi dd dang ky khai sinh, néu thay viéc
dang ky lai khai sinh chinh xac, ding quy dinh phép luat, cong chic Tu phap - HO
tich b4o c4o Chu tich Uy ban nhan dan cap xa. Trudng hop Chu tich Uy ban nhan
dan dong y giai quyét thi cong chic Tu phap - Ho tich ghi noi dung khai sinh vao
S6 va ky vao So dang ky khai sinh. Chu tich Uy ban nhan dan ky Giay khai sinh
cho ngudi ¢ yéu cau.

- Sau khi nhan két qua tir cdng chac Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua huéng dan dé nguoi di dang ky lai khai sinh ky tén vao So, dong thoi
cap Giy khai sinh cho ngudi dugce dang ky khai sinh.
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* Luu y:

+ Trudng hop ngudi yeu cau nop giay to 1a ban sao duoc cap tir so6 goc hoac
ban sao dugc ching thyc tir ban chinh thi ngudi 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong dugc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Truong hop phap lujt quy dinh Xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan c6 trach nhigm kiém tra gidy to xuat trinh, d6i chiéu véi thong tin
trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu cau nguoi dang ky
ho tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
xuat trinh hoac ghi lai théng tin cua gidy to xuat trinh dé luu ho so.

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

b. Céach tharc thuc hign

- Nguoi ¢6 yéu cau diang ky lai khai sinh truc tiép thuc hién hoic uy quyén
cho nguoi khac thyc hién viéc dang ky lai khai sinh;

-,Ngu’(‘)’i thuc hiér} dang ky laiqkhai sinh c6 thé truc tiép nop hd S0 tal BO
phén tiép nhén va tra keét qua thuoc Uy ban nhan dan cap xa cd 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 hoac ching minh nhan dan hoic thé cin cudc cdng dan hogc cac
giy to khéac c6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con

gia tri sir dung dé ching minh vé nhan than ciia nguoi ¢6 yéu cau dang ky lai khai
sinh.

- Gidy to chimg minh noi cu trii d& xéc dinh tham quyén dang ky lai khai
sinh (trong giai doan Co s¢& di liéu quoc gia vé dan cu va Co s6 du !iéu ho tich
dién tir toan quoc chua dugc xay dung xong va thyc hién thong nhat trén toan
quoc).

Truong hop gui hd so qua h¢ thdng buu chinh thi phai giri kém theo ban sao
c6 chiing thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

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

- Ban sao toan bo ho so, gidy to clia nguoi yéu cau hoac ho so, giay to, tai
liu khac trong d6 co6 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 duoc cong chung, chung thuc hop 1€, ban sao duogc cap tir SO dang ky khai
sinh).

+ Ban chinh hoac bén sao gidy to ¢6 gié trj thay thé Gidy khai sinh duoc cap
trude nam 1945 & mién Bac va trude nam 1975 & mién Nam.

+ Truong hop ngudi yéu cau khdng co gidy to trén thi gidy to do co quan co
tham quyén cua Viét Nam cap hop 1é sau day 1a co so dé xac dinh noi dung dang
ky lai khai sinh: Gidy chiang minh nhan dan, Thé cin cudc céng dan hoic Ho
chiéu; S6 ho khau, S6 tam tra, gidy to chitng minh vé noi cu tri; Bang tét nghiép,
Gidy chang nhan, Chang chi, Hoc ba, Hb so hoc tap do co quan dao tao, quan Iy
gido duc c6 tham quyén cip hodc xac nhan; Gidy to khac cd thdng tin vé ho, chit
dém, tén, ngay, thang, nam sinh cua ca nhan; Giay td chitng minh quan hé cha con,
me con.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ngp day du ban sao céc
gidy to néu trén (neu c6) va phai cam doan da nop du cac giay to minh co. Truong
hop ngudi yéu cau dang ky khai sinh cam doan khong ding sy that, cd y chi nop
ban sao gidy to co loi dé dang ky khai sinh thi viéc ding ky khai sinh khong c6 gia
tri phap ly.

- Trudng hop nguoi yéu cau dang ky lai khai sinh 1a can b, céng chc, vién
chuc, ngudi dang cong tac trong luc luong vii trang thi phai c¢6 van ban xac nhan
cua Thu trudng co quan, don vi Vé viéc nhitng noi dung khai sinh cia ngudi do
gom ho, chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; qudc tich; qué
quan; quan hé cha - con, me - con phil hop véi ho so do co quan, don vi dang quan
ly.

- Vn ban uy quyén theo quy dinh cua phap luat trong trueong hop uy quyen
thuc hién viéc dang ky lai khai sinh. Truong hop ngudi dugc uy quyén la 6ng, ba,
cha, me, con, vo, chdng, anh, chi, em rudt cua ngudi ay quyen thi van ban uy
quyén khéng phai cong chang, chang thye, nhung phai c6 gidy to chang minh mdi
quan hé véi ngudoi ty quyén.

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

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

Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qué 13
ngay lam viéc (khdng tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra 1oi két qua xa4c minh qua hé thong buu chinh).

e. Péi twong thuc hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién tha tuc hanh chinh
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- Co quan thyuc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cap
xd noi dé dang ky khai sinh truge déy hodc Uy ban nhan dan cap xa noi ngudi yéu
cau dang ky lai khai sinh thuong tra.

- Co quan phdi hop: Uy ban nhan dan cip x4 noi nguoi yéu cau dang ky lai
khai sinh da dang ky khai sinh trude 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 tha tuc hanh chinh
Gidy khai sinh
I. Phi, Lé phi
- Phi: Khéng
- L& phi: 5.000 dong.
Mién & phi cho nguoi thude gia dinh c6 cong voi cach mang; nguoi thuge
ho ngh¢o; nguoi khuyeét tat.
k. Tén mau don, mdu to khai
To khai dang ky lai khai sinh (Mdu kém theo)
. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh
- Vigc khai sinh da duoc déng 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.
- Nguoi ¢6 yéu cau con sbng tai thoi diém yéu cau dang ky lai.
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 caa Chinh phii 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 ctia Bo Tu phap quy dinh
chi tiet mot so dieu cua Luat ho tich v§1 Nghi ,djn‘h so 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot so6 diéu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan 1y va su

dung phi, 1€ phi thugc tham quyén quyét dinh caa Hoi ddng nhan dan tinh (Nghi
quyét s6 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH

KINN QU o

Ho, chit dém, tBN NGUOT YBU CAU ........eoeeeeeeeeeeeeeeeetee ettt

GHAY T TUY thAN: .ottt en et n e
Quan hé vai nguoi dugC Khai SINN: e
Pé nghi co quan ding Ky lai khai sinh cho nguoi c6 tén dudi day:

Ho, Chilt @M, TEN: ..ot et e e e e e re e e
Ngay, thang, nam sinh: .........cccoceeevieviineniee e ghi bang ChTE: ..,
GiGi tinh: e, DAN tOC: vveeeeeeeeeeees ereereen, QUABC HICN: v,
D2 31 Yo PRSP

(@ 1= o[- OSSR SSOSPR

NEM SINN: e, DAN tOC v, (110 101 A
D2 G 5 PSPPSR
Ho, chit dém, tEN n@uwdi Cha: ..o s
NEAM SINN: oo DAN tOC: ... (1T § 10}
B o2 w1 B o PR
DA dang Ky Khai SINN G217 v
Gidy khai Sinh $6: ........cococoevevei ,quUYensé .......... ngay .../ ... TR
T6i cam doan nhitng nodi dung khai trén day 1a dang sy that va da nop du céc gidy to hién
c6. Ti chiu trach nhiém trudc phap lut vé viéc cam doan ciia minh,

Lamtai: ........................ , NQAY ........... thang ......... RAM ..o,

Nguwoi yéu cau
(Ky, ghi r6 ho, chi dém, tén)

Dé nghi cip ban sao: Co D, Khéng D



81

14. Thi tuc Ping ky khai sinh cho nguoi di cé ho so, gidy to c4 nhan
a. Trinh ter theec hign

- Cong dan Viét Nam cu tru trong nudce, sinh trude ngay 01/01/2016, chua
dugc dang ky khai sinh, co hé so, gidy to ca nhan (ban chinh hoac ban sao dugc
chung thuc hop 1&) nhu: gidy to tuy than; S6 ho khau S6 tam trg; gidy to khac do
co quan nha nu6c c6 tham quyén cuaa Viét Nam cap c6 yéu cau dang ky khai sinh
nop hd so tai BO phén tiép nhan va tra két qua thuoc Uy ban nhan dan cip xa c6
tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém 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 I¢, ngudi tiép nhan ho so viét gidy tiép nhan, trong
d6 ghi 16 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 khang thé bo sung,
hoan thién ho so ngay thi phai 1ap thanh van ban huéng dan, trong d6 néu rd loai
glay td, ndi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén caa nguoi
tiép nhan.

- H6 so dang ky khai sinh sau khi d3 dugc huéng din theo quy dinh ma
khong dugc bo sung day du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan ho so.
Viéc tir chdi tiép nhan hd so phai duoc thé hién bang vin ban, trong d6 ghi rd 1y do
tir chdi, ngudi tiép nhan ky, ghi rd ho, chit dém, tén.

- Bo phan tiép nhan va tra két qua chuyén ho so deén cng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Ho so t1ep nhhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi Chuyen giao trudc 15 gio va ho so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chuc Tu
phap - Ho tich kiém tra, xac minh hd so. Trong truong hop can thiét, cong chic Tu
phap - Ho tich béo cdo Chu tich Uy ban nhan dan cip x& c6 van ban dé nghi Uy
ban nhan dan cap xa noi cu tra trude day cia ngudi yéu cau ding ky lai khai sinh
dé kiém tra, x4c minh vé viéc diang ky khai sinh va viéc luu giit s6 ho tich.

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc van ban dé nghi,
Uy ban nhan dan cip x3 noi ngudi yéu cau dang ky khai sinh cu tri truge day tién
hanh kiém tra, x4c minh va tra 15i bang vin ban vé viéc nguoi yéu cau da duoc
dang ky khai sinh hay chua dugc dang ky khai sinh; viéc con luu gitt hoac khong
lwu giit dugc so6 ho tich.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac minh,
néu thay ho so diang ky khai sinh 1a day du, chinh x4c, dung quy dinh phép luat,
cong chac 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 quyét thi céng chic Tu phap -
Ho tich ghi noi dung khai sinh vao S6 va ky tén vao S6. Cha tich Uy ban nhan dan
cap x4 ky Gidy khai sinh cho nguoi dugc ding ky khai sinh.
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- Sau khi nhan két qua tir cong chirc Tu phap - HY tich; BO phan tiép nhan va
tra ket qua huong dan d€ nguoi di dang ky khai sinh ky tén vao So, dong thoi trao
Giay khai sinh cho nguoi di dang ky khai sinh.

* Luu y:

+ Trudng hop ngudi yeu cau nop giay to 1a ban sao duoc cap tir s6 goc hoac
ban sao dwoc chuing thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc 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 véi ban chinh va ky
vao ban chup xac nhan vé viéc da ddi chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di ding ky nop ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh gidy to khi dang ky h¢ tich,
nguoi tiép nhan co 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 nguoi dang ky
hé tich nop thém ban sao giay to do. Nguoi tlep nhan cd thé Chup 01 ban giay to
Xuat trinh hozc ghi lai thdng tin caa gidy t& xuét trinh dé luu ho so.

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

b. Céach tharc thuc hign

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

-,Nguc‘yi thuc hiér] viéc dang ky khai sinh ¢6 thé truc tiép nop ho S0 tai BO
phén tiép nhan va tra ket qua thuoc Uy ban nhan dan cap xa c6 tham quyéen hodc
gui ho so qua hé thong buu chinh.

c. Thanh phan, sé lweng hé so

* Giay to phdi xudt trinh

- Ho chiéu hoidc chang minh nhan dan hoic thé cin cudc cong dan hogc cac
gidy to khéac c6 dan anh va thong tin ca nhan do co quan ¢6 tham quyén cap, con

gia tri sir dung dé chiing minh vé nhan than cia nguoi c6 yéu cau dang ky khai
sinh (gidy to tay than).

- Gidy to chung minh noi cu tra dé xac dinh tham quyén dang ky khai sinh
(trong giai doan Co sé dir liéu quoc gia vé dan cu va Co so dir liéu ho tich dién tu
toan quoc chua dugc xay dung xong va thuc hién thong nhat trén toan quoc).

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

* Gidy to phdi ngp
- T khai ding ky khai sinh theo mAu.
- Vin ban cam doan ciia ngudi yéu cau vé viéc chua dugc dang ky khai sinh.
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- Ban sao toan bo hd so, gidy to ciia ngudi yéu cau hoic hd so, gidy to, tai
licu khac trong d6 c6 thong tin lién quan dén noi dung khai sinh, gom: Giay chtng
minh nhan dan, Thé can cudc céng dan hoiac Ho chiéu; S6 ho khau, Sé tam tra,
gidy to chimg minh ve noi cu tra; Bang tot nghiép, Giay chang 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 td khac c6 thdng tin vé ho, chit dém, tén, ngdy, thang, nim
sinh cua c& nhan; Gidy t& ching minh quan hé cha con, me con.

- Trudng hop ngudi yéu cau diang ky khai sinh 1a can b, cong chic, vién
chuc, ngudi dang cong tac trong luc luong vii trang thi phai c6 van ban xac nhan
cua Thu trudng co quan, don vi Vé viéc nhitng ndi dung khai sinh cua ngudi do
gom ho, chit dém, tén; gi6i tinh; ngay, thang, nim sinh; dan tdc; qudc tich; qué
quan; quan hé cha - con, me - con phil hop véi hd so do co quan, don vi dang quan
ly.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyen
thuc hién viéc dang ky khai sinh. Truong hop ngudi duoc uy quyeén la 6ng, ba, cha,
me, con, Vg, chong, anh, chi, em rudt cia ngudi uy quyén thi van ban uy quyén
khong phai cong ching, ching thuc, nhung phai c6 giay to ching minh méi quan
hé véi nguoi uy quyén.

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

05 ngay lam viéc ké tir thoi diém cong chic Tu phap - Ho tich nhan du ho so
hop Ié€.

Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qué 13
ngay lam viéc (khdng tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra o1 két qua xac minh qua hé thong buu chinh).

e. Péi twong thuc hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién tha tuc hanh chinh

- Co quan thyuc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cap
X4 noi ngudi yéu cau cu tru.

- Co quan phdi hop: Uy ban nhan dan cap x3 noi nguoi yéu cau ding ky khai
sinh cu tra trudce day.

h. Két qud theec hién tha tuc hanh chinh

Gidy khai sinh

i. Phi, Lé phi

- Phi: Khéng

- Lé phi: 5.000 ddng.
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Mién Ié phi cho ngudi thude gia dinh c6 cong véi cach mang; ngudi thuge
ho ngheo; nguoi khuyeét tat.

k. Tén mau don, mdu to khai

To khai dang ky khai sinh (Mau kém theo)

. Yeu cdu, diéu kign thgc hién thi tuc hanh chinh

Khéng

m. Can ciw phép ly cia tha tuc hanh chinh

- Luat ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa 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 B Tu phap quy dinh
chi tiet mot so dieu cua Luat ho tich va Nghi dinh s6 123/2015/Nb-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tict mot so dieéu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan ly va su
dung phi, 1€ 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 HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH

KINN QU e e

Ho, Chir dém, t8Nn NGUOT YEU CAUS .....cvoevceieeeeeeeceeeeeeee et
INOT CU LT okt b bbbt bbb bbbt bbb bbb bbbt bt e et
GHAY T TUY TNAN: ¢ttt ettt s bt n st en ettt en et en s
Quan hé vai nguoi AugC KNal SINN: e
Pé nghi co quan ding ky khai sinh cho ngwoi duéi day:

(o LT 1 s (0 TR (=] o SRS
Ngay, thang, nam sinh: .........cccocevevviieniieeiieeieeen, ghi bANG ChT: oo
GiGi tinh: e, DAN tOC: e vvevereeeeeeeererens QUABC HICN: v,
D2 531 1o PSPPI
(@ T = o[- ST
Ho, Chit dém, teN NEWOT M. ...
NaAM SINN:...ooiiiiiiciieee e Dantoc:.....ccccceevveene QUAC tiCh: e
INOT CU LI ettt b e b bt b e e bt e e st e s R b e e s he e e be e e ke e et e e e nb e e enb e e nnneebeas
Ho, chit dém, tén n@woi Cha: ...
NaAmM SINN: ..o Dantoc:.....ccccceevveene QUAC tiCh: v,
INOT CU LTI ittt b e bt ekt e bt e e st e e s R et e e be e e bn e e ke e et e e smn e e enbeennneenbnas

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day 1a ding su that, dugc su thoa
thuan nhat tri cua cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.
Lamtai: ........................ , NQAY ........... thang ......... nam ...
Ngudi yéu cau
(KY, ghi r6 ho, chiz dém, tén)

Dé nghi cip ban sao: Co D, Khéng D
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15. Thi tuc Ping ky lai két hon
a. Trinh te thuc hién

- Nguoi ¢ yéu cau dang ky lai két hon nop hd 8o tai BO phan tiép nhan va
tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan b hd so, xac dinh tinh
hop I¢ cua gidy to trong hd so do nguoi yeu CAu nop, Xuat trinh; ddi chiéu thdng tin
trong To khai véi gidy to trong ho so.

