DANH MUC THU TUC HANH CHINH THUQC THAM QUYEN GIAI
QUYET CUA UBND CAP XA TRONG LINH VUC TU PHAP

STT TEN THU TUC HANH CHINH T(EI%SI}JI?ENN

| [LINH VU'C HOA GIAI

1. | Thu tuc bau hoa giai vién UBND cép xa
2. | Thu tuc bau to trudng td hoa giai UBND cép x3
3. | Thu tuc thoi lam hoa giai vién UBND cép x3
4. | Thu tuc thanh toan thu lao cho hoa giai vién UBND cap x3
Il ILINH VU'C PHO BIEN GIAO DUC PHAP LUAT

1. | Tha tuc cdng nhan Tuyén truyén vién phap luat UBND cép x4
2. | Thu tuc cho thdi 1am Tuyén truyén vién phap luat UBND cép x4

111 | LINH VUC HQ TICH

1. | Bang ky khai sinh

2. | Pang ky két hon UBND cép x4
3. | bang ky nhan cha, me, con UBND céip xa
4. | Pang ky khai sinh két hop nhan cha, me, con UBND cép x4
5. | Pang ky khai tir UBND cép x4
6. | Dang ky khai sinh luu dong UBND cap xa
7. | Dang ky két hon luu dong UBND cép x4
8. | Pang ky khai tir luu dong UBND cép x4
9. | bingky giam ho UBND cép x4
10.  Pang ky chidm dut giam ho UBND cép x4
11. | Thay d6i, cai chinh, b6 sung ho tich UBND cép x4
12. | Cap Gidy xé4c nhan tinh trang hon nhan UBND cép x4
13. | Pang ky lai khai sinh UBND cép x4
14. | Pang ky khai sinh cho ngudi di ¢6 hd so, gidy to ¢4 nhan UBND cép x3




15. | Pang ky lai két hon UBND cép x3
16. | bang ky lai khai tir UBND cép x3
17. Cép ban sao Trich luc ho tich UBND cép xa

18.

Lién thong thu tuc hanh chinh Ve dang ky khai sinh, dang ky
thudng tra, cAp thé bao hiém y té cho tré em dudi 6 tudi

UBND cép x3

19. | Lién thong cac thu tuc hanh chinh vé déng ky khai sinh, cdp | UBND cdp xa
Thé bao hi€m y té cho tré em dudi 6 tudi
IV | LINH VU'C CHUNG THUC
1. | Cap ban sao tir s6 gbc UBND cap x3
Chung thyc ban sao tir ban chinh gidy to, van ban do co UBND cip x3
2. | quan, to chirc c6 thim quyén ciia Viét Nam cap hoic ching
nhan
Chung thyc chir ky trong cac gidy tO, vin ban (ap dung cho | UBND cép xa
3. | catruong hop ching thyc diém chi va truong hop nguoi
yéu cau chig thuc khong ky, khong diém chi dugc)
4 Chung thyc hop déng’, giao dich lién quan dén tai san 1a dong | UBND cap xa
" | san, quyén su dung dat, nha &
5. | Ching thuc di chac UBND cap xa
6. | Ching thuc vin ban tir chdi nhan di san UBND cép x4
7 Chung thyc van ban thoa thuan phan chia di san ma di san la | UBND cap x4
© | dong san, quyén st dung dat, nha &
8 Chung thue van ban khai nhén di san ma di san la dong san, | UBND cap xa
" | quyén su dung dat, nha &
9. | Chung thuc viée sira d6i, bd sung, hiy b hop dong, giao dich | UBND cép x4
10. | Stra 13i sai s6t trong hop ddng, giao dich UBND cép xi
Cép ban sao co chimg thuc tir ban chinh hop ddng, giao UBND cép x4
11, 7% . .
dich da dugc chung thuc
V| LINH VU'C NUOI CON NUOI
1. | Bang ky nudi con nudi trong nudc UBND cép x4
2. | bang ky lai viéc nu6i con nudi trong nude UBND cép x4




VI | LINH VU'C BOI THUONG NHA NUOC
1 Thu tyc giai quyét boi thuong tai co quan ¢6 trach nhiém | Co quan co trach
" | boi thuong trong hoat dong quan 1y hanh chinh nhiém boi thuong
2. | Thu tuc chuyén giao quyét dinh giai quyét boi thuong | UBND cap xa
3 Thu tyc chi tra tién bdi thuong trong hoat dong quan 1y | UBND cép x4
" | hanh chinh
,  Thu tuc giai quyét khiéu nai vé boi thuong nha nudc 1an | Chu  tich  UBND

dau

cap xa




C.THU TUC HANH CHINH CAP XA

I. LINH VUC HOA GIAI

1. Thi tuc bau hoa giai vién

a) Trinh tu thyuc hién:

* Chuén bi bau hoa giai vién:

- Trong thoi han 20 ngay, truée ngay du klen bau hoa giai vién, Truong ban cong
tac Mt tran chu tri, phdi hop véi trudng thon, to truong t6 dan phd, dai dién cac t6 chirc
thanh vién cua Mat tran du klen nhing ngudi duge bau lam hoa giai vién; thong nhat
thoi gian bau hoa giai vién; quyét dinh hinh thtrc bau hoa giai vién; quyét dinh danh sach
T bau hoa giai vién do Truong ban cong tac Mat tran lam to truong, truong thon, )
treong t6 dan phd 1am pho t6 trudng, mot sb trudng cac chi, to, hoi cua thon, to dan phd
la thanh vién.

T6 bau hoa gidi vién 1ap danh sach nhitng ngudi dy kién bau lam hoa gidi vién (sau
day goi tat 1a danh sach bau hoa giai vién) sau khi da trao doi, dong vién va nhan dugc
sy dong y cua nhitng ngudi dugce gioi thi¢u bau lam hoa giai vién.

Truong hop thanh 1ap T6 hoa giai mi, danh sach bau hoa giai vién it nht bang
v0i 80 lugng hoa giai vién da duge Chu tich Uy ban nhan dan cap xa quyét dinh, trong
d6 c6 hoa giai vién nit. P61 voi vung c6 nhiéu dong bao dan tde thi€u so, danh sach bau
hoa giai vién phai c6 nguoi dan tdc thi€u so;

- Danh sach bau hoa giai vién duoc thong bao cong khai tai thon, to dan pho trong

thoi han 07 ngay, trude ngay bau hoa giai vién. Truong hop c¢6 ¥ kién phan anh vé danh
sach bau hoa giai vién, thi Trudng ban cong tic Mit tran xem xét, giai quyét.

* T chitrc bau hoa giai vién:

- Viéc bau hoa giai vién bang hinh thirc biu quyét cong khai hogic bo phiéu kin tai
cudc hop duogc tién hanh khi c6 trén 50% dai dién cac ho gia dinh trong thon, t6 dan pho
trd 1én tham du va thuc hién nhu sau:

Dai dién T6 bau hoa giai vién gidi thigu danh sach TO bau hoa giai vién; tiéu chuan
cua hoa giai vién; danh sach bau hoa gidi vién; thong nhat hinh thirc bau hoa giai vién
tai cudc hop.

Truong hop bau hoa giai vién bang hinh thirc biéu quyet cong khai, T6 bau hoa
giai vién tryc tiép dém sb ngudi biéu quyét va lap bién ban vé ket qué biéu quyét (Mau
s 01 tai Phy lyc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN ngay 18/11/2014 cua Chinh phu va Uy ban Trung uong Mat trén T
quoéc Viét Nam huéng dan ph01 hop thuc hién mot s6 quy dinh cua phap luat vé hoa giai

& co so - sau ddy goi tat la Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN).

Truong hop bau hoa giai vién bang hinh thtrc bo phiéu kin, T6 bau hoa giai vién
lam nhiém vu phat phiéu, pho bién quy ché bé phiéu, thu nhan phleu va kiém phiéu ngay
sau khi két thiic viéc bo phiéu véi sy co mat ching kién cua it nhat 01 dai dién ho gia
dinh khong c6 thanh vién trong danh sach bau hoa giai vién; lap bién ban kiém phiéu
(Mau s6 02 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/N QLT-CP-
UBTUMTTQVN);



- Vige bau hoa giai vién bang hinh thirc phat phiéu iy y kién cac ho gia dinh trong
thon, T6 dan pho duoc thuc hién nhu sau:

T6 bau hoa giai vién phat phiéu bau dén cac ho gia dinh, thu nhan lai phiéu bau va
kiém phiéu vé6i su c6 mit ching kién cua it nhat 01 dai dién ho gia dinh khong c¢6 thanh
vién trong danh sach bau hoa giai vién, l4p bién ban kiém phiéu (MAu sé 03 tai Phu luc
ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

+ Dé nghi va xem xét, quyét dinh cong nhan hoa giai vién:

- Trudng hop két qua bau hoa giai vién dap tng yéu cau quy dinh tai Diém a, Piém
b Khoan 3 Diéu 8 cua Luit hoa giai & co s&, Trudng ban cong tac Mit tran 14p danh
sach nguoi duge dé nghi cong nhan 13 hoa giai vién (Mau s6 06 tai Phu luc ban hanh
kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN) kém theo bién
ban kiém phiéu hodc bién ban vé két qua biéu quyét bau hoa giai vién giri Chu tich Uy
ban nhan dan cap xi. Trong thoi han 05 ngay 1am viéce, ké tir ngdy nhan duoc danh sach
nguoi duoc dé nghi cong nhan hoa giai vién, Chu tich Uy ban nhan dan cip xa xem xét,
quyét dinh;

- Truong hop ) nguoi dugc dé nghi cong nhén la hoa giai vién lay theo két qua bo
phleu tr cao xudng thap nhiéu hon sd luong hoa giai vién duge Chu tich Uy ban nhan
dan cap xa quyét dinh thi Truong ban cong tac Mat tran 1ap danh sach nhiing nguoi dugce
dé nghi cong nhan, trong do6 bao gém nhirng nguoi 6 o phiéu bang nhau gri Chu tich
Uy ban nhan déan cap xa xem xét, quyét dinh;

- Viéc bau lai hoa giai vién duoc thuc hién trong truong hop két qua bau khéng co
nguoi nao dat trén 50% dai dién ho gia dinh trong thon, to dan phd dong ¥. Viéc bau bd
sung hoa giai vién duoc thuc hién trong trudng hop két qua bau khong da sb lugng hoa
giai vién dé thanh 1ap T6 hoa giai theo quyét dinh ctia Chu tich Uy ban nhan déin cép x4;

- Truong hop t6 hoa giai da dugc thanh 1ap du sd lwong hoa giai vién theo quyét
dinh ctia Chu tich Uy ban nhan dan cap x4, nhung chua c6 hoa giai vién nit hodc hoa
giai vién 14 ngudi dan toc thiéu so theo quy dinh tai Khoan 1 Piéu 12 cua Luat hoa giai
O co s0, thi Trudng ban cong tac Mat tran lam van ban bao cdo Chu tich Uy ban nhan
dan cap x4. Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc bao cao cua Trudng
ban cong tac Mt tran, Cha tich Uy ban nhan dan cép xa xem xét, quyet dinh viéc bau
bd sung hoa giai vién nit hodc hoa giai vién 1a ngudi dan toc thiéu sd;

- Néu viéc bau lai hodc bau bo sung hoa giai vién khong dat két qua, thi Trudng
ban cong tac Mt tran 1am van ban bao cdo Chii tich Uy ban nhan dan cap x4. Trong thoi
han 05 ngay lam viéc, ké tir ngay nhan dugc bao cdo cua Truong ban cong tdc Mat tran,
cin ¢t vao yéu cau thuce tién, Chu tich Uy ban nhan dan cdp xd xem xét, quyét dinh sd
luong, thanh phan to hoa giai.

b) Cach thirc thyc hién: Viéc bau hoa giai vién duoc tién hanh bang mot trong cac
hinh thurc sau day:

- Biéu quyét cong khai hoac bd phiéu kin tai cudc hop dai dién céc ho gia dinh;
- Phat phiéu lay y kién cac ho gia dinh.

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:



- Danh sach nguoi dugc dé nghi cong nhan 1a hoa giai vién.
- Bién ban kiém phi€u hodc bién ban vé két qua bi€u quyét bau hoa giai vién.
* S0 lugng ho so: 01 bo ho so.

~ d) Thoi han gidi quyét ho so: Trong thoi han 05 ngay lam viée, ké tir ngdy nhan di
ho so theo quy dinh.

d) DPéi tuong thuc hién thu tuc hanh chinh: Trudong ban Cong tdc Mat tran chu tri
pho1 hop voi1 trudng thon, to trudng to dan pho, dai dién cac té chirc thanh vién ctia Mt
tran tai thon, t6 dan phd, dai di¢n ho gia dinh trong thon, t6 dan pho.

- Co quan c6 thdm quyén quyét dinh: Uy ban nhan dan cp x4.

- Co quan hoic nguoi co thim quyén dugc ty quyén hodc phan cap thuc hién:
Khong.

- Co quan tryc tiép thyuc hién thu tuc hanh chinh: Uy ban nhan dan cap xa.
g) Tén mau don, miu to khai:

- Mau s6 01 tai Phy luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-
CP-UBTUMTTQVN trong trudng hgp bau hoa giai vién bang hinh thirc bi€u quyét cong
khai.

- Mau s6 02 tai Phy luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-
CP-UBTUMTTQVN trong trudng hop bau hoa giai vién bang hinh thirc bo phiéu kin.

- Mau s6 03 tai Phy luc ban hanh kém theo Nghi quyet lién tich s6 01/2014/NQLT-
CP-UBTUMTTQVN trong truong hop bau hoa gidi vién bang hinh thirc phat phiéu bau
dén ho gia dinh.

- Danh saigh dé nghi cc}ng nhan hoa giai vién - Mau s6 06 tai Phu luc ban hanh kém
theo Nghi quyét lién tich s0 01/2014/NQLT-CP-UBTUMTTQVN.

h) L¢ phi: Khong.
i) Két qua thuc hién thu tuc hanh chinh: Quyét dinh cong nhan hoa giai vién.
k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:

- Nguoi duge bau lam hoa giai vién phai 14 cong dan Viét Nam thuong trd tai co
s0, tu nguyén tham gia hoat dong hoa giai va co cac ti€u chuan sau day:

+ C6 pham chét dao dtrc tot; co uy tin trong cong dong dan cu;
+ C6 kha nang thuyét phuc, van dong nhan dan; co hiéu biét phép luat.

- Nguoi duoc dé nghi cong nhén la hoa giai vién phai dat trén 50% dai dién ho gia
dinh trong thon, t6 dan pho dong y.

1) Cén ctr phép 1y cta thu tuc hanh chinh:
- Luat hoa giai ¢ co sé ndm 2013;
- Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN ngay 18/11/2014
v€ Hudng dan phdi hop thuc hién mdt s6 quy dinh cua phap luat vé hoa gidi ¢ co sd



MAiu s6 01

X4, phuong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

BIEN BAN
VE KET QUA BIEU QUYET BAU HOA GIAI VIEN TAI CUQC HOP DAI DIEN
CAC HO GIA PINH
Hom nay, vao.......... gio............ , ngay........ thang......... nam......
;3 SRR RRRRRRRURRRRRRRN
Thon/td dAn Phb;.......ooie e t6 chirc cudc

hop dai dién cac ho gia dinh bau hoa giai vién bang hinh thirc biéu quyét cong khai.

T6 bau hoa gidi vién gdm céc thanh vién sau day:

ONQG (BA) ittt - T6 Trudng

1o (=1 ) R - Pho to trudng

ONG (BA): ittt s -Thanh vién

ONG (BA):...eoeeceeeeeeeceeee e -Thanh vién

O To (=) -Thanh vién
ONG (BA):...ceoeeeeeeeeeeeeeeee et -Thanh vién

O] 1o (=T} RO -Thanh vién

So lugng dai dién ho gia dinh tham du cudc hop: .....oocvveviieieeieeeee

Két qua biéu quyét:



Stt

Ho va tén

S6 ngwb’j biéu
quyét dong y

Ty 1€ % dai dién h§ gia dinh
trong thon, to dan pho dong y

Cudc hop két thiic vao

Bién ban nay duoc doc cong khai tai cudc hop.

PAI DIEN HO GIA PiNH
CHUNG KIEN
(Ky va ghi ro ho tén)

TM.

TO BAU HOA GIAI VIEN

TO TRUONG

(Ky va ghi ro ho tén)




MAiu s6 02

X4, phuong, thi trin: CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

BIEN BAN
KIEM PHIEU BAU HOA GIAI VIEN TAI CUQC HOP BAI DIEN CAC HQ GIA
DINH
Hom nay, vao.......... gio........... , Ngay........ thang......... nam......
;S SRR RRRRRRRURRRRRRRN
Thén/to dan phé; ............................................................... chtrc cudc hop dai

dién cac ho gia dinh bau hoa giai vién bang hinh thirc biéu quyét cong khai.

T6 bau hoa gidi vién gdm céac thanh vién sau day:

ONG (BA):...eoeeeceeeeeeeeee e - T6 Trudng
(1o (=1 ) O - Pho t0 trudng
ONG (BA):...ceoeeeeeeeeeeeee et -Thanh vién
ONG (BA):...cvoeeceeeeeeeeeee et -Thanh vién
(O (Lo (=) -Thanh vién
ONG (BA):...cveeeeeeeeeeeeee ettt -Thanh vién

O Lo N (=T ) OO -Thanh vién

da tién hanh kiém phi€u bau hoa gidi vién véi sy cd mat chung kién cua dai dién hd gia
dinh khong c6 thanh vién trong danh sidch bau lam hoa gidi vién la Ong
((oF: ) R ,d1achiv..iiiciieee,

Toéng s6 dai dién ho gia dinh trong thon, t6 dan pho: .......oeveeveeeeveeeeecenee.

So lugng dai dién ho gia dinh tham du cudc hop: ....oooevveeiiiieeee,



Keét qua kiém phiéu bau hoa giai vién nhu sau:
- Tong so phi€u phat ra:

- Tong s6 phiéu thu vé:

- S6 phiéu hop 18:
- S6 phiéu khong hop 1é:
- Két qua kiém phiéu:

Stt Ho va tén S6 lwgng phiéu bau | Ty 1¢ % dai dién hd gia dinh

trong thon, to dan pho dong
y
Cudc hop két thic vao......... gio......... ngay......... thang........ nam...........
Bién ban nay dugc doc cong khai tai cudc hop.
PAI DIEN HO GIA PINH TM. TO BAU HOA GIAI VIEN
CHUNG KIEN TO TRUONG
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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Mau s6 06

X4, phudng, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

.., NZQY ... thang ... nam....

DANH SACH
Pé nghi cong nhin hoa giii vién
Kinh giri: Chu tich Uy ban nhan dan xa/phudng/thi tran

Cin ct két qua bau hoa giai vién (co bién ban giri kém), Ban cong tac Mat tran thon/to
dan Pho.......ooooieii dé nghi Chu tich Uy ban nhan dan
xd/phudng/thi tran....................... xem xét, quyét dinh cong nhan hoa giai vién d6i
véi cac ong (ba) cé tén sau day:

Stt IHQ va tén IDia chi Ty 1€ % dai dién ho gia dinh
trong thon, t6 dan pho dong y

TRUONG BAN CONG TAC MAT
TRAN
(Ky va ghi ro ho tén)
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2. Thii tuc bau t6 trweéng té hoa giai

a) Trinh tu thuc hién:
+ Tb chirc cudc hop bau to truong t6 hoa giai:

Cudc hop bau to truéng to hoa giai do Trudng ban cong tic Mit tran chu tri va
duoc thuc hién nhu sau:

- Hoa giai vién tham dy cudc hop théng nhat danh sach nhimng nguoi duoc gidi
thiéu bau lam t6 trudng t6 hoa giai, Iya chon hinh thirc bau, thong nhat danh sach To
kiém phiéu trong trudng hop bau bang hinh thirc bo phiéu kin;

- Truong hop bau to truong t6 hoa giai bang hinh thire biéu quyet cong khai thi
Truong ban cong tac Mat tran dém sb nguoi bicu quyét, lap bién ban vé két qua biéu
quyét (Mau s6 04 tai Phu lyc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-
CP-UBTUMTTQVN);

- Truong hop bau to truong t6 hoa giai bang hinh thirc bo phiéu kin thi T6 kiém
phiéu lam nhiém vy phat phiéu, pho bién quy ché bo phiéu, thu nhan phiéu va tién hanh
kiém phiéu tai noi bo phiéu ngay sau khi két thuc viéc bo phiéu; 1ap bién ban kiém phiéu
(MAu s6 05 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN).

+ Pé nghi va xem xét, cong nhan to trudng td hoa giai:
Nguoi dugc dé nghi cong nhan la t6 truong t6 hoa giai phai dat trén 50% s6 hoa
giai vién cua t6 hoa giai ddng ¥ va 13 nguoi co sd phiéu bau cao nhat.

Trong thoi han 05 ngay, ké tir ngay tq chtrc cude hop bgu t6 truong t6 hoa giai,
Trudng ban cong tdc Mit tran lam van ban dé nghi cong nhén t6 trudng t6 hoa giai (Mau
sO6 07 tai Phu luc ban hanh kém theo Nghi quyét lién tich so 91/2014/N QLT—CR—
UBTUMTTQVN) kem theo bién ban ki€ém phiéu hodc bién ban vé két qua biéu quyet
ve€ viée bau t6 truong t6 hoa giai, giri Chu tich Uy ban nhén dan cap xa. Trong thoi han
05 ngay lam viéc, ké tir ngdy nhan dugc van ban dé nghi cong nhén t6 trudng t6 hoa
giai, Chu tich Uy ban nhan dan cap xa xem xét, quyét dinh.

b) Cach thirc thyc hién: Viée bau o trudng to hoa giai dugc tién hanh bang hinh
thirc bo phicu kin hodc biéu quyét cong khai.

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- Vin ban dé nghi cong nhan t6 truong t6 hoa giai.

- Biénban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc bau to truong
to hoa giai.

* 86 lugng hd so: 01 bo ho so.

d) Thoi han giai quyét ho so: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan du
ho so theo quy dinh.

d) bPéi tuong thuc hién tha tuc hanh chinh: Trudng ban cong tdc Mat tran, hoa giai
vién cua to hoa giai.

e) Co quan thuc hién thua tuc hanh chinh
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- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cép x4.

- Co quan hodc ngudi c6 thim quyén duoc Uy quyén hodc phan cip thuc hién:
Khong.

- Co quan tryc tiép thyc hién thu tuc hanh chinh: Uy ban nhan dan cap xa.

g Tén mau don, mau t& khai: Gidy dé nghi cong nhan t6 truong t6 hoa giai - Mau
s0 07 tai Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN.

h) Lé phi: Khéng.

i) Két qua thuc hién thu tuc hanh chinh: Quyét dinh cong nhén t6 trudng td hoa
giai.

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

- Viéc bau t6 trudng to hoa giai dugc thuc hién trong cac truong hop sau day:

+ Thanh 1ap t6 hoa giai moi;

+ T6 trudng t6 hoa giai thoi lam hoa giai vién, thoi lam to trudng td hoa giai hodc
khong thé ti€p tuc lam t6 trudng td hoa giai.

- Nguoi dugc dé nghi c6ng nhén la t6 truong t6 hoa giai phai dat trén 50% s6 hoa
giai vién cua t6 hoa giai ddng ¥ va 13 nguoi cd sd phiéu bau cao nhat.

1) Can ctr phap 1y cta thu tuc hanh chinh:

- Luat hoa giai ¢ co s¢ ndm 2013;

- Nghi quyet lién tich sb 01/2014/NQLT -CP- UBTUMTTQVN ngay 18/11/2014
vé Hudng dan phdi hop thue hién mot sé quy dinh cta phap luat vé hoa giai & co so.
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MAiu s6 07

X4, phudng, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

.., NZAY ... thang ... nam....

GIAY PE NGHI
Cong nhén to truéng to hoa giai
Kinh giri: Chu tich Uy ban nhan dan x&/phudng/thi trin

Cin ctr két qua bau to truong t6 hoa giai (c6 bién ban giri kém), Ban cong tic Mit tran
thon/td dan phéd..............cooeeiiiiii..l. dé nghi Chu tich Uy ban nhan dan
xa/phudng/thi tran................. xem xét, quyét dinh cong nhan to trudng t6 hoa giai d6i
vo1 0ng (ba) co tén sau day:

Stt Ho va tén DPia chi Ty 1€ % hoa gidi vién cua
to hoa giai dong y

TRUONG BAN CONG TAC MAT
TRAN
(Ky va ghi ro ho tén)
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3. Tha tuc théi lam hoa gidi vién
a) Trinh tu thyc hién:

T6 truong to hoa giai dé nghi Trudng ban cong tac Mat tran phdi hop voi truong
thon, t0 truong t6 dan phd 1am vin ban dé nghi Chu tich Uy ban nhan dan cap x3 ra
quyét dinh thoi 1am hoa giai vién.

Trong thoi han 10 ngay, ké tir khi nhan dugc dé nghi cua td truong To hoa giai vé
viéc thoi lam hoa giai vién, Truong ban cong tac Mat tran chu tri, phbi hop voi truong
thon, to truong dan phd xem xét, xac minh, lam vin ban dé nghi Chu tich Uy ban nhan

dan cép xi ra quyet dinh tho6i 1am hoa giai vién (MAu sb 08 tai Phu luc ban hanh kém
theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

Dbi voi truong hop thdi lam hoa giai vién theo quy dinh tai Piém b, Piém ¢ Khoan
1 Picu 11 cua Luat hoa giai ¢ co s, néu Trudng ban cong tac Mat trén, truong thon, to
truong t6 dan phd khong dong y Vol dé nghi cua t6 truong t6 hoa giai hoac Truong ban
cong tac Mat tran va truong thon, t6 truong to dan phd khong théng nhat duoc voi nhau
vé dé nghi cua t6 truong t6 hoa giai, thi Trudng ban cong tac Mat tran thong bao voi to
truong t6 hoa giai, néu 1 1y do khong dong ¥, dong thoi bao cdo Chu tich Uy ban nhan
dan cap xd xem x¢t, quyét dinh (MAu s6 09 tai Phu lyc ban hanh kém theo Nghi quyét
lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

Truong hop thoi lam hoa giai vién dbi véi t6 truong to hoa giai thi Trudng ban
cong tac Mat tran phoi hop véi trudng thon, té trudng to6 dan phd 1am van ban dé nghi
Chu tich Uy ban nhan déan cap xa ra quyét dinh thoi lam hoa giai vién.

Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan dugc vin ban dé nghi hoic bao
cdo vé€ viéc thdi lam hoa gidi vién, Chu tich Uy ban nhan dan cap xa xem xét, quyét
dinh.

b) Cach thirc thyc hién: Khdong quy dinh.

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so: Vin ban dé nghi ra quyét dinh thoi lam hoa giai vién.

* S0 luong ho so: 01 bd hd so.

d) Thoi han giai quyét ho so: Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan
dugc van ban d€ nghi hoac bao céo vé viéc thoi lam hoa giai vién.

d) Déi tuong thuc hién thu tuc hanh chinh: T6 trudng to hoa giai, Truong ban cong
tac Mat tran, truong thon, t6 truong té6 dan pho.

e) Co quan thyc hi¢n tha tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cép xa.

- Co quan hoic nguoi c6 thim quyén dugc Gy quyén hodc phan cép thuc hién:
Khong.

- Co quan tryc tiép thyc hién thi tuc hanh chinh: Uy ban nhan dén cap x4.
g) Tén mau don, mau t& khai:
- Giéy dé nghi vé viéc thoi 1am hoa giai vién - Mau s6 08 tai Phu luc ban hanh kém

theo Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.
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- Bao c4o vé viéc thoi 1am hoa giai vién - Mau s6 09 tai Phy luc ban hanh kém theo
Nghi quyét lién tich s 01/2014/NQLT-CP-UBTUMTTQVN déi véi trudng hop thoi
1am hoa giai vién theo quy dinh tai Piém b, Piém ¢ Khoan 1 Piéu 11 cta Luat hoa giai
& co so va néu Trudng ban cong tac Mat tran, truong thon, t6 truong to dan phd khong
dong v véi dé ~nghi cua to truong t6 hoa giai hodc Truong ban cong tac Mat tran va
truong thon, t6 truong to dan phd khong thdng nhat duoc voi nhau vé dé nghi cua td
trudng to hoa giai.

h) Lé phi: Khéng.

i) Két qua thuc hién thu tuc hanh chinh: Quyét dinh thoi 1am hoa giai vién.

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

Vi¢c thoi lam hoa gidi vién dugc thyc hién trong cac truong hop sau day:

- Theo nguyén vong cua hoa giai vién;

- Hoa giai vién khong con dap tng mot trong cac tidu chuan quy dinh tai Diéu 7
cua Luat hoa giai ¢ co so;

- Vi pham nguyén tac to chirc, hoat dong hoa giai ¢ co s¢ theo quy dinh tai Piéu 4
cua Luat hoa gidi ¢ co s& hodc khong cé dicu kién tiép tuc lam hoa gidi vién do bi xtr ly
vi pham phép luat.

1) Can ctr phap 1y cta thu tuc hanh chinh:

- Luat hoa giai & co so nam 2013;

- Nghi quyet lién tich s 01/2014/NQLT-CP- UBTUMTTQVN ngay 18/11/2014
vé Hudng dan phdi hop thue hién mot sé quy dinh cta phap luat vé hoa giai & co so.
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MAiu s6 08

X4, phudng, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

., hgay ... thang ... nam

GIAY PE NGHI
Veé viéc thoi lam hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan xa/phudng/thi tran

vé viéc thoi 1am hoa giai vién, dé nghi Chu tich Uy ban nhan dan xa/phudng/thi

BPAN. .o xem xét, quyét dinh thoi lam hoa giai vién
A61 VO ONZ (DAY,
Lo LT o] 1 TSR
Ly do thoi [am hoa @Ia1 VIEN:.......cccciiiiiiiieiiie ettt
TRUONG THON TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi ro ho tén)

(Ky va ghi ro ho tén)

17



Mau s6 09

X4, phudng, thi tran: CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

Thén, t5 dan phé: .o, NEQAY ... thang ... nam....

BAO CAO
Vé viéc thoi lam hoa giai vién
Kinh giri: Chu tich Uy ban nhan dan x&/phudng/thi trin

d& nghi thoi 1am hoa giai vien d8i vEi Ong (DA): wvveeemerveeereeereeereeeeeeeesseeeres

dia chi
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Dé nghi Chi tich Uy ban nhan dan xa/phudng/thi tran...............cccooevveveennnne.

..................................................................................................... xem x¢ét, quyét dinh.
TRUONG THON TRUONG BAN CONG TAC MAT TRAN
TO TRUONG TO DAN PHO (Ky va ghi 16 ho tén)

(Ky va ghi ro ho tén)
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4. Thu tuc thanh toan thu lao cho hoa giai vién

a) Trinh tu thyc hién:

- T6 trudng td hoa giai 1ap hd so dé nghi thanh toan thu lao cho hoa giai vién.

- Trong thoi han 05 ngay lam vige, ké tir ngdy nhan du ho so hop 16, Uy ban nhan
dan cap xa xem x¢ét, quyet dinh va tra thu lao cho hoa giai vién théng qua t6 hoa giai;
truong hop quyét dinh khong thanh todn cho hoa giai vién thi phai tra 161 bang van ban
va néu rd ly do.

-T6 hoa giai thyc hién tra thu lao cho hoa giai vién theo quyét dinh cta Uy ban
nhan dan cap xa trong thoi han 03 ngay, ké tir ngay nhan dugc thu lao.

b) Cach thtrc thyc hién: Khong quy dinh.

¢) Thanh phén, s6 luong ho so:

* Thanh phan ho so:

Gidy dé nghi thanh toan thu lao cua hoa giai vién c6 ghi rd ho, tén, dia chi ctia hoa
giai vién; tén, dia chi t6 hoa giai; s6 tién d€ nghi thanh toan; ndi dung thanh toan (co
danh sach cac vy, vi€c trong truong hop dé nghi thanh toan thu lao cho nhiéu vy, viéc);
chir ky cua hoa giai vién; chit ky x4c nhan cua t6 trudng to hoa giai.

Xuét trinh S6 theo ddi hoat dong hoa giai & co s& dé dbi chiéu khi can thiét.

*S6 luong ho so: 01 bd ho so.

_ d) Thoti han giai quyét ho so: Trong thoi han 08 ngay lam viéc, ké tir ngdy nhan du
ho so theo quy dinh.

d) Péi tugng thuc hién thi tuc hanh chinh: Hoa giai vién.

e) Co quan thyc hi¢n tha tuc hanh chinh

- Co quan ¢ tham quyén quyét dinh: Uy ban nhan dan cép x4.

- Co quan hoic nguoi co thim quyén dugc Gy quyén hodc phan cp thuc hién:
Khéng.

- Co quan truc tiép thyc hién thu tuc hanh chinh: Uy ban nhan dan cap xa.

g) Tén mau don, mau t& khai: Chua quy dinh.

h) L¢ phi: Khéng.

i) Két qua thyc hién thu tuc hanh chinh: Quyét dinh thanh toén thit lao cho hoa gidi
vién/ hodc van ban tra 101 trong truong hop khong thanh toan.

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

- Vu, viéc duge tién hanh hoa giai va da két thic theo quy dinh tai biéu 23 cua
Luat hoa gidi ¢ co so;

- Hoa giai vién khong vi pham nghia vu quy dinh tai Diéu 10 Luat hoa giai ¢ co
sO.

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Luat hoa giai & co s& ndm 2013;

- Nghi dinh s6 15/2014/ND-CP ngay 27/02/2014 Quy dinh chi tiét mot sé diéu va
bién phép thi hanh Ludt hoa gidi ¢ co so.
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II. LINH VUC PHO BIEN GIAO DUC PHAP LUAT
1. Thii tuc cong nhan Tuyén truyén vién phap luat
a) Trinh tu thuc hién:

- Can cr vao yéu cau cong tac pho bién, gido duc phap luat va nhu cau, diéu
kién thuc té trén dia ban cip x4, Chu tich Uy ban nhan déan cip x quyét dinh cong
nhén tuyén truyén vién phap luat, bao dam c6 di ngudn lyc dé trién khai cong tac
phd bién, gido duc phép luat trén dia ban.

- Pinh ky thang 9 hang nam, céng chirc tu phap - ho tich chi tri, phbi hop
vo1 Truong ban cong tac Mat tran, Truong thon, lang, ép, ban, bu6én, phum, séc,
t6 dan phd, khu phd, khéi phd va cong ddng dan cu khac (sau day go1 1a dia ban
co s6) va nguoi ding du céc to chure chinh tri - x& hoi trén dia ban cap x4 thong
bao cong khai tiéu chuan tuyén truyén vién phéap luat quy dinh tai khoan 1 Dleu
37 Luét pho bién, gido duc phap ludt; cac quy dinh vé cong nhan tuyén truyén
vién phap luét téi co quan, don vi va ngudi dan trén dia ban co so dé tu nguyén
dang ky tham gia lam tuyén truyén vién phap luat.

- Can cr danh sach ty nguyén ding ky tham gia lam tuyén truyén vién phap
luét tir dia ban co s0, thuc trang d6i ngll cong chtrc ciia Uy ban nhan dan cip xa
va nhu cau xay dung doi ngil tuyén truyén vién phép luat, cong chirc tu phap - ho
tich ra soat, 1ap danh sach ngudi du tiéu chuan quy dinh tai khoan 1 Piéu 37 Luat
pho bién, gido duc phap luat trinh Chu tich Uy ban nhan dén cip xa xem xét, cong
nhan tuyén truyén vién phap luat.

- Trong thoi han 05 ngay lam viéc ké tir ngay nhan dugc danh sach dé nghi
cong nhan tuyén truyén vién phap ludt ctia cong chire tu phap - ho tich, Chu tich
Uy ban nhan dan cip xa xem xét, ra quyét dinh cong nhan tuyén truyén vién phap
luat.

b) Céch thirc thuc hién: Khong quy dinh.

¢) Thanh phan, s6 lugng ho so: Danh sach dé nghi cong nhan tuyén truyén
Vvién phap luat

d) Thoi han giai quyét ho so: 05 ngay

d) Co quan thy hién thu tuc hanh chinh

- Co quan c6 tham quyén quyét dinh: UBND cép xA.

- Co quan thuc hién thu tuc hanh chinh: Céng chtrc Tu phap — ho tich cap

e) Péi tuong thuc hién thu tuc hanh chinh: Ca nhan.
g) L¢é phi: Khong.
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h) Két qua thuc hién thu tuc hanh chinh: Quyét dinh cong nhin Tuyén
truyén vién phap luat.

i) Mau don, mau to khai: Khong

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

1) Can cur phap 1y caa thu tuc hanh chinh:

- Luat phé) bién, gido duc phap luat nam 2012;

- Nghi dinh s 28/2013/ND-CP ngay 04 thang 4 nam 2013 cta Chinh phu
quy dinh chi tiét mot sd diéu va bién phap thi hanh Luat pho bién, gido duc phap
luat;

- Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 ctia Bo6 Tu phap quy dinh
vé bao c4o vién phép luat, tuyén truyén vién phap luat
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2. Thii tuc cho thdi 1am tuyén truyén vién phap luit
a) Trinh tu thyuc hién:

Khi tuyén truyén vién phéap luat thudc mot trong cac trudng hop quy dinh tai
khoan 1 Biéu 6 Thong tu 10/2016/TT-BTP, cdng churc tu phép - hd tich trinh Chu tich
Uy ban nhan dén cip xi xem xét, ra quyét dinh cho théi lam tuyén truyén vién phap
luat.

Trong thoi han 03 ngay lam viée ké tir ngdy nhan duoc dé nghi, Chu tich Uy ban
nhan dan cip x3 xem xét, quyét dinh cho thoi 1am tuyén truyén vién phap luit.

b) Cach thtrc thyce hién: Khong quy dinh.

¢) Thanh phan, s6 luong hd so: Khong quy dinh.

d) Thoi han giai quyét ho so: 03 ngay lam viéc

d) Co quan thuc hién thu tuc hanh chinh: UBND cép Xa.

