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18-11-2024- Quyét dinh s6 5272/QD-UBND vé viéc phé duyét quy
trinh noi bo giai quyét thu tuc hanh chinh linh vyc Ho
tich thudc tham quyén tiép nhan cua Uy ban nhan dan
quan, huyén va thanh phé Thu Puec.

(Pang tir Cong bao s6 461 + 462 dén s6 463 + 464)
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(Tiép theo Cong bdo s6 461 + 462)
QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 09
Ghi vio sb hd tich viée két hon da dwoe giai quyét
tai co quan cé thAm quyén ciia nwéc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so 50 Trwe | Truc
luwgng tiep tuyén
- T& khai ghi chu két hon theo mau (néu X
nguol ¢o6 yéu cau lwa chon ndp ho so theo I:Ihap‘
hinh thire trye tiép); thong tin
theo

- Biéu mau dién tir twong tac ghi vao S6 Ban huéng
Ol | ho tich viéc két hon (do nguoi yéu cau| Ol chinh

A A . , X A dén trén
cung cap thong tin theo hudéng dan trén Céng
Cong dich vu cong néu ngudi cd yeu cau dich vu
lva chon ndp hd so theo hinh thirc truc ééng'

tuyén)

Nguoi ¢ yéu cau ghi chu két hon thue hién viée nép/xuét trinh (theo hinh thurc truc
tiép) hodc tai 1én (theo hinh thure truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Ban sao giéy tp chl'mg nhan viée két do

co quan c6 tham quyén cua nudc ngoai Ban
01 A 01 Ban sao

cap chup

Ban sao gidy to tuy than ciia 2 bén nam, \ Ban
02 nit, néu giri ho so qua hé théng buu chinh; 01 Ban sao chup

Néu cong dan Viét Nam da ly hon hoac 7
03 |huy viéc két hon tai co quan co tham 01 Ban sao Ban

quyen nudce ngoai thi phai nép Trich luc chup

vé viéc da ghi vao SO ho tich viéc ly hon
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hoac huy viéc két hén (Trich luc ghi chu
ly hon).
Ban
chinh/ban

sao ¢o
Van ban iy quyén (dugc ching thuc) chirng Ban
theo quy dinh cua phap ludt trong truong thuc/ban hup tir
hop ty quyén thue hién viéc ghi chu két chup c6 ¢ 11)1 P

04 | hon. Truwong hop nguoi du’qq iy quyeén 1a 01 Xac nhén chinahn/bé

ong, ba, cha, me, con, vo, chéng, anh, chi, d'gldéi 1 520
em rudt cua nguoi ty quyen thi van ban chi€u ban didn tir
uy quyén khong phai ching thuce chinh cua ‘

nguoi

tiép nhan
ho so.
B. Gidy t& phai xuit trinh
H6 chiéu hoic Chuing minh nhan dan
hoac Thé can cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca
nhén do co quan ¢6 tham quyén cép, con Ban
gid tri st dung dé ching minh vé nhan \ .
N NS C 1 1A Ban chup tur
01 |than cua nguoil ¢d yéu cau ghi chu két 01 ) \

n , : n A chinh ban
hén. Truong hop cac thong tin ca nhan hinh
trong cac gidy to¢ nay da cd trong ¢
CSDLQGVDC, CSDLHTDT, duoc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thire true tuyén);

Gidy to ¢6 gia tri ching minh thong tin vé

cu tra trong truong hop co quan dang ky

ho tich khong thé khai thac dugc thong

tin vé noi cu tra cia coéng dan theo cac

phuong thire quy dinh tai khoan 2 Piéu Ban Ban

14 Nghi dinh s6 104/2022/ND-CP ngay chinh/ban huo/ban
02 | 21/12/2022 cia Chinh phu. Truong hop 01 sa0cd | © l.lpdma

cac thong tin vé gidy to chimg minh noi chirng saotq ten

cu tri da duge khai thac tir Co s6 dit liéu thyre .

qudc gia vé dan cu bang cac phwong thirc

nay thi nguoi co yéu cau khong phai xuat

trinh (theo hinh thire truc tiép) hodc tai

1én (theo hinh thuc truc tuyén).
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Truong hop gui hd so qua duong buu
03 chinh thi phai girn kém theo ban sao co 01 Ban sa0

trén.

chimg thwre cac gidy to phai xuat trinh néu

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

Noi tiép nhén va tra két qua

Thoi gian xwr ly

L& phi

Ngudi ¢o yéu cau ghi cha két hon
truc tiép thuc hién hodc uy quyén
cho ngudi khac thuc hién nop ho
SO’ truc tiép tai BO phan Tiép nhan
va Tra két qua cia UBND cap
huyén (hoac g ho so qua he
thong buu chinh); hodc nép hd so
truc tuyén trén Cong dich vu cong
quoc gia
(https://dichvucong.gov.vn)  hoac
Hé thong thong tin giai quyet thu
tuc hanh chinh Thanh pho Hb Chi
Minh
(https://dichvucong.hochiminhcity.
gov.vn).

12 ngay, ké tir ngay
nhan du ho so
hop 1€

50.000
hop.

- Thu phi bang 0 dong
truong hop nop ho so
truc tuyen.

dong/truong

- Mién 1& phi d6i véi
nguoi thuéc hd ngheéo,
ngudi cao tudi, nguoi
khuyét tat, nguoi thude
gia dinh c6 cong vaéi
cach mang.

- Phi cép ban sao Trich
luc ghi chu két hén
(néu c6 yéu cau): 8.000
dong/ban  sao trich
luc/s kién ho tich da
dang ky (thuc hién theo
quy dinh tai Thong tur
s6  281/2016/TT-BTC
ngay 14/11/2016 cua
B Tai chinh).

III. TRINH TU XU LY CONG VIEC

Bube | (si dung Trach | Thoi Ho N
cong A A o . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Glb’ \ A A
A 1A Co quan, . Theo | Thanh phan ho so theo
Nop ho so A 1, hanh
t0 chure , Mucl |Mucl
B1 chinh
Kiém tra, tiép | BOPhan | 172} gy | Tiep nhan truc ficp:
nhanhdso | LiePmhan | ngay | pypgs |- Trudng hop ho so
vaTraket | lam day du: Lap Giay tiep
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Bube | i dung Trach | Thoi Ho N
cong NI A . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
qua Viéc BM 03 |nhan hd so va hen tra

két qua; trao cho
nguodi ndp hd so theo
BM 01; thuc hién tiép
budc B2.

- Trudong hop hd so
chwa day du, chua
chinh xac: Huéng dan
bb sung, hoan thién ho
so dén nguoi ndp hd
so va ghi 0 ly do theo
BM 02.

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

Tiép nhin qua Dich
vu Buu chinh vién
thong:

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

- Trudong hop hd so
chwa day du, chua
chinh xac: Huéng dan
bb sung, hoan thién ho
so dén nguoi ndp hd
so va ghi 0 ly do theo
BM 02. Thoi gian xac
dinh t6 chtrc, ca nhan
dd nop ho so hop
phap, hop 1€ 1a tai thot
diém tb chirc, ca nhan
bo sung day du ho so
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

theo yéu cau tai BM
02.

- Truong hop tir choi
tiép nhan hd so: Lap
Phiéu tir choi tiép
nhan giai quyét ho so
theo BM 03. Thong tin
cho té chirc, ca nhan
vé viée tir chdi hd so.
Tiép nhin  truc
tuyén:

- Kiém tra tinh chinh
xac, day du, hop 1é cua
ho so; kiém tra thong
tin chit ky s6 dé dam
bao tinh xac thuc, hop
1& (néu co).

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong
chic Mot cua tiép
nhan, cap Mi ho so va
xir Iy ho so theo quy
trinh (BM 01), thong
bao dén tai khoan cuia
t6 chirc, ca nhan.

- Truong hop hd so
chua day du, dung quy
dinh thi théng bao cho
to chirc, ca nhan qua
tai khoan cua to chuec,
c4 nhan qua Hé thong
thong tin giai quyét
thu tuc hanh chinh
Thanh phé va huéng
dan dﬁy du, cu thé dé
to chtrc, cA nhan bd
sung hd so theo yéu
cau (BM 02).
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

=> Thoi gian tiép
nhan chinh thac hoac
yéu cau chinh stra, bo
sung khong muon hon
08 gio lam viéc ké tur
khi hé thdéng tiép
nhan, trir tho 7, chu
nhat.

- Truong hop tir choi
nhan ho so; thong bao
cho t6 chtrc, ca nhan
thong qua tai khoan
cia tb chuc, ca nhan
qua Hé thong thong
tin giai quyét thi tuc
hanh chinh  Thanh
phd, néu 18 1y do tur
chdi giai quyét hod so
thu tuc hanh chinh
(BM 03).

Quét (scan) tair ligu,
lwu trit hd so dién tor
trong truong hop hd
SO nop truc tiép hoac
qua duong buu dién.
Tiép nhan hd so va
chuyén cong chirc thy
1y ho so cua Phong Tu
phap.

B2

Tham dinh ho

so, dé xuit két

qua giai quyét
TTHC

Cong chue
thu ly ho so
Phong Tu

phap

04 ngay
lam
viéc

Theo
muc [
BM 01
Hb so
trinh
D}I thao
két qua:
Trich luc

Cong chuc lam cong
tac ho tich tham tra hd
so (tham tra tinh thong
nhat, hop 1€ cia cac
thong tin trong ho so,
gidy to, tai liéu do
ngudi yéu cau ndp,
xuit trinh hoac dinh
kém) dé xudt hudng
giai quyeét;
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Buge 1 Nai dung Trach | Thoi | O P
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
ghi chi |+ Truong hop ho so
kéthon | day dua, hop 1€, diang
quy dinh: cong chic
lam c6ng tac hd tich
th}_rc hién viéc ghi vao
S0 dang ky ket hon,
cap nhdt thong tin ghi
chu két hén va luu
chinh thic trén Phan
mém dang ky, quan ly
hé tich dién tr dung
chung; in Trich luc ghi
chu két hon, trinh Lanh
dao Phong Tu phap
xem Xet.
- Truong hop hd so
khéng dam bao theo
quy dinh: Du’ thao Va“u}
ban tl‘l" cho1 hoac bod
sung ho so.
Theo Xem x¢&t ,h6 so, phé
Xem xét, trinh Laph dao | 02 153V Muyc duyet pIAneu t1:1nh, ‘ky
B3 19 Phong Tu lam HA nhay két qua, trinh
Y phap viéce O S0\ Lanh dao UBND phé
trinh duve
uyet
Lanh dao | 02 nga Theo Lanh dao UBND xem
A Y| Muc ét hd so, phé duyét
B4 Ky duyét | UBND cép | lam | ... Nt PR AR
A A HO  so|Ketqua
huyén viéc .
trinh
12 ‘ Cho s6, vao soO, dong
Ban hanh van Van thu ned Ho soda | dau, ban hanh van
B5 be UBND cap say dugce phé | ban, chuyén ho so cho
an A lam ~ NSy A s
huyén A duyét | B phan Tiép nhan va
VIEC 1A ,
Tra két qua.
Tlra k}TE qua, B? ph}?? Theo Leuhd |- thu’(? hlgn 80 h?a ke}
B6 U 1O 80, T}epr} a Gidy so theo | U2 V4 lfy 50 ket ua
thong ké va | va Tra ket hen muc V| &l quyet thu tuc hanh
theo doi1 qua ‘ ' chinh da dugc so hoa
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Bube | Noi dung Trach | Thoi Ho N
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .

viéc mau
theo quy dinh.
- Tra két qua cho cong
dan.
- Thong ké, theo dai.

IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | M4 hiéu Tén biéu miu
1 BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so (néu c6)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu cb)
4 BM 04 | To khai ghi cha két hon

V. HO SO CAN LUU
STT | Ma hiéu Tén biéu miu

BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.

BM 02 | Mau Phiéu yéu cau bd sung va hoan thién hd so (néu co)

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu cb)
BM 04 | To khai ghi cha két hon
BM 05 | Trich luc ghi cha két hon (ban chup)

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

N | | =W =

VI. CO SO PHAP LY

- Luat HO tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu sta d6i, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, s6 tam tra
gidy khi thie hién thi tuc hanh chinh, cung cap dich vu cong;
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- Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo trwong Bé Tu phap quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich;

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

tuyen;

- Théong Tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truémg B Tu phép sta
d6i, bd sung mot s6 ndi dung cua Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cua
Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truémg B Tu phép sta
d6i, bd sung mot so diéu cia Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
treong Bo Tu phap ban hanh, hudéng dan st dung, quan 1y mau sé qudc tich va mau gidy
to vé& quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

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

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

- Thong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, str dung thong tin
trong Co s¢ dir 1i€u ho tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 16 phi quéc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huong dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
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thanh pho truc thudc Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
stra doi, bo sung mot so diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
B6 Tai chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phd true thuéc Trung wong;

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

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo truong Bo Tu phap vé viée
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh vire hd tich thue hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bd Tw phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI CHU KET HON

Ho, chir dém, tén nguoi yéu cau:

Ngay, thang, NAM SINN: ...

P& nghi Co’ quan ghi vao sb viéc két hon sau day:

Ho, chir dém, tén bén nir: ........................ Ho, chir dém, tén bén nam: ....................
Ngay, thang, ndm sinh: ....................c....o. Ngay, thang, ndm sinh: .............................
Dantdc: @ Quéc tich: @ ... Dantdc: @ oo Quéc tich: @ ...
Noi e tri: @, Noicu tri: @,
Giay to tuy than Giay to tuy than
Da dang ky K€t hOn tai™ ...
........................................................................................... SO v
cap ngay........ thang ...... nam
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To1 cam doan nhitng nd1 dung khai trén day 1a ding su that va chiu trach nhiém trudephap
luat vé cam doan ctia minh.
Lamtgi: .................., ¢‘ngay ... thang ....... nam ...
Ngudi yéu ciu
(Ky, ghi 10 ho, chii dém, tén)

Chiui thich:
D Ghi 3 tén Co quan thyc hién ghi cha két hon.

@ Chi ghi trong trieomg hop nguedi ¢6 yéu cau dang ky ho tich chira cé/khong cung cdp

80 dinh danh cd nhdn/cdn cude cong dan/thé cdn cuwdc/chimg minh nhdn dan.

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

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

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

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

@ Ghi tén Co quan, tén qudc gia nudc ngoai da dang ky két hon, tén loai gidy to chimng
nhan viéc két hén do Co quan cé tham quyén nudc ngoai cap, sé (néu co) va ngay, thang
nim cap gidy to d6. Vi du: Pang ky két hon tai Cong hoa Phap, Gidy chirng nhan két hon sb
0A3456 cap ngay 08/3/2016.

®) Truong hop chua timg két hon thi ghi 16 “Chua timg két hon”. Truong hop da timg
két hon thi ghi rd cin cir cham dat quan hé hén nhan. Néu cin ctr chidm dit quan hé hén

nhan 1a Iy hon thi ghi 1§ hinh thirc vin ban ly hon, ngay c6 hiéu luc, tén Co quan cap.

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

QUY TRINH 10

Ghi vio sb hd tich viéc ly hon, hiy viéc két hon ciia cong din Viét Nam

da dwoc giai quyét tai co quan c6 thAm quyén ciia nwéc ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hd so S0 Truwec tiép Trli’c
luwgng ‘ tuyén
- To khai ghi chu ly hon theo mau (néu .
A A A A Nhap
nguol ¢6 yéu cau lwa chon ndp ho so theo thone £
hinh thirc truc tiép); ?Irllego n
o1 I }31§u m‘aAu dlenAtu’ twong :[2‘10 Aghl :/ao So 01 Bén chinh |huéng dan
ho tich viée ly hon (do ngudi yéu cau cung trén Chng
cap thong tin theo hudng dan trén Cong dich vu
dich vu cong néu nguon co yéu cau Ira chon &:Gng'

nop hd so theo hinh thire trye tuyén).

Nguoi co yéu cau ghi chu ly hon thye hién viée nop/xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

A. Gidy to phai ndp

Ban sao Ban an, quyét dinh ly hon, huy
két hon, van ban thoa thuén ly hén hoac

01 |gidy to khac cong nhén viée ly hén do co| 01 Ban sao | Ban chup
quan c6 tham quyén cia nudc ngodi cap
daco hiéu lwc phap luat.
Ban
chinh/ban
Vin ban iy quyén (duge chimg thuc) theo $a0 ¢O
quy dinh cua phap luat trong truong hop chimg | Ban chup
uy quyen thwc hién viéc ghi chu ly hon. thuc/ban | tur ban
02  |Trudong hop ngudi dwoc uy quyén la éng,| 01 chup c¢6 | chinh/ban
ba, cha, me, con, vg, chong, anh, chi, em xac nhan | sao dién
rudt cua ngudi uy quyén thi vin ban uy da d6i tir
quyén khéng phai ching thue chiéu ban
chinh cua

nguoi tiep
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nhan ho
SO.

