UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM

TINH AN GIANG Péoc 1ap - Tw do - Hanh phiic
Sé: 445/QP-UBND An Giang, ngay 04 thang 3 nam 2020
QUYET PINH

Vé viée phé duyét Quy trinh ndi bp trong giai quyét thii tuc
hanh chinh thugc tham quyen giai quyet, chirc ning quan ly cia Sé Tw phap
trong linh vuc tro giup phap ly, ho tich, chieng thuc va nudi con nudi

CHU TICH UY BAN NHAN DAN TiNH AN GIANG

Can ctr Luat T6 chire chinh quyén dia phuong ngay 19 thang 6 nim 2015;

Can cir Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cta Chinh
phu vé viéc kiém sodat thu tuc hanh chinh;

Can cir Nghi dinh s6 92/2017/ND-CP ngay 07 thang 8 nim 2017 cua Chinh
phu vé thuc hién co ché mot ctra, mgt ctra lién thong trong giai quyéet thu tuc hanh
chinh;

Can ct Thong tu s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 cua B
trudng, Chu nhi€ém Van phong Chinh phu hudng dan nghiép vu vé kiém soat thu tuc
hanh chinh;

Can ct Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 cua By
truong, Chu nhiém Van phong Chinh phu huong dan Nghi dinh s6 61/2018/ND-CP
v€ thuc hién co ché mot ctra, mot cura lién thong trong gidi quyét thu tuc hanh chinh;

Cén clr Quyet dinh s0 2395/QD-UBND ngay 02 thang 10 ndm 2019 ctia Uy
ban nhan dan tinh cdng bé Danh muc tha tuc hanh chinh thuc hién va khong thuc
hién tai Trung tdm Phuc vu Hanh chinh cong tinh An Giang;

Cin cir Quyét dinh so 2688/QD-UBND ngay 29/10/2018 ciia Uy ban nhan
dan tinh v€ viéc cong b6 danh myc thu tuc hanh chinh thugc tham quyen giai quyet,
quan ly ap dung tai cap huyén trén dia ban tinh An Giang;

Can ctr Quyét dinh s6 2689/QD-UBND ngay 29/10/2018 cta Uy ban nhéan

dan tinh vé viéc cong bd danh muc thii tuc hanh chinh thudc thim quyén giai quyét,
quan ly ap dung tai cap xa trén dia ban tinh An Giang;

Xét dé nghi cua Giam ddc S¢ Tu phap tinh tai T& trinh s6 29/TTr-STP ngay
03 thang 3 nam 2020,



QUYET PINH:

Piéu 1. Phé duyét kém theo Quyet dinh nay Quy trinh ndi bé trong giai quyét
thi tuc hanh chinh thudc thAm quyén giai quyét, chirc nang quan 1y cua S& Tu phap
trong linh vuc trg gidp phap ly, ho tich, ching thuc va nudi con nudi trén dia ban tinh.
Gdm 03 phu luc:

- Phu luc ,I - Quy trinh nd1 bd trong gidi quyét tht tuc hanh chinh thudc thAm
quyén giai quyéet cia S& Tu phap thuc hién tai mot cua dién tir trong linh vyc tro
gilp phap ly.

- Phy lyc II - Quy trinh ndi b trong giai quyét thu tuc hanh chinh thudc tham

quyén giai quyét cia UBND céc huyén, thi x3, thanh phd va thuc hién tai mot cira
dién ti trong linh vuc hd tich, chung thyc;

- Phu luc }II - Quy trinh nd1 bo trong giai quyét th tuc hanh chinh thudc thAm
quyén giai quyet cuia UBND x4, phuong, thi tran va thuc hién tai mot cua dién tir
trong linh vyuc hd tich, chiing thyc va nudi con nudi.

Piéu 2. Quyét dinh nay cd hiéu luc thi hanh ké tir ngay ky.

Giao SO Théng tin va Truyén thong chi tri, phdi hop véi S& Tu phéap va cac
don vi ¢6 lién quan trén co so quy trinh dugc ban hanh kém theo Quyét dinh nay cép
nhat quy trinh dién tir giai quyét tha tuc hanh chinh vao hé thong thong tin mot cira
dién tir cua tinh.

Picu 3. Chanh Van phong Uy ban nhén dan tinh; Giam déc cac So, Thi truong
cac Ban, nganh cp tinh; Chu tich Uy ban nhan dan cac huyén, thi xa, thanh phd;
UBND céc x3, phuong, thi trin va cac t6 chirc ¢4 nhan c6 lién quan chiu trach nhiém
thi hanh Quyét dinh nay./.

Noi nhan: CHU TICH

- Website Chinh phu; o

- Cuc kiém so4t TTHC — Vin phong Chinh phu; Ky boi: Uy ban Nhan

- Cuc cong tac phia Nam — B Tu phap; ox %i‘;‘;ill‘_‘h

- TT.Tinh uy, H]?ND tinh; ~ ubnd@angiang.gov.vn

- UBMTTQVN tinh; e/ — 1 Co quan: Tinh An Giang
- Chu tich, cac Phé Chu tich UBND tinh; Ngay ky: 04-03-2020

- Vin phong UBND tinh; 15:31:16 +07:00

- S¢, Ban, nganh tinh;
- UBND cép huyén;

- UBND cip x4;

- Website tinh;

- Luu: VT, TH.

Nguyén Thanh Binh



Phu luc |

QUY TRINH NOQI BO TRONG GIAI QUYET THU TUC HANH CHINH
THUQC THAM QUYEN GIAI QUYET CUA SO TU PHAP THUC HIEN
TAI MOT CUA PIEN TU TRONG LINH VUC TRO GIUP PHAP LY
(Ban hanh kém theo Quyét dinh sé 445/0D-UBND ngay 04 thang 3 ndm 2020

cua Chui tich Uy ban nhan dan tinh An Giang

1. Thi tuc Iwa chon, ky hop dong véi té chirc hanh nghé luit sw, té chic tw vin

phap luat

SO TU PHAP

QUY TRINH

Ma hiéu:

QT-

Thu tuc lya chon, ky hop dong voéi to
chirc hanh nghé luat su, t6 chuc tu
van phap luat

Ngay BH
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20..