- Néu ho so day du, hop I¢, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngudi nép hd so bd sung, hoan thién theo quy dinh; treong hop khéng thé bd sung,
hoan thién hod so ngay thi phai lap thanh vin ban huéng dan, trong d6 néu rd loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém tén cia nguoi
tiép nhan.

- H so sau khi da duoc huéng dan ma khong duoc bod sung day di, hoan
thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap van ban tir chdi tiép nhan
hd so, trong d6 ghi rd 1y do tir chdi, ky, ghi rd ho, chir dém, tén cua ngudi tiép
nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cdng chirc Tu phap - HO
tich, theo thoi gian nhu sau: Hb so t1ep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thl 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 kieém tra, xa¢c minh ho so.

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa
khong phai noi da dang ky két hon trude day thi cong chic Tu phap - Ho tich béo
cao Chu tich Uy ban nhan dan c6 van 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 tr ngdy nhan dugc van ban dé nghi, Uy
ban nhén dén noi da dang ky ket hon truge day tien hanh kiém tra, xac minh va tra
|61 bang van ban vé viéc con luu gitr hoac khong luu gitr dugc so6 ho tich.

- Trong thai han 03 ngay 1am viéc, ké tir ngay nhan duoc két qua xac minh
vé viéc khong con luu gitt dugc s6 ho tich tai noi da ding ky két hdn, néu thay ho
so day du, chinh xac, dung quy dinh phap luat thi cdng chic Tu phéap - Ho tich bao
c4o Chu tich Uy ban nhéan dan cap xa. Truong hop Cha tich Uy ban nhan dan cap
xa dong y giai quyét thi cong chirc Tu phap - Ho tich ghi viéc két hén vao S6 dang
ky két hdn, cung hai bén nam, nit ky tén vao So6; hai bén nam, nit cung ky vao Giay
ching nhan két hon; Chu tich Uy ban nhan dan cip xa t6 chic trao Gidy chang
nhan két hon cho hai bén nam, ni.

* Luu y:
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+ Truong hop ngudi yau cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dwoc chuing thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chiéu vai thdng tin
trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu cau nguoi dang ky
hé tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
Xuét trinh hoic ghi lai thdng tin cua gidy to xuat trinh dé leu hd so.

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

b. Cach thac thuc hién

Ngu’O’I ¢ yéu cau déng ky lal két hon truc tiép nop ho so tai BO phén tiép
nhan va tra két qua thuoc Uy ban nhan dan cap x& cO tham quyén (bén nam hoac
bén nit co thé truc tiép nop hd so ma khong can c6 van ban ay quyén caa bén con
lai).

c. Thanh phdn, sé lwong hé so

* Giay to phdi xudt trinh

~ -Ho chiéu hoac ching minh nhan dan hoic thé cin cude vcéng dé}n hqéc cac
giay to khac co dan anh va thong tin cd nhan do co quan c6 tham quyen cap, con
gia tri str dung dé chiing minh vé nhéan than cua nguoi O yéu cau dang ky lai két
hon.

- Giay to ching minh noi cu tra qdé xac dinh tham quyén trong truong hop
viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa khong phai 1a noi
dang ky két hon trude ddy (trong giai doan Co so dix liéu quéc gia vé dan cu va Co
so dir liéu ho tich dién tir todn quéc chua dugc xay dung xong va thuc hién théng
nhat trén toan qudc).

* Gidy to phdi ngp

- To khai dang ky lai két hon theo mau;

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

* S liwong hé so: 01 b

d. Thei han gidgi quyét

05 ngay lam viéc tinh tir thoi diém céng chic Tu phap - Ho tich nhan du hd
so hop I¢€.
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Truong hop phai c6 van ban xac minh thi thoi han gidi quyét khéng qué 13
ngay lam viéc (khdng tinh thoi gian gui van ban yéu cau xac minh va thoi gian gui
van ban tra 1oi két qua xa4c minh qua hé thong buu chinh).
e. Péi twong thyc hién thi tuc hanh chinh
To chiic
g. Co quan thuc hién tha tuc hanh chinh

- Co quan thuc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cap
xa noi da dang ky ket hon trude day hoac Uy ban nhan dan cap xa noi nguoi yéu
cau cu tru.

- Co quan phdi hop: Uy ban nhan dan cép xa noi da dang ky két hon trudc
day hoac Uy ban nhan dén cap xa noi nguoi yéu cau cu tru.

h. Két qud thuc hién tha tuc hanh chinh

Giay chang nhan két hon

i. Phi, L phi

- Phi: Khéng

- L& phi: 25.000 d6ng.

Mién 1¢ phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuoc
ho ngheo; nguoi khuyeét tat.

k. Tén mau don, mdu to khai

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

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh

- Viéc két hon da duoc dang ky tai co quan c6 tham quyén caa Viét Nam

trede ngdy 01/01/2016 nhung So dang ky két hdn va ban chinh Gidy chimg nhan
két hon deu bi mat;

- Nguoi yéu cau ding ky lai ket hon con song vao thoi diem yéu cau dang ky
lai ket hon.

m. Can cir phép ly cia tha tuc hanh chinh

- Luat hon nhan va gia dinh nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu quy dinh
chi tiét 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 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu va bién phap thi hanh Luat
ho tich;

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

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh quy dinh muc thu, ché do thu, nop, quan ly va st
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dung phi, 1& phi thuoc tham quyén quyet dinh cua Hoi dong nhan dan tinh (Nghj
quyet so 17/2016/NQ-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

KINN QU o

Ho, Chit d&m, tBN NGUOT YEU CAU: ...ooooccoeeeeeeeeeeseeeseeeseeeees e eeesss e sseee st
INOT CU UL oo
GHAY T EUY TNAN oottt
Pé nghi co quan ding ky lai két hon theo ndi dung duéi day:

Ho, Chilt @M, TEN CTUA V- ...
Ngay, thang, NAM SINN: ..o
DAN tOC: wovvvoereeeeeeeeee oo U113 1)
INOT CU T oo
ST (e A (VA 11 S
Ho, Chilt @M, tBN CHA CROMNG: w..ovooeeeeeeeeeeeeeeeseeeee oo eses st
NQay, thang, NAM SINN: ..........ccoooiicvveeece s
DAN TOC: wovvveeeeeeereeeeeeeeeee oo @ U1 1o £ 1o) O
INOT CU EITLL oo
TV (oA (V) 111 O
DA AANG KY KL NON TAIL oo

Theo Gidy chting nhan két hon s6: ............cocccoovevenen.. s QUYEN SO: e
T6i cam doan nhiing noi dung khai trén day la dung su that va chiu trach nhiém truéc
phap luat vé cam doan cuia minh.
Lamtai: ........................ , NQay ... thang ......... nam ............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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16. Thu tuc Pang ky lai khai tir
a. Trinh te thuc hién

- Nguoi co yéu cau ding ky lai khai to nop hd so tai B phan tiép nhan va
tra két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

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

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

- H so sau khi da duoc huéng dan ma khong duoc bod sung day di, hoan
thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap van ban tir chdi tiép nhan
hd so, trong d6 ghi rd 1y do tir chdi, ky, ghi rd ho, chir dém, tén cua ngudi tiép
nhan.

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

- Néu thay thong tin khai tir day du va phi hop, cong chitc 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 quyét thi cong chic Tu phap - Ho tich ghi vao So ky vao So6
dang ky khai ttr. Chu 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 céng chac Tu phap - Ho tich; Bo phan tiép nhan va
tra két qua hudng dan dé nguoi di dang ky khai tir ky tén vao S6, dong thoi cap
Trich luc khai tir cho nguoi dugc dang ky khai ti.

* Luu y:

- Truong hop diang ky khai tir cho ngudi chét da 1au, khong co Gidy bao tar
hoac gidy to thay thé Gidy bao tir theo quy dinh tai khoan 2 Diéu 4 Nghj dinh sé
123/2015/ND-CP thi ngudi yéu cau diang ky khai tir phai cung cip dugc gidy to, tai
lidu, ching ctr do co quan, to chic ¢6 tham quyén cap hodc xac nhan hop 1é ching
minh su kién chét.

- Truong hop ngudi yéu cau dang ky khai tar khdng c6 gidy to, tai liéu,
ching ¢t chimg minh theo quy dinh tai khoan 1 Diéu nay hoac gidy to, tai liéu,
chung ctir khdng hop 1€, khdng bao dam gié tri ching minh thi co quan dang ky ho
tich tir chdi dang ky khai tu.
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+ Truong hop ngudi yau cau nop gidy to 1a ban sao duoc cap tir s6 goc hoic
ban sao dwoc chuing thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc 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, ddi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viéc da dbi chiéu noi dung gidy to do, khong duogc yéu
cau nguoi di ddng ky nop ban sao c6 ching thuc gidy to do.

+ Trudng hop phép luat quy dinh xuat trinh gidy to khi dang ky ho tich,
ngudi tiép nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chiéu vai thdng tin
trong To khai va trd lai cho nguoi XUt trinh, khong duoc yéu cau nguoi dang ky
hé tich nop thém ban sao gidy to do. Nguoi tlep nhan c6 thé Chup 01 ban gidy to
Xuét trinh hoic ghi lai thdng tin cua gidy to xuat trinh dé luu hd so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh cua phap luat hd 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. Céach tharc thuc hign

- Nguoi ¢6 yéu cau dang ky lai khai ttr truc tiép thuc hién hodc ty quyén cho
ngudi khac thuc hién viéc dang ky lai khai tur;

-,Ngu’(‘)’i thuc hiér[ viéc dang ky lai khai tir c6 thé nop ho so truc tiép tai BO
phén tiép nhén va tra keét qua thuoc Uy ban nhan dan cap xa cd tham quyen hoac
gui ho so qua h¢ thong buu chinh.

c. Thanh phan, sé lweng hé so

* Giay to phdi xudt trinh

~ -Ho chiéu hoac ching minh nhan dan hoic thé cin cude vcéng dé}n hqéc cac
giay to khac co dan anh va thong tin cd nhan do co quan c6 thdm quyen cap, con
gia tri st dung d¢ ching minh vé nhén than cua nguoi co yéu cau dang ky lai khai
tu;

Truong hop gui hd so qua h¢ thdng buu chinh thi phai giri kém theo ban sao
c6 chang thuc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky lai khai tir theo mau;

- Ban sao Gidy chung tir truée day duoc cap hop 1&. Néu khong ¢6 ban sao
Gidy ching tu trude day dugc cap hop I€ thi nop ban sao ho so, giay to lién quan
¢ noi dung ching minh su kién chét.

- Vn ban uy quyén theo quy dinh cua phap luat trong truong hop uy quyen
thuc hién viéc dang ky lai khai tir. Truong hop nguoi dugc uy. quyén 1a dng, ba,
cha, me, con, vo, chdng, anh, chi, em rudt cua ngudi ty quyen thi van ban uy

quyén khéng phai cong chang, chung thye, nhung phai co gidy to ching minh méi
quan hé véi nguoi uy quyen.

* S lwong hé so: 01 b
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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 1€.

Truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay lam
Viéc.
e. Péi twong thyc hién thi tuc hanh chinh
T6 chuc
g. Co quan thuc hién thi tuc hanh chinh
- Co quan thyc hién va quyét dinh thii tuc hanh chinh: Uy ban nhan dan cép
xa, noi1 da dang ky khai tir trude day.
h. Két qud thuc hién tha tuc hanh chinh
Trich luc khai tr
i. Phi, Lg phi
- Phi: Khéng
- L& phi: 5.000 ddng.
Mién 1¢ phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuoc
ho ngheo; nguoi khuyeét tat.
k. Tén mau don, mdu to khai
To khai dang ky lai khai tir (Mdu kém theo)
. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh
Viéc khai tir da dugc dang ky tai co quan co tham quyén cua Viét Nam truge
ngay 01/01/2016 nhung Sé dang ky khai tir va ban chinh Gidy ching tir déu bj
mat.
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 caa 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 phéap quy dinh
chi tiet mot so6 dieéu cua Luat ho tich vg}l Nghi ,djn‘h s0 123/2015/NDb-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so dicu va bién phap thi hanh Luat
ho tich;

- Théng tu s6 85/2019/TT-BTC;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi dong nhén
dan tinh Hai Duong ban hanh quy dinh muc thu, che 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-HDND).
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI TU

KN QU e
Ho, Chir dém, T8N M@UOT YEU CAUL ..ot
INOT CU L oo
LS Ce A VYA 11
QUAN NE VT NGUTT A8 CHELL ..ot

Pé nghi co’ quan ding ky lai khai tir cho nguoi ¢ tén duéi day:
Ho, Chit d@m, T8N ..ot ee e anee e
Ngay, thang, NAM SINN: ..o

GiGi tinh: e, DAN LOC: wvveveveeeereees ceeeeen, (@] UT0 1o 1101 A

NOT CU U CUBT CUNGE oo eeees e sees e eees s
ST E A O 1Y)V (1 (N
Da chét vao 10C: oo QIO o phlt, Ngay ............. thang .......... nAM ..o
DS 1R 1YL T

NGUYEN NNAN CREL: ..ot oot oeeeeeessees oot oo

Gidy chang tir/Trich luc Khai tir SO:........oooovooveeeeeee, qQUYENn s&: ..o
T6i cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc
phap luat vé cam doan caa minh.
Lam tai: oo, , hgay ...... 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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17. Thi tuc Lién thong cAc thii tuc hanh chinh vé ding ky khai sinh, cip
Thé bao hiém y té cho tré em dwdi 6 tuodi

a. Trinh ter thec hign

- Ngudoi ¢6 yéu cau nop ho so tai B phan tiép nhan va tra két qua theo co
che “Mot cura” cia Uy ban nhan dan cap xa.

- Cén bo, cong chuc tiép nhan ho so ¢6 trach nhiém kiem tra gidy to trong ho
so, néu ho so day du, hop I€ thi tiep r]hénz viet gi,éy nhan ho so, hen tra két qua
tung loai viée cho ngudi di dang ky; néu ho so thieu hodc khdng hgp 1€ thi husng
dan nguoi €6 yéu cau bo sung hoan thién ho so; van ban huong dan phai ghi day
du, rd rang loai giay to can bo sung, hoan thi¢n; can bo tiep nhan ho so ky, ghi 15
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 tiép nhan ho so;

- Sau khi cong chac Tu phap - H tich cap xa thyc hién viéc ding ky khai
sinh ya cap Giay khai sir)h cho, tre em, can bo, céng chic dugc giao nhi@m vu lap
lap ho6 so cap Theé bao hiém y té chuyén cho Bao hiém xa hoi cap huyén dé cap The
bao hiemy té cho tré em.

- Co quan Bao hiém xa hoi kiém tra ho so, néu thay day du, hop 1¢ thi thuc
hién cap Thé bao hiém y té cho tré em (trong thoi han 10 ngay).

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

- Co quan Bao hiém xa hoi chuyen tra The 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 ctra” tai Uy ban nhan
dan cap x& tra két qua cho nguoi c6 yéu cau.

Khi tra Gidy khai sinh cho nguoi ¢ yéu cau, céng chiac Tu phap - Ho tich
ghi vao S6 dang ky khai sinh, yéu cau nguoi ¢ yéu cau ky tén vao So6 déang ky
khai sinh va Giay khai sinh.

b. Céch thac thuc hién

Nguoi ¢o yeu Cau tryuc tlep hodc ay quyén cho nguoi khac thyc hién tai Bo
phan tiép nhan va tra két qua tai Uy ban nhan dan cap xa.

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

- Giay chimg sinh do co s& y té noi tré em sinh ra cap; néu tré em sinh ra
ngoai co sd y te thi giay ching sinh duoc thay bang van ban xac nhan cua nguoi
lam chang; treong hop khong c6 nguoi lam chung thi nguoi di khai sinh phai lam
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gidy cam doan vé viéc sinh 1a c¢d thuc. B4i voi truong hop tré em bi b roi thi nop
bién ban veé viéc tré em bi bo roi thay cho giay ching sinh.

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

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

- Thoi han thuc hién lién thdng cac tha tuc hanh chinh dang ky khai sinh,
cap theé bao hiém y t€ cho tré em dudi 6 tuoi toi da khong qua 15 ngdy lam viéc, ke
tir ngay nop da ho so theo quy dinh.

- Truong hop hd so, thong tin chua day da hoic chua dung quy dinh ma B
phan tiép nhan va tra két qua ciia Uy ban nhan dan cap x& phai hoan thién ho so, bo
sung thong tin theo yéu cau cia co quan Bao hiém xa hoi thi thoi han giai quyét
duoc kéo dai thém khong qué 02 ngay lam viéc.

- Doi Vi cc X cach xa tru s co quan Bao hiém xa hoi cap huyén tir 50 km
tro 1én, giao thong di lai kho khan, chua dugc két noi Internet thi thoi han tra két
qua duogc kéo dai thém nhung khong qué 05 ngay lam viéc.

- Can ¢t vao tinh hinh thuc té, cac dia phuong ¢ thé quy dinh cu thé thoi
han thuc hién lién thdng céc tha tuc hanh chinh ngan hon thoi han t6i da néu trén.

e. Péi twong thyec hién thi tuc hanh chinh
Tb chirc
g. Co quan thuc hién thai tuc hanh chinh

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

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

- Co quan tryc tiép thyc hién thi tuc hanh chinh: Uy ban nhan dan cap xa;
Bao hiém xa hoi c6 tham quyeén cap thé bao hiem y té cho tré em.

h. Két qud theec hién tha tuc hanh chinh

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

i. Phi, Lé phi

- Phi: Khodng

- L& phi: 5.000 dong.