B. Gidy

to' phai xuit trinh

01

H6 chiéu hoac Chung minh nhan dan hoac
Thé cin cudc cong dan hodc cac gidy to
khac c6 dan anh va thong tin ¢4 nhan do
co quan c6 tham quyén cap, con gia tri st
dung dé ching minh vé nhan than cua
ngudi co yéu cau ghi chu ly hon. Truong
hop cac thong tin ¢4 nhan trong cac gidy
t0 nay daco trong CSDLQGVDC,
CSDLHTDT, dugc hé théng dién tu dong
thi khong phai tai 1én (theo hinh thuc truc
tuyén);

01

Ban chinh

Ban chup
tr ban
chinh

02

Giay to chimg minh noi cu tra dé xac dinh
tham quyén (trong truong hop cong dan
Viét Nam tir nudc ngoai vé thuong tri tai
Viét Nam co yéu cau ghi chi ly hon, cong
dan Viét Nam khong thuong tru tar Viét
Nam yéu cau ghi cha ly hén tai Uy ban
nhan dan cap huyén noi cu tri trude khi
xuat canh) trong truong hop co quan ding
ky ho tich khong thé khai thac dugc thong
tin vé noi cu tra cua cong dan theo cac
phuong thirc quy dinh tai khoan 2 Diéu 14
Nghi dinh s6 104/2022/ND-CP ngay
21/12/2022 cua Chinh phu. Truong hop
cac thong tin vé gidy to chimg minh noi
cu tri dd dwoc khai thac tir Co so dir licu
quoc gia vé dan cu bang cac phuong thuc
nay thi nguoi c6 yéu cau khong phai xuat
trinh (theo hinh thirc truc tlep) hodc tai 1én
(theo hinh thtrc truc tuyén).

01

Ban
chinh/ban
sao ¢o
ching
thuc

Ban
chup/ban
sao dién
tur

03

Truong hop gui hd so qua dwdong buu
chinh thi phai g kém theo ban sao co
chirng thuc cac gidy to phai xuat trinh néu
trén

01

Ban sao
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I1. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhén va tra két qua

Thoi gian xir ly

Lé phi

Ngudi ¢6 yéu cau ghi chu ly
hon truc tiép thuc hién hoéc
iy quyén cho ngudi khac thue
hién nop ho so truc tiép ta1 BO
phan Tiép nhén va Tra két qua
cua UBND cép huyén (hoac
gii ho so qua hé thong buu
chinh); hodc nop hd so truc
tuyén trén Cong dich vu cong
quoc gia
(https://dichvucong.gov.vn)
hoac Hé théng thong tin giai
quyét thu tuc hanh chinh
Thanh phé H6 Chi Minh
(https://dichvucong.hochimin
hcity.gov.vn).

12 ngay, ké tir ngay
nhan du hé so hop 1€

50.000
hop.

- Thu phi bang 0 dong
truong hop ndp ho so
truee tuyén.

- Mién 1¢& phi dbi véi
nguol thudc ho ngheo,
nguodi cao tudi, nguoi
khuyét tat, nguoi thude
gia dinh c6 cong voi
cach mang.

dong/trudong

- Phi cap ban sao Trich
luc ghi chu ly hon (néu
c6 yéu cau): 8.000
dong/ban  sao trich
luc/su kién ho tich da
dang ky (thuc hién theo
quy dinh tair Thong Tu
sO  281/2016/TT-BTC
ngay 14/11/2016 cua
Bo Tai chinh).

III. TRINH TU XU LY CONG VIEC

Bube | Noi dung Trich | Thoi Ho .
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
Gio . A 1A
A 1A Co quan, . Theo | Thanh phan ho so theo
Nop ho so A 1, hanh
t0 chure , Mucl |Mucl
chinh
Tiép nhén true tiép:
- - Truong hop ho so day
Kiémia, | DOPHEN | V2 | gyl |di Lip Gidy tidp nhin
tipnhanhd | PN | NEAY ) pprgy O SO va hen tra ket
© va Tra ket lglm BM O3 | dud trao cho ngudi ndp
qua viéc h6 so theo BM 01; thue
hién ti€p budc B2.
- Truong hop hd so
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

chwa diy du, chua
chinh xac: Huéng dan
bb sung, hoan thién ho
so dén ngudi ndp hod so
va ghi 0 ly do theo BM
02.

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

Tiép nhin qua Dich
vu Buu chinh vién
thong:

- Truomg hop hd so day
du: Lap Gidy tiép nhan
hd so va hen tra két
qua; trao cho ngudi nop
hé so theo BM 01; thuc
hién tiép budc B2.

- Truong hop ho so
chwa diy du, chua
chinh xac: Huéng dan
bb sung, hoan thién ho
so dén ngudi ndp hod so
va ghi 0 ly do theo BM
02. Thot gian xac dinh
td chirc, ca nhan dandp
ho so hop phap, hop 1¢
1a tai thoi diém t6 chirc,
ca nhan bo sung day du
hd so theo yéu cau tai
BM 02.

- Truong hop tir choi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét ho so theo
BM 03. Thoéng tin cho
to chirc, ca nhan vé viéc
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Bube | Noi dung Trich | Thoi Ho .
cong A A o . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau

tir choi ho so.

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

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong
chtirc Mot ctra tiép nhan,
cap M4 hd so va xt ly
hd so theo quy trinh
(BM 01), théng bao dén
tai khoan cua td churc,
ca nhan.

- Truong hop hd so
chua day du, dang quy
dinh thi théng bao cho
td chtrc, ca nhan qua tai
khoan cua t6 chuc, ca
nhan qua Hé thong
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va huéng dan day
du, cu thé dé t6 chuc, ca
nhan bo sung ho so theo
yéu cau (BM 02).

=> Tho1 gian tiép nhan
chinh thic hodc yéu
cau chinh sira, bd sung
khéng mudn hon 08 gio
lam viéc ké tir khi hé
thong tiép nhan, trir thir
7, chu nhat.

- Truong hop tir chdi
nhan hd so: thong bao
cho té6 chirc, ca nhan
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Buéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

thong qua tai khoan cua
t6 chirc, ca nhan qua Hé
thong thong tin gidi
quyét thi tuc hanh
chinh Thanh phd, néu
6 1y do tr chdi gidi
quyét hd so thu tuc
hanh chinh (BM 03).
Quét (scan) tai li¢u, luu
trit hd so dién tor trong
truong hop hd so nop
truc tiép hoac qua
duong buu dién.

Tiép nhan hd so va
chuyén cong chuc thy
ly ho so cua Phong Tu
phap.

B2

Tham dinh
ho so, dé
xuat két qua
giai quyét
TTHC

Céng churc
thu 1y hd so
Phong Tu
phap

04 ngay
lam
viéc

Theo
muc I
BM 01
HO6 so
trinh
Du thao
két qua:
Trich luc
ghi chu
ly hon

Cong chirc 1am cong tac
ho tich tham tra hd so
(tham tra tinh théng
nhat, hop 1€ cua cac
thong tin trong ho so,
gidy to, tai liéu do nguoi
yéu cau ndp, xuat trinh
hodc dinh kém) d& xuat
huéng giai quyét:

+ Truong hop ho so day
da, hop 1¢, dung quy
dinh: cong chirc lam
cong tac ho tich thuc
hién viéc ghi nd1 dung
vao SO ghi chi ly hén,
cap nhat thong tin ghi
chu ly hén va luu chinh
thtc trén Phan mém
dang ky, quan ly hé tich
dién to dung chung; in
Trich luc ghi chu ly hoén,
trinh Lanh dao Phong
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Buoe 1 Ngidung | Trach | Thei | HO P
cong A e oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
Tu phap xem xét.
- Truong hop hd so
khéng dam bao theo
quy dinh: Du’ thao Vér}
ban tl‘l" choi hoac bd
sung ho so.
. . | Theo Xem xét ho so, phé
Xem xét, Laph dao | 02 NEAY | Muc I duyét phiéu trinh, ky
B3 X , Phong Tu lam A T A o ~
trinh ky ha vige Ho  so | nhay két qua, trinh Lanh
pHap *“ | trinh dao UBND phé duyét
Lanh d 02 ne Theo Lanh dao UBND xem
, . anh dao 183y Muyc I xét ho so, phé duyét ket
B4 Ky duyét | UBND cap lam N \
huve A Ho so | qua
uyén viéc .
trinh
12 ‘ Cho sO, vao so0, doéng
Ban hanh Van thu nod Ho so da | dau, ban hanh van ban,
B5 . UBND cap say dugce phé | chuyén hoé so cho B
van ban A lam A AT s & A
huyén A duyét | phan Ti€p nhan va Tra
VIEC A ,
két qua.
- Thuc hién s,6' h@a két
qua va ky s6 két qua
Trakét qua, | BO phan N Lura b giai quyet thu tuc hanh
iy luuhd so, | Tiépnhan F{},fo lmh O | chinh da dugc s6 hoa
thongkéva | vaTrakét | [ Srgutc % |theo quy dinh.
theo doi qua ‘ ‘ - Tra két qua cho cong
dan.
- Thong ké, theo dai.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Ma hiéu Tén biéu miu
BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bd sung, hoan thién ho so (néu co)
BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)
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4 BM 04 | To khai ghi cha ly hon

V. HO SO CAN LUU
STT | M3 hiéu Tén biéu miu

BM 01 |Mau Gidy tiép nhan ho so va hen tra két qua.

BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so (néu c6)

BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)
BM 04 | To khai ghi cha ly hén
BM 05 | Trich luc ghi chu ly hén (ban chup)

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

N | =W =

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

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu stra d6i, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, s6 tam tra

gidy khi thie hién thi tuc hanh chinh, cung cap dich vu cong;

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

- Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo trusmg Bé Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc
tuyén;

- Théong Tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truémg B Tu phép sta
d6i, bd sung mot s6 ndi dung cua Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cua
Bo truong Bo Tu phap quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s& dir liéu ho tich dién
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tur, dang ky hd tich true tuyén;

- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua Bo truong Bo Tu phap sira
doi, bd sung mot s6 diéu cia Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
trwong B Tu phap ban hanh, huéng dan sir dung, quan ly mau so quoc tich va mau giay
to vé quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B trudéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

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

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu

tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi treong dién tur;

- Thong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, str dung thong tin
trong Co s¢ dir 1i€u ho tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 16 phi quéc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huong dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
stra doi, bo sung mot so diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
B6 Tai chinh huéng dan vé phi va 1 phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phd true thuéc Trung wong;

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

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 ctia Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé H6 Chi Minh;
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- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh murc thu 1€ phi trong thuc hién thu tuc hanh chinh ap dung dich vu
cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo truong Bo Tu phap vé viée
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh vire hd tich thue hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI CHU LY HON

Ho, chir dém, tén n@udi YEU CAU: ...

Ngay, thang, n&m SINh: .

Quan hé vo1 nguot duge ghi Chil: ...
P& nghi ghi vao s6 ho tich vide ™ . da duwoc giai quyét tai Co
quan c6 thim quyén ciia nwéc ngoai cho ngudi dudiday:

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

GAY 1O Y ThANT ) e
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HQ, chilr d@m 8102 ...
Ngay, thang, NAM STNN: ..
Gigitinh: @ Dantoc: ® o Quéc tich: @

Gy O 10y thAN: ) e e

T61 cam doan nhiing nd1 dung khai trén day l1a ¢tng su that va chiu trach nhiém trudephap
luat vé cam doan ctia minh.
Lamtgi: ... §«‘gay ... thang ....... nam ...
Ngudi yéu ciu
(Ky, ghi rd ho, chit dém, tén)

D& nghi cp ban sao”: Co D, Khéng |:|
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Chu thich:

() Ghi 15 tén Co quan thuc hién ghi chi ly hon.

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

Truwong hop phai cung cdp thong tin “Noi cw trit” thi ghi theo noi dding ky thuwong tri;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé
noi dang ky thuong trii va noi dang ky tam trii thi ghi theo noi ¢ hién tai.

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

@) Ghi 3 loai viéc thuc té: ly hon hodc huy viéc két hon.

©) Ghi 15 tén loai gidy to (Ban an/quyét dinh/ thoa thuin/cac hinh thac khac), sb, tén
Co quan, ngay thang nam cap gidy td ching minh viéc ly hén/huy viéc két hon.

©) Ghi 13 tén Co quan nude ngoai da giai quyét ly hon/hiry két hon.

7 A - r A \ A A r A A A o \ s~ A
™ Pé nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 s6 lugng
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QUY TRINH PA PUQC TAI CAU TRUC

QUY TRINH 11
Thi tuc ghi vao S6 hd tich viéc h{ tich khac ciia cong din Viét Nam

da dwoc giai quyét tai Co quan cé thAm quyén ciia nwéc ngoai (khai sinh;

giam h{; nhan cha, me, con; xac dinh cha, me, con; khai tir; thay déi hd tich)
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

. THANH PHAN HO SO

A A o 4 T
STT Tén ho so 30 Truec tiép rg’{c
luwgng : tuyén
- To khai ghi vao SO hd tich viéc khai
sinh/To khai ghi vao S6 ho tich viéc
khai tt/T¢o khai ghi vao S6 ho tich viéc .
giam hd, nhan cha, me, con/Td khai ghi I:Ihap‘
vio Sb hé tich cac viée hé tich khac (néu thong tin
nop ho so theo hinh thte tryc tiep); Ban th,eo
01 G x . 01 ) hudng
- Biéu mau dién tir trong tac ghi vao S6 chinh dan trén
hQAUCh viéc khai smh(l;hau t;r/glqrfl hq, Céng dich
nhan cha, me, con/Biéu mau dién tu vu cong

trong tac ghi vao SO hé tich cac viée hod
tich khac (néu nop ho so theo hinh thirc
truc tuyén).

Nguoi ¢ yéu cau ghi vao SO hé tich viéc khac thue hién viéc nép/xuét trinh (theo
hinh thirc truc tiép) hoac tai 1én (theo hinh thirc truc tuyén) cac giady to sau:

A. Gidy to phai ndp

Ban sao Giéy td ching minh viéc ho tich

01 | khac da duoc giai quyét tai co quan co 01 Ban sao | Ban chup
tham quyén cua nudc ngoai
Vin ban uy quyén theo quy dinh phap Ban Ban chup
luat truong hop uy quyén thue hién viéc chinh/ban |ttt  ban
02 | ghi chq. 01 sao  c¢6 | chinh/ban
Truong hop nguoi duoc uy quyén la chimg | 530 dién
ong, ba, cha, me, con, vg, chong, anh, thue/ban | tUr
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chi, em rudt cua ngudi ty quyén thi van chup c¢o6
ban uy quyén khong phai céng chimg, xac nhan
chimg thuc, nhung phai co gidy to dadoi
chimg minh méi quan hé véi nguoi ty chiéu ban
quyeén. chinh cua
nguol
tiép nhan
hd so.
B. Gidy t& phai xuit trinh
H6 chiéu hoac Chuing minh nhan dan
hodc Thé can cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca
nhan do co quan cé tham quyén cép, con
gia tri s dung dé chung minh vé nhan , Ban chup
Ban 1oz
01 |[than cia nguoi c6 yéu cau ghi cha ly 01 hinh tr ban
hon. Truong hop cac thong tin cd nhan i chinh
trong cac gidy to nay ddco trong
CSDLQGVDC, CSDLHTDT, dugc hé
thong dién ty dong thi khong phai tai 1én
(theo hinh thire truc tuyén);
Gidy to chimg minh noi cu tri dé xac
dinh tham quyén (trong truong hop cong
dan Viét Nam tir nude ngoai vé thuong
tri tai Viét Nam co yéu cau ghi chu ly
hon, cong dan Viét Nam khong thuong
tra tar Viét Nam yéu cau ghi chu ly hén
tai Uy ban nhan dan cap huyén noi cu
tri truéc khi xuat canh) trong truong Ban
hop co quan dang ky ho tich khong the hinh/ba Ban
khai thac dugc thong tin vé noi cu tri /b |- ip/ban
02 01 sao coO o
cua cong dan theo cac phuong thire quy I sao dién
dinh tai khoan 2 Diéu 14 Nghi dinh s6 Cthu’cg tu

104/2022/NB-CP ngay 21/12/2022 cua
Chinh phii. Truong hop cac thong tin vé
gidy to chimg minh noi cu tra d duoc
khai thac tir Co so dir liéu quoc gia vé
dan cu biang cac phwong thirc nay thi
nguodi ¢d yéu cau khong phai xuat trinh
(theo hinh thuc truc tiép) hodc tai 1én
(theo hinh thuc truc tuyén).
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03

néu trén.

Trudong hop giri hd so qua duong buu
chinh thi phai gui kém theo ban sao ¢6
chirng thuc cac gidy to phai xuat trinh

01

Ban sao

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

Noi tiép nhan va tra két
qua

Thoi gian xir ly

L& phi

Ngudi ¢ yéu cau ghi vao
S6 ho tich cac viéc ho tich
khac truc tiép thuc hién
hodc Gy quyén cho ngudi
khac thuc hién nop ho so
truc tiép ta1 BO phan Tiép
nhan va Tra két qua cua
UBND cap huyén (hodc giri
hd so qua hé théng buu
chinh); hodic ndp ho so truc
tuyén trén Céng dich vu
cong quéc gia
(https://dichvucong.gov.vn
) hoic Hé théng thong tin
giai quyét tha tuc hanh
chinh Thanh phé HO Chi
Minh
(https://dichvucong.hochi
minhcity.gov.vn).

Ngay trong ngay tiép nhan ho
so, trueong hop nhan ho so sau
15 gid ma khong giai quyét
duge ngay thi tra két qua trong
ngay lam viéc tiép theo. Trong
truong hop phai xac minh thi
thoi han giai quyét khong qua

3 ngay lam viéc.

50.000 dong/truong
hop.