- Co quan c6 tham quyén quyét dinh: UBND cép x4

- Co quan truc tiép thyc hién tha tuc hanh chinh: Cong chirc Tu phap- Ho tich
e) Péi tuong thuc hién tha tuc hanh chinh: Ca nhan.

g) Lé phi: Khdng.

h) Két qua thyc hién thu tuc hanh chinh: Quyét dinh cho thoi lam Tuyén truyén

vién phép luat.
i) Mau don, mau to khai: Khong
K) Yéu cau diéu kién thyc hién thi tyc hanh chinh:
1) Cén ctr phép 1y cta thu tuc hanh chinh:
- Luat pho bién, gido dyuc phap luat nim 2012;

- Nghi dinh s6 28/2013/ND-CP ngay 04 thang 4 nam 2013 cta Chinh phu quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Luat pho bién, gido duc phép luat;

- Thong tu s6 10/2016/TT-BTP ngay 22/7/2016 cua Bo Tu phap quy dinh vé bao

c4o vién phap luat, tuyén truyén vién phap luat
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I11. LINH VUC HQ TICH
1. Thu tuc dang ky khai sinh
a) Trinh tu thyuc hién:

- Nguoi co yéu cau dang ky khai sinh nop ho so tai B6 phan tiép nhan va tra két
qua thudc Uy ban nhan dan cip x3 c6 thdm quyén.

- Ngudi tiép nhén c6 trach nhiém kiém tra ngay toan bo hd so, dbi chiéu thong tin
trong To khai va tinh hop 1€ cta giay to trong ho so do nguo1 yéu cau ndp, xuat trinh.

- Néu ho so day du, hop 1¢, nguoi tlep nhan ho so viét gidy tiép nhan, trong d6
ghi 16 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan nguoi nop
ho so bd sung, hoan thién theo quy dinh; truong hop khong thé bd sung, hoan thién ho
so ngay thi phai lap thanh vin ban huéng dan, trong dé néu 10 loai gidy t0, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém, tén ciia ngudi tiép nhan.

- Néu hd so sau khi dd dugc huéng dan ma khong duoc bo sung day di, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan ho so va lap vin ban tir chdi tiép nhan ho so,
trong d6 ghi 18 1y do tir chdi, ky, ghi rd ho, chit dém, tén ciia ngudi tiép nhan.

- BO phan tiép nhan va tra két qua chuyen ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyen giao trong budi sang,
hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai sinh day du va phu hop, cong chirc tu phap - ho tich bao
cao Chu tich Uy ban nhéan dan cdp xi. Truong hop Chu tich Uy ban nhan dan cap x4
dong v giai quyét thi cong chirc tu phap - ho tich cap nhat thong tin khai sinh theo hudng
dan dé lay S6 dinh danh ca nhan (d6i véi cac dia phuong da trién khai cap S6 dinh danh
c4 nhan khi ding ky khai sinh), ghi noi dung khai sinh vao S6 va ky tén vao S6 dang ky
khai sinh. Cha tich Uy ban nhan dan cép xa ky Gidy khai sinh cap cho nguoi duge ding
ky khai sinh.

- Sau khi nhan S6 va Gidy khai sinh tir cong chtrc tu phap — ho tich; Bo phan tiép
nhan va tra két qua hudng dan dé ngudi di ding ky khai sinh ky tén vao S6, dong thoi
trao Gidy khai sinh cap cho nguoi duoc dang ky khai sinh.

*Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir s6 gbc hodc ban
sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho s0 khong duoc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xut trinh ban chinh thi nguoi
tiép nhan hd so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xéc nhan
vé viéc da dbi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban
sao c¢6 chimg thuc gidy to do.

+ Truong hop phap lut quy dinh xudt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xut trinh, dbi chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong duoc yéu cau nguoi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co6 thé chup 01 ban gidy to xuét trinh hodc ghi lai
thong tin cua gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhan c¢6 trach nhiém tiép nhan dang, da ho so dang ky ho tich theo
quy dinh cta phép luat ho tich, khong duoc yéu cau ngudi dang ky ho tich ndp thém
gidy to ma phap luat ho tich khong quy dinh phai nop.

b) Cach thuc thuc hién:

- Ngudi ¢6 yéu cau diang ky khai sinh truc tiép thyc hién hodc iy quyén cho ngudi
khac thuc hién viéc dang ky khai sinh;

- Nguoi thuc hién viée dang ky khai sinh co thé truc tlep nop ho so tai B phan
tiép nhan va tra két qua thuéc Uy ban nhan dén cip x& c6 thAm quyén hodc guri hd so
qua hé théng buu chinh.

¢) Thanh phan, s6 luong hd so:
* Gidy to phdi xudt trinh:

- HO chi€u hoac ching minh nhan dan hoac thé can cudc cong dan hoac cac giay
to khac c6 dén anh va thong tin ¢4 nhan do co quan c¢6 tham quyén cap, con gia tri st
dung dé chiing minh v€ nhan than cua nguoi cd yéu cau dang ky khai sinh,;

- Gidy to ching minh noi cu trii dé chimg minh thém quyén dang ky khai sinh;
truong hop cha, me cua tre da dang ky két hon thi phai xuat trinh Gidy ching nhan két
hon (trong giai doan Co s& dir liéu qudc gia vé dan cu va Co so dit liéu ho tich dién tir
toan qudc chua dugc xay dung xong va thuc hién théng nhét trén toan qudc).

Truong hop guri ho so qua hé théng buu chinh thi phai giri kém theo ban sao ¢6
chung thuc cac gidy to phai xuat trinh néu trén.

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

- Ban chinh Giay ching sinh; truong hop khong c6 Gidy ching sinh thi ndp van
ban ctia nguoi lam chirng xac nhan ve viéc sinh; néu khong c6 nguoi 1lam ching thi phai
co gidy cam doan v€ vi¢c sinh;

- Trudng hop tré em bi bo roi thi phai c¢6 bién ban vé viée tré bi bo roi do co quan
c6 tham quyén 1ap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phdi c6 van ban xac
nhan cua co so y t€ da thuc hién k¥ thuat ho trg sinh san cho viéc mang thai hd.

- Vian ban uy quyén theo quy dinh ctia phap ludt trong trudng hop iy quyén thuc
hién viéc dang ky khai sinh.

* 86 lirong ho so: 01 bo

_d) Thot han giai quyet Ngay trong ngay cong chue tu phap — h¢ tich tiép nhan
yéu cau, trudng hop nhan ho so sau 15 gio ma khong giai quyét duge ngay thi tra két
qua trong ngay lam viéc tiép theo.

d) Péi tuong thyc hién thi tuc hanh chinh: Ca nhan
e) Co quan thyuc hi¢n tha tuc hanh chinh:
- Co quan thyc hién va quyét dinh thu tuc hanh chinh:
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+ Uy ban nhan dén cdp xa noi cu tra ctia ngudi cha hodc ngudi me thuc hién ding
ky khai sinh cho tré em;

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

- Co quan phéi hop thyc hién: Khong

g) Két qua thyc hién thu tuc hanh chinh: Gidy khai sinh

h) Lé phi: 5.000 déng/lan.

Mién 18 phi déi v6i trudng hop khai sinh dung han, ngudi thu¢ce gia dinh c6 cong
voi1 cach mang; ngudi thudc hd nghéo; ngudi khuyet tat.

i) Mau don, mau to khai: To khai ding ky khai sinh

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khdng

1) Can cu phép ly:

- Luat ho tich nam 2014;

- Nghi dinh sd 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi

tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu ctiia Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich.

- Nghi quyét s6 17/2016/NQ-HDPND ngay 05/10/2016 cia Hoi dong nhan dan
tinh Hai Duong quy dinh mtc thu, ché do thu, ndp, quan 1y va st dung phi, 1€ phi thude
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyét 15/2019/NQ-HPND ngay 12/12/2019 cta Hoi dong nhan dén tinh
Hai Duong stra d6i mot sé ndi dung tai nghi quyét sé 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cua Hoi dong nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh @Oz Do

Ho, chir dém, t&n NEUOT YU CAUS ......ovvvevececeeeeeeeeeee e
GIAY tO 1Y thAN: @)Lttt
NOT CU T B
Quan h¢ v&i ngudi duoc khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguéi dwéi day:

HOQ, Chill @I, TIN: ..ot e

Gidi tinh:...........cceeel Dan toc: ..ovvveveeiiiiiiiieee e, Quéc tich: ..
L TH T3 o0 Ly OSSOSO
Ho, chivdém, tén cha: ...
Nam sinh: ......ccooevvvveeeen. Dan toc: .....ccoovvvvveennenn. Quéc tich: ...
INOT CU T ©) ettt ee et ee et n e
Ho, chit dém, t€n Me: ...,

Nam sinh: ..........cccee.... Dan toc: .ccovvvvevieeeeiiiiin e, Quéc tich: ...
INOT CU T ©) ettt ettt ettt ettt e et e et et en et seeeeneeens

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtai: ....................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu

(Ky, ghi ro ho, chir dém, tén)
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Chu thich:
@) Ghi 16 tén co quan dang ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhédn dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than ciia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014.

®) Ghi theo dja chi dang ky thudng tri; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam trt; truong hop khong cd noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo dia chi dang sinh sdng.

™ Truong hop sinh tai co so y té thi ghi rd tén co sd y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha No6i
- Tramy té xa Dinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co so y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Pinh Bang, huyén Tt Son, tinh Bic Ninh.
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2. Thi tuc ding ky két hon
a) Trinh tu thuc hién:

- Ngudi cd yéu cau ding ky két hon ndp hd so tai BO phan tiép nhan va tra két
qua thudc Uy ban nhan dan cip x3 c6 thdm quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd ho so, ddi chiéu thong
tin trong T& khai va tinh hop 18 ciia gidy to trong hd so do ngudi yéu cau ndp, xuat trinh.

- Néu ho so ddy du, hop 18, ngudi tiép nhan hd so viét gidy tiép nhén, trong d6
ghi 13 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bo sung, hoan thién ho
so ngay thi phai lap thanh van ban hudng dén, trong d6 néu rd loai gidy to, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi tiép nhan.

- H6 so sau khi da dugc hudng din ma khong duoc bd sung day di, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tir chdi tiép nhan ho so, trong
d6 ghi 18 1y do tir chéi, ky, ghi 16 ho, chir dém, tén ctia nguoi tiép nhan.

Bo phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang,
hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Sau khi tiép nhan du hd so hop 18, néu thay du diéu kién két hon theo quy dinh,
cong chue tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xa. Trudng hop Chu
tich Uy ban nhan dan cip xa dong y giai quyét thi cong chirc tu phap - ho tich ghi viéc
két hon vao So6 dang ky két hon, hudng dan hai bén nam, nit ky vao Gidy chimg nhan
két hon, cung hai bén nam, nir ky tén vao S6, Chu tich Uy ban nhan dan cip x4 t6 chtic
trao Gidy ching nhan két hon cho hai bén nam, nit.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao duoc chimg thyc tir ban chinh thi ngudi tiép nhan ho so khéng dugc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xut trinh ban chinh thi nguoi
tiép nhén ho so kiém tra, d6i chiéu ban chup v6i ban chinh va ky vao ban chup xac nhan
vé viéc da dbi chiéu noi dung gidy to d6, khong duoc yéu cau ngudi di dang ky nop ban
sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, ngudi
tiép nhan co trach nhiém kiém tra gidy t& xuat trinh, ddi chiéu véi thong tin trong T
khai va tra lai cho nguoi xuét trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin cua gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di ho so dang ky ho tich theo
quy dinh ctia phép luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Cach thuc thuc hién:

Nguoi c6 yéu cau dang ky két hon truc tiép nop hd so tai Bo phén tiép nhan va
tra két qua thuoc Uy ban nhan dan cp xd c6 tham quyén (bén nam hodc bén nit ¢ thé
trye tiép ndp hd so ma khong can c6 vin ban Gy quyén cta bén con lai).

¢) Thanh phén, s6 luong hd so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirg minh nhan dan hodc thé cin cude cong dan hodc cac gidy
t& khéc co dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia tri sir
dung dé ching minh vé nhéan than cua ngudi c6 yéu cau dang ky két hon.

- Gidy to ching minh noi cu tri dé xac dinh tham quyén (trong giai doan Co s&
ditr liéu quéc gia vé dan cu va Co so dit liéu ho tich dién tir toan quéc chua dugc xay
dung xong va thyc hién thong nhit trén toan qudc).

- Trich luc ghi chu ly hon d6i v6i trudng hop cong dan Viét Nam dang ky thuong
tra tai dia ban x4 1am thi tuc dang ky két hon, da duoc giai quyét viéc ly hon trude do
tai co quan c6 thAm quyén nudc ngoai.

* Gidy to phdi ndp

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

- Ban chinh Gidy xac nhan tinh trang hén nhan do Uy ban nhan déan cép xa c6
thAm quyén cp trong trudng hop ngudi yéu cau ding ky két hon khong dang ky thuong
tra tai dia ban x4 1am thu tuc dang ky két hon (trong giai doan Co s& dit liéu qudc gia vé
dan cu va Co s dit lidu ho tich dién tir toan quoc chwa duoc xay dung xong va thuc
hién thdng nhét trén toan qudc).

- Trudng hop ngudi yéu cau dang ky két hon dang cong tac, hoc tap, lao dong co
thoi han & nudc ngoai thi phai ndp Gidy xac nhan tinh trang hén nhan do Co quan dai
dién ngoai giao, Co quan dai dién lanh sy cua Viét Nam & nudc ngoai cép.

* 86 heong ho so: 01 bé

d) Thoi han giai quyét: Ngay trong ngay cong chirc tu phap - ho tich tiép nhan
ho so; trudong hop nhan ho so sau 15 gid ma khong giai quyét duoc ngay thi tra két qua
trong ngay lam viéc tiép theo. Truong hop can xac minh diéu kién két hon ciia hai bén

nam, nit thi thoi han giai quyét khong qué 05 ngay lam viéc.

d) Déi trong thyc hién thi tuc hanh chinh: C4 nhan
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e) Co quan thyc hién tha tuc hanh chinh:

- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dén cap x4
noi cu tra cia bén nam hoac bén nir.

- Co quan phéi hop: Khéng.

g) Két qua thyc hién thi tuc hanh chinh: Gidy ching nhan két hon

h) Lé phi: Mién 1¢ phi.

i) Miu don, mau to khai: T¢ khai dang ky két hon

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

- Nam tir dti 20 tudi tro 1én, nit tir dii 18 tudi trd 1én;

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

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

- Viéc két hon khong thudc mot trong cac trudng hop cAm két hon, gom:

+ Két hon gia tao;

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

+ Nguoi dang ¢ vo, c6 chong ma két hon véi ngudi khac hodc chua cé vo, chua
c6 chong ma két hon véi nguoi dang ¢ chong, ¢b vo;

+ Két hon gitta nhitng nguoi ciing dong méu vé truc hé; gitta nhitng nguoi c6 ho
trong pham vi ba doi; gitra cha, me nudi véi con nudi; gitra ngudi da ting 1a cha, me
nudi véi con nudi, cha chong véi con diu, me vo véi con ré, cha duong véi con riéng
ctia vo, me ké voi con riéng cta chong.

* Nha nuoc khong thira nhdn hon nhan gitta nhitng nguoi cung gioi tinh.

1) Can cu phép ly:

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

- Nghi dinh s 123/2015/NB-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi
tiét mot s6 dicu va bién phép thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu ctia Luat
ho tich va Nghi dinh 6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cta Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyet s 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan dén tinh Hai
Duqng quy dinh muc thu, c‘hé do thu, ndp, quan 1y va str dung phi, 1€ phi thuoc tham
quyén quyét dinh cua Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira ddi mot s6 ndi dung tai nghi quyét sé 17/2016/NQ-HPND ngay
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05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cua Hoi dong nhan
dan tinh Hai Duong.

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tu do — Hanh phic

TO KHAI PANG KY KET HON

(1) | (2)

Thoéng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan tdc

Qudc tich

Noi cu tra @

Giay to tiry than®

Két hon lan thir may

Chung t6i cam doan nhiig 10i khai trén day 1a dang su that, viéc két hon cta ching toi 13 tw nguyén,
khong vi pham quy dinh ctia Ludt hon nhan va gia dinh Viét Nam.

Chiing t6i chiu hoan toan trach nhiém trudc phap luat vé cam doan ctia minh.

Dé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi 0 ho, chir d&€m, tén) (Ky, ghi r0 ho, chit dém, tén)

Chu thich:
(1), (2) Trudong hop lam thu tuc dang ky két hon ¢ yéu td nudce ngoai, thi phai dan anh cua hai bén nam, nit.
(3) Ghi rd tén co quan dang ky két hon.
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(4) Ghi theo noi ding ky thuong tra, néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong
hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo noi dang sinh séng.

(5) Ghi thong tin vé& gidy to tiry than nhu: ho chiéu, chimg minh nhan dan hogc gidy t& hop 1§ thay thé (vi du:
Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cap ngay 20/10/1982).

3. Tha tuc dang ky nhan cha, me, con

a) Trinh tu thuc hi¢n

-,Ngu(‘ri co yé}l cau dang ky nhép cha, me, con nép hd so tai BO phan tiép nhan
va tra két qua thudc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop
1¢ ctia gidy to trong ho so do ngudi yéu cau ndp, xuat trinh; ddi chiéu thong tin trong T
khai véi gidy to trong ho so.

- Néu ho so day du, hop 18, ngudi tiép nhan ho so viét gidy/phiéu tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu ho so chua day di, hoan thién thi hudng din ngudi
ndp ho so bo sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan thién
ho so ngay thi phai lap thanh vin ban hudng din, trong d6 néu rd loai gidy to, ndi dung
can bo sung, hoan thién, ky, ghi o ho, chir dém, té€n ctia ngudi tiép nhan.

- Néu ho so sau khi da duoc hudng dan ma khong duoc bod sung day da, hoan
thién thi ngudi tiép nhan tir chéi tiép nhan hd so va lap van ban tir chdi tiép nhan ho so,
trong d6 ghi rd 1y do tir chdi, k¥, ghi rd ho, chit dém, tén cua ngudi tiép nhan.

- B6 phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang,
hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngay nhan du hd so, néu théy viéc nhan cha, me,
con la dung va khong co tranh chap, cong chirc tu phap - ho tich bao cdo Chu tich Uy
ban nhan dan cdp xi. Truong hop Chu tich Uy ban nhan dan cp xa dong y giai quyét
thi cong chire tu phap - ho tich ghi va ky vao S6 ding ky nhéan cha, me, con. Chu tich
Uy ban nhan dan cép xa ky Trich luc dang ky nhan cha, me, con.

- Sau khi nhan S6 va Trich luc dang ky nhan cha, me, con tir cong chirc tu phap
— ho tich; BO phan tiép nhan va tra két qua huéng dan dé nguoi di dang ky ho tich ky
tén vao SO, déng thoi trao Trich luc dang ky nhan cha, me, con cho nguoi di dang ky ho
tich.

*Luuy:

+ Trudong hop ngudi yéu cau ndp gidy td 1a ban sao dugce cap tir s6 goc hodc ban
sao dugc chung thuc tir ban chinh thi ngudi ti€p nhan ho so khong dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi

33



tiép nhan ho so kiém tra, doi chiéu ban chyp vdi ban chinh va ky vao ban chup xac nhan
vé vi¢c da doi chiéu ndi dung giay to do, khong dugce yéu cau nguoi di dang ky nop ban
sao c6 chung thuc gidy to do.

+ Trudng hop phap luat quy dinh xuét trinh gidy to khi ding ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra gidy to xuat trinh, ddi chiéu véi thong tin trong T
khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy td xut trinh hodc ghi lai
thong tin ciia gidy to xuat trinh dé luu hd so.

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

b) Céach thuc thyuc hién:

Nguoi co yéu cau dang ky nhan cha, me, con (mdt hoac hai bén) nop hd so truc
tiép tai Bo phan tiép nhan va tra két qua thudc Uy ban nhan dan cip xi c6 tham quyén.

¢) Thanh phan, s6 lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chitng minh nhan dan hodc thé can cude cong dan hoic cac gidy
t& khac co dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia tri sir
dung dé ching minh vé nhén than cta ngudi ¢ yéu cau ding ky nhan cha, me, con.

- Gidy to ching minh noi cu trii dé xac dinh thim quyén dang ky nhan cha, me,
con (trong giai doan Co s¢ dit licu quéc gia vé dan cu va Co s6 dit liéu ho tich dién tu
toan qudc chua dugc xay dung xong va thuc hién thong nhat trén toan qudc).

* Gidy to phdi nép

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

- Gidy to, do vat hodc chiing ctr khac chimg minh quan hé cha, con hodc quan hé
me, con gom:

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

+ Truong hop khong c6 van ban néu trén thi phai c6 thu tur, phim anh, bang, dia,
d6 dung, vat dung khac chimg minh mdi quan hé cha con, quan hé me con va vin ban
cam doan cuia cha, me vé viéc tré em 14 con chung cua hai nguoi, c6 it nhat hai nguoi
than thich cua cha, me¢ lam chiing.

* 86 heong ho so. 01 bé

d) Thoi han giai quyét: 03 ngay lam viéc ké tir ngy cong chirc tu phap - ho tich
tiép nhan hd so. Truong hop can phai xac minh thi thoi han giai quyét khong qué 08
ngay lam viéc.
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d) Péi tugng thyc hién thi tuc hanh chinh: C4 nhan

e) Co quan thyuc hién thu tuc hanh chinh:

- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cap x4
noi cu trd cia nguodi nhan hodc ngudi dugc nhan 1a cha, me, con.

- Co quan phéi hop: Khong.

g) Két qua thuc hién tha tuc hanh chinh: Trich luc dang ky nhéan cha, me, con.

h) Lé phi: 10.000 dong.

Mién 18 phi ’cho nguoi thudc gia dinh c¢6 cong véi cach mang; nguoi thudoc ho
ngheo; nguoi khuyét tat.

i) Mau don, mau to khai: T khai ding ky nhan cha, me, con.

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

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

- Viéc nhan cha, me, con khong c6 tranh chép.

- Truong hop nam, nﬁ: chung sdng véi nhau nhu vo chdong, khong dang ky két
hon, sinh con, ngudi con song cung vdi nguoi cha, khi nguoi cha lam tha tuc nhan con
ma khong lién h¢ dugc véi nguoi me thi khong can c6 y kién cua nguoi me trong To
khai dang ky nhan cha, me, con.

1) Cén ctr phép 1y:

- Luat hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

, - I\{ghi‘ dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiét mgt s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luéat ho tich;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan dan
tiqh Hai Duong quy dinh murc thu‘, ché do thu, ndp, quan 1y va st dung phi, 1¢ phi thudc
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira doi mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPND ngay

05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cia Hoi dong nhan
dén tinh Hai Duong.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan h¢ véi nguoi nhan ChA/ME/CON) ettt

Pé nghi Quy co quan cong nhan nguoi ¢é tén dwéi day:

La..ine cia nguoi co tén dwdi day:
Ho, Chit GEM, T8N ...eiii i e

Toi cam doan viée nhan..........coeevvvveirevcinsene noi trén la dung su that, tu nguyén, khong co tranh chép va chiu trach nhi¢m trudc phap luat vé cam doan cua

minh.

Kinh d& nghi Quy co quan ding ky.

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

Y kién ciia ngudi hién dang 12 me hoic cha® Y Kién ciia ngudi dwoc nhan 1a cha, me, con®

Tai liéu guri kem theo To khai:
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Chu thich:

@) Ghi 16 tén co quan ding ky;

@) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trt thi ghi theo
noi dang sinh séng

@ Ghi thong tin vé gidy to tly than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 18
thay thé (vi du: Ching minh nhén dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004);

™) Chi can thiét trong truong hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con;

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da thanh
nién nhung mat ning luc hanh vi dan sy, ghi ¥ kién cta nguoi 13 cha néu me 13 nguoi yéu cau,
¥ kién ngudi me néu cha 1a ngudi yéu cau (trir truong hop ngudi dé da chét, mat tich, mat nang
luc hanh vi dan sy hodc han ché nang luc hanh vi dan sy);

®) Chi can thiét trong trudng hop nguoi duge nhan 1a tré em tir du 9 tudi tro 1én.
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4. Thi tuc ding ky khai sinh két hop nhén cha, me, con
a) Trinh tu thuc hién

- Nguo1i co6 yeu cau dang ky khai sinh va nhan cha, me, con ndp ho so tai Bo phan
ti€p nhan va tra két qua thugc Uy ban nhéan dan cap xa c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd ho so, ddi chiéu thong
tin trong T khai va tinh hop 16 cta gidy to trong h so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so ddy du, hop 1¢, ngudi tiép nhan ho so viét gidy tiép nhan, trong d6
ghi 13 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
bod sung, hoan thién, ky, ghi 10 ho, chit dém, tén cua nguoi tiép nhan.

- Hb so dang ky khai sinh va nhan cha, me, con sau khi da duoc huéng dan theo
quy dinh ma khong dugc bo sung, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho
s0. Viéc tir chdi tiép nhan hd so phai duoc thé hién bang vin ban, trong d6 ghi 18 1y do
tir chdi, nguoi tiép nhan ky, ghi 18 ho, chit dém, tén.

- B phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gid va ho so tiép nhan thoi gian
con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngay nhan du hd so, néu théy viéc nhan cha, me,
con 1a dang va khong c6 tranh chip; thong tin khai sinh day du va phu hop, cong chirc
tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xi. Truong hop Chu tich Uy
ban nhan dan cap xa dong y giai quyét thi cong chirc tu phap - ho tich ghi ndi dung nhan
cha, me, con vao SO dang ky nhan cha, me, con; ghi ndi dung khai sinh vao S6 dang ky
khai sinh, cap nhat thong tin khai sinh theo huéng dan dé 1ay Sé dinh danh ca nhén (d6i
v6i cac dia phuong di trién khai cap SO dinh danh ca nhan khi dang ky khai sinh) va ky
tén vao SO. Chu tich Uy ban nhan dan cip xi ky Gidy khai sinh va Trich luc nhéan cha,
me, con.

- Sau khi nhan két qua tur cong chirc tu phap — ho tich; B6 phan tiép nhan va tra
két qua huéng dan dé nguoi di dang ky khai sinh va nhan cha, me, con ky tén vao Sd,
d6ng thoi trao Trich luc dang ky nhan cha, me, con va Gidy khai sinh cho nguoi di ding
ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan hd so khéng dugc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, di chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc di d6i chiéu ndi dung gidy to do6, khong duge yéu cau ngudi di dang ky nop ban
sao c6 chimg thuc gidy to do.
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+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, ngudi
tiép nhan co trach nhiém kiém tra gidy to xuat trinh, ddi chiéu voi thong tin trong T
khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin ciia gidy to xut trinh dé luu hd so.

+ Nguoi tiép nhén c6 trach nhiém tiép nhan ding, du ho so dang ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich nop thém
gidy t& ma phap luat ho tich khéng quy dinh phai nop.

b) Céch thuc thyc hién:

Nguoi yéu cau dang ky khai sinh, nhan cha, me, con (mdt hoac hai bén) ndp hd
so tryc tiép tai Uy ban nhan dan cap xa c6 tham quyén.

¢) Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh:

- Ho chiéu hoic chimg minh nhan dan hodc thé cin cudce cong dan hogc cac gidy
to khac c6 dan anh va thong tin ¢4 nhan do co quan co tham quyén cap, con gia tri s

dung dé ching minh vé nhan than cta ngudi co yéu cau dang ky khai sinh, nhan cha,
me, con.

- Gidy to chitng minh noi cu trii dé ching minh tham quyen dang ky khai sinh,
nhén cha, me, con (trong giai doan Co s¢ dir li¢u qudc gia vé dan cu va Co so dit lidu
ho tich dién tir toan qudc chua duoc xay dung xong va thuc hién théng nhat trén toan
quéc).

* Gidy to phdi nop:

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

- Ban chinh Gidy chung sinh; truong hop khong c¢6 Gidy ching sinh thi ndp vin
ban ctiia nguoi lam chirng xac nhan ve viéc sinh; néu khong cd nguoi 1lam ching thi phai
c6 giay cam doan vé vi¢c sinh;

- Gidy to, db vat hoic chimg ctr khac chimg minh quan hé cha, con hodc quan hé
me, con gom:

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

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

* 86 lwong hé so” 01 bo

d) Thoi han giai quyét: 03 ngay lam viéc ké tir thoi diém Cong chirc tu phap — hod
tich nhan du ho so hop I¢, truong hop phai xac minh thi khong qua 08 ngay lam viéc.

d) D6i trong thyc hién thi tuc hanh chinh: C4 nhan

¢) Co quan thyc hién tha tuc hanh chinh:
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- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban ghén dan cép Xa
noi cu tru cua nguodi cha hoac ngudi me thuc hién dang ky khai sinh két hop nhan cha,
me, con.

- Co quan phéi hop: Khéng

g) Két qua thyc hién tha tuc hanh chinh: Giéy khai sinh, Trich luc nhan cha, me,
con.

h) L¢ phi:

+ Piang ky khai sinh: 5.000 dong.

Mién 1¢ phi d6i v6i trudng hop ding ky khai sinh dung han; nguoi thudce gia dinh
c6 cong voi cach mang; nguoi thude ho ngheo; nguoi khuyét tat.

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

Mién 18 phi ’cho nguoi thudc gia dinh ¢6 cong véi cach mang; nguoi thudoc ho
ngheo; nguoi khuyét tat.

i) Mau don, mau t& khai: To khai ding ky khai sinh, To khai ding ky nhan cha,
me, con

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

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

- Viéc nhan cha, me, con khong c6 tranh chép.

- Truong hop nam, nit chung séng v6i nhau nhu vo chong, khong dang ky két
hén, sinh con, nguoi con séng cung voi nguoi cha, khi ngudi cha lam tha tuc nhan con
ma khong lién hé dugc vdi nguoi me thi khong can ¢ ¥ kién cua nguoi me trong To
khai dang ky nhan cha, me, con.

1) Cén ctr phép 1y:

- Luat hon nhan va gia dinh nam 2014;

- Luat h tich nam 2014;

’ - Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi
tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu cua
Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho tich:

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctua Hoi dong nhan dan

tinh Hai Duong quy dinh mtc thu, ché d6 thu, ndp, quan 1y va st dung phi, 1 phi thudc
thAm quyén quyét dinh ctia Ho6i dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira doi mot sO noi dung tai nghi quyét s 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cia Hoi dong nhan
dén tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh @Oz Do

Ho, chir dém, t&n NEUOT YU CAUS ......ovvvevececeeeeeeeeeee e
GIAY tO 1Y thAN: @)Lttt
NOT CU T B
Quan h¢ v&i ngudi duoc khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguéi dwéi day:

HOQ, Chill @I, TIN: ..ot e

Gidi tinh:...........cceeel Dan toc: .vvevvveeeiiiiiiiie e, Quéc tich: ..
L TH T3 o0 Ly OSSOSO
Ho, chivdém, tén cha: ...
Nam sinh: ......cccovveeeeee... Dan toc: ...oooevvvvvennerennn. Quéc tich: ...
INOT CU T ©) ettt ee et en e
Ho, chit dém, t€n Me: ...,

Nam sinh: ...........cc.oe.... Dan toc: ...vvvvveeiiiiiiiiiees e, Quéc tich: ...
INOT CU T ©) ettt ettt ettt ettt e et e et et en et seeeeneeens

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtai: ....................... , NQAY ........... thang ......... nam ...
Nguoi yéu ciu

(Ky, ghi ro ho, chir dém, tén)
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Chu thich:
@) Ghi 16 tén co quan dang ky khai sinh
Vidu: - Uy ban nhan dan phuong Dié¢n Bién, Ba Pinh, Ha Noi
- Uy ban nhédn dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than ciia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014.

®) Ghi theo dja chi dang ky thudng tr; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam tr(; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo dia chi dang sinh sdng.

™ Truong hop sinh tai co so y té thi ghi rd tén co s& y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha No6i
- Tramy té xa Dinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Pinh Bang, huyén Tu Son, tinh Bic Ninh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan h¢ véi nguoi nhan ChA/ME/CONM oottt

Pé nghi Quy co quan cong nhan nguoi ¢é tén dwéi day:

La..ine cia nguoi co tén dwdi day:
Ho, Chit GEM, T8N ...eiii i e

Toi cam doan VIEC NhaN.........ccoovviiieiicic e néi trén 1a dung sw that, tw nguyén, khong cé tranh chap va chiu trach nhiém trwdc phap luat vé

cam doan cta minh.

Kinh @& nghi Quy co quan dang ky.

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

Y kién ciia ngudi hién dang 12 me hoic cha® Y Kién ciia ngudi dwoc nhan 1a cha, me, con®

Tai liéu guri kem theo To khai:
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Chd thich:

() Ghi 18 tén co quan dang ky;

@) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trt thi ghi theo
noi dang sinh séng

@) Ghi thong tin vé gidy to tly than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 18
thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004);

™) Chi can thiét trong truong hop ngudi khai khéng dong thoi 1a ngudi nhan cha/me/con;

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da thanh
nién nhung mat ning luc hanh vi dan sy, ghi ¥ kién cta nguoi 13 cha néu me 13 nguoi yéu cau,
¥ kién ngudi me néu cha 1a ngudi yéu cau (trir truong hop ngudi dé da chét, mat tich, mat nang
luc hanh vi dan sy hodc han ché nang luc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi dugc nhan 13 tré em tir da 9 tudi tro 1én.
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5. Thi tuc dang ky khai ti
a) Trinh tu thuc hi¢n

- Ngudi ¢6 yéu ciu ding ky khai tir ndp hd so tai Bo phan tiép nhan va tra két
qua thudc Uy ban nhan dan cip x3 c6 thdm quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd ho so, ddi chiéu thong
tin trong T& khai va tinh hop 18 ciia gidy to trong hd so do ngudi yéu cau ndp, xuat trinh.

- Néu ho so ddy du, hop 1&, ngudi tiép nhan hd so viét gidy tiép nhan, trong d6
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi nop
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
bod sung, hoan thién, ky, ghi 10 ho, chit dém, tén cua nguoi tiép nhan.

- Néu ho so sau khi d3 dugc hudng dan theo quy dinh ma khong duoc bod sung
day du, hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so va 1ap van ban tir chdi tiép
nhan hd so, trong d6 ghi 6 1y do tir chdi, ky, ghi 1d ho, chit dém, tén cua ngudi tiép
nhan.

- B6 phén tiép nhan va tra két qua chuyén ho so dén cong chic tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trudce 15 gio va hd so tiép nhan thoi gian
con lai duge chuyén giao cudi budi chiéu hang ngay.

- Ngay sau khi nhin du hd so theo quy dinh, néu thdy théng tin khai tir diy du va
phtt hop, cong chire tu phép - ho tich béo cao Chu tich Uy ban nhan dan cap xa. Truong
hop Chu tich Uy ban nhan déan cap xa dong ¥ giai quyét thi ky Trich luc khai tir; cong
chtrc tu phap - ho tich ghi va ky tén vao S6 dang ky khai tir.

- Sau khi nhan S va Trich luc dang ky khai tir cong chuc tu phéap - hd tich; Bo
phan tiép nhan va tra két qua hudng dan dé ngudi di dang ky khai tir ky tén vao So, dong
thoi trao Trich luc dang ky khai tir cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu ciu ndp gidy to 13 ban sao duoc cip tir s6 goc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan hd so khéng dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan hd so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xéc nhan
vé viéc da dbi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di diang ky ndp ban
sao c¢6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, ngudi
tiép nhan co trach nhiém kiém tra gidy t& xuat trinh, ddi chiéu véi thong tin trong T
khai va tra lai cho ngudi xuat trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy td xuat trinh hodc ghi lai
thong tin ciia gidy to xuat trinh dé luu ho so.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di ho so dang ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich nop thém
gidy t& ma phap luat ho tich khéng quy dinh phai nop.

b) Cach thirc thyuc hién:

- Nguoi ¢6 yéu cau ding ky khai tir truc tiép thuc hién hodc oy quyén cho nguoi
khac thyc hién viéc dang ky khai tir;

- Nguoi thuc hién viéc dang ky khai tir co thé truc tiép nop hd so tai Bo phan tiép
nhan va tra két qua thuéc Uy ban nhan dan cip xa c6 tham quyén hodc giri ho so qua hé
thng buu chinh.

¢) Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirg minh nhan dan hoic thé cin cudc cong dan hodc cac gidy
td khac co dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gi tri sir
dung dé ching minh vé nhan than ciia ngudi c¢6 yéu cau dang ky khai tir;

- Gidy to chtrng minh noi cu trt cudi ciing ctia ngudi chét dé xac dinh thaim quyén

(trong giai doan Co s¢ dir liéu quéc gia vé dan cu va Co sé dir liéu ho tich dién tir toan
quoc chua dugc xay dung xong va thyc hién thong nhat trén toan qudc).

- Truong hop khong xac dinh duge noi cu tri cudi cing cua ngudi chét thi xuét
trinh gidy to chimg minh no1 nguoi d6 chét hoac noi phat hién thi thé cua nguoi chét.

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao ¢o
chung thyc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi nép
- To khai dang ky khai tir theo mau;
- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop oy quyén thuc
hién viéc dang ky khai tir. Truong hop ngudi duoc Gy quyén la ong, ba, cha, me, con,
v, chong, anh, chi, em rudt cia nguoi Gy quyén thi vin ban ty quyén khong phai cong
chung, ching thuc, nhung phai c6 gidy to ching minh méi quan hé véi nguoi uy quyén.

* 86 lrong ho so 01 bp

d) Thoi han giai quyét Ngay trong ngay cong chuc tu phép ho tich tiép nhan
yéu cau, trudng hop nhan ho so sau 15 gio ma khong giai quyét dugc ngay thi tra ket
qua trong ngay lam viéc tiép theo. Trudng hop can xac minh thi thoi han giai quyét
khong qua 03 ngay lam viéc.

d) P6i tugng thyc hién thi tuc hanh chinh: Ca nhan
e) Co quan thuc hién thu tuc hanh chinh:
- Co quan thyc hién va quyét dinh thu tuc hanh chinh:
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+ Uy ban nhan dan cap xa noi cu tra cudi cung cua ngudi chét thyc hién viéc
dang ky khai tir;

+ Uy ban nhan dan cap x3 noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét
thyc hién viéc dang ky khai tir trong truong hop khong xac dinh duogc noi cu tri cuoi
cung cua nguoi chét.

- Co quan phéi hop: Khéng

g) Két qua thyc hién tha tuc hanh chinh: Trich luc khai t

h) Lé phi: 5.000 dong.