Mién 1& phi dbi véi truong hop khai sinh diing han, nguoi thuge gia dinh c6
cdng vai cach mang; nguoi thudc h nghéo; nguoi khuyet tat.

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

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

. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh
- Viée ding ky khai sinh cho tré em dudi 6 tuoi thuoc tham quyen giai quyét
cua Uy ban nhé&n dan cap xa.

- Céc co quan c6 tham quyén thyc hién lién thong cac thu tyc hanh chinh
phai cung thudc dia ban mot huyén, thi xa, thé}nh pho thudc tinh hoac cung thuoc
dia ban mot quan, huyén, thi xa thugc thanh pho truc thudc trung wong.

m. Can ciwr phép ly cia tha tuc hanh chinh

- Luat cu tra 2006 (stra doi nam 2013);

- Luat bao hiém y té 2008 (sira d6i naim 2014);

- Luat Ho tich s 60/2014/QH13 ngay 20/11/2014 cua Quéc hoi:

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

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua B6 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 ndm 2015 cia Chinh Phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Ho tich;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nim 2014 quy dinh chi tiét
thi hanh mot s6 dieu va bién phép 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€ husng dan thyc hién lién thong cac thu tuc hanh
chinh ve dang ky khai sinh, dang ky thuong tru va cap the bao hiémy t€ 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 so diéu cua Luat Cu tra va Nghi djnh\sé 31/2014/ND-CP ngay 18
thang 4 nam 2014 quy dinh chi tiét thi hanh mét so dicu 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 86 37/2014/TT-BYT ngdy 17 thang 11 ndm 2014 huéng dan dang
ky kham, chira bénh ban dau va chuyén tuyen kham, chita bénh bao hiémy te do
Bo truong B Y té ban hanh;

- Thong tu lién tich $6 41/2014/TTLT-BYT-BTC ngay 24 thang 11 ndm
2014 hudng dan thuc 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 cia Bo Cong an quy dinh vé
bieu mau str dung trong dang ky, quan 1y cu tri;

- Quyét dinh s6 1018/QD-BHXH ngay 10 thang 10 ndm 2014 cua Bao hiém
xa hoi Viet Nam swra doi quyet dinh quy dinh quan 1y thu, chi bao hiém xa héi, bao
hiem vy te;

- Thong tu 281/2016/TT-BTC ngay 14/11/2016 cua B Tai Chinh Quy dinh
muc thu, che d6 thu, nop, quan ly va s dung phi khai thac, s dung thong tin trong
co sO dir liéu ho tich, phl’ Xac nhan c6 quoc tich Viét Nam, phi xac nhan 1a nguoi
goc Viét Nam, Ié phi quoc tich;

- Nghi dinh 61/2018/ND-CP ngay 23/04/2018 vé thyc hién co ché mot cura,
mot cua 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 so 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu ve
thuc hién co ché mot cura, mot cira lién théng trong giai quyét tha tuc hanh chinh.
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MAu s6: TK1-TS
(Ban hanh kém theo QP s4: 1018 /QD-BHXH

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

VIET NAM

Poc lap - Tw do - Hanh phuc

TO KHAI THAM GIA
BAO HIEM XA HQIl, BAOHIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:
[01]. Ho va tén (viétchirin hoa): ..............vene...

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

[02]. Ngay thang ndm sinh: - -

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

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

........... , [05]. Quéc tich: ...........

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

[07]. Than nhan

[07.1]. Cha hodac Me¢ hoac Nguoi giam ho: .....
[07.1]. Than nhan khac: ...........................

----------------------------------------

oooooooooooooooooooooooooooooooooooooooooo

[08]. S6 chang minh thu (Ho chiéu):

[08.1]. Ngay cap: - -

[08.2]. NOT CAP: vttt

[09]. Pia chi diang ky ho khau:

[09.1]. S6 nha, dudng phd, thon XOM: .........coveieeeiie e,

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

[09.4]. Titth, TP «..eove oo

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

[10.1]. S6 nha, dudng phé, thon XOm: ..........ccoovveeeeeeeieeene.

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

[10.4].Tinh, TP.....oeeoee oo
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[11]. S6 dién thoai lién hé: ..........ccovevvnenn,
[12].Email .........ccvvnneeennn...
[13]. Noi dang ky kham chita bénh ban Gau: ..............ooovveiiuiiiie i

B. THAM GIA BAO HIEM XA HOI, BAOHIEM Y TE:
I. CUNG THAM GIA BAO HIEM XA HQI BAT BUQC, BAO HIEM Y TE
[14]. Quyét dinh tuyén dung, hop dong lao dong (hop dong lam V|ec) s6 ... ngay

...d.../.....cohiéu lyc tir ngay ..../..../.... loai hop dong ..

[15]. Tén co quan, oM VIi ...o.eiriiri it
[16]. Chirc vy, chirc danh NG, CONG VIEC: ...ovvveee e
[17]. Lwong chinh: .......................c.l.

[18]. Phu cap:

[18.1]. ChiCc Vu.......cooverenes,

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

[18.3]. TN nghé .............. ,

[18.4]. KNAC ..ot et e

Il. THAM GIA BAO HIEM XA HOI TU NGUYEN

[19]. Muc thu nhap thang dong bao hiém xa hoi tw nguyén: ...............c.ceeeeen...

[20]. Phuong thirc @Ong: ..o,

I11. CHI THAM GIA BAOHIEM Y TE

[21]. Tham gia bao hiém y té theo ddi trong: ..........coovveviieeeiieiiie i)

[22]. Muc tién 1am cin ctr dong bao hiém y té: ...........cooiiviiiiiiiieei.

[23]. Phuong thlirc GONg: ..o e
T6i cam doan nhitng ndi dung ké khai la

dung va chiu trach nhi¢m trudéc phap luat
ve nhitng ndi dung da ké khai.
.......... , ngay ....... thang ....... nam ...........
Negwoi khai
(Ky, ghi rd ho tén)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU e

Ho, Chit dém, t8Nn NGUOT YBU CAU ........o.oveeeeeeeeeeeeeeeee e
B0 R0 3 OSSR PRPRSSRR
GHAY T TUY thAN: .ottt en et n e
Quan hé voi nguoi dugC Khal SINN: e
Pé nghi co quan ding ky khai sinh cho ngwoi duéi day:

HO, CRit @M, T8N ..ot ae e nee e
Ngay, thang, nam SiNN: .......cccooeveeveereeeeeee e ghi bang Chill: ..o
GiGi tinh: e, DAN tOC: e eveeeeeeeeeeeererens QUABC HICN: e
D0 S s o A PP PP TPPRT
(@ 1= o[- OSSR SSOSPR
Ho, Chit d€m, t€n MEWOT M@ .......cooivoi s
NaAM SINN:...ooiiiiiiiciiee e Dantoc:.....cccceevveene QUAC tiCh: oo
Do R0 s o PSPPSR
Ho, Chir dém, ten nguwoi Cha: ...
NEM SINN: e, DAN tOC: v, QUABC tich: v,
D e R0 3 o PSPPSR

T6i cam doan ndi dung dé nghi dang ky khai sinh trén ddy 1a ding su that, duoc su thoa
thuan nhat tri cua cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cia minh.
Lamtai: ......................... , NQAY ... thang ......... nam ............
Nguwoi yéu cau
(Ky, ghi rd hg, chir dém, tén)

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

a. Trinh ter theec hign

- Nguoi ¢6 yéu cau nop hd so tai B phan tiép nhan va tra két qua theo co
che “Mot cura” cia Uy ban nhan dan cap xa.

- Cén bo, cong 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 va tam thu I€ phi dang ky thuong trd cho
tré em theo quy dinh, dong thoi viét glay nhan hd so, hen tra két qua teng loai viéc
cho ngudi di dang ky; néu hé so thiéu hoic khéng hop 1€ thi hudng dan nguoi co
y&u cau bo sung hoan thién ho so; van ban hudng dan phai ghi day du, rd rang loai
gidy to can bo sung, hoan thién; can bo tiép nhan ho so ky, ghi 16 ho tén va giao
cho ngudi nop ho so.

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

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

- Cong chuc Tu phép - HY tich cap xa ding ky khai sinh cho tré em ngay
trong ngay tiép nhan ho so.

- Sau khi cong chirc Tu phap - H¢ tich cap x4 thuc hién viéc dang ky khai
sinh va cap Giay khai sinh cho tre em, can b, cdng chue duoc giao nhiém vu lap
ho so dang ky thuong trd kem 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 thuéc; huyén; dia
ban thi x&, thanh pho thudc tinh, quan, huyén, thi xa thudc thanh pho truc thudc
trung wong thi chuyén cho Cong an cap huyén dé dang ky thuong tru cho tré em;
dong thoi lap ho so cap The bao hiém'y t€ chuyén cho Bao hiém xa hoi cap huyén
dé cap Thé bao hiem y té cho tré em.

- Co quan Cong an, co quan Bao hiém x& hoi kiém tra ho so, né',u thiy day
du, hop I¢ thi thuc hign dang ky thuong tra (trong thoi han 15 ngay), cap Thé bao
hiem y té cho tré em (trong thoi han 10 ngay).

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

- Co quan Cong an, Bao ‘hiém x& hoi chuyén tra két qua dang ky thuong tra,
Thé bao hiém y teé cho tré em vé Uy ban nhan dan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Mot ctra” tai Uy ban nhan
dan cap xa tra két qua cho nguoi €6 yéu cau.
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Khi trd Gidy khai sinh cho ngudi c6 yéu cau, cong chirc Tu phap - H$ tich
ghi vao S0 déang ky khai sinh, yéu cau ngudi ¢6 yéu cau ky tén vao So dang ky
khai sinh va Giay khai sinh.

b. Cach tharc thuc hign

Nguoi ¢6 yéu cau thyc hién truc tiép hodc ty quyen cho ngudi khac thuc
hién tai B phan tiép nhan va tra két qua theo co ché “Mot ctra” cua Uy ban nhan
dan cap xa.

c. Thanh phan, sé lwong hé so

* Thanh phdn ho so:

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

- Giay chimg sinh do co so'y té noi tré em sinh ra cap; néu tré em sinh ra
ngoai co so Yy té thi gidy chung sinh dugc thay bang van ban xac nhan cua nguoi
lam chimg; trueong hop khong c6 nguoi lam chimg thi ngudi di khai sinh phai lam
gidy cam doan ve viéc sinh la co thyc. Péi Véi truong hop tré em bi bo roi thi nop
bién ban vé viéc tré em bi b roi thay cho gidy chang sinh.

- Phiéu bao thay dbi ho khau, nhan khau (theo mau quy dinh); S6 ho khau
cua cha, me (ban chinh) hoac S6 hé khau caa me (ban chinh) déi véi truong hop
tré em ding ky thuong tri theo me hodc S6 ho khau caa cha (ban chinh) doi véi
truong hop tré em diang ky thuong trd theo cha hoic S6 ho khau cia ngudi nudi
dudng, cham séc tré (ban chinh) d6i véi truong hop tré em khong dang ky thuong
trd theo cha, me, ban sao Giay khai sinh cua tré.

+ Truong hop tré em khong dang ky thuong trd cing ho khau véi cha, me
ma ding ky thuong trd theo ho khau cia ngudi khac thi ngoai ban sao Giay khai
sinh, phai c6 y kién bang van ban cua cha, me, 6 xac nhan cua Uy ban nhan dan
cap x4, y kién dong y cua chu ho va So6 ho khau caa chu ho (ban chinh).

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

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

- Thoi han thuq hién lién th@ng Cé,C thu tuc hanh chinh dang ky khai sinh,
dang ky thuong tru, cap the bao hiém y te cho tré em dudi 6 tudi toi da khong qua
20 ngay lam viéc, ké tir ngay nop da ho so theo quy dinh.

- Truong hop hé so, thong tin chua day da hoic chua dung quy dinh ma B
phan tiép nhan va tra két qua cia Uy ban nhan dan cap x& phai hoan thién ho so, bo
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 khong quéa 02 ngay lam viéc.

- Déi véi cac xd cach xa tru s co quan Bao hiém xa hoi cap huyén hoic co
quan Cong an cap huyén tir 50 km tré 18n, giao thong di lai kho khan, chwa duoc
két ndi Internet thi thoi han tra két qua duoc kéo dai thém nhung khong qua 05
ngay lam viéc.
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- Cén ¢t vao tinh hinh thuc té, cac dia phuong c6 thé quy c‘}jnh cu thé thoi
han thuc hién lién thdng céc tha tuc hanh chinh ngan hon thoi han t6i da néu trén.
e. Péi twong thyc hién thi tuc hanh chinh
To chirc
g. Co quan thgc hién tha tuc hanh chinh

- Co quan c6 tham quyén 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 c6 tham quyén cap thé bao hiém y té cho tré em.

- Co quan hodc ngudi ¢ tham quyén duoc uy quyén hoic phan cap thuc
hién: Khong.

- Co quan tryc tiep thuc hién thu tuc hanh chinh: Uy ban nhan dan cap xa;
co quan Cong an c6 thdm quyén dang ky thuong trd; Bao hiém Xa hoi co tham
quyén cap thé bao hiemy té cho tré em.

h. Két qud theec hién tha tuc hanh chinh

Gidy 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: Khéng

- L& phi:

+ Khai sinh: 5.000 d6ng.

Mién 18 phi d6i voi truong hop khai sinh dung han, nguoi thudc gia dinh co
codng vai cach mang; nguoi thudc hd nghéo; nguoi khuyét tat.

~ +Ding ky thudng tri: 15.000 dong/lan dang ky thuong tri nhung khong cap
s6 ho khau tai cac phuong noi thanh thuge thanh pho Hai Duong; 7.000 dong/lan
dang ky doi véi cac khu vuc con lai.

Khong thu 1¢ phi dang ky cu trii doi véi céc truong hop: Con dudi 18 tuoi
cua liét si; con dudi 18 tuoi cua thuong binh; ho gia dinh thugc dién xoa doi, giam
ngheo; cdng dan thudc x4, thi tran ving cao theo quy dinh cua Uy ban Déan toc.

k. Tén mdu don, mdu to khai

- Phiéu bao thay doi h khau, nhan khau (Miu HKO02 ban hanh theo Thong
tu s0 36/2014/TT-BCA ngay 09/9/2014); (Mau kem theo)

- To khai tham gia bao hiém x4 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)

. Yeu cdu, diéu kign thgc hién thi tuc hanh chinh
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- Viéc dang ky khai sinh cho tré em dudi 6 tudi thugc tham quyen giai quyét
cua Uy ban nhé&n dan cap xa.

- Céc co quan c6 tham quyén thyc hién lién thong cac thu tuc hanh chinh
phai cung thudc dia ban mot huyén, thi x4, thanh pho thudc tinh cua tinh hoac cung
thudc dia ban mot quan, huyén, thi x& caa thanh pho truc thudc trung vong.

m. Can cir phép ly cia tha tuc hanh chinh

- Luat cu tra 2006 (stra d6i nam 2013);

- Luét bao hiém y té 2008 (sira d6i nim 2014);

- Luét Ho tich s 60/2014/QH13 ngay 20/11/2014 cua Quéc hoi;

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

- Thong tu sO 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy dinh
chi tict thi hanh mot so6 dieu cua Luat ho tich va nghi dinh s6 123/2015/Nb-CP
ngay 15 thang 11 nam 2015 cia Chinh Phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Ho tich;

- Quyét dinh sb 2670/Qb-UBND ngay 01/9/2017 cua UBND tinh Hai
Duong;

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

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

- Thong tur s6 35/2014/TT-BCA ngay 09 thang 9 ndm 2014 quy dinh chi tiét
thi hanh mot s6 dieu cua Luat Cu trd va Nghi c‘t,jnh‘sé 31/2014/ND-CP ngay 18
thang 4 nam 2014 quy dinh chi tiét thi hanh mot so diéu va bién phép thi hanh Luat
cu tru;

- Thong tu 86 37/2014/TT-BYT ngdy 17 thang 11 ndm 2014 huéng dan dang
ky kham, chira bénh ban dau va chuyén tuyen kham, chira bénh bao hiem y t€ do
Bo6 truong Bo Y té ban hanh;

- Thong tu lién tich s6 41/2014/TTLT-BYT-BTC ngay 24 thang 11 nam
2014 hudng dan thuc hién bao hiem y té do Bo trueong Bo Y té - Bo Tai chinh ban
hanh;

~ -Théng tu s 36/2014/TT-BCA ngay 09/9/2014 ciia Bo Cong an quy dinh vé
biéu mau sir dung trong dang ky, quan 1y cu tr;

- Quyét dinh s6 1018/QD-BHXH ngay 10 thang 10 ndm 2014 ctia Bao hiém
xa hoi Viét Nam sura doi quyét dinh quy dinh quan ly thu, chi bao hiém xa hdi, bao
hiémy té:
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- Thong tu 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai Chinh Quy dinh
muc thu, che do thu, nop, quan ly va st dung phi khai thac, s dung thong tin trong
co so dix ligu ho tich, phl’ xac nhan co quoc tich Viét Nam, phi x&c nhan 1a nguoi
goc Viét Nam, Ié phi quoc tich;

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

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

quy dinh cua nghi dinh s6 61/2018/NDP-CP ngdy 23/04/2018 cua Chinh phu vé
thuc hién co ché mét ctra, mot cira lién théng trong giai quyet tha tuc hanh chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phtc

Mau HKO02 ban hanh
theo TT s6 36/2014/TT-BCA ngay

09/9/2014

PHIEU BAO THAY POl HQ KHAU, NHAN KHAU

KInh guri: .o

I. Théng tin vé ngudi viét phiéu bao

6. Dia Chi CNO & NIBN NAY: ...ovovececeece ettt s st s s s nens

S6 dién thoai BN hé:.....oveeeeeeeeeeeeeeeeen,

10. NGh& NGRIBP, N0T JAM VIBC: .....veeeeeeeececeeseve sttt

(o 4 110 (o0 I S

12. D18 Chi ChO & NIEN NAY: ..ottt sttt en e tanans

13. Hovatén chi hO:...ooooeciiciei e 14. Quan hé v&i chu hd: ..o,
15. N6i dung thay d6i ho Khau, NhAn KNAU @ ...........oviiieeeeeceeceeeesee e s
16. Nhitng ngudi cung thay doi:

TT

Ho va tén

Ngay,
thang,
nam
sinh

Gigi
tinh

Noi
sinh

Nghé
nghiép

Dan toc

Quéc
tich

CMND sb
(hoac H)
chiéu so)

Quan hé
V6i nguoi
c6 thay doi
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woee, NGAY...thang...nam... L ngay....thang....nam...
Y KIEN CUA CHU HQ @ NGUOI VIET PHIEU BAO
(Ghi rd ngi dung va ky, ghi rd ho tén) (Ky, ghi r6 ho tén)
XAC NHAN CUA CONG AN (A):oreeeeeeeteeeeeeeeeeeesiessee s ssssssses s sessssssstss s sessessssssssssssss s ssssessasssssnes
..... ., ngay...thang...nam...
TRUONG CONG AN............