- Thu phi bang 0 dong
truong hop ndp ho so
truc tuyén.
- Mién 1¢ phi d6i véi
tré em, nguoi thudc
hd ngheo, nguoi cao
tudi, nguoi khuyét tat,
nguol thude gia dinh
cO cong v cach
mang.
- Phi cip ban sao
Trich luc ghi vao S6
hdé tich wviéc khai
sinh/Trich luc ghi vao
S6 hé tich cac viée hd
tich khac (néu co yéu
cau): 8.000 ddng/ban
sao trich luc/su kién
hé tich da dang ky
(thuc hién theo quy
dinh tai Thong tu sb
281/2016/TT-BTC
ngay 14/11/2016 cua
B Tai chinh).
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III. TRINH TU XU LY CONG VIEC

Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Ho6 so/Biéu
mau

Dién giai

Bl

Nop ho so

Co quan,
to chuc

Gi0 hanh
chinh

Theo Muc
I

Thanh phan ho so
theo Muc 1

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

1/2 gio
lam viéc

BM 01
BM 02
BM 03

Tiép nhin truc
tiép:

- Trudmg hop hd so
day du: Lap Giay
tiép nhan hd so va
hen tra két qua; trao
cho nguodi nop hd
so theo BM O01;
thuc hién tiép budc
B2.

- Trudmg hop hd so
chwa day du, chua
chinh xac: Hudng
dan bd sung, hoan
thien hd so dén
nguodi ndp hod so va
ghi 10 ly do theo
BM 02.

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

Tiép nhin qua
Dich vu Buu
chinh vién théng:

- Trudmg hop hd so
day du: Lap Giay
tiép nhan hd so va
hen tra két qua; trao
cho nguodi nop hd
so theo BM O01;
thuc hién tiép budc
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi gian

Ho6 so/Biéu
mau

Dién giai

B2.

- Trudng hop hd
so chua day di,
chwva chinh xac:
Huéng dan bo
sung, hoan thién ho
so dén nguodi nop
hd so va ghi 18 ly
do theo BM 02.
Thoi gian xac dinh
td chirc, ca nhan
dandp hd so hop
phap, hop 1€ 1a tai
thoi diém t6 chuc,
ca nhan bd sung
day du hé so theo
yéu cau tai BM 02.
- Truong hop tur
chéi tiép nhan ho
so: Lap Phiéu tir
chdi tiép nhan giai
quyét hd so theo
BM 03. Thong tin
cho t6 chic, ca
nhan vé viéec tur
chéi ho so.

Tiép nhin truc
tuyén:

- Kiém tra tinh
chinh xac, day du,
hop 1& cia hd so;
kiém tra thong tin
chit ky s6 dé dam
bao tinh xac thuec,
hop 1& (néu co).

- Sau khi kiém tra,
néu bao dam cac
diéu kién dé tiép
nhan, Cong chirc
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Bude | Ngidung | Trach . .| Hb so/Biéu
cong N ‘n ‘n Thol gian x Dién giai
vidc cong viec nhi¢m mau

Mot ctra tiép nhan,
cap M4 ho so va xur
ly hd so theo quy
trinh (BM 01),
thong bao dén tai
khoan cua to chte,
ca nhan.

- Trudmg hop hd so
chua day du, ding
quy dinh thi théng
bao cho tb chic, ca
nhan qua tai khoan
cia t0 chirc, ca
nhan qua Hé théng
thong tin giai quyét
thu tuc hanh chinh
Thanh phd va
huéng dan day du,
cu thé dé to chuc,
ca nhan bo sung hd
so theo yéu cau
(BM 02).

=> Thoi gian tiép
nhan chinh thac
hoac yéu cau chinh
stra, bo sung khong
mudén hon 08 gio
lam viéc ké tir khi
hé thong tiép nhan,
trir thwr 7, chu nhat.
- Truong hop tu
chéi nhan hd so:
thong bao cho to
chiuc, ca nhan
thong qua tai khoan
cia to chuc, ca
nhan qua Hé thong
thong tin giai quyét
thu tuc hanh chinh
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SO | Ngidung | Trach .. . | Ho so/Biéu
cq{lg cong viée ahiém Thol gian miu Dién giai
viéc . :
Thanh pho, néu 16
ly do tir chbi giai
quyét hd so thi tuc
hanh chinh (BM
03).
Quét (scan) tai liéu,
lwu trit hd so dién
tu trong truong hop
ho so ndp truc tiép
hoic qua duong
buu dién.
Tiép nhan hd so va
chuyén cong chuc
thu Iy hd so cua
Phong Tu phap.
Cong chic lam
cong tac ho tich
tham tra hd so
(thAm tra tinh thong
Theo muc I | nhat, hop 1¢ cua cac
oo thong Atint ‘ tr?p‘gl‘ljé
TE A . so, glay to, tar li€u
Pt S o v v i
S (truémg Kbt aua: | oP xuat trinh hogc
1ham dinh hop phai | Trich La, | dinh kém) dé xudt
ho so, de | Cong chirc <4c minh h?f/élouscé huong gidi quyet:
B2 xuat k‘ét thu ly ho so thi tho 1%6 tich viee | 7. Truong hop hd so
qua gian Phbng ) han giai  Kkhai day du, hop 1¢, ding
%yHe(t; phap quydt | sinh/Trich |9uy ~dinh:  cong
khong qua | Tuc ghi vao cIAlu’c'lam cong Fa}c
02ngay | séhotich |DQ tich thuc hien
lam vide) | cac vise ho | Yiee ghi noi dung

tich khac

ghi chi vao S6 ho
tich, cap nhat thong
tin ghi vao S6 ho
tich cac viéc ho tich
khac va luu chinh
thtre trén Phan mém
dang ky, quan ly ho
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Bube | \oidung |  Tréch .. . | Hb so/Bibu
cong N on " Thol gian x Dién giai
o n cong viec nhi¢m mau
viéc
tich dién to dung
chung; i Trich luc
ghi vao SO ho tich
viéc khai sinh/Trich
luc ghi vao s6 ho
tich cac viéc ho tich
khac, trinh Lanh
dao Phong Tu phap
xem Xét.
- Trudng hop ho so
khong dam bao
theo quy dinh: Du
thao van ban tur
chbi hodic bd sung
ho so.
Xem xét hd so, phé
Xem xét, LﬁPh dao 02 gio lam Theo Muc dl,lyét p hiéu; trinl},
B3 trinh ky Phong Tu vide ‘ I ky nhay két qua,
phap ' Hb so trinh | trinh  Lanh  dao
UBND phé duyét
Lanh dao 02 it 1am Theo Muc | Lanh dao  UBND
B4 Ky duyét | UBND cap E19 I xem xét ho so, phé
huyén viee Hd so trinh | duyét két qua
Cho sé, vao so,
. Van thu . Ho6 so da d?'ng gléu, ban;hém}:
Ban hanh £ 172 gio ~ | van ban, chuyén ho
B5 1 UBND cap NN duoc phé A A
van ban huvén lam viéc duvet 30 cho B phan
ye ye Tiép nhan va Tra
két qua.
- Thyc hién s6 hoa
két qua va ky sob
Trakét qua, | BO phan két qua giai quyét
B6 luu hoso, | Tiép nhan | Theo Gidy | Luuhd so | thu tuc hanh chinh
thong ké va | va Tra két hen theomuc V |dd duoc sO hoa
theo doi qua theo quy dinh.

- Tra két qua cho
cong dan.
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Bude | \sidung | Trich .. | Hb so/Biéu
cong N ‘n ‘n Thol gian x Dién giai
‘n cong viec nhi¢m mau
viéc
- Théng ké, theo
da.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Mi hiéu Tén biéu miu

BM 01 Mau Giay tiép nhan ho so va hen tra két qua.

2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu c6)

BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu cd)

To khai ghi vao S6 ho tich viéc khai sinh/T& khai ghi vao SH
ho tich viéc khai tir/To khai ghi vao S6 hé tich viée giam ho,
nhan cha, me, con/Td khai ghi vao SO hé tich cac viée hod
tich khac

4 BM 04

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BM 01 Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu co)

To khai ghi vao S6 ho tich viéc khai sinh/Td khai ghi vao SH
ho tich viéc khai tt/To khai ghi vao S6 hé tich viéc giam hg,

4 BM 04 nhan cha, me¢, con/To khai ghi vao S6 ho tich cac viée ho tich
khac

5 BM 05 Trich luc ghi vao S6 ho tich viéc khai sinh/Trich luc ghi vao
S6 ho tich cac viéc ho tich khac (ban chup)

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

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

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

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

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

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

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

tuyen;

- Thong Tu s6 03/2023/TT-BTP ngay 02/8/2023 cia Bo trwong Bé Tu phép sta
do6i, bo sung mot sé nodi dung cua Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cia
Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo truémg B Tu phép sta
doi, bo sung mot so diéu cua Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cia Bo
treong Bo Tu phap ban hanh, hudéng dan st dung, quan 1y mau sé qudc tich va mau gidy
to vé& quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

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

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

- Thong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh
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quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, str dung thong tin
trong Co s¢ dir 1i€u ho tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 16 phi quéc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
stra doi, bo sung mot s6 diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
Bo Tai chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cia Hoi dong
nhan dén tinh, thanh phd trie thudéce Trung wong;

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

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truong Bo Tu phap vé viée
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh vire hd tich thue hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua B6 Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH VIEC KHAI SINH

Ho, chir dém, tén n@udi YEU CAU: ...

Ngay, thang, n&m SINh: ..

Quan h¢ v61 nguoi duge ghi vao SO ho tich viéc khai sinh: ..o
Pé nghi Co quan ghi vio S6 hd tich viéc khai sinh cho ngudi c6 tén dudiday:
HQ, Chil d@my, t@N2 ... e

Ngay, thang, ndm sinh: ... ghi BANG CHE: o

INOT SN e
QUIE UIATLT oo
Ho, chir dé€m, t€n N@UoT M@:. ...
Nam sinh: @ Dantdc: @ Qubc tich: @
INOT CU T @ e
Gily tO 1y thAN: O e

Ho, chir dém, tén nguwdi cha: ...

Nam sinh: @ Dantdc: @ o Qubc tich: @ oo
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Gidy to tuy than: ©

Di duogc ding ky khai sinh tai®

Gidy khai sinh s6 ..., CAp ngay........... []

T61 cam doan nhitng ndi1 dung khai trén day la dang su that va chiu trach nhiém trudcphap
luat vé cam doan cta minh.
Lamitgi: ... §«‘gay ... thang ....... nam ...
Ngudi yéu ciu
(Ky, ghi rd ho, chit dém, tén)

D& nghi cp ban sao Gidy khai sinh ®: Cé Dhéng |:|
S6 lugng:......... ban

Chii thich:
) Ghi 13 tén Co quan ghi vao S6 ho tich viéc khai sinh

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

80 dinh danh cd nhdn/can cudc cong ddan/chieng minh nhdn ddn.

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

noi dang ky thwong tri va noi ddang ky tam tri thi ghi theo noi ¢ hién tqi.

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

thé (ho chiéu, chitng minh nhdn dan,...).
@ Ghi day du ngay, thang sinh cua cha, me (néu co).
®) Ghi 13 tén Co quan, tén qudc gia nudc ngoai dang dang ky khai sinh.

©) Ghi s6, ngay, thang, nam Co quan nudc ngoai cip Gidy khai sinh hoac gidy to c6
gia tri Tudng duong Gidy khai sinh.

7 A - r A \ A A r A A A o \ s~ A
D Pé nghi danh dau X vao 6 néu ¢ yéu cau cap ban sao va ghi rd s6 luong
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC KHAI TU

Ho, chir d€m, tén N@UOT YEU CAUL .o

Ngay, thang, NAM STNN: e

QUAN hé VOI NGUOT QACREL: e
Pé nghi Co quan ghi vio S6 h{ tich viéc khai tir cho ngudi c6 tén dudiday:

HOQ, Chill @@,y t8IIZ e
Ngay, thang, NAM STNN: e

GiGi tinh: @ Dantoc:® oo Quéc tich: @

Dachét vao 10¢: .o o3 o A phut, ngay ... thang .......... nam ...

N O OB e

NGUYEN NIAN CREL: o



CONG BAO/S6 463+464/Ngay 01-12-2024 41

To1 cam doan nhitng nd1 dung khai trén day 1a ding su that va chiu trach nhiém trudephap

luat vé cam doan cua minh.

Lamtai: ..., ngay ... thang ... nam .

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

Dé nghi c4p ban sao'®: Co |:| Khéng |:|
SH luong:............ ban

Chii thich:
) Ghi rd tén Co quan thuc hién ghi vao S$6 ho tich viéc khai tur.

@) Chi ghi trong triromg hop ngueoi ¢é yéu cau dang ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdn/cdn cuée cong dan/thé cin cuée/ching minh nhdn dan.

Triromg hop phai cung cdp thong tin “Noi cw trii” thi ghi theo noi ddng ky thurong tri;
néu khong cé noi ddng ky thiong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé

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

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

thé (ho chiéu, chitng minh nhdn dan,...).
@ Ghi 15 tén gidy to ho tich dugc Co quan c6 thim quyén nudc ngoai cap.
®) Ghi 15 tén Co quan nudc ngoai dang dang ky khai tir.

6 A - r A \ A A r A A A o \ s~ A
© Pe nghj danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 sb lugng
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH VIEC GIAM HQ, NHAN CHA, ME, CON

Ho, chit dém, t&n nGudT Y&U CAUL ..o
Ngay, thang, n&m SINh: .

NOL CU T e

P& nghi Co quan ghi vao S8 hd tich viec™ .
cho ngudi dudiday:
HQ, Chil d@my, t8N: ... e e

Ngay, thang, n&m SINh: ..

La:® o cua ngudi c6 tén dudi day:
Ho, chit Q8m, t€N: e
Ngay, thang, NAM STNN: |

Gigitinh: @ Dantoc: @ Quéc tich: ®
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T61 cam doan nhitng nd1 dung khai trén day 1a ding su that va chiu trach nhiém trudephap
luat vé cam doan ctia minh.
Lamtgi: ... §«‘gay ... thang ....... nam ...
Ngudi yéu ciu
(Ky, ghi rd ho, chit dém, tén)

D& nghi cp ban sao™: Co D, Khéng |:|
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Chiui thich:
D Ghi 3 tén Co quan thyc hién ghi vao S6 ho tich.

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

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

Truwong hop phai cung cdp thong tin “Noi cw trit” thi ghi theo noi dding ky thuwong tri;
néu khong cé noi ddng ky thuwong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé

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

) Ghi 56 dinh danh cd nhdn/cin cuée cong dan'thé cdn cuée/so Gidy khai sinh (doi voi

tré em)

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

- Gidy khai sinh s6 01/2014, quyén s6 02 do UBND XA My Théng, huyén My Lic, tinh
Nam Pinh cdp ngay 15/11/2014.

Triromg hop khong cé sé dinh danh cd nhdn/cdn cuede cong ddan/thé cin cwée thi ghi

gidy 1o hop 1é thay thé (h¢ chiéu, chirng minh nhdn dan,...).

@ Ghi 15 loaoi viéoc ho tich dang duoc gidi quyét tai Co quan cé tham quyén cua nude

ngoai (giam ho, nhan cha, me, con).
) Ghi 13 mdi quan h¢: 1a cha/me/con/ngudi giam hé.

© Ghi 3 tén giéy td ching minh sy kién ho tich da duoc Co quan ¢é tham quyén cua

nudc ngoai cap.
(™ Ghi 15 tén Co quan nude ngoai dang giai quyét sy kién ho tich.

8 A - r A \ A A r A A A o \ s~ A
® Pé nghi danh ddu X vao 6 néu c6 yéu cau cap ban sao va ghi 15 s6 lugng
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH CAC VIEC HQ TICH KHAC

Ho, chit dém, t&n nGudT Y&U CAUL ..o
Ngay, thang, n&m SINh: .

NOT CU T e

P& nghi co quan ghi vao S6 hd tich viee™ ...

cho ngudi ¢6 tén dudi day:

HQ, Chil d@my, tN: ...
Ngay, thang, NAM STNN: |
Gigitinh: @ Dan toc: e Quéc tich: O e

NOL CE T o

T61 cam doan nhiing nd1 dung khai trén day 1a dang su that va chiu trach nhiém trudc phap
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luat vé cam doan cua minh.

Lamztgi: ... ... §$ngay... thang ... nam ...

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

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

Chiui thich:
) Ghi 3 tén co quan thyc hién ghi vao S6 ho tich.

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

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

Triromg hop phai cung cdp thong tin “Noi cw trii” thi ghi theo noi ddng ky thurong tri;
néu khong cé noi ddng ky thiong trii thi ghi theo noi ddng ky tam trii; trieomg hop khong cé

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

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

thé (ho chiéu, chitng minh nhdn dan,...).
@ Ghi 15 loai viéc ho tich da ding ky (vi du: thay doi ho tich).
) Ghi 15 tén gidy to ho tich duoc co quan co tham quyén nudc ngoai cap.
©) Ghi 16 tén co quan nudc ngoai da dang ky su ki¢n ho tich.

7 A - r A \ A A r A A A o \ s~ A
™ Pé nghi danh ddu X vao 6 néu c¢6 yéu cau cap ban sao va ghi 16 sd luong.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 12
Ping ky lai khai sinh c6 yéu té nuéc ngoai

(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024

ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén ho so 50 Truec tiép
luwgng

Truwe tuyén

- To khai dang ky lai khai sinh
theo mau, trong d6 c6 cam doan
cua nguol yéu cau vé viée danop
du cac gidy to hién ¢6 (néu nguot
co yéu cau lua chon nop ho so
theo hinh thure truc tlep),

- Biéu mau dién t twong tac
dang ky lai khai sinh, trong dé
co cam doan cac thong tin cung
Ol | cdp 1a ding su that, khong con 01 Ban chinh
ban chinh Giay khai sinh, d&nop
du cac giéy to hién c¢6 va chiu
hoan toan trach nhiém trudc
phép luat vé ndi dung cam doan
ctia minh (do nguoi yéu cau cung
cap thong tin theo hudéng dan trén
Cong dich vu céng néu nguoi co
yéu cau Iwa chon ndp ho so theo
hinh thtrc truc tuyén).