MUC LUC
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Trach nhiém

Soan thao Xem xét

Phé duyét

Ho tén

Chit ky

Chirc vu

Chuyén vién Trung

N Giam déc Trung
tam TGPL tam TGPL

Lanh dao S&




SUA POI TAI LIEU

Yeu cau P-Ir_mlsguinﬁé/n Lén ban Ngay ban
sira doi/ . M6 ta ndi dung sira di | hanh / Lan | 9%
2 guan viéc Y hanh
bo sung Y e stra doi
sura dol
9. MUC PIiCH

Quy dinh cach thug, trinh tu va huéng dan, tiéu chUan quy trinh, thu tuc, diéu
kién lya chon, ky hop dong véi to chac hanh nghé luat su, t6 chirc tu van phap luat

10. PHAM VI AP DUNG

Ap dung cho cac t6 chuc hanh nghe luat su, to chirc tu van phap luat tham gia
lya chon ky hop dong thuc hién tro gitp phap ly.

11. TAI LIEU VIEN DAN

Tiéu chuan quéc gia TCVN 1SO 9001:2015

C4c van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao

- HTQLCL: Hé thdng quan Iy chat luong

- TP: Tu phap

13. NOI DUNG THUC HIEN

Can cw phap ly:
- Luat Tro gitp phap 1y nam 2017;

5.1 |- Thong tw 6 08/2017/TT-BTP ngay 15/11/2017 cta Bo truong B Tu phap quy dinh
chi tiét mot s diéu cua Luat Tro giap phap 1y va hudng dan gidy to trong hoat dong
tro gilp phap ly.

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




- To chirc c6 nguyén vong va co du diéu kién theo quy dinh tai khoan 2 Diéu 14 cia
Luat Tro giap phép ly. Cu thé:

+ C¢ linh vyc dang ky hoat dong phu hgp véi linh vue trg gitp phép 1y theo quy dinh
cua Luat trg giup phép 1y;

+ La to chirc hanh nghé luat su; t6 chue tu van phap luat co it nhat 01 tu van vién
phap luat co 02 ném kinh nghi¢ém tu van phép luat tré 1én hoac 01 luét su lam viéc
thuong xuyén tai to chuc;

+ C6 co s6 vat chat phu hop voi hoat dong trg giup phap 1y;

+ Khong dang trong thoi gian thi hanh quyét dinh xir phat vi pham hanh chinh trong
hoat dong hanh nghé¢ luat su, tu van phap luat.

- T chtrc d3 thyc hién hanh vi bi nghiém cam quy dinh tai khoan 1 Diéu 6 cua Luat

Tro gitp phap ly thi khong dugc lya chon, ky két hop d6ng thuc hién tro giup phap
Iy trong thoi gian it nhat 13 02 nam ké tir ngay c6 két luan vi pham. Cuy thé:

+ Xam pham danh dy, nhan pham, quyén va loi ich hop phap cta ngudi duoc tro gitp
phap ly; phan bi¢t do1 xir nguoi dugc tro giap phap 1y;

+ Nhan, doi héi bat ky mot khoan tién, loi ich vét chat hogc loi ich khac tir nguoi dugc
trg giap phap ly; sach nhi€u nguoi dugc trg giup phap 1y;

+ Tiét 16 thong tin vé vu viéc tro gitp phap ly, vé ngudi duogc tro giup phép 1y, trir
truong hop ngudi duoc tro giup phap 1y déng ¥ bang van ban hoic luat 6 quy dinh
khac;

+ TUr chéi hodc khong tiép tuc thuc hién trg giup phap 1y, trir truong hop quy dinh tai
Luat nay va quy dinh cta phap luat ve to tung;

+ Lot dung hoat dong trg gitip phap Iy dé tryc loi, xam pham quéc phong, an ninh
qudc gia, gdy mat trat ty, an toan x4 hoi, anh hudng x4u dén dao dtrc xa hoi;

+ Xui giuc, kich dong ngudi duge tro giup phap 1y cung cap thong tin, tai liéu sai sy
that, khi€u nai, t6 céo, khoi kién trai phap luat.

5.3

Thanh phan hé so Ban chinh | Ban sao
- Pon dé nghi tham gia lva chon ky hop dong thuc hién X
tro gilp phap ly;
- Gidy ding ky hoat dong;

X
- Ban gidi thiéu vé t6 chac va hoat dong cua té chuc X




tham gia lua chon ky hop dong thuc hién tro gitp phép
ly, trong d6 néu 13 s6 luat su, s tu van vién phap luat
lam viéc tai t6 chuc (kém theo ban sao thé luat su, thé
tu van vién phap luat), vu viéc tham gia té tung, kinh
nghiém tham gia trg giup phéap 1y, co sé vat chat va cac
noi dung khéc;

- Céc tai lieu khac theo théng bao lya chon to chuc (néu

CO). X
5.4 | S6 lwong ho so: 01 bo ho
Thoi gian xir ly:
55 |” Trong thoi han 15 ngay (120 gio) ké tir ngay het han nop hd so, T6 danh gia td chic
' phai hoan thanh viéc danh gia. Truong hop can thiét, cd thé kéo dai thoi gian danh
gia nhung khong qua 05 ngay lam viéc.
cg |Noi tiep nhan va tra két qua: Nop ho so truc tiép tai tru s Trung tdm Phyc vy Hanh
' chinh cbng tinh An Giang hoac qua dich vu buu chinh.
5.7 | L& phi: Khong
5.8 | Quy trinh xir ly cong viéc
Thi Bi¢u miu —
tw Trinh ty Trach nhiém Thoi gian | Két qua thuc
L hi€én
Buce |- Viét phiéu bién nhan va hen Chuyén vién phu
HOC | tra két qua. trach tiép nhan hd 04 giy
1 A A
- Chuyén ho so. SO
- Duyét hd so, chuyén cho CV Lanh d?o phA(‘)ng
T chuyén mon .
xu ly. i . Phone Bd tro T 08 gio
- Xir I, thdm dinh h so. ( ong BO tro Tu
Budc | - Xac minh (n€u c6). phap)
2 |- Niém yet, cong khai (néu c0).
- Lay y kién cac co quan, don huvén Vi .
vi (néu c6) Chuyén vién 92 gio

- Trinh 1anh dao phé duyé¢t.