(Ky, ghi r6 ho tén va déng dau)

(1) Viét chiz in hoa dii ddu

(2) Ghi tém tdt ngi dung thay aoi ho khc?p, nhan khau. Vi du: dang ky thuong tra, tam tri; thay doi noi dang ky
thuong trd, tam tra; tAch so hg khau,; diéu chinh nhitng thay daéi trong sé hé khau ...

(3) Ghi rd y kién cuia chii hg la dong y cho déng ky thuong tri, dang ky tam tri hoge dong ¥ cho tach sé hg
khau; chu hg ky va ghi rd ho tén, ngay, thang, nam.

(@) Ap dung 7dé'i véi truong hop: Xac nhdn viée cong ddn trudce ddy da dang ky thuong tri va truong hop cap
lai s6 ho khau do bi mat.

Ghi chii: Truong hop nguoi viét phiéu bdo ciing la nguoi cé thay doi hé khau, nhan khdu thi cong dan chi can
ké khai nhizng ngi dung quy dinh tai myc II.
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MAu s6: TK1-TS
(Ban hanh kém theo QP sg: 1018 /QD-BHXH

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

VIET NAM Péc 1ap - Tw do - Hanh phtc

TO KHAI THAM GIA
BAO HIEM XA HQIl, BAOHIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:
[01]. Ho Va tEN (Viét chit IN N0): ... vveeeeteet et et et et et e e ee e,

[02]. Ngay thang nam sinh: - -
[03]. Gici tinh: Nam | | N@[ | [04]. Dantoc: ............... . [05]. Quéc tich: ......
[06]. Noi cap gidy khai sinh (qué quéan):

[06.1]. XA, PRUONE ...veeneiii e e
[06.2]. QUAN, NUYEN ...t e
[06.3]. THNN, TP .o e s eeee e e ese e
[07]. Than nhan

[07.1]. Cha hodac Mg hodc Nguoi gidmho: ...
[07.1]. Than nhan KhAcC: ... ... e
[08]. S6 chang minh thu (Ho chiéu):
[08.1]. Ngay cap: - -
[08.2]. NOT CAD: vttt ettt
[09]. Pia chi diang ky ho khau:

[09.1]. S6 nha, dudng phd, thon XOM: .........coveieeeiie e,

[09.2]. X4, phuong ............coeiviininn.n.

[09.3]. Quan, huyén ................

[09.4]. TN, TP ..o eese e

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

[10.1]. S6 nha, dudng phé, thon XOm: ..........ccoovveeeeeeeieeene.
[10.2]. X4, phuong .................

[10.3].Quan, huyén..............

O Y0 1 -
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[11]. S6 dién thoai lién hé: ..........ccovevvnenn,
[12].Email .........ccvvnneeennn...
[13]. Noi dang ky kham chita bénh ban Gau: ..............ooovveiiuiiiie i

B. THAM GIA BAO HIEM XA HOI, BAOHIEM Y TE:
I. CUNG THAM GIA BAO HIEM XA HQI BAT BUQC, BAO HIEM Y TE
[14]. Quyét dinh tuyén dung, hop dong lao dong (hop dong lam V|ec) s6 ... ngay

...d.../.....cohiéu lyc tir ngay ..../..../.... loai hop dong ..

[15]. Tén co quan, oM VIi ...o.eiriiri it
[16]. Chirc vy, chirc danh NG, CONG VIEC: ...ovvveee e
[17]. Lwong chinh: .......................c.l.

[18]. Phu cap:

[18.1]. ChiCc Vu.......coovvrnnne,

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

[18.3]. TN nghé .............. ,

[18.4]. KNAC ..ot et e

Il. THAM GIA BAO HIEM XA HOI TU NGUYEN

[19]. Muc thu nhap thang dong bao hiém xa hoi tw nguyén: ...............c.ceeeeen...

[20]. Phuong thirc @Ong: ..o,

I11. CHI THAM GIA BAOHIEM Y TE

[21]. Tham gia bao hiém y té theo ddi trong: ..........coovveviieeeiieiiie i)

[22]. Muc tién 1am cin ctr dong bao hiém y té: ...........cooiiviiiiiiiieei.

[23]. Phuong thlirc GONE: ... ..ot e
T6i cam doan nhitng ndi dung ké khai la

dung va chiu trach nhi¢m trudéc phap luat
ve nhitng ndi dung da ké khai.
.......... , ngay ....... thang ....... nam ...........
Negwoi khai
(Ky, ghi rd ho tén)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI SINH
KINN QU e

Ho, Chit dém, t8Nn NGUOT YBU CAU ........o.oveeeeeeeeeeeeeeeee e
B0 R0 3 ST PRPRRSRR
GHAY T TUY thAN: .ottt en et n e
Quan hé voi nguoi dugC Khal SINN: .o
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

HO, CRie @M, T8N .ottt ee e e e e
Ngay, thang, ndm sinh: .........cccocoiiiiiiniienieeee, ghi bang Chi: .v.voveveeeeee e,
GiGi tinh: e, DAN tOC: e eveeeeeeeeeeeererens QUABC HICN: e
D0 S s o A PP PP TPPRT
(@ 1= o[- OSSR SSOSPR
Ho, Chit d€m, t€n MEWOT M@ .......cooivoi s
NaAM SINN:...ooiiiiiiiciiee e Dantoc:.....cccceevveene QUAC tiCh: oo
Do R0 s o PSPPSR
Ho, Chir dém, ten nguwoi Cha: ...
NEM SINN: e, DAN tOC: v, QUABC tich: v,
D e R0 3 o PSPPSR

T6i cam doan ndi dung dé nghi dang ky khai sinh trén ddy 1a ding su that, duoc su thoa
thuan nhat tri cua cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cia minh.
Lamtai: ......................... , NQAY ... thang ......... nam ............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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1. LINH VUC CHUNG THUC

1. Thu tyc Chirng thyc hop dong, giao dich lién quan dén tai san la dong
san, quyen sir dung dat, nha &

a. Trinh ter theec hign
- Nguoi yéu cau ching thuc nop 01 bo hd so yéu cau ching 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 hop dong, giao dich tu
nguyén, minh man va nhan thac, 1am chi dugc hanh vi caa minh thi thuc hién
chung thuc.

- Céc bén tham gia hop dong, giao dich phai ky truéc mat nguoi thuc hién
chung thyc. Truong hop ngudi c6 tham quyen giao két hop dong cua cac to chic
tin dung, doanh nghiép da ding ky chit Ky mau tai co quan thuc hién ching thuc
thi ¢ thé ky trudc vao hop dong; ngudi thuc hién chung thyc phai dbi chiéu chir
ky caa ho trong hop déng vai chit ky mau truéc khi thuc hién chang thuc, néu nghi
ngo chir ky trong hop déng khac véi chix ky mau thi yéu cau ngudi do ky trude
mat.

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

- Nguoi thuc hién chung thuc ghi 16i chimg tuong ung véi tung loai hop
d6ng, giao dich theo mau quy dinh; ky, ghi r6 ho tén, dong dau cua co quan thuc
hién ching thuc va ghi vao s6 chung thuc. Doi Véi hop dong, giao dich c6 tir 02
(hai) trang trg 18n, thi tang trang phai duoc danh sé thir tu, c6 chir ky cia ngudi
y&u cau ching thuc va ngudi thuc hién chung thuc; sé luong trang va loi ching
duogc ghi tai trang cudi cua hop dong, giao dich. Truong hop hop dong, giao dich
c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi cé nang luc hanh vi
dan su day du theo quy dinh cua phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
mai hodc do co quan thyc hign ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chang thuc tra. Ngudi phién dich cé trach nhiém dich day du, chinh xac
noi dung caa hop dong, giao dich, noi dung 1oi Chu:ng cho ngudi yéu cau ching
thuc va ky vao ting trang hop dong véi tu cach 1a nguoi phién dich.

b. Céch thac thuc hién

Nop ho so tryc tiép tai Bo phan tiép nhan va tra ket qua thuoc UBND cap xa.
Viéc chang thuc cac hop dong, giao dich lién quan dén quyen cua ngudi St dung
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dét duoc thyc hién tai Uy ban nhan dan cap xa noi ¢6 dat. Viéc ching thuc céc hop
dong, giao dich lién quan dén nha ¢ duogc thuc hién tai Uy ban nhan dan cap xa noi
co nha.

¢. Thanh phan, sé lwong hé so

* Thanh phdn hé so

- Dy thao hop d6ng, giao dich;

~ - Bansao Gidy chtng minh nhan dé}n hoac thé can cude cdng dan hoac Ho

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

- Ban sao gidy chimg nhan quyén s¢ hitu, quyén sir dung hodc ban sao gidy

to thay thé dugc phap luat quy dinh dbi vai tai san ma phap luat quy dinh phai

dang ky quyén s& hitu, quyén str dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé di chiéu).

* S5 lwong hé so: 01 bo

d. Thei han gidi quyét

Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du hd so yéu cau chung
thuc hoic ¢ thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau

chung thuc. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhén hd so phai
c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

e. Poi twong theee hién tha tuc hanh chinh
To chiic

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

h. Két qud thuc hién tha tuc hanh chinh
Hop d6ng, giao dich dugc chang thuc

i. Phi, Lé phi

- Phi: Khodng

- L& phi: 50.000 ¢éng/hop ddng, giao dich

Mién I¢ phi chimg thyc hop dong thé chap tai san cho c nhan, h¢ gia dinh
vay von tai to6 chuc tin dung dé phuc vu phét trién néng 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 ndng nghiép tur khau san xuat deén thu mua, ché bién va tiéu thy.
- Cho vay phuc vy san xuat céng nghiép, thuong mai va cung tng céac dich
vu trén dia ban ndng thon.
- Cho vay d¢ san xuat giong trong trong trot, chan nudi, thiy san, trong rung
va cung ung cac san pham, dich vu phuc vu qué trinh san xuat néng nghiép.
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- Cho vay phét trién nganh nghé tai dia ban néng thon.

- Cho vay phuc vu Chuong trinh muc tiéu Québc gia vé xay dung ndng thén
moi.

- Cho vay céc nhu cau phuc vu doi séng cua cu dan trén dia ban néng thon.

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

k. Tén mau don, mdu to khai

Khong

. Yeu cdu, diéu kign thgc hién thi tuc hanh chinh
Khong

m. Can ciwr phép 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, ching thuc chir ky va chieng thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo tai chinh quy dinh
muc thu, ché d6 thu, nop, quan ly va st dung phi chang thuc;
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2. Thi tuc Chirng thue di chlc
a. Trinh ter theec hign
- Nguoi yéu cau chieng thuc nop 01 bo hd so yéu cau ching thuc.

- Nguoi thuc hién ching thuc kiem tra gidy to trong ho so yéu cau ching
thuc, néu day du, tai thoi diem ching thue nguoi 1ap di chidc tu nguyén, minh man
va nhan thac, lam cha duoc hanh vi cua minh thi thuc hién ching thuc.

- Nguoi lap di chdc phai ky trudc mat ngudi thuc hién chang thuc.

- Trudng hop nguoi yéu cau chung thue khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc duge, khong nghe dugc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching phai c¢6 du néng lyc hanh
vi dan sy va khong co quyen loi ich hoac nghia vu lién quan dén giao dich. Nguoi
lam chang do nguoi yéu cau chung thuc bd tri. Truong hop ngudi yéu cau ching
thuc khdng bé tri duoc thi dé nghi co quan thuc hién chang thuc chi dinh nguoi
lam chuang.

- Nguoi thuc hién ching thuc ghi loi ching theo mau quy dinh; ky, ghi ro ho
tén, dong du cia co quan thuc hién chung thuc va ghi vao sé ching thue. Déi Véi
di chuc cé tur 02 (hai) trang tré Ién, thi ting trang phai dugc danh so6 thir tu, ¢ chi
ky cta nguoi yYéu cau ching thuc va nguoi thuc hién ching thuc; s6 lwong trang va
loi chimg duoc ghi tai trang cudi cua di chac. Truong hop di chic c6 tir 02 (hai) to
tré 18n thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau chang thuc khong théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguai phién dich phai 1a nguoi cé nang luc hanh vi
dan su day du theo quy dinh cta phép luat, théng thao tiéng Viét va ngdn ngir ma
nguoi yéu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
moi hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chung thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac
noi dung cua di chic, noi dung loi chimg cho ngudi yéu cau ching thuc va ky vao
tung trang di chuc vai tu cach 1a nguoi phién dich.

b. Céach tharc thuc hign

Truyc tiép tai co quan hanh chinh nha nudc
c. Thanh phdn, sé Iwong hé so

* Thanh phan hé so:

- Du thao di chdc;

- Ban sao Gidy chitng minh nhan dan hoic thé cin cuéc céng dan hoiac Ho
chiéu con gia tri st dung ciia ngudi yéu cau chang thuc (xuét trinh kém theo ban
chinh dé déi chiéu);

- Ban sao gidy chiing nhan quyén s hitu, quyen st dung hoac ban sao gidy
to thay thé dugc phap luat quy dinh dbi vai tai san ma phap luat quy dinh phai
dang ky quyén s& hitu, quyén sir dung trong trudng hop hop ddng, giao dich lién
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quan dén tai san do; trir truong hop nguoi lap di chiic dang bi cai chét de doa dén
tinh mang (xuat trinh kém theo ban chinh d¢ doi chiéu).
* S lwong ho so: 01 bo
d. Thei han gidi quyét
Khong qua 02 (hai) ngay lam vigc, ké tur ngay nhén du hd so yéu cau chang
thuc hoic c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau

ching thue. Truong hop kéo dai thoi han glallquyet thi ngudi tiép nhén hd so phai
cb phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

e. Péi twong thyc hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién thai tuc hanh chinh

Uy ban nhan dan cap xa

h. Két qud thuc hién thi tuc hanh chinh

Di chuc dugc chang thuc

i. Phi, Lé phi

- Phi: Khéng

- L& phi: 50.000 d¢5ng/di chuc.

k. Tén mau don, mdu to khai

Khong

. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh

Khong

m. Can cir phép 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, chiang thuc chir ky va chieng thuc hop dong, giao dich;

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

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muec thu, ché d6 thu, nop, quan ly va sir dung phi chirng thuec.
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3. Thit tuc Chirng thwe vin ban tir chdi nhan di san
a. Trinh ter theec hign
- Nguoi yéu cau chieng thuc nop 01 bo hd so yéu cau ching thuc.

- Nguoi thyc hién chimg thyc kiem tra gidy to trong ho so yéu cau ching
thuc, néu day du, tai thoi diém chung thuc nguoi tir choi nhan di san ty nguyén,
minh man va nhan thuic, lam cha duoc hanh vi cua minh thi thyuc hién chang thuc

- Nguoi tir chéi nhan di san ky trudc mat nguoi thuc hién ching thyc.

- Trudng hop nguoi yéu cau chung thue khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching phai c¢6 du néng lyc hanh
vi dan sy va khong co quyen loi ich hoac nghia vu lién quan dén giao dich. Nguoi
lam chang do nguoi yéu cau chung thuc bd tri. Truong hop ngudi yéu cau ching
thuc khdng bé tri duoc thi dé nghi co quan thuc hién chang thuc chi dinh nguoi
lam chuang.

- Nguoi thuc hién ching thuc ghi loi ching theo mau quy dinh; ky, ghi ro ho
tén, dong dau cia co quan thuc hién chung thuc va ghi vao sé chang thuc. Dol Voi
vian ban tir chéi c6 tir 02 (hai) trang tré [8n, thi ting trang phai duoc danh sé thi tu,
c6 chir Ky ctia ngudi yéu cau ching thuc va nguoi thuc hién chang thuc; sé luong
trang va 1oi chimg dugc ghi tai trang cudi ctia van ban tir chéi nhan di san. Truong
hop van ban tir chéi nhan di san c6 tir 02 (hai) to tro 18n thi phai dong dau giép lai.