Nhap thong
tin theo
huéng dan
trén Cong
dich vu céng

Ngudi co yéu cau dang ky lai khai sinh thuc hién viéc ndp/xuat trinh (theo hinh

thue trie tiép) hodc tai 1én (theo hinh thuc truc tuyén) cac gidy to sau:

A. Gidy to phai ndp

Ban sao toan bd ho SO, glay to
01 |cua nguoi yéu cau hodc hd so, 01 Ban sao
gidy to, tai liéu khac trong d6 co
thong tin lién quan dén ndi dung

Ban chup
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khai sinh, gom:

+ Ban sao Giay khai sinh do co
quan c6 tham quyén cua Viét
Nam cép hop 1¢ (ban sao dugc
ching thyc tir ban chinh, ban
sao duogc cap tir S6 dang ky khai
sinh); ban chinh hodc ban sao
gidy to c6 gia tri thay thé Giay
khai sinh duoc cap trude nim
1945 & mién Bic va trudc nim
1975 & mién Nam.

+ Truong hop ngudi yéu cau
khong co gidy to néu trén thi
phai nop ban sao gidy to do co
quan c6 tham quyén cua Viét
Nam cap hop 1é nhu: Gidy
chirng minh nhan dan, Thé can
cudc cong dan hoiac HO chiéu;
gidy to chimg minh vé noi cu
tra; Bang tot nghiép, Giay
chirng nhan, Chirng chi, Hoc ba,
hd so hoc tap do co quan co
tham quyén cap hodc xac nhan;
Giay to khac c6 thong tin vé ho,
tén, ngay, thang, ndm sinh cua
ca nhan.

Ngudi yéu cau dang ky lai khai
sinh ¢6 trach nhiém ndp dﬁy du
ban sao cac gidy to néu trén (néu
cO) va phai cam doan dandp du
cac giay to minh c6; chiu trach
nhiém, hé qua cua viéc cam
doan khéng diang su that.

02

Vin ban uy quyén theo quy dinh
cua phap luat trong trudong hop
iy quyén thyuc hién viéc dang ky
lai khai sinh. Truong hop nguoi
duoc uy quyén 1a o6ng, ba, cha,
me, con, vo, chong, anh, chi, em
rudt ctia nguoi uy quyén thi van
ban uy quyén khong phai ching

01

Ban
chinh/ban sao
co6 ching
thuc/ban
chup co xac
nhan dadoi
chiéu ban
chinh cua

Ban chup tur
ban
chinh/ban sao
dién tu
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thuec.

ngudi tiép
nhan ho so.

B. Gidy to phai xuit trinh

H6 chiéu hoac Chung minh
nhan dan hoac Thé can cudce
cong dan hodc cac gidy to khac
cO dan anh va thong tin ca nhan
do co quan c6 tham quyén cap,
con gia tr1 su dung dé chirng
minh vé nhan than cua nguoi co
yéu cau dang ky lai khai sinh.
Truong hop cac thong tin ca
nhan trong cac gidy to ndy daco
trong CSDLQGVDC,
CSDLHTPT, dugc hé théng
dién ty dong thi khong phai tai
1én (theo hinh thurc truc tuyén).

01

01

Ban chinh

Ban chup tu
ban chinh

Truong hop gui hd so qua
duong buu chinh thi phai gm
kém theo ban sao cé ching thuc
cac giay to phai xuét trinh néu
trén.

02

01

Ban sao

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

Noi tiép nhén va tra két qua

Thoi gian xir ly

L& phi

Ngudi ¢6 yéu cau dang ky lai khai sinh
tryc tiép thuc hién hodc uy quyén cho
nguoi khac thue hién ndp hd so truc tiép
tai BO phan Tlep nhan va Tra két qua cua
UBND cap huyén (hodc gti hd so qua hé
thong buu chinh); hodc nép hd 80 trwe
tuyén trén Cong dich vu coéng qudc gia
(https://dichvucong.gov.vn) hodc Hé thong
théng tin giai quyét thu tuc hanh chinh
Thanh  phé  HOo Chi  Minh
(https://dichvucong.hochiminhcity.gov.vn).

05 ngay lam
viéc.  Truong
hop phai ¢6 van
ban xac minh
thi thor han giai
quyét khoéng
qua 25 ngay.

50.000 ddng/trudomg
hop.

- Thu phi bing 0
dong treong hop nop
ho so truc tuyén.

- Mién 1¢ phi d6i voi
tré em, nguoi thudc
hé nghéo, ngudi cao
tudi, ngudi khuyét
tat, nguon thudc gia
dinh c6 cbéng véi
cach mang .
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- Phi cap ban sao
Gidy khai sinh (néu
cd yéu cau: 8.000
dong/ban sao trich
luc/su kién ho tich da
dang ky (thuc hién
theo quy dinh tai
Théng tr  sb
281/2016/TT-BTC
ngay 14/11/2016 cua
B Tai chinh).

III. TRINH TU XU LY CONG VIEC

Buge | Ngidung | Trich | Thoi Ho, P
cong A en oA . so/Biéu Dién giai
‘n cong viec nhi¢m gian x
viéc mau
Nop hd | T6chuc, | Giohanh | Theo muc | Thanh phan hd so theo
SO’ canhan chinh I muc |
Tiép nhén trwe tiép:
- Trwong hop ho so day
du: Lap Gidy tiép nhan
hoé so va hen tra két
qua; trao cho ngudi nop
ho so theo BM 01; thuc
hién tiép budc B2.
- Trudong hop ho so
chwa day du, chua
B1 Kidm tra B? phé? BM O] clxlinh Xac: Hu’O’ng dér:
X ~_ | Tiép nhan | 1/2 ngay bd sung, hoan thién ho
tiép nhan s 1A N BM 02 X A TA
1 so va Tra ket | lam viéc BM 03 SO dep ngudt nop ho so
qua va ghi 1o ly do theo BM
02.

- Truong hop tir choi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo
BM 03

Tiép nhan qua Dich
vu Buu chinh vién
thong:
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

- Trudng hop ho so day
du: Lap Giay tiép nhan
hd so va hen tra két
qua; trao cho nguo1 nop
hé so theo BM 01; thuc
hién tiép budc B2.

- Truong hop hd so
chua day du, chua
chinh xac: Hudng dan
bo sung, hoan thién ho
so dén nguoi ndp ho so
va ghi rd ly do theo BM
02. Thoi gian xac dinh
td chirc, ca nhan dandp
hd so hop phap, hop 18
1a tai thoi diém t6 chirc,
c4 nhan b6 sung day du
ho so theo yéu cau tai
BM 02.

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

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

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong
chitc MOt cua tiép
nhan, cap M4 hd so va
xttr 1y hd so theo quy
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Bude | Noidung | Trich | Thoi Ho .
cong AT A . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau

trinh (BM 01), thong
bao dén tai khoan cua
td chire, ca nhan.

- Truong hop hd so
chua day du, dung quy
dinh thi thong bao cho
td chuc, ca nhan qua tai
khoan cua to chuc, ca
nhan qua Hé théng
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va huéng dan day
du, cu thé dé td chirec,
c4 nhan bo sung ho so
theo yéu cau (BM 02).
=> Thoi gian tiép nhan
chinh thuwrc hodc yéu
cau chinh stra, bo sung
khong mudén hon 08
gid lam viéc ké tir khi
hé théng tiép nhan, tru
thir 7, chu nhat.

- Truong hop tir chdi
nhan ho so: thong bao
cho t6 chitc, cA nhéan
thong qua tai khoan cua
to chirc, ca nhan qua
Hé thong thong tin giai
quyét thi tuc hanh
chinh Thanh phd, néu
16 ly do tir chdi giai
quyét hd so thu tuc
hanh chinh (BM 03).
Quét (scan) tai li€u, luu
trit ho so dién tir trong
truong hop hd so nop
truc tiép hodc qua
duong buu dién.

Tiép nhan hd so va
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Bude | Noidung | Trich | Thoi Ho .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
chuyén cong chirc thu
1y ho so ciia Phong Tu
phap.
Coéng chutc lam cong
tac hé tich tham tra hod
so (tham tra tinh thong
nhat, hop 1€ cua cac
thong tin trong ho so,
gidy to, tai liéu do
ngudi yéu cau nop,
xuat trinh hoac dinh
kém) dé xuat hudng
giai quyét:
- Truong hop viéc dang
ky khai sinh trudc day
. dugoc thuc hién tai
02 nga - Y - ;
P oo nue | UBND cép XA hode
o (tru’b’né 7 | Sé& Tu phap thi cong
Tham dinh > I hie 13 bng tic hod
amdinh | | hop phai chirc lam cong téc ho
ho SO, de Cong Chl}’C x4c minh BM 01 tich bdao cao Truong
B) xuatket | thulyho | = .o " | Dy théo | phong Tu phap c6 van
qua giai | so Phong han eiaj | X6t qua: | ban d€ nghi UBND cap
quyet Tu phap m & Giay khai | XA/S¢ Tu phap noi
quyet : RSP ,
TTHC khong sinh thuc hién viéc dang ky
qué 22 khgi sinh tru’ég day
ngay) kiém tra, xac minh vé

viée luu giir S6 hd tich.
- Trudong hop gidy to
ctia ngudi yéu cau ding
ky lai khai sinh khéng
c6 théong tin  ching
minh quan hé cha, me,
con thi cong chuc lam
cong tac ho tich bao cao
Truong phong Tu phap
c6 van ban dé nghi co
quan cong an c¢6 tham
quyén  xac  minh.
Truwong hop co quan
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

cong an tra lo1 khong
coO thong tin thi cong
chirc lam cong tac hd
tich cho nguoi yéu cau
dang ky lai khai sinh
lap van ban cam doan
vé thong tin cua cha,
me va xac dinh no1
dung khai sinh theo van
ban cam doan.

+ Truong hop ho so day
da, hop 1€, dung quy
dinh: cong chuc lam
cong tac ho tich thuc
hién viéc ghi vao SO
dang ky khai sinh, cép
nhat théng tin dang ky
lai khai sinh va luu
chinh thic trén Phan
mém dang ky, quan ly
ho tich dién ti dung
chung; in Giay khai
sinh, trinh Lanh dao
Phong Tu phap xem xét.
+ Truong hop ho so
khéong dam bao theo
quy dinh: Du thao van
ban tir chdi hodc bd
sung ho so.

B3

Xem xét,
trinh ky

Lanh dao
Phong Tu
phap

01 ngay
lam viéc

Theo Muc
|
Hb so
trinh

Xem xét hd so, phé
duyét phiéu trinh, ky
nhay két qua, trinh Lanh
dao UBND phé duyét

B4

Ky duyét

Lanh dao
UBND
quan,
huyén

01 ngay
lam viéc

Theo Muc
|
Hb so
trinh

Lanh dao UBND xem
xét ho so, phé duyét két
qua
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Bude | Noidung | Trich | Thoi Ho .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
‘ Cho 6, vao so, dong
Ban hanh Vian thu | 1/2 ngay Ho s daA dau, Pan Iianh van ban:
B5 vin ban UBND 12 L duge phé | chuyén ho so cho BO
amm viee duyét phén Ti€ép nhan va Tra
két qua.
- Thuc hién s,6' h@a két
o qua va ky s6 két qua
Traket | ps ohan .| giai quyét thit tuc hanh
o qua, 1}11111 ho | 1i&o nhan | Theo Lﬁm ho 5o | chinh da duoc sé hoa
S0, thOng | 0 Tra két | Gidy hen | 'S0 ™YC | theo quy dinh.
k& va theo \ \Y 1A , A
x: qua - Tra két qua cho cong
doi
dan.
- Théng ké, theo dai.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Mi hiéu Tén biéu miu
1 BMO01 | Mau Gidy tiép nhan hd so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
4 BM 04 To khai dang ky lai khai sinh

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BMO01 | Mau Gidy tiép nhan hd so va hen tra két qua
2 BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so (néu ¢o)
3 BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)
4 BM 04 To khai dang ky 1ai khai sinh
5 BM 05 Giay khai sinh (ban chup)
6 // Céc ho so khac néu co theo van ban phap quy hién hanh
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VL. CO SO PHAP LY
- Luat HO tich nam 2014;

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

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

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

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

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

tuyen;

- Thong Tu s6 03/2023/TT-BTP ngay 02/8/2023 cia Bo trwong Bé Tu phép sta
do6i, bo sung mot sé nodi dung cua Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cia
Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua Bo truong Bo Tu phap sira
d6i, bd sung mot so diéu cia Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
truong Bo Tu phap ban hanh, hudéng dan st dung, quan 1y mau sé qudc tich va mau gidy
to vé& quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

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

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

- Théong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai chinh
quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, st dung thong tin
trong Co s& dir li€u hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan la nguot
gbc Viét Nam, 1¢ phi quoc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Théng Tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truong Bo Tai chinh
stra doi, bo sung mot s6 diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
Bo Tai chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cia Hoi dong
nhan dén tinh, thanh phd trie thudéce Trung wong;

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

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

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

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cua Bo truong Bo Tu phap vé viée
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh vire hd tich thue hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cia B6 Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Quan h¢ vo1 ngudi duge khai sinh: ...

P& nghi co quan ding ky lai khai sinh cho ngudi c6 tén dudi diy:

Ho, chit d€m, t€N: ... e
Ngay, thang, ndm sinh: ..................coocooviiiiinn, ghi bang Chit: ..o,
Gioitinh:....oooeeeeeee, Dan toc: ..ooovveeeeeeeeees e Quéc tCh: o
NOT SIIR: e
QUE QUAIL ..ottt ettt e eh et ettt e b b et be e etbe e e eate e eanreas
Ho, chit dé€m, t€n NGO ME: . ...t
Nam sinh: @ Dantoc: @i Qubc tich: @
INOT CU T @) et
Gy tO TIY thAN: @ ettt
Ho, chit dém, tén ngudi cha: ...

Nam sinh: @ Dantoc: @i Qubc tich: @
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Gidy to tuy than: ©

Pi dang ky khai sinh tai: ©

Gidy khai sinh s6: ... quyénsd” ngay [

T6i cam doan nhitng noi dung khai trén day 1a dang su that va dandp da cac gidy to hién co.

T61 chiu trach nhiém trudce phap luat vé viéc cam doan cta minh.

Lamitgi: ................., ‘Z4Y ........... thang ......... AAM ..............
Ngudi yéu ciu
(Ky, ghi 16 ho, chit dém, tén)

Dé nghi c4p ban sao™: Co |:| Khéng |:|
SH lugng:...... .ban
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Chu thich:

() Ghi 15 tén co quan ding ky lai khai sinh

@ Chi ghi trong treomg hop nguoi cé yéu cau dang ky ho tich chira cé/khong cung
cdp s6 dinh danh ca nhdn/cin cwée cong dan/thé cdn cudc/chitng minh nhdan ddn; khong
cung cdp day di thong tin ngay, thang, ndm sinh.

Triwomg hop phdi cung cdp thong tin “Noi cuwr trii” thi ghi theo noi dding ky thirong
trii; néu khong cé noi ding ky thieomg trii thi ghi theo noi ding ky tam trii; tneong hop
khong c6 noi dang ky thieong tru va noi ddng ky tam trii thi ghi theo noi ¢ hién tqi.

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

@ Trudng hop sinh tai co o'y té thi ghi rd tén co s¢' y té va dia chi co so'y té d6; truong
hop sinh ra ngoai co sd vy té thi ghi dia danh ciia 03 cap hanh chinh (XA, huyén, tinh) noi sinh
ra; truong hop khong 1 noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

®) Ghi day da ngay, thang sinh cia cha, me (néu co).

©) Ghi tén co quan dé dang ky khai sinh trudc day.

( Chi khai trong truong hop biét r5.

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

QUY TRINH 13

Ping ky khai sinh ¢6 yéu té nwéc ngoai cho ngudi dico ho so, gidy to ca nhian
(Ban hanh kém theo Quyét dinh s6 5372/0P-UBND ngay 18 thdng 11 ndm 2024

ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén hé so 50 ) Trwe | Tryc

luwgng tiep tuyen

- To khai dang ky khai sinh theo mau Nhap
(n€u ngudi co yeu cau lya chon ndp hoé so thong tin

theo hinh thuc truc ti€p); theo

- Biéu mau dién tr twong tac dang ky khai Ban hudng

01 . . \ p : 01 ) X oA
sinh (do ngudi yéu cau cung cap thong tin chinh | dan trén

theo hudng dan trén Cong dich vu cong, Cong
néu nguoi co yéu cau lya chon nop ho so dich vu

theo hinh thuc truc tuyén). cong

Ngudi ¢6 yéu cau dang ky khai sinh thyc hién viéc ndp/xuat trinh (theo hinh thtrc
truc tiép) hodc tai 1én (theo hinh thire truc tuyén) cac giay to sau:

A. Gidy to phai ndp

Ban
- , A ) chup tur
Van ban cam doan vé viéc chuwa duogc Ban \
01 dine kv khai sinh 01 hinh ban
ang ky khai sin chin chinh
Ban sao toan bo ho so, gidy to cua nguoi
yéu cau hodc ho so, giay to, tai liéu khac
trong do co théng tin li€n quan dén nodi
dung khai sinh, gom: Gidy chung minh
nhan dan, Thé can cudc cong dan hoic
0 H9 chlleu; gidy to ‘(Ehu’ng‘ Amlnh vé noi ou 01 Ban sao Ban
tra; Bang t6t nghiép, Giay ching nhan, chup

Chung chi, Hoc ba, ho so hoc tap do co
quan c6 tham quyén cap hodc xac nhan;
Giay to khac co thong tin vé ho, tén,
ngay, thang, ndm sinh cia ca nhan.