Buwoc

- Phé duyét hop dong thuc hién
trg gitap phap ly gitrta Sé Tu
phap va to chtrc hanh nghé luat
su, tO chirc tu van phap luat

Ban Giam d6c S¢ 08 gio

Buwoc

- Pong dau (néu cob).

4 |- Gui két qua TTHCC. Van thu 04 gio
Buéce | - Tra két qua cho to chuc, ca| Chuyén vién phu 04 iy
5 | nhén. trach tra két qua &

6. BIEU MAU: Khéng

7.HO SO LUU
H6 so luu bao gom cac tai liéu sau:

TT | Tai liéu trong ho so

1 |- Pon dé nghi tham gia lva chon ky hop dong thuc hién tro gidp phap 1y;

5 |” Gidy dang ky hoat dong;
- Ban giéi thiéu vé to chic va hoat dong cua to chuc tham gia lua chon ky hop
déng thuc hién tro giup phap 1y, trong d6 néu rd sb luat su, SO tu van vién phap

3 | luat 1am viéc tai t6 chirc (kém theo ban sao thé luat su, thé tu van vién phap luat),
vu viéc tham gia té tung, kinh nghiém tham gia tro gitip phép 1y, co s vat chat va
cac noi dung khac;

4 | - Céc tai lidu khac theo thdng béo lua chon to chic (néu cd).

5 | Danh sach luat su, tu van vién phap luat da diéu kién thyc hién trg gitp phap Iy

g |- Hop dong thuc hién tro giup phap Iy gitta So Tu phap va to chirc hanh nghé luat

su, t0 chire tu van phap luat

H6 so dugc luu tai Trung tim Tro gitip phap ly Nha nude trong nam giai quyét ho so.

Nim tiép theo, chuyén ho so dén kho luu trir ctia co quan véi thoi gian luu trit 20 nam.




2. Thi tuc dang ky tham gia tro giup phap ly

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

Thu tuc dang ky tham gia trg gitp
phap ly

Ngay BH | .. [
20..

MUC LUC
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. MUC bICH
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. PINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH
. BIEU MAU
.HO SO CAN LUU

1

2

3

4. TAI LIEU VIEN DAN
5

6

7

8

Trach nhiém

Soan thao Xem xét

Phé duyét

Ho tén

Chit ky

Chirc vu

Chuyén vién Trung
tam TGPL tam TGPL

Giam déc Trung

Lanh dao Sé&

SUA POI TAI LIEU

Yéu cau
swra doi/
b6 sung

Trang/
Phan lién
qguan viéc

Sira doi

Lan ban
M6 ta ngi dung swra doi | hanh/Lan
sira doi

Ngay ban
hanh

9. MUC PICH




Quy dinh céach thuc, trinh ty va hudng dan, tiéu chuan, quy trinh, tha tuc, diéu

kién dang ky tham gia trg giup phap ly.

10. PHAM VI AP DUNG
Ap dung cho cac t6 chic, c& nhan thanh 1ap t6 chie khoa hoc va cong nghé

cong lap tai Viét Nam

11. TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN 1SO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: bai dién 1anh dao

- HTQLCL: Hé thdng quan Iy chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

5.1

Can cw phap ly:

- Luat Tro gitp phap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 ctia By truong Bo Tu phap quy dinh
chi tiet mot so dieu cua Luat Tro giap phap ly va hudng dan giay to trong hoat dong
tro giup phéap ly.

5.2

T6 chac hanh nghé luat su, to chie tu van phép luat ty nguyén thuc hién trg gitp phap
ly bang nguoén luc cua minh duoc ding ky tham gia thuc hién tro giup phap 1y nhu
sau:

- T6 chirc hanh nghé luat su ¢ du diéu kién quy dinh tai cac diém a, ¢ va d khoan 2
Diéu 14 caa Luat nay;

- T6 chire tu van phép luat co du diéu kién quy dinh tai cac diém a, ¢ va d khoan 2
Piéu 14 cua Luat nay va cé it nhat 01 tu van vién phap luat c6 02 nim kinh nghiém
tu van phap luat tro 18n hodc 01 luat su lam viée thuong xuy@n tai to chuc.

5.3

Thanh phan hé so Ban chinh Ban sao

- Pon dé nghi tham gia trg gitip phap ly theo m:?}u ban
hanh kém theo Thong tu s6 08/2017/TT-BTP (Mau TP-
TGPL-01): X

- Danh séch luat su, tu van vién phap luat da diéu kién «
thuc hién trg gitp phap ly theo mau ban hanh kem theo




Théng tu sb 08/2017/TT-BTP (Mau TP-TGPL-02);

- Thé luat su, thé tu van vién phap luat.

X

5.4 | So6 lweng ho so: 01 bo ho
5.5 | Thai gian xir ly: 07 ngay (56 gio) ké tir ngay nhan dugc ho so dang ky hop |¢é.
Noi tiép nhan va tra két qua:
T Nop h(} so truc tiép tai Trung tdm Phuc vu Hanh chinh cdng tinh;
' - Nop h(} so qua dich vu buu chinh;
- Nop ho so qua fax, hinh thire dién ta.
5.7 | Lé phi: Khéng
5.8 | Quy trinh xir ly cong viéc
Thi Bjéu mAiu —
tu’w Trinh ty Trach nhiém Thoi gian | Két qua thue
L hién
Buse | Vié:[ phiéu bién nhan va hen Chuyén vién phy
tra két qua. trach ti€ép nhan ho 04 gi10
1 2 1A
- Chuyén ho so. SO
- Duyét ho SO, chuyén cho CV Lanh df‘o phA(‘)ng
I chuyén mon .
xu ly. i . Phone BS tra T 08 gio
- Xt Iy, thim dinh hd so. ( ong BO tro T
Budc | - Xac minh (n€u c6). phap)
2 |- Niém yet, cong khai (néu c9).
- Lay y kién céc co quan, don Ao .\
vi (néu co) Chuyén vién 24 gid
- Trinh 1anh dao phé duyét.
Buoc | - Phe du.yret Gle}y d,ang ky tham BGD S 08 gio
3 | gia trg giap phap ly.
Buéc | - Pong dau (néu co). s .
4 |- Gui két qua TTHCC. Van thu 08 gio
Buéc | - Tra két qua cho to chuc, ca| Chuyén vién phu 04 oidy
5 | nhan. trach tra két qua &
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6. BIEU MAU:

T

Ma3 hiéu Tén biéu mau

1 | (Ban hanh kém theo Théng tw s6

Mau s6 TP-TGPL-01 - Pon d& nghi tham gia trg gitip phap 1y

08/2017/TT-BTP)

2 | (Ban hanh kém theo Théng tw sé

Mau s6 TP-TGPL-02 - Danh sach luat su, tu van vién phéap luat du

08/2017/TT-BTP) dicu kién thyc hién trg gitip phép ly

7.HO SO LUU
Ho6 so luu bao gom cac tai liéu sau:

TT | Tai liéu trong ho so

1 |- Pon dé nghi tham gia tro gitp phap ly

5 |” Gidy dang ky hoat dong;
- Ban gigi thiéu vé to chuc va hoat dong cua t6 chic tham gia lua chon ky hop
déng thuc hién trg gitp phap 1y, trong d6 néu rd sb luat su, sé tu van vién phép

3 | luat lam viéc tai t6 chtc (kém theo ban sao thé luat su, thé tu van vién phap luat),
vu Viéc tham gia td tung, kinh nghiém tham gia trg gitp phép 1y, co so vat chat va
cac ndi dung khac;

4 | - Céc tai lidu khac theo thdng béo lua chon to chic (néu cd).

5 | Danh sach luat su, tu van vién phap luat da diéu kién thuc hién trg gidp phap ly

g |- Hop dong thyc hién tro gidp phap ly gitra So Tu phap va to chic hanh nghe luat
su, to chirc tu van phap luat

H6 so dugc luu tai Trung tim Tro giup phap 1y Nha nudc trong nam giai quyét ho so.

Nim tiép theo, chuyén hd so dén kho Iuu trit ctia co quan voi thoi gian luu trit 20 nam.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

PON PE NGHI THAM GIA TRQ GIUP PHAP LY

Kinh gui: S¢ Tu phap tinh (thanh PhS).......oecveeeeeeeeeeeeeeeee e

1. T6 chite ding ky tham gia tro giap phap Iy (¢én goi ddy dii ghi bang chit in hoa): ...
TN GIA0 AICH (MOU CO): oottt

2. Quyét dinh thanh 1Ap SO .........co.cccovvvvvrrernnnns 1o YRS

................................................................... I 112 A £
3. Gidy ding ky hoat dong s0: ................cocouee..... O,

................................................................ CAP NGAY: .ot
4. Pai dién theo phap luit ciia to chirc diing ky tham gia tro gitip phap ly:

HOQ VA EN (CHIE 11 HOG): ..ottt
CRUC danh: ....ooiiii s
Pién thoai: ......cooovvii Fax:.ooooooooiiiirnnne, Emaili...c.coovvvveeeiinnn.
5. Pang ky tham gia tr¢ gitp phap ly véi n¢i dung nhu sau:

.............. , NQAY...... thang...... nam.........
Pai dién theo phap luit ciia to chirc ding ky
(Ky va ghi 16 ho tén, dong daiu)
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CONG HOA XA HQI CHU NGHIA VIET NAM

TP-TGPL-02
(Ban hanh kém theo Théong tw sé 08/2017/TT-BTP)

Poc l1ap - Tw do - Hanh phuc

DANH SACH LUAT SU, TU VAN VIEN PHAP LUAT PU PIEU KIEN THUC HIEN
TROQ GIUP PHAP LY

Stt Ho va tén Ngay, Chic danh | Sé dién thoai S6 nim kinh
thang, (Luat sw hoic /Email lién | nghiém tw vﬁp phép
nam sinh tw van vién hé luat cta tw van vién
phap luat) phap luat

1
2
3
4
5
6
7
8
9
10

ngay...... thang.....

nam.........

Pai dién theo phap luit cia té chirc ding ky
(Ky va ghi ré ho tén, déng ddu)

13




3. Thii tuc thay d6i ndi dung Gidy ding ky tham gia tro givip phap ly

SO TU PHAP

QUY TRINH

Ma hiéu: | QT-

Ngay BH | ..... /..

Thii tuc thay d6i ndi dung Gidy 20..
dang ky tham gia trg giup phap ly

A

MUC LUC
.SUA POl TAI LIEU
. MUC bICH
.PHAM VI

. DINH NGHIA/VIET TAT
.NOI DUNG QUY TRINH
. BIEU MAU

.HO SO CAN LUU

1

2

3

4. TAI LIEU VIEN DAN
5

6

7

8

Trach nhiém

Soan thao

Xem xét

Phé duyét

Ho tén

Chit ky

Chirc vu

Chuyén vién Trung

tam TGPL

tam TGPL

Giam déc Trung

Lanh dao Sé&

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang /
Phan lién
guan viéc

sira doi

M@ ta ndi dung sira doi

Lan ban
hanh / Lan

.z hanh
sua dol

Ngay ban
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9. MUC PICH
Quy dinh cach thuc, trinh ty va huéng dan, tiéu chuan, quy trinh, tha tuc, diéu

kién thay doi noi dung Giay ding ky tham gia trg gitp phap Iy.

10. PHAM VI AP DUNG
Ap dung cho t6 chirc hanh nghé luat su, to chtrc tu van phap luat da dang ky

tham gla tro gilp phap 1y c6 nguyén vong thay doi noi dung Gidy diang ky tham gia
tro gitp phéap ly.

11. TAI LIEU VIEN DAN

Tiéu chuan québc gia TCVN 1SO 9001:2015

Cac van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: bai dién lanh dao

- HTQLCL: Hé thong quan ly chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

5.1

Cin ¢ phap ly:
- Luat Tro gitp phap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B9 truong Bo Tu phap quy dinh
chi tiét mot s diéu cua Luat Tro gitp phap 1y va hudng dan gidy to trong hoat dong

tro giup phéap ly.