Mién 1é phi d6i voi trudong hop diang ky khai tir ding han, ngudi thudc gia dinh
c6 cong véi cach mang; nguoi thude ho nghéo; ngudi khuyét tat.

i) Mau don, mau to khai: To khai ding ky khai tir

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khdng

1) Can cu phép 1y:

- Luat h tich nam 2014;

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

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu cua Luét
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan dan
tinh Hai Duong quy dinh mitc thu, ché do thu, ndp, quan 1y va st dung phi, 1€ phi thude
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyét 15/2019/NQ-HPND ngay 12/12/2019 cta Hoi dong nhan dén tinh
Hai Duong stra doi mot sé ndi dung tai nghi quyét sé 17/2016/NQ-HPDND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cua Hoi dong nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phiic

TO KHAI DPANG KY KHAI TU

INOT CU LTI ot bbb e sb e b e sb e saeenre s
Gidy 10 Y thAN ®) et e

Quan hé VOI NGUOT A8 CREL: ..ottt e
Pé nghi co quan ding ky khai tir cho nguoi ¢ tén duéi day:

Ho, chit GEm, tEN: .......oovoeeeeeeeeeeeeeeeeee e Gid1 tinh: oo,

Dan toc: ..o QUAC tHCH: e
NOT CU T CUGT CUNEZ: Pttt
Gidy 1O Y thANT ©) .t

D chét vao luc: gio ........... phit............ ,NQAY oo thang ............ FVE:11 TR

T61 cam doan nhitng nd1 dung khai trén day l1a ding sy that va chiu trach nhiém trudc phap luat

vé cam doan cua minh.

Lam t@i: ..o ngay ... thang ... nam

Nguoi yéu ciu

(Ky, ghi ro ho, chit dém, tén)
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Cha thich:

() Ghi 16 tén co quan thuc hién dang ky khai tir.

@ Ghi theo dia chi dang ky thuong tr; néu khong co noi dang ky thudng tra thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi
theo noi dang sinh séng

® Ghi thong tin v gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 16
thay thé (vi du: Chimg minh nhén dan s6 001089123 do Céng an thanh ph Ha Noi cip ngay
20/10/2004).

) Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay Gidy bao t”’; néu ghi theo sb Gidy
to thay Gidy bao tir thi ghi 13 tén, sb gidy to va gach cum tir “Gidy béo tu”.
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6. Thi tuc dang ky khai sinh lvu dong
a) Trinh tu thuc hién:

- Cong chuc tu phap - ho tich cdp xd dugc giao nhiém vu ding ky khai sinh luu
dong co trach nhiém chuan bi diy di mau To khai dang ky khai sinh, gidy to ho tich va
diéu kién can thiét dé thyc hién dang ky luu dong tai nha riéng hoic tai dia diém t6 chirc
dang ky luu dong, bao dam thuan loi cho nguoi dan.

Tai dia diém dang ky ho tich luu dong, cong chuc tu phép - ho tich hudéng dan
ngudi yéu cau dién dy du thong tin trong T& khai ding ky khai sinh; kiém tra cac gidy
to l1am co sé cho viéc dang ky khai sinh.

- Trong thoi han 02 ngdy 1am viéc, ké tir ngdy tiép nhan du ho so, cong chirc tu
phap - ho tich bao cdo Chu tich Uy ban nhan dan cap xa. Trudong hop Chu tich Uy ban
nhan dan dong ¥ giai quyét thi ky Gidy khai sinh c4p cho ngudi c6 yéu cau.

- Trong thdi han 05 ngay ké tir ngdy tiép nhan da ho so, cong chire tu phap - ho
tich dem theo Gidy khai sinh va S6 dang ky khai sinh dé tra két qua cho ngudi ¢ yéu
cau tai dia diém dang ky luu dong; cong chirc tu phap - ho tich ghi noi dung dang ky
vao So6 diang ky khai sinh, ciing ngudi yéu cau ky So theo quy dinh. Tai myc “Ghi chi”
trong S6 dang ky khai sinh ghi rd “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich truc
tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng din ngudi
d6 diém chi vao T khai. Khi tra két qua ding ky ho tich, cong chuc tu phap - ho tich
phai doc lai noi dung gidy to ho tich cho ngudi yéu cau nghe va hudng din nguoi do
diém chi vao S6 h9 tich.

b) Thanh phan, sé luong ho so:
* Gidy to phdi xudt trinh
- Ho chiéu hoic chirg minh nhan dan hodc thé cin cude cong dan hoic 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 chung minh v& nhéan than cua nguoi yéu cau dang ky khai sinh.

- Gidy to ching minh noi cu tra dé chimg minh tham quyén dang ky khai sinh;
truong hop cha, me cua tré da dang ky két hon thi phai xuét trinh Gidy chimg nhan két
hon (trong giai doan Co s¢ dir licu quéc gia vé dan cu va Co s& dir liéu ho tich dién tir
toan qudc chua dugc xdy dung xong va thuc hién théng nhét trén toan qudc).

* Gidy to phdi nép:

- T khai dang ky khai sinh theo mau.

- Ban chinh Giy chung sinh; truong hop khong c¢6 Gidy ching sinh thi nop van
ban ctia ngudi 1am chimg xac nhan vé viée sinh; néu khong c6 ngudi lam ching thi phai
c6 gidy cam doan vé viéc sinh;
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- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac
nhan cua co s0'y té d3 thuc hién k¥ thuat ho tro sinh san cho viéc mang thai ho.

* 86 heong ho so:. 01 bo

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

d) Déi tuong thyc hién thi tuc hanh chinh: C4 nhan

d) Co quan thyuc hién thu tuc hanh chinh:

- Co quan thue hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dan cép xa
noi cu tri cia nguoi cha hoac nguoi me.

- Co quan phéi hop: Khéng

e) Két qua thuc hién thi tyc hanh chinh: Gidy khai sinh

g) Lé phi: 5.000 dong.

Mién 1& phi ddi vé6i truong hop dang ky khai sinh dung han; dang 19'/ cho nguoi
thudc gia dinh c6 cong véi cach mang; nguoi thudc ho ngheo; ngudot khuyét tat.

h) Mau don, mau to khai: T khai ding ky khai sinh

i) Yéu cau, diéu kién thuc hién tha tuc hanh chinh: Khéng

k) Can ctr phap ly:

- Luat ho tich nam 2014;

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

tiét mgt s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cia Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat hg tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi ddng nhan dan
tinh Hai Duong quy dinh murc thu, ché d6 thu, ndp, quan 1y va sir dung phi, 1¢ phi thudc
thAm quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong stra di mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 ctia Hoi ddng nhan
dén tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh @Oz Do

Ho, chir dém, t&n NEUOT YU CAUS ......ovvvevececeeeeeeeeeee e
GIAY tO 1Y thAN: @)Lttt
NOT CU T ).ttt
Quan h¢ v&i ngudi duoc khai SINh: ..o

Pé nghi co quan diing ky khai sinh cho nguéi dwéi day:

HOQ, Chill @I, TIN: ..ot et
Ngay, thang, ndm sinh: ..........coccoeiiiiiiiiinieee ghi bang chil:.........oooveeveeeeeeeeeen.
INOT ST e e
Gidi tinh:...........cceeel Dan toc: ..vvvvveveeiiiiiiiiieee e, Quéc tich: ..
(@ TH L= o0 Lo OSSR
Ho, chivdém, tén cha: ...
Nam sinh: ......cccovveeeeee... Dan toc: .....coovvevnvrnennnnnn. Quéc tich: ...
INOT CU T ©) ettt ee et ee et n e
Ho chit dém, t&n me: ...,

Nam sinh: ..........cccee.... Dan toc: .ccovvvvevieeeeiiiiin e, Quéc tich: ...
NOTCU T ) oottt

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtai: ....................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 16 tén co quan dang ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhédn dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than ciia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014.

®) Ghi theo dja chi dang ky thudng tri; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam trt; truong hop khong cd noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo dia chi dang sinh sdng.

™ Truong hop sinh tai co so y té thi ghi rd tén co sd y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha No6i
- Tramy té xa Dinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Pinh Bang, huyén Tt Son, tinh Bic Ninh.
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7. Thi tuc diing ky két hon lwu dong

a) Trinh tu thuc hién

- Cong chirc tu phap - ho tich cdp xi duoc giao nhiém vu ding ky két hon luu
dong c6 trach nhi¢m chuén bj dﬁy du cac loai mau To khai, gifiy t& ho tich va diéu kién
can thiét dé thyc hién dang ky luu dong.

- Tai dia diém ding ky két hon luu dong, cong chirc tur phap - ho tich c6 trach
nhiém kiém tra, xac minh vé diéu kién két hon cuia cac bén; hudng dan ngudi dan dién
day du thong tin trong T khai ding ky két hon. Néu ho so day du, hop 18, cong chire tu
phap - ho tich tiép nhan ho so viét Phiéu tiép nhan.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan ho so, cong chie tu phap
- ho tich bao cdo Chu tich Uy ban nhéan dan cap xa. Truong hop Chu tich Uy ban nhan
dan dong y giai quyét thi ky cap 02 Gidy chirng nhan két hon cho ngudi ¢ yéu cau.

Cong chirc tu phap - ho tich ghi ndi dung ding ky vao S6 dang ky két hon; trao
Gidy chung nhan két hon cho céc bén tai dia diém diang ky luu dong; cing cac bén két
hén ky vao S6 theo quy dinh. Tai myc “Ghi cht” trong S6 dang ky két hon ghi rd “Dang
ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chirc tu phéap - ho tich truc
tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai noi dung va huéng dan ngudi
d6 diém chi vao T khai. Khi trao Giéy chirng nhan két hon, cong chuc tu phap - ho tich
phai doc lai noi dung Gidy ching nhan két hén cho ngudi yéu cau nghe va huéng dan
ngudi d6 diém chi vao S6 dang ky két hon.

b) Céch thuc thuc hién:

¢) Thanh phan, sd luong ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chitng minh nhan déan hodc thé cin cude cong dan hoic cac gidy
to khac ¢6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cip, con gia trj sir
dung dé chirng minh vé& nhan than cta ngudi c6 yéu cau dang ky két hon.

- Gidy to ching minh noi cu tri dé xac dinh tham quyén (trong giai doan Co s&
dur liéu quéc gia vé dan cu va Co so dit liéu ho tich dién tir toan quéc chua dugc xay
dung xong va thyc hién thdng nhit trén toan qudc).

* Gidy to phdi nép

- To khai diang ky két hon theo mau. Hai bén nam, nit ¢ thé khai chung vao mot
To khai ding ky két hon.

* 86 heong ho so:. 01 bo

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

d) DBéi trong thyc hién thi tuc hanh chinh: C4 nhan
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e) Co quan thyc hién tha tuc hanh chinh:

- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan déan cép xa
noi cu tru cuia hai bén nam, ntr.

- Co quan phdi hop: Khong

g) Két qua thyc hién thu tuc hanh chinh: Gidy chimg nhan két hon

h) Lé phi: Mién 1 phi.

i) MAu don, mAu to khai: To khai ding ky két hon

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

- Nam tir d 20 tudi tr& 1én, nit tir du 18 tudi tré 1én;

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

- Khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac trudng hop cAm két hon, gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lira di két hon, can tré két hon;

T Ngu’(‘ri, dang c6 v, ¢6 chong ma keftt hon véi nguoi khac hoac chua c6 vo, chua
c6 chong ma két hon véi nguoi dang ¢6 chong, cb vo;

+ Két hon gitta nhitng nguoi ciing dong mau vé truc hé; gitra nhitng ngudi ¢ ho
trong pham vi ba doi; giﬁ:? cha, me nudi véi con nuoi; gifra} nguoi da tung 1a cha, me
nuodi voi con puéi, cha chong voi con dau, me¢ vo véi con 1€, cha dugng véi con riéng
cua vg, me k€ voi con riéng cuia chong;

* Nha nuoc khong thira nhan hon nhan gitta nhitng nguoi cung gioi tinh.

I) Can cu phap 1y:

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

’ - Nghi\ dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phu quy dinh chi
tiét mgt s6 di€u va bién phap thi hanh Luéat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu ctia Luat
ho tich va Nghi dinh 6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctua Hoi dong nhan dan

tiqh Hai Duong quy dinh murc thu‘, ché do thu, ndp, quan 1y va str dung phi, 1¢ phi thudc
tham quyén quyét dinh cia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira doi mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPND ngay

05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cia Hoi dong nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap — Tu do — Hanh phic

TO KHAI PANG KY KET HON

(1) (2)

KANh @)t

Théng tin Bén nir Ben nam

Ho, chir dém, tén

Ngay, thang, ndm sinh

Dan toc

Quéc tich

Noi cu tru @

Gidy to tity than®

Két hon 1an thir may

Chung t6i cam doan nhiig 10i khai trén day 1a dang su that, viéc két hon cta ching toi 13 ty nguyén,
khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chung t6i chiu hoan toan trach nhiém trude phap luat vé cam doan ciia minh.

Dé nghi Quy co quan ding ky.

nam.............
Bén nir Bén nam
(Ky, ghi r6 ho, chit dém, tén) (Ky, ghi r6 ho, chir dém, tén)

56



Cha thich:

(1), (2) Truong hop lam thu tuc dang ky két hon c6 yéu td nude ngoai, thi phai dan anh cua hai
bén nam, nir.

(3) Ghi 15 tén co quan dang ky két hon.

(4) Ghi theo noi dang ky thuong tra, néu khong c6 noi dang ky thudng tra thi ghi theo noi ding
ky tam tra; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tru thi ghi theo noi
dang sinh song.

(5) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1€
thay thé (vi du: Ching minh nhén dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/1982).
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8. Thi tuc dang ky khai tir lvu dong
a) Trinh tu thuc hi¢n

- Cong chtrc tu phap - ho tich dugc giao nhiém vu dang ky khai tir luu dong co
trach nhiém chuén bi diy du mau T khai ding ky khai tir, gidy to ho tich va diéu kién
can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia diém t6 chirc ding ky
luu dong, bao dam thuan lgi cho nguoi dan.

- Tai dia diém ding ky khai tir luu dong, cong chirc tu phap - ho tich huéng dan
ngudi yéu cau dién ddy du thong tin trong To khai ding ky khai tir, kiém tra cac gidy to
lam co s& cho viéc dang ky khai tur.

- Trong thoi han 02 ngéy lam viéc, ké tl‘I ngay tiép nhan hd so, cong chic tu phap
- ho tich bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan
dan dong ¥ giai quyét thi ky cap Trich luc khai tir cho nguoi ¢ yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan ho so, cong chirc tu phap — ho tich
dem theo Trich luc khai tir va So dang ky khai tir dé tra két qua cho ngudi c¢6 yéu cau
tai dia diém diang ky luu dong; cong chirc tu phap — ho tich ghi ndi dung vao S6 dang
ky khai tr, cing ngudi yéu cau ky vao S6. Tai muc “Ghi chi” trong S6 dang ky khai tir
ghi 10 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich truc
tiép ghi To khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng din ngudi
d6 diém chi vao To khai. Khi tra két qua, céng chirc tu phap - ho tich doc lai ndi dung
Trich luc khai tir cho ngudi yéu cau nghe va huéng dan ngudi d6 diém chi vao S6 dang
ky khai tu.

b) Thanh phan, s luong ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirmg minh nhan dan hodc thé cin cude cong dan hodc cac gidy
t& khac co dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia tri sir
dung dé ching minh vé nhén than ctia ngudi c6 yéu cau dang ky khai tir;

- Gidy to chitng minh noi cu trii cubi ciing ciia ngudi chét dé xac dinh tham quyén
(trong giai doan Co s¢ dir li€u quéc gia vé dan cu va Co sd dit 1iéu ho tich dién tir toan
qudc chua duge xay dung xong va thyc hién thng nhét trén toan qudc).

- Trudng hop khong xac dinh dugc noi cu tra cubi cling ciia ngudi chét thi xuat
trinh giay to chirng minh noi nguoi do chét hodc noi phat hién thi thé ciia nguoi chét.

* Gidy to' phdi nop

- T khai dang ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 thAm quyén cép.

* S6 luwong hé so: 01 b

¢) Thoi han giai quyét: 05 ngay lam viéc.
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d) P6i tugng thyc hién thi tuc hanh chinh: C4 nhan

d) Co quan thyuc hién thu tuc hanh chinh:

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

+ Uy ban nhan dan cip x3 noi cu tra cudi cing cta nguoi chét;

+ Uy ban nhan dan cap x3 noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét
thyc hién viéc déng ky khai tir trong truong hgp khong xac dinh dugce noi cu tra cudi
cung cua nguoi chét.

- Co quan phéi hop: Khéng

e) Két qua thyc hién tha tuc hanh chinh: Trich luc khai t

g) Lé phi: 5.000 dong.

Mién 18 phi di v6i truong hop ding ky khai tir ding han; dang k}’l cho nguoi
thudc gia dinh c6 cong véi cach mang; nguoi thudc ho ngheo; nguot khuyét tat.

h) Mau don, mau t& khai: T khai ding ky khai tir

1) Yéu cau, diéu kién thuc hién tht tuc hanh chinh: Khong

k) Céan ctr phép 1y:

- Luat h tich nam 2014;

’ - I\{ghi‘ dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat hg tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan dan
tinh Hai Duong quy dinh mtre thu, ché do thu, ndp, quan 1y va st dung phi, 1& phi thudc
thAm quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi d6ng nhan dan tinh
Hai Duong sira doi mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 ctia Hoi ddng nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI DPANG KY KHAI TU

KAnh @Ui: @) e

Ho, chit dém, tén NEWOT YEU CAU. ......ccoooooooovoiiiviies s

INOT CU T @ oo e

Pé nghi co quan ding ky khai tir cho nguoi ¢ tén duéi day:

Ho, chit GEM, tEN: ..o G101 tinh: e

Dan tOC: ..o, QUAC IR e

NOT CU T CUST CUNG ..ottt ee st s st en et enee st

GHAY 0 Y ThAN c..vocvee ettt sttt s ettt eneenens

D chét vao luc: ............ IO phat, ngay........... thang.......c........ 11F:10 RO

T61 cam doan nhitng nd1 dung khai trén day l1a ding sy that va chiu trach nhiém trude phap luat

vé cam doan cua minh.

Nguoi yéu ciu

(Ky, ghi ro ho, chit dém, tén)
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Chu thich:

@ Ghi rd tén co quan thyuc hién ding ky khai tir.

@ Ghi theo dia chi dang ky thuong tra; néu khong ¢ noi dang ky thudng tra thi ghi theo dia chi dang
ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trt thi ghi theo noi dang
sinh sdng.

®) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé
(vi dy: Chirng minh nhan dan s6 001089123 do Cong an thanh ph6 Ha Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy bdo tir, thi gach cum tir “Gidy to thay Gidy bao tir”; néu ghi theo sé Gidy to thay
Gidy béo tur thi ghi rd tén, s6 gidy td va gach cum tir “Gidy bao ti”.
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9. Thi tuc dang ky giam ho

a) Trinh tu thuc hién

- Ng:u(‘ri ¢ yéu cau dépg ky giérr} ho n(f)p hd so tai BO phan tiép nhan va tra két
qua thudc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop
1é ctia gidy to trong hd so do ngudi yéu ciu ndp, xuét trinh; ddi chiéu thong tin trong To
khai véi gidy to trong hd so.

- Néu ho so ddy du, hop 1€, ngudi tiép nhin hd so viét gidy tiép nhén, trong d6
ghi 13 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém, tén ciia ngudi tiép nhan.

- Ho so dang ky ho tich sau khi da dugc huéng dan theo quy dinh ma khong duoc
bd sung day du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan hd so. Viée tir chbi tiép
nhan ho so phai dugc thé hién bang van ban, trong d6 ghi 18 1y do tir chdi, nguoi tiép
nhan ky, ghi rd ho, chit dém, tén.

- B phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trudce 15 gio va hd so tiép nhan thoi gian
con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da hd so, néu thiy yéu cau
ding ky giam ho du diéu kién theo quy dinh phap luat thi cong chirc tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan dan cip
xa dong y giai quyét thi cong chirc tu phap - ho tich ghi va ky vao S6 ding ky giam ho.
Chu tich Uy ban nhan dan cap xa ky Trich luc dang ky giam ho.

- Sau khi nhan S6 va Trich lyc ding ky gidm ho tir cong chie tu phap — ho tich;
B6 phan tiép nhan va tra két qua huéng dan dé ngudi di ding ky giam ho ky tén vao So,
d6ng thoi trao Trich luc ding ky giam ho cho ngudi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao dugc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xut trinh ban chinh thi ngudi
tiép nhan hd so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xéc nhan
vé viéc da dbi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban
sao c¢6 chimg thuc gidy to do.

+ Trudng hop phap ludt quy dinh xuit trinh gidy to khi ding ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy t& xudt trinh, di chiéu véi thong tin trong T
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khai va tra lai cho ngudi xuat trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hoic ghi lai
thong tin cua gidy to xuat trinh dé luu hd so.

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

b) Cach thirc thye hién:

- Ngudi ¢6 yéu cau ding ky gidm ho truc tiép thuc hién hodc iy quyén cho nguoi
khac thyc hién viéc dang ky giam ho;

- Nguoi thyc hién viéc dang ky giam hd cé thé truc tiép nop ho so tai BO phan
tiép nhan va tra két qua thuéc Uy ban nhan din cip x3 c6 thim quyén hodc giri hd so
qua hé théng buu chinh.

¢) Thanh phan, s6 luong ho so:

* Gidy to phdi xudt trinh:

- Ho chiéu hodc chitng minh nhan dan hodc thé cin cude cong dan hoic cac gidy
to khac c6 dén anh va thong tin ¢4 nhan do co quan c¢6 tham quyén cap, con gia tri s
dung dé chiing minh v€ nhan than ctia nguoi c6 yéu cau dang ky giam hg.

- Giy to chiing mmh noi cu tra dé xac dinh tham quyén ding ky giam ho (trong
giai doan Co s¢ dit liéu qudc gia vé dan cu va Co sé dir liéu ho tich dién tir toan qudc
chua duoc xay dung xong va thuc hién thong nhét trén toan quoc).

* Gidy to phdi nép

- T& khai dang ky gidm ho theo mau.

- Vin ban cir ngudi giam ho theo quy dinh ctia BO luat dan sy ddi voi trudng hop
dang ky gidm ho cu.

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy dinh ctia Bo luat
dan su d6i v6i trudng hop dang ky giam hd dwong nhién. Truong hop c6 nhiéu ngudi
cung du diéu kién 1am giam hg duong nhién thi ndp thém van ban thoa thuan vé viée cur
mot ngudi lam giam ho duong nhién.

- Vin ban Gy quyén theo quy dinh ctia phap lut trong truong hop iy quyén thuc
hién viéc dang ky gidm ho. Truong hop ngu’c‘ri dugc uy quyén 1a 6ng, ba, cha, me, con,
v, chong, anh, chi, em rudt cia ngu’orl iy quyén thi van ban iy quyén khong phai cong
chung, ching thuc, nhung phai c6 gidy to ching minh mdi quan hé véi nguoi ty quyén.

* 86 luong hd so: 01 b

d) Thoi han giai quyét: 03 ngay lam viéc ké tir ngay cong chirc tu phap — ho tich
nhéan du ho so hop 1€.

d) Déi trong thyc hién thi tuc hanh chinh: C4 nhan

e) Co quan thyc hién thu tuc hanh chinh:
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- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cép xa
noi cu trd cia nguoi duoc giam ho hoac ngudi giam ho.

- Co quan phdi hop: Khong

) Két qua thuc hién thu tyc hanh chinh: Trich luc dang ky gidm ho.

h) Lé& phi: Mién 1¢ phi.

i) Mau don, mau to khai: To khai dang ky giam ho.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Can ctr phap ly:

- B6 luat Dan su;

- Luat ho tich nam 2014;

, - I\{ghi‘ dinh s6 123/2015/ND-CP ngay 15/11/2015 cia Chinh pha quy dinh chi

tiét mot s6 di€u va bién phap thi hanh Luéat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cta Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HDPND ngay 05/10/2016 ctia Hoi dong nhan dan
tinh Hai Duong quy dinh mtrc thu, ché do thu, ndp, quan 1y va st dung phi, 1é phi thudc
thAm quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi dong nhan dan tinh
Hai Duong sira doi mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPDND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 ctia Hoi dong nhan
dén tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic
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Ngudi yéu cau
(Ky, ghi ré ho, chir dém, tén)
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Chd thich:

@) Ghi 15 tén co quan ding ky giam ho.

@ Ghi theo noi ding ky thudng tr, néu khong c6 noi ding ky thudng tra thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trt thi ghi theo
noi dang sinh séng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hodc gidy to
hop 16 thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Cong an thanh phd Ha Nbi cip
ngay 20/10/2014).
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10. Thii tuc ding ky cham dirt giam ho
a) Trinh tu thuc hién

- Ngudi c¢6 yéu ciu dang ky chidm dit giam ho ndp hd so tai Bo phan tiép nhan
va tra két qua thudc Uy ban nhan déan cip xi c6 tham quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so, xac dinh tinh hop
16 cua gidy to trong hd so do ngudi yéu cau ndp, xuit trinh; ddi chiéu thong tin trong T
khai véi gidy to trong hd so.

- Néu ho so ddy du, hop 18, ngudi tiép nhin hd so viét gidy tiép nhén, trong d6
ghi 13 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém, tén ciia ngudi tiép nhan.

- H6 so sau khi da duoc huéng dan theo quy dinh ma khong duoc bo sung day
dua, hoan thién thi nguoi tiép nhan tir choi tiép nhan hd so. Viéc tir chdi tiép nhan ho so
phai dugc thé hién bang vin ban, trong d6 ghi 15 1y do tir chdi, nguoi tiép nhan ky, ghi
r0 ho, chir dém, tén.

- B6 phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trudce 15 gio va hd so tiép nhan thoi gian
con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 02 ngay, ké tir ngay nhan du ho so, néu thiy yéu cau dang ky
cham dut giam ho du diéu kién theo quy dinh phap luat thi céng chic tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan dan cip
x3 dong y giai quyét thi cong chirc tu phap - ho tich ghi vao S6 va ky vao S6 ding ky
chdm dat giam ho. Chu tich Uy ban nhan déin cip x3 cip Trich luc ding ky chdm dat
giam ho cho nguoi yéu cau.

- Sau khi nhan S6 va Trich luc dang ky chdm dit giam ho tir cong chire tu phap
— ho tich; Bo phan tiép nhén va tra két qua huéng dan dé nguoi di dang ky chdm dut
giam ho ky tén vao So, dong thoi trao Trich luc ding ky chim dit giam ho cho nguoi di
dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu ciu ndp gidy td 13 ban sao duoc cip tir s6 goc hodc ban
sao dugc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan hd so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xéc nhan
vé viéc da d6i chiéu ndi dung gidy to do, khong duge yéu cau ngudi di dang ky ndp ban
sao c¢6 chimg thuc gidy to do.
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+ Truong hop phap luat quy dinh xudt trinh gidy t& khi dang ky ho tich, ngudi
tiép nhan co trach nhiém kiém tra gidy to xuat trinh, ddi chiéu voi thong tin trong T
khai va tra lai cho ngudi xudt trinh, khong dugc yéu cdu ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin ciia gidy to xut trinh dé luu hd so.

+ Ngudi tiép nhn 6 trach nhiém tiép nhin ding, du hd so diang ky ho tich theo
quy dinh ctia phép luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khéng quy dinh phai nop.

b) Cach thirc thuc hién:

- Nguoi c6 yéu cau dang ky cham dirt giam ho truc tiép thue hién hoic ty quyén
cho ngudi khac thue hién viée dang ky cham dat gidm ho;

- Nguoi thyce hién viée dang ky chdm dit gidm ho c6 thé truc tiép ndp ho so tai
Bo phan tiép nhan va tra két qua thudc Uy ban nhan dan cp xa c6 tham quyén hodc giri
ho so qua hé thong buu chinh.

¢) Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirg minh nhan dan hoic thé cin cudc cong dan hodc cac gidy
to khac co dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gi tri sir
dung dé ching minh vé nhén than ctia ngudi c¢6 yéu cau ding ky chdm dut giam ho.

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

* Gidy to phdi nép

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

- Giéy to 1am can ctr chidm dut giam ho theo quy dinh ctia B6 luat dan su.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop iy quyén thuc
hién viéc ding ky chdm dut giam ho. Truong hop ngudi dugc Gy quyén 1a ong, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cia nguodi uy quyén thi van ban uy quyén khong
phai cong chimg, ching thyc, nhung phai ¢ gidy to ching minh mébi quan hé véi ngudi
iy quyén.

* S6 luong ho so: 01 bo

d) Thoi han giai quyét: 02 ngay 1am viée ké tir ngdy cong chirc tu phap — ho tich
nhan du ho so hop 1€.

d) D6i trong thyc hién thi tuc hanh chinh: C4 nhan

e) Co quan thyuc hién thu tuc hanh chinh:

- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cép xa

noi da dang ky giam ho trudce day.
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- Co quan phdi hop: Khong

) Két qua thuc hién thu tuc hanh chinh: Trich luc dang ky cham dut giam ho .

h) Lé phi: Mién & phi.

i) Mau don, mau t& khai: To khai dang ky cham dit giam hé.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khéng

1) Can ctr phap ly:

- B0 luat Dan su;

- Luat ho tich nam 2014;

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

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu ctia Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cta Chinh
phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich,;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan dan

tiqh Hai Du:ong quy dinh murc thu‘, ché do thu, ndp, quan 1y va st dung phi, 1€ phi thude
tham quyén quyét dinh ciia Ho1 dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong stra ddi mot sO ndi dung tai nghi quyét s 17/2016/NQ-HPDND ngay

05/10/2016 va nghi quyét sd 42/2017/NQ-HPND ngay 11/7/2017 ctia Hoi dong nhan
dan tinh Hai Duong.

69


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

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HQ
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Lam t@i: ..cocoeocviiiiieie , Ngay ....... thang ...... nam....

Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)



Cha thich:

() Ghi 13 tén co quan dang ky cham dut giam ho.

@) Ghi theo noi ding ky thuong tri, néu khong c6 noi dang ky thuong tra thi ghi theo
noi dang ky tam tra; truong hop khong cé noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo noi dang sinh séng

®) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to
hop 18 thay thé (vi du: Ching minh nhéan dan s6 001089123 do Céng an thanh phé Ha Noi cip
ngay 20/10/2014).

) Ghi tén co quan ding ky giam ho trude day.
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11. Thii tuc thay ddi, cai chinh, bé sung h tich
a) Trinh tu thuc hién
, - Nguoi C('), yéu cau thay ddi, cai chinh, bé) sung hd ‘chh n@g hd so tai Bo phan
ti€p nhan va tra két qua thudc Uy ban nhan dan cap xa cé tham quyén.
- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh hop
1é ctia gidy to trong hd so do ngudi yéu ciu ndp, xuét trinh; ddi chiéu thong tin trong To
khai véi gidy to trong hd so.

- Néu ho so ddy du, hop 1&, ngudi tiép nhan hd so viét gidy tiép nhan, trong d6
ghi 13 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng din ngudi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
bod sung, hoan thién, ky, ghi 0 ho, chitr dém tén ctia nguoi tiép nhan.

- H6 so sau khi da duoc huéng dan theo quy dinh ma khong duoc bo sung day
dua, hoan thién thi nguoi tiép nhan tir choi tiép nhan hd so. Viéc tir chdi tiép nhan ho so
phai duoc thé hién bang vian ban, trong d6 ghi 16 1y do tir chdi, nguoi tiép nhan ky, ghi
r0 ho, chir dém, tén.

- B phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang,
hd so tiép nhan dau gio chiu thi chuyén giao trude 15 gid va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc ké tir ngdy nhan du gidy to theo quy dinh ddi
v6i yéu cau thay ddi, cai chinh ho tich; ngay trong ngay lam viéc dbi véi yéu cau bo
sung ho tich; néu théy viéc thay ddi, cai chinh, bd sung ho tich la ¢6 co sé, phu hop voi
quy dinh cta phap luat dan sy va phép luat c6 1ién quan, cong chirc tu phép - ho tich bao
c4o Chu tich Uy ban nhan déin cip xi. Truong hop Chu tich Uy ban nhan dan cip x4
ddng ¥ giai quyét thi ky Trich luc ho tich twong tmg (Trich luc thay dbi ho tich/Trich
luc cai chinh ho tich/Trich lyc bo sung ho tich); cong chitc tu phap - ho tich ghi ndi dung
thay d6i, cai chinh, bd sung ho tich vao S6 va ky vao S6 ding ky thay dbi, cai chinh, bd
sung ho tich, xac dinh lai dan tdc.

Trudng hop thay d6i, cai chinh, bo sung thong tin ho tich lién quan dén Gidy khai
sinh, Gidy chirng nhan két hon thi cong chtrc tu phap - ho tich ghi ndi dung thay doi, cai
chinh ho tich vao Giéy khai sinh, Giéy chung nhan két hon; bod sung thong tin hd tich
vao muc tuong tng va dong dau vao ndi dung bd sung.

- Sau khi tiép nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va
tra két qua hudng dan dé nguoi di dang ky thay ddi, cai chinh, bd sung ho tich, xac dinh
lai dan toc ky tén vao S6, dong thoi trao Trich luc dang ky ho tich tuong ing cho ngudi
dang ky ho tich.

*Luuy:
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+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khéng duoc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudi
tiép nhan ho so kiém tra, di chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc di d6i chiéu noi dung gidy to do, khong duoc yéu cau nguoi di dang ky ndp ban
sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy t& xudt trinh, di chiéu véi thong tin trong TS
khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin cta gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, dit ho so ding ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Cach thuc thuc hién:

- Ngudi ¢6 yéu cau diang ky thay ddi, cai chinh, bo sung ho tich truc tiép thuc
hién hoic iy quyén cho nguoi khac thuc hién;

- Nguoi thue hién viée dang ky thay d6i, cai chinh, bd sung ho tich c6 thé truc
tiép ndp ho so tai BO phan tiép nhan va tra két qua thuéc Uy ban nhan dan cap xi co
tham quyén hodc giri ho so qua hé théng buu chinh.

¢) Thanh phan, s6 lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hoic chirng minh nhan dan hodc thé cin cude cong dan hoic cac gidy
to khac c6 dan anh va thong tin cd nhan do co quan c¢6 tham quyén cap, con gia tri st
dung d€ chirng minh v€ nhan than ctia nguoi c6 yéu cau dang ky thay doi, cai chinh, bo
sung ho tich.

- Gidy to chirng minh noi cu tri dé xac dinh thidm quyén ding ky thay d6i, cai
chinh, bo sung h tich (trong giai doan Co so dit liéu qubc gia vé dan cu va Co so di
liéu ho tich dién tur toan qudc chua dugc xay dung xong va thuc hién thong nhat trén
toan qudc).

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

* Gidy to phdi nép

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

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

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop iy quyén thuc
hién viéc dang ky thay doi, cai chinh, bd sung ho tich. Truong hop ngudi dugc oy quyén
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la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy
quyén khong phai cong chimg, chimg thuc, nhung phai c¢é gidy t& chirng minh mdi quan
hé voi nguoi Gy quyén.

* 6 lwong hd so: 01 bd

d) Thoi han giai quyét:

- 03 ngay lam viéc dbi y(’)i yéu cau thay d6i, cai chinh }}cf) tich; tmfrng hop phai
xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc ké tir thoi diém cong chirc
tu phap - ho tich nhan da ho so hop 1¢€.

- Ngay trong ngay lam ViéC’ d6i voi yéu cau bd sung ho tich, truong hop nhan }}6
so sau 15 gio ma khong giai quyéet dugc ngay thi tra két qua trong ngay lam viéc tiép
theo.

d) Poi tugng thyc hién thi tyc hanh chinh: Ca nhan

e) Co quan thyuc hién thu tuc hanh chinh:

- Co quan thuc hién va quyét dir}h thu tuc hanh ch’inh: Uy ban nhan déan cép xa
not d?} dang ky hg tich trude day hodc Uy ban nhan dan cap xa noi cu tra cua ngudi co
yéu cau

- Co quan phdi hop: Khong

g) Két qua thyc hi?n thu tuc hanh chinh: Trich luc thay ddi ho tich/Trich luc cai
chinh ho tich/Trich luc b6 sung ho tich.

h) Lé phi: 10.000 dong.

Mién 18 phi ’cho nguoi thudc gia dinh ¢6 cong véi cach mang; nguoi thude hd
ngheo; nguoi khuyét tat.

i) Mau don, miu t& khai: To khai ding ky thay doi, cai chinh, bd sung ho tich,
xac dinh lai dan toc.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong

1) Cén ctr phép 1y:

- B0 luat Dan su;

- Luat h tich nam 2014;

- Nghi dinh s 123/2015/NB-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi
tiét mot s6 diéu va bién phép thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh 6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctua Hoi ddng nhan dan

tinh Hai Duong quy dinh mtc thu, ché d6 thu, ndp, quan 1y va st dung phi, 1 phi thudc
thAm quyén quyét dinh ctia Ho6i dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira doi mot sO noi dung tai nghi quyét s6 17/2016/NQ-HDND ngay
05/10/2016 va nghi quyét sé 42/2017/NQ-HPND ngay 11/7/2017 ctia Hoi dong nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI PANG KY VIEC THAY POI, CAI CHINH,
BO SUNG HOQ TICH, XAC PINH LAI DAN TQC

Ho, chir dém, t&n NEUOT YU CAUL ....o..ovvvececeeeeeeeceeeeeeeeeeeee e
NOT CU T Bttt e st s et n sttt enne et eneeeans
GHAY 1O Y thAN: @)oottt ettt
Quan hé véi nguoi dé nghi dugc thay ddi, cai chinh, x4c dinh lai dan tdc, bd sung hd
tich:

Pé nghi co quan dAng KY Vi @ .......oocooiviiieeeeeeeeeeeee e

cho ngudi co tén dudi day

©)]

T61 cam doan nhitng ndi dung khai trén day 1a dang su that va chiu trach nhiém trude phap luat vé
cam doan ctiia minh.

Lam t@i: ..ccooovoiiiiiiieie, , Ngay ....... thang ...... nam

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

Y kién cta nguoi dugc thay d6i ho, tén Y kién cta cha va me (néu thay ddi ho,
(néu ngudi d6 tir du 9 tudi tro 1én); xac chir dém, tén cho ngudi dudi 18 tudi)
dinh lai dan toc (néu nguoi @6 tir du 15

tudi dén dudi 18 tudi)



Chu thich:

1. Ghi 0 tén co quan dang ky viéc thay ddi, cai chinh, bd sung hg tich, xac dinh lai dan tdc, xac
dinh lai gidi tinh trong Gidy khai sinh.

2. Ghi theo dja chi dang ky thuong tri; néu khong c6 noi ding ky thudng tra thi ghi theo dja
chi dang ky tam tru; truong hop khong cé noi dang ky thuong tra va noi dang ky tam tru thi ghi
theo noi dang sinh séng

3. Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 16
thay thé (vi du: Ching minh nhén dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004).