Ngudi yéu cau dang ky khai sinh c6 trach
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nhiém ndp day du ban sao cac giay to néu
trén (néu co) va phai cam doan dandp du
cac giéy to' minh c6; chiu trach nhiém, hé
qua cua viéc cam doan khéng dung su
that.
Ban
chinh/ba
n sao co
Van ban iy quyén (dugc ching thuc) chimg q
. ) ) n \ thuc/ban | Ban
theo quy dinh cta phap luat trong truong h | ch it
hop uy quyén thue hién viéc dang ky khai chip h(jo gqup v
03 |sinh. Truong hop ngudi dwoc uy quyén la| 01 )d(g(i: CI;HZ}E cﬁ?nh ba
ong, ba, cha, me, con, vo, chong, anh, chi, )
N N A e s 1 ban n sao
em rudt cua ngudl iy quyeén thi van ban ) o
uy quyén khoéng phai chung thye. C}}mh R dign tr
‘ cia cong
chirc tiép
nhan hd
SO
B. Giay to phai xuit trinh
H6 chiéu hoic Chimg minh nhan dan
hodac Thé can cudc cong dan hodc cac
gidy to khac co6 dan anh va thong tin ca
nhan do co quan ¢o tham quyén cé}p, con Ban
gia tr1 sir dung dé chl'mg minh vé nhan Ban chup tir
01 |than cua ngudi cd yéu cau dang ky khai 01 hinh ba
sinh. Truong hop cac théng tin ca nhan i ha,mh
trong cac gidy t0 nay ddco trong i
CSDLQGVDC, CSDLHTDT, dugc hé
théng dién ty dong thi khong phai tai 1én
(theo hinh thire truc tuyén);
Gidy to ¢6 gid tri chimg minh thong tin vé
cu tru trong treong hop co quan dang ku
ho tich khong thé khai thac duoc thong
tin vé noi cu tri cia cong dan theo cac Ban Ban
phuong thirc quy dinh tai khoan 2 Bicu chinh/ba chup/ban
02 |14 Nghi dinh so6 104/2022/ND-CP ngay | 0l n sao co sao dién
21/12/2022 ciaa Chinh phu. Truong hop chung tr
cac thong tin vé gidy to chimg minh noi thue
cu tra da dugc khai thac tir Co so dir licu
quoc gia vé dan cu bang cac phuong thirc
nay thi nguoi co yéu cau khong phai xuat
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trinh (theo hinh thire truc tiép) hodc tai
1én (theo hinh thurc truc tuyén).

03

trén

Truong hop gui hd so qua dudong buu
chinh thi phai giri kém theo ban sao cé
chirng thuc cac gidy to phai xuat trinh néu

01

Ban sao

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

Noi tiép nhan va tra két
qua

Thoi gian xir ly

L& phi

Ngudi ¢o yéu cau dang ky
khai sinh truc tiép thuc
hién hoac uy quyén cho
nguol khac thuc hién ndp
ho so true tiép tai BO phan
Tiép nhan va Tra két qua
cia UBND cap huyén
(hodac gum hd so qua hé
théng buu chinh); hodc ndp
ho so truc tuyén trén Céng
dich vu cong quéc gia
(https://dichvucong.gov.vn
) hoic Hé théng thong tin
giai quyét tha tuc hanh
chinh Thanh phé HO Chi
Minh
(https://dichvucong.hochi
minhcity.gov.vn).

05 ngay lam vi¢c. Truong
hop phai ¢6 van ban xac
minh thi thoi han giai quyét
khéng qua 25 ngay

50.000 dong/trudmg hop.

- Thu phi bang 0 dong
treong hop ndp ho so true
tuyén.

- Mién 1& phi dbi véi tré
em, nguol thuéc ho
nghéo, nguodi cao tudi,
ngudi khuyét tat, nguoi
thuoc gia dinh co6 cong
vo1 cach mang.

- Phi cép ban sao Gidy
khai sinh (néu c6 yéu
cau): 8.000 dong/ban sao
trich luc/su kién ho tich da
dang ky (thuc hién theo
quy dinh tai Thong Tu s6
281/2016/TT-BTC  ngay
14/11/2016 cua B Tai
chinh).
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III. TRINH TU XU LY CONG VIEC
Bude | \oidung | Trich | Thoi Ho .
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
A A A , Glb’ <\ A A
Nop ho To chuec, hanh Theo muc | Thanh phan h6 so theo
SO’ ca nhan , I muc |
chinh
Tiép nhén true tiép:
- Truomg hop hd so day
du: Lap Gidy tiép nhan
hd so va hen tra két
qua; trao cho nguol ndp
hd so theo BM 01; thuc
hién tiép budc B2.
- Truwong hop hd so
chuwa day du, chua chinh
xac: Huéng dan bd
sung, hoan thién hd so
dén ngudi ndp hod so va
ghi 10 ly do theo BM
02.
- Truong hop tir chdi
Bl q B¢ phéan 12 BMO] |tiép nhan hd so: Lap
Kiém tra | Tiép nhép ngay BM 02 Phiéu tir chéi tiép nhan
hdso | vaTrakét | lam giai quyét hd so theo
qua viee | BMO3 Ign 03

Tiép nhin qua Dich
vu Buu chinh vién
thong:

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

- Truong hop hd so
chuwa day du, chua chinh
xac: Huéng dan bd
sung, hoan thién hd so
dén ngudi ndp hod so va
ghi 16 ly do theo BM




CONG BAO/S6 463+464/Ngay 01-12-2024 65

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

02. Thot gian xac dinh
to chuc, ca nhan danop
ho so hop phap, hop 1&
1a tai thoi diém t6 chuc,
ca nhan bo sung day du
hd so theo yéu cau tai
BM 02.

- Truong hop tir chdi
tiép nhan hd so: Lap
Phiéu tir chdi tiép nhan
giai quyét hd so theo
BM 03. Thong tin cho
to chure, ca nhan vé viée
tir choi ho so.

Tiép nhén truc tuyén:

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

- Sau khi kiém tra, néu
bao dam cac diéu kién
dé tiép nhan, Cong chirc
Moét ctra tiép nhan, cép
M4 hd so va xir 1y ho so
theo quy trinh (BM 01),
thong bao dén tai khoan
cua to chirc, ca nhan.

- Truwong hop hd so
chua day du, dung quy
dinh thi théng bao cho
td chirc, ca nhan qua tai
khoan cua té chuc, ca
nhan qua Hé théng
thong tin giai quyét thu
tuc hanh chinh Thanh
phd va huéng dan day
du, cu thé dé t6 chuc, ca
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

nhan bo sung ho so theo
yéu cau (BM 02).

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

- Truong hop tir chdi
nhan hd so: théng bao
cho té6 chuc, cad nhan
thong qua tai khoan cua
to chtrc, ca nhan qua Hé
théong thong tin giai
quyét thu tuc hanh
chinh Thanh phé, néu
16 1y do tir chéi giai
quyét hd so thi tuc
hanh chinh (BM 03).
Quét (scan) tai li€u, luu
trit hd so dién tir trong
truong hop hd so nop
truc tiép hoac qua
duong buu dién.

Tiép nhan ho so va
chuyén cong chirc thu
1y ho so cua Phong Tu
phap.

B2

Tham dinh
ho so, dé
xuat két
qua giai

quyét
TTHC

Coéng chirc
thu 1y hd
so Phong
Tu phap

02 ngay
lam
viéc

(truong
hop

phai xac

minh thi
thot han
giai
quyét

Theo Muc
I

BM 01
Du  thao
két  qua:
Giay khai
sinh

Coéng chirc 1am cong tac
ho tich thim tra hd so
(tham tra tinh thong
nhét, hop 1€ cua cac
théng tin trong ho so,
gidy to, tai liéu do
ngudi yéu cau ndp, xuat
trinh hodc dinh kém) dé
xuat hudéng giai quyét:

Truong hop gidy to cua
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Bude | \oidung | Trich | Thoi Ho .
cong AT ‘n . so/Biéu Dién giai
o n cong viec nhiém gian x
viéc mau
khéng ngudi yéu cau dang ky
qua 22 khai sinh khéng c¢6
ngay) thong tin ching minh

quan hé cha, me, con
thi cong chirc lam cong
tac hd tich bao cao
Truwong Phong Tu phap
c6 van ban dé nghi co
quan cong an c6 tham
quyén Xac minh.
Trueong hop co quan
cong an tra 101 khong co
thong tin thi cong chuc
lam cong tac hé tich cho
ngudi yéu cau dang ky
khai sinh 1ap van ban
cam doan vé thong tin
cua cha, me va xac dinh
ndi dung theo van ban
cam doan.

+ Truong hop hd so day
du, hop 1€, dung quy
dinh: c¢cbéng chirc lam
cong tac ho tich thuc
hién viéc ghi vao S6
dang ky khai sinh, cap
nhat thong tin dang ky
khai sinh va luu chinh
thic trén Phan mém
dang ky, quan ly ho tich
dién tor dung chung; in
Gidy khai sinh, trinh
Lanh dao Phong Tu
phap xem xét.

+ Truong hop ho so
khong dam bao theo
quy dinh: Du thao van
ban tir chdi hodc bd
sung ho so.
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Bude | \oidung | Trich | Thoi Ho .
cong Ao o n . so/Biéu Dién giai
o n cong viec nhiém gian .
viéc mau
Th M r A A
. Lanh dao | 01 ngay e0 e Xen} xet Aho 50, phg
Xem xét, . . I duyét phiéu trinh, ky
B3 X > | Phong Tu lam A A N
trinh ky ha viee Ho so nhay két qua, trinh Lanh
pHap ' trinh | dao UBND phé duyét
Theo Muc
Lanh dao | 01 ngay I Y Lanh dao UBND xem
B4 Ky duyét UBND lam O so xét ho so, phé duyét két
£ huve  n R
cap huyén | viéc trinh qua
12 ‘ Cho s6, vao so, dong
Ban hanh Van thu ngdy Ho soda | dau, ‘pan I}élnh van ban,
B5 1 UBND : duge phé | chuyén hé so cho Bo
van ban A A lam A .y AN s
cap huyén n duyét phén Tiép nhan va Tra
Viee ket qua.
- Thuc hién §6 héa két
Tra két qua va ky so ket qua
qua, lvu | BO phén N giai quyét thu tuc hanh
iy hdso, | Tiép nhan ;F}hfo L;lm ho'so | chinh da duoc sé hoa
théngke | vaTrakét | oy | Te0MUC | theo quy dinh.
) \ hen \Y L 1A , R
va theo qua - Tra két qua cho cong
dai dan.
- Thong ké, theo dai.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Mai hiéu Tén biéu miu
1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu c6)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu cd)
4 BM 04 | To khai dang ky khai sinh
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V. HO SO CAN LUU

STT | M3 hiéu Tén biéu miu

1 BM 01 | Mau Giay tiép nhan ho so va hen tra két qua.

2 BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so (néu co)

3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét ho so (néu cd)

4 BM 04 | To khai dang ky khai sinh

5 BM 05 | Gidy khai sinh (ban chup)

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

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

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu stra d6i, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, s6 tam tra

gidy khi thire hién thi tuc hanh chinh, cung cap dich vu cong;

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

- Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo trusmg Bé Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc
tuyén;

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

- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua Bo truong Bo Tu phap sira
d6i, bd sung mot so diéu cia Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
treong Bo Tu phap ban hanh, hudéng dan st dung, quan 1y mau sé quoc tich va mau gidy
to vé& quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

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

- Thong tu s6 01/2023/TT-VPCP ngay 05/4/2023 ciia Vin phong Chinh phu quy
dinh mét s6 noi dung va bién phap thi hanh trong s6 hoa ho so, két qua giai quyét thu

tuc hanh chinh va thuc hién thu tuc hanh chinh trén méi treong dién tur;

- Thong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, str dung thong tin
trong Co s¢ dir 1i€u ho tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 16 phi quéc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huong dan vé phi va 1¢é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
stra doi, bo sung mot so diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
B6 Tai chinh huéng dan vé phi va 1 phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phd true thuéc Trung wong;

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

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cta Uy ban nhan dan Thanh
phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh phé H6 Chi Minh;
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- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh murc thu 1€ phi trong thuc hién thu tuc hanh chinh ap dung dich vu
cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo truong Bo Tu phap vé viée
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh vire hd tich thue hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua B6 Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI DANG KY KHAI SINH

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

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

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

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

Théng tin vé Gidy chitng nhdn két hon cia cha, me tré (néu cha, me tré daDKKH):
S6:........ , Quyénso: ... , dang ky ngay .... thang .... ndm ......... Qi

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

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

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

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

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

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

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

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

noi dang ky thwong tri va noi ddang ky tam tri thi ghi theo noi ¢ hién tqi.

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

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

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

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

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

Truong hop sinh ra ngoai co s y té thi ghi dia danh cua 03 cap hanh chinh (XA,
huyén, tinh), no1 sinh ra.

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

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

QUY TRINH 14

Ping ky lai két hon c6 yéu té nwée ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND 18 hdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

STT Tén ho so 50 T.r ¢ Trwe tuyén
luwgng tiep
- T6 khai dang lai ky két hon theo mau
(néu nguoi yéu cau lira chon nop ho so
theo hinh thure truc tlep),
- Bié}l mau dién t twong tac dang ky o
lai két hon, trong dé ¢d cam doan cac Nhgp thong
théng tin cung cap la ding sw thit, Ban tin theox
01 | khong con ban chinh Gidy ching nhan 01 chinh hudng dan

két hon, dandp du cac gidy to hién co
va chiu hoan toan trach nhiém trudc
phap luat vé noi dung cam doan cia
minh (do nguo1 yéu cau cung cap thong
tin theo huéng dan trén Cong dich vu
cong, ho so theo hinh thuc tric tuyén)

trén Cong
dich vu céng

Nguoi co yéu cau dang ky lai két hon thwe hién viée nop/xuat trinh (theo hinh thuc
tryre tiép) hodc tai 1én (theo hinh thire tryc tuyén) cac gidy to sau:

A. Gidy to phai ndp

.A o Ban chup tur
Ban sao Giady ching nhan két hon duoc ban
cap true day. Neéu khong co ban sao chinh/ban
01 | Gidy ching nhén ket hon thi nop ban sao 01 Ban sao chinh
ho so, gidy to ca nhan c6 cac thong tin o
lién quan dén noi dung ding ky két hon dién tir theo
quy dinh
B. Giay to phai xuit trinh
01 H6 chiéu hoac Chirng minh nhan dan 01 Ban Ban chup tir

hodc Thé can cudc cong dan hoidc cac
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gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap,
con gia tri sir dung dé ching minh vé
nhan than cua ca hai bén cé yéu cau
dang ky lai két hon. Truong hop cac
thong tin ¢4 nhan trong cac gidy to ndy
daco trong CSDLQGVDC,
CSDLHTDT, duwoc hé théng dién tu
dong thi khong phai tai 1€n (theo hinh

thure truc tuyén).

chinh ban chinh

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

Noi tiép nhin va tra két
qua

Thoi gian xwr ly

Lé phi

Nguoi ¢6 yéu cau ding ky
lai két hon ndp hd so truc
tiép tai B phan Tiép nhan
va Tra két qua cia UBND
cép huyén; hodc nop ho so
tryc tuyén trén Cong dich
vu cong quoc gia
(https://dichvucong.gov.vn)
hoac Hé théng thong tin
giai quyét thu tuc hanh
chinh Thanh phdé Hd Chi
Minh
(https://dichvucong.hochim
inhcity.gov.vn) (bén nam
hoidc bén nit ¢o thé ndp hod
so ma khoéng can cé vin
ban ty quyén ciia bén con
lai)

05 ngay lam viéc,
truong hop phai
xac minh thi thoi
han giai  quyét
khoéng qua 25 ngay

1.000.000 dong/truong hop.

- Thu phi bang 0 dong trudong
hop ndp hd so true tuyén.

- Mién 1¢ phi d6i véi ngudi
thudc hd ngheéo, nguoi cao tudi,
nguoi khuyét tat, nguoi thudce
gia dinh ¢6 cong vo1 cach
mang.

- Phi cép ban sao Trich luc két
hén (néu co6 yéu cau): 8.000
déng/bém sao trich luc/su kién ho
tich da dang ky (thuc hién theo
quy dinh tai Thong tu s
281/2016/TT-BTC ngay
14/11/2016 cua B6 Tai chinh)
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III. TRINH TU XU LY CONG VIEC

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho6 so/Biéu
mau

Dién giai

Bl

Nop ho so

Co quan,
td chirc

Gio hanh
chinh

Theo Muc

Thanh phan hd so
theo Muc |

Kiém tra,
tiép nhan
ho so

B0 phan
Tiép nhan
va Tra két

qua

1/2 ngay
lam viéc

BM 01
BM 02
BM 03

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

- Truong hop hd so
chwua day du, chua
chinh x4c: Hudéng dan
bo sung, hoan thién ho
so dén nguodi ndp hod
so va ghi 1o ly do theo
BM 02.

- Truong hop tir chdi
tiép nhan héd so: Lap
Phiéu tir choi tiép
nhan giai quyét ho so
theo BM 03.