5.2

T6 chac hanh nghé luat su, to chie tu van phép luat ty nguyén thuc hién trg gitp phap
ly bang nguon lyc ctia minh dugc dang ky tham gia thuc hién trg gitp phéap 1y nhu
sau:

- T chtc hanh nghé luat su c6 du diéu kién quy dinh tai cac diém a, ¢ va d khoan 2
biéu 14 cua Luat nay;

- T chic tu van phap luat c6 du diéu kién quy dinh tai cac diém a, ¢ va d khoan 2
Bleu 14 cua Luat ndy va cé it nhat 01 tu van vién phép luat co 02 nam kinh nghiém
tu van phap luat tro 18n hodc 01 luat su lam viée thuong xuy@n tai to chuc.

5.3

Thanh phan ho so Ban chinh Ban sao

- Pon dé& nghj thay doi noi dung Gidy diang ky tham gia X
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tro gitp phap ly theo mau ban hanh kém theo Thong tu

s6 08/2017/TT-BTP (Mau TP-TGPL-04);

- Gidy ding ky tham gia trg giup phap 1y da duoc cap.

X

5.4 | So6 lweng ho so: 01 bo ho
5.5 | Thoi gian xir ly: 05 ngay lam viéc (40 gio) ké tir ngay nhan dugc ho so hop 1€,
Noi tiép nhan va tra két qua:
T Nop h(} so truc tiép tai Trung tdm Phuc vu Hanh chinh cdng tinh;
' - Nop h(} so qua dich vu buu chinh;
- Nop ho so qua fax, hinh thire dién ta.
5.7 | L& phi: Khong
5.8 | Quy trinh xir ly cong viéc
Thir Bjéu mAiu —
tw Trinh ty Trach nhiém Thoi gian | Két qua thuc
‘ hién
Buse | Vié:[ phiéu bién nhan va hen Chuyér} vién phq
tra két qua. trach ti€ép nhan ho 04 gio
1 2 1A
- Chuyén ho so. SO
- Duyét ho SO, chuyén cho CV Lanh d?o phA()ng
oy chuyén mén .\
xu ly. i . Phone Bd tra T 08 gio
- Xt Iy, thim dinh hd so. ( ong BO tro T
Budc | - Xac minh (n€u c6). phap)
2 | - Niém yeét, cong khai (n€u co).
- Lay ¥ kién céac co quan, don o N
vi (néu c6) Chuyén vién 16 gio
- Trinh 1anh dao phé duyé¢t.
Buoc | - Phe du.yret Gle}y d,ang ky tham BGD S 08 gio
3 | gia trg giap phap ly.
Buéc | - Dong dau (néu co). < .y
4 |- Gui két qua TTHCC. Van thu 02 gio
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Buéc | - Tra két qua cho to chuc, ca| Chuyén vién phu

5 | nhan. trach tra két qua 02 gio
6. BIEU MAU:
TT | Ma hiéu Tén biéu miu
Mau s6 TP-TGPL-04 Ao e A R
1 (Ban hanh kém theo Théng tw s6 £h£;r(:1n CT; ?rghl ;[ll]lay ﬁgl r:?' dung Gy dang ky
08/2017/TT-BTP) glatro giup pnap fy

7.HO SO LUU
Ho6 so luu bao gom cac tai liéu sau:

TT | Tai liéu trong ho so

, |-Pon dé nghi thay doi noi dung Giay dang ky tham gia tro gitp phap ly (Mau TP-
TGPL-04).

2 | - Giay ding ky tham gia trg giup phap ly da thay d6i noi dung

H6 so duoc luu tai Trung tim Tro gitp phap Iy Nha nudc trong nam giai quyét ho so.
Nam tiép theo, chuyén ho so dén kho luu trir cua co quan voi thoi gian luu trir 20 nam.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

PON PE NGHI THAY POI NOI DUNG GIAY PANG KY
THAM GIA TRQ GIUP PHAP LY

Kinh gtri: S6 Tu phép tinh (thanh phd)............oooviiiiieiiiiei .

1. Tén to chire (én goi ddy dii ghi bang chit in hOG): ........cocoveovveeereseeeseesersiennes
TN ZIA0 AICh (MBU CO): oottt
D1a Chi 11U SO ..ttt e e e e e e e e e e eaanees
Dién thoai:.......ccccevvviiviiiiiiiiiiiiinnn, Fax: oo Email:....ccccovvvviviiiinnnnne,
2. Pai dién theo phap luat 1a éng (ba) (ghi 16 ho tén bang chir in hoa)..................
CRhUC danh: .....ooei e
Dién thoai:.......ccccevvvviviiiiiiiiiiiiinn, Fax: oo, Email:......ccoooeviiiinnnee.
3. Pi duoc So Tu phap cap Gidy dang ky tham gia tro gitip phap 1y s6: ....cvveveeeneee,

4. Nay dé nghi thay d6i ndi dung Gidy dang ky tham gia tro gitp phap 1y nhu sau
(chi ghi nhitng ndi dung dé nghi thay doi):

- Nguwoi duge trg giup phap Ly ...
- Hinh thire tro @iup phap LY. ...
- Linh vre tro @iap phap Ly ..o
- Pham vi trg gitip phap Ly: ..o

- Cac ndi dung khac (ndi dung muc 1, 2, 3 cia Gidy dang ky tham gia tro gitip phdp
) e,

.............. , NQay .......thang ...... nam ..........
Pai dién theo phap luit ciia to chirc ding ky
(Ky va ghi 16 ho tén, déng ddu)
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4. Thii tuc cap lai Gidy ding ky tham gia trg gitup phap ly déi véi to chirc hanh
nghé luit sw, t6 chirc tw van phap luat

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

Ngay BH |... /.

Thu tuc cip lai Gidy dang ky tham gia 20..
trg giup phap 1y d6i voi to chirc hanh
nghé luat su, t6 chtic tu van phap luat

A

MUC LUC

00 N o »n B~ W DN B

.SUA POl TAI LIEU

. MUC PICH

. PHAM VI

. TAI LIEU VIEN DANI
. DPINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH
. BIEU MAU

.HO SO CAN LUU

Trach nhiém

Soan thao

Xem xét

Phé duyét

Ho tén

Chir ky

Chirc vu

Chuyén vién Trung

tam TGPL

tam TGPL

Giam déc Trung

Lanh dao Sé

SUA POI TAI LIEU

Yéu cau
sura doi/
bo sung

Trang /
Phan lién
guan viéc

sira doi

M0 ta ndi dung sira doi

LAn ban
hanh / Lan

. - hanh
sua dol

Ngay ban
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9. MUC PiCH

Quy dinh cach thuc, trinh ty va huong dan, tiéu chUan quy trinh, thu tuc, diéu
kién cap lai Glay dang ky tham gia tro gitp phap 1y dbi véi té chic hanh nghe luat

su, to chtc tu van phap luat.
10. PHAM VI AP DUNG

Ap dung cho cac to chac hanh nghé luat su, to chire tu van phap luat da duoc
cap Giay dang ky tham gia tr¢ giap phap 1y nhung Gidy dang ky tham gia tro gilp

phap Iy bi mat, bi hu hong khéng sir dung dugc.

11. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN 1SO 9001:2015

Céc van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan ly chat luong

- TP: Tu phap

13. NQI DUNG THUC HIEN

5.1

Can cw phap ly:
- Luat Trg gitp phap 1y nam 2017;

tro gilp phap ly.

- Thong tu s6,08/‘2017/TT-BTP ngay 15/11/2017 cua B¢ truong BO Tu phap quy dinh
chi tiet mot so diéu caa Luat Tro giup phap 1y va hudng dan giay to trong hoat dong

5.2

Yéu cau, diéu kién thuc hign thi tuc hanh chinh: T6 chic hanh nghé ludt su, t0
chue tu van phap luat da duoc cap Giay dang ky tham gia tro giup phap 1y nhung
Giay dang ky tham gia trg gitp phap ly bi mat, bi hu hong khéng sir dung duoc.

5.3

Thanh phan ho so

Ban chinh

Ban sao

- Pon dé nghi Cap lai Gidy dang ky tham gia tro giup
phap ly theo mau ban hanh kém theo Thong tu so6
08/2017/TT-BTP ngay 15/11/2017 cua B truong Bo

X
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Tu phap (Mau TP-TGPL-05).

5.4 | So lweng ho so: 01 bo ho
55 Thoi gian xir ly: 05 ngay (40 gio) lam viéc ké tir ngay nhan duoc don dé nghi cua to
' chirc dang ky tham gia trg gilp phap ly.
56 Noi tiep nhan va tra ket qua: Nop ho so truc tiép tai tru s¢ Trung tdm Phuc vu Hanh
' chinh cdng tinh An Giang hoac qua dich vu buu chinh.
5.7 | L& phi: Khong
58 | Quy trinh xi ly cdng viéc
Thi Biéu miu -
tw Trinh ty Trach nhiém Thoi gian | Két qua thue
: hién
Buge | - Vict phicu bién nhan vahen | Chuyén vién phy
tra két qua. trach ti€ép nhan ho 04 gio
1 21 A
- Chuyén ho so. SO
- Duyét ho so, chuyén cho CV Lanh d?o phﬂbng
Y chuyén mon .
xu ly. i . Phone Bd tro T 08 gio
- Xt Iy, thdm dinh hd so. ( ong DO tro Tu
Bube | - Xéc minh (néu co). phap)
2 | - Niém yét, cong khai (n€u co).
- L4y y kién cac co quan, don o .
vi (néu c6) Chuyén vién 16 gio
- Trinh 1anh dao phé duyé¢t.
- Phé duyét hop dong thuc hién
Buorc | trg giap phap ly gitta S¢ Tu P RPTY "
3 | phap va t6 chirec hanh nghé luat Ban Gidm doc S 08 gio
su, to chirc tu van phap luat
Buéce | - Dong dau (néu co). 9 .
4 |- G két qua TTHCC. Van thu 02 gio
Buéc | - Tra két qua cho to chic, ca| Chuyén vién phu 02 wid
5 | nhan. trach tra két qua &

6. BIEU MAU:

| TT | M4 hiéu

| Tén biéu miu
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Mau s6 TP-TGPL-05 ,
(Ban hanh kem theo Thong tu so o qitin ohap I¥
08/2017/TT-BTP) > giup phap ly

- Pon dé nghi cap lai Giay dang ky tham gia

7.HO SO LUU
Ho6 so luru bao gom cac tai liéu sau:

1T

Tai liéu trong ho so

1

- Pon dé nghi cap lai Giay dang ky tham gia trg gitp phap Iy (Mau TP-TGPL-05).

2

- Giay ding ky tham gia tro giup phap 1y duogc cap lai.

Ho

so duoc luu tai Trung tAm Tro gitup phap Iy Nha nude trong nam giai quyét ho so.

Nam tiép theo, chuyén ho so dén kho lwu trir ctia co quan véi thoi gian luu trit 20 nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pjc l1ap - Tw do - Hanh phuc

DPON PE NGHI CAP LAI GIAY PANG KY
THAM GIA TRQ GIUP PHAP LY

Kinh gui: S& Tu phap tinh (thanh phd).........cooooviiiiiii e
1. Tén to chirc (t8n goi day dii ghi bang Chiz iN NOAY: .......cvveveeeeeeeeeeeeeeeeeeee e
TN GIA0 GHCH (NEU CO): oottt

DA CHI ITU SO it et b e e ebe e e s eab e e e e erreeeaans

2. Pai dién theo phap luat cia té chic:

Ho VA TN (CZZ IN N0A): .veeeecee e
CRUIC aNN: .o
Diénthoali......ccccccovvviiiiiiieiiiieee, FaXoieieeeee, Emaili....cccccooviiiiinnne,
3. Giay ding ky tham gia tre gitp phap 1Y S0: .....c.ccoevvvvveeeeeenne, o[ RPN
................................................................... CAP NOAY: oo,
IV (Xt Yo 1 P Y OO

Xin chiu trach nhiém vé nhitng ndi dung néu trén va cam doan thuc hién diy du cac
quyén, nghia vu cua to chirc dang ky tham gia tro giup phéap 1y theo quy dinh cua
phap luat.
.............. , NQay .......thang ...... nam ..........
Pai dién theo phap luit caa té chire ding ky

(Ky va ghi rd ho tén, déng dau)
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5. Thit tuc cham dirt tham gia tro gitip phap 1y

QUY TRINH

Ma hiéu:

SO TU PHAP Tht tuc chdm dut tham gia tro gitp
phap 1y d6i véi to chirc hanh nghé luat
su, to chirc tu van phap lut

Ngay BH

..... /.