4. Ghi 10 loai viéc thuc hién (vi du: thay ddi Ho).

5. Ghi 10 loai viéc ho tich da dang ky trude day. Vi du: khai sinh ngay 05 thang 01 nam 2015
tai s6 10 quyén s6 01/2015 cia UBND x3 Ha Hoi, huyén Thuong Tin, thanh phé Ha Noi.

6. Ghi rd noi dung thay doi, cai chinh, xac dinh lai dan toc vi du: tir Nguyén Vin Nam thanh Vi
Van Nam;

Truong hop bo sung ho tich thi ghi rd ndi dung dé nghi bo sung. Vi du: bd sung phan ghi vé
qué quan trong Giy khai sinh nhu sau: Nghé An.
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12. Thii tuc cip Gidy x4c nhin tinh trang hén nhan

a) Trinh tu thuc hi¢n

- Nguoi co yéu cau cép Giéy xac nhan tinh trang hon nhan ndp hd so tai BO phan
tiép nhan va tra két qua thudc Uy ban nhan dan cip xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd ho so, ddi chiéu thong
tin trong T khai va tinh hop 16 cta gidy to trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so ddy du, hop 1¢, ngudi tiép nhan ho so viét gidy tiép nhan, trong d6
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi huéng dan ngudi nop
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi tiép nhan.

- Néu ho so sau khi da dugc hudng dan ma khong duoc bd sung day du, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan ho so va lap vin ban tir chdi tiép nhan ho so,
trong do ghi rd 1y do tu chdi, ky, ghi 10 ho, chir dém, tén cua nguoi tiép nhan.

- B6 phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang,
hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da hd so hop 18, cong chirc
tu phap - ho tich kiém tra, xac minh tinh trang hon nhin cta ngudi ¢ yéu cau.

Truong hop ngudi yéu cau xac nhan tinh trang hén nhan di timg ding ky thuong
tra tai nhiéu noi khac nhau thi nguoi d6 c¢é trach nhiém chimg minh vé tinh trang hon
nhan ctia minh. Truong hop nguoi yéu cau khong ching minh duoc thi cong chirc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan cap xa c6 vin ban dé nghi Uy ban nhan
dan cap x3 noi nguoi d6 di timg dang ky thuong tra tién hanh kiém tra, xac minh vé
tinh trang hon nhan cua nguoi do.

Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan duoc vin ban dé nghi, Uy ban
nhan dan cép xa dugc yéu cau, tién hanh kiém tra, xc minh va tra 1i bang vin ban vé
tinh trang hon nhan trong thoi gian thudng tra tai dia phuong ctia ngudi ¢ yéu cau.

- Néu két qua kiém tra, xac minh cho théy nguodi yéu cau c6 du diéu kién, viéc
cap Gidy x4c nhan tinh trang hén nhan 1a phi hop quy dinh phap luat thi cong chuc tu
phép - ho tich trinh Chu tich Uy ban nhan dan ky 01 ban Gidy x4c nhan tinh trang hon
nhan.

- Sau khi nhéan két qua tir cong chirc tu phap — ho tich, Bo phan tiép nhan va tra
két qua trao Gidy x4c nhan tinh trang hon nhan cho nguoi yéu cau.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 goc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau xuat
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trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan hd so kiém tra, d6i chiéu ban chup v6i ban chinh va ky vao ban chup x4c nhan
vé viéc di d6i chiéu noi dung gidy to d6, khong dugc yéu cau ngudi di dang ky nop ban
sao c¢6 chimg thuc gidy to do.

+ Truong hop phép luat quy dinh xudt trinh gidy to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra gidy td xuat trinh, ddi chiéu voi thong tin trong T
khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin cua gidy to xuat trinh dé luu hd so.

+ Nguoti tiép nhan c¢6 trach nhi€ém tiép nhan ding, du hd so dang ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Cach thirc thyuc hién:

- Ngudi ¢6 yéu cau cip Gidy xac nhan tinh trang hon nhan tryc tiép thuc hién
hoic Gy quyén cho ngudi khac thuc hién yéu cau cap Gidy x4c nhan tinh trang hon nhan;

- Nguoi thuc hién yéu cau cap Gidy xac nhan tinh trang hon nhan c6 thé tryc tiép
ndp hod so tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cip xa c6 tham
quyén hodc gtri hd so qua hé thong buu chinh.

¢) Thanh phan, s6 lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy
to khac c6 dan anh va thong tin ca nhan do co quan c6 thAim quyén cip, con gia tri sir
dung dé chimg minh vé nhédn than ctia nguoi ¢ yéu cau cip Gidy x4c nhan tinh trang
hon nhan.

- Giy to chiing minh noi cu tri ciia ngudi yéu cau cap Gidy xac nhan tinh trang
hén nhan dé xac dinh tham quyén (trong giai doan Co sé dit liéu qudc gia vé dan cu va
Co s& dir 1iéu ho tich dién tir toan quéc chua duogc xay dung xong va thuc hién théng
nhét trén toan qudc).

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao ¢6
chtng thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi nép

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

- Truong hop nguoi yéu cau cip Gidy x4c nhan tinh trang hén nhan d3 ¢ vo hodc
chong nhung da ly hon hodc ngudi vo/chdng da chét thi phai xuat trinh (ban chinh) hodc
ndp ban sao gidy to hop 1& dé chimg minh;

- Cong dan Viét Nam di ly hon, hily viée két hon & nude ngoai thi phai ndp ban
sao Trich luc ghi chu ly hon.
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- Trudng hop yéu cau cép lai Gidy x4c nhan tinh trang hon nhan dé st dung vao
muc dich két hon véi ngudi khac voi ngudi da ghi trong phan muc dich st dung cia
Gidy xé4c nhan tinh trang hén nhan dugc cap trude day hoic do Gidy xac nhan tinh trang
hén nhan da hét thoi han st dung theo quy dinh thi phai ndp lai Gidy xac nhén tinh trang
hén nhan da duoc cap trude day.

* S6 luong hd so: 01 bd

d) Thoi han giai quyét: 03 ngay lam viéce ké tir thoi diém cong chire tu phap — ho
tich nhan du ho so hop 1¢.

Trudng hop phéi giri van ban xac minh thi thoi han giai quyét khong qua 06 ngay
1am viéc (khong tinh thoi gian giri vin ban yéu cau xac minh va thoi gian giri vin ban
tra 101 két qua xac minh qua hé thong buu chinh).

d) Doi tugng thyc hién thi tyc hanh chinh: Ca nhan

e) Co quan thuc hién tha tuc hanh chinh:

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

+ Uy ban nhan dan cap xa noi nguodi y€u cau cap Gidy xac nhan tinh trang hon
nhan thuong tra.

+ Trudng hop ngudi yéu cau cap Gidy xac nhan tinh trang hén nhan khéng co
noi thuong tra thi Uy ban nhan dan cép x4 noi tam tru thuc hién viéc cép Giéy xac nhan
tinh trang hon nhan.

- Co quan phdi hop: Uy ban nhan dan c4p x4 noi thuong tra trude dy cla nguoi
yéu cau cap Giay x&c nhan tinh trang hon nhan (truong hop nguoi yéu cau da thuong
tra ¢ nhiéu noi khac nhau).

g) Két qua thyc hién tha tuc hanh chinh: Gidy xac nhan tinh trang hon nhan.
h) Lé phi: 10.000 dong.

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

i)Mau don, mau to khai: To khai cAp Gidy x4c nhan tinh trang hén nhan.

k) Yéu cau, diéu kién thuc hi¢n thu tyc hanh chinh:

Truong hop yéu cau xac nhan tinh trang hon nhan nham muc dich két hon thi
nguoi yéu cau phai dap tng da diéu kién két hon:

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

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

- Khong bi mét nang lyc hanh vi dan sy;

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

+ Két hon gia tao, ly hon gia tao;

+ Téao hon, cudng ép két hon, lira ddi két hon, can trg két hon;
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+ Nguoi dang ¢ vo, c6 chong ma két hon véi ngudi khac hoic chua cé vo, chua
c6 chong ma két hon v6i ngudi dang c6 chong, co vo;

+ Két hon gitta nhitng nguoi ciing dong mau vé truc hé; gitra nhitng ngudi ¢ ho
trong pham vi ba doi; gitta cha, me¢ nudi vdi con nuoi; gitta nguoi da tung 1a cha, me
nudi v6i con nudi, cha chdng véi con dau, me vo v6i con ré, cha duong véi con riéng
ctia vo, me ké voi con riéng cua chéng;

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

1) Can cur phap ly:

- Luat hon nhan va gia dinh nam 2014;

- Luat h tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi
tiét mgt s6 di€u va bién phép thi hanh Luat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 ctia Chinh
pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctua Hoi dong nhan dan

tinh Hai Duong quy dinh mtrc thu, ché do thu, ndp, quan 1y va st dung phi, 1é phi thudc
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira doi mot sO ndi dung tai nghi quyét s 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét sé 42/2017/NQ-HDND ngay 11/7/2017 cta Hoi déng nhan
dén tinh Hai Duong.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KINN UL oo

Ho, chir dém, tén nguoi yéu cau:

Dé nghi cip Gidy xac nhan tinh trang hén nhin cho nguoi cé tén duéi day:

Ho, chlt @&m, tEN: ...ooooiiiiiiiiecee e Gidi tinh: .................

T61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trudc phap

luat vé 101 khai cua minh.

Nguoi yéu ciu
(Ky, ghi rd ho, chir dém, tén)
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Cha thich:

) @D Truong hop cong dan Viét Nam cu tra trong nudc thi ghi theo noi dang ky thuong tru,
néu khong c6 noi dang ky thuong tri thi ghi theo noi dang ky tam tru; truong hop khong c6 noi
dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.

Truong hop cong dan Viét Nam cu trit & nude ngoai thi ghi theo dia chi thuong tr hodc

tam tra & nudc ngoai.

) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, chtimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céong an thanh phé Ha Ngi cap ngay
20/10/2004).

®) Khai trong céc truong hop:

- Cong dan Viét Nam dang cu tri & nudc ngoai cd yéu ciu xac nhan tinh trang hén nhan
trong thoi gian cu tril & nudc ngoai hodc trong thoi gian cu trd tai Viét Nam trude khi xuat canh;

- Nguoi dang ¢ vo/chong yéu cAu xac nhan tinh trang hon nhan tir thoi diém du tudi ding ky
két hon cho dén trude thoi diém dang ky két hon;

- Nguoi di qua nhiéu noi thuong tri khac nhau thi phai ghi cu thé timg thoi diém thuong tri.

“ Péi véi cong dan Viét Nam cur tri & trong nudc thi ghi rd tinh trang hon nhan hién tai:
dang c6 vo hoac c6 chong; hodc chua dang ky két hon lan nao; hodc da dang ky két hon,
nhung da ly hon hay nguoi kia da chét.

Dbi v6i cong dan Viét Nam cu trd ¢ nude ngoai co yéu ciu xac nhan tinh trang hon nhan
trong thoi gian cu tra tai Viét Nam trudce khi xuét canh, thi khai vé tinh trang hon nhan cua
minh trong thoi gian da cu trd tai not d6 (Vi du: trong thoi gian cu trd tai
............................................ ,trngay...... thang ... nam ......... dén ngay ........ thang ....... nam ........
chua ding ky két hon véi ai).

Dbi voi cong dan Viét Nam dang cu trii & nudce ngoai, cd yéu cau xac nhan tinh trang hon
nhan trong thoi gian cu tri & nudce ngoai, thi khai vé tinh trang hon nhan ciia minh trong thoi
gian cu tra tai nude do (Vi du: trong thoi gian cu tra tai CHLB e tir ngay ....... thang ..... nam
....... dén ngay ... thang ...... ndm ....... khong ding ky két hon voi ai tai Dai sir quan Viét Nam tai
CHLB burc).

®) Ghi rd muc dich st dung Gidy xac nhan tinh trang hon nhan. Trudng hop sir dung Gidy
x4c nhan tinh trang hon nhan dé két hén, thi phai ghi rd két hon voi ai (ho va tén; ngay, thang,
nam sinh; quéc tich; noi thuong trd/tam tr); noi dang ky két hon.
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13. Thi tuc ding Ky lai khai sinh

a) Trinh tu thuc hién

- Nguoi c6 yéu cau ding ky lai khai sinh ndp hd so tai Bo phén tiép nhan va tra
két qua thudc Uy ban nhan déan cap xa c6 thim quyeén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b ho so, ddi chiéu thong
tin trong T& khai va tinh hop 18 ciia gidy to trong hd so do ngudi yéu cau ndp, xuat trinh.

- Néu ho so ddy du, hop 1&, ngudi tiép nhan hd so viét gidy tiép nhan, trong d6
ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan ngudi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bo sung, hoan thién ho
so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém tén ctia nguoi tiép nhan.

- H6 so sau khi da duoc huéng dan theo quy dinh ma khong duoc bo sung day
dua, hoan thién thi nguoi tiép nhan tir choi tiép nhan hd so. Viéc tir chdi tiép nhan ho so
phai dugc thé hién bang vin ban, trong d6 ghi 1 1y do tir chdi, nguoi tiép nhan ky, ghi
r0 ho, chir dém, tén.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trudce 15 gio va hd so tiép nhan thoi gian
con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viée, ké tir ngay tiép nhan hd so, cong chire tu phap
- ho tich kiém tra, xc minh hd so.

Truong hop viée dang ky lai khai sinh dugc thuc hién tai ij ban nhan dan cép
xa khong phai noi dang ky khai sinh trude day thi cong chirc tu phap — ho tich béo cdo
Chu tich Uy ban nhan dan cip xi ¢ van ban dé nghi Uy ban nhan dan cép x4 noi dang
ky khai sinh trudc ddy kiém tra, xac minh vé viéc luu gitr 6 h tich.

Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan duoc vin ban dé nghi, Uy ban
nhan dan noi dd ding ky khai sinh truéc day tién hanh kiém tra, xac minh va tra 10 bang
van ban vé viéc con luu gitt hodc khong luu gitr duoc s6 ho tich.

Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan duoc két qua xac minh vé viéc
khéng con luu gitr dugc s6 ho tich tai noi dd dang ky khai sinh, néu thy viéc dang ky
lai khai sinh chinh xac, dng quy dinh phap luat, cong chuc tu phap - hd tich bao céo
Chu tich Uy ban nhan dan cip xa. Truong hop Chi tich Uy ban nhan dan dong y giai
quyét thi cong chirc tu phap - ho tich ghi ndi dung khai sinh vao S6 va ky vao S6 diang
ky khai sinh. Cha tich Uy ban nhan dan ky Gidy khai sinh cho ngudi c6 yéu cau.

- Sau khi nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky lai khai sinh ky tén vao SO, déng thoi cip Gidy
khai sinh cho nguoi dugce dang ky khai sinh.
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*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan hd so khéng dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi nguoi
tiép nhan ho so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc da d6i chiéu ndi dung gidy to do, khong dugc yéu cau ngudi di dang ky nop ban
sao c¢6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy t& xudt trinh, di chiéu véi thong tin trong T
khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin ciia gidy to xuat trinh dé luu hé so.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di ho so dang ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Céach thuc thyc hién:

- Ngudi ¢ yéu cau dang ky lai khai sinh truc tiép thuc hién hodc oy quyén cho
nguoi khac thuc hién viéc dang ky lai khai sinh;

- Nguoi thuc hién dang ky lai khai sinh co thé truc tiép nop ho so tai Bo phan
tiép nhan va tra két qua thuéc Uy ban nhan din cip x3d c6 thim quyén hodc guri hd so
qua hé théng buu chinh.

¢) Thanh phan, s6 lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hoic chirg minh nhan dan hodc thé cin cude cong dan hoic cac gidy
to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cip, con gia tri sir
dung dé chirng minh vé nhan than ciia nguoi c6 yéu cau dang ky lai khai sinh.

- Gidy t& chirg minh noi cu tri dé xac dinh thAim quyén ding ky lai khai sinh
(trong giai doan Co s¢ dir li€u quéc gia vé dan cu va Co sd dit 1iéu ho tich dién tir toan
quéc chua dugc xdy dung xong va thuc hién thdng nhét trén toan qudc).

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo ban sao ¢6
chung thyc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi nép

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi yéu
cau vé viéc di dang ky khai sinh nhung khong luu giit dugc ban chinh Giy khai sinh.

- Ban sao toan bo hd so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai liéu
khac trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom:
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+ Ban sao Gidy khai sinh do co quan c6 thim quyén ctia Viét Nam cip (ban sao
dugc cong ching, chimg thue hop 18, ban sao dugc cip tir SO ding ky khai sinh).

+ Ban chinh hodc ban sao gidy to c6 gia tri thay thé Gidy khai sinh dugc cap
trudc nam 1945 ¢ mién Bac va trudc nam 1975 ¢ mién Nam.

+ Trudng hop ngudi yéu cau khong co gidy to trén thi gidy to do co quan c6 tham
quyén cta Viét Nam cép hop 16 sau ddy 1a co s& dé xac dinh ndi dung ding ky lai khai
sinh: Gidy ching minh nhan dan, Thé can cudc cong dan hoac Ho chiéu; S6 ho khau,
S tam tru, gidy t& ching minh vé noi cu tra; Bing tot nghiép, Gidy chirng nhan, Chirmg
chi, Hoc ba, Ho so hoc tap do co quan ddo tao, quan 1y gido duc c6 tham quyén cap hodc
xac nhan; Giéy td khac co6 thong tin vé ho, chit dém, tén, ngay, thang, ndm sinh cua ca
nhan; Giéy to chimg minh quan h¢ cha con, me con.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du ban sao cac gidy to
néu trén (néu c6) va phai cam doan di ndp du cac gidy to minh c6. Trudong hop ngudi
yéu cau diang ky khai sinh cam doan khong dung su that, ¢6 y chi ndp ban sao gidy td
c6 lgi dé dang ky khai sinh thi viéc dang ky khai sinh khong c6 gia tri phap 1y.

- Trudng hop nguoi yéu cau dang ky lai khai sinh 13 can bo, cong chirc, vién
chtrc, nguoi dang cong tac trong luc lugng vii trang thi phai c6 van ban xac nhan ctua
Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh ctia nguoi d6 gom ho, chir
dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; quéc tich; qué quan; quan h¢ cha -
con, me - con pht hop voi hd so do co quan, don vi dang quan 1.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop oy quyén thuc
hién viéc dang ky lai khai sinh. Trudong hop nguoi dugc uy quyén la 6ng, ba, cha, me,
con, vo, chong, anh, chi, em rudt ciia ngudi Gy quyén thi vin ban uy quyén khong phai
cong ching, ching thuc, nhung phai ¢6 gidy to ching minh méi quan hé véi nguoi ty
quyén.

* S lugng ho so: 01 bd

d) Thot han giai quyét: 05 ngay 1am viéc tinh tir thoi diém cong chirc tu phap —
hd tich nhéan du ho so hop I¢.

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

d) D6i trong thyc hién thi tuc hanh chinh: C4 nhan

e) Co quan thyc hién thu tuc hanh chinh:

- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban nhéan dan cap x4
noi di dang ky khai sinh trudc day hodc Uy ban nhan dan cip x3 noi ngudi yéu cau ding
ky lai khai sinh thudng tru.

- Co quan phbi hop: Uy ban nhan déan cp xa noi nguoi yéu cau dang ky lai khai
sinh da dang ky khai sinh trudc day trong truong hop thuc hién dang ky lai khai sinh tai
Uy ban nhan dan cap xa noi thuong tri.

g) Két qua thyc hién tha tuc hanh chinh: Gidy khai sinh
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h) Lé phi: 5.000 dong.

Mién 1¢ phi cho nguoi thude gia dinh ¢6 cong voi cach mang; ngudi thuge ho
ngheo; nguoi khuyét tat.

i) Mau don, mau t& khai: To khai ding ky lai khai sinh

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh

- Vi€c khai sinh da dugc dang ky tai co quan c6 thAm ql}yén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.

- Nguoi ¢6 yéu ciu con song tai thoi diém yéu cau dang ky lai.

1) Can ctr phap ly:

- Luat ho tich nam 2014;

, - Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi
tiét mot s6 di€u va bién phap thi hanh Luéat ho tich;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu ctia Luat
ho tich va Nghi dinh sb6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ctia Chinh
phu quy dinh chi tiét mot so6 di€u va bién phap thi hanh Luat ho tich,;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hdi dong nhan dan

tiqh Hai Duong quy dinh murc thu‘, ché d6 thu, nop, quan 1y va str dung phi, 1€ phi thudc
tham quyén quyét dinh ciia Ho1 dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong stra doi mot sO ndi dung tai nghi quyét s 17/2016/NQ-HPDND ngay
05/10/2016 va nghi quyét sé 42/2017/NQ-HDND ngay 11/7/2017 cta Hoi déng nhan
dén tinh Hai Duong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI PANG KY LAI KHAI SINH

KINh GOz D

Ho, chir dém, t&n NGUoT YeU CAUS .......oooovveviveeeeceeceeeeeeeee e
GiAy tO tly thAn: @)oot
NOT CU T B
Quan h¢ v&i ngudi Guoc khai SINN: ..ooeeiiiiiiiciceceeeee e
Pé nghi co’ quan diing ky lai khai sinh cho ngudi c6 tén duwéi day:

HOQ, Chill @M, TI: ..o et

Gidi tinh:...........ccveel Dan toc: ..vvvveeeeiiiiiiiiieee e, Quéc tich: .
(@ 11 = o U o SRS SRSSI

Ho, chiv dém, tén cha: ...
Nam sinh: ..........ccoe.... Dan toc: .ccovvvvevieeeeiiiiin e, Quéc tich: ...
NOT CU T ) et en et een e

Ho, chit dém, t€n M€ ...

Nam sinh: ..........cccee.. Dan toc: .ccovvvvevieeeeiiiiin e, Quéc tich: ...
NOT CU T ) et ee et en s

Pa dang ky khai sinh tai: O e,

Gidy khai sinh s6: © ... L NOAY ... O O

LY do dAng KY L0 ..ot
T61 cam doan nhirng ndi1 dung khai trén day l1a dang sy that va chiu trach nhiém trude phap luat
vé viéc cam doan cua minh.

Lamtai: ....................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
() Ghi 6 tén co quan dang ky lai khai sinh
Vidu: - Uy ban nhan dan phuong Dié¢n Bién, Ba Pinh, Ha Noi
- Uy ban nhén dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than cia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2004.

®) Ghi theo dja chi dang ky thudng tri; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam trt; truong hop khong cé noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo dia chi dang sinh sdng.

™) Truong hop sinh tai co sd y té thi ghi rd tén co s¢ y té va dia danh hanh chinh noi sinh
ra; truong hop sinh ra ngoai co s¢ 'y té thi ghi dia danh cta 03 cép hanh chinh (xa, huyén, tinh);
truong hop khong rd noi sinh day du thi chi ghi dia danh hanh chinh cap tinh.

©) Ghi tén co quan di dang ky khai sinh trudc day, sb, ngay, thang, nim cap Giay khai
sinh trudc day (néu c6 ban sao Gidy khai sinh).
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14. Thi tuc ding ky khai sinh cho nguoi da c6 ho so, gidy to' ca nhén

a) Trinh tu thuc hién

- Cong dan Viét Nam cu trl trong nudce, sinh trude ngay 01/01/2016, chua dugc
dang ky khai sinh, c6 hd so, gidy t& c4 nhan (ban chinh hodc ban sao dugc ching thuc
hop 18) nhu: gidy to tiy than; S6 ho khau; S6 tam tra; gidy to khac do co quan nha nudc
c6 thdm quyén cua Viét Nam cip ¢ yéu cau ding ky khai sinh ndp hd so tai Bo phan
tiép nhan va tra két qua thudc Uy ban nhan dan cip x3 c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo ho so, ddi chiéu thong
tin trong T khai va tinh hop 16 cta gidy to trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so ddy du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 13 ngdy, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
bod sung, hoan thién, ky, ghi 0 ho, chitr dém tén ctiia nguoi tiép nhan.

- Ho so dang ky khai sinh sau khi da dugc hudng din theo quy dinh ma khong
duoc bd sung déy du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so. Viéc tir
chdi tiép nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi 18 1y do tir chdi,
nguoi tiép nhan ky, ghi rd ho, chit dém, tén.

- B6 phén tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: HO so tiép nhan trong budi sang thi chuyén giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trudc 15 gio va hd so tiép nhan thoi gian
con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viée, ké tir ngay tiép nhan hd so, cong chire tu phap
- ho tich kiém tra, x4c minh hd so. Trong truong hop can thiét, cong chirc tu phap - ho
tich bao cdo Chu tich Uy ban nhan dan cap xa c6 van ban dé nghi Uy ban nhan dan cip
X3 noi cu tra trudc ddy cla ngudi yéu cau dang ky lai khai sinh dé kiém tra, xac minh
vé viéc dang ky khai sinh va viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viée, ké tir ngay nhan duoc vin ban dé nghi, Uy ban
nhan dan cip x4 noi nguoi yéu cau ding ky khai sinh cu tra trudce day tién hanh kiém
tra, X4c minh va tra loi bang vin ban vé viéc ngudi yéu cau da dugc dang ky khai sinh
hay chua dugc dang ky khai sinh; viéc con luu gitt hoac khong luu gitt dugc s6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac minh, néu
thay ho so dang ky khai sinh 14 day du, chinh xac, ding quy dinh phap luat, cong chirc
tu phap - ho tich bao cao Chu tich Uy ban nhan dan cip xi. Trudng hop Chu tich Uy
ban nhan dan cip xi dong ¥ giai quyét thi cong chirc tu phap - ho tich ghi ndi dung khai
sinh vao SO va ky tén vao S6. Chii tich Uy ban nhéan déan cap xa ky Gidy khai sinh cho
nguodi dugc dang ky khai sinh.
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- Sau khi nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky khai sinh ky tén vao SO, dong thoi trao Gidy
khai sinh cho nguoi di dang ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan hd so khong dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudi
tiép nhan hd so kiém tra, dbi chiéu ban chup v6i ban chinh va ky vao ban chup x4c nhin
vé viéc di d6i chiéu ndi dung gidy to d6, khong dugc yéu cau ngudi di dang ky nop ban
sao c6 chimg thuc gidy to do.

+ Trudng hop phéap luat quy dinh xuat trinh gidy to khi ding ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy to xuét trinh, ddi chiéu véi thong tin trong T
khai va tra lai cho ngudi xuat trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xudt trinh hoic ghi lai
thong tin cta gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di ho so dang ky ho tich theo
quy dinh ciia phap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Céch thuc thyc hién:

- Ngudi ¢6 yéu cau dang ky khai sinh tryc tiép thyc hién hodc uy quyén cho nguoi
khac thyc hi¢n viéc dang ky khai sinh;

- Nguoi thuc hién viéc dang ky khai sinh c6 thé truc tiép nop ho so tai BO phan
tiép nhan va tra két qua thuéc Uy ban nhan dan cip xa c6 thim quyén hodc gui ho so
qua hé théng buu chinh.

¢) Thanh phan, s6 luong ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirng minh nhan dan hodc thé cin cudc cong dan hodc cac gidy
t& khéc c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gi tri sir
dung dé chimg minh vé nhan than ciia ngudi c¢6 yéu cau dang ky khai sinh (gidy to ty
than).

- Gidy to ching minh noi cu trii dé xac dinh tham quyén dang ky khai sinh (trong
giai doan Co s¢ dir liéu quéc gia vé dan cu va Co s& dir liéu ho tich dién tir toan quéc
chua duogc xay dung xong va thuc hién thdng nhét trén toan qudc).

Truong hop giri hd so qua hé théng buu chinh thi phéi giri kém theo ban sao co
chtng thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi nép
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- To khai dang ky khai sinh theo mau.

- Vin ban cam doan ctia ngudi yéu cau vé viée chua dugce dang ky khai sinh.

- Ban sao toan bo hd so, gidy to ciia ngudi yéu cau hodc ho so, gidy to, tai liéu
khac trong d6 co thong tin lién quan dén nodi dung khai sinh, gdm: Gidy chirng minh
nhan dan, Thé cdn cudc cong dan hodac HO chiéu; S6 ho khau, Sb tam tru, giéy to chiing
minh vé noi cu tri; Bang tot nghiép, Gidy chimg nhan, Ching chi, Hoc ba, Hb so hoc
tap do co quan dao tao, quan 1y gido duc c6 tham quyén cp hodc xac nhan; Gidy to khac
c6 thong tin vé ho, chir dém, tén, ngay, thang, nim sinh cta ca nhan; Gidy to chimg
minh quan h¢ cha con, me con.

- Trudng hop ngudi yéu cau dang ky khai sinh 14 can bg, cong chirc, vién chirc,
nguodi dang cong tac trong luc luong vii trang thi phai cd van ban xac nhén ctia Thu
truong co quan, don vi vé viéc nhimg ndi dung khai sinh cta nguoi d6 gébm ho, chir
dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; quéc tich; qué quan; quan h¢ cha -
con, me - con phtt hgp véi hd so do co quan, don vi dang quan 1y.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop iy quyén thuc
hién viéc dang ky khai sinh. Trudng hop nguoi duoc ty quyén 13 dng, ba, cha, me, con,
v, chong, anh, chi, em rudt cia nguoi iy quyén thi van ban iy quyén khong phai cong
chung, ching thuc, nhung phai c6 gidy to ching minh mdi quan hé véi nguoi uy quyén.

*S6 luong hd so: 01 b

d) Thoi han giai quyét: 05 ngay lam viéc ké tir thoi diém cong chire tu phap — ho
tich nhan da hd so hop 1€.

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

@) D6i trong thyc hién thi tuc hanh chinh: C4 nhan

¢) Co quan thuc hién thu tuc hanh chinh:

- Co quan thyc hi¢n va quyét dinh thua tuc hanh chinh: Uy ban nhan dan cép xa
noi ngudi yéu cau cu tri.

- Co quan phéi hgp: Uy ban nhan dan cap xa noi nguoi yéu cau diang ky khai sinh
cu tr trude day.

g) Két qua thyc hién tha tuc hanh chinh: Gidy khai sinh

h) L& phi: 5.000 ddng.

Mién 1& phi cho nguoi thudc gia dinh ¢é cong vdi cach mang; ngudi thude ho
nghéo; ngudi khuyét tat.

i) Mau don, mau t& khai: T khai ding ky khai sinh

k) Yéu cau, diéu kién thyuc hién thu tuc hanh chinh: Khdng
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1) Can cu phép ly:

- Luat ho tich nam 2014;

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

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh sb6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ctia Chinh
phu quy dinh chi tiét mot sb diéu va bién phéap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan dan

tinh Hai Duong quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va st dung phi, 1& phi thudc
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhén dan tinh
Hai Duong sta doi mot sO ndi dung tai nghi quyét s6 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét sd 42/2017/NQ-HPND ngay 11/7/2017 ciia Hoi dong nhan
dén tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh @Oz Do

Ho, chir dém, t&n NEUOT YU CAUS ...o..ovvveieeeeeeeeeeeeee e

GIAY tO 1y thAN: @)oottt
NOT CU T B
Quan h¢ v&i ngudi duoc khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguéi dwéi day:

HOQ, Chill @I, TIN: ..ot e

Gidi tinh:...........cceeel Dan toc: ..vvvvveveeiiiiiiiiieee e, Quéc tich: ..
QUE QUAN: <.ttt ettt st b et et e bt b e e e st e bt b et e Rt e b e b et b e bt e e n et e
Ho, chivdém, tén cha: ...
Nam sinh: .......cooounneeeen. Dan toc: ......ccovvvvvvvennennn. Quéc tich: ...

NOT CU T ©) ettt ee e,
Ho, chit dém, t€n Me: ...,

Nam sinh: ..........cccee.... Dan toc: .ccovvvveeeeiiiiiiiie e, Quéc tich: ...
INOT CU T ©) oottt ettt ettt ettt et e et e et n et en et eneeeeneeees

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtai: ....................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu

(Ky, ghi ro ho, chir dém, tén
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Chu thich:
@) Ghi 16 tén co quan dang ky khai sinh
Vidu: - Uy ban nhan dan phuong Dié¢n Bién, Ba Pinh, Ha Noi
- Uy ban nhédn dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than ciia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014.

®) Ghi theo dja chi dang ky thudng tri; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam trt; truong hop khong cd noi dang ky thuong tra va noi dang ky tam tra thi
ghi theo dia chi dang sinh sdng.

™ Truong hop sinh tai co so y té thi ghi rd tén co sd y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha No6i
- Tramy té xa Dinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Pinh Bang, huyén Tt Son, tinh Bic Ninh.
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15. Thii tuc ding ky lai két hon
a) Trinh tu thuc hién

- Ngudi ¢6 yéu cau diang ky lai két hon ndp ho so tai B6 phén tiép nhan va tra két
qua thudc Uy ban nhan dan cap xa c6 tham quyén.

- Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so, xac dinh tinh hop
16 cua gidy to trong hd so do ngudi yéu cau ndp, xuit trinh; ddi chiéu thong tin trong T
khai véi gidy to trong ho so.

- Néu ho so ddy du, hop 1&, ngudi tiép nhan hd so viét gidy tiép nhan, trong d6
ghi 13 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bo sung, hoan thién hd
so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
bd sung, hoan thién, ky, ghi 10 ho, chit dém tén cta ngudi tiép nhan.

- HO so sau khi da duoc huéng dan ma khong duoc bd sung dy du, hoan thién
thi nguoi tiép nhan tir chi tiép nhan hd so va lap vin ban tir chéi tiép nhan ho so, trong
d6 ghi 18 1y do tir chéi, ky, ghi 16 ho, chir dém, tén ctia nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: H6 so tiép nhan trong budi sang thi chuyén giao trong budi sang,
hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viée, ké tir ngay tiép nhan hd so, cong chic tu phap
- ho tich kiém tra, xc minh hd so.

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa khong
phai noi da dang ky két hon trude ddy thi cong chirc tu phap - ho tich bao cio Chu tich
Uy ban nhan dan c¢6 vin ban dé nghi Uy ban nhan dan noi dang ky két hon trudc day
kiém tra, xac minh vé viéc luu gitl s6 ho tich tai dia phuong.

Trong thoi han 05 ngay lam viéce, ké tir ngay nhan dugc van ban dé nghi, Uy ban
nhan dan noi da dang ky két hon trudc day tién hanh kiém tra, xac minh va tra 101 bang
van ban vé viéc con luu gilt hoac khong luu gitt dugc s6 ho tich.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duogc két qua xac minh vé
viéc khong con luu gilt dugc sb ho tich tai noi da ding ky két hon, néu thay ho so day
du, chinh xac, dung quy dinh phap luat thi cong chirc tu phép - ho tich bao cdo Chu tich
Uy ban nhén dan cip xa. Trudng hop Chu tich Uy ban nhan dan cip xi dong ¥ giai quyét
thi cong chirc tu phap — ho tich ghi viéc két hon vao S6 dang ky két hon, cuing hai bén
nam, nit ky tén vao So6; hai bén nam, nit cing ky vao Gidy chirng nhan két hon; Cha tich
Uy ban nhan dan cap xa t6 chuc trao Gidy ching nhan két hon cho hai bén nam, nif.

*Luuy:
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+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 goc hoic ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan hd so khong dugc yéu cau xuat
trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi ngudi
tiép nhan ho so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xac nhan
vé viéc di d6i chiéu ndi dung gidy to d6, khong dugc yéu cau ngudi di dang ky nop ban
sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, ngudi
tiép nhan c6 trach nhiém kiém tra gidy t& xuét trinh, déi chiéu véi thong tin trong T
khai va tra lai cho nguoi xudt trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan co thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin cta gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di ho so dang ky ho tich theo
quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Cach thirc thyuc hién:

Nguoi c6 yéu cau dang ky lai két hon truc tiép ndp ho so tai Bo phan tiép nhan
va tra két qua thuoc Uy ban nhan dan cap xa c6 thim quyén (bén nam hodc bén nit c6
thé tryc tiép ndp hd so ma khong can cé vin ban Gy quyén cia bén con lai).

¢) Thanh phan, s6 luong ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hoic chirng minh nhan déan hodc thé cin cude cong dan hoic cac gidy

td khac ¢6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gia tri sir
dung dé chirng minh vé nhan than ctia nguoi ¢ yéu cau dang ky lai két hon.

- Gidy to chirg minh noi cu trii dé xac dinh thAm quyén trong truong hop viée
dang ky lai két hon thuc hién tai Uy ban nhan dan cap xa khong phai 1a noi dang ky két
hon trude day (trong giai doan Co s¢ dir li¢u qudc gia vé dan cu va Co so dit liéu ho
tich di¢n tir toan qudc chua dugce xay dung xong va thyc hi¢n thong nhat trén toan quoc).

* Gidy to phdi ngp

- To khai dang ky lai két hon theo mau;

- Ban sao Gidy chung nhan két hon duoc cip trude day. Néu khong co ban sao
Giay ching nhéan két hon thi ndp ban sao ho so, giay to cd nhan c6 cac thong tin lién
quan dén ndi dung dang ky két hon.

* S6 luong ho so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viéc tinh tir thoi diém cong chirc tu phap —
hd tich nhéan du ho so hop I¢.

Trudng hop phai ¢ van ban xac minh thi thoi han giai quyét khong qué 13 ngay
lam viéc (khong tinh thoi gian giri van ban yéu cau xadc minh va thoi gian gui van ban
tra 101 két qua xac minh qua hé thong buu chinh).
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d) Péi tugng thyc hién thi tuc hanh chinh: C4 nhan
e) Co quan thuc hién thu tuc hanh chinh:
- Co quan thuc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan déan cép xa

noi di ding ky két hon trude day hodc Uy ban nhin dan cip x3 noi ngudi yéu cau cu
tru.

- Co quan phbi hop Uy ban nhan dan cap x4 noi da dang ky két hon trude day
hozc Uy ban nhan dan cip x3 noi ngudi yéu cau cu tri.

g) Két qua thyc hién thi tyc hanh chinh: Gidy ching nhan két hon

h) Lé phi: 25.000 dong.

Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; nguoi thudc hd
ngheo; nguoi khuyét tat.

i) MAu don, mau to khai: To khai dang ky lai két hon

k) Yéu cau, diéu kién thyuc hién thu tuc hanh chinh:

- Viéc két hon da duoc ding ky tai co quan c6 thim quyén cta Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chting nhan két hon déu
bi mat;

- Nguoi yéu cau dang ky lai két hon con song vao thoi diém yéu cau dang ky lai
két hon.