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

- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chirc Mot cira
tiép nhan, cap Ma hd
so va xt 1y ho so theo

nhin  truwc
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Bube | \sidung | Trich Thoi | H so/Biéu
cong N on " . x Dién giai
viee | cong viéc nhiém gian mau

quy trinh (BM O01),
thong bao dén tai
khoan cua td chirc, ca
nhan.

- Truong hop hd so
chwa day du, dung
quy dinh thi théng bao
cho to chirc, cA nhan
qua tai khoan cua to
chirc, ca nhan qua H¢
théng thong tin giai
quyét thu tuc hanh
chinh Thanh phd va
hudng dan day du, cu
the d¢ tdb chuc, ca
nhan bo sung hd so
theo yéu cau (BM 02).
=> Thoi gian tiép
nhan chinh thire hoéc
yéu cau chinh sira, bo
sung khéng mudn hon
08 gid lam viéc ké tir
khi hé thong tiép
nhan, trir the 7, chu
nhat.

- Trudong hop tir choi
nhan ho so: thong bao
cho to chirc, ca nhan
thong qua tai khoan
cua to chtrc, ca nhan
qua Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh
phd, néu 15 ly do tur
choi giai quyét hd so
thu tuc hanh chinh
(BM 03).

Quét (scan) tai li€u,
luu trit ho so dién tu
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Budc

x Ngidung | Trach Théi | Ho so/Biéu
cong A o n " . x Dién giai
o n cong viec nhiém gian mau
viéc
trong trwong hop ho
so ndp truc tiép.
Tiép nhan hd so va
chuyén cong chire thy
1y hd so cta Phong Tu
phap.
Cong chac lam cong
tac ho tich tham tra ho
so (tham tra tinh thong
nht, hop 1€ cua cac
thong tin trong ho so,
gidy to, tai liéu do
ngudi yéu cau nop,
xuit trinh hodc dinh
kém) d xuat hudng
giai quyét;
02 ngay Truong hop viéc dang
1am viéc ky két hon trude day
. thuc hién tai UBND
Tham dinh ﬁgiﬁi TheoMucT | " XA hoac So Tu
h6 so, d¢ | Cong chire <Ac minh BM 01 phap thi cong chuc
gy | xuatket ) thulyho ) Sy | Dy thao két | 1am cong tac ho tich
qua glal SO Phopg han giai | qua: Gidy |bao  cao  Truong
quyet Tu phap quydt | chimg nhan | phong Tu phap c6 van
TTHC khong | kéthon |ban dé nghi UBND
qua 22 cap XA/S¢ Tu phap
ngay) no1 dang ky k&t hoén

truéec day kiém tra,
xac minh vé viéc luu
giir S6 ho tich.

+ Truong hop ho so
day du, hop 1¢, dung
quy dinh: coéng chuc
lam cong tac hd tich
thuc hién viéc ghi vao
S6 dang ky két hon,
cap nhat théng tin
dang ky lai két hon va
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Eg:gc Noidung | Trach | Thoi | Hé so/Biéu Didn gidi
A cong viéc nhiém gian mau
viéc
lvu chinh thic trén
Phan mém dang ky,
quan ly ho tich dién tir
ding chung; in Giay
ching nhan két hon,
trinh Lanh dao Phong
Tu phap xem xét.
+ Truong hop ho so
khong dam bao theo
quy dinh: Dy thao van
ban tir chdi hodc bd
sung ho so.
Xem xét ,h6 so, phé
em xét Lﬁph dao 01 ngay | Theo Muc duyét phiéu trinh, ky
B3 trinh kv > | Phong Tw 14m viee N . nhay két qua, trinh
Y phap ¢ | Hosotrinh | [ 50} dao UBND phé
duyét
Lanh dag 01 nea Theo Muc I Lanh dao UBND xem
B4 | Kyduyét | UBND cap 1am giAy N xét ho so, phé duyét
huyén am viee | Ho so trinh | 1 4 qui
Cho s0, vao sb, dong
Ban hanh Van thq 12 ngay Hosoda |dau, banq hélph van
B5 van ban UBND cap 14m viee dugce phé | ban, chuyén ho so cho
huyén ' duyét Bo phan Tiép nhan va
Tra két qua
- Thuc hién s hoa két
) qua va ky so két qua
Traket B6 phan giai quyét thu tuc
qua, lu’p ho Tié nhén Theo Luu ho so hanh chinh da duge so
BIl | so, thong iy A hoéa theo quy dinh.
12 va theo | V2 Tra két | Giay hen | theo muc V ) A
45 qua - Tra két qua cho cong
dan.
- Théng ké, theo dai.
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IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Ma hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)
3 BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so (néu co)
4 BM 04 T khai dang ky lai két hon

V. HO SO CAN LUU

STT | Ma hiéu Tén biéu miu
1 BMO01 | Mau Gidy tiép nhan hd so va hen tra két qua.
2 BM 02 Mau Phiéu yéu cau bo sung va hoan thién ho so (néu ¢o)
3 BM 03 | Mau Phiéu tir chéi tiép nhén giai quyét hd so (néu co)
4 BM 04 | To khai dang ky lai két hon
5 BM 05 Giay chimg nhan két hon (ban chup)
6 // Céc ho so khac néu co theo van ban phap quy hién hanh

VI. CO SO PHAP LY

- Luat HO tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phi stra d0i, bo sung
mot sd diéu cta cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, s6 tam tra
giéy khi thyre hié€n thu tuc hanh chinh, cung cép dich vu cong;

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

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

tuyen;

- Théng Tu s6 03/2023/TT-BTP ngay 02/8/2023 cia Bo truong Bo Tu phép sira
do6i, bo sung mot sé nodi dung cua Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cia
Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s6 dit liéu ho tich dién
tur, dang ky hd tich true tuyén;

- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 cua Bo trudong Bo Tu phap sira
doi, bd sung mot s6 diéu cia Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
trwong B Tu phap ban hanh, huéng dan sir dung, quan ly mau so quoc tich va mau giay
to vé quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B trudéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

- Thong tu s6 32/2017/TT-BTTTT ngay 15/11/2017 cia B6 Thong tin va Truyén
thong quy dinh vé viéc cung cap dich vu cong truc tuyén va bao dam kha ning truy cap
thuan tién doi voi trang thong tin dién tir hodic cong thong tin dién tir cua co quan nha
nuwoc;

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

- Thong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, str dung thong tin
trong Co s¢ dir 1i€u ho tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 16 phi quéc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huong dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phé truc thudce Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
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stra doi, bo sung mot so diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
B6 Tai chinh huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phd true thuée Trung wong;

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

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

- Nghi quyét s6 07/2024/NQ-HDND ngay 19/5/2024 cia Hoi dong nhan dan
Thanh phd quy dinh mire thu 18 phi trong thuc hién thu tuc hanh chinh 4p dung dich vu
cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;

- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cia Bo truong Bo Tu phap vé
viéc cong bd thu tuc hanh chinh duogc sta d6i, bd sung trong linh virc hd tich thuc hién
tai Co quan dang ky ho tich thuéc pham vi chirc nang quan ly cua Bo Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Ho, chit dém, t&n nGudT Y&U CAUL ..o
Ngay, thang, n&m SINh: .

NOT CU T e

P& nghi co quan ding ky lai két hon theo ndi dung duwéi day:
Ho, chit d€m, t€N CUA VOt ...
Ngay, thang, NAM STNN: |

Dantoc: o Quéc teh: B

Ho, chir dém, t8n Cla CROME: ..o
Ngay, thang, n&m SINh: ..

Dantoc: o Quéc teh: B
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Theo Gidy chimg nhan két hons6: ... Quyénsd: ®

T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap

luat vé cam doan cua minh.

Lamtai: ................,§‘ngay . thang ....... nam ...

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

Chu thich:
() Ghi rd tén co quan dang ky lai két hon.

@) Chi ghi trong triromg hop ngueoi ¢é yéu cau dang ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdn/cdn cuée cong dan/thé cin cuée/ching minh nhdn dan.

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

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

@ Ghi 15 tén co quan di dang ky két hon trude day.

) Chi khai trong truong hop biét r5.

6 A - r A \ A A r A A A o \ s~ A
© Pé nghi danh ddu X vao 6 néu c¢6 yéu cau cap ban sao va ghi 16 sd luong.
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QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 15

Ping ky lai khai tir ¢6 yéu t6 nwée ngoai
(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chui tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

A LA 0 X T
STT Tén ho so 50 Truc tiép rg’{c
luwgng ‘ tuyén
- I(‘)r khai dang ky lai khai tir theo
mau (n€u nguol ¢6 yéu cau lua
chon ndp ho so theo hinh thirc true
tiép);
- Biéu mau dién tir Tudng tac
dang ky lai khai tir, trong do6 co Nha
, A . A ap
cam doan cac théng tin cung cap théne ti
v 4 A A \ , ong tin
la dung su that, khéng con ban theo huéng
01 chinh Giay ching ta/Trich luc| Ol Ban chinh dan trén
khai tir, dandp du cac gidy to hién 2 :
* va chiu hos \ <oh nihid Cong dich
CO va chiu hoan toan trach nhieém vu cong

trudephap luat vé noi dung cam
doan cta minh (do ngudi yéu ciu
cung cap thong tin theo hudng dan
trén Céng dich vu cong néu nguoi
co yéu cau lua chon ndp ho so theo
hinh thire truc tuyén).

Nguoi co yéu cau dang ky lai khai ttr thyre hién viéc nép/xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thure true tuyén) cac gidy to sau:

A. Gidy to phai ndp

Ban sao Gidy chimg ti trude day
duoc cap hop 1€. Néu khong co
ban sao Giay ching tu trudc day

01 dqoc cép ,ho’p 1¢ thi ndp ban sao 01 Ban sao Ban chup
h6 so, gidy to lién quan ¢6 noi
dung chirng minh s kién chét.
Vin ban uy quyén theo quy dinh Ban Ban chup
02 R ‘ : 01 B ‘ 7
cua phap luat trong truong hop uy chinh/ban | tu ban
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quyén thyc hién dang ky lai khai sao co | chinh/ban
te. Truong hop ngudil dwoc uy chirng sao dién tir
quyén 1a ong, ba, cha, me, con, thuc/ban
vo, chong, anh, chi, em rudt cia chup c¢o
ngudi Uy quyén thi van ban uy xac nhan
quyén khong phai chimg thure. d6i  chiéu

ban chinh
cua cong
chitc  tiép

nhan ho so

B. Gidy to

phai xuit trinh

01

H6 chiéu hoic Chung minh nhan
dan hoac Thé can cudc cong dan
hoidc cac giay to khac c6 dan anh
va thong tin cd nhan do co quan
c6 tham quyén cap, con gia tri st
dung dé chimg minh vé nhan than
clia ngudi co yéu cau dang ky lai
khai tir. Truong hop cac thong tin
c4 nhan trong cac gidy to nay ddco
trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién
tr déng thi khong phai tai lén
(theo hinh thtrc truc tuyén).

01

Ban chinh

Ban chup
tur ban
chinh

02

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

01

Ban sao

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

Noi tiép nhin va tra két

qua

Thoi gian xwr ly

Lé phi

Ngudi ¢d yéu cau dang ky

lai khai t& truc tiép thuc
hién hodc uy quyén cho
nguot khac thuc hién ndp ho
so truc tiép tai Bo phan Tiép
nhan va Tra két qua cua
UBND cap huyén (hodc g
hd so qua hé théng buu

05 ngay lam vigc, truong
hop phai tién hanh xéc
minh thi thoi han khong
qua 10 ngay lam viéc.

50.000
hop.

dong/truong

- Thu phi bang 0 dong
treong hop ndp hd so

truee tuyén.

- Mién 1¢ phi di véi tré
em, nguoil thudc ho
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quoc

chinh); hodc ndp hod so truc
tuyén trén Cong dich vu cong
: gia
(https://dichvucong.gov.vn)

hoac Hé théng thong tin giai
quyét thii tuc hanh chinh
Thanh phé H6 Chi Minh
(https://dichvucong.hochimi
nhcity.gov.vn).

nghéo, ngudi cao tuoi,
nguoi khuyét tat, nguoi
thudc gia dinh c¢6 cong
vo1 cach mang.

- Phi cap ban sao Trich
luc khai tor (néu co yéu
cau). 8.000 dong/ban
sao trich luc/su kién ho

tich da dang ky (thuc
hién theo quy dinh taj

Thong Tu SO
281/2016/TT-BTC ngay
14/11/2016 cua Bo Ta
chinh).

III. TRINH TU XU LY CONG VIEC

Buge | Noidung | Trach | Thei | MO, P
cong A en oA . so/Biéu Dién giai
. n cong viec nhi¢m gian x
viéc mau
Noo hd so Co quan, }gﬁl Theo |Thanh phan hd so
P to chirc , Muc 1 |theo Mucl
chinh
Tiép nhén true tiép:
- Truong hop ho so
day du: Lap Giay tiep
nhén ho so va hen tra
két qua, trao cho
nguol ndp ho so thep
BM 01; thue hién tiép
B1 B6 phan 12 budgc B2. ‘
2 L 9 BM 01 Truone hoo hd
Kiém tra, tiép | Tiépnhan | ngay | pyron | fuong hop ho SO
nhanhdso | vaTrakét | lam chua day du, chua
qua viée BM 03 |chinh x4c: Huéng dan

bo sung, hoan thién
ho so dén ngudi nop
ho so va ghi 18 1y do
theo BM 02.

- Trudmg hop tir choi
tiép nhan héd so: Lap
Phiéu tir chdi tiép
nhan giai quyét hd so
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

theo BM 03

Tiép nhin qua Dich
vu Buu chinh vién
thong:

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

- Trudong hop ho so
chua day du, chua
chinh xac: Hudng dan
bo sung, hoan thién
ho so dén ngudi nop
hd so va ghi 15 1y do
theo BM 02. Thoi
gian xac dinh to chuc,
ca nhan dandp hod so
hop phap, hop 1€ 1a tai
thoi diém td chuc, ca
nhan bo sung day du
hé so theo yéu cau tai
BM 02.

- Trudmg hop tir choi
tiép nhan héd so: Lap
Phiéu tir chdi tiép
nhan giai quyét hd so
theo BM 03. Thong
tin cho to chuc, ca
nhan vé viéc tir chbi
ho so.

Tiép nhin  truwec
tuyén:

- Kiém tra tinh chinh
xac, day du, hop 18
cua hd so; kiém tra
thong tin chit ky s6 dé
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Bude | \si dung Trach | Thoi Ho .
cong AT A . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau

dam bao tinh xac
thue, hop 1& (néu c6).

- Sau khi kiém tra,
néu bao dam cac diéu
kién dé tiép nhan,
Coéng chirc Mot ctra
tiép nhan, cap M4 ho
so va xtr 1y ho so theo
quy trinh (BM 01),
thong bao dén tai
khoan cta td chirc, ca
nhan.

- Truong hop ho so
chua day du, ding
quy dinh thi théng
bao cho to chuc, ca
nhan qua tai khoan
cua td chirc, ca nhan
qua Hé thong thong
tin giai quyét thu tuc
hanh chinh Thanh phd
va huong dan day du,
cu thé dé to chuc, ca
nhan bd sung ho so
theo yéu cau (BM 02).
=> Thoi gian tiép
nhan chinh thic hoéc
yéu cau chinh stra, bo
sung khong mudn hon
08 gi0 lam viéc ké tir
khi hé thong tiép
nhan, trr thir 7, chu
nhat.

- Truong hop tir choi
nhan ho so: thong bao
cho t6 chtrc, ca nhan
thong qua tar khoan
cua to chuc, ca nhan
qua Hé thong thong
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Bude | \si dung Trach | Thoi Ho .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
tin giai quyét thu tuc
hanh chinh Thanh
phd, néu 15 ly do tur
chdi giai quyét ho so
thu tuc hanh chinh
(BM 03).
Quét (scan) tai liéu,
lwu trir hd so dién tir
trong truong hop hd
so nop truc tiép hodc
qua duong buu dién.
Tiép nhan hd so va
chuyén cong chirc thy
ly hé so cua Phong
Tw phap.
Coéng chuc lam cong
tac ho tich tham tra hd
so (tham tra tinh
théng nhét, hop 1€ cua
02 ngay cac thong tin trong hd
lam so, gidy to, tai liéu do
viéce ngudi yéu cau nop,
(truong xuat trinh hodc dinh
hop Theo |Kkém) dé xuat hudéng
7 ‘ phai Muc I giai quyeét:
Tham gmhAho Cong cl‘Alu’c xac BMo] |+ Truomg hop ho so
B2 s0, dé xuat thu ly ho so mmh' .| ddy du, hop 18, dung
két quél glél Phbng Tu thi thot D,}I tha;O quy dinh: Céng chirc
quyét TTHC phap han giai ke,t 192 1 1am céng tac hd tich
A Trich luc A .
quyct Khai ¢ thye hién viéc ghi vao
khong | MM\ S5 dang ky khai ti,
qua 07 cap nhat thong tin
ngay dang ky lai khai to va
lam lvu chinh thirc trén
viée) Phan mém ding ky,

quan ly hé tich dién tir
dung chung; in Trich
luc khai tir, trinh Lanh
dao Phong Tu phap
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Bube | oi dung Trach | Thoi | 9, .
cong Ao oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
xem x¢ét.
+ Truong hop hd so
khéng dam bao theo
quy dinh: Du’ thao Vér}
ban tl‘l" cho1 hoiac bo
sung ho so.
N ‘ Theo |Xem xét hd so, phé
Xem xét, Laph dao | 01 NS Muc I duyét phiéu trinh, ky
B3 X , Phong Tu lam N . 4 \ .
trinh ky ha vige Ho so |nhay két qua, trinh
pHap ' trinh | UBND phé duyét
Lanh dao | 01 nga Theo | Lanh dao UBND xem
¥ Y| Mucl |xét hd so, phé duyét
B4 Ky duyét UBNDA cap lgern o so | két qua
huyén VviEC N
trinh
12 ‘ Cho s0, vao so, dong
Ban hanh vin Van thu ned HO6 so da | dau, banq hélph van
B5 ) UBND cap g Y duoc phé | ban, chuyén ho so cho
ban R lam ~ N AL s A A
huyén . duyét | Bo phan Tiép nhan va
viec 2 1 A ,
Tra két qua.
- Thuc hién §6 h@a két
qua va ky so ket qua
Trakétqua, | Bo phan . | gidi quyét thi tuc
B6 luu ho so, Tiép nhan E}hfo Lu’uhho hanh chinh da duoc
thongkéva | vaTrakét | S0¥ | 0 7182 |56 hoa theo quy dinh.
theo doi qua ' ' - Tra két qua cho
cong dan.
- Thong ké, theo dai.
IV. BIEU MAU
Cac biéu mau sir dung tai cac budc cong viéce:
STT | Mi hiéu Tén biéu miu
BM 01 Mau Giay tiép nhan ho so va hen tra két qua.
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)
BM 03 Mau Phiéu tir choi tiép nhan giai quyét hd so (néu co)
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4 BM 04 To khai dang ky lai khai tur

V. HO SO CAN LUU
STT | Ma hiéu Tén biéu miu

BMO01 | Mau Gidy tiép nhan hd so va hen tra két qua.