- Trong trudng hop nguoi yéu cau ching thuc khong théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguai phién dich phai 1a nguoi cé nang luc hanh vi
dan su day du theo quy dinh cta phép luat, théng thao tiéng Viét va ngdn ngir ma
nguoi yéu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
mai hoac do co quan thyc hi¢n ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chang thyc tra. Nguoi phién dich co trach nhiém dich day du, chinh Xac
noi dung cua van ban tir chbi nhan di san, noi dung loi chimg cho ngudi yéu cau
chung thuc va ky vao ting trang vin ban tir chéi nhan di san voi tu cach 13 ngudi
phién dich.

b. Cach thac thuc hién

Truyc tiép tai co quan hanh chinh nha nudc
c. Thanh phdn, sé Iwong hé so

* Thanh phan hé so:

- Dy thao van ban tir chdi nhan di san;

- Ban sao Gidy ching minh nhan déan hogc Thé can cudc cong dan hodc Ho
chieu con gia tri su dung cua nguoi yéu cau chung thyc (xuat trinh kem theo ban
chinh @€ doi chiéu);

- Ban sao gidy chiing nhan quyen sé hitu, quyén st dung hoic ban sao giay
to thay thé dugc phap luat quy dinh ddi voi tai san ma phéap luat quy dinh phai
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déng ky quyén s¢ hitu, quyén str dung trong truong hogp hop dong, giao dich lién
quan dén tai san dé (xuat trinh kém theo ban chinh dé doi chiéu).
* S lwong ho so: 01 bo
d. Thei han gidi quyét
Khong qua 02 (hai) ngay lam vigc, ké tur ngay nhén du hd so yéu cau chang
thuc hoic c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau

ching thue. Truong hop kéo dai thoi han glallquyet thi ngudi tiép nhén hd so phai
cb phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

e. Péi twong thyc hién thi tuc hanh chinh

T6 chuc

g. Co quan thuc hién thai tuc hanh chinh

Uy ban nhan dan cap xa

h. Két qud thuc hién tha tuc hanh chinh

Vin ban tir chdi nhan di san dwec chiing thuc

i. Phi, Lé phi

- Phi: Khéng

- L& phi: 50.000 ¢6ng/vin ban.

k. Tén mau don, mdu to khai

Khong

. Yeu cdu, diéu kign thgec hién thi tuc hanh chinh

Khong

m. Can cir phép 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, chiang thuc chir ky va chieng thuc hop dong, giao dich;

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

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muec thu, ché d6 thu, nop, quan ly va sir dung phi chirng thuec.
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4. Tha tuc Chirng thuc van ban théa thuan phan chia di sin ma di san
la dong sin, quyén sir dung dat, nha &

a. Trinh ter thec hign
- Nguoi yéu cau ching thuc nop 01 bo hd so yéu cau ching thuc.

- Nguoi thuc hién chang thuc kiém tra gidy to trong hd so yéu cau ching
thuc, néu day du, tai thoi diém chang thuc cac bén tham gia thoa thuan phan chia
di san tu nguyén, minh man va nhan thac, 1am cha duoc hanh vi caa minh thi thuc
hién ching thuec.

- Céc bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thuc
hién ching thuec.

- Trudng hop nguoi yéu cau chung thuc khong ky duoc thi phai diém chi;
néu nguoi do khong doc duoc, khong nghe dugce, khong ky, khong diém chi duogc
thi phai c¢6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang Iuc hanh
vi dan su va khdng c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi
lam chang do ngudi yéu cau chang thuc bé tri. Truong hop nguoi yéu cau ching
thuc khong bd tri duoc thi d& nghi co quan thuc hién chang thuc chi dinh nguoi
lam chuang.

- Nguoi thuc hién ching thuc ghi loi ching theo mau quy dinh; ky, ghi ro ho
tén, dong du cia co quan thue hién chang thuc va ghi vao sé chang thuc. Déi VG
van ban thoa thuan cé tir 02 (hai) trang tro 18n, thi tung trang phai duge danh s6
thir ty, c6 chir Ky cia ngudi yéu cau chiing thuc va nguoi thuc hién ching thuc; s6
lugng trang va loi chimg duoc ghi tai trang cudi cua vin ban thoa thuan. Truong
hop vin ban thoa thuan cé tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khong théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguai phién dich phai 1a nguoi cé nang luc hanh vi
dan su day du theo quy dinh caa phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yeu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
mai hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chung thuc tra. Ngudi phién dich c6 trach nhiém dich day du, chinh xac
noi dung cua vin ban thoéa thuan noi dung 16i ching cho ngudi yéu cau ching thuc
va Ky vao ting trang van ban thoa thuan véi tu cach 1a ngudi phién dich.

b. Cach thac thuc hién

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cap xa.
c. Thanh phdn, sé lweng hé so

* Thanh phan hé so:

- Du thao van ban thoa thuan phan chia di san;

- Ban sao Gidy chirng minh nhan dan hoic Thé can cudc cong dan hoic Ho
chiéu con gia tri st dung cua nguoi yéu cau chang thuc (xuat trinh kém theo ban
chinh d¢ doi chieu);
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- Bdn sao giay chimg nhan quyeén s¢ hitu, quyén sir dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh dbi vai tai san ma phap luat quy dinh phai
dang ky quyén so hitu, ‘quyén sur dung trong trudng hop hop déng, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé ddi chiéu).

* S5 lwong hé so: 01 bo

d. Thei han gidi quyét

Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du hd so yéu cau chung
thuc hodc ¢ thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau

chu:ng thuc. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhéan hd so phai
c6 phiéu hen ghi rd thai gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

e. Péi twong thuc hién thi tuc hanh chinh

To chiic

g. Co quan thuc hién tha tuc hanh chinh

Uy ban nhan dan cap xa

h. Két qud theec hién tha tuc hanh chinh

Vian ban théa thuan phan chia di san duoc chirng thuc
i. Phi, Lé phi

- Phi: Khéng

- L& phi: 50.000 ¢éng/vin ban

k. Tén mau don, mdu to khai

Khong

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong

m. Can cir phép 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, ching thuc chir ky va chieng thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muec thu, ché d6 thu, nop, quan ly va sir dung phi ching thuec.
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5. Thu tuc Chirng thye van ban khai nhan di sin ma di san la dong san,
quyén sir dung dat, nha &

a. Trinh ter thec hign
- Nguoi yéu cau ching thuc nop 01 bo hd so yéu cau ching 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 vian ban khai nhan di
san tu nguyén, minh man va nhan thac, lam chia duoc hanh vi caa minh thi thuc
hién ching thuec.

- Cé&c bén tham gia khai nhan di san phai ky tru6c mat nguoi thuc hién
chung thuc.

- Trudng hop nguoi yéu cau chung thuc khong ky duoc thi phai diém chi;
néu nguoi do khong doc duoc, khong nghe dugce, khong ky, khong diém chi duogc
thi phai c¢6 02 (hai) nguoi lam ching. Nguoi lam ching phai c6 du nang Iuc hanh
vi dan su va khdng c6 quyén, loi ich hoic nghia vu lién quan dén giao dich. Nguoi
lam chang do ngudi yéu cau chang thuc bé tri. Truong hop nguoi yéu cau ching
thuc khong bd tri duoc thi d& nghi co quan thuc hién chang thuc chi dinh nguoi
lam chuang.

- Nguoi thuc hién ching thuc ghi loi ching theo mau quy dinh; ky, ghi ro ho
tén, dong dau cita co quan thuc hién chang thuc va ghi vao sé chang thuc. Dol Voi
van ban khai nhan c6 tir 02 (hai) trang tré [8n, thi tirng trang phai dugc danh sb tha
tu, cO chir ky cua nguoi yéu cau chung thuc va ngudi thuc hién chang thuc; s6
lugng trang va 1oi chimg dugc ghi tai trang cudi cua van ban khai nhan di san.
Truong hop vian ban khai nhan ¢ tir 02 (hai) to trg 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau chang thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguai phién dich phai 1a nguoi cé nang luc hanh vi
dan su day du theo quy dinh caa phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yeu cau ching thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc
mai hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chung thuc tra. Ngudi phién dich c6 trach nhiém dich day du, chinh xac
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 1a ngudi phién
dich.

b. Cach thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc
¢. Thanh phan, sé lwong hé so

* Thanh phan hé so:

- Dy thao van ban khai nhan di san;

- Ban sao Giay chirng minh nhan dan hoic Thé can cudc cong dan hoic Ho
chiéu con gia tri st dung cua nguoi yéu cau chang thuc (xuat trinh kém theo ban
chinh @€ doi chieu);
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- Ban sao gidy chitng nhan quyén so hitu, quyén st dung hoic ban sao gidy
to thay thé dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh phai
dang ky quyen sé hiru, quyen su dung trong trudng hop véan ban khai nhan di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

* S5 lwong hé so: 01 bo

d. Thei han gidi quyét

Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du hd so yéu cau chung
thuc hodc ¢ thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau

chu:ng thuc. Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhéan hd so phai
c6 phiéu hen ghi rd thai gian (gio, ngay) tra két qua cho ngudi yéu cau chang thuc.

e. Péi twong thuc hién thi tuc hanh chinh
To chiic

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

h. Két qud theec hién tha tuc hanh chinh
Van ban khai nhan di san dugc ching thuc
i. Phi, Lé phi

- Phi: Khéng

- L& phi: 50.000 ¢éng/vin ban

k. Tén mau don, mdu to khai

Khong

. Yéu cdu, diéu kign thuc hién thi tuc hanh chinh
Khong

m. Can cir phép 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, ching thuc chir ky va chirng thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy
dinh muec thu, ché d6 thu, nop, quan ly va sir dung phi ching thuec.
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I11. LINH VU'C BOI THUONG NHA NUOC

1. Thi tuc giai quyét yéu ciu bdi thwong tai co quan truc tiép quan ly
nguoi thi hanh cong vu gay thiét hai

a. Trinh ter theec hign
- Tiép nhan va xa 1y hd so
- Thu Iy hd so
- Ctr nguoi giai quyét bdi thuong
- Tam @ng kinh phi bi thuong thiét hai
- Xac minh thiét hai
- Thuong luong viéc boi thuong

- Ra quyét dinh gial quyét boi thuong (sau khi ra quyét dinh giai quyét boi
thuong, co quan tryc tiép quan |y nguoi thi hanh cong vu gay thiét hai phai lap hd
so dé nghi cap kinh phi bdi thuong dén Bo Tai chinh dé dé nghi cap kinh phi bdi
thuong va chi tra tién boi thuong cho nguoi yéu cau bdi thuong.

b. Cach tharc thuc hién

- Ngudi yéu cau boi thuong c6 the nop ho so tryc tiép tai tru so co quan giéi
quyet boi thuong hoac qua hé thong buu chinh.

- Nguoi yéu cau boi thuong nhan quyét dinh giai quyet boi thuong ngay tai
budi thuong luong.

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

- Trudng hop nguoi bi thiét hai truc tiép yéu cau boi thuong thi ho so yéu
cau boi thuong (sau day goi la ho so) bao gdm: Vian ban yéu cau boi thuong; Vin
ban lam can ctr yéu cau bdi thuong, trir truong hop nguoi bi thiét hai khong dugc
gui hoac khdng thé c6 van ban lam cin cir yéu cau bdi thuong; Glay to chung
minh nhan than cta ngudi bi thiét hai; Tai liéu, chiang ¢t ¢6 lién quan dén viéc yéu
cau bodi thuong (néu co).

- Truong hop ngudi yéu cau boéi thuong 1a nguoi thira ké (néu cd nhiéu
nguoi thira ké thi nhimg nguoi thira ké d6 phai cir ra mot nguoi dai dién) hoac 1a
nguoi dai dién cua nguoi bi thiét hai thi ngoai cac tai liéu quy dinh tai cac diém a,
b va d khoan 1 Diéu 41 Luat TNBTCNN nam 2017, hd so con phai ¢d c4c tai liéu
sau day: Gidy to chung minh nhan than cta nguoi thira ké, nguoi dai dién cua
nguoi bi thiét hai; Van ban ay quyén hop phap trong truong hop dai dién theo uy
quyén; Truong hop nguoi bi thiét hai chét ma co di chic thi ngudi yéu cau boi
thuong phai cung cap di chic, trudong hop khéng cé di chlc thi phai co van ban
hop phap vé quyén thira ké.

Truong hop nguoi yéu cau boi thuong truc tiep nop ho so thi cac gidy to, tai
liéu va chang ctir quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Biéu 41 Luat
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TNBTCNN nim 2017 1a ban sao nhung phai c6 ban chinh dé d6i chiéu; truong
hop ngudi yéu cau bdi thuong gii hd so qua dich vu buu chinh thi cac gidy to, tai
liéu va ching cir quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Piéu 41 Luat
TNBTCNN nam 2017 14 ban sao ¢6 ching thuc theo quy dinh cua phép luat vé
chung thuc

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

- Trong truong hop nguoi yéu cau boi thuong nop. hd so truc tlep, co quan
giai quyet bdi thudng tiép nhén hd so, ghi vao s6 nhin hd so va cip gidy xac nhan
d3 nhan ho so cho ngudi yéu cau bodi thuong. Truong hop hd so duoc gui qua dich
vu buu chinh thi trong thoi han 02 ngay lam viée ké tur ngay nhéan duoc ho so, co
quan giai quyet boi thuong phai thong bao bang vin ban vé viéc nhan ho so cho
nguoi yéu cau boi thudng. Trong thoi han 05 ngay lam viée ke tr ngay nhan dugc
hd so, Thu truong co quan giai quyét boi thuong co thé yéu cau ngudi yéu cau boi
thuong bd sung hd so trong trudng hop hd so chua day du theo quy dinh tai khoan
1 va khoan 2 Diéu 41 cta Luat TNBTCNN nam 2017. Trong thoi han 05 ngay lam
viéc ké tur ngay nhan dugc yéu cau ctua Thi truéng co quan giai quyét boi thuong,
ngudi yéu cau boi thuong phai bd sung hd so. Khoang thoi gian c6 su kién bat kha
khang hodc trd ngai khach quan theo quy dinh cua B0 luat Dan su khong tinh vao
thot han quy dinh tai khodn nay.

Trong thoi han 02 ngay lam viéc ké tir ngay nhan duoc hé so hop 18 theo
quy dinh tai Piéu 41 cta Luat Trach nhiém boi thuong ctiia Nha nude nam 2017
(Luat TNBTCNN nam 2017), co quan giai quyét boi thuong phai thu 1y ho so va
vao so thu 1y.

- Trong thoi han 02 ngay lam viéc ké tir ngay thu ly ho so, co quan giai
quyét boi thuong phai cir ngudi giai quyét bdi thuong.

- Truong hop, ngudi yéu cau bodi thuong dé nghi tam wng kinh phi boi
thuong theo quy dinh tai diém e khoan 3 Piéu 41 cua Luat TNBTCNN nam 2017,
co quan giai quyét boi thuong tién hanh tam ¢ng kinh phi bdi thuong ddi Véi
nhitng thiét hai quy dinh tai khoan 1 Didu 44 TNBTCNN ndm 2017. Cu thé, thoi
han thyuc hién tam tng kinh phi bdi thuong dugc thuc hién nhu sau: (1) Ngay sau
khi thu 1y hd so, nguoi giai quyét bdi thuong cé trach nhiém xac dinh gia tri cac
thiét hai quy dinh tai khoan 1 Diéu 44 TNBTCNN nam 2017 va dé xuat Tha
truong co quan giai quyét boi thuong viéc tam tng kinh phi boi thudng va mac
tam ung cho ngudi yéu cau b01 thuong; (2) Trong thoi han 05 ngay lam viéc ké tur
ngay nhan duoc dé xuat, néu con dy toan quan 1y hanh chinh duoc cap ¢ tham
quyén giao, co quan giai quyet bdi thudng phai hoan thanh viéc tam ung kinh phi
va chi tra cho ngudi yéu cau boi thuong. Truong hop khong con du dy toan quan
ly hanh chinh dugc cap ¢ tham quyén giao, trong thoi han 02 ngay lam viéc ké tir
ngay nhan dugc dé xuat, Thu trudng co quan giai quyét bdi thuong c6 van ban dé
nghi co quan tai chinh c6 thAm quyén tam ung kinh phi dé chi tra cho ngudi yéu
cau boi thudng. Co quan tai chinh c6 trach nhiém cap kinh phi cho co quan giai
quyét boi 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 c¢6 tham quyén c6 trach nhiém cép kinh phi cho co quan
giai quyét boi thuong. Tha trudng co quan giai quyét boi thuong quyét dinh muc
tam Gmg cho nguoi yéu cau bdi thudng nhung khong dudi 50% gia tri cac thiét hai
quy dinh tai khoan 1 Didu 44 TNBTCNN nim 2017.

- Trong thoi han 15 ngay ké tir ngay thu Iy hd so, nguoi giai quyét boi
thuong phai hoan thanh viéc xac minh thiét hai. Truong hop vu viéc giai quyét yéu
cau boi thuong cé nhiéu tinh tiét phac tap hodc phai x4c minh tai nhiéu dia diém
thi thoi han xac minh thiét hai 1a 30 ngay ké tir ngay thu Iy hd so. Thoi han xac
minh thiét hai c¢d thé duoc kéo dai theo thoa thuan gitta nguoi yéu cau bdi thuong
va ngudi giai quyét bdi thudng nhung ti da 1a 15 ngay ké tir ngay hét thoi han quy
dinh tai khoan nay. Trong thoi han 03 ngay lam viéc ké tir ngay két thic viéc xéac
minh thiét hai, nguoi giai quyét boi thuong phai hoan thanh bao cao xac minh thiét
hai 1am can ctr dé thuong lugng viéc boi thuong.