1) Cén ctr phép 1y:

- Luat hd tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh sb6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cta Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctiia Hoi dong nhan dan
tinh Hai Duong quy dinh murc thu, ché do thu, ndp, quan 1y va st dung phi, 1€ phi thudc
thim quyén quyét dinh cia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyét 15/2019/NQ-HPND ngay 12/12/2019 cta Hoi dong nhan dén tinh
Hai Duong stra doi mot sé ndi dung tai nghi quyét sé 17/2016/NQ-HPND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 cta Hoi dong nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KET HON

KINh @Oz D

Ho, chir dém, t&n NGUoT YeU CAUL .......oooovveveiveieeeecee e

Gidy t0 thy thAn: @i

NOT CU T B

Pé nghi co quan diing ky lai két hon theo ndi dung dwéi day:

Ho, chit d€m, tEN CHA V@2 ......ooiiiiiiiiiii it e e e s e e e sbee e
Ngay, thang, n8m SINN: ..o
DaAN tOC: weveiieeieeeeeeeeeeeeeee e QUOAC tHCN: oo

NOT CU T D e et e e e e et et e e e et e e es e e ee et e e es e e erarenane

Ho, chit dém, t&n cia ChOME: ...........o.oooo oo
Ngay, thang, naAm SINN: .....ccooiiiiiii e
Dan tdcC: ...coooveiieieeeee e Quéc tich: ...

NOT CU D e e e et e e et e e et er e e e e e

Ly do dang Ky Iai: ...
T61 cam doan nhirng ndi1 dung khai trén day l1a dang sy that va chiu trach nhiém trude phap luat
vé cam doan cua minh.

Lamtai: ....................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Cha thich:
@) Ghi 1 tén co quan dang ky lai két hon
@) Ghi theo dia chi ding ky thudng trii; néu khong c6 noi ding ky thuong tri thi ghi
theo dia chi dang ky tam tra; truong hop khong cé noi dang ky thuong trii va noi dang ky tam
tra thi ghi theo noi dang sinh séng
® Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to
hop 18 thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip
ngay 20/10/2004).
) Ghi 5 tén co quan di dang ky két hon trude day.
®) Chi khai trong truong hop biét rd.

100



16. Thi tuc dang ky lai khai tir

a) Trinh tu thuc hién

- Ngudi 6 yéu cau dér}g ky lai khﬁai tur nQp hd so tai Bo phan tiép nhan va tra két
qua thudc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so, ddi chiéu thong
tin trong T khai va tinh hop 16 cta gidy to trong hd so do ngudi yéu cau ndp, xuét trinh.

- Néu ho so ddy du, hop 1¢, ngudi tiép nhan ho so viét gidy tiép nhan, trong d6
ghi 13 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudéng din nguoi ndp
hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung, hoan thién hd
so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
bod sung, hoan thién, ky, ghi 10 ho, chit dém, tén cua nguoi tiép nhan.

- H6 so sau khi da dugc hudng dan ma khong duoc bd sung dy du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va lap vin ban tir chéi tiép nhan ho so, trong
d6 ghi 18 1y do tir chéi, ky, ghi 16 ho, chir dém, tén ctia nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chire tu phap — ho tich,
theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong budi sang,
hd so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugce chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai tir ¢y da va phu hop, cong chiic tu phap - ho tich bao
c4o Chii tich Uy ban nhan déan cip xa. Truong hop Chu tich Uy ban nhan déan cép xa
ddng ¥ giai quyét thi cong chirc tu phap - ho tich ghi vao S6 ky vao S6 diang ky khai tur.
Chu tich Uy ban nhan dan cap xa ky trich luc khai tir cho ngudi di dang ky khai ti.

- Sau khi nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky khai tir ky tén vao S6, dong thoi cap Trich luc
khai tir cho nguoi dugc dang ky khai tir.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy td 1a ban sao duoc cip tir s6 gdc hodc ban
sao dugc ching thyc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xut trinh ban chinh thi nguoi
tiép nhan hd so kiém tra, ddi chiéu ban chup véi ban chinh va ky vao ban chup xéc nhan
vé viéc da dbi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban
sao c¢6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh gidy to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra gidy t& xudt trinh, ddi chiéu véi thong tin trong T
khai va tra lai cho ngudi xuat trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém
ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xut trinh hodc ghi lai
thong tin cua gidy to xuat trinh dé luu hd so.
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+ Nguoi tiép nhdn co trach nhiém tiép nhan ding, du ho so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu ciu ngudi ding ky ho tich nop thém
gidy t& ma phap luat ho tich khong quy dinh phai ndp.

b) Céch thuc thyc hién:

- Nguoi ¢6 yéu cau dang ky lai khai tir truc tiép thyc hién hodc uy quyén cho
nguoi khéac thuc hién viéc dang ky lai khai tir;

- Ngudi thyc hién viée ding ky lai khai tir 6 thé ndp ho so truc tiép tai Bo phan
ti€p nhan va tra két qua thugc Uy ban nhan dan cap xa cé tham quyén hodc guri ho so
qua hé théng buu chinh.

¢) Thanh phan, so lugng ho so:
* Gidy to phdi xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy

to khac c6 dén anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con gia tri s
dung dé chiing minh vé€ nhan than ctia nguoi c6 yéu cau dang ky lai khai tir;

Truong hop giri hd so qua hé théng buu chinh thi phéi giri kém theo ban sao ¢o
chung thyc gidy to phai xuét trinh néu trén.

* Gidy to phdi nép
- To khai dang ky lai khai ttr theo mau;

- Ban sao Gidy chimg tir true ddy dugc cip hop 16. Néu khong ¢ ban sao Gidy
chtng tir trude day duoc cAp hop 18 thi ndp ban sao hod so, gidy to lién quan c6 ndi dung
ching minh su kién chét.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop iy quyén thuc
hién viéc dang ky lai khai tir. Trudng hop nguoi dugc uy quyén la 6ng, ba, cha, me, con,
VO, chéng, anh, chi, em rudt ciia nguoi uy quyén thi van ban uy quyén khong phai cong
chting, chiing thuc, nhung phai c6 gidy to chitng minh mdi quan hé voi nguoi ty quyén.

*S6 luong ho so: 01 bd

d) Thoi han giai quyét: 05 ngay lam viéc tinh tir thoi diém coéng chire tu phap -
ho tich nhan du hd so hop 1¢é.

Truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay lam viéc.

d) P6i tugng thyc hién thi tuc hanh chinh: Ca nhan

e) Co quan thyc hién thu tuc hanh chinh:

- Co quan thyc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan dén cép x4,
noi da dang ky khai tu trude day.

- Co quan phdi hop: Khong.

g) Két qua thyc hién tha tuc hanh chinh: Trich luc khai t&

h) Lé phi: 5.000 dong.
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Mién 1& phi cho ngudi thudc gia dinh c6 cong v6i cach mang; ngudi thude ho
nghéo; nguoi khuyét tat.

i) Mau don, mau t& khai: To khai ding ky lai khai tir

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh

Viéc khai tir d3 dugc dang ky tai co quan c6 thAm quyén cta Viét Nam trudc
ngay 01/01/2016 nhung Sb ding ky khai tir va ban chinh Gidy chimg tir déu bi mét.

1) Can ctr phap ly:

- Luat ho tich nam 2014;

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

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ctia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyét s6 17/2016/NQ-HDPND ngay 05/10/2016 cia Hoi dong nhan dan
tinh Hai Duong quy dinh mtrc thu, ché do thu, ndp, quan 1y va st dung phi, 1é phi thudc
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi ddng nhan dan tinh
Hai Duong sira doi mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPDND ngay
05/10/2016 va nghi quyét s6 42/2017/NQ-HDND ngay 11/7/2017 ctia Hoi dong nhan
dén tinh Hai Duong.
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Ch thich:

() Ghi 18 tén co quan thuc hién ding ky lai khai tir.

@ Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia
chi dang ky tam tru; truong hop khong cé noi dang ky thuong tra va noi dang ky tam trua thi ghi
theo noi dang sinh song.

®) Ghi thong tin vé gidy to tiy than nhu: h chiéu, chimg minh nhan dan hodc gidy to hop 18
thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004).

) Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy td thay Gidy bao ti”; néu ghi theo sb Gidy
t& thay Gidy bao tir thi ghi rd tén, sb gidy td va gach cum tir “Gidy béo t”.
®) Ghi 16 tén co quan di dang ky khai tir trude day.
®) Chi khai trong trudng hop biét rd.
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17. Thii tuc cip ban sao trich luc hd tich

a) Trinh tu thuc hién

-,Ngu’c‘ri co yéu cau cép ban sao trich luc ho tich nop hd 50 tai B(f)‘ phan tiép nhan
va tra két qua thuoc Co quan quan ly Co s¢ dir liéu ho tich c6 tham quyén.

Truong hop co quan, td chirc ¢6 thim quyén dé nghi cip ban sao trich luc ho tich
clia ca nhén thi giri vin ban yéu cau néu rd 1y do cho Co quan quan 1y Co s dit liéu hd
tich.

- Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu théng tin trong T& khai va
tinh hop 18 cua gidy t& do ngudi yéu cu xuét trinh hodc nop.

- Néu ho so ddy du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong d6
ghi rd ngay, gio tra két qua; néu hd so chua day dii, hoan thién thi hudéng dan ngudi nop
h so bd sung, hoan thién theo quy dinh; trudng hop khong thé bo sung, hoan thién ho
so ngay thi phai lap thanh vin ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can
b6 sung, hoan thién, ky, ghi rd ho, chit dém, tén ciia ngudi tiép nhan.

- H6 so yéu cau cap ban sao trich luc sau khi da dugc hudng dan theo quy dinh
ma khong dugc bd sung day du, hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so.
Viéc tir chdi tiép nhan ho so phai duoc thé hién bang vin ban, trong d6 ghi rd 1y do tir
chdi, ngudi tiép nhan ky, ghi rd ho, chit dém, tén.

- Ngay sau khi tiép nhan hd so, néu thay ho so day du va phu hop, cong chirc 1am
cong tac hg tich can ctr vao Co s¢ dir li¢u hg tich, ghi ndi dung ban sao trich luc hd tich,
bao cao Thu trudng co quan quan 1y co s¢ dir li€u ho tich ky ban sao trich luc hd tich.

- Ban sao Trich luc ho tich chuyén t6i Bo phan tiép nhan va tra két qua dé tra cho
ngudi yéu cau.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cip tir s6 goc hodc ban
sao duoc chimg thuc tir ban chinh thi ngudi tiép nhan hd so khéng dugc yéu cau xuat
trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xut trinh ban chinh thi ngudi
tiép nhén ho so kiém tra, d6i chiéu ban chup v6i ban chinh va ky vao ban chup xac nhan
vé viéc da dbi chiéu noi dung gidy to d6, khong duoc yéu cau nguoi di dang ky ndp ban
sao c¢6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi dang ky ho tich, ngudi
tiép nhan co trach nhiém kiém tra gidy t& xuat trinh, doi chiéu voi thong tin trong T
khai va tra lai cho nguoi xudt trinh, khong dugc yéu cau nguoi dang ky ho tich nop thém
ban sao gidy to d6. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai
thdng tin ciia gidy to xut trinh dé luu hd so.
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+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di ho so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong dugc yéu ciu ngudi ding ky ho tich nop thém
gidy t& ma phap luat ho tich khéng quy dinh phai nop.

b) Cach thirc thuc hién:

- Ngudi ¢6 yéu cau cap ban sao trich luc ho tich truc tiép thuc hién hodc uy quyén
cho nguoi khac thyc hién yéu cau cép ban sao trich luc ho tich;

- Nguoi thuc hién yéu cau cép ban sao trich luc ho tich c6 thé truc tiép nop hd
s0; co quan, t6 chirc c6 yéu cau cip ban sao trich luc ho tich ¢ thé truc tiép giri van ban
yéu cau tai B phan tiép nhan va tra két qua thudc Co quan quan Iy co so dir liéu ho tich
c6 tham quyén hodc guri hd so, vin ban yéu cu qua hé théng buu chinh.

¢) Thanh phan, sé luong ho so:

* Gidy to phdi xudt trinh:

- Ho chiéu hodc chirg minh nhan dan hodc thé cin cudc cong dan hodc cac gidy
t& khéc co dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia tri sir
dung dé ching minh vé nhan than ciia ngudi ¢6 yéu cau cip ban sao trich luc ho tich.

Truong hop giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao c6
chung thyc gidy to phai xuét trinh néu trén.

* Gidy to phdi ndp

- T& khai cip ban sao trich luc ho tich theo mau d6i v6i trudng hop nguoi yéu
cau 14 c4 nhan.

- Vin ban yéu cau cép ban sao trich luc ho tich néu 16 1y do trong trudng hop
ngudi yéu cau 1a co quan, td chic.

- Vin ban uy quyén theo quy dinh ctia phép luat trong trudng hop iy quyén thuc
hién yéu ciu cap ban sao trich luc ho tich. Trudong hop ngudi duge ty quyén 13 ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi van ban uy quyén
khong phai cong chig, ching thuc, nhung phai c6 gidy to chimg minh méi quan hé véi
nguodi iy quyén.

* S6 luong ho so: 01 bd

d) Thoi han giai quyét: Ngay trong ngdy tiép nhin hd so; truong hop nhan hd so
sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

d) Déi tuong thuc hién tha tuc hanh chinh: C4 nhan, t6 chuc.

¢) Co quan thyuc hién tha tuc hanh chinh:

- Co quan thyc hién va quyét dinh thu tuc hanh chinh: Uy ban nhan dan cép xa
noi quan ly Co s¢ dir li€u ho tich..
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- Co quan phdi hop: Khong.

g) Két qua thuc hién tha tuc hanh chinh: Ban sao trich luc ho tich

h) Lé phi: 3.000 déng/1 ban sao;

Mién 18 phi cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thudc hod
nghéo; ngudi khuyét tat.

i) Mau don, mau to khai: To khai cép ban sao trich luc ho tich

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khdng

1) Cén ctr phép 1y:

- Luat ho tich nam 2014;

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

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot sé diéu cua Luat
ho tich va Nghi dinh sb6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ctia Chinh
phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Nghi quyet s0 17/2016/NQ-HDND ngay 05/10/2016 ciia Hoi dong nhan dan
tiqh Hai Du:ong quy dinh murc thu‘, ché dog thu, ndp, quan ly va st dung phi, 1€ phi thudc
tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi dong nhan dan tinh
Hai Duong sira doi mot s6 noi dung tai nghi quyét s 17/2016/NQ-HPND ngay

05/10/2016 va nghi quyét sé 42/2017/NQ-HPND ngay 11/7/2017 ctia Hoi dong nhan
dén tinh Hai Duong.
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Cha thich:

() Ghi 1 tén co quan thuc hién viéc cdp ban sao trich luc ho tich.

@) Ghi theo dia chi ding ky thuong tra; néu khong cé noi dang ky thuong trii thi ghi theo dia
chi dang ky tam tru; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi
theo dia chi dang noi sinh séng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 16
thay thé (vi du: Chimg minh nhan dan s6 0010891235 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).

@ Ghi r5 loai viéc ho tich da dang ky trudc day.

®) Ghi 6 tén co quan di ding ky ho tich trude day.

®) Ghi r5 loai gidy to ho tich da duoc cip trudc day.

() Chi khai khi biét rd.
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18. Lién thong thi tuc hanh chinh vé ding ky khai sinh, ding ky thuong tri,
cap thé bao hiém y té cho tré em dwéi 6 tuoi

a) Trinh tu thuc hién:

- Nguo1 c6 yéu cau ndp ho so tai B§ phan ti€ép nhén va tra két qua theo co ché “Mot
cua” cua Uy ban nhan dan cap xa.

- Céan bo, cong churc tiép nhan hd so 6 trach nhiém kiém tra gidy to trong h so,
néu hd so day di, hop 1¢ thi tiép nhén va tam thu 1€ phi dang ky thuong tri cho tre em
theo quy dinh, dong thoi viét gidy nhan ho so, hen tra két qua tung loai viéc cho nguoi
di dang ky; néu ho so thiéu hoic khong hop 1€ thi huong dan nguoi co yéu cau bd sung
hoan thién hd so; van ban huong dan phai ghi day du, rd rang loai gidy to can b sung,
hoan thién; can bo tiép nhan ho so ky, ghi 16 ho tén va giao cho nguoi ndp ho so.

Truong hop ho so khong thudce thim quyen giai quyet thi giai thich, huéng dan
nguoi di dang ky dén dung co quan c6 tham quyén giai quyét theo quy dinh.

- BO phan tiép nhan va tra két qua chuyen hd so dén cong chure tu phap — ho tich,
theo thoi gian nhu sau: Hb so tiép nhan trong bubi sang thi chuyen giao trong budi sang,
ho so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hd so tiép nhan thoi gian
con lai dugc chuyén giao cudi budi chiéu hang ngay.

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

- Sau khi cong chirc Tu phap — ho tich cdp xa thyc hién viéc dang ky khai sinh va
cap Gidy khai sinh cho tré em, can bo, cong chiic dugc giao nhiém vu lap ho so dang ky
thudng tri kém theo 18 phi chuyén cho co quan Cong an co tham quyén, cu thé: Dia ban
huyén thi chuyén cho Cong an x4, thi trdn thudc huyén; dia ban thi x4, thanh phd thudc
tinh, quan, huyén, thi xa thudc thanh phé tric thudc trung uong thi chuyen cho Cong an
cap huyén dé dang ky thuong tra cho tré em; dong thot lap ho so cap The bao hiém y té
chuyén cho Bao hiém xa hoi cap huyén dé cip Thé bao hiém y té cho tré em.

- Co quan Céng an, co quan Bao hiém xi hoi kiém tra hd S0, néu thay Qay du, hop
1€ thi thyc hién dang ky thuong tri (trong thoi han 15 ngay), cap Thé bao hiém y té cho
tré em (trong thoi han 10 ngay).

Truong hop hd so chua day du thi théng bao cho Uy ban nhan dan cap x3 biét, hoan
thién.

- Co quan Cong an, Bao hiém xa hoi chuyén tra két qua dang ky thuong tri, Thé
bao hiém y té cho tré em vé Uy ban nhan déan cap xa.

- B6 phan tiép nhan va tra ket qua theo co ché “Mot cira” tai Uy ban nhan dan cip
x4 tra két qua cho nguoi co yéu cau.

Khi tra Gidy khai sinh cho nguoi c6 yéu cau, cong chirc Tu phap — ho tich ghi vao
S6 dang ky khai sinh, yéu cau nguoi c6 yéu cau ky tén vao S6 dang ky khai sinh va Giay
khai sinh.

b) Cach thirc thyc hién: Nguoi co yéu cau thyc hién tryc tiép hodc uy quyen cho
nguoi khac thyc hién tai B phén tiép nhan va tra két qua theo co ché “Mot cira” cua Uy
ban nhan dan cép xa.

¢) Thanh phén, s6 luong hd so:
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* Thanh phan ho so:
- To khai dang ky khai sinh theo mau quy dinh.

- Giéy ching sinh do co'so'y té noi tré em sinh ra cap; néu tré em sinh ra ngoai co
sO y té thi gidy chimg sinh dugc thay bang vin ban xac nhan cua nguoi lam chimng;
truong hop khong c6 nguoi lam ching thi nguoi di khai sinh phai lam giay cam doan vé
viéc sinh 1a ¢6 thue. Doi voi truong hop tré em bi bd roi thi nop bién ban vé viée tré em
bi bo roi thay cho gidy ching sinh.

- Phiéu béo thay d6i ho khau, nhan khau (theo mau quy dinh); S6 ho khau cua cha,
me (ban chinh) hodc S6 ho khau ciia me (ban chinh) dbi véi trudng hop tré em ding ky
thudng tri theo me hodc S6 ho khau ciia cha (ban chinh) ddi véi truong hop tré em dang
ky thudng tra theo cha hodc S6 ho khiu ctia ngudi nudi dudng, cham soc tré (ban chinh)
d6i v4i trudong hop tré em khong diang ky thuong trii theo cha, me, ban sao Gidy khai
sinh cua tré.

+ Trudng hop tré em khong ding ky thudng tri ciing ho khiu véi cha, me ma dang
ky thuong tra theo ho khau cua nguoi khac thi ngoai ban sao Giy khai sinh, phai ¢6 y
kién bang vin ban ciia cha, me, c6 xac nhan cta Uy ban nhan dan cap x4, y kién dong y
ctia chu ho va S6 ho khau cua chu ho (ban chinh).

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

* S6 luong ho so: 01 bo.

d) Thoi han giai quyét ho so:

- Thot han thyc hién lién thdng cac thu tuc hanh chinh dang ky khai sinh, dang ky
thuong trh, cap thé bao hiém y t€ cho tré em dudi 6 tudi téi da khong qua 20 ngay lam
viéc, ké tir ngay nop du ho so theo quy dinh.

- Truong hop hd so, thong tin chua day du hoac chua dung quy dinh ma B¢ phan
tiép nhan va tra két qua cua Uy ban nhan dan cap xa phai hoan thién ho so, bd sung
thong tin theo yéu cau clia co quan Cong an, co quan Bao hiém xa hoi thi thoi han giai
quyét duoc kéo dai thém khong qua 02 ngay 1am viéc.

- Péi Vi cac xa cach xa tru s¢ co quan Bao hiém x3 hoi cap huyén hoic O quan
Cong an cap huyén tir 50 km tr¢ 1én, giao thong di lai kho khan, chua duoc két noi
Internet thi thot han tra két qua dugc kéo dai thém nhung khong qué 05 ngay lam vigce.

- Can c(r vao tinh hinh thyc té, cac dig phuong co thé quy dinh cu thé thoi han thue
hién lién thong cac thu tuc hanh chinh ngan hon thoi han t61 da néu trén.

d) Dbi twong thuc hién thu tuc hanh chinh: Cé nhan.

e) Co quan thyuc hién thu tuc hanh chinh

- Co quan c6 tham quyén quyet dinh: Uy ban nhan dan cp xi c6 tham quyén dang
ky khai sinh; co quan Cong an c6 tham quyén dang ky thuong tri; Bao hiém x4 hoi cap
huyén c6 tham quyén cap thé bao hiém y té cho tré em.

- Co quan hodc ngudi c6 thim quyén duoc uy quyén hodc phan cip thuc hién:
Khong.
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- Co quan tryc t1ep thyc hién tha tuc hanh chinh: Uy ban nhan dan cap Xd; co quan
Cong an c6 thAm quyén ding ky thudng tri; Bao hiém xi hoi c6 thim quyén céap thé bao
hiém y té cho tré em.

g) Tén mau don, mau t& khai:

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

- Phiéu béo thay dbi ho khau, nhan khau (Mau HKO2 ban hanh theo Thong tu s6
36/2014/TT-BCA ngay 09/9/2014).

- To khai tham gia bao hiém xa hoi, bao hiém y té (Mau sé: TK1-TS).

- Danh sach ngudi tham gia bao hiém y té (Mau D03-TS).

h) L¢ phi:

- Khai sinh: 5.000 dong.
Mién 1é phi d6i voi truong hop khai sinh dung han, nguoi thudc gia dinh ¢ cong
v6i1 cach mang; nguoi thudc ho nghéo; ngudi khuyét tat.
~ - bang ky thuong tra: 15.000 d6ng/lan dang ky thuong tri nhung khong cap so ho
khau tai cac phuong ndi thanh thudc thanh pho Hai Duong.

7.000 dong/lan dang ky ddi véi cac khu vuc con lai.

Khong thu 1¢ phi dang ky cu tri d6i voi cac truong hop: Con dudi 18 tudi cua liét
si; con duoi 18 tu()i, cua thuong binh; ho gia dinh tl}uéc dién x04 doi, gidm ngheo; cong
dan thudc x4, thi tran vung cao theo quy dinh cua Uy ban Dan tdc.

i) Két qua thuc hién tha tuc hanh chinh: Gidy khai sinh (ban chinh), S6 ho khau da
dang ky thuong tra cho tré em va Thé bao hiém y té.

k) Yéu cau diéu kién thuc hién thu tuc hanh chinh:

- Viéc dang ky khai sinh cho tré em dudi 6 tudi thude thim quyén giai quyét cua
Uy ban nhan dan cap xa.

- Céc co quan c6 tham quyén thuc hién lién thong cac thi tuc hanh chinh phai cing
thudc dia ban mdt huyén, thi xa, thénh pho thudc tinh cua tinh hodc cung thudc dia ban
mot quan, huyén, thi xa ctia thanh pho tryc thudc trung wong.

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Luat Cu trd nam 2006 (duogc stra doi, bo sung tai Ludt stra doi, bo sung mot sb
di€u cua Luat Cu tri nam 2013);

- Luat Bao hiém vy té nam 2008 (dugc sua d6i bd sung tai Ludt stra ddi, bo sung

mot s diéu cua Luat Bao hiém y t€ nam 2014);
- Luat hé tich nam 2014;

- Nghi dinh 6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét
mot s di€u va bién phap thi hanh Luat ho tich;

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nam 2014 cia Chinh phu quy dinh
chi tiét mot so di€u va bién phap thi hanh Luat Cu tru;

- Nghi dinh s6 105/2014/ND-CP ngay 15 thang 11 nim 2014 cua Chinh phu quy
dinh chi tiét va hudng dan thi hanh mot so diéu cia Luat Bao hiém y t¢;
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- Thong tu s6 80/2011/TT-BCA ngay 15/12/2011 ctia B6 Cong an quy dinh vé quy
trinh dang ky cu tru;
_ - Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 ciia B Cong an quy dinh vé biéu
mau su dung trong dang ky, quan 1y cu tru;

- Thong tu 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu cua Luét
ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ctia Chinh
phil quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat h tich;

- Thong tu 02/2014/TT-BTC ngay 02/01/2014 cua B6 Tai chinh hudng dan vé phi

va 18 phi thudc thdm quyén quyét dinh cua Hoi ddng nhan dan tinh, thanh phd truc thudc
Trung vong.

- Thong tu lién tich scf) 05/2015/TTLT-BTP-BCA-BYT ngay 10/6/2015 cua lién

Bo: Tu phéap, Cong an, Y té huéng dan thue hién lién thong cac thu tuc hanh chinh vé
dang ky khai sinh, dang ky thuong tri, cap Theé bao hiém y té€ cho tré em dudi 6 tuodi.

- Nghi quyét s6 17/2016/NQ-HDPND ngay 05/10/2016 cia Hoi dong nhan dan

tinh Hai Duong quy dinh mtre thu, ché do thu, ndp, quan 1y va st dung phi, 1é phi thudc
tham quyén quyét dinh ctia Hoi dong nhan déan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cua Hoi dong nhan dan tinh
Hai Duong sta ddi mot s0 ndi dung tai nghi quyét sé 17/2016/NQ-HDND ngay
05/10/2016 va nghi quyét sd 42/2017/NQ-HPND ngay 11/7/2017 ctia Hoi dong nhan
dan tinh Hai Duong.

114


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=15017
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=15017
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=15017

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KINh @Oz Do

Ho, chir dém, t&n NEUOT YU CAUS ......ovvvevececeeeeeeeeeee e
GIAY tO 1Y thAN: @)Lttt
NOT CU T B
Quan h¢ v&i ngudi duoc khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguéi dwéi day:

HOQ, Chill @I, TIN: ..ot e

Gidi tinh:.........ccoeeees Dan toc: ..vvvveeeeiiiiiiiieee e, Quéc tich: ..
L TH T3 o0 Ly OSSOSO
Ho, chivdém, tén cha: ...
Nam sinh: ......cccovveeeeee... Dan toc: .....coovvevnvrnennnnnn. Quéc tich: ...
INOT CU T ) et ee et ee et ee et s e
Ho, chit dém, t€n Me: ...

Nam sinh: ..........cccee.... Dan toc: .ccovvvvevieeeeiiiiin e, Quéc tich: ...
INOT CU T ©) ettt ettt ettt ettt e et e et et en et seeeeneeens

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtai: ....................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu

(Ky, ghi ro ho, chir dém, tén)
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Chu thich:
() Ghi rd tén co quan dang ky khai sinh
Vidu: - Uy ban nhan dan phuong Dié¢n Bién, Ba Pinh, Ha Noi
- Uy ban nhédn dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than ciia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014.

®) Ghi theo dja chi dang ky thudng tr; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam tr(; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo dia chi dang sinh sdng.

™ Truong hop sinh tai co so y té thi ghi rd tén co s& y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha No6i
- Tramy té xa Dinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Pinh Bang, huyén Tt Son, tinh Bic Ninh.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tw do - Hanh phiic

Mau HK02 ban hanh
theo TT 56 36/2014/TT-BCA

ngay 09/9/2014

PHIEU BAO THAY POI HQ KHAU, NHAN KHAU

Kinh gl oo
I. Théong tin vé ngudi viét phiéu bao
L. HO VAN Dot 2. Gi&i NN e,
3. CMIND SO:uveeeeeeeeeeeeeeeeeeeeeees e s eneeenee s 4. HO ChICU SO: oo
BT [0 1 10 o 1 T3 L OO SPRT

6. Dia Chi ChO & NN DAY c..eveceeveececeeee ettt ettt en st en et st en et en st anes

3. Ngay, thang, nam sinh: ........cc.ccceevrerienae. 4. DANtOC: .vveieeieeiieieeie 5. Qudc tich: .vvvvvrrreeinnen,

7. HO Chi€U SO: vevvvviiiiiieiiiee et

O, INGUYEN UAN: ..ottt b e etk b bRt b s bbb e bt e b e s b b et et e s b st e eneabenbe b e e

10. Ngh@ nghi€p, N0T LAM VIEC: ..v.vvuveecerieecieeieieciesee et

L Ao 10 o Yo SRR

12. Dia chi €hd & iGN NAY: ..ovvveeeeeeeeeeeee ettt sttt sttt na ettt ene s e

13. Hovatén chi hO: .ccveeiiiiiiiiiiee e, 14. Quan hé v&ichu hd: ...,

15. Noi dung thay d6i ho khau, nhan khau @:

16. Nhitng nguoi cing thay doi:

TT

Ho va tén

Ngay,
thang,
nam
sinh

Gioi
tinh

Noi
sinh

Nghé
nghiép

Quéc
tich

CMND
s0 (hodc
H9 chiéu
sé)

Quan hé
voi nguoi
cé thay
doi
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...... , ngay....thang....nam... weees, NEAY....thang....nAM...

Y KIEN CUA CHU HO @ NGUOI VIET PHIEU BAO
(Ghi ro ngi dung va ky, ghi ro ho tén) (Ky, ghi r6 ho tén)
XAC NHAN CUA CONG AN (4): covoereereeeeeeeseeeeiessessessesessassses s sesssssssssssessessessssssssssssssssssssnsssssasssssnss
...... , ngay...thang...nam...
TRUONG CONG AN:...........

(Ky, ghi ré ho tén va dong ddu)

(1) Viét chit in hoa dii ddu

(2) Ghi tém tdt ngi dung thay doz hé khdu, nhan khéu. Vi du: dang ky thuong tri, tam tri; thay déi noi diang
ky thuong trii, tam trii; tach s6 h khau; diéu chinh nhitng thay doi trong s6 ho khau ..

(3) Ghiro y kién ciia chii hé la dong y cho dang ky thuong trii, ding ky tam trii hodc dong ¥ cho tach s6 ho
khau, chu ho ky va ghi vo ho tén, ngay, thang, nam.

(4) A'p dung giéi voi truong hop: Xdc nhdn viéc cong dan trudc ddy da dang ky thuong tri va truong hop cdp
lai s0 ho khau do bi mat.

Ghi chii: Trwong hop nguoi viét phiéu béo ciing la nguoi c6 thay doi hg khau, nhan khdu thi cong dan chi
can ké khai nhitng ngi dung quy dinh tai muc II.
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Mau s6: TK1-TS
(Ban hanh kém theo QP so: 1018 /0D-BHXH
ngay 10/10/2014 ciia BHXH Viét Nam)

BAO HIEM XA HOI VIET CONG HOA XA HQI CHU NGHIA VIET NAM
NAM Doc lap - Tu do - Hanh phuc

] TO KHAI THAM GIA ,
BAO HIEM XA HQIL, BAO HIEM Y TE

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:

[01]. Ho va t8n (Viét Chif in HOA): «..oeveeeee et

[02]. Ngay thang ndm sinh:

[03]. Gidi tinh: Nam |:|3 [04]. Ejt(}c: ............... , [05]. Quédc tich: .............
[06]. Noi cap gidy khai sinh (qué quéan):

[06.1]. X8, PRUONE . oovineitee ittt
[06.2]. QUAN, MUYEN ..ot e

[07]. Than nhan

[07.1]. Cha hodc Mg hoac Nguoi gidm hQ: ...,

[07.1]. ThAn nhan Khac: ... e

[08]. S& chimg minh thu (HO chiéu):

[08.1]. Ngay cap:

[08.2]. NOT CAP: .ot

[09]. Pia chi ding ky ho khau: [09.1]. S& nha, duong phd, thén xom:
ceveeneeenee [09.2]. X&, phuong ..o [09.3]. Quan, huyén

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

[10]. Pia chi lién hé (noi sinh séng): [10.1]. S6 nha, duong phd, thén xom:

veenereennne [ 10.2].X34, phuong ................. [10.3].Quan, huyén..............
[10.4].Tinh, TP....oouiiieeee e
[11]. S6 dién thoai lién hé: ............oovevvnnenn.. [12].Email ....oovvneeneeennn.
[13]. Noi dang ky kham chita bénh ban dau: ...................oooiiieeeeiiii..

B. THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE:
I. CUNG THAM GIA BAO HIEM XA HQI BAT BUQC, BAO HIEM Y TE
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ngay ..../.../...... c6 higu luc tr ngay .../ .../ ....... loai hop dong
[15]. Tén co quan, OM VIi ...ouuinriieieti ittt et eeaeeeeaans
[16]. Chirc vu, chitc danh nghé, CONG VIEC: 1.ttt
[17]. Luong chinh: ..............ocoiiiiiini. [18]. Phy cép: [18.1]. Chirc vu..................., [18.2]
TN vuot khung ........., [18.3]. TN nghé ............. , [18.4]. Khiac ...,

II. THAM GIA BAO HIEM XA HQI TU NGUYEN

[19]. Mirc thu nhap thang déng bao hiém xa hoi ty nguyén: ........................
[20]. Phuong thirc dOng: ........c.oiviiiii e

I1I. CHI THAM GIA BAO HIEM Y TE

[21]. Tham gia bao hiém y té theo dbi twong: ............oovveeiiiieeiiiiiee e,

[22]. Mirc tién 1am cin cir dong bao hidm y t&: .............ccooeiiiiiiiiiieiiii,

[23]. Phuong thirc dONg: ........o.iuieiiii e

T61 cam doan nhitng ndi dung ké khai la
dung va chiu trach nhiém trudc phéap luat vé
nhiing ndi dung da ké khai.

........... ngay ....... thang ....... nam ...........

Ngwoi khai
(Ky, ghi ro ho tén)
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19. Lién thong cac thii tuc hanh chinh vé ding ky khai sinh, cAp Thé bao hiém
y té cho tré em dudi 6 tuoi

a) Trinh tu thuc hién:

- Nguo1 c6 yéu cau ndp ho so tai B§ phan ti€ép nhén va tra két qua theo co ché “Mot
cua” cua Uy ban nhan dan cap xa.

- Cén bo, cong chuc tiép nhan hd so c6 trach nhiém kiém tra glay to trong ho so,
néu ho so day du, hop 18 thi tlep nhan, viét gidy nhan ho so, hen tra két qua tung loai
viéc cho nguoi di dang ky; néu hd so thiéu hoic khong hop 1€ thi huong dan nguoi co
yéu ¢ cau bd sung hoan thién hd so; van ban huong dan phai ghi ddy du, rd rang loai gidy
to can bo sung, hoan thién; can bg tlep nhan ho so ky, ghi r0 ho tén va giao cho nguoi
nop hod so.

- Cong chirc Tu phap - ho tich cap xa dang ky khai sinh cho tré em ngay trong ngay
ti€p nhan ho so;

- Sau khi cong chirc Tu phap — ho tich cp xa thyc hién viéc dang ky khai sinh va
cap Gidy khai sinh cho tré em, cadn b, cong chirc dugc giao nhiém vu 1ap 1ap ho so cap
Thé bao hiém y t€ chuyén cho Bdo hiém xa hoi cap huyén dé cap Thé bao hiém y té cho
tré em.

- Co quan Béo hiém xi hoi kiém tra ho so, néu thdy day du, hop 18 thi thyc hién
cap Thé bao hiém y t€ cho tré em (trong thoi han 10 ngay).

Truong hop ho so chua day du thi thong bao cho Uy ban nhan dan cép x4 biét, hoan
thién.

- Co quan Bao hiém x3 hoi chuyén tra Thé bao hiém y té cho tré em vé Uy ban
nhan dan cap xa.

- B6 phan tiép nhan va tra ket qua theo co ché “Mot cira” tai Uy ban nhan dan cip
x4 tra két qua cho nguoi c6 yéu ciu.

Khi tra Gidy khai sinh cho ngudi co yéu cau, cong chirc Tu phap — ho tich ghi vao
S6 dang ky khai sinh, yéu cau nguoi ¢ yéu cau ky tén vao S6 diang ky khai sinh va Gidy
khai sinh.

b) Cach thirc thyc hién: Nguoi co yéu cau truc tiép hodc oy quyen cho nguoi khac
thuc hién tai B phan tiép nhan va tra két qua tai Uy ban nhan dan cip x4.

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so

- T khai ding ky khai sinh theo mau quy dinh.

- Gidy chimg sinh do co s& y té noi tré em sinh ra cap; néu tré em sinh ra ngoai co
s0' y t¢ thi gidy chimg sinh dugc thay bang van ban xac nhan cua nguoi lam chimng;
tru’O‘ng hop khong c6 nguoi lam chimg thi nguoi di khai sinh phai lam gidy cam doan vé

viéc sinh 1a c6 thuc. Do1 v6i trudng hop tré em bi bo roi thi ndp bién ban vé viée tré em
bi bo roi thay cho gidy ching sinh.

- To khai tham gia bao hiém y té,’Danh sach d& nghi cap thé bao hiém y té cho tré
em dudi 6 tudi cua Uy ban nhan dan cap xa (theo mau quy dinh).
* S6 luong hd so: 01 bo.
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d) Thoi han giai quyét ho so:

- Thot han thyc hién lién thong cac thu tuc hanh chinh dang ky khai sinh, cap thé
bao hiém y t€ cho tré em dudi 6 tudi toi da khong qua 15 ngay lam viée, ké tir ngay nop
da ho so theo quy dinh.

- Truong hop hd so, thong tin chua day du hodc chua dung quy dinh ma B9 phén
tiép nhan va tra ket qua ctia Uy ban nhan dan cip xd phai hoan thién ho s0, bd sung
thong tin theo yéu cau ciia co quan Bao hiém x4 hoi thi thoi han giai quyét duoc kéo dai
thém khong qua 02 ngay lam viéc.