BM 02 | Mau Phiéu yéu cau bo sung va hoan thién ho so (néu ¢o)

BM 03 | Mau Phiéu tir chéi tiép nhan giai quyét hd so (néu co)
BM 04 To khai dang ky lai khai tir
BM 07 Trich luc khai tir (ban chup)

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

N[ | =W [N =

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

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

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

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

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

- Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cia Bo trusmg Bé Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc
tuyén;

- Théng Tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo truémg B Tu phép sta
d6i, bd sung mot s6 ndi dung cua Thong Tu s6 01/2022/TT-BTP ngay 04/01/2022 cua
Bo truong Bo Tu phap quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co so dit liéu ho tich dién
tur, dang ky hd tich true tuyén;
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- Thong Tu s6 04/2024/TT-BTP ngay 06/6/2024 ctua Bo truong Bo Tu phap sira
doi, bd sung mot s6 diéu cia Thong Tu s6 02/2020/TT-BTP ngay 08/4/2020 cua Bo
trwong B Tu phap ban hanh, huéng dan sir dung, quan ly mau so quoc tich va mau giay
to vé quoc tich va Thong Tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B trudéng Bo Tu
phap quy dinh chi tiét thi hanh mot s6 diéu cua Ludt Ho tich va Nghi dinh s
123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién
phap thi hanh Luat Hé tich;

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

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

- Thong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cia Bo truong Bo Tai chinh
quy dinh mirc thu, ché do thu, ndp, quan 1y va sir dung phi khai thac, str dung thong tin
trong Co s¢ dir 1i€u ho tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 16 phi quéc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo truong Bo Tai chinh
huong dan vé phi va 1¢é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cia Bo truong Bo Tai chinh
stra doi, bo sung mot so diéu cua Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia
B6 Tai chinh hudéng dan vé phi va 1 phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phd true thuéc Trung wong;

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

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

- Nghi quyét s6 07/2024/NQ-HPND ngay 19/5/2024 cua Hoi dong nhan dan
Thanh phé quy dinh murc thu 1€ phi trong thuc hién thu tuc hanh chinh ap dung dich vu
cong truc tuyén trén dia ban Thanh phé H6 Chi Minh;
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- Quyét dinh s6 1079/QD-BTP ngay 11/6/2024 cta Bo truong Bo Tu phap vé viée
cong b6 thit tuc hanh chinh duoc sira d6i, bd sung trong linh vire hd tich thue hién tai Co
quan dang ky ho tich thudc pham vi chirc nang quan ly cua B6 Tu phap./.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI TU

Ho, chir dém, tén n@udi YEU CAU: ...

Ngay, thang, n&m SINh: .

Quan hé V&I ngUT QACREL: ...
P& nghi co quan ding ky lai khai tir cho ngudi ¢6 tén duéi diy:
Ho, chil d@my, t8N: ... ..

Ngay, thang, n&m SINh: ..

Nguyén nhan chét: @

Pi dang ky khai tartai: @ ... ..ngly.. .. thang ... . .nim ...

Gidy chang tt/Trich luc khai tir s6: @ ................quyénsd:© ..o
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T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap

luat vé cam doan cua minh.

Lamtqi: ..., ngay ... thang ... nam ...
Ngudi yéu ciu
(Ky, ghi 1o ho, chii dém, tén)

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

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

@) Chi ghi trong triromg hop ngueoi ¢é yéu cau dang ky ho tich chira c6/khong cung cdp
s6 dinh danh cd nhdn/cin cude cong dan/thé can cudc/chitng minh nhdn ddn; khong cung
cdp dady dii thong tin ngay, thang, nam sinh.

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

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

“) Truong hop chua xéc dinh duogc thi dé tréng.

©) Ghi 13 tén co quan di dang ky khai tir truée day.

©) Chi khai trong truong hop biét r5.

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

Xac nhan thong tin hg tich

(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024

ctia Chii tich Uy ban nhdn ddn Thanh phé)

I. THANH PHAN HO SO

tin theo hudng dan trén Cong dich vu
cong, néu nguol cé yéu cau lwa chon
ndp ho so theo hinh thirc truc tuyén).

A A o o A T
STT Tén ho so 50 Truec tiép rl'l,;c
luwgng : tuyén
- T khai dé ngNhi xac nhan thong tin Nhap
ho tich theo mau (néu nguoi co6 yéu thong tin
cau lra chon ndp ho so theo hinh thirc theo N
truc tiép); huong dan
- Bidu mau dién ti Ac veu ca trén Con
01 ABleuvmauq dlen, tu tu’AO’ng t?c yeu Calj. 01 | Ban chinh o g
cap van ban xac nhan thong tin hd 1ch vu
tich (do nguon yéu cau cung cap thong cong

Ngudi ¢ yéu cau diang ky xac nhan thong tin ho tich thuc hién viée ndp/xuat trinh
(theo hinh thurc truc ti€p) hodc tai 1én (theo hinh thire truc tuyén) cac gidy to sau:

A. Gidy to phai ndp

thuec.

cua cong

Giéy t(‘)f‘, tai li€u cé lién quan dén noi Eran C}];gfl
01 ?llgﬁg dé nghi xac nhan thong tin ho 01 | Ban chinh | chinh/ban

' chinh dién

tur

Vin ban ty quyén (dugc chimg thuc) ,Ban . Bafl c%lup

theo quy dinh cua phap luat trong chmh/b,an t}r banq

trudng hop tuy quyén thuc hién viée 580 €O Ch,l nh/b‘aAn

Xin cép xac nhan théng tin ho tich. chung chmhq dien
02 | Truong hop nguoi duge ty quydn 1a| 01 | thwe/ ban r

ong, ba, cha, me, con, vo, chdng, anh, C,hup CAO

chi, em rudt cua ngudi uy quyén thi xac nha}n

van ban uy quyén khong phai ching d91 ch{eu

ban chinh
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B. Gidy to

phai xuit trinh

01

H6 chiéu hoic chtirng minh nhan dan
hoac thé can cudc cong dan hodc cac
giay to khac ¢ dan anh va thong tin
¢4 nhan do co quan c6 tham quyén
cap, con gia tri st dung dé ching
minh vé nhan than cia ngudi co yéu
cau cép xac nhan thong tin ho tich.
Truong hop cac thong tin ca nhan
trong cac gidy to nay ddco trong Co
so dit liéu qudéc gia vé dan cu
(CSDLQGVDC), Co s¢ dur liéu ho
tich dién to (CSDLHTDT), duoc hé
thong dién tu dong thi khong phai tai
1én (theo hinh thurc truc tuyén).

01

02

Giay to ¢co gia tri chimg minh thong
tin vé cu tra trong trudng hop co
quan quan ly Co s¢ dir li€u ho tich
dién tir khong thé khai thac duoc
thong tin vé noi cu tra cia cong dan
theo cac phuong thirc quy dinh tai
khoan 2 Diéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022
cua Chinh pha. Truong hop cac
thong tin vé gidy to chimg minh noi
cu tra da duoc khai thac toe Co sé dir
litu qudc gia vé dan cu bing cac
phuong thirc nay thi ngudi cod yéu
cau khong phai xuét trinh (theo hinh
thwe truc tiép) hodc tai 1én (theo
hinh thtrc truc tuyén).

01

03

Truong hop giri hd so qua hé thong
buu chinh thi phai gt keém theo ban
sao c¢o chung thuc cac gidy to phai
xuat trinh néu trén.

01

99
chtrc tiép
nhan ho
SO
, . Ban chup
Ban chinh tir ban
chinh
Ban
chup/ban
sao dién tu
Ban
chinh/ban
sao cO
ching
thuc
Ban sao
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi

Noi tiép nhin va tra két qua

Thoi gian xir ly

L& phi

Nguot ¢6 yéu cau xac nhan thong tin ho
tich truc tiép thuc hién hodc uy quyén cho
ngudi khac thye hién nop ho so truc tiép
tai B6 phan tiép nhan va Tra két qua cua
UBND cap huyén quan ly Co s¢ dit liéu ho
tich dién tir (hodc giri hd so qua hé théng
buu chinh); hodc ndp ho so truc tuyen trén
Cong dich wvu cong qudc gia
(https://dichvucong.gov.vn) hodc Hé théng
thong tin giai quyét thi tuc hanh chinh
Thanh  phé  HO Chi  Minh
(https://dichvucong.hochiminhcity.gov.vn).

03 ngay ngay lam
viéc ké tir ngay
nhan di ho so hop
1€&. Truong hop
phai kiém tra, x4c
minh thi thoi han
c6 thé kéo dai
nhung khéng qua
10 ngay lam viéc

8.000  dong/van
ban xac nhan vé
mot viéc hd tich
cia ca nhan da
dang ky

III. TRINH TU XU LY CONG VIEC

Bude | Noidung | Trach | Thoi | 1O .
cong | .. oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Nophd | Co quan Gio Theo A 12
' PO hanh Thanh phan ho so theo Muc 1
SO t0 chure , Muc |
chinh
Tiép nhén truc tiép:
- Trudng hop ho so day du:
Lap Giéy ti€p nhan ho so va
hen tra ket qua; trao cho nguoi
nop hQ so theo BM 01; thuc
hién ti€p budc B2.

B1 7 A n - Truong hop ho so chua day
Kiém tra, T]?éo pr?}?;n nllsv BM 01 dl:l, chwa chinh xac: Hudng
tiép nhan | .cp M@ | M8 BM 02 | dan bé sung, hoan thién hd so

A va Tra ket lam X A 1A PN
ho so ua vide BM 03 | dén ngudi nép ho so va ghi 1o
1 ' ly do theo BM 02.

- Truong hop tur phéi tiép
nhén ho so: Lap Phiél} tir cho1
ti€p nhan giai quyét ho so theo
BM 03.

Tiép nhan qua Dich vu Buu
chinh vién thong:
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

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

- Truong hop ho so chua day
dia, chwa chinh xac: Hudng
dan bb sung, hoan thién hé so
dén nguoi ndp hd so va ghi 1o
ly do theo BM 02. Thot gian
xac dinh t&6 chirc, ca nhéan
dandp ho so hop phéap, hop 18
la tai thoi diém t6 chue, ca
nhan b6 sung ddy du hd so
theo yéu cau tai BM 02.

- Truong hop tir choi tiép
nhan hd so: Lap Phiéu tir chéi
tiép nhan giai quyét ho so theo
BM 03. Thong tin cho to
chirc, ca nhan vé viéc tir chdi
ho so.

Tiép nhén trwe tuyén:

- Kiém tra tinh chinh xac, day
du, hop 1é cia ho so; kiém tra
thong tin chit ky s6 d& dam
bao tinh xac thuc, hop 1& (néu
co).

- Sau khi kiém tra, néu bao
dam cac diéu kién dé tiép
nhan, Cong chirc Mot cira tiép
nhan, cap M4 ho so va xt ly
hd so theo quy trinh (BM 01),
thong bao dén tai khoan cua to
chirc, ca nhan.

- Truong hop ho so chua day
dua, dang quy dinh thi thong
bao cho to chirc, ca nhan qua
tai khoan cua to chtrc, ca nhan
qua Hé thong thong tin giai




102

CONG BAO/S6 463+464/Ngay 01-12-2024

Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

quyét thu tuc hanh chinh
Thanh phé va huéng dan day
du, cu thé dé té chirc, ca nhan
bo sung hoé so theo yéu cau
(BM 02).

=> Thoi gian tiép nhan chinh
thirc hoac yéu ciu chinh sira,
bo sung khong mudn hon 08
gid lam viéc ké tr khi hé
thong tiép nhan, trir thir 7, chu
nhat.

- Trudong hop tir chdi nhan hd
so: thong bao cho to chire, ca
nhan thong qua tai khoan cua
td chire, ca nhan qua Hé thong
thong tin giai quyét thu tuc
hanh chinh Thanh pho, néu r&
1y do tir chdi giai quyét hd so
thu tuc hanh chinh (BM 03).
Quét (scan) tai liéu, luu trit hd
so dién tir trong truong hop
ho so ndp truc tiép hodc qua
duong buu dién.

Tiép nhan hd so va chuyén
cong chire thu ly hd so cua
Phong Tu phap.

B2

Tham tra
ho so, dé
xuat két
qua giai
quyét
TTHC

Céng churc
thu 1y hd
so Phong
Tu phap

01 ngay
lam
viéc

(trowong
hop

phai xac

minh thi
thot han
giai
quyét
khong
qua 08
ngay

Theo
Muc I

BM 01

Dy
thao két
qua:
Van
ban xac
nhan
thong
tin ho
tich

Cong chuc lam cong tac ho
tich tham tra hd so (tham tra
tinh théng nhat, hop 1€ cua cac
thong tin trong hd so, gidy to,
tai liéu do nguoi yéu cau ndp,
xuat trinh hodc dinh kém) dé
xuat hudng giai quyeét:

+ Truong hop can xac minh,
cong chirc lam cong tac hd tich
bao cao Trudéng phong Tu
phap c6 van ban dé nghi co
quan cong an, ciac co quan
khac co 1ién quan xac minh
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Buoe | \oidung | Trach | Thei | HO s
cong | .. oA . so/Biéu Dién giai
o n cong viec nhi¢m gian .
viéc mau
lam theo quy dinh tai, Khoan 3 Diéu
viéc) 13 Nghi dinh s6 87/2020/ND-
CP.
+ Truong hop hd so ddy du,
hop 1€, dang quy dinh, thong
tin trong Co s& dir liéu I}é tich
dién tor va théong tin dé nghi
xac nhan la dang: cong chirc
lam céng tac hd tich in Xac
nhan théng tin hd tich, trinh
Lanh dao Phong Tu phap xem
x¢&t, ky duyét.
+ Truong hop ho so khong
dam bao theo quy dinh: Du
thao van ban tir chdi hoac bo
sung ho so.
N . Theo . A . ~+ 1A
Lanh dao | 0l ngdy | \jucl Xem xét ho so, ky duyét ket
B3 | Ky duyét | Phong Tu lam - 6‘ . qua.
ha "
prap viee trinh
g 1/2 Hé so | Cho s, vao so, dong dau, ban
. Van thu \ ~ \ < , 2 A
Ban hanh ngay | da duoc |hanh van ban, chuyén ho so
B4 - 1. UBND 5 A N A ek P
van ban 4 R lam phé cho BO phan Ti€p nhan va Tra
cap huyén n A X
viée duyét |két qua.
Tra - Thyc hién s6 hoa két qua va
két qua B6 phén » | Ky so ket qua giai quyet thu
luu b so. | Tidpnhan | €0 | Luuhd | eye hanh chinh da duoc sé hoa
BS5 f 2 \ 2 1 A Giay so theo th dinh
thong ké | va Tra ket €o quy dinh.
; . hen muc V \ 1A \ R R
va theo qua - Tra két qua cho cong dan.
dai - Thong ké, theo dai.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Ma hiéu Tén biéu miu
1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu co)
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BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai dé nghi xac nhan théng tin h tich

V. HO SO CAN LUU
STT | M4 hiéu Tén biéu miu

BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua

BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)

BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
BM 04 | T&rkhai dé nghi xac nhan théng tin h tich
BM 05 | Xac nhan thong tin hé tich (ban chup)

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

N[ ]JWIN|=—

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

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu sira d6i, bo
sung mot sb6 diéu cua cac nghi dinh lién quan dén viéc nop, xudt trinh s6 ho khau, sb

tam tra giéy khi thyre hién thu tuc hanh chinh, cung cép dich vu cong;

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

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

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

- Thong Tu s6 09/2022/TT-BTP ngay 30/12/2022 cua Bo trusng Bo Tu phap
bai bé mot s6 nodi dung tai cac Thong Tu trong linh vue trg gitp phap 1y, ho tich do
Bo trrong BO Tu phap ban hanh;

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

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

- Théong Tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo truong Bo Tai chinh
quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac, st dung thong tin
trong Co s& dir liéu hd tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a nguot
gbc Viét Nam, 1¢ phi quoc tich;

- Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019 cia Bo trudéng B Tai chinh
huéng dan vé phi va 1é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thudc Trung wong;

- Thong Tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truéng Bo Tai chinh
sira d6i, bd sung mot sd diéu ciia Thong Tu s6 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh hudng dan vé phi va 1é phi thuéc tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét s6 124/2016/NQ-HDND ngay 09/12/2016 ciia Hoi dong nhan dan
thanh pho veé céac loai phi va 1& phi trén dia ban Thanh phd H6 Chi Minh;

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

- Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé
thure hién co ché mot ctra, mot cira lién thong trong giai quyét thu tuc hanh chinh.