- Trong thoi han 02 ngay lam viéc ké tir ngay hoan thanh bao cao xac minh
thiét hai, co quan giai quyét bdi thuong phai tién hanh thwong luwong viéc boi
thuong. Trong thoi han 10 ngay ké tir ngay tién hanh thuong luong, viéc thuong
lugng phai dugce hoan thanh. Trudng hop vu viéc giai quyét yéu cau bdi thuong cé
nhiéu tinh tiét phac tap thi thoi han thuwong lwong tdi da 1a 15 ngay. Thoi han
thuong luong c6 thé dugc kéo dai theo thoa thuan gitta ngudi yéu cau bdi thuong
va ngudi giai quyét bdi thudng nhung ti da 1a 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 truong co quan
giai quyet boi thuong ra quyét dinh giai quyét boi thuong va trao cho nguoi yéu
cau boi thuong tai buoi thuong lugng. Truong hop ngudi yéu cau boi thuong
khong nhan quyét dinh giai quyét boi thuong thi ngudi giai quyét boi thuong lap
bién ban vé viéc khdng nhan quyét dinh. Bién ban phai cé chit ky cua dai dién cac
co quan tham gia thuong luong. Bién ban phai néu rd hau qua phap ly cua viéc
khong nhan quyét dinh giai quyét bdi thuong theo quy dinh tai diém & khoan 1
Piéu 51 cua Luat TNBTCNN nam 2017. Co quan giai quyét boi thuong phai guri
cho nguoi yéu cau bdi thudng trong thoi han 05 ngay 1am viéc ké tir ngay lap bién
ban.

e. Péi twong thuwe hién thii tuc hanh chinh
T6 chitc
g. Co quan thwce hién thu tuc hanh chinh

- Co quan giai quyét boi thuong 1a co quan truc tiép quan 1y nguoi thi hanh
cong vu gdy thiét hai trong hoat dong quan Iy hanh chinh quy dinh tai Diéu 33 cua
Luat TNBTCNN nam 2017 ¢ cap xa.

h. Két qua thwe hién thii tuc hanh chinh
- Quyét dinh giai quyét bdi thuong

i. L¢é phi

Khoéng
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K. Tén méu don, mau to khai

~ Van ban yéu cau boi thuong (Méau 01/BTNN ban hanh kem theo Thong tur
s6 04/2018/TT-BTP)

|. Yéu céu, diéu kig¢n thuwe hién thii tuc hanh chinh
Thu tuc hanh chinh dugc thuc hién khi c6 mdt trong cac can cur sau day:

- C6 mot trong cac can cu xac dinh hanh vi trai phap luat cua ngudi thi hanh
cong vu gay thiét hai va yéu cau boi thuong tuong tng quy dinh tai khoan 2 Biéu 7
Luat TNBTCNN nam 2017;

- C6 thiét hai thuc té ciia ngudi bi thiét hai thudc pham vi trach nhiém boi
thuong ctia Nha nudce theo quy dinh cia Luat TNBTCNN nam 2017;

- C6 mdi quan hé nhan qua giita thiét hai thyc té va hanh vi gdy thiét hai.
m. Cdan cir phép ly cia thai 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 tu so 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

VAN BAN YEU CAU BOI THUONG

Kinh glri: ..ocvvviiiieeiee, (1) e
Ho va tén ngudi yéu cau boi thuong:...................... (02) PP
Gidy to chimg minh nhan than:.................. ()
biachi: ....................... (B) e,
SO AN thOT (NEU COY: et e,
EMAIL (NEU COY:.ovvoeeeeeeeee ettt
L e (5) ettt
Can ct
ettt e (6. et (néu co)
- Hanh vi gay thiét hai ctia nguoi thi hanh cong vu gay thiét hai:..............

Trén co so do, t6i dé nghi Quy co quan xem xét, giai quyét boi thuong thiét
hai theo quy dinh cia Luat Trach nhiém boi thuong cua Nha nudc, bao gom cac
noi dung sau:

I. THIET HAI YEU CAU BOI THUONG (7)

1. Thiét hai do tai san bi xdm pham (néu c6), cach tinh, mirc yéu cau boi
thuong

2. Thié¢t hai do thu nhap thuc té& bj mat hodc bi giam sut (néu c0), cach tinh,
muc yéu cau boi thuong

3. Thiét hai vé vat chat do ngudi bi thiét hai chét (néu c6), cach tinh, mirc
yéu cau boi thuong

4. Thiét hai vé vat chat do strc khoe bi xam pham (néu c6), cach tinh, muc
yéu cau boi thuong

5. Thiét hai vé tinh than (néu c0), cach tinh, mirc yéu cau bdi thuong



6. Cac chi phi khac duoc bdi thudng (néu c6), cach tinh, muc yéu cau bdi
thuong

Tong so tién yéu cau bodi thuwdng: ...........cocooovvvviveieieieeeeeans (d6ng)
(VB DANG CRIE: ..ot ne st )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu c6)

1. Kinh phi dé nghi tam tmg

Can cu quy dinh tai Diéu 44 Luét Trach nhiém bdi thuong ctia Nha nudc, to1
de nghi dugc tam tng kinh phi boi thuong do1 voi cac khoan sau:

1.1. Thiét hai vé tinh than

1.3. Tong s6 tién dé nghi tam ang: ......ooovvevvneiieeeeeeeeen...dONG.
(VB DANG CRIE: ..o )
2. Thong tin ngudi nhan tam Gng kinh phi boi thuong:
ceereeeemrennee( D)

- Giay to chitng minh nhan than: ....................... (0] T

-Diachi: o, (11) i,
- Phuong thirc nhan tam tng kinh phi bdi thudng

-Hovatén:............

III. CAC NQI DUNG KHAC CO LIEN QUAN

1. Bé nghi thu thap vian ban lam cin ¢t yéu cau bodi thuong (néu co)
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Dé nghi Quy Co quan xem xét, giai quyét bdi thuong 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 GUI KEM (néu co):

Huong din siv dung Mau 01/BTNN:

(1) Ghi tén co quan giai quyét bdi thudong 1 co quan truc tiép quan 1y ngudi thi hanh
cdng vu gay thiét hai.

(2) Néu ngudi yéu cau boi thudng 1a ca nhan nguoi bi thiét hai thi ghi ho tén cta nguoi bi
thiét hai hodac nguoi dai dién theo uy quyen cta ngudi bi thiét hai; d6i voi truong hop ngudi bi
thiét hai chét thi ghi ho tén nguoi thira ké caa nguoi bi thiét hai; dbi voi truong hop nguoi yéu cau
boi thuong 12 ngudi chua thanh nién, ngudi mét nang Iyc hanh vi dan sy, nguoi han ché nang luc
hanh vi dan su, ngudi c¢6 kho khan trong nhan thic lam cha hanh vi thi ghi ho tén, dia chi cua
ngudi dai dién theo phap luat cia ca nhan do; néu ngudi yéu cau boi thuong 1a to chuc thi ghi tén
t6 chic va ghi ho, tén cua nguoi dai di¢n theo phép luat cua to chirc do.

(3) Ghi s6, ngay cap, noi cap chang minh nhan dan hodc cén cudc cong dan hodc ho
chiéu hoic gidy to trong (ng cta ca nhan ngudi yéu cau bdi thuong 1a ngudi bi thiét hai hoic
nguoi dai dién theo phap luat cta nguoi bi thiét hai trong treong hop ngudi bi thiét hai 1a nguoi
thudc truong hop phai c6 nguoi dai dién theo phéap luat theo quy dinh cua Bo luat dan su.
Truong hop nguoi yéu cau bdi thuong 14 nguoi thira ke cua nguoi bi thiét hai hoac nguoi dai
dién theo uy quyén cua ngudgi bi thi¢t hai thi ngoai glay to chiing minh nhén than c& nhéan cua
nguoi yéu cau bdi thuong can ghi thém vian ban uy quyén hop phép trong truong hop dai dién
theo ay quyén; di chlc trong truong hop ngudi bi thiét hai chét ma c6 di chic, truong hop khong
c6 di chic thi phai c6 van ban hop phap vé quyén thira ké; truong hop ¢6 nhidu nguoi thira ké thi
phai c6 gidy to chitng minh nhan than caa ngudi duoc cir 1am dai dién va van ban hop phap vé viéc
duoc cir 1am dai dién cho nhimg ngudi thira ké con lai.
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Truong hop ngudi yéu cau boi thuong 12 to chic thi ghi s6, ngay cdp, noi cap mét trong
céc gidy to sau: Quyét dinh thanh lap, Glay ching nhan dang ky doanh nghiép, Giay dang ky ho
kinh doanh, Gidy chuang nhan dang ky dau tu, gidy phép hoac cac gidy to o gié tri nhu gidy phép
theo quy dinh cta phép luat chuyen nganh.

(4) Néu nguoi yéu cau bdi thuong la ca nhéan thi ghi day du dia chi noi cu tru tai thoi
diém nop van ban yéu cau boi thuong; néu ngudi yéu cau boi thuong 1a co quan, t6 chirc thi ghi
dia chi try s¢ chinh cua co quan, t6 chirc d6 tai thoi diém ndp vin ban yéu cau bdi thuong.

(5) Ghi mét trong cac truong hop:

- Trueong hop ngudi yéu 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 c6 nhiéu nguoi thira ké thi ghi: “nguoi dai dién cho nhimg nguoi thira ké cua

.. (néu tén cia nguoi b thiét hai).....”.

- Truong hop t6 chuc bi thiét hai da chém dut t6n tai thi ghi: “dai dién cho ...(néu tén to
chirc ké thira quyén, nghia vu)... ké thura quyen va nghia vu cta....(néu tén té chic by thiét hai da
chdm dift ton tai) thuc hién quyén yéu cau boi thuong”;

- Truong hop phai c6 nguoi dai dién theo phép luat theo quy dinh cua Bo luat dan su thi
ghi: “nguoi dai dién theo phap luat cua .... (néu tén cia nguoi bi thiét hai).....”;

- Truong hop uy quyén thuc hién quyén yéu ciu boi thuong thi ghi: “ngudi/phap nhan
duoc ........ (néu tén cua nguoi bi thiet hai hodc nguoi thira ke cua nguoi bi thi¢t hai trong truong
hop nguoi bz thi¢t hai chét hogc to chuc ké thera quyén, nghia vu cua to chuc bi thi¢t hai da
cham dut ton tai hodc nguoi dai dién theo phap lugt cia nguoi bi thi¢t hai thuge truong hop
phai cé nguoi dai dién theo phap ludt theo quy dinh cua B lugt dan sw) uy quyén thuc hién
quyén yéu cau boi thudng”.

(6) Ghi tén vén ban lam can ctr yéu cau bdi thuong (sé hiéu, ngay thang nam ban hanh,
co quan ban hanh va trich yéu cta van ban).

(7) Ghi tung loai thiét hai cu the, cach tinh va mic yéu ciu boi thuong theo quy dinh
tuong tng tur Dieu 22 dén Bieu 28 Luat Trach nhiém boi thuong cia Nha nudc.

(8) Ghi rd loai thiét hai nao dé nghi tam @ng.

(9) Ghi ho tén nguoi nhan tam ng kinh phi boi 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 tng kinh phi bdi thuong.

(11) Ghi noi cu tra ciia ngudi nhan tam ang kinh phi bdi thuong.

(12) Ghi phuong thic nhan tam ng kinh phi boi thuong: nhan tryc tiép bang tién mat
hodc nhéan qua chuyen khoan. Truong hop nhan qua chuyén khoan ghi rd so tai khoan, chu tai
khoan, noi ma tai khoan cua nguoi nhan tien tam ung kinh phi boi thuong.

(13) Truong hop nguoi yéu cau boi thuong khdng c6 kha niang thu thap vin ban lam cin
clr yéu cau boi thuong 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 td chac yéu cau bdi thuong thi ghi tén to chic.

(16) Ghi dia diém 1am vin ban yéu cau bdi thuong (vi du: Ha Noi).

(17) Truong hop 12 ca nhan thi ky va ghi ré ho tén hoac diém chi; Truong hop la to chirc
thi nguoi dai dién theo phap luat caa to chure do ky, ghi rd ho tén, chirc vu va dong dau.

(18) Ghi tén tai liéu, ching ctr ching minh cho nhiing thiét hai ma ngudi yéu cau boi
thuong d¢ nghi Nha nudc boi thuong. Cac tai liéu nén danh so thu ty.
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IV. LINH VUC HOA GIAl G CO SO

1. Thi tuc cong nhan hoa giai vién

a. Trinh tu thuc hién:

- Truong hop két qua bau hoa giai vién dép ang yéu cau quy dinh tai Biem
a, Diém b Khoan 3 bieu 8 cua Luat hoa giai & co s, Truong ban cong tac Mat tran
lap danh sach ngudi duge d€ nghi cong nhénrlé hoa giai vien kem theo bién ban
kiém phicu hoac bién ban ve ket qua bieu 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 duoc de nghi cong nhan hoa gidi vién, Chu tich Uy ban nhan dan cap
xa xem xét, quyét dinh;

- Truong hop s6 nguoi duoc deé nghi cong nhan Ia hoa giai vién lay theo ket
qua bo phiéu tir cao xuong thap nhieu hon so lugng hoa giai vién dugc Chu tich Uy
ban nhan dan cap xa quyét dinh thi Truong ban cdng tac Mat tran lap danh sach
nhimg nguoi duge d€ nghi cdng nhan, trong d6 bao gom nhimg nguoi €6 so phieu
bang nhau gui Chu tich Uy ban nhan dan cap xa xem xét, quyét dinh.

b. Cach tharc thuc hign:

Truc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, sé lwong hé so:

* Thanh phan ho so:

- Danh sach nguoi duge dé nghi cong nhan la hoa giai vién (Mau s6 06 tai
Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN).

- Bién ban kiém phiéu hogc bién ban vé két qua bicu quyét bau hoa giai vién
(Mau so 01 tai Phu luc ban hanh kém theo [\Ighj quyeét lién tich‘sé 01/2014/NQL]'-
CP-[,JBTU’MTTQVIN\I trong truong hop bau hoa giai vién bang hinh thuac biéu
quyet cong khai; Mau s6 02 tai Phu luc ban hanh kem theo Nghi quyet lién tich s6
01/2014/NQLT-CP-U BTUMTIQVN trong truong hop bau hoa gidi vién bang
hinh thuc bo phicu kin; Mau so 03 tai Phy luc ban hanh kém theo Nghi quyet lién
tich s6 01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa giai vién
bang hinh thirc phat phiéu bau dén ho gia dinh).

* S6 lwong ho so: 01 bo.

d.Thoi han gidi quyét

- Trong thoi han 03 ngay 1am viée, ké tir ngay nhan du hd so theo quy dinh.

e. Déi twong thye hién thii tuc hanh chinh

Tb chirc

g. Co quan thwc hién thu tuc hanh chinh:

- Uy ban nhan dan x3, phuong, thi tran.

h. Két qud thwc hién thii tuc hanh chinh:
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- Quyét dinh cong nhan hoa giai vién.
I. Lé phi:

Khéng

K. Tén mau don, mau to khai:

Danh sach nguoi duge dé nghi cong nhén la hoa giai vién (Mau sb 06 tai
Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN)

|. Yéu cdu, diéu kig¢n thywe hién thii tuc hanh chinh

- Thu tuc hanh chinh dugc thuc hién khi ¢c6 mot trong cac can cir sau day:

+ Nguoi duge dé nghi cdng nhén la hoa giai vién phai dat trén 50% dai di¢n
ho gia dinh trong ap, khom dong y.

m. Cdan cir phép ly caa thai tuc hanh chinh:

- Luat hoa giai & co s& nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT42P-UBTUMTTQVN.
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Xa, phuong, thj tran: CONG HOA XA HQI CHU NGHIA VIET NAM
e SEEERTRRTRRTPEPRERRES D@C |§"lp - Tl.l’ do - Hanh phL'jC

.., NAy ... thang ... nam....
~ DANHSACH
Pé nghi cdng nhan hoa giai vién
Kinh giri: Cha tich Uy ban nhan dan xa/phuong/thi tran.........

Can ctr két qua bau hoa giai vién (c6 bién ban gui kém), Ban cong tac Mt
tran thon/td dAN PG ....ooee e d& nghi Chu tich Uy ban
nhan dan xa/phuong/thi tran....................... xem xét, quyét dinh céng nhan hoa
giai vién ddi véi cac ong (ba) c6 tén sau day:

Ty 1€ % dai dién ho gia dinh

STT Ho va tén bia chi trong thén, 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 nhin t6 trueéng t6 hoa giai
a. Trinh tu thuc hién

Trong thai han 03 ngay, ké tir ngay té chic cude hop bau to truong to hoa
giai, Trudng ban céng tac Mit tran lam vin ban dé nghi cong nhan t6 truong t6 hoa
gial kém theo bién ban kiém phiéu hoic bién ban vé ket qua biéu quyét vé viéc bau
t6 truong to hoa giai, giri Chu tich Uy ban nhan dan cap xa.

Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan duoc van ban dé nghi
cbng nhan t6 truong to6 hoa giai, Chu tich Uy ban nhén dan cap xa xem xét, quyeét
dinh.

b. Céch thac thuc hién

Truc tiép tai co quan hanh chinh nha nudc
c. Thanh phan, sé lwong hé so

* Thanh phan hé so:

+ Vin ban dé nghi cong nhan 0 truong to hoa giai (Mu s6 07 tai Phu luc
ban hanh kém theo Nghi quyeét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

+ Bién ban kiém phicu hodc bién ban vé ket qua bicu quyét vé viéc bau to
truong t6 hoa giai (Mau s 04 tai Phu luc ban hanh kém theo Nghi quyét lién tich
sb 01/2014/NQLT-CP- UBTUMTTQVN trong trudng hop bau t6 trudng té hoa
giai vién bang hinh thtc biéu quyét cong khai; Mau sb 05 tai Phu luc ban hanh
kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN trong
truong hop bau to truong to hoa giai vién bang hinh thic bo phiéu kin).

* S6 lwong ho so: 01 bé.

d. Thoi han gidi quyét

- Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan du hd so theo quy dinh.
e. Doi twong thywe hién thii tuc hanh chinh
T6 chirc

g. Co quan thuc hién thu tuc hanh chinh

- Uy ban nhan dan xa, phuong, thi tran.

h. Két qud thwe hién thii tuc hanh chinh

- Quyét dinh cong nhén to truong to hoa giai.
I. Lé phi:

Khéng

K. Tén mdu don, méu to khai

- Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé viéc bau to
truong to hoa giai trong truong hop bau t6 trudng to6 hoa giai vién bang hinh thuc
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 to
truong t6 hoa giai trong truong hop bau to trudng t6 hoa giai vién bang hinh thirc
bo phiéu kin). (Mau kem theo)

|. Yéu céu, diéu kig¢n thuwe 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 13 t0 truong to hoa giai phai dat trén 50% s6 hoa
giai vién cua t6 hoa giai dong y va la nguoi ¢ so phicu bau cao nhat.

m. Can cir phép ly caa thi tuc hanh chinh

- Luat hoa giai & co so nam 2013;

- Nghi quyét lién tich s6 01/2014/NQLT42P-UBTUMTTQVN.
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, o ) ~ Méuso04
X4, phuong, thi trdn CONG HOA XA HQI CHU NGHIA VIET NAM
............................... Poc lap - Tw do - Hanh phuc

o o BIEN BAN ] - ]
VE KET QUA BIEU QUYET BAU TO TRUONG TO HOA GIAL

Ho6m nay, vao.......... gio......... ,ngay..... thang........ nam......

I SRR

T6 hoa Gidi......ovcvveeereennn, thON/td dAN PhG....ooeee e

t6 chirc cudc hop bau td truong to hda giai bang hinh thire biéu quyét cong khai

S6 luwong hoa giai VIen ciia to NOA GIAi:.........cveveveeveeeeeerieeeeeeeseeee s

S6 lwong hoa giai Vien tham dur CUOC NOP:........eeceeeeeeeecee e,

Két qua biéu quyét bau t6 truéng t6 hoa giai nhu sau:

A N =R A > 1A 0 \ sos =A - R
STT Ho VA tén So ngu’o’i bley quyet |Tylé A)\hoa_glalk\/len,ma To
: dongy hoa giai dong y
Cudc hop két thic vao..... gio..... ngdy.... thang..... nam.......

Bién ban nay dugc 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
X4&, phuong, thi trin CONG HOA XA HQI CHU NGHIA VIET NAM

............................. Poc l1ap - Tw do - Hanh phuc

ﬂ ~_ BIENBAN o ]
KIEM PHIEU BAU TO TRUONG TO HOA GIAI
HOm nay, vao...... gio...... ,ngay....thang....nam...........
B IE: Y SRR
TONOA GIAL «ovveeeeee e, thon/td dan Phd.......ooeeveveeeeeeeeeeeene,

t6 chuc cudc hop bau to trugng to hoa giai bang hinh thirc bo phiéu kin

T6 kiém phiéu bao gom céc 6ng (ba) co tén sau day:

(O 1o (=1 LS - T6 Truodng
ONG (BA) .ttt - Thanh vién
ONG (BA) .ttt - Thanh vién
S6 luwong hoa giai VIEN cia to NOA GIAi . ......oveveveevieeeeeeeeeeeseeee s
S6 luwong hoa giai VIen tham i CUOC NOP:........c.iveeveeeeeeeteeee et

Két qua kiém phiéu bau t6 trugng to hda giai nhu sau:
- Tong s6 phiéu phat ra:

- Tong sé phiéu thu veé:

- S6 phiéu hop lé:

- S6 phiéu khong hop lé:

- Két qua kiém phiéu:

STT

Ty 1€ % hoa giai vién cia

Ho va tén S6 ngudi biéu quyét dong y 6 hoa giai ddng ¥

Cudc hop két thic vao..... gio..... ngdy...... thang..... nim......
Bién ban nay dugc 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 r6 ho tén)
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3. Thu tuc thoi lam hoa giai vién
a. Trinh tw thuc hién

T6 truong t6 hoa giai dé nghi Truong ban cong tac Mat tran phdi hop V6i
truong thon, to treong té dan phd 1am vin ban dé nghi Chu tich Uy ban nhan dan
cap x4 ra quyét dinh thdi 1am hoa giai vién.

Trong thoi han 10 ngay, ké tir khi nhan duoc dé nghi cua t6 truong To hoa
giai vé viéc thoi Iam hoa giai vién, ‘Truéng ban cong tac Mat tran chu tri, phdi hop
V6i trudng thon, to treong dan phd xem x¢€t, xdc minh, lam van ban dé nghi Chu
tich Uy ban nhan dan cap xa ra quyét dinh thoi lam hoa giai vién (Mau sé 08 tai
Phu luc ban hanh kém theo Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN).

Péi véi truong hop thdi lam hoa giai vién theo quy dinh tai Piém b, Biém ¢
Khoan 1 Biéu 11 cua Luat hoa giai ¢ co s0, néu Truong ban cong tac Mat tran,
truong thdn, to truong to dan phd khong dong y voi dé nghi cua to truong t6 hoa
giai hoac Truong ban cong tac Mat tran va truong thon, t6 truong td6 dan phd
khdng théng nhat duoc véi nhau vé dé nghi caa té trudng to hoa giai, thi Trudng
ban cong tac Mat tran thong bao véi t6 truong td hoa giai, néu rd 1y do khéng dong
y, dong thoi bao céo Chu tich Uy ban nhan dan cap x& xem xét, quyét dinh (Mau
s 09 tai Phu luc ban hanh kém theo Nghi quyét lién tich s 01/2014/NQLT-CP-
UBTUMTTQVN).

Truong hop thdi lam hoa giai vién d6i véi to truong to hoa giai thi Truong
ban cong tac Mat tran phéi hop véi truang thdn, t6 truong to dan phd lam van ban
dé nghi Chu tich Uy ban nhan dan cap x4 ra quyét dinh thdi lam hoa giai vién.

Trong thoi han 05 ngdy lam viéc, ké tir ngay nhan dugc vin ban dé nghi
hogdc bao cao ve viéc thoi lam hoa giai vién, Chu tich Uy ban nhan dan cap xa xem
xeét, quyet dinh.

b. Céach tharc thuc hign

Truyc tiép tai co quan hanh chinh nha nudc

c. Thanh phdn, sé lwong hé so

* Thanh phan hé so:

+ Vian ban dé nghi ra quyét dinh thoi 1am hoa giai vién.

* S6 hwong ho so: 01 bo.

d. Thoi han gidi quyét

- Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc van ban dé nghi
hoac bao cdo vé viéc thdi lam hoa giai vién.

e. Doi twong thywe hién thii tuc hanh chinh

Tb chirc

g. Co quan thuc hién thu tuc hanh chinh
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- Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cép xa.

- Co quan hodc ngudi c6 thim quyén duge Gy quyén hodc phan cip thuc
hién: Khong.

- Co quan tryc tiép thyc hién thu tuc hanh chinh: Uy ban nhan dan cép xa.

h. Két qua thwe hién thii tuc hanh chinh

- Quyét dinh thoi 1am hoa giai vién.

I. Lé phi:

Khong

K. Tén méu don, mau to khai

- Béo céo vé viéc thoi lam hoa giai vién - Mau s6 09 tai Phu luc ban hanh
kem theo Nghi quyét lién tich s0 01/2014/NQLT-CP-UBTUMTTQVN doi v6i
truong hop thoéi lam hoa giai vién theo quy dinh tai Diém b, Piém ¢ Khoan 1 Dleu
11 ctia Luat hoa giai 6 co s¢ va néu Truong ban cong tac Mat tran, truong thon, t6
truong to dan phd khong dong v véi dé nghi cua to truong t6 hoa giai hoac Truong
ban cong tac Mat tran va truong thon, t6 truong to dan phd khong thdng nhét dugc
v6i nhau vé dé nghi cua to trudng t6 hoa giai.

Gidy dé nghi ye viéc thoi lam hoa giai vién - M3u s6 08 tai Phuy luc ban hanh
kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

|. Yeu cdu, diéu ki¢n thuwe hién thii tuc hanh chinh:

Viéc thoi lam hoa giai vién dugc thuc hién trong cac trueong hop sau day:

- Theo nguyén vong cua hoa giai vién.

- Hoa giai vién khong con dap @ng maot trong cac tiéu chuan quy dinh tai
bicu 7 cua Luat hoa giai ¢ co so.

- Vi pham nguyén tac t6 chirc, hoat dong hoa giai & co so theo quy dinh tai
bicu 4 cua Luat hoa giai ¢ co s& hoac khong co diéu kién tiep tuc lam hoa giai
vién do bi xu ly vi pham phép luat.

m. Can cir phép ly cia thai tuc hanh chinh:

- Luat hoa giai & co so nam 2013.

- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay
18/11/2014 veé Hudng dan phoi hop thuc hién mot s6 quy dinh cua phép luat vé hoa
giai ¢ co s0.
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Mau sb 09

CONG HOA XA HQI CHU NGHIA VIET NAM

X4a, phuong, thi tran:
Poc l1ap - Tw do - Hanh phuc

ceer, NEAY ... thang ... nam....

. BAO CAO
Ve viéc thoi lam hoa giai vién ,

Kinh giri: Chu tich Uy ban nhan dan xa/phuong/thi tran................

Ngay........ thang...... nam........ , 10 trrdNg to NOA GIAi . ...c.cvveeeceeeeeeceeeeeeae

dé nghi thdi 1am hoa giai vien d6i VOi ONG (DA): ....vvvveeeeeeeeeeeeeeeeee s

o 1T 101 1) PO OO RRRPPRPPP
Y261 I 1Yo [0 TSP

- Y kién cua Truong ban cong tac Mat tran:
- 'Y kién cua truong thon, to truéng té dan phod:
Dé nghi Chu tich Uy ban nhan dan xa/phudng/thi tran...........co.cceeveeeeeeneenee. s
................................................................................................... xem xet, quyét dinh.
~ TRUONGTHON ~ TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi r6 ho tén)

(Ky va ghi rd ho tén)
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, o ] Mau sb 08
Xa, phuong, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc lap - Tw do - Hanh phuc

., hgay ... thang ... nam

GIAY PE NGHI
Ve viéc thoi lam hoa giai vién

Kinh giri: Cha tich Uy ban nhan dan xa/phuong/thi tran.....................

Can ctr d& nghi cua to truong to hoa QIAT vé viéc
thoi lam hoa giai vién, d& nghi Chu tich Uy ban nhan dan xa/phuong/thi
AN ..o xem xét, quyét dinh thoi 1am hoa giai vién ddi véi 6ng
(D)t diachi..ccoooeiiiiiiecccce,

Ly do théi lam hoa giai vién:

~ TRUONGTHON ~ TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi r6 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 truong t6 hoa giai dé nghi Trudng ban cong tic Mat tran phdi hop voi
truong thon, TH truong t6 hoa giai 14p hd so dé nghi thanh toan thu lao cho hoa
giai vién.

- Trong thdi han 05 ngay 1am viéc, ké tir ngay nhan du hd so hop 1€, Uy ban
nhan dan cap x& xem xét, quyét dinh va tra thu lao cho hoa giai vién théng qua to
hoa giai; truong hop quyét dinh khdng thanh toan cho hoa giai vién thi phai tra 10i
bang van ban va néu rd 1y do.

- T6 hoa giai thyc hién tra thii lao cho hoa giai vién theo quyét dinh cia Uy
ban nhan dan cap xa trong thoi han 03 ngay, ké tir ngay nhan duoc thu lao.

b. Cach thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phan, sé lwong hé so

* Thanh phan ho so:

+ Gidy dé nghi thanh toan thu lao ctia hoa giai vién c6 ghi rd ho, tén, dia chi
cua hoa giai vién; tén, dia chi t6 hoa giai; so tién de nghi thanh toan; noi dung
thanh toan (co danh sach cac vu, viéc trong truong hop de nghi thanh toan thu lao
cho nhiéu vy, viéc); chir ky caa hoa giai vién; chir ky xac nhan cua to trudong té hoa
giai.

~+ Xuét trinh So theo ddi hoat dong hoa giai & co s¢ d¢ doi chiéu khi can
thiet.

* S6 lwong ho so: 01 b6,

d. Thoi han gidi quyét:

- Trong thoi han 08 ngay 1am viée, ké tir ngay nhan du ho so theo quy dinh.

e. Déi twong thye hién thii tuc hanh chinh

Tb chirc

g. Co quan thuc hién thu tuc hanh chinh

- Co quan c6 thim quyén quyét dinh: Uy ban nhan déan cap xa.

- Co quan c6 thim quyén quyét dinh: Uy ban nhan déan cap xa.

- Co quan hodc ngudi c¢6 thAm quyén duogc Gy quyén hodc phan cap thuc
hién: Khong.

- Co quan tryc tiép thyc hién thi tuc hanh chinh: Uy ban nhan dan cép xA.

h. Két qua thie hién thii tuc hanh chinh

- Quyét dinh thanh toan thu lao cho hoa giai vién/ hodc van ban tra 10i trong
truong hop khong thanh todn.
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i. Lé phi

Khéng

K. Tén mdu don, méau to khai

Khéng

|. Yéu cdu, diéu kig¢n thwe hién thii tuc hanh chinh

- Vu, viéc duoc tién hanh hoa giai va da két thuc theo quy dinh tai Diéu 23
cua Luat hoa giai ¢ co so.

- Hoa giai vién khdng vi pham nghia vu quy dinh tai Diéu 10 Luat hoa giai &
CO SO.

m. Céin cir phép ly cia tha tuc hanh chinh

- Luat hoa giai ¢ co s nam 2013.

- Nghi dinh s6 15/2014/NB-CP ngay 27/02/2014 Quy dinh chi tiét mot sé diéu
va bién phéap thi hanh Luat hoa giai ¢ co so.
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V. LINH VUC PHO BIEN GIAO DUC PHAP LUAT

1. Thii tuc céng nhan Tuyén truyén vién phap luat

a. Trinh tu thuc hién

- Cén cr VAo yéu cau cdng tac pho bién, gio duc phap lut va nhu cau, dieu
kién thyc te trén dia ban cap xa, Chu tich Uy ban nhéq dan cap xa quyet dinh cong
nhan tuyén truyen vién phap luat, bao dam c6 du nguon luc dé trien khai cong tac
pho bién, giao duc phap luat trén dia ban.

- Binh ky thang 9 hang ndm, cong chuc Tu phap - Ho tich chu tri, phdi hop
vé6i Truong ban cong tac Mat tran, Truong thon, lang, ap, ban, budn, phum, sdc, to
dan pho, khu pho, khoi pho va cong dong dan cu khéac (sau day goi la dia ban co
s6) va nguoi ding dau cac to chuc chinh tri - xa hoi trén dia ban cap xa thong bao
cong khai tiéu chuan tuyén truyen vién phap luat quy dinh tai khoan 1 biéu 37
Luat pho bién, gido duc phép luat; cac quy dinh vé céng nhan tuyén truyén vién
phap luat téi co quan, don vi va ngudi dan trén dia ban co s¢ dé ty nguyén dang ky
tham gia lam tuyén truyén vién phép luat.

- Cin ctr danh sach ty nguyén ding ky tham gia 1am tuyén truyén vién phap
luat tir dia ban co s6, thyuc trang ddi ngli cng chuc cua Uy ban nhan dan cap xa va
nhu cau xay dung doi ngii tuyén truyén vién phap luat, céng chuac Tu phap - HO
tich ra soat, 1ap danh sach nguoi du tieu Chl{an quy dinh tai khoan 1 Piéu 37 Luat
pho bien, giao duc phap luét trinh Chu tich Uy ban nhan dan cap xa xem xet, cong
nhan tuyén truyén vién phap luat.

- Trong thoi han 05 ngay lam viéc ké tir ngay nhan duoc danh sach dé nghi
cong nhan tuyén truyen vién phap luat cua cong chirc Tu phép - Ho tich, Chu tich
Uy ban nhan dan cap xa xem xét, ra quyét dinh cong nhan tuyén truyén vién phap
luat.

b. Cach thac thuc hién

Truyc tiép tai co quan hanh chinh nha nudc

c. Thanh phan, sé lwong hé so

* Thanh phan ho so:

Danh sach dé nghi céng nhan tuy@n truyén vién phap luat

* S6 lwong ho so: 01 bo.

d. Thoi han gidi quyét

05 ngay

e. Péi twong thwe hién thii tuc hanh chinh

Tb chirc

g. Co quan thwc hién thu tuc hanh chinh

- Co quan c6 thim quyén quyét dinh: UBND cap xa.
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- Co quan thuc hién thu tuc hanh chinh: Céng chic Tu phép - Ho tich cap x4

h. Két qua thue hién thii tuc hanh chinh:

Quyét dinh cong nhan Tuyén truyén vién phap luat.