- Dbi v6i cac xd cach xa tru s& co quan Bao hiém xd hoi cip huyén tir 50 km tré
1én, giao thong di lai kho khan, chua dugc két noi Internet thi thoi han tra két qua dugce
kéo dai thém nhung khong qué 05 ngay lam viéc.

- Can ctr vao tinh hinh thyc té, cac dia phuong co6 thé quy dinh cu thé thoi han thuc
hién lién thong céac thi tyc hanh chinh ngan hon thoi han téi da néu trén.

d) Poi tuong thuc hién thu tuc hanh chinh: C4 nhan.
e) Co quan thyuc hién thu tuc hanh chinh

- Co quan c6 thAm quyén quyet dinh: Uy ban nhan dan cap x4 c6 tham quyen dang
ky khai sinh; Bao hiém x3 hoi cdp huyén c6 thim quyén cip Thé bao hiém y té cho tré
em.

- Co quan hodc nguoi co thim quyén duoc y quyén hodc phan cap thuc hién:
Khong.

- Co quan tryc tiép thuc hién tha tuc hanh chinh: Uy ban nhan dan cép xa; Bao
hiém xa hdi c6 tham quyén cap thé bao hiém y té cho tré em.

g) Tén mau don, mau t khai:

- T khai ding ky ding ky khai sinh (Mau TP/HT-2012-TKKS.1).

- To khai tham gia bao hiém xa hoi, bao hiém y té (Mau sé: TK1-TS).

- Danh sach ngudi tham gia bao hiém y té (Mau D03-TS)

h) Lé phi: 5.000 dong.

Mién 18 phi ddi v6i truong hop khai sinh dang han, nguoi thugc gia dinh c6 cong
véi cdch mang; ngudi thuge hd ngheo; nguoi khuyet tat.

1) Ket qua thyc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh) va Thé bao
hiém y té.

k) Yéu cAu diéu kién thuc hién thu tuc hanh chinh:

- Viéc dang ky khai sinh cho tré em dudi 6 tudi thudc tham quyén giai quyét cila
Uy ban nhan dan cap xa.

- Céc co quan c6 tham quyén thuc hién lién thong cac thi tuc hanh chinh phai ciing
thudc dia ban mdt huyén, thi xa, thanh pho thudce tinh hodc cung thudc dia ban mdt quan,
huyén, thi xa thudc thanh phd truc thudc trung vong.

1) Can ctr phép ly cta thu tuc hanh chinh:
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-,Lugit B4o hiém y té ngim 2098 (duogc stra doi bd sung tai Luat stra doi, bo sung
mot sO di€u cua Luat Bao hi€ém y t€ nam 2014);

- Nghi dinh sé 158/2005/ND-CP ngay 27/12/2005 cta Chinh phi vé dang ky, quan
1y ho tich;

- Nghi dinh s6 06/2012/ND- CP ngay 02/02/2012 cua Chinh phu sta ddi, bd
sung mét sd diéu cua cac Nghi dinh vé ho tich, hon nhan va gia dinh va chimg thuc;

- Nghi dinh s6 105/2014/ND-CP ngay 15 thang 11 ndm 2014 cua Chinh phu quy
dinh chi tiét va hudng din thi hanh mot sb diéu cia Luat Bao hiém vy té;

- Thong tw 04/2020/TT-BTP quy dinh chi tiét thi hanh mot s6 diéu cua Luét
ho tich va Nghi dinh s 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ctia Chinh
pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

- Théng tu s6 02/2014/TT-BTC ngay 02/01/2014 ciia B tai chinh huéng dan vé
phi va 1€ phi thudc tham quyén quyét dinh cia Hoi dong nhan dan tinh, thanh pho truc
thudc Trung vong;

- Thong tu lién tich scf) 05/2015/TTLT-BTP-BCA-BYT ngay 10/6/2015 cua lién
Bo: Tu phéap, Cong an, Y té huéng dan thue hién lién thong cac thu tuc hanh chinh vé
dang ky khai sinh, dang ky thuong tri, cap Thé bao hiém y t€ cho tré em dudi 6 tuoi.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan dan
tiqh Hai Duong quy dinh murc thu‘, ché do thu, ndp, quan ly va sir dung phi, 1€ phi thudc
tham quyén quyét dinh ciia Ho1 dong nhan dan tinh Hai Duong.

- Nghi quyet 15/2019/NQ-HDND ngay 12/12/2019 cta Hoi ddng nhan dan tinh
Hai Duong stra ddi mot s0 ndi dung tai nghi quyét s 17/2016/NQ-HPDND ngay

05/10/2016 va nghi quyét sd 42/2017/NQ-HPND ngay 11/7/2017 ctia Hoi dong nhan
dan tinh Hai Duong.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH
KINh @O Dot

Ho, chir dém, tén NEUOT YU CAUS .....ovvvevececeeieeeeecee e
GIAY tO 1Y thAN: @)Lttt
NOT CU T ).t
Quan h¢ v&i ngudi duoc khai SINh: ..o
Pé nghi co quan diing ky khai sinh cho nguoi dwéi day:

HOQ, Chit @M, tEIN:........eiiiiiii et et e e s e e e b e e s nbr e e nrre e

Gidi tinh:.........cooevneean. Dan tOc: covveeiiiiieee e e, QuC tiEh: oo,
L@ TH T3 o0 Ly TPRR PR
Ho, chivdém, tén cha: ...

Nam sinh: ......ccoovveeee.... Dan toc: .....coovvevnvrnennnnnn. Quéc tich: ...
NOT CU T ) Lottt
Ho, chit dém, t€n M€ ...

Nam sinh: ..........cccee.... Dan toc: .ccovvvvevieeeeiiiiin e, Quéc tich: ...

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

T61 chiu hoan toan trach nhiém trude phap luat vé nodi dung cam doan cua minh.
Lamtai: ...................... , NQAY ........... thang ......... nam ...
Ngudi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Chu thich:
@) Ghi 16 tén co quan dang ky khai sinh
Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Binh, Ha Noi
- Uy ban nhédn dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than ciia ngudi di dang ky, ghi 16 sd, co quan cap, ngay
cap ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

Vi dy: Chirng minh nhan dan s 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2014.

®) Ghi theo dja chi dang ky thudng tri; néu khong c6 noi ding ky thuong tra thi ghi theo
dia chi dang ky tam tr(; truong hgp khong co noi dang ky thuong tra va noi dang ky tam tru thi
ghi theo dia chi dang sinh sdng.

™ Truong hop sinh tai co so y té thi ghi rd tén co so y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha No6i
- Tramy té xa Dinh Bang, huyén Tur Son, tinh Bic Ninh.

Trudng hop sinh ra ngoai co sd y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Pinh Bang, huyén Tt Son, tinh Bic Ninh.
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Mau s6: TK1-TS
(Ban hanh kém theo QP so: 1018 /0D-BHXH
ngay 10/10/2014 ciia BHXH Viét Nam)

BAO HIEM XA HOQI VIET CONG HOA XA HQI CHU NGHIA VIET NAM
NAM Doc lap - Tu do - Hanh phuc

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

S6 dinh danh:

A. THONG TIN CUA NGUOI THAM GIA:

[01]. Ho va t8n (Viét chit in BOA): «..oeveeeee et
[02]. Ngay thang ndm sinh: _ _
03]. Giéi tinh: Nam |:|3 [04]. Ejt(}c: ............... , [05]. Qudc tich: .............

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

[06.1]. X8, PRUONE . onveneet et et ettt
[06.2]. QUAN, MUYEN ..ot e
[07]. Than nhan

[07.1]. Cha hodc Me hoac Nguoi gidm hQ: ...
[07.1]. ThAn nhan Khac: ... e

[08]. S& chimg minh thu (HO chiéu):

[08.1]. Ngay cap:

[08.2]. NOT CAP: .ot

[09]. Pia chi ding ky ho khauw: [09.1]. S6 nha, duong phd, thon xoém:
ceveeneeenee [09.2]. X&, phuong ..o [09.3]. Quan, huyén

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

[10]. Pia chi lién hé (noi sinh séng): [10.1]. S6 nha, duong phd, thon xom:

veenereennne [ 10.2].X34, phuong ................. [10.3].Quan, huyén..............
[10.4].Tinh, TP....oouiiieeeee e
[11]. S6 dién thoai lién hé: ............oovevvnnenn.. [12].Email ....oovvneeneeennn.
[13]. Noi dang ky kham chita bénh ban dau: ...................cooiiiieeeiiiii..

B. THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE:
I. CUNG THAM GIA BAO HIEM XA HQI BAT BUQC, BAO HIEM Y TE
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ngay ..../.../...... c6 higu luc tr ngay .../ .../ ........ loai hop dong
[15]. Té€n co quan, OM VI: ...ouuieiieiiti ettt et et e e eeenans
[16]. Chirc vu, chitc danh nghé, CONG VIEC: 1.ttt
[17]. Luong chinh: ...............cooiiiiiin [18]. Phy cép: [18.1]. Chirc vu........co........., [18.2]
TN vuot khung ........., [18.3]. TN nghé ............. , [18.4]. Khiac ...,

II. THAM GIA BAO HIEM XA HQI TU NGUYEN

[19]. Mirc thu nhap thang déng bao hiém xa hoi ty nguyén: ........................
[20]. Phuong thirc dOng: ........c.oiviiiii e

I1I. CHI THAM GIA BAO HIEM Y TE

[21]. Tham gia bao hiém y té theo dbi twong: ............oovveeiiiieeiiiiiee e,

[22]. Mic tién 1am can ctr dong bao hiém y t&: .............cooooiiiiiiii

[23]. Phuong thirc dONg: ........o.iuieiiii e

T6i cam doan nhiing n6i dung ké khai 1a
ding va chiu trach nhi¢m trudc phap luat vé
nhiing ndi dung da ké khai.

........... ngay ....... thang ....... nam ...........
Nguoi khai

(Ky, ghi ro ho tén)
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IV. LINH VUC CHUNG THUC
1. Thii tuc cip bén sao tir s6 goc
a) Trinh tu thuc hién:

+ Ngudi yéu cau cip ban sao tir s6 gbc phai xuit trinh cc gidy t& phuc vu cho
yéu cau cap ban sao tur s6 goc. Trudng hop ngudi yéu cau cap ban sao tir s6 goc gui qua
buu dién thi phai giri kém theo ban sao c6 chung thuc gidy to theo quy dinh.

+ UBND cap xa can ctr vao s6 goc dé cap ban sao cho ngudi yéu cau; ndi dung
ban sao phai ghi theo ding nd1 dung da ghi trong s6 goc.

+ Trong truong hop khong tim thay s6 goc hoic trong s6 goc khong c6 thong tin
vé noi dung yéu cau cip ban sao thi UBND cap xa dang luu gilt s6 goc co trach nhiém
tra 101 bang vin ban cho ngudi yéu cau.

+ Ngudi yéu cau cap ban sao tir so gbe nhan két qua tai noi nop ho so hoic qua
buu di¢n (n€u ndp qua buu dién).

b) Céch thurc thuc hién: Nop hd so truc tiép tai BO phan tiép nhan va tra két qua
thuoc UBND cap xa luu s6 goc hodc guri yéu cau qua buu dién.

¢) Thanh phan, s6 luong hd so:

+ Truong hop ndp truc tiép thi xuét trinh ban chinh hodc ban sao c6 ching thuc
HO chi€u hodc chirng minh nhén dén hoac thé can cudc cong dan con gia tri st dung.

+ Truong hop ngudi yéu cau cap ban sao tir so gdc giri qua buu dién thi phai giri
kém theo ban sao c¢6 ching thuc gidy chimg minh nhan dan hodc Thé cin cudc cong
dan hodc ho chiéu con gia tri st dung, phong bi dan tem ghi r6 ho tén, dia chi ngudi
nhan cho UBND cép x4 cép ban sao.

+ Truong hop nguoi yéu cau la nguoi dai dién theo phép luat, ngudi dai dién theo
iy quyén ctia ca nhan, t6 chitc dugc cip ban chinh; cha, me, con; vo, chong; anh, chi,
em rudt; nguoi thira ké khac ctia nguoi duge cap ban chinh trong truong hop ngudi do
d3 chét thi phai xudt trinh gidy t& chirmg minh quan hé véi ngudi duoc cp ban chinh.

d) Thoi han giai quyét: Trong ngay UBND cip xa tiép nhan yéu cau hoic trong
ngay lam viée tiép theo, néu tiép nhan yéu ciu sau 15 gio. Trong trudng hop yéu ciu
cap ban sao tir s6 gdc duoc gui qua buu dién thi thoi han dugc thyc hién ngay sau khi
UBND cép x4 nhan du hd so hop 1é theo ddu buu dién dén.

d) Di twong thuc hién thu tuc hanh chinh: Ca nhan, t chic

e) Co quan thyc hién tha tuc hanh chinh: UBND cip xi dang quan 1y s6 goc
g) Két qua thyc hién tha tuc hanh chinh: Ban sao dugc cip tir s6 gbc

h) L¢ phi: Quy dinh riéng theo tirng linh vuc chuyén nganh.

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Phai c6 s6 gdc

1) Can cur phép 1y cua thu tuc hanh chinh:
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- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pha vé cip ban sao
tir ban chinh, chimg thuc chit ky va ching thuc hop ddng, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phép quy dinh chi
tiét va huéng dan thi hanh mot sb diéu cua Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thue hop ddng, giao dich.
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2. Thii tuc chirng thwe ban sao tir ban chinh gidy to, viin ban do co quan t6
chirc c6 tham quyén cia Viét Nam cap hoic chirng nhan

a) Trinh tu thyuc hién:

- Nguoi yéu cau chiing thyc phai xuat trinh ban chinh gidy to, van ban lam co s¢
deé chung thuc ban sao va ban sao can chung thuec.

- Trudng hop ngudi yéu cau chimg thyc chi xuét trinh ban chinh thi UBND cép
xa tién hanh chup tr ban chinh dé thuc hién ching thuc, trir truong hop UBND cap xa
khong c6 phuong tién dé chup.

- Nguoi thuc hién chirng thuc kiém tra ban chinh, d6i chiéu v&i ban sao, néu noi
dung ban sao dung v&i ban chinh, ban chinh gidy td, van ban khong thudc cac truong
hop ban chinh giay to, van ban khong dugc dung lam co s¢ dé chiing thuc ban sao nhu
quy dinh dudi day thi thyc hién ching thuc ban sao, nhu sau:

- Ghi day du 10i chimg chirng thyc ban sao tir ban chinh theo mau quy dinh;

- Ky, ghi rd ho tén, d6ng dau cia UBND cép xa thuc hién chig thyuc va ghi vao
s0 chung thuc.

Ddi v6i ban sao co tir 02 (hai) trang tro 1én thi ghi 10i chiing vao trang cudi, néu
ban sao c6 tur 02 (hai) to trd 1€n thi phai dong dau giap lai.

Mai ban sao dugc ching thuc tir mot ban chinh giéy t&, van ban hodc nhiéu ban
sao dugc chung thuc tor mot ban chinh gidy to, van ban trong cung mot thoi diém dugc
ghi mot sO ching thue.

- Khong duoc dung 1am co s dé ching thuc ban sao cac gidy td, vin ban sau:

- Ban chinh bi téy x0a, stra chira, thém, bt ndi dung khong hop €.

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

- Ban chinh dong diu mat cia co quan, t6 chirc c6 thim quyén hoic khong dong
dau mat nhung ghi rd khong dugc sao chup.

- Ban chinh ¢6 ndi1 dung trai phap luat, dao duc xa hdi; tuyén truyén, kich dong
chién tranh, chong ché do xa hdi chu nghia Viét Nam; xuyén tac lich str cia dan tdc Vigt
Nam; xtic pham danh dy, nhan pham, uy tin cua ca nhan, to churc; vi pham quyén cong
dan.

- Ban chinh do co quan, t6 chitc c6 thim quyén ciia nudc ngoai cip, cong chimg
hodc chiimg nhan chua dugc hop phéap hoa lanh sy theo quy dinh.

- Gidy to, van ban do c4 nhan ty 1ap nhung khong ¢ x4c nhan va déng dau cia
co quan, to churc ¢6 tham quyén.

+ Nguoi yéu cau chimg thuc nhan két qua tai noi nop ho so.

b) Céch thirc thuc hién: Nop hd so truc tiép tai BO phan tiép nhén va tra két qua
thudc UBND cap xa

130



¢) Thanh phan, s6 luorng hd so: Ban chinh gidy td, van ban lam co so dé chu:ng
thue ban sao va ban sao can chung thuc. TrlIO’l’lg hop ngudi yéu cau chung thue chi xut
trinh ban chinh thi co quan, td chuc tién hanh chup tir ban chinh dé thyc hién chung
thue, trir trudng hop co quan, t6 chtrc khong c6 phuong tién dé chup. Ban sao, chup tir
ban chinh dé thyc hién ching thuc phai c6 day di cac trang di ghi thong tin clia ban
chinh.

d) Thoi han giai quyet Trong ngay UBND cip x4 tiép nhan yéu cau hoic trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

D01 voi truong hop cung mot luc yeu cau chung thuc ban sao tir nhiéu loai ban
chinh glay td, van ban; ban chinh c6 nhiéu trang; yeu cau s6 luong nhleu ban sao; ndi
dung gidy to, vin ban phire tap kho kiém tra, ddi chiéu ma co quan, t6 chtrc thue hién
chtng thuc khong thé dap ung dugc thoi han quy dinh néu trén thi thoi han chimg thuc
duoc kéo dai thém khong qua 02 (hai) ngay lam viéc hodc c6 thé dai hon theo thda thuan
bang van ban v4i ngudi yéu cau chig thyc. Truong hop tra két qua trong ngay lam viéc
tiép theo hodc phai kéo dai thoi gian theo quy dinh thi ngudi ti€p nhan hd so phai co
phi€u hen ghi 1o thoi gian (gi0, ngay) trd két qua cho ngudi yéu cau chung thuc.

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 chuc

e) Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cap xa.

g) Két qua thuc hién tha tuc hanh chinh: Ban sao dugc ching thuc tir ban chinh

h) Lé phi: 2.000 dong/trang; tir trang thir 3 tré 1én thu 1.000 dong/trang, t6i da
thu khong qua 200.000 dong/ban.
i) Tén mau don, mau t& khai: Khong
k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khong
1) Can cur phép 1y cua tha tuc hanh chinh:
- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pha vé cip ban sao
tir ban chinh, ching thyc chit ky va ching thuc hop dong, giao dich;

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh Quy dinh
murc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thuc.
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3. Thii tuc chirng thwe chir ky trong cac gidy to, vin ban (dp dung cho ca
truong hgp chirng thwe diém chi va truedng hgp nguoi yéu cau chirng thue khong
thé ky, khong thé diem chi dugc)

a) Trinh tu thuc hién:

- Ngudi yéu cau chimg thyuc chit ky/diém chi/khong thé ky, khong thé diém chi
duoc phai xuat trinh cac gidy to phuc vu viéc chung thuc chir ky.

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

- Nguoi thyc hién chimg thyc kiém tra gidy to yéu cau chimg thyuc, néu thiy du
gidy to theo quy dinh, tai thoi diém chtng thuc, nguoi yéu cau ching thyc minh man,
nhan thirc va lam chi dugc hanh vi cia minh va viéc chirng thuc khong thude cac trudong
hop khéng duoc ching thuc chit ky thi yéu cau ngudi yéu cau chimg thuc ky/diém chi
trude mat nguoi thuc hién ching thyc va thuc hién ching thuc nhu sau:

- Ghi day du 10i chtng chiing thuc chit ky theo mau quy dinh;

- Ky, ghi rd ho tén, dong ddu cia UBND cép xa thuc hién chimg thuc va ghi vao
s0 chung thuc.

501 V01 gidy td, van ban cé tir (02) hai trang trd 1én thi gh1 161 ching vao trang
cudi, néu gidy to, van ban cé tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Truong hop khong dugce chirng thuc chit ky:

- Tai thoi diém chimg thuc, ngudi yéu cau chimg thuc chit ky khong nhan thirc va
lam chu dugc hanh vi ctia minh.

- Ngudi yéu cau chimg thue chit ky xuét trinh Gidy chtirng minh nhan dan hodc Ho
chiéu khong con gia tri st dung hodc gia mao.

- Gidy t0, van ban ma ngudi yéu cau ching thyuc ky vao c6 ndi dung trai phap luat,
dao dtc xa hoi; tuyén truyén, kich dong chién tranh, chéng ché do xa hoi chu nghia Vit
Nam; xuyén tac lich st cua dan toc Viét Nam; xic pham danh dy, nhan phém, uy tin
clia c4 nhan, t6 chirc; vi pham quyén cong dan

- Gidy t0, vin ban c¢6 nodi dung 1a hop ddng, giao dich, trir cac trudng hop chimg
thuc chit ky trong Gidy ty quyén d6i véi trudng hop iy quyén khong co thu lao, khong
c6 nghia vu bdi thudng cua bén duge Gy quyén va khong lién quan dén viéc chuyén
quyén sé hiru tai san, quyén st dung bat dong san hoic truong hop phap luit c6 quy
dinh khac.

+ Ddi véi tI'lIO‘ng hop chimg thue chit ky/diém chl/khong thé ky, khong thé diém
ch1 dugc tal bo phan tiép nhan va tra két qua thi cong chuc tiép nhan hd so kiém tra cac
gidy t0, néu nhan thdy ngudi yéu cau ching thuc c6 du didu kién quy dinh tai Khoan 2
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Diéu 24 Nghi dinh s6 23/2015/ND-CP thi dé nghi ngudi yéu cau chimg thyc ky/diém
chi vao gidy t& can ching thuc va chuyén cho ngudi c6 thim quyén ky ching thuc.

b) Céch thirc thyc hién: Nop h so truc tiép tai B0 phéan tiép nhan va tra két qua
thuoc UBND cap xi hodc ngoai tru sd ctia co quan thyc hién ching thuc néu ngudi yéu
cau chtirng thuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam giit, tam giam,
thi hanh an phat tu hodc c6 1y do chinh dang khac.

¢) Thanh phan, s6 luong ho so:

- Ban chinh hodc ban sao c6 chung thuc Ho chiéu hodc chirng minh nhan dan
hodc thé can cudc cong dan con gia tri st dung.

- Gidy t0, van ban ma minh s& ky/diém chi. Truong hop chirng thuc chir ky trong
gidy td, van ban bang tiéng nudc ngoai, neu ngu:(n thyc hién chumg thuc khong hiéu o
n6i dung ciia gidy to, vin ban thi ¢ quyén yeu cau nguoi yéu cau ching thuc nop kem
theo ban dich ra tiéng Viét noi dung cua gidy to, van ban d6 (ban dich khong can cong
chtng hodc chimg thue chir ky nguoi dich, ngudi yéu cau ching thuc phai chiu trach
nhiém vé noi dung cua ban dich).

d) Thoi han thuc hién yéu cau chimg thyc: Trong ngay UBND cép xa tiép nhan
yéu cau hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong
hop tra két qua trong ngay lam viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu
hen ghi 5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cu ching thyec.

@) D6i trong thyc hién thi tuc hanh chinh: C4 nhan
e) Co quan thuc hién thi tuc hanh chinh: UBND cép xa

g) Két qua thuc hién thu tuc hanh chinh: Gidy to, vin ban dugc ching thyc chir
ky/diém chi.

h) Lé& phi: 10.000 dong/truong hop (truong hop dugc tinh 1a mot hodc nhiéu chir
ky trong mot gidy td, vin ban)

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khdng

1) Can ctr phép 1y cta tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cip ban sao

tir ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phéap quy dinh chi
tiét va huéng dan thi hanh mot sb diéu cua Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, chig thuc chir ky va ching
thuc hop ddng, giao dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta B6 Tai chinh Quy dinh
muc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc.
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4. Thii tuc chirng thwe hop ddng, giao dich lién quan dén tai san 13 dong san,
quyén st dung dat va nha &

a) Trinh tu thuc hién:
- Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

- Ngudi thye hién ching thyc kiém tra gidy to trong hd so yéu cau chig thuc, néu
day du, tai thoi diém chung thuc cac bén tham gia hop dong, giao dich ty nguyén, minh
man va nhan thtre, lam chti dugc hanh vi ctia minh thi thyc hién chiing thuec.

- Céc bén tham gia hop dong, glao dich pha1 ky trudc mat nguoi thuc hién ching
thue. Truong hop nguoi c6 thim quyen giao két hop dong cta cac td chuc tin dung,
doanh nghiép di ding ky chir ky mau tai co quan thuc hién ching thyc thi ¢6 thé ky
trudc vao hop dong; ngudi thyce hién ching thuc phai ddi chiéu chit ky cta ho trong hop
d6ng vai chit ky mau trudce khi thuc hién chimg thuc, néu nghi ngd chit ky trong hop
d6ng khac v6i chir ky mau thi yéu cdu nguoi d6 ky trude mat.

- Trudng hop nguoi yéu cau ching thuc khong ky dugc thi phai diém chi; néu
nguoi d6 khong doc dugce, khong nghe duoc, khong ky, khong diém chi dugce thi phai
c6 02 (hai) nguoi lam chung. Nguoi lam ching phai ¢6 di nang lyc hanh vi dan su va
khong c¢6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich. Nguoi 1am
chtng do nguoi yéu cau ching thyc b tri. Truong hop ngudi yéu cau ching thyc khong
b6 tri duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.

- Nguoi thyc hién chimg thyc ghi 10i ching twong tng véi timg loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, dong diu ciia co quan thuc hién chimg
thuc va ghi vao so chimg thuc. Pdi véi hop dong, giao dich ¢o tir 02 (hai) trang tré 1én,
thi ting trang phai dugc danh sé tht tu, co chit ky cua ngudi yéu cau ching thuc va
ngudi thue hién chimg thuc; s6 luong trang va 10i chiing duge ghi tai trang cudi cia hop
ddng, giao dich. Truong hop hop dong, giao dich co tir 02 (hai) to tré 1én thi phai dong
dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai
c6 ngudi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang luc hanh vi dan sy day du
theo quy dinh ctia phéap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching
thue st dung. Ngudi phién dich do ngudi yéu ciu chimg thue moi hodc do co quan thuc
hién chung thuc chi dinh. Thu lao phién dich do ngudi yéu cau chung thuc tra. Nguoi
phién dich c6 trach nhi¢m dich dﬁy du, chinh xac ndi dung cia hop déng, giao dich, noi
dung 161 chimg cho nguoi yéu cau chimg thuc va ky vao timg trang hop dong véi tu
cach la ngudi phién dich.

b) Céch thirc thuc hién: Nop ho so truc tiép tai Bo phan tiép nhan va tra két qua
thuoc UBND cép x4. Viée ching thuc cac hop dong, giao dich lién quan dén quyén cua
nguoi su dung dat dugc thuc hién tai Uy ban nhan dan cép xa noi c6 dat. Viéc chung
thuc cac hop dong, giao dich lién quan dén nha & duoc thuc hién tai Uy ban nhan dan
cAp x4 noi ¢6 nha.

¢) Thanh phén, s6 luong ho so:
* Thanh phan ho so:
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- Dy thao hop déng, giao dich;

- Ban sao Gidy chirmg minh nhan dan hoic thé cin cudc cong dan hodc Ho chiéu
con gia tr1 su dung ciia nguoi yéu cau ching thyc (xuat trinh kem theo ban chinh dé doi
chiéu);

-Ban sao gidy chimg nhan quyén so hiru, quyén st dung hoidc ban sao gidy to thay
thé duoc phap luat quy dinh déi véi tai san ma phap luat quy dinh phai dang ky quyén

so hitu, quyén str dung trong truong hop hop dong, giao dich lién quan dén tai san do
(xuat trinh kém theo ban chinh dé doi chiéu).

* S6 luong hd so: 01 bd
d) Thoi han giai quyét:

Khong quéa 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu cau chimg thyc
hoic c¢6 thé kéo dai hon theo thoéa thuan bang vin ban v6i nguoi yéu cau ching thuc.
Truong hop kéo dai thoi han giai quyét thi nguoi tiép nhan ho so phai ¢ phiéu hen ghi
rd thoi gian (gid, ngay) tra két qua cho nguoi yéu cau ching thuc.

d) Dbi twong thuc hién thu tuc hanh chinh: Ca nhan, t6 chic

e) Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cép x4

g) Két qua thyc hién thu tuc hanh chinh: Hop dong, giao dich duoc ching thuc
h) Lé phi: 50.000 d6ng/hop dong, giao dich

Mién 1& phi chtng thuc hop dong thé chap tai san cho ca nhan, ho gia dinh vay
von tai t0 chirc tin dung dé phuc vu phat trién nbng nghiép, néng thon, gom cac linh vuc
Sau:

- Cho vay cac chi phi phat sinh phuc vu qua trinh san xuat kinh doanh san pham
nong nghiép tir khau san xuat dén thu mua, ché bién va tiéu thu.

- Cho vay phuc vu san xuit cong nghiép, thuong mai va cung tmg cac dich vu
trén dia ban ndng thon.

- Cho vay dé san xuat giong trong trong trot, chan nuoi, thuy san, trong rung va
cung ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.

- Cho vay phat trién nganh nghé tai dia ban nong thon.

- Cho vay phuc vu Chuong trinh myc tiéu Qudc gia vé xay dung noéng thon
moi.

- Cho vay céc nhu cau phuc vu doi séng cta cu dan trén dia ban nong thon.

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

i) Tén mau don, mau t& khai: Khong
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

1) Can ctr phép 1y cta thu tuc hanh chinh:
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- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phua vé cip ban sao
tr ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nim 2015 cta Chinh phu vé
chinh séch tin dung phuc vu phat trién néng nghiép, ndng thon;

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

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh Quy dinh
muc thu, ché do thu, ndp, quan ly va sir dung phi chirng thyc.

136


https://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=55/2015/N%C4%90-CP&area=2&type=0&match=False&vc=True&lan=1

5. Thi tuc chirng thyc di chic
a) Trinh tu thyuc hién:
- Nguoi yéu cau ching thuc ndp 01 bd hd so yéu cau chimng thuc.

- Ngudi thue hién ching thyc kiém tra gidy to trong ho so yéu cau chimg thue, néu
day du, tai thoi1 di€ém ching thuc nguoi 1ap di chuc ty nguyén, minh man va nhan thuec,
lam cha dugc hanh vi cia minh thi thyc hi¢n chirng thuec.

- Nguoi 1ap di chtc phai ky trude mat nguoi thue hién ching thuec.

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

- Nguoi thyc hién chimg thue ghi 161 chimg theo mau quy dinh; ky, ghi 10 ho tén,
dong diu cia co quan thuc hién chimg thuc va ghi vao s6 chtng thue. Pbi v6i di chiic
c6 tir 02 (hai) trang tro 1én, thi ting trang phai duoc danh s6 thit tw, c6 chit ky cia ngudi
yéu cau chung thuc va ngudi thuc hién ching thuc; sé lugng trang va 10i ching duoc
ghi tai trang cudi cua di chiic. Truong hop di chiic ¢6 tir 02 (hai) to trd 1én thi phai dong
dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thuc khong théng thao tiéng Viét thi phai
¢6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang luc hanh vi dan sy day di
theo quy dinh ctia phéap luat, thong thao tiéng Viét va ngdén ngit ma ngudi yéu cau ching
thue st dung. Ngudi phién dich do nguoi yéu cau chimg thuc moi hodc do co quan thyc
hién chimg thyc chi dinh. Thu lao phién dich do ngudi yéu cau ching thuc tra. Nguoi
phién dich c6 trach nhi¢ém dich déy du, chinh xac nd1 dung cua di chuc, ndi dung 101
chimg cho ngudi yéu cau ching thuc va ky vao tig trang di chic voi tu cach 1a ngudi
phién dich.

b) Céch thurc thyc hi¢n: Nop ho so truc tiép tai B phan tiép nhan va tra két qua
thuéc UBND cap xa.

¢) Thanh phan, s6 lwong hd so:

* Thanh phan ho so:

- Du thao di chuc;

- Ban sao Giéy chirng minh nhan dan hoac thé can cudc cong dan hodac HO chiéu
con gia tri sir dung ctia ngudi yéu cau chimg thuc (xuét trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chiimg nhan quyén s¢ hitu, quyén sir dung hodc ban sao gidy td
thay thé dugc phap ludt quy dinh doi véi tai sdn ma phap ludt quy dinh phai dang ky
quyén s¢ hitu, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san do; trur truong hop nguoi 1ap di chuc dang bi cai chét de doa dén tinh mang (xuat
trinh kém theo ban chinh dé do6i chiéu).
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* S luong ho so: 01 bd
d) Thoi han giai quyét:

Khong qué 02 (hai) ngdy 1am viéc, ké tir ngdy nhan du ho so yéu cau chimg thuc
hodc c6 thé kéo dai hon theo thoa thuin bang vin ban véi ngu:0’i yéu cau chu’ng thuec.
Truong hop kéo dai thoi han g1a1 quyét thi nguoi tlep nhan ho so phai co phiéu hen ghi
rd thoi gian (gid, ngay) tra két qua cho nguoi yéu cau ching thuc.

d) béi tuong thuc hién thu tuc hanh chinh: C4 nhan, td chuc

e) Co quan thyuc hién thu tuc hanh chinh: Uy ban nhan dan cép xa
g) Két qua thyc hién tha tuc hanh chinh: Di chuc dugc ching thuc
h) Lé phi: 50.000 dong/di chic.

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khéng

1) Can ctr phép 1y cta thu tuc hanh chinh:

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

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

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh Quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi chung thuec.
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6. Thii tuc chitng thwe viin ban tir chdi nhéin di san
a) Trinh tu thyuc hién:
- Nguoi yéu cau ching thuc ndp 01 bd hd so yéu cau ching thuc.

- Ngudi thue hién ching thyc kiém tra gidy to trong ho so yéu cau chimg thue, néu
day du, tai thoi diém ching thyc nguoi tr choi nhan di san ty nguyén, minh man va nhan
thire, lam chu dugc hanh vi cia minh thi thuc hién chirng thuc

- Nguoi tr chdi nhan di san ky trude mat nguoi thuc hién ching thyec.

- Truong hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguoi lam chirng. Nguoi lam chirng phai c6 du nang lyc hanh vi dan su va
khong c¢6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam chiang do
nguodi yéu cau chimg thuc b tri. Trudng hop ngudi yéu cau chimg thuc khong bd tri
duoc thi dé nghi co quan thyc hién chung thyuc chi dinh nguoi lam ching.

- Nguoi thyc hién chimg thue ghi 161 chimg theo mau quy dinh; ky, ghi 10 ho tén,
dong diu cta co quan thuc hién ching thuc va ghi vao sé ching thyc. Di véi van ban
tir chéi 6 tir 02 (hai) trang trd 1én, thi ting trang phai duoc danh so thir tu, ¢ chir ky
clia nguoi yéu cau ching thuc va ngudi thuc hién ching thuc; sé lugng trang va 10i
chtng duoc ghi tai trang cudi cua vin ban tir chdi nhan di san. Truong hop vin ban tir
chdi nhan di san c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai
¢6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang luc hanh vi dan sy day du
theo quy dinh ctia phéap luat, thong thao tiéng Viét va ngdén ngit ma ngudi yéu cau ching
thue st dung. Ngudi phién dich do ngudi yéu ciu chimg thue moi hodc do co quan thuc
hién chimg thyc chi dinh. Thu lao phién dich do ngudi yéu cau ching thuc tra. Nguoi
phién dich c6 trach nhiém dich ddy du, chinh x4c ndi dung cia vin ban tir chdi nhén di
san, ndi dung 10i chimg cho ngudi yéu cau ching thyc va ky vao tig trang van ban tir
chdi nhan di san véi tu cach 1a ngudi phién dich.

b) Céch thurc thyc hi¢n: Nop hd so truc tiép tai B phéan tiép nhan va tra két qua
thuoc UBND cip x3.

¢) Thanh phan, s6 lwong hd so:
* Thanh phan ho so:
- Du théo van ban tir chdi nhan di san;

- Ban sao Giéy chtirng minh nhan dan hodc Thé can cudc cong dan hodac HO chiéu
con gia tri sir dung ctia ngudi yéu cau chimg thuc (xuét trinh kém theo ban chinh dé dbi
chiéu);

- Ban sao gidy chirg nhan quyén sé hitu, quyén str dung hoic ban sao gidy to thay
thé dugc phéap lut quy dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyén
so hitu, quyén str dung trong truong hop hop dong, giao dich lién quan dén tai san do
(xudt trinh kém theo ban chinh dé dbi chiéu).

* S6 luong hd so: 01 bd
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d) Thoi han giai quyét:

Khong quéa 02 (hai) ngdy 1am viéc, ké tir ngdy nhan du ho so yéu cdu chimg thuc
hoic c¢6 thé kéo dai hon theo thoa thudn bang vin ban v6i nguoi yéu cau ching thuc.
Truong hop kéo dai thoi han gidi quyét thi ngudi ti€p nhan ho so phai c6 phiéu hen ghi
1 thoi gian (gid, ngay) tra két qua cho nguoi yéu cau ching thuc.

d) béi tuong thuc hién thu tuc hanh chinh: C4 nhan, t6 chirc

e) Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cip x4

g) Két qua thuc hién thu tuc hanh chinh: Van ban tur chdi nhan di san duoc ching
thuc

h) Lé phi : 50.000 ddng/vin ban.

i) Tén mau don, mau t& khai: Khong

K) Yéu cau, diéu kién thuc hién thi tyc hanh chinh: Khéng

1) Can ctr phép 1y cta thu tuc hanh chinh:

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

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot sé diéu cua Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thuc hop dong, giao dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh Quy dinh
mure thu, ché d6 thu, ndp, quan 1y va str dung phi ching thue.
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7. Thi tuc chirng thyc van ban théa thuian phan chia di san ma di san la
dong sian, quyén sir dung dat, nha &

a) Trinh tu thuc hién:
- Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thurc.

- Ngudi thye hién ching thyc kiém tra gidy to trong hd so yéu cau chig thuc, néu
day du, tai thoi diém ching thuc cac bén tham gia thdéa thudn phan chia di san tu nguyén,
minh man va nhan thurc, lam chu dugc hanh vi cia minh thi thuc hién chung thyc.

- Cac bén tham gia thoa thuan phan chia di san phai ky trude mat nguoi thuc hién
chirng thuc.

- Truong hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi; néu
ngudi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 di nang lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam ching do
nguodi yéu cau chimg thuc b tri. Truong hop ngudi yéu cau chimg thuc khong bd tri
duoc thi dé nghi co quan thyc hién chung thyuc chi dinh nguoi lam ching.