- Nghi dinh s6 107/2021/ND-CP ngay 06 thang 12 nam 2021 cua Chinh phu
stra d6i, bod sung mot sb diéu cua Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam
2018 cua Chinh phu vé thyc hién co ché mot cira, mot cira lién thong trong giai quyét
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thu tuc hanh chinh.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 niam 2018 ciia Vin phong
Chinh phi huéng dan thi hanh mét s6 quy dinh ctia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién co ché mot ctra, mot cua lién
thong trong giai quyét tha tuc hanh chinh.

Quyét dinh s6 2466/QD-BTP ngay 20 thang 10 nam 2023 cua Bo truong B Tu
phap vé viéc cong bd thi tuc hanh chinh duoc stra d6i, bo sung trong linh vue ho tich
thuce hién ta1 Co quan dang ky ho tich thudc pham vi chirc nang quan ly cua B6 Tw phap.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

TO KHAI PE NGHI XAC NHAN THONG TIN HO TICH

Pé nghi co’ quan cip Xac nhén théng tin h tich cho nguoi c6 tén duwdi diy:

Ho, chilt d€m, t€N: ...
Ngay, thang, NAM SINN: ...
Gioitinh:............... DAN t0C: .. .o Quéc tich: ...
86 dinh danh cA NRAN: .........cooooiiiiiii e

GHAY 10 TV ThAN: ..ottt
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T6i cam doan cac thong tin cung cip 14 ding su that va chiu hoan toan trach nhiém trudc

phap luat vé nd1 dung cam doan ctia minh.

Ngudi yéu ciu®
(Ky, ghi vo ho, chir dém, tén)
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Chii thich:

() Ghi 15 tén co quan d& nghi cap Xac nhan thong tin h tich.

@ Ghi s6 dinh danh c4 nhan hodc thong tin vé loai gidy to tuy than st dung
(CCCD/CMND/H6 chiéu/Gidy to hop 18 thay thé); ghi 15 sb, ngay, thang, nim cap, co quan
cap; ban chup dinh kém (V7 du: Can cude cong dan s6 001089123500 do Cong an thanh phd
Ha Noi cap ngay 20/10/2021). Truong hop co quan, t6 chitc dé nghi ghi tén, gidy to cua
nguoi dai dién theo phap luat;

® Truong hop d& nghi cap xac nhan thong tin ho tich ciia minh thi ghi Ban than; trudong hop
dé nghi cap xac nhan thong tin ho tich ciia ngudi khac thi ghi 18 mdi quan hé vdi ngudi
duoc cr?ip xac nhan. Vi du: Vo/ch?)ng/con/thuc hién theo uy quyén;

@ Muyc nay danh cho co quan, t6 chirc d nghi xac nhén thong tin ho tich;

®) Néu 13, day di ndi dung, thoi diém dang ky ban dau; ndi dung, can cir va thoi gian thuc

hién cac viéc thay ddi, diéu chinh thong tin ho tich tinh dén thoi diém cap vin ban xac nhan.

Vi du: Xac nhan thong tin vé viéc két hon ma co quan diang ky ho tich c¢6 tham quyén dacho
hép thue hién viéc thay d6i ho, chit dém, tén, cai chinh nam sinh cua ngudi vo hodc ngudi

phep y g g

chéng hoac hai vo chéng daly hon.

© Truong hop chi thé yéu cau xac nhan thong tin ho tich 13 co quan, to chire thi ky, dong

dau ctia co quan, to chirc theo quy dinh.

™ Ghi 16 s6 lwong d& nghi cép.

®) Ghi 16 phuong thirc nhan két qua: truc tiép/truc tuyén/buu chinh. Néu nhan két qua qua

duong buu chinh thi phai cung cép dia chi noi nhan va ndp phi dich vy buu chinh.



110

CONG BAO/S6 463+464/Ngay 01-12-2024

QUY TRINH PA PUQC TAI CAU TRUC
QUY TRINH 17

Céap ban sao trich luc hd tich

(Ban hanh kém theo Quyét dinh s6 5272/0P-UBND ngay 18 thdng 11 ndm 2024
ctia Chii tich Uy ban nhdn ddn Thanh phé)

. THANH PHAN HO SO

STT Tén ho so 50 Truec tiép Tryc tuyén
lugng | ~ "~
To khai dé nghi cap ban sao trich luc hd
tich theo mau trong truong hop ngudi
yéu cau 1a ca nhan hodc Vin ban yéu cau
cap ban sao trich luc ho tich néu 18 ly do
trong truong hop ngudi yéu cau la co Nhap thong
quan, to chtrc (néu ngudi ¢ yéu cau lya tin theo
01 | chon ndp ho so theo hinh thirc triee tlep), 01 Ban chinh | huéng dan

hodc biéu mau dién tir tuong tac cép ban
sao trich luc ho tich (do ngudi yéu cau
cung cap thong tin theo huéng dan trén
Coéng dich vu cong, néu nguoi c¢d yéu
cau lua chon nop hod so theo hinh thire
tryc tuyén).

trén Cong
dich vu cong

Ngudi ¢6 yéu cau dang ky xac nhén thong tin h tich thue hién viée nop/xuat trinh
(theo hinh thire trie tiép) hodc tai 1én (theo hinh thue truc tuyén) cac gidy to sau:

A. Gidy to phai ndp

01

Vin ban uy quyén theo quy dinh cia
phap ludt trong truong hop uy quyén
thue hién yéu cau cap ban sao trich ho
tich.

Trudong hop nguoi duoc Gy quyén la
ong, ba, cha, me, con, vg, chong, anh
chi, em rudt ciia ngudi uy quyén thi vin
ban iy quyén khong phai cong chimg,
chung thuce, nhung phai c6 gidy to chung
minh méi quan hé voi ngudi Gy quyén.

01

Ban
chinh/ban
sao co
ching
thuc/ban
chup c¢o6
xac nhan
déi  chiéu
ban chinh
cua cong
chirc tiép
nhan  hd
SO

Ban chup tu
ban
chinh/ban
sao dién tu
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B. Giay to phai xuit trinh

01

H6 chiéu hoidc Chimg minh nhan dan
hodc Thé can cudc cong dan hoidc cac
gidy to khac co dan anh va théng tin ca
nhan do co quan c6 tham quyén cap, con
gia tri sir dung dé ching minh v€ nhan
than cua ngudi ¢d yéu cau cap ban sao
trich luc hd tich. Trueong hop cac thong
tin c4 nhan trong cac gidy to nay ddco
trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién ty dong thi khong
phai xuét trinh (theo hinh thtrc truc tiép)
hoc tai 1én (theo hinh thirc tryc tuyén)

01

Ban chup tu

Ban chinh ban chinh

02

Truong hop giri hd so qua hé thong buu
chinh thi phai girn kém theo ban sao co
chimg thwe cac gidy to phai xuat trinh
néu trén.

01

Ban sao

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

Noi tiép nhin va tra két qua

Thoi gian xwr ly L¢ phi

Nguoi

tich truc tiép thwe hién hodc uy quyén cho | N ‘
khac thuc hién nop ho so truc tiép | tiep nhan ho so,
phan Tiép nhan va Tra két qua cua | trudng hop nhén
UBND cap XA hoic UBND cap huyén
hodc S& Tu phap (hodc guri hd so qua hé

nguol
ta1 BO

thér} g
tuyén
(https

://dichvucong.gov.vn) hodc Hé théng

cO yéu cau cap ban sao trich luc hd

Ngay trong ngay

ho so sau 15 gio| 8.000 dong/ban
ma khong gidi | sao trich luc/su

buu cl}inh); hodc nop hd so truc quyét dlIQC} ngay | kién ho tich da
trén Cong dich vy cong quoc gia |thi tra ket qua dang ky

thong
Thanh
(https

://dichvucong.hochiminhcity.gov.vn).

tin gidi quyét thi tuc hanh chinh | tiép theo

phd Ho Chinh

trong lam viéc

III. TRINH TU XU LY CONG VIEC

B D A e 3 l- 0
U0C | Ngidung | Trach | Thoi o .
cong | . .. ‘A . so/Biéu Dién giai
‘n cong viec nhi¢m gian X
viéc mau
A A Gio \ A A
Nop hé | Coquan, . Theo | Thanh phan ho so theo Muc
Bl ' hanh
SO t0 chure chinh Mucl |1
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

Kiém tra,
tiép nhan
ho so

Bo phan
Tiép nhan
va Tra két

qua

01 gio
lam
viéc

BM 01
BM 02
BM 03

Tiép nhén true tiép:

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

- Trudng hop hd so chua day
dia, chwa chinh xac: Hudng
dan bd sung, hoan thién ho
so dén nguoi nop hd so va
ghi 1o ly do theo BM 02.

- Trudong hop tir choi tiép
nhan hd so: Lap Phiéu tir
choi tiép nhan giai quyét ho
so theo BM 03

Tiép nhin qua Dich vu
Buu chinh vién thong:

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

- Truong hop hd so chua
day du, chwa chinh xac:
Hudng dan bo sung, hoan
thién ho so dén nguoi nop hd
so va ghi r6 ly do theo BM
02. Thoi gian xac dinh to
chitc, ca nhan dandp hod so
hop phap, hop 1€ 1a tai thoi
diém t6 chuc, cad nhan bo
sung day du ho so theo yéu
cau tai BM 02.

- Trudong hop tir choi tiép
nhan hd so: Lap Phiéu tir
choi tiép nhan giai quyét ho
so theo BM 03. Thong tin
cho t0 chirc, ca nhan vé viéc
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho
so/Biéu
mau

Dién giai

ttr ch6i ho so.

Tiép nhén trwe tuyén:

- Kiém tra tinh chinh xac,
day du, hop 1& cua ho so;
kiém tra thong tin chit ky so
dé dam bao tinh xac thuc,
hop 1& (néu co).

- Sau khi kiém tra, néu bao
dam cac diéu kién dé tiép
nhan, Cong chirc Mot cira
tiép nhan, cap Ma ho so va
xtr 1y ho so theo quy trinh
(BM 01), thong bao dén tai
khoan cta to chirc, ca nhan.

- Truong hop hd so chua day
dua, dung quy dinh thi thong
bao cho to chirc, ca nhan qua
tai khoan cua to chirc, ca
nhan qua Hé thong thong tin
giai quyét thu tuc hanh chinh
Thanh phé va huéng dan day
du, cu thé dé t6 chirc, ca
nhan b6 sung ho so theo yéu
cau (BM 02).

=> Thoi gian tiép nhan chinh
thirc hoac yéu cau chinh sira,
bo sung khong mudn hon 08
gid 1am viée ké tir khi hé
thong tiép nhan, trir tha 7,
chu nhat.

- Truong hop tir chdi nhan
hd so: théng bao cho to
chtrc, cd nhan thong qua tai
khoan cua té chuc, ca nhan
qua Hé thong thong tin giai
quyét thu tuc hanh chinh
Thanh phd, néu 15 ly do tur
chdi giai quyét hd so thu tuc
hanh chinh (BM 03).
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Buoc | Noidung | Trach | Thei | O P
cong | .. oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
Quét (scan) tai lidu, luu trir
hd so dién t trong truong
hop ho so ndp true tiép hodc
qua duong buu dién.
Tiép nhan hd so va chuyén
cong chuc thu ly hé so
phong chuyén moén giai
quyet TTHC.
Tham tra ho so (tham tra tinh
théng nhat, hop 1& cua cac
thong tin trong ho so, glay to,
tai liéu do nguot yéu cau nop,
xuat trinh hoac dinh kem) dé
xuat huong giai quyét:
Tham | Cong chtc Theo |* Truong hop ho so day du,
dinh h6 | thuly ho Muc I | hop 1€, ding quy dinh: cong
so, dé so phong | 04 gio BM 01 chtre thu Iy hd so thyc hién
B2 xuat ket chuyén lam tra clru thong tin co s¢ dur
qua giai | mon giai | viéc Dy 11ieu ho tich, tra luc kho s6 bo
quyét quyét thao %(et ho tich, in ban sao trich luc
TTHC TTHC qua 1 1o tich, ky nhay, trinh Lanh
dao phong xem xé&t, ky
duyét.
- Trudng hop ho so khong
dam bao theo quy dinh: Dy
thao van ban tir choi hodc bd
sung ho so.
Lanh dao
PhonAg 02 givy Theo Xem xét ho so, ky duyét két
, R chuyén . Muc I )
B3 | Ky duyét Y lam N qua
mon giai A HO so
A VI1EC .
quyét trinh
TTHC
01 sids Ho so | Cho so, vao so, dénquéu‘,
Ban hanh | Van thu ‘g da duoc | ban hanh van ban, chuyén ho
B4 . , lam A A 1A e A s
van ban S& A phé so cho BS phan Ti€p nhan va
viee R , 1 A )
duyét | Tra két qua.
B5 Tra B& phan Theo | Luvuhd |- Thue hién s6 héa két qua
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Bude | \sidung | Trach | Thei | HO .
cong | .. oA . so/Biéu Dién giai
o n cong viec nhi¢m gian x
viéc mau
két qua, Tiép nhan Giay | sotheo |va ky s6 két qua giai quyét
luu ho so, | va Tra ket hen muc V | thu tuc hanh chinh d3 duogc
thong ké qua sO héa theo quy dinh.
va theo - Tra két qua cho cong dan.
doi - Théng ké, theo ddi.
IV. BIEU MAU

Cac biéu mau st dung tai cac budc cong viéce:

STT | Ma hiéu Tén biéu miu
1 BM 01 |Mau Giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhén giai quyét ho so (néu co)
4 BM 04 | To khai cép ban sao trich luc ho tich
V.HO SO CAN LUU
STT | Mi hiéu Tén biéu miu
1 BM 01 | Mau Gidy tiép nhan hd so va hen tra két qua
2 BM 02 | Mau Phiéu yéu cau bo sung, hoan thién hd so (néu co)
3 BM 03 | Mau Phiéu tir chdi tiép nhan giai quyét hd so (néu co)
4 BM 04 | To khai cép ban sao trich luc ho tich
5 BM 05 | Ban sao trich luc ho tich (ban chup)
6 // Céc ho so khac néu co theo van ban phap quy hién hanh

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

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

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

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

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo trudmg BO Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s dit 1iéu ho tich dién tu, dang ky ho tich truc

tuyen;

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

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia Bo truong Bo Tai chinh quy
dinh mrc thu, ché do thu, ndp, quan 1y va st dung phi khai thac, st dung thong tin trong
co s¢ dir li€u hé tich, phi xac nhan ¢o quéc tich Viét Nam, phi xac nhan la nguoi géc
Viét Nam, 1€ phi quéc tich;

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

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



CONG BAO/S6 463+464/Ngay 01-12-2024 117

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



118 CONG BAO/S6 463+464/Ngay 01-12-2024

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

TO KHAI
CAP BAN SAO TRiCH LUC HO TICH

KAND UL ) e

Ho, chit dém, t€n nGWwoi YEU CAU: ...

Ngay, thang, NAM SINN: ... et

Quan h¢ vo1 nguoi duge cap ban sao Trich luc hd tich: ...

Pé nghi co quan cdp ban sao trich Tuc™ ...,

cho ngudi cé tén dudi day:

Ho, chit d€m, t€N: ... e

Gigitinh: @ .o Dan toc: @ oo, Quéc tieh: @
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T61 cam doan nhitng nd1 dung khai trén day 1a dGng su that va chiu trach nhiém trude phap

luat vé cam doan cua minh.

Lamtqic .........ccccoveeeviinin , ngay ... thang ... nam .........
Ngudi yéu cau
(ky va ghi ro ho, chir dém, tén)

Chu thich:
() Ghi tén co quan dé nghi thuc hién viée cr?ip ban sao Trich luc ho tich.

@) Chi ghi trong trong hop ngieoi cé yéu cau dang ky ho tich chira c6/khong cung cdp

§0 dinh danh cd nhdn/cdn cudc cong dan/thé can cudc/chirng minh nhdn dan.

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

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

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

thé (ho chiéu, chitng minh nhdn dan,...).
@ Ghi 13 loai viéc ho tich da ding ky trude déy, nay d& nghi cAp ban sao Trich luc hé tich.
©) Ghi 15 tén co quan di dang ky ho tich trude day.
Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Dinh, thanh phd Ha Noi.
Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi.
S¢ Tu phap tinh Hoa Binh.

© Tyrong hop nguoi yéu cau khong cung cdp dwoc thong tin tai muc ® thi cung cdp

bé sung thong tin khdc dé phuc vu viéc tra ciru.

Vi du: Cung cdp thong tin vé cha, me dé phuc vu viéc cdp ban sao Gidy khai sinh;

cung cdp thong tin vé vo, chong dé phuc vu viéc cdp ban sao Trich luc két hon; ...

( Ghi 15 $6 lwong ban sao dé nghi cip.
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