20..

ol

MUC LUC

.SUA POl TAI LIEU
. MUC bICH
.PHAM VI

. BIEU MAU
.HO SO CAN LUU

0o N o »n b~ W DN B

. TAI LIEU VIEN DAN
. DPINH NGHIA/VIET TAT
.NOI DUNG QUY TRINH

Trach nhiém Soan thao Xem xét

Phé duyét

Ho tén

Chir ky

Chuyén vién Trung

Chirc vu tam TGPL tAm TGPL

Giam déc Trung

Lanh dao Sé&

SUA POI TAI LIEU

Trang /
Phan lién
guan viéc

sira doi

Yéu cau
sura doi/
bo sung

M0 ta ndi dung sira doi

LAn ban
hanh / Lan
Sira doi

Ngay ban
hanh
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9. MUC PiCH ] 7 ‘
Quy dinh cach thuc, trinh tu va hudng dan, tiéu chuan, quy trinh, thu tuc, dieu

kién cham dut tham gia tro gitp phap ly d6i véi to chire hanh nghé luat su, t6 chirc
tu van phap luat.

10. PHAM VI APﬁ DUNG ‘ 7 ,
Ap dung cho céc t6 chic hanh nghé luat su, to chirc tu van phap luat dang ky

tham gia tro giup phép ly.

11. TAI LIEU VIEN DAN

Tiéu chuan quéc gia TCVN 1SO 9001:2015

Cac van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: Dai dién lanh dao

- HTQLCL: Hé thdng quan Iy chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

Cin ¢t phap ly:
- Luat Tro gitp phéap 1y nam 2017;

5.1 |- Thong tw s6 08/2017/TT-BTP ngay 15/11/2017 cta By truong B Tu phap quy dinh
chi tiét mot s diéu caa Luat Tro gitp phap 1y va hudng dan gidy to trong hoat dong
tro giup phap ly.

5.2 | Yéu cau, diéu kién thuc hién thia tuc hanh chinh: Khong
Thanh phan hé so Ban chinh | Ban sao

5.3 | - Vin ban théng béo vé viéc chim dut thuc hién tro gidp %
phap ly;

- Giay ding ky tham gia trg gitp phap 1y. X

5.4 | S6 lwgng ho so: 01 bo ho

5.5 | Thai gian xir ly: 03 ngay (24 gio) lam viéc

5.6 Noi tiep nhan va tra ket qua: Nop ho so truc tiép tai tru s¢ Trung tdm Phuc vu Hanh

' chinh céng tinh An Giang hoac qua dich vu buu chinh.

5.7 | Lé phi: Khéng

5.8 | Quy trinh xir ly cong viéc

Thu Trinh tw Trach nhiém T_hm Bieu mau - .Ifet qua

tw ) ’ glan thuc hién
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Bude |- Viét phiéu bién nhan va Chuyén vién
1 hen tra ket qua. phu trach tiép 04 gio
- Chuyén ho so. nhan ho so
- Duyét h6 SO, ChLIYél’l cho Lanh dao phbng
Cvxuly. ‘ chuygnmén | ., ..
- Xir ly, thim dinh hd so. | (Phong BS tro glo
Buse | X.t:'lAC mlr}h (riéu co). oy Tu phap)
5 |- Niém yét, cong khai (néu
o),
- Lay y kién cac co quan, Chuyeén vién 08 gio
don vi (n€u cd)
- Trinh 1anh dao phé duyét.
- Phé duy¢t hop dong thuc
.| hién trg giap phép ly gitra Y
Budc | g T phap va t6 chirc hanh | Don G1dmdoc | g, iy
3 A1..A A , X So
nghé luat su, t6 chuc tu van
phap luat
Bude | - Bong dau (néu co). 9 .\
4 |- Giti két qua TTHCC. Van thu 02 gio
o Quyét dinh céng bo viéc
Buée | - Tra két qua cho tb chie, | _Cndyenvien .| chdm dut tham gia tro
L A phu trach tra két | 02 gio . IV o
5 | canhan. ud gidp phap ly cua So Tu
q phap tinh

6. BIEU MAU: Khong
7.HOSOLUU
Ho so' luu bao gom cac tai liéu sau:

TT | Tai liéu trong ho so

1 |- Vin ban théng b&o vé viéc cham dut thuc hién tro gitp phép 1y;

2 | - Giay ding ky tham gia trg giup phap ly duoc cap lai.

3 |- Quyét dinh cong bo viéc cham dat tham gia tro gidp phap Iy cua S& Tu phép tinh

H6 so duoc luu tai Trung tdm Tro gitp phap Iy Nha nudc trong nam giai quyét ho so.
Nam tiép theo, chuyén ho so dén kho luu trir cua co quan vai thoi gian luu trir 20 nam.
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6. Thii tuc lwa chon, Ky hop dong véi Luat sw

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

Luit sw

Ngay BH | ..... /..

Thi tuc Iwa chon, ky hop d(‘”)ng vOi 20..

A

MUC LUC
.SUA POl TAI LIEU
. MUC bICH
.PHAM VI

. DINH NGHIA/VIET TAT
.NOI DUNG QUY TRINH

. BIEU MAU
.HO SO CAN LUU

1

2

3

4. TAI LIEU VIEN DAN
5

6

7

8

Trach nhiém

Soan thao

Xem xét

Phé duyét

Ho tén

Chir ky

Chirc vu

Chuyén vién Trung

tam TGPL

tam TGPL

Giam déc Trung

Lanh dao Sé&

SUA POI TAI LIEU

Yéu cau
sura doi/
bo sung

Trang /
Phan lién
guan viéc

sira doi

M@ ta ndi dung sira doi

Lan ban
hanh/ Lan

. Z- hanh
sua dol

Ngay ban
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9. MUC PICH ) v ‘
Quy dinh céach thuc, trinh tu va hudng dan, tiéu chuan, quy trinh, thu tuc, diéu

kién thu tuc lya chon, ky hop dong véi Luat su.

10. PHAM VI AP DUNG ‘
Ap dung cho Luat su tham gia lua chon ky hgp dong thuc hién trg giup phap

ly v&i Trung tam.