- Nguoi thyc hién chimg thue ghi 161 chimg theo mau quy dinh; ky, ghi 10 ho tén,
dong dau cta co quan thuc hién ching thyuc va ghi vao so ching thyc. D6i voi vin ban
thoa thuan c6 tir 02 (hai) trang trd 1én, thi ting trang phai dugc danh sb thi tu, co chir
ky ctia ngudi yéu cau ching thuc va ngudi thuc hién chimg thuc; s6 luong trang va 10i
chtng duoc ghi tai trang cudi ctia vin ban thoa thuin. Trudng hop vin ban thoa thuan
c6 tir 02 (hai) to trd 18n thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai
c6 ngudi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang luc hanh vi dan sy day du
theo quy dinh ciia phéap luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching
thue st dung. Ngudi phién dich do ngudi yéu ciu chimg thue moi hodc do co quan thuc
hién chimg thyc chi dinh. Thu lao phién dich do ngudi yéu cau ching thuc tra. Nguoi
phién dich ¢6 trach nhiém dich dﬁy du, chinh xac ndi dung ctia van ban thoa thuan noi
dung 161 chimg cho ngudi yéu cau chimg thyuc va ky vao timg trang van ban thoa thuin
v6i tu cach 1a nguoi phién dich.

b) Céch thuc thyc hi¢n: Nop hd so truc tiép tai B phan tiép nhan va tra két qua
thuoc UBND cép xA.

¢) Thanh phan, s6 luong ho so:
* Thanh phan ho so:

- Dy thdo van ban thoa thuan phan chia di san;

- Ban sao Giéy chtirng minh nhan dan hodc Thé can cudc cong dan hodac HO chiéu
coOn gia tri st dung cua ngudi yéu cau chirng thuc (xuat trinh kém theo ban chinh dé doi
chiéu);

- Ban sao gidy chirng nhan quyén sé hitu, quyén sir dung hoic ban sao gidy to thay
thé dugc phap luat quy dinh doi voi tai sdn ma phap luat quy dinh phai dang ky quyén
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s& hitu, quyén sir dung trong trudng hop hop dong, giao dich lién quan dén tai san do
(xudt trinh kém theo ban chinh dé dbi chiéu).

* S lugng ho so: 01 bd
d) Thoi han giai quyét:

Khong qué 02 (hai) ngdy 1am viéc, ké tir ngdy nhan du ho so yéu cau chimg thuc
hodac co6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau chung thuec.
Truong hop kéo dai thoi han gidi quyét thi ngudi ti€p nhan ho so phai c6 phiéu hen ghi
r0 thot gian (gi0, ngay) trd két qua cho nguoi yéu cau ching thuc.

d) béi tuong thuc hién thu tuc hanh chinh: C4 nhan, td chuc

e) Co quan thyuc hién thu tuc hanh chinh: Uy ban nhan dan cép xa

g) Két qua thyc hién tha tyc hanh chinh: Vin ban thoa thuan phan chia di san
dugc chiing thuc

h) Lé phi: 50.000 d6ng/vin ban

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khéng

1) Can cur phép 1y cua thu tuc hanh chinh:

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

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia B6 Tu phap quy dinh chi
tiét va huéng dan thi hanh mot sb didu cua Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 cta Chinh pha vé cap ban sao tir ban chinh, chimg thuc chit ky va ching
thuc hop dong, giao dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh Quy dinh
mure thu, ché d6 thu, ndp, quan 1y va str dung phi ching thue.
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8. Thii tuc chirng thwe viin ban khai nhén di sain ma di sin 1a dong san, quyén
stra dung dat, nha &

a) Trinh tu thuc hién:
- Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau chimg thuc.

- Ngudi thye hién ching thyc kiém tra gidy to trong hd so yéu cau chig thuc, néu
day du, tai thoi di€ém ching thuc cac bén tham gia van ban khai nhan di san tu nguyén,
minh man va nhan thirc, lam chu dugc hanh vi cua minh thi thuc hién chung thuc.

- Cac bén tham gia khai nhén di san phai ky trudc mat nguoi thyc hién chirng thuc.

- Trudng hop ngudi yéu cau ching thuc khong ky duogc thi phai diém chi; néu
nguoi d6 khong doc dugce, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) nguodi lam chung. Nguoi lam ching phai ¢6 di nang lyc hanh vi dan su va
khong c¢6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam chiang do
ngudi yéu cau chimg thue b tri. Trudng hop ngudi yéu cau ching thyc khong b tri
duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.

- Ngudi thue hién ching thyc ghi 101 chting theo mau quy dinh; ky, ghi 1 ho tén,
dong dau cta co quan thuc hién ching thyuc va ghi vao so ching thyc. Pdi véi van ban
khai nhan c6 tir 02 (hai) trang trd 1én, thi timg trang phai duoc danh s6 thi tw, c6 chit ky
ciia nguoi yéu cau ching thuc va ngudi thuc hién ching thuc; sé lugng trang va 10i
chtng duoc ghi tai trang cudi ciia van ban khai nhan di san. Truong hop vin ban khai
nhan c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai
¢6 nguoi phién dich. Nguoi phién dich phai 1a ngudi ¢6 nang luc hanh vi dan sy day di
theo quy dinh ctia phép luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching
thuc str dung. Ngudi phién dich do nguoi yéu cau chimg thuc moi hodc do co quan thuc
hién chimg thyc chi dinh. Thu lao phién dich do ngudi yéu cau ching thuc tra. Ngudi
phién dich c6 trach nhiém dich dﬁy du, chinh x4c ndi dung cua van ban khai nhan di san,
ndi dung 16i chimg cho nguoi yéu cau ching thuc va ky vao ting trang van ban khai
nhan véi tu cach 1a ngudi phién dich.
b) Céch thirc thuc hién: Nop ho so truc tiép tai BO phan tiép nhan va tra két qua
thuéc UBND cép xA.

¢) Thanh phan, s6 luong ho so:
* Thanh phan ho so:
- Du thao van ban khai nhan di san;

- Ban sao Gidy chirg minh nhan dan hoic Thé cin cudc cong dan hodc Ho chiéu
con gia tri st dung ctia ngudi yéu cau chimg thuc (xuét trinh kém theo ban chinh dé ddi
chiéu);

- Ban sao gidy chirg nhan quyén sé hiru, quyén st dung hoic ban sao gidy to thay
thé dugc phéap luat quy dinh ddi véi tai san ma phap luat quy dinh phai dang ky quyén
so hiru, quyén str dung trong trudng hop vin ban khai nhan di san lién quan dén tai san
d6 (xudt trinh kém theo ban chinh dé dbi chiéu).
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* S6 luong ho so: 01 bo
d) Thoi han giai quyét:

Khong qué 02 (hai) ngdy 1am viéc, ké tir ngdy nhan du ho so yéu cau chimg thuc
hodc c6 thé kéo dai hon theo thoa thuin bang vin ban véi ngu:0’i yéu cau chu’ng thuec.
Truong hgp kéo dai thoi han g1a1 quyét thi nguoi tlep nhan ho so phai cé phiéu hen ghi
rd thoi gian (gid, ngay) tra két qua cho nguoi yéu cau ching thuc.

d) béi tuong thuc hién thu tuc hanh chinh: C4 nhan, td chuc

e) Co quan thyuc hién thu tuc hanh chinh: Uy ban nhan dan cép xa

g) Két qua thuc hién thu tuc hanh chinh: Van ban khai nhan di sdn dugc chung
thuc

h) Lé phi: 50.000 d6ng/vin ban

i) Tén mau don, mau t& khai: Khong

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khong

1) Can cur phép 1y cua thu tuc hanh chinh:

- Nghi dinh 56 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cp ban sao
ttr ban chinh, chung thuc chit ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot sé diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cta Chinh pha vé cap ban sao tir ban chinh, chimg thuc chit ky va ching
thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B6 Tai chinh Quy dinh
mure thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc.
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9. Thii tuc chitng thwe viée sira ddi, bé sung, hity bé hop dong, giao dich
a) Trinh tu thuc hién:

- Ngudi yéu cau chimg thuc xuat trinh gidy to tiy than con gia tri sir dung dé ngudi
thuc hién chung thuc ki€m tra va ndp 01 b ho so .

- Viéc sira ddi, bd sung, huy bo hop dong, giao dich di dugc ching thuc chi duge
thuc hién khi c6 théa thuan bang van ban cua cac bén tham gia hgp dong, giao dich.

- Viéc stra d6i, bd sung, hay bod hop ddng, giao dich duoc thuc hién tai UBND cip
xa da chu‘ng thuc hop dong, giao dich. Tru’cmg hop stra doi, bo sung, thay thé, hiy b0
mot phan hodc toan bd di chiic thi c6 thé chimg thyc tai bat ky co quan ¢6 thAm quyén
ching thyc nao.

- Nguoi thye hién ching thyc kiém tra giy to trong hd so yéu cau ching thuc, néu
day du tai thoi diém ching thyce cac bén tham gia hgp dong, giao dich ty nguyén, minh
man va nhan thtre, lam cht dugc hanh vi ctia minh thi thyc hién chiing thye.

- Céc bén tham gia hop dong, giao dich phai ky trudc mit nguoi thuc hién ching
thie. Trudng hop nguoi c6 thim quyén giao két hop dong cua cac to chirc tin dung,
doanh nghiép da ding ky chir ky mau tai co quan thyc hién ching thyc thi ¢6 thé ky
trudc vao hop dong; ngudi thyuce hién ching thuc phai ddi chiéu chit ky cua ho trong hop
dong voi chir ky mau trude khi thyc hién ching thuc, néu nghi ngd chit ky trong hop
d6ng khac v6i chir ky mau thi yéu cau nguoi dé ky trude mait.

- Trudng hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) nguodi lam ching. Nguoi lam ching phai ¢6 di nang lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén hop ddng, giao dich. Ngudi 1am
chirg do ngudi yéu cau chimg thuc bd tri. Trudng hop ngudi yéu cau ching thuc khong
bé tri duoc thi dé nghi co quan thyc hién ching thuc chi dinh nguoi lam ching.

- Nguoi thyc hién chimg thuc ghi 10i chiing tuong ung véi timg loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, dong diu ciia co quan thuc hién chimg
thue va ghi vao s6 chimg thuc. Dbi véi hop dong, giao dich ¢o tir 02 (hai) trang tré 1én,
thi ting trang phai dugc danh sé tht tu, co chit ky cua ngudi yéu cau ching thuc va
ngudi thue hién chimg thuce; sé luong trang va 101 chimg dugc ghi tai trang cudi cia hop
dong, giao dich. Truong hop hop dong, giao dich co tir 02 (hai) to trd 1én thi phai dong
dau gip lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai
¢6 ngudi phién dich. Nguoi phién dich phai 1a nguoi ¢ nang lyc hanh vi dan sy day da
theo quy dinh ctia phép luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching
thue st dung. Ngudi phién dich do ngudi yéu cau ching thuc moi hodc do co quan thuc
hién chimg thyc chi dinh. Thu lao phién dich do ngudi yéu cau chu:ng thuc tra. Nguoi
phién dich c6 trach nhi¢m dich day du, chinh xac ndi dung ctia hop dong, glao dich, noi
dung 10i ching cho ngudi yéu cau ching thuc va ky vao ting trang hop dong véi tu
cach 1a nguoi phién dich.
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- UBND cép x4 thyuc hién viéc sira ddi, bd sung, thay thé, huy bd mét phﬁn hoac
toan bd di chic phai thong bao bang van ban cho co quan da chiung thuc trudc day veé
ndi dung stra doi, bo sung, thay thé, huy bé mdt phan hodc toan bd di chuc dé ghi chtu
vao S6 chung thyc hop dong, giao dich.

- Nguoi yéu cau ching thue nhan két qua tai noi ndp hd so.

b) Cach thuc thuc hién: Nop hd so truc tiép tai B6 phan tiép nhén va tra két qua
thuéc UBND cap xa.

¢) Thanh phz}in, ) lwgng h so:

* Thanh phan ho so:

- Hop d@)ng, giao dich da dugc ching thuc;

- Dy thao hop ddng, giao dich sira d6i, bd sung, hity bo hop dong, giao dich da
dugc ching thuc;

- Trong truong hop ndi dung stra ddi, bd sung co lién quan dén tai san thi nguoi
yéu cau chirng thuc phai ndp ban sao kém ban chinh dé déi chiéu giay chirng nhan quyén
s& hitu, quyén stir dung hodc ban sao gidy to thay thé dugc phap ludt quy dinh doi véi tai
san ma phap luat quy dinh phai dang ky quyén so hitu, quyén st dung, trir truong hop
nguoi 1ap di chic dang bi céi chét de doa dén tinh mang.

* S lugng ho so: 01 bo

d) Thoi han giai quyét: Thoi han thuc hién yéu cau ching thuc phai duge bao
dam ngay trong ngay co quan, to chuc ti€p nhan yéu cau hodc trong ngay lam vi¢c ti€p
theo, néu tiép nhan yéu cu sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép
theo thi nguoi ti€ép nhan ho so phai ¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau chung thuc.

d) Déi tuong thuc hién thu tuc hanh chinh: C4 nhan, t6 chirc

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xa

g) Két qua thyc hién thu tuc hanh chinh: Hop déng, giao dich dugc ching thue

h) Lé phi: 30.000 déng/hop dong, giao dich.

Mién 18 phi chimg thuc hop dong thé chap tai san cho c& nhan, ho gia dinh vay
vén tai t chuc tin dung dé phuc vu phét trién ndng nghiép, nong thon, gom cac linh vuc
Sau:

- Cho vay cac chi phi phat sinh phuc vu qua trinh san xudt kinh doanh san phim
nong nghi¢p tir khau san xuat dén thu mua, ché bién va tiéu thu.

- Cho vay phuc vu san xuit céng nghiép, thuong mai va cung tng cac dich vu
trén dia ban nong thon.

- Cho vay dé san Xudt gidng trong trong trot, chin nudi, thuy san, trong rimg va
cung ung cac san pham, dich vu phuc vu qua trinh sdn xuat néng nghiép.

- Cho vay phat trién nganh nghé tai dja ban nong thon.
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- Cho vay phuc vu Chuong trinh muc tiéu Quéc gia vé xay dung nong thén
moi.

- Cho vay c4c nhu cau phuc vu doi séng cua cu dan trén dia ban nong thon.

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

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thyuc hién thi tuc hanh chinh: Khong

I) Can ctr phap 1y cua thu tuc hanh chinh:

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

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nim 2015 cta Chinh phu vé
chinh sach tin dung phuc vu phét trién néng nghiép, ndng thon;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot sé diéu ciia Nghi dinh sd 23/2015/ND-CP ngay
16/02/2015 cta Chinh pha vé cap ban sao tir ban chinh, chimg thuc chit ky va ching
thuc hop dong, giao dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh Quy dinh
mitc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc.
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10. Thii tuc sira 15i sai s6t trong hep dong, giao dich

a) Trinh tu thuc hién:

- Nguoi yéu cau ching thie ndp 01 bd hd so.

- Viéc stra 16i sai sot trong khi ghi chép, danh may, in hop déng, giao dich da duoc
chirng thuc dugc thyc hién theo thoa thuan bang van ban cua cac bén tham gia hgp dong,
giao dich, néu khong lam anh hudng dén quyén, nghia vu cta cac bén va duoc thyc hién
tai co quan da ching thuc hop dong, giao dich.

- Nguoi thyce hién chimg thuc gach chan 151 sai sot can stra, dong diu cua co quan
thuc hién chiing thuc va ghi vao bén 1€ ctia hop dong, giao dich ndi dung da sura, ho tén,
chir ky cua nguoi stra, ngay thang nam sua.

- Nguoi yéu cau ching thuc nhan két qua tai noi ndp ho so.

b) Céch thuc thuc hién: Nop hd so truc tiép tai BO phan tiép nhan va tra két qua
thudéc UBND cap xa.

¢) Thanh phan, s6 lugng ho so:

* Thanh phan ho so:

- Ban sao Gidy chitng minh nhan dan hodc Thé cin cudc cong dan hoic Ho chiéu
con gia tri st dung cia nguoi yéu cau chig thuc (xuat trinh ban chinh dé doi chiéu);

- Vin ban thoa thuan vé viéc stra 16i sai sot trong hop déng, giao dich da dugc
chirng thuc

- Hop déng, giao dich da dugc chiing thuc;

- Ban sao gidy ching nhan quyén sé hitu, quyén sir dung hodc ban sao gidy to
thay thé duogc phép ludt quy dinh doi voi tai san ma phép luat quy dinh phai dang ky
quyén s¢ hitu, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh ban chinh dé ddi chiéu).

* S lugng ho so: 01 bd

d) Thoi han giai quyét: Thoi han thyc hién yéu cau chimg thuc phai duge bao
dam ngay trong ngay UBND cap x4 tiép nhan yéu cau hodc trong ngay lam viéc tlep
theo, néu tiép nhan yéu ciu sau 15 gio. TruO’ng hop tra két qua trong ngay lam viéc tiép

theo thi ngudi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua
cho ngudi yéu cau ching thuec.

d) Déi tuong thuc hién tha tuc hanh chinh: Cé nhan, t6 chuc
e) Co quan thyc hi¢n tha tuc hanh chinh: UBND cép xa

g) Két qua thyc hién tha tuc hanh chinh: Hop ddng, giao dich dugc sta 151 ki
thuat

h) Lé phi: 25.000 dong/hop dong, giao dich.

Mién 1¢ phi chimg thuc hop dong thé chap tai san cho c& nhan, ho gia dinh vay
von tai t0 chirc tin dung d€ phuc vu phat trién nbng nghiép, néng thon, gom cac linh vuc
Sau:
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- Cho vay cac chi phi phat sinh phuc vu qua trinh san xut kinh doanh san pham
noéng nghiép tir khau san xuat dén thu mua, ché bién va tiéu thu.

- Cho vay phuc vu san xuit cong nghiép, thuong mai va cung tmg cac dich vu
trén dia ban nong thon.

- Cho vay dé san Xudt gidng trong trong trot, chan nu6i, thuy san, tréng rimg va
cung Ung cac san pham, dich vu phuc vu qua trinh san xuat nong nghiép.

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

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

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

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

i) Tén mau don, mau t& khai: Khong

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

1) Can ctr phap 1y cta thu tuc hanh chinh:

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

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nim 2015 ctua Chinh phu vé
chinh sach tin dung phuc vu phét trién ndng nghiép, ndng thon;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia B Tu phap quy dinh chi
tiét va huéng dan thi hanh mot so diéu cia Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cta Chinh pha vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh Quy dinh
muc thu, ché do thu, ndp, quan ly va sir dung phi chirng thyc.
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11. Thii tuc cip bén sao ¢é chirng thwe tir ban chinh hop dong, giao dich da
dwgc chirng thuce

a) Trinh tu thuc hién:

- Ngudi yéu cau cip ban sao c¢6 ching thyc tir ban chinh hop ddng, giao dich phai
xuat trinh cac gidy to theo quy dinh.

- Nguoi thye hién chimg thyc kiém tra gidy to do ngudi yéu cau cap ban sao cd
chirng thuc tir ban chinh hop dong, giao dich xuat trinh.

- Viéc cip ban sao c6 ching thue tir ban chinh hop ddng, giao dich di duoc ching
thuc dugc thuc hién tai co quan luu trit hop dong, giao dich.

- Co quan thyc hién ching thyc tién hanh chyp tir ban chinh hop dong, giao dich
dang duoc luu trir va thuc hién ching thuc nhu sau:

+ Ghi day di 10i chimg ching thuc chit kY theo mau quy dinh;

+ Ky, ghi 0 ho tén, dong diu cua co quan, td chirc thuc hién chtirng thuc va ghi
vao so chung thuec.

Déi véi ban sao co tir 02 (hai) trang trd 18n thi ghi 161 chimg vao trang cudi, néu
ban sao c6 tir 02 (hai) to trg 1€n thi phai dong dau giap lai.

Mbi ban sao dugc ching thuc tir mot ban chinh giéy td, van ban hodc nhiéu ban
sao dugc chung thuc tor mot ban chinh gidy to, van ban trong cung moét thoi diém dugc
ghi mét s6 ching thyec.

b) Céch thurc thyc hi¢n: Nop ho so truc tiép tai B phan tiép nhan va tra két qua
thuéc UBND cap xa.

¢) Thanh phan, s6 lugng ho so: Ngudi yéu cau ching thuc xuét trinh ban chinh
hodc ban sao c6 chung thuc, Gidy chirng minh nhan dan hodc Thé can cudc cong dan
hoac Ho chiéu con gia tri st dung.

d) Thoi han giai quyét: Trong ngay UBND cip x3 tiép nhin yéu cau hoic trong
ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan hd so phai co phiéu hen ghi ro thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chimg thye.

d) Déi tuong thuc hién tha tuc hanh chinh: Cé nhan, t6 chuc

e) Co quan thuc hién thu tuc hanh chinh: UBND cip x3 luu trit hop dong, giao
dich

g) Két qua thyc hién thu tuc hanh chinh: Ban sao hop dong, giao dich duoc ching
thuc

h) Lé phi: 2.000 dong/trang; tir trang thtr 3 trd 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban.

i) Tén mau don, mau t& khai: Khong
k) Yéu cau, diéu kién thyuc hién thi tuc hanh chinh: Khong
1) Can ctr phép 1y cta thu tuc hanh chinh:
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- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phua vé cip ban sao
tir ban chinh, chimg thuc chit ky va ching thuc hop ddng, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia B Tu phép quy dinh chi
tiét va huéng dan thi hanh mot sb diéu cua Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thue hop ddng, giao dich.

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh Quy dinh
muc thu, ché do thu, ndp, quan ly va sir dung phi chirng thyc.
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V. LINH VUC NUOI CON NUOI
1. Thi tuc ding ky nuéi con nuéi trong nudéc
a) Trinh tu thyuc hién:

- Nguoi nhan con nudi nép hd so ciia minh va ciia nguoi duge nhan 1am con
nudi tai UBND cép x4 noi nguoi dugc nhan 1am con nuéi thuong tri (d6i véi cac truong
hop théng thudng) hodc tai UBND cép x3 noi ngudi nhan con nudi thuong tri (néu 1a
cha dugong, me ké hodc ¢o, cau, di, cha, bac rudt cia ngudi duge nhan [am con nuoi hoac
co su thoa thuan gitra nguoi nhin con nudi voi cha me dé, nguoi gidm ho cua nguoi
dugc nhan lam con nuoi);

- Cong chtrc tu phép - ho tich kiém tra ho so, 13y y kién cia nhitng nguoi ¢6 lién
quan;

- Uy ban nhan dén cép x3 t6 chtrc dang ky nudi con nudi, trao Gidy chimg nhan
nudi con nudi cho cha me nuoi, cha me dé hodc ngudi giam ho hoac dai dién co s¢ nuoi
dudng (tai L& giao nhan con nudi). Trudng hop tir chdi dang ky, Uy ban nhan déan cép
xa phai tra 10i bang vin ban cho ngudi nhan con nudi, cha me dé hoic ngudi giam ho
hodc dai dién co s& nudi dudng.

b) Cach thuc thuc hién: Truc tiép tai tru s6 UBND cép Xa.

¢) Thanh phan, s6 luong ho so.

* Thanh phan ho so.

+ Ho so ctia nguoi nhan con nudi:

- Pon xin nhan con nudi (theo mau quy dinh);

- Ho chiéu/Chting minh nhan dan hodc gidy to c6 gia tri thay thé;
- Phiéu 1y lich tu phap (duoc cip chua quéa 06 thang);

- Van ban xac nhan tinh trang hon nhan;

- Gidy kham strc khoe do co so y té cip huyén tré 1én cip (duoc cip chua qua
06 thang);

- Vin ban x4c nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do
UBND cép x3 noi ngudi nhan con nudi thudng tra cp (trudng hop cha duong, me ké
hodc ¢0, cau, di, cht, bac rudt ctia nguoi dugc nhan lam con nudi thi khong can van ban
nay).

+ Ho so ctia nguoi duoc nhan lam con nudi:

- Gidy khai sinh;

- Giay kham strc khoe do co quan y té cap huyén tr¢ 1€n cap;
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- Hai 4nh toan than, nhin thang (chup khong qua 06 thang);

- Bién ban x4ac nhan do Uy ban nh4n dan hodc Cong an cap x4 noi phat hién tré
bi bo roi lap ddi voi tré em bi bo roi; Giéy chirng tir ciia cha dé, me dé hoac quyét dinh
ctia Toa an tuyén bd cha dé, me dé cua tré em 1a da chét dbi vé6i tré em md cdi; quyét
dinh ctia Toa an tuyén bd cha dé, me dé cua nguoi duge gidi thiéu lam con nuoi mét tich
ddi véi nguoi dugce gidi thi€u lam con nudi ma cha dé, me dé mat tich; quyét dinh cua
Toda 4n tuyén bd cha dé, me dé cia ngudi duge gidi thidu 1am con nudi mat ning luc
hanh vi dan sy d6i véi nguoi dugc gidi thi€u lam con nudi ma cha dé, me dé mat nang
luc hanh vi dan su;

- Quyét dinh tiép nhan ddi véi tré em & co sé nudi dudng.

* S luong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 30 ngay, trong do:

- Kiém tra ho so va 1ay ¥ kién: 10 ngay, ké tir ngdy nhan du ho so hop 18;

- Ghi vao s6 ding ky viéc nudi con nudi va Gidy chimg nhan nudi con nudi,
giao - nhan con nudi: 20 ngay, ké tir ngay c6 y kién dong y cua nhiing ngudi ¢ lién
quan (theo quy dinh ctia Piéu 21 Luét nudi con nudi).

d) Péi tuong thuc hién thi tuc hanh chinh: Ca nhan.

¢) Co quan thyc hién thi tuc hanh chinh:

- Co quan c6 thAm quyén quyét dinh: UBND cép x3 noi thuong tra ctia ngudi
nhan con nudi hodc cua nguodi dugce nhan [am con nudi.

- Co quan truc tiép thuc hién thu tuc hanh chinh: UBND cép x4 noi thudng tra
cua nguo1i nhan con nuoi hodc cua nguoi duge nhan lam con nuoi.

- Co quan phdi hop: Khong

g) Tén mau don, mau to khai:

- Pon xin nhan con nudi, mau TP/CN-2014/CN.02;

- T khai hoan canh gia dinh ctia ngudi nhan con nudi, mau TP/CN-
2011/CN.06.

h) Lé phi: 400.000d/trudng hop.

Mién 18 phi ding ky nudi con nudi trong nudc ddi véi truong hop cha duong
hodc me ké nhan con riéng cua vo hodc chéng lam con nuoi; co, cau, di, chua, bac rudt
nhan chau lam con nu6i; nhan tré em khuyét tat, nhiém HIV/AIDS, tré em méc bénh
hiém nghéo va ngudi c6 cong véi cach mang nhan con nudi.

i) Két qua thyc hién thi tuc hanh chinh: Gidy chtng nhan nuéi con nudi.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:
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+ Nguoi nhan con nudi phai ¢ du diéu kién sau:

- C6 nang lyc hanh vi dan sy day di;

- Hon con nudi tir 20 tudi tré 1én — khdng ap dung di véi treong hop cha duong
nhan con riéng cua vo, me ké nhan con riéng cua chong lam con nuéi hoic ¢, cau,di,
cha bac ruot nhan chau lam con nudi;

- C6 diéu kién vé stc khoe, kinh té, chd & bao dam viéc chim soc, nudi dudng,
gido duc con nudi - khdng ap dung ddi véi truong hop cha duong nhan con riéng cua
vg, me ké nhan con riéng cua chong lam con nudi hoic ¢, cau,di, cha bac rudt nhan
chau lam con nuoi;

- C6 tu cach dao dire tot.

+ Céc truong hop khong duge nhan con nudi:

- Pang bi han ché mot sb quyén ctia cha, me ddi voi con chua thanh nién;

- Pang chap hanh quyét dinh xtr 1y hanh chinh tai co s gido duc, co so chita
bénh;

- Pang chap hanh hinh phat ti;

- Chua duoc x6a an tich vé mot trong cac toi cd y xam pham tinh mang, suc
khoé, nhan phém, danh dy ctia nguoi khac; nguoc dai hodc hanh ha 6ng ba, cha me, vo
chéng, con, chau, ngudi c6 cong nuodi dudng minh; du dd, ¢p budc hoac chira chép nguoi
chua thanh nién vi pham phéap luat; mua ban, danh trdo, chiém doat tré em.

+ Tré em dugc nhan 1am con nudi phai c6 du diéu kién nhu sau:

- La tré em dudi 16 tudi (néu thude truong hop cha duong, me ké, o, cu, di,
ch, bac rudt nhan lam con nudi thi ¢6 thé dén dudi 18 tudi);

- M6t nguoi chi duge lam con nudi cua mot nguoi doc than hodc cua cé hai
nguoi 1a vo chong.

I) Can cu phap ly:

- Luat Nudi con nudi;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ciia Chinh pht quy dinh chi tiét
thi hanh mot sé diéu cia Luat Nuoi con nudi;

- Théng tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va hudng dan
viéc ghi chép, luu trir, sir dung biéu mau nudi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 stra d6i, bd sung mot sd didu
ctia Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 cua Bo Tu phap vé viée ban hanh va
huéng dan viéc ghi chép, luu trit, sit dung biéu mau nudi con nudi;
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- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 ctia Chinh phu quy dinh 1¢ phi
dang ky nudi con nudi, 1¢ phi cap gidy phép hoat dong ciia to chirc nudi con nudi nude
ngoai,

- Théng tu s6 267/2016/TT-BTP ngay 14/11/2016 huéng din lap du toan, quan
Iy, sir dung va quyét toan kinh phi ngan sach nha nuéc bao dam cho cong tic nudi con
nudi va cap, gia han, sira doi gidy phép hoat dong ctia to chirc nudi con nudi nude ngoai
tai Viét Nam.
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Mdu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tw do - Hanh phic

TO KHAI HOAN CANH GIA DPINH CUA NGUOI NHAN CON NUOI
PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VATEN: o NGAY SINN: .o
INOT STINL Lttt ettt et e bt e e st e e bt e eabe e bt e ense e st e snbeenseesreeannas
S6 Gidy CMND: ................... NOT CAP: e NEAY CAP oo,
INGHE NERICP: ..o nnes
INOT RIONE T ..ottt ettt et e e bt estaeebeesabeesbeessseenseessseenseessseenseens
Tinh trang hon NHANZ: ..........ccovoiueiiieieiece ettt

2. Ba:
HO VA tEN: .o Ngay Sinh: .ooceeiiieieniieeee e
INOT SINNL o
S6 Gidy CMND: ................... NOT CAP: oo, NEAY CAP v
NGHE NERIEP: ...voveeeeeeee ettt en s ennaees
NOT UONZ T ettt et et e et beesnaeeneens
Tinh trang hon NhANY: .........ccoooiuiiiiieieccece e

2 N O e ————————

= IMIUC thU NRAP: ettt sttt st es

8 Khai rd day la 14n két hon thi méy cua ngudi nhén con nudi, tinh trang con céi.

4 Khai nhu chi thich 1.

5 Khai 16 hién nay nguoi nhan con nuéi dang sdng cting véi ai; thai do cua nhitng ngudi trong gia dinh vé viée
nhan con nuoi.

156



............... , ngay........ thang.........nam..............
Ong Ba
(Ky, ghi r6 ho tén) (Ky, ghi ro ho tén)

Y kién ciia T trudng t6 dan phé/Truwdng thon vé ngudi nhan con nudi:

T6 trudong dan phd/Truéng thon
(Ky, ghi ro ho tén)

Xdc minh ciia cong chirc tw phdap - h tich®:

Nguwoi xac minh
(Ky, ghi r6 ho tén)

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r6 ho tén, chirc vu va dong dau)

Y kién clia can bd x4c minh vé cdc ndi dung ma ngudi nhan con nudi ty khai & trén. Panh gia ngudi nhan con

nudi du hay khong du diéu kién dé nhan con nudi.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Anh 4 x 6cm

Doc 1ap - Tw do - Hanh phic

PON XIN NHAN CON NUOI

(Dung cho truong hgp nudi con nudi trong nude)

Anh 4 x 6 cm

KD @O oo

Chuing toi/toi la:

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Nghé nghiép

Noi thuong tra

S6 Gidy CMND/Hb chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién hé

bién thoai/fax/email

C6 nguyén vong nhan tré em dwéi day lam con nuoi:

Hovatén:........ooovviiiiiiiii i, Giditinh: ...
Ngay, thang, nam SINh: .....cccoeeoiiiiiiiceeeceeee e
DN 3 101 o SRR
Dan toc: ...coovvvvvveeeeeeeeeeeeeeeeen Quéc TICH: oo

" Truong hop nguoi nhan con nudi thuong tri trong nudce, thi giri UBND x3/ phudng/thi tran noi c¢6 thim quyén
dang ky viéc nudi con nudi. Truong hgp ngudi nhan con nuodi va ngudi duge nhan lam con nudi tam tra & nude
ngoai, thi guri Co quan dai dién Viét Nam, noi cé thadm quyén dang ky viéc nudi con nudi.
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Tinh trang STC KNOG: ........oooiiiiiiiiiii e

Noi dang ky ho Khau thuong tri:..........oveveeeeeeeeeeeeeeeeeeeeeeeeeee e
NOT GANG CU Tttt ettt e b e e ses e e be e b e sne e
Gia dinh:

Ong Ba

Ho va tén

Ngay, thang, nam sinh

bia chi lién hé

bién thoai,/fax/ email

Quan hé voi tré em duoc
nhan lam con nuoi

CO SGNUOT AUTNED: ...t

Ly do nhan COn MUOGL: ...c.eeviieiiiiiieciieieee et

Néu duoc nhan tré em lam con nudi, chung t6i/t61 cam két s& chim soc, nudi dudng,
gido duc tré em nhu con dé ctia minh va thuc hién moi nghia vu cta cha me d6i véi con theo
quy dinh cta phap luat. Chiing t6i/toi cam két trong thdi han ba nam, ké tir ngdy giao nhan con
nudi, dinh ky 06 thang mot lan, giri thong bao vé tinh trang phat trién moi mat ciia con nudi (co

KEM theo ANI) ChO........oieieieeieicececeeeee ettt % noi chiing
t61/t6i thuong tra. ’
D& nghil® ..o xem xé&t, gidi quyet.
.................. , NgAY ........... thdng ......... ndM..............
ONG BA
(Ky, ghi r6 ho tén) (Ky, ghi r6 ho tén)

® Ghi 15 tén va dia chi co s& nudi dudng.
® Ghi tén UBND xa/phuong/thi tran hodc Co quan dai dién Viét Nam & nudc ngoai.
10 Nhu kinh giri.
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2. Thi tuc diang Ky lai viéc nudi con nudi trong nwéc

a) Trinh tu thyuc hién:

- Nguoi cd yéu cau ding ky lai viée nudi con nudi ndp To khai ding ky lai viée
nudi con nudi tai Uy ban nhan dan cp xa noi cha me nudi va con nudi thuong tra hodc
noi da dang ky viéc nudi con nudi trudc day (trudng hop yéu cau dang ky lai tai Uy ban
nhan dan cip xa khong phai 13 noi trude day da ding ky viéc nudi con nudi, thi To khai
phai c6 cam két ctia ngudi yéu cdu ding ky lai vé tinh trung thuc cia viée dang ky nuéi
con nudi trude d6 va co chit ky cua it nhat hai nguoi lam ching);

- Chu tich Uy ban nhan dan cip x3 ky va cép cho ngudi yéu cau ding ky lai 01
ban chinh Gidy ching nhan nudi con nudi.

b) Cach thirc thue hién: Truc tiép tai Uy ban nhan dan cap xa .

¢) Thanh phan ho so: To khai ding ky lai viéc nudi con nudi.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan di ho
so hop I¢.

d) Péi tuong thuc hién thi tuc hanh chinh: Ca nhan.

e) Co quan thyuc hién thua tuc hanh chinh:

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap xa.

- Co quan tryc tiép thyuc hién thu tuc hanh chinh: Uy ban nhan dan cap xa.
- Co quan phdi hop: Khong

g) Tén mau don, mau to khai: To khai dang ky lai viéc nudi con nudi, mau
TP/CN-2011/CN.04.

h) L¢ phi: Khéng.

i) Két qua thuc hién thi tuc hanh chinh: Gidy chtng nhan viéc nudi con nudi.

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

- S6 ho tich va ban chinh gidy t& dang ky nudi con nudi bi mat hozc hu hong
khong su dung duoc;

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.

I) Can cu phap ly:

- Luat Nudi con nudi;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ctia Chinh phu quy dinh chi tiét
thi hanh mot sé diéu cia Luat Nuoi con nudi;

- Théng tu s6 12/2011/TT-BTP ngay 27/6/2011 vé viéc ban hanh va hudng dan
viéc ghi chép, luu trilr, sir dung biéu mau nudi con nudi;
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- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 stra d6i, bd sung mot sd didu
ctia Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 cia Bo Tu phap vé viéc ban hanh va
huéng dan viée ghi chép, luu trit, sit dung biéu mau nudi con nudi;

- Nghi dinh sé 114/2016/ND-CP ngay 08/7/2016 cta Chinh phi quy dinh 1& phi
dang ky nudi con nudi, 1& phi cap gidy phép hoat dong ciia to chirc nudi con nudi nude
ngoai;

- Théng tu s6 267/2016/TT-BTP ngay 14/11/2016 hudng din lap du toan, quan
1y, str dung va quyét toan kinh phi ngan sach nha nudc bao dam cho cong tac nudi con
nudi va cap, gia han, sira doi gidy phép hoat dong ctia to chirc nudi con nudi nude ngoai
tal Viét Nam.
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Anh 4x 6 cm
(chuyp chua
qué 6 thang)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

Thnung toi /téi la:

TO KHAI PANG KY LAI VIEC NUOI CON NUOI
Kinh giri:

Mdu TP/CN-2011/CN.04

Anh 4x 6 cm
(chup chua
qua 6 thang)

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Quéc tich

Noi thuong tra

S6 Gidy CMND/H6 chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Pa nhin nguwoi co tén dwdi day l1am con nudi:

Hovatén:.........ceevveeeneinnnnnnn,

Ngay, thang, nam SINN:........ocoiiiii e
INOT STttt e be e et e s b e e snne e nnees
DaAN tOC: .oviiiiiiiiiie e QUOC tiEh: oo

NOT HUONZ Tt ettt ettt eesnbeenens
Phin khai vé bén giao con nudi trude day'?