I. Lé phi

Khéng

k. Tén mau don, mau to khai

Khéng

|. Yéu cau, diéu kig¢n thywe hién thii tuc hanh chinh

Khdng

m. Cdin ciwr phép ly cia tha tuc hanh chinh

- Luat phé bién, gido duc phap luat nim 2012;

- Nghi dinh s6 28/2013/ND-CP ngdy 04 thang 4 ndm 2013 cua Chinh phu
quy dinh chi tiét mdt so diéu va bién phap thi hanh Luat pho bién, gido duc phép
luat;

- Thong tu s0 10/2016/TT-BTP ngay 22/7/2016 ctia BO Tu phap quy dinh vé
bé&o cao vién phap luat, tuyén truyen vién phap luat
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2. Thit tuc cho thdi lam Tuyén truyén vién phap luat
a. Trinh tw thuc hién

Khi tuyén truyén vién phép luat thugc mot trong cac truong hop quy dinh tai
khoan 1 Di€u 6 Thong tw 10/2016/TT-BTP, cong chuc Tu phép - H¢ tich trinh Chu
tich Uy ban nhan dan cap x@ xem xét, ra quyeét dinh cho thoi lam tuyén truyén vién
phap luat.

Trong thoi han 03 ngay 1am viéc ke tir ngay nhan dugc dé nghi, Chu tich Uy
ban nhan dan cap xd xem xét, quyét dinh cho théi lam tuyén truyén vién phap luat.

b. Céch thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phdn, sé lweng hé so

* Thanh phan hé so: Khong quy dinh

* S6 lwong ho so: 01 bo.

d. Thoi han gidi quyét

03 ngay lam viéc

e. Déi twong thwc hién thu tuc hanh chinh

Tb chirc

9. Co quan thuc hién thu tuc hanh chinh

- Co quan c6 thim quyén quyét dinh: Uy ban nhan déan céap xa.
- Co quan thyc hién tha tuc hanh chinh: Cong chirc Tu phap - Ho tich cap x4
h. Két qua thic hién thii tuc hanh chinh

Quyét dinh cho thoi lam Tuyén truyén vién phap luat
I. Lé phi

Khdng

k. Tén mau don, mau to khai

Khéng

|. Yéu cdu, diéu kig¢n thwe hién thii tuc hanh chinh
Khéng

m. Can cir phap ly cia thi tuc hanh chinh

- Luat pho bién, gido duc phép luat nim 2012;

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nim 2013 ctia Chinh phu
quy dinh chi tiét mét so dieu va bién phap thi hanh Luat pho bién, gido duc phép
luat;



147

- Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 ctia BO Tu phap quy dinh vé
bé&o cao vién phap luat, tuyén truyen vién phap luat
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IV. LINH VU'C NUOI CON NUOI
1. Thi tuc dang ky nuéi con nudi trong nwéc
a. Trinh tu thuc hién

- Nguoi nhan con nudi nop hd so ctia minh va ciia ngudi duoc nhan 1am con
nudi tai Uy ban nhan dan cap xa noi nguoi duoc nhan lam con nudi thuong tri (d6i
V@i cac truong hop thong thuong) hodc tal Uy ban nhan dan cap xa noi ngudi nhan
con nudi thuong tri (néu 1a cha duong, me ké hoic cd, cau, di, chd, bac rudt cua
ngudi dugc nhan lam con nudi hodc co su thoa thuan gitra ngudi nhan con nudi véi
cha me dé, nguoi giam ho cua ngudi dugc nhan lam con nudi);

- Cong chuc Tu phéap - Ho tich kiém tra hd so, 1ay y kién caa nhimg nguoi
cé lién quan;

- Uy ban nhan dan cip xa to chirc dang ky nudi con nudi, trao Giay chung
nhan nubi con nudi cho cha me¢ nudi, cha me dé hoac nguoi gidm ho hoac dai dién
co sO nudi dudng (tai L& giao nhan con nudi). Truong hop tir chbi dang ky, Uy ban
nhan dan cip x& phai tra 1o bang vin ban cho nguoi nhan con nudi, cha me dé
hoac nguoi gidm ho hoac dai dién co sé nudi dudng.

b. Cach thac thuc hién

Truc tiép tai co quan hanh chinh nha nudc

c. Thanh phdn, sé lwong hé so

* Thanh phan hé so:

+ Hb so caa ngudi nhan con nudi:

- Pon xin nhan con nudi (theo mau quy dinh);

- Ho chiéu/Chiing minh nhan dan hoic giay to c6 gia tri thay thé;
- Phiéu Iy lich tu phap (duoc cap chua qua 06 thang);

- Van ban xac nhan tinh trang hon nhan;

- Giay kham stc khoe do co so y té cap huyén tré 1én cap (dugc cip chua
qua 06 thang);

- Vin ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té
do UBND cap x4 noi ngudi nhan con nudi thudng tri cap (truong hop cha duong,
me ké hoic ¢, cau, di, chd, bac rudt cia nguoi duoc nhan 1am con nubi thi khdng
can van ban nay).

+ Ho so ctia ngudi dugc nhan lam con nudi:

- Giay khai sinh;

- Giay kham suc khoe do co quan y té cAp huyén tré 1én cap;
- Hai anh toan than, nhin thang (chup khéng qué 06 thang);

- Bién ban xac nhan do Uy ban nhan dan hoic Cong an cp xi noi phat hién
tré bi bo roi lap doi véi tré em bi bé roi; Giay chung ti cua cha dé, me d¢ hoac
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quyét dinh cua Toa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi vai tré em
md cbi; quyét dinh caa Toa &n tuyén bd cha dé, me dé cua ngudi duoc gidi thiéu
lam con nudi mét tich dbi véi nguodi dugc gisi thiéu 1am con nudi ma cha dé, me
dé mat tich; quyét dinh caa Toa an tuyén bd cha dé, me dé cua nguoi duge gidi
thiéu 1am con nudi mat nang luc hanh vi dan su ddi véi nguoi dugc gisi thiéu 1am
con nudi ma cha dé, me dé mat ning luyc hanh vi dan sy;

- Quyét dinh tiép nhan d6i vai tré em & co sé nudi dudng.

* S6 hwong ho so: 01 bo.

d. Thoi han gidi quyét

- Trong tho1 han 30 ngay, trong do:

- Kiém tra ho so va lay y kién: 10 ngay, ké tir ngay nhan du ho so hop 18;

- Ghi vao so dang ky viéc nudi con nudi va Gidy chirmg nhan nudi con nudi,
giao - nhan con nudi: 20 ngay, ké tr ngay c6 y kién dong y cia nhitng nguoi co
lién quan (theo quy dinh ctia Diéu 21 Luat nudi con nuoi).

e. Déi twong thwc hién thu 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 x4 noi thudng tra
cuia nguoi nhan con nudi hodc ciia nguoi duge nhan lam con nuoi.

- Co quan truc tiép thuc hién th tuc hanh chinh: Uy ban nhan dan cip xa
noi thuong tra cua ngudi nhan con nudi hodc cia ngudi dugc nhan lam con nuoi.

- Co quan phdi hop: Khong

h. Két qua thic hién thii tuc hanh chinh

- Gidy ching nhan nudi con nudi.

I. Lé phi

400.000d/truong hop

K. Tén mdu don, mau to khai

- To khai hoan canh gia dinh cuia ngudi nhan con nudi;
- Bon xin nhan con nuol.

|. Yéu cdu, diéu kig¢n thwe hién thii tuc hanh chinh
+ Ngudi nhan con nudi phai co da diéu kién sau:

- C6 nang luc hanh vi dan su day du;

- Hon con nudi tir 20 tudi trg 18n - khdng ap dung déi voi truong hop cha
duong nhan con riéng cta vg, me ké nhan con riéng caa chong lam con nudi hoac
0, cau,di, cha bac rudt nhan chau lam con nubi;
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- C6 diéu kién vé suac khoe, kinh té, chd ¢ bao dam viéc chim séc, nudi
dudng, gido duc con nudi - khéng ap dung doi véi truong hop cha duong nhan con
riéng cua vo, me ké nhan con riéng cua chong lam con nudi hoac c6, cau,di, chu
bac ruot nhan chau lam con nudi;

- C6 tu cach dao dirc tot.

+ Céc truong hop khong duogc nhan con nudi:

- Pang bi han ché mét s6 quyén caa cha, me ddi véi con chua thanh nién;

- Pang chap hanh quyét dinh xur Iy hanh chinh tai co s& gi4o duc, co so chita
bénh;

- Pang chap hanh hinh phat t0;

- Chua dugc x06a an tich vé mot trong cac toi ¢ y xam pham tinh mang, stc
khoé, nhan pham, danh du cta nguoi khac; nguoc dai hoac hanh ha 6ng ba, cha
me, Vo chong, con, chau, nguoi ¢6 cong nudi dudng minh; du do, ép buoc hoac
chira chap nguoi chua thanh nién vi pham phap luat; mua ban, danh trao, chiém
doat tré em.

+ Tré em duoc nhan 1am con nudi phai ¢ du diéu kién nhu sau:

- La tré em dudi 16 tudi (néu thuge truong hop cha duong, me ke, o, cau,
di, chu, bac rudt nhan lam con nubi thi co6 thé dén dudi 18 tudi);

- Mot nguoi chi dugc lam con nudi cua mot nguoi doc than hoac cua ca hai
ngudi la vo chong.

m. Cin cwr phép ly cia tha tuc hanh chinh

- Luat Nudi con nubi;

- Nghi dinh 36‘19/2011/ND-CP ngay 21/3/2011 cta Chinh phu quy dinh chi
tiet thi hanh mot so dieu cua Luat Nubi con nudi;

- Thong tu s0 12/2011/TT-BTP ngay 27/6/2011 vé Viéc ban hanh va hudng dan
viéc ghi chép, luu trlr, str dung biéu mau nudi con nuoi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 sira ddi, bo sung mot so dieu
cua Thong tw s0 12/2011/TT-BTP ngay 27/6/2011 cua Bo Tu phéap ve viéc ban hanh
va huong dan viéc ghi chép, luu trit, st dung bi¢u mau nudi con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh I8
phi dang ky nudi con nudi, 1€ phi cap giay phép hoat dong cua to chirc nubi con nudi
nudc Ngoai;

- Thong tu s() 267/2016/TT-BTP ngay 14/11/2016 huéng dan 1ap dy todn, quan
ly, str dung va quyét toan kinh phi ngn sach nha nudc bao dam cho cong tac nudi con

nudi va cap, gia han, sira doi gidy phép hoat dong cua t6 chirc nudi con nudi nudc
ngoai tai Viét Nam.



151 Mdu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI
PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VA TBN: oo NQaY SINN: oo
INOT SINN bbbttt e e Rt et Re e bbb ne e b e

NGNE NGNIEP: oottt n ettt ettt n et
JANe T 10 I USSR
TINh trang NON NNAN: ... e

2. Ba:
HO VATEN: oo Ngay Sinh: ..o
INOT SN Lottt e ettt e ettt e et ee e ab e e s ekt e e e anb b e e e eabe e e ebb e e e enneeeanneeas
S6 Gidy CMND: .................... NOi CAP: covveveveeeeeeeerern, NGAY CAP ovovvoveeereerernieias
NGNE NGNIEP: co.veeveceeeceeee ettt ettt et st en st s et es et enensanes
INOT EHIEONG TIU: ittt ettt ettt e b sbe b sbesaesbe e
Tinh trang hON NNAN: ..o s

m N G ettt et et e e e et e e e e ettt ee et ettt —————————————————————————————

= CAC AT SAN KNG, oo ——



............... , ngay........ thang.........nam..............
Ong Ba
(Ky, ghi rd ho tén) (Ky, ghi r6 ho tén)

Y kién ciia To truéng to dan phé/Trwéeng thon vé nguwoi nhan con nubi:

......... , NGAY..........thdng............ ndm.........
To trwéng dan pho/Trwong thon
(Ky, ghi rd ho tén)

X&c minh cia cdng chac Tw phdp - Hg tich:

............... , NQay..........thang........... nam.........
Nguwoi X4c minh
(Ky, ghi rd ho tén)

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r6 ho tén, chuc vu va dong dau)
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2. Tha tuc dang Ky lai viéc nudi con nudi trong nwoéc
a. Trinh tu thuc hién

- Ngudoi ¢ yéu cau dang ky lai viéc nudi con nudi nop To khai dang ky lai
viéc nudi con nudi tai Uy ban nhan dan cap x3 noi cha me nudi va con nudi thuong
trd hoac noi da déng ky viéc nudi con nudi trude day (truong hop yéu cau ding ky
lai tai Uy ban nhan dan cap x& khong phai la noi trude day da dang ky viéc nudi
con nudi, thi To khai phai c6 cam két caa ngudi yéu cau dang ky lai vé tinh trung
thuc cua viée dang ky nudi con nudi trude dé va co chir ky cua it nhat hai nguoi
lam ching)

- Chu tich Uy ban nhan dan cap x& ky va cap cho ngudi yéu cau dang ky lai
01 ban chinh Giay chirng nhan nudi con nudi.

b. Cach thac thuc hién

Truc tiép tai co quan hanh chinh nha nuéc

c. Thanh phan, so lweng hé so

* Thanh phan hd so:

+ To khai dang ky lai viéc nudi con nuoi.

* S§ lugng hd so: 01 bo.

d. Thoi han giai quyét

- Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du hd so hop 18.
e. Poi twong thuc hién thi tuc hanh chinh

T6 chic

g. Co quan thuc hién thi tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap xa.
- Co quan tryc tiép thyc hién thi tuc hanh chinh: Uy ban nhan dan cap xa.
- Co quan phdi hop: Khong

h. Két qua thwe hién thii tuc hanh chinh

- Gidy chimg nhan nudi con nudi.

I. Lé phi

Khéng

k. Tén mau don, miu to khai:

To khai dang ky lai viéc nudi con nuodi

l. Yéu céu, diéu Kién thuc hién thi tuc hanh chinh:

- S6 ho tich va ban chinh gidy to ding ky nudi con nuéi bi mét hodc hu hong
khong str dung duoc;

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.
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m. Cin ct phap ly cia tha tuc hanh chinh:

- Luat Nudi con nubi;

- Nghi dinh 56‘19/2011/ND-CP ngay 21/3/2011 cta Chinh phu quy dinh chi
tiet thi hanh mét so dieu caa Luat Nubi con nubi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va huéng dan
viéc ghi chép, luu trit, st dung biéu mau nudi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 sira ddi, bo sung mot so dieu
cua Thong tw s0 12/2011/TT-BTP ngay 27/6/2011 cua B Tu phéap ve viéc ban hanh
va huéng dan viéc ghi chép, Iuu trit, sir dung biéu mau nubi con nubi;

- Nghi dinh s 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh 1€
phi dang ky nudi con nuoi, 1€ phi cap giay phép hoat dong cua to6 chuc nubi con nudi
nudC Ngoai;

- Thong tu s6 267/2016/TT-BTP ngay 14/11/2016 hudéng dan lap du toan, quan
y, str dung va quyét toan kinh phi ngan sach nha nuéc bao dam cho cong tac nudi con

nudi va cap, gia han, sira ddi gidy phép hoat dong cua té chic nudi con nudi nudc
ngoai tai Viét Nam.
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MauTP/CN-2011/CN.04

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phuc
Anh 4x 6 cm Anh 4x 6 cm
(chup chua 5 e ¢ - A A (chup chua
qua 6 thang) TO KHAI PANG KY LAI VIEC NUOI CON NUOI qua 6 thang)
Kinh @lii..eeciecieeiieececece e
Chung toi /t6i la:
Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong trd

S6 Giay CMND/H4 chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Pa nhin nguwoi co tén dudi day lam con nudi:

HO VA TEN: ..o Giditinh: ..o
Ngay, thang, NaAm SINN:......cccooiiiii e
INOT SN et e e e e s e s e e e e e e e s s e bbb b e e e e e e e s e s anatbrrreeaaeeeaans
DAN TOC: wvvveveeeeeeeeeeeeeeeeeeeeee et et e eeeeeeee e e QUABC HHCN: v
JAe 4§15 (o010 R € SRS SS PSP
Phan khai vé bén giao con nudi trudc day:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tri/tam tru

S6 Giay CMND/H4 chiéu

Noi cap
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Ngay, thang, nim cip

bia chi lién hé

bién thoai/fax/email

TEN CO SO NUOT AUGNG: ..ottt e e anaeas
Chtic vy cta nguoi dai dién co sO nUOT UGN .ovvevvveieiieiiee e
Viéc nudi con nudi da dwge dang Ky tai: ...

Chung t61 cam doan 101 khai trén day la dung sy that va chiu trach nhi€m trudc phap luat

vé cam doan cua minh.

Ngwoi khai
(Ky, ghi rd ho tén)

Xic nhin ciia Nguoi lam chirng thir nhat Xac nhan ciia Nguwoi lam chirng thi hai
TOIteN 1A sinh nam ........ Toiténla ..o sinh ndm.................
SO CMND.....ooo cu trd tai SO CMND....oo cu tra tai
To1 xin lam chig viéc nudi con nudi néu To1 xin lam chimg viéc nuodi con nudi néu
trén la dang sy that va xin chiu trach nhiém trén la dang sy that va xin chiu trach nhiém
vé viéc 1am ching ciia minh. vé viéc 1am chimg ciia minh.

................. ,ngay.....thang..... nam...... iy NQAY......thANQ...... ndm.......

(Ky, ghi r6 ho tén)