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tra/tam tra

1 Trudng hop nudi con nudi trong nude, thi gui UBND xé/ phuong/thi trdn noi c6 thAm quyen dang ky lai viéc
nudi con nudi. Trudng hop nudi con nudi ¢b yéu t nudce ngoai, thi gui S& Tu phap, noi cé thAm quyén dang ky

lai viéc nudi con nudi.
2 Néu c6 duge céc thong tin nay.
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S6 Gidy CMND/H6 chiéu

Noi cap

Ngay, thang, nim cap

Pia chi lién hé

DPién thoai/fax/email

Quan h¢ véi tré dwge nhan 1am con nudi 3.,

TEN CO SO NUOT AUGTIZ: .ottt e e nnaes
Chutrc vu cua nguoi dai dién co s& NUOT dUONE: ....vvvvevvviiiiiiiiiee e
Viéc nudi con nudi da duwge dang Ky tai: ..........ccoooeiiiiiii

Chiing t61 cam doan 101 khai trén day 1a dung su that va chiu trach nhi€m trudc phap
luat vé cam doan cua minh.

B NI dang ky
.................................. , NQAY ..........thdng...........nam............

Ngwoi khai
(Ky, ghi ro ho tén)

Xac nhin ciia Nguoi lam chirng thir nhat* Xac nhin ciia Ngwoi lam chirng thir hai
TOU AN 1 sinh nam ........ Toi tén la sinh nim ...
S6 CMND Ut @ S6 CMND CU 10 Qe

T61 xin 1am chimg viéc nudi con nudi néu trén

T6i xin lam ching viéc nudi con nudi néu trén la :
dung sy that va xin chiu trach nhiém veé viéc lam la ding su that va xin chiu trach nhiém vé viéc lam
chung ctia minh. chimg cua minh.
................. ,ngay.....thang..... nam........ ey NQAY......th@Ng...... nam..........
(Ky, ghi r6 ho tén)

3 Ghi ré la cha, me dé; ngueoi giam hg hay co s6 nudi dudng. Néu la co s6 nudi dwdng thi ghi ré tén co 6 nudi diréng,
chirc vu cua nguoi dai dién co so nudi duong.
4 Khéng can co xdc nhén cia nguoi lam chimg néu dang ky lai viéc nudi con nuéi tai UBND cdp xa/STP noi da ding
ky viéc NCN truoc day.
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VI.LINH VUC BOI THUONG NHA NUOC

1. Thii tuc gidi quyét bdi thudng tai co quan c6 trach nhiém bdi thuong
trong hoat dong quan ly hanh chinh

a) Trinh tu thuc hién:

- Nguoi bi thiét hai gii hd so yéu cau bdi thudng dén co quan co trach
nhiém boi thuong.

- Khi nhan hd so yéu cau bdi thudng, co quan cé trach nhiém bdi thuong
phai kiém tra va xac dinh tinh hop 1€ cua don va cac giay to, tai liéu kem theo;
truong hop ho so khong day dua thi huéng dan nguoi yéu cau boi thuong bo
sung.

- Thu Iy don yéu cau bdi thuong: trong thoi han 05 ngay lam viéc, ké tur
ngay nhan duoc don yéu cau va cac gidy to hop 18;

- Xac minh thiét hai: trong thoi han 20 ngay, ké tir ngay thu Iy don yéu cau
bdi thudng; truong hop vu viée co nhiéu tinh tiét phirc tap hodc phai xac minh tai
nhiéu dia diém thi thoi han xac minh thiét hai c6 thé kéo dai nhung khong qué 40
ngay;

- Thuong luong boi thudng: trong thdi han 03 ngay lam viée, ké tir ngay
két thuc viéc xac minh thiét hai, nguoi dai dién phai tién hanh thuong lugng vai
nguoi bi thiét hai. Thot han thyc hién viée thuong luong la 30 ngay, ké tir ngay
két thic viéc xac minh thiét hai; trudng hop vu viéc c6 nhiéu tinh tiét phirc tap thi
thoi han thuong luong c6 thé kéo dai thém nhung khong qua 45 ngay;

- Quyét dinh giai quyét bdi thuong: trong thoi han 10 ngay, ké tir ngay két
thuc viéc thuong luong, co quan c6 trach nhiém boi thuong phai ra quyét dinh
giai quyét boi thuong.

b) Cach thire thuce hién: Truc tiép tai tru s& co quan hanh chinh hodc qua hé
théng buu chinh;

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so

- Don yéu cau bdi thuong (Mau 01a hoic 01b Ban hanh kém theo Thong tu
lién tich s6 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015)

- Ban sao van ban ctua co quan nha nuédce c6 thim quyén xac dinh hanh vi
trai phap luat ciia nguoi thi hanh cong vu (1a mot trong cac van ban sau day):

~ + Quyét dinh thu hoi, hity bo, thay thé, sira doi quyét dinh hanh chinh do
quyét dinh d6 dugc ban hanh trai phap luat;

+ Quyét dinh giai quyét khiéu nai cia ngudi c6 thim quyén theo quy dinh
cua phap luat vé khi€u nai;

+ Két luan ndi dung t6 cdo ctia ngudi co tham quyén theo quy dinh ctia phap
luat vé to cao;
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+ Két luan thanh tra giai quyét vu viéc khiéu nai, t6 cdo cia co quan nha
nudc c¢o6 tham quyén theo quy dinh cta phap luat vé thanh tra;

+ Ban 4n, quyét dinh ctua Toa an vé giai quyét vu 4n hanh chinh dé c6 hiéu
luc phap luat;

+ Ban an, quyét dinh cta Toa an vé viéc giai quyét vu an dan su da co hic¢u
luc phap luat tuyén huy quyét dinh hanh chinh;

+ Ban an, quyét dinh cia Toa an veé viéc giai quyét vu an hinh sy xac dinh
nguoi thi hanh cong vu c6 hanh vi pham t61 trong khi thi hanh cong vu ma tai Ban
an, quyét dinh d6 chua x4c dinh trach nhiém bdi thuong thiét hai do hanh vi pham
t01 ctia nguoi thi hanh cong vu gay ra trong khi thi hanh cong vu.

- Gidy iy quyén yéu cau bdi thuong hop phap, trong truong hop nguoi yéu
cau bdi thuong 1a nguoi dai dién theo ty quyén ciia nguoi bi thiét hai.

- Tai liéu, chung cir kém theo (néu co).

- Truong hop nguoi bi thiét hai chét ma nguoi thira ké cua nguoi bi thiét
hai giri don yéu cau boi thudng thi ngoai céc tai lidu trén, ho so yéu cau bdi thuong
con phai co cac tai liéu sau day:

+ Di chic cua nguoi bi thiét hai hodc van ban hop phap khac chirng minh
quyén thtra ké ciia nguoi yéu cau boi thuong;

+ Vin ban ty quyén hop phap vé viéc cr mot nguoi trong nhitng ngudi
thira ké hogic ctr nguoi khac khong phai 1a nguoi thira ké 1am nguoi dai dién cho
nhimg ngudi thira ké cua nguoi bi thiét hai thuc hién quyen yéu cau boi thuong,
trong trudng hop ngudi bi thiét hai o nhiéu nguoi thira ké;

+ Ching minh thu nhan dan va cac loai gidy to chimg minh quan h¢ cua ho
d6i v6i nguoi bi thiét hai nhu: ho khau, gidy ching nhan ding ky két hén, gidy
khai sinh ctia ngudi yéu cau bdi thudng... hodc xac nhan cia chinh quyén dia
phuong noi nguoi bi thiét hai cu tra hodc x4c nhan ciia co quan, t6 chirc noi nguoi
bi thiét hai lam viéc xac nhan ngudi bi thiét hai 1a than nhan cua nguoi yéu cau
bodi thuong.

(Truong hop ngudi bi thiét hai truc tiép giri hd so yéu cau bdi thuong tai co
quan c6 trach nhiém boi thuong thi giri ban photocopy cac gidy to nay, déng thoi
mang theo ban chinh dé dbi chiéu; Truong hop ngudi bi thiét hai gui ho so yéu
cau boi thudng dén co quan co trach nhiém bdi thuong thong qua duong buu dién
thi giri ban sao co chimg thuc céc gidy to nay).

d) Thoi han giai quyét ho so: 65 ngay ké tir nhan dugc hd so hop 18

- Trudng hop vu viéc c6 nhiéu tinh tiét phtic tap hodc phai xac minh tai
nhiéu dia diém va thoi han thuong luong thi thoi han giai quyét c6 thé kéo dai
thém nhung khong qua 100 ngay

d) Co quan thuc hién thu tuc hanh chinh: UBND cap x4
e) Péi tuong thuc hién thu tuc hanh chinh: c4 nhan, t6 chiic
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g) Tén mau don, mau to khai: Don yéu cau boi thuong (Mau 01a hoic 01b
Ban hanh kém theo Thong tu lién tich s6 18/2015/TTLT-BTP-BTC-TTCP ngay
14/12/2015).

g) Lé phi: Khong.

h) Két qua thuc hién thu tuc hanh chinh: Quyét dinh hanh chinh.

i) Yéu cau diéu kién thyuc hién thi tuc hanh chinh:

- Trach nhiém bdi thudng ctia Nha nudc trong hoat ddng quan 1y hanh chinh
chi phét sinh khi ¢6 du céc dicu kién sau day:

+ C6 van ban cta co quan nha nudc co tham quyén xac dinh hanh vi cua
nguoi thi hanh cong vu 1a trai phap luat;

+ Hanh vi trai phap luat cua nguoi thi hanh cong vy thugc pham vi trach
nhiém boi thuong quy dinh tai Bi¢u 13 cua Luat TNBTCNN;

+ C6 thiét hai thuc té xay ra;

+ C6 mdi quan hé nhan qua giira thiét hai thyc té xay ra va hanh vi trai phap
luat ctia nguodi thi hanh cong vu.

- Nha nuéc khong boi thuong dbi vai thiét hai xay ra hoan toan do 13i ciia
ngu’?’i bi thiét hai; trubng hop nguoi thi hé}nh cong vu va ngudi bi thiét‘ haiNCfmg
c6 161 thi Nha nudce chi boi thuong mot phan thiét hai twrong img véi phan 161 cta
nguoi thi hanh cong vu.

I) Can ctr phap 1y cta thu tuc hanh chinh:

- Luét Trach nhiém boi thuong ctia Nha nude 2009;

- Nghi dinh §6 16/2010/ND-CP ngay 03/3/2010 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mdt s6 di€u cua Luat TNBTCNN.

- Thong tu lién tich s6 18/2015/TTLT-BTP-BTC-TTCP~ ngay 14/12/2015
cua Bo Tu’ phap, B Tai chinh, Thanh tra Chinh phu huéng dan thuc hién trach
nhiém boi thuong ctia Nha nudce trong hoat dong quan 1y hanh chinh.
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Madu sé 01a (Ban hanh kém theo Thong e lién tich s 18/2015/TTLT/BTP-
BTC-TTCP ngay 14/12/2015 huong ddan thuc hién trach nhiém boi thuong cua
Nha nudc trong hoat dong quan ly hanh chinh)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

DON YEU CAU BOI THUONG
(doi véi cd nhdn bi thiét hai)
Kinh Ui .....cccoovvevciiiiiiiiiieeiieee (Tén co quan cé trach nhiém boéi
thuong)

TN BOT LQ: ... ... oottt it et et et e e et e e e et e e e e e e

Can cir (néu tén van ban quy dinh tai Piéu 3 Thong te lién tich sé
18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 cua B¢ Tuw phdp, Bo Tai chinh
va Thanh tra Chinh phi), téi dé nghi Quy co quan xem xét, giai quyét boi thuong
thiét hai theo quy dinh ciia Ludt Trdach nhiém boi thirong ciia Nha nude, bao gom
cdc khoan sau:

1. Yéu cdu thu thdp vin bin xdc dinh hanh vi trdi phdp ludt cia nguoi
thi hanh cong vu

(Trong trwong hop co quan nha nwée cé tham quyén da ban hanh vin ban
xac dinh hanh vi trdi phap ludt cua nguoi thi hanh cong vu nhung nguoi bi thiét
hai khéng c6 kha ndang cung cdp van bdan do).

2. Thi¢t hai do tai sdn bi xam pham (néu cd)
TR LT SAMN: ..ottt annee s

Dac diém ciia tai san (hinh dang, mau sdc, kich thude, cong dung, ndm sdn

xuat xudt xir tai SAN, NOT MUA AT SAN...) .o eeieeeeeieee e e et
Tinh trang tai san (bi phdt mai, bi mat, bj hie BONG):........ooovveeeeeeee v,
Gia tri taT SAN KU MUB ...t e e s enes
Gid tri tai san khi bi XaAm PRAM:...........cccoovvviiiiieiiiieeeee e e

Thiét hai do viéc khong sw dung, khai thac tai san (néu co):

(Kém theo tdi liéu chirng minh vé tdi san néu trén néu cd)
MUEC YEU CAU DOT TRUOTG: ... s
3. Thu nhdp thuc té bi mdt hodc bj giam siit (néu cd)



(Kem theo tai liéu chirng minh thu nhdp thuc té bi mat hodc bi giam sut)
4. Thiét hai do ton thit vé tinh than (néu co)

a) Truwong hop bi tam gitr, bi dwa vao trueong gido duong, co so gido duc, co
so chita bénh

S6 ngay bi tam giit / bi dwa vao tru"ong gido duong / co so gido duc / co so
chita bénh (twr ngay ................... AN NGAY ..o, ) e e e ngay.

SO 16N YU CAU DOT LRUONG ..o s,
b) Truong hop sirc khoé bi xam pham

Mite d@p sivc khoé bi ton hqi: ... .........

SO 16N YU CAU DOT LRUOTG: ... e,
5. Thiét hai vé vt chit do bi ton hai vé sirc khée (néu co)

a) Chi phi hop Iy cho viéc cuu chita, béi dwéng, phuc hoi sitc khde va chire
nang bi mat, bi QA SUt, DAO GOM:.............oeeeeeeeeeeeeeeeeeeeeeeeeeeseeers s,

(Kem theo ho so bénh dan, hoa don, chitng tir, xdc nhdn lién quan dén cac chi

phi trén).

b) Chi phi hop Iy va thu nhdp thuc té bi mat cia nguoi cham séc nguoi bi
thiét hai trong thoi Gian diéu tri (NEU CO):.........ooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e

(Kém theo gidy to chitng minh nhitng khodn tién trén)
¢) Triwong hop nguoi bi thiét hai mdt khd ndng lao déng

- Chi phi hop 1y cho nguoi thwong xuyén cham soc nguwoi bi thiét hai (néu
(010 ) XSS SPRROUTOURRPRRPPRON

- Khoan tién cap duwong cho nhitng nguoi ma nguoi bi thiét hai dang thuc
hién nghia vu cdp dudng (néu cé):

(Kém theo gidy to chitng minh nhitng khodn tién trén)
6. Tong cong so tién dé nghi béi thwong

Pé nghi Quy Co quan xem xét, gidi quyét boi thwong cho Téi vé nhitng thiét
hai trén theo quy dinh cua phap ludt./.
........ ngay..... thang..... nam.......

Nguwoi yeu cau boi thuwong
(Ky va ghi ro ho tén)
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Miu s6 01b (Ban hanh kém theo Thong t lién tich so 18/2015/TTLT-BTP-BTC-
TTCP ngay 14/12/2015 huong ddn thuc hién trach nhiém boi thuong cua Nha
nwoc trong hoat dong quan ly hanh chinh)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PON YEU CAU BOI THUONG THIET HAI
(doi voi truong hop nguoi bi thiét hai chét)

Kinh guri:....ccccoveveennen. (Tén co quan cé trach nhiém boi thuwong)
TR BOT LQ: ... oecov e et it e et e e e e e e e e e et e e e e e

La: ........... (Ghi vo quan hé voi nguoi bi thiét hai la: vo, chong, cha de,
me dé, cha nuoi, me nuoi, con deé, con nuoi, nguoi tryc tiép nuoi duwong nguoi bi
thiét hai, nguoi dwoc nguoi bi thiét hai truc tiép nudi duong).

Duwoc sw uy quyén cua nhitng nguoi sau (néu co):

Can civ (néu tén van bdan quy dinh tai Diéu 3 Thong tw lién tich sé
18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015 ciia B¢ Tw phdp, Bo Tai chinh
va Thanh tra Chinh phu), t6i dé nghi Quy co quan xem xét, giai quyét boi thuong
thiét hai theo quy dinh cua Ludt Trdach nhiém boi thuong cua Nha nudc, bao gom
cdc khoan sau:

1. Yéu céu thu thdp van ban xdc dinh hanh vi trdi phdp ludt ciia nguwoi
thi hanh cong vu

(Trong truong hop co quan nha nude c¢é tham quyén da ban hanh véin ban
xac dinh hanh vi trdi phap ludt cua nguoi thi hanh cong vu nhung nguoi bi thiét
hai khéng cé khd ndang cung cdp van ban do).

2. Thi¢t hai do ton thdt vé tinh than ... ... ...................cocoeeeoee e,

3. Chi phi cho viéc civu chita, boi dwong, cham séc nguwoi bi thigt hai trude
KRE CREE (MOU CO) ... .........cooeeve e e e e e et e e e

(Kém theo hé so bénh dn, héa don, chitng tir, xdc nhdn lién quan dén cdc chi
phi trén)
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4. Khodn tién cdp dwong cho nhitng nguwoi ma nguwoi bj thi¢t hai dang thuc
hién nghia vu cdp duwong (MU CO)... .............c.ccooevreeeieeieeeee et e eeeeeeeenns

(Kém theo gidy to chitng minh nhitng khodn tién cap dwéng trén)

5. Chiphi Mai tANQ... ... oo oot e e e e e e e e,
(Kém theo gidy chiing tir)

6. Tong cong so tien dé nghi boi thuwong ..................c.cococeeeeeeeennn..

Pé nghi Quy Co quan xem xét, gidi quyét boi thuwong thiét hai cho T6i theo
quy dinh cua phap ludt./.

Xdc nhén ciia UBND xd, phwong, thi trin ... ngay..... thang..... nam... ....
(Vé moi quan hé giita nguoi yéu cdau boi Ngwoi yéu cau boi thuwong
thwong va nguoi bi thiét hai da chét) (Ky va ghi ro ho tén)

(Ky, déng déu va ghi ré ho tén)
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2. Thii tuc chuyén giao quyét dinh giai quyét bdi thuong
a) Trinh ty thuc hién:

- Nguoi thue hién viée chuyén giao phai truc tiép chuyén giao quyét dinh
giai quyét bdi thuong cho nguoi bi thi¢t hai. Nguoi bi thiét hai phai ky nhan vao
bién ban hodc sd giao nhan quyét dinh giai quyét b01 thu:(mg Ngay ky nhén cua
nguoi bi thiét hai duoc tinh 14 ngdy nhan dugc quyét dinh giai quyét bdi thudng.

- Trong trudng hop nguoi bi thiét hai ving mit thi quyét dinh giai quyét boi
thuong o thé dugc giao cho ngudi than cd du ning lyc hanh vi dan su cung cu
tra vo1 ho. Nguoi than cua nguoi bi thiét hai phai ky nhén vao bién ban hoac sO
giao nhan quyét dinh giai quyét boi thuong. Ngay ky nhan cua nguoi than cung cu
tra dugc tinh 13 ngdy nguoi bi thiét hai nhan duge quyét dinh giai quyét boi thuong.

Trong truong hop nguoi bi thiét hai khong c6 nguoi than c6 du nang lyc hanh
vi dan sy cung cu tri hodc o6 nhung ho tur chéi nhan ho quyét dinh giai quyet boi
thuong thi c6 thé chuyén giao quyét dinh giai quyét boi thudng thong qua Uy ban
nhan dan cap x4 noi nguoi bi thiét hai cu tri.

Trong truong hop viée chuyén giao quyét dinh giai quyét boi thuong qua
nguoi khac thi nguoi thyc hién viée chuyén giao phai lap bién ban ghi 6 viéc
nguoi bi thiét hai ving mit, quyét dinh giai quyét boi thuong da duogc giao cho ai;
ly do; ngay, gio giao; quan h¢ gitta nguoi nhan ho voi nguoi bi thiét hai; cam két
giao ngay tan tay quyét dinh giai quyet b01 thuong cho ngudi bi thiét hai. Bién
ban c6 chir ky cua nguoi nhan chuyen quyét dinh giai quyét boi thuong va nguoi
thue hién viéc chuyén giao quyét dinh giai quyet bdi thudng, ngudi chung kién.

Trong truong hop nguoi bi thiét hai ving mat ma khong 10 thoi diém tro Ve
hodc khong r6 dia chi thi nguoi thyc hién viée chuyén giao quyét dinh giai quyét
bdi thuong phai 1ap bién ban vé viéc khong thue hién dugce viée chuyén giao. Bién
ban phai ¢ chit ky ctia ngudi cung cip thong tin vé& ngudi bj thiét hai.

Trong trudng hop nguoi bi thiét hai tir chdi nhan quyét dinh giai quyét boi
thuong thi ngudi thuc hién viée chuyen giao phai 1ap bién ban trong do néu 16 ly
do ctia viéce tir chdi, co xac nhan cua t6 truong t6 dan phd hoic Uy ban nhén dan,
cong an xa, phuong, thi tran vé viéc nguoi do tir chdi nhan quyét dinh giai quyét
boi thuong.

b) Céch thurc thuc hién:

¢) Thanh phan ho so:

- Quyét dinh giai quyét bdi thuong;

- Bién ban hodc s6 giao nhan quyét dinh giai quyét boi thudng.
d) Thoi han giai quyét ho so: Chua quy dinh.

d) Co quan thuc hién thi tuc hanh chinh: UBND cap x3

e) DPoi tuong thuc hién tha tuc hanh chinh: ca nhan, td chirc

g) Tén mau don, mau to khai: Khong.
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h) Lé phi: Khong.

i) Két qua thyc hién thu tuc hanh chinh: bién ban hoac s6 giao nhan quyét
dinh giai quyét boi thuong.

K) Yéu céu diéu kién thyc hién thi tuc hanh chinh: Khéng.
I) Can ctr phap 1y cua thu tuc hanh chinh:
- Luét Trach nhiém boi thuong cuia Nha nude 2009;

- Nghi dinh §6 16/2010/ND-CP ngay 03/3/2010 cua Chinh phu quy dinh
chi ti€t va hudng dan thi hanh mot s6 diéu cua Luat TNBTCNN.
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3. Thii tuc cap va chi tra tién bdi thudng trong hoat dong quan 1y hanh
chinh

a) Trinh ty thuc hién:

- Trong thoi han 05 ngdy lam viéc, ké tir ngdy ban an, quyét dinh giai quyét
bdi thudng co hiéu luc phap luit, co quan co trach nhiém bdi thudng phai chuyén
ngay ho so dé nghi boi thudng dén co quan tai chinh c6 trach nhiém bao dam kinh
phi theo quy dinh ctia Luat Ngan sach nha nudc dé cap kinh phi chi tra bdi thudng.

- Truong hop co quan cé trach nhiém bdi thudng ¢ co quan quan 1y cap
trén thi gri ho so d€ co quan quan ly cap trén tham dinh.

- Cham nhét 05 ngay lam viéc sau khi nhan dugc kinh phi, co quan c6 trach
nhiém bdi thuong td chirc chi tra cho nguoi bi thiét hai hoac nhan than nguoi bi
thiét hai. Viéc chi tra duge thue hién mot 1an br?lng tién mat hodc chuyén khoan
theo thoa thuan.

b) Cach thtrc thyc hién: Thuc hién mot lan bang tién mit cho nguoi dugc
nhén tién boi thuong hoac chuyén khoan theo y€u cau cua nguoi nhan tién boi
thuong.

¢) Thanh phan ho so:
- Van ban dé nghi cip boi thuong kinh phi

- Ban sao van ban, quyét dinh ctia co quan nha nudc c6 tham quyén xac
dinh hanh vi trai phap luat ciia nguoi thi hanh cong vy

- Ban an, quyét dinh giai quyét boi thuong cua co quan ¢ thim quyén co
hi¢u lyc phap luat.

_ d) Thoi han giai quyét ho so: 20 ngay 1am viée ké tir ngay nhan duoc ho so
boi thuong hop 1€.

d) Co quan thuc hién thu tuc hanh chinh: co quan c6 trach nhiém boi
thuong.

e) Déi tuong thuc hién tha tuc hanh chinh: cd nhan, t6 chirc
g) Tén mau don, mau t& khai: Khong.
h) L¢ phi: Khong.

i) Két qua thyuc hién tha tuc hanh chinh: bién ban giao nhan tién boi thuong
phu hop véi hinh thire giao nhan tién.

K) Yéu cau diéu kién thuc hién thi tuc hanh chinh: Khong.
I) Can ctr phap 1y cta thu tuc hanh chinh:
- Luét Trach nhiém bdi thudng ctiia Nha nude 2009;

- Nghi dinh ~sé 16/2010/ND-CP ngay 03/3/2010 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mét s6 di€u cua Luat TNBTCNN;
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- Thong tu lién tich s6 18/2015/TTLT-BTP-BTC-TTCP ngay 14/12/2015
cta Bo Tu phap, Bo Tai chinh, Thanh tra Chinh pht huéng dan thuc hién trach
nhiém boi thudng ciia Nha nude trong hoat ddng quan Iy hanh chinh.

- Thong tu lién tich s6 71/2012/TTLT-BTC-BTP ngay 09/5/2012 cia lién BO
Tai chinh, Bo Tu phép quy dinh viée lap du toan, quan 1y, st dung va quyét toan
kinh phi thuc hi¢n trach nhiém boi thuong cia Nha nudc.
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4. Thii tuc giai quyét khiéu nai vé bdi thwong nha nwéc lin dau
a) Trinh tu thuc hién:

+ Ngudi bi thiét hai gtri don khiéu nai;

+ Co quan ¢ tham quyén thu Iy giai quyét;

+ Xac minh ndi dung khiéu nai;

+ T6 chire d6i thoai;

+ Ban hanh quyét dinh giai quyét khiéu nai;

+ Gui quyét dinh giai quyét khiéu nai l1an dau.

b) Cach thuc thuc hién: ndp don khiéu nai truc tiép hoic qua hé thdng buu
chinh dén tru s& co quan thuc hién tha tuc hanh chinh.

¢) Thanh phan, s6 lugng hd so:

* Thanh phan ho so :

+ Pon khiéu nai hodc ban ghi 1o1 khiéu nai ;
+ Tai liéu, chtmg ctr do cac bén cung cap

* S luong ho so : 01 bod

d) Thoi han giai quyét:

+ Khong qua 30 ngay, ké tir ngay thy 1y; doi voi vy viéce phire tap thi thoi
han giai quyét co thé kéo dai hon nhung khong qua 45 ngay, ké tir ngay thu ly.

+ O ving siu, ving xa di lai kho khan thi thoi han giai quyét khicu nai
khong qua 45 ngay, ké tir ngay thu 1y; doéi véi vu viée phire tap thi thoi han giai
quyét co thé kéo dai hon nhung khong qua 60 ngay, ké tir ngay thu 1y.

d) Péi tuong thuc hién tha tuc hanh chinh: ca nhan, td chuc.
’ e) Co quan thuc hién tha tuc hanh chinh: Chu tich Uy ban nhan dan
cap xa.
~_0) Két qua thyc hién thu tyc hanh chinh: Quyét dinh giai quyét khiéu nai
lan dau.
h) L¢ phi: Khong.
i) Mau don, mau to khai : Khong quy dinh
k) Yéu cau, diéu kién thyuc hién thu tuc hanh chinh: Khdng
I) Can ctr phap 1y cta thu tuc hanh chinh:
+ Luat Trach nhiém boi thuong ctia Nha nudc 2009;

+ Nghi dinh~s6 16/2010/ND-CP ngay 03/3/2010 cta Chinh phu quy dinh
chi ti€t va hudng dan thi hanh mot s6 di¢u cua Luat TNBTCNN;
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+ Théng tu lién tich s6 06/2014/TTLT-BTP-TTCP-BQP ngay 14/02/2014
cua lién Bo Tu phap, Thanh tra Chinh phu, B Qudc phong hudng dan khiéu nai,
giai quyét khiéu nai vé bdi thudng nha nude trong hoat dong quan 1y hanh chinh

va thi hanh an dan su;
+ Luat Khiéu nai nim 2011;

~+ Nghi dinh sO 75/2012/ND-CP ngay 03/10/2012 cua Chinh phu quy dinh
chi tiét mot s6 diéu cua Luat Khiéu nai./.
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DANH MUC THU TUC HANH CHINH THUQC THAM QUYEN GIAI

QUYET CUA UBND CAP XA TRONG LINH VUC TU PHAP

. , X , CO QUAN
STT TEN THU TUC HANH CHINH | TRANG
i THU'C HIEN
| | LINH VUC HOA GIAI
1 | Tha tyc bau hoa giai vién UBND cép x4 4-11
2 | Thu tuc bau t6 truéng td hoa gidi UBNDcapxi | 12-14
3 | Thu tuc thoi lam hoa giai vién UBNDcapxd | 15-19
4 | Thu tuc thanh toan thu lao cho hoa giai vién UBND cap x4 20
Il | LINH VUC PHO BIEN GIAO DUC PHAP LUAT
1 | Thu tuc céng nhan Tuyén truyén vién phap luat UBND cap xa 21-22
2 | Thu tuc cho théi lam Tuyén truyén vién phap luat UBND cap x4 23
11l | LINH VUC HO TICH
1 | Pang ky khai sinh UBND cap xa | 24-28
2 | Bang ky két hon UBNDcapxd | 29-32
3 | Bang ky nhan cha, me, con UBND Cép Xa 33-37
4 | Dang ky khai sinh két hop nhan cha, me, con UBND Cép xa 38-44
5 | Pang ky khai tir UBNDcap xd | 45-49
6 | Dang ky khai sinh luu dong UBND capxd | 50-53
7 | Pang ky két hon luu dong UBND cap xa | 54-57
8 | Pang ky khai ttr luu dong UBNDcapxd | 58-61
9 | Pangky gidm ho UBNDcapxd | 62-66
10 | Pang ky cham dut giam ho UBND cap x4 67-71
11 | Thay déi, cai chinh, bd sung h tich UBNDcapxd | 72-76
12 | Cap Gidy x4c nhan tinh trang hon nhan UBNDcapxd | 77-83
13 | Dang ky lai khai sinh UBND cap xd | 84-88
14 Ir-]):;f ky khai sinh cho nguoi da c6 ho so, gidy to ca UBND cap xa 89-94
15 | bang ky lai két hon UBNDcapxd | 95-99
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16 | bang ky lai khai tir UBND cap xa | 100-104

17 | Cap ban sao Trich lyc ho tich UBND cép xa | 105-109
Lién thong thu tuc hanh chinh vé dang ky khai sinh, UBND cép xa

18 | ding ky thudng tra, cip thé bao hiém y té cho tré em 110-119
dusi 6 tudi
Lién thong cac thu tuc hanh chinh vé dang ky khai UBND cép xa

19 , ) , _ . 122-128
sinh, cap Thé bao hiém y té cho tré em duoi 6 tudi

IV | LINH VU'C CHUNG THUC

1 | Cap ban sao tir s0 goc UBND cap xa | 129-130
Chig thuc ban sao tir ban chinh gidy to, vin ban do | UBND cép xa

2 | co quan, t6 chtc ¢6 thAm quyén ciia Viét Nam cip 131-132
hodc chung nhan
Chung thuc chit ky trong cac gidy to, vin ban (ap UBND Cép xa
dung cho ca trudong hop chimg thuc diém chi va

3 | E & OP SATE 133-134
truong hop nguoi yéu cau chirng thyc khong ky,
khong diém chi dugc)
Chiing thuc hop dong, giao dich lién quan dén tai san | UBND cap xa

s g Op‘ & giao di q p 135137
la dong san, quyén st dung dat, nha &

5 | Chimng thyc di chiic UBND cap xa | 138-139

6 | Chung thyc van ban tir chdi nhan di san UBND cap xi | 140-141
Chtng thuc van ban thdéa thuin phan chia di san ma di | UBND cép Xa

7 . , 142-143
san 1a dong san, quyén st dung dat, nha ¢
Chung thyc van ban khai nhan di san ma di san 1a UBND cap xa

8 . , 144-145
dong san, quyén su dung dat, nha ¢
Chung thyc viéc sira d6i, bo sung, hity bo hop dong, | UBND cép xa

9 ¥ & RO TP Eone P 146148
giao dich

10 | Stra 18i sai sOt trong hop ddng, giao dich UBND cap xi | 149-150
Cap ban sao c6 ching thyc tir ban chinh hop dong, UBND cap x4

1P ¢ opCons PR 151152
giao dich da dugc chung thuc

V | LINH VUC NUOI CON NUOI
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1 | Bang ky nudi con nudi trong nude UBND cap xid | 153-160
2 | bang ky lai viéc nudi con nudi trong nudc UBND cap xa | 161-164
VI | LINH VUC BOI THUONG NHA NUGC
Thi tuc giai quyét bdi thuong tai co quan c6 trach | UBND cap x4
1 | nhiém boi thuong trong hoat dong quan 1y hanh 165-172
chinh
Thi tuc chuyén giao quyét dinh giai quyét boi UBND cép x4
2 174-175
thuong
Thu tuc chi tra tién boi thudng trong hoat dong UBND cap x4
3 176-177
quan 1y hanh chinh
Thi tuc giai quyét khiéu nai vé boi thuong nha UBND cap xa
4 178-179

nudc lan dau
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DANH MUC THU TUC HANH CHINH LINH VU'C HO TICH

CO QUAN

STT TEN THU TUC HANH CHINH THUC HIEN TRANG
1 | bang ky khai sinh UBND cip xd | 24-28
2 | Pang ky két hon UBNDcapxid | 29-32
3 | Pang ky nhan cha, me, con UBND cép xa 33-37
4 | Pang ky khai sinh két hop nhan cha, me, con UBND cép xa 38-44
5 | Pang ky khai tir UBND cap xi | 45-49
6 | Pang ky khai sinh luu dong UBNDcap xd | 50-53
7 | Pang ky két hon luu dong UBNDcapxd | 54-57
8 | Dang ky khai tir luu dong UBNDcapxd | 58-61
9 | Pangky giam ho UBNDcapxd | 62-66
10 | Pang ky chim dit gidam ho UBNDcapxd | 67-71
11 | Thay déi, cai chinh, b6 sung ho tich UBNDcapxd | 72-76
12 | Cap Giay x4c nhén tinh trang hon nhan UBND cap xi 77-81
13 | Pang ky lai khai sinh UBNDcapxd | 83-87
y Pang ky khai sinh cho ngudi da co hd so, gidy toca | UBND cap xa 89.04
nhan

15 | Pang ky lai két hon UBND cap xa | 95-99

16 | Dang ky lai khai tur UBND cap xd | 100-104

17 | Cap ban sao Trich lyc ho tich UBND cép xa | 105-109
Lién thong thu tuc hanh chinh vé dang ky khai sinh, UBND Cép xa

18 | dang ky thudng trd, cap thé bao hiém y té cho tré em 110-119
dudi 6 tudi

9 Lién thrf)ng cac thu u_}c hélnlrl chinh vé& dang ky kh?i UBND ciap xi 190-126
sinh, cap Thé bao hiém y té cho tré em dudi 6 tudi

V | LINH VUC NUOI CON NUOI

1 | Bang ky nudi con nudi trong nude UBND cap xa | 151-158

2 | bang ky lai viéc nu6i con nudi trong nudc UBND cap xa | 159-162
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DANH MUC THU TUC HANH CHINH LINH VU'C HOA GIAI

. , X , CO QUAN
STT TEN THU TUC HANH CHINH _ | TRANG
THU'C HIEN

| | LINH VUC HOA GIAI

1 | Thi tyc bau hoa giai vién UBND cép x4 4-11

2 | Thu tuc bau t6 truéng td hoa gidi UBNDcapxi | 12-14
3 | Thu tuc thoi lam hoa giai vién UBNDcapxd | 15-19
4 | Thu tuc thanh toan thu lao cho hoa giai vién UBND cép xa 20
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DANH MUC THU TUC HANH CHIiNH LINH VUC CHUNG THUC

BOI THUONG NHA NUGC
STT TEN THU TUC HANH CHINH co QUAN TRANG
THUC HIEN
1 | Cép ban sao tir s6 goc UBND cap xa | 127-128
Chtng thuc ban sao tir ban chinh giéy to, van bando | UBND cép xa
2 | co quan, td chtc c¢6 thim quyén cia Viét Nam cip 129-130
hodc chirng nhan
Chimg thuc chit ky trong cac gidy to, van ban (ap UBND cép xa
dung cho ca truong hop chimg thuc diém chi va
3 | E & OP SAE 131-132
truong hop nguoi yéu cau chirng thyc khong ky,
khong diém chi dugc)
Ching thyc hop dong, giao dich lién quan dén tai san | UBND cap xa
4 & e ep Tons, BRO AR e P 1 133.135
la dong san, quyén st dung dat, nha &
5 | Chimng thyuc di chiic UBND cap xa | 136-137
6 | Chimg thyc van ban tir chdi nhan di san UBND cap xa | 138-139
Chtng thuc van ban thdéa thuin phéan chia di san ma di | UBND cép Xa
7 . ) 140-141
san la dong san, quyén st dung dat, nha ¢
Chung thuc van ban khai nhén di san ma di san la UBND cép xa
8 . , 142-143
dong san, quyén st dung dat, nha &
Chung thyc viéc stra doi, bo sung, hity bo hop dong, | UBND cép xa
9 ¢ &I ROEP fone PR 144146
giao dich
10 | Stra 13i sai st trong hop ddng, giao dich UBND cap xa | 147-148
Cap ban sao c6 chimg thyc tir ban chinh hop dong, UBND cép x4
| & opcone P 149150
giao dich da dugc chung thuc
VI | LINH VUC BOI THUONG NHA NUOC
1 | Thu tuc giai quyét boi thuong tai co quan c6 trach | UBND cap xa | 163-170

nhiém boi thudong trong hoat dong quan 1y hanh
chinh
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Thu tuc chuyén giao quyét dinh giai quyét boi UBND cap xa | 172-173
thuong

Thi tuc chi tra tién boi thuong trong hoat dong UBND cap xi | 174-175
quan ly hanh chinh

Thii tyc giai quyét khiéu nai vé boi thuong nha UBND cap xi | 176-177

nudce lan dau
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DANH MUC THU TUC HANH CHIiNH LiNH PHO BIEN GDPL

STT TEN THU TUC HANH CHINH COQUAN | tpANG
THUC HIEN
1 | Thu tuc c6ng nhan Tuyén truyén vién phap luat UBND cap x4 21-22
2 | Thu tuc cho thdi 1am Tuyén truyén vién phap luat UBND cép xa 23
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