11. TAI LIEU VIEN DAN

Tiéu chuan qudc gia TCVN 1SO 9001:2015

Cac van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: Dai dién lanh dao

- HTQLCL: Hé thdng quan Iy chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

5.1

Cin ct phap ly:
- Luat Tro gitp phéap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B9 truong Bo Tuw phép quy dinh
chi tiét mot s diéu caa Luat Tro gitp phap 1y va hudng dan gidy to trong hoat dong

trog giup phap ly.

5.2

Yéu cau, diéu kién thuc hién thi tuc hanh chinh:
- Luat su co du diéu kién quy dinh tai Khoan 3 Diéu 14 Luit Tro giup phap 1y. Cu
thé:

+ Khong dang trong thoi gian thi hanh quyét dinh x{r phat vi pham hanh chinh
trong hoat dong hanh nghé luat su;

+ Khong bi cAm hanh nghé hodc bi han ché hoat dong nghé nghiép theo quyét
dinh cta co quan c6 tham quyén;

+ Khong dang bi truy ctru trach nhiém hinh sy;

+ Puoc sy dong ¥ bang vian ban cua t6 chirc hanh nghe luat su noi luat su dang
lam viéc hodc co quan, to chirc ma luét su ky két hop dong lao dong.

- Luat su da thyc hién hanh vi bi nghiém cam quy dinh tai khoan 1 Diéu 6 clia
Luat Tro giap phap Iy thi khong dugc lua chon, ky két hop dong thuc hién trg gitp
phap 1y trong thoi gian it nhat 13 02 nam ké tir ngay c6 két luan vi pham. Cuy thé:

+ Xam pham danh dy, nhan pham, quyén va loi ich hop phap cia ngudi duge
trg giap phap ly; phan biét doi xtr nguoi dugc trg gitip phap 1y;
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+ Nhan, doi hoi bat ky mot khoan tién, loi ich vét chat hodc loi ich khéac tir
nguoi dugce trg giap phap ly; sach nhieu nguoi duge tro giup phap ly;

+ Tiét 16 thong tin vé vu viée tro gitp phap 1y, vé nguoi duoc tro giup phap 1y,
trir trudong hop ngudi duoc tro giup phap 1y dong ¥ bang van ban hodc lut c6 quy

dinh khac;

+ Ttr chdi hodc khong tiép tuc thuc hién tro gitip phap ly, trur truong hop quy
dinh tai Luat nay va quy dinh cua phép luat vé to tung;

+ Loi dung hoat dong trg giup phap ly dé truc loi, xam pham qudc phong, an
ninh qudc gia, gdy mat trat tu, an toan xa hoi, anh hudng xau dén dao dirc xa hoi;

+ Xui giye, kich dong nguoi duge trg gitip phap ly cung cap thong tin, tai liéu
sai su that, khiéu nai, t6 cao, khoi kién trai phéap lut.

5.3

Thanh phan hé so Ban chinh | Ban sao

- Gidy dé nghi tham gia lya chon ky hop dong thuc hién
tro giup phap 1y c6 xac nhan cia to chitrc hanh nghé luat
su noi luat su dang 1am viéc hoic co quan, to chirc ma X
luat su ky hop ddng lao dong dong ¥ cho luat su tham
gia ky hop dong thyc hién tro giup phép 1y;

- Thé luat su; X
- Ban gio1 thiéurvé qua trinh hanh nghé cua luat su, vu
viéc tham gia t6 tung, kinh nghiém tham gia trg giup X
phap ly;
- Cac tai liéu khac theo thong bao lua chon luat su (néu %
o).
5.4 | S6 lwong ho so: 01 bo ho
5.5 | Thai gian xir ly: 15 ngay lam viéc (120 gio)
56 Noi tiep nhan va tra ket qua: Nop ho so truc tiép tai tru s¢ Trung tdm Phuc vu Hanh
' chinh cbng tinh An Giang hoac qua dich vu buu chinh.
5.7 | L& phi: Khong
5.8 | Quy trinh xir ly cong viéc
Thu Trinh tu Trich nhiém | Lho1 | Biéumau- .Ifet qua
tw ‘ ) glan thuc hién
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.| - Viét phiéu bién nhan vahen | Chuyén vién
Buwoc

1 tra két qua. phu trach tiép | 04 gio

- Chuyén ho so. nhén ho so
. 7 Lanh dao
- Duy¢€t ho so, chuyén cho CV | phong chuyén
xuly. ‘ mon (Phong | 08 gid
- XU 157, tham dinh ho so. B tro Tu
Buoc | - Xac mir}h (néu co). , phap)

2 | - Niém yét, cong khai (n€u co).
- Lay y kién cac co quan, don
vi (néu co) Chuyén vién 92 gid

- Trinh 1anh dao phé duyé¢t.

- Phé duyét hop dong thuc hién ,
Budc | trg giup phap ly gitta S¢ Tu | Ban Giam doc

3 |phapva t6 chuc hanh nghé luat So 03 gio
su, tO chirc tur van phap luat

Buée | - Bong dau (néu co). 9 .\

4 |- Giri két qua TTHCC. Vanthu | 04 g0
, A x . .| Chuyénvién Hop dong thuc hién
Blgac ;thll;,a ket qua cho o chire, ca phy trach tra | 04 gid | tro gilip phap ly gitra

- ket qua Trung tam va luat su.
6. BIEU MAU: Khong
7.HO SOLUU

Ho so luu bao gdm cac tai liéu sau:

TT | Tai liéu trong ho so

- Giay dé nghi tham gia lua chon ky hop dong thuc hién trg gitp phap ly c0 xac
nhén ctia t6 chtrc hanh nghé luat su noi luat su dang 1am viéc hoic co quan, t6 chtrc
ma luat su ky hop dong lao dong dong ¥ cho luat su tham gia ky hop dong thuc
hién trg gitip phép 1y;

2 | - Thé luat su;

3 |- Ban gidi thiéu vé quéa trinh hanh nghé cua luat su, vu viéc tham gia t6 tung, kinh
nghiém tham gia tro giup phép ly;

4 | - Hop dong thuc hién trg gitp phap ly gitra Trung tam va luat su.

H6 so duoc luu tai Trung tdm Tro gitp phap Iy Nha nudc trong nam giai quyét ho so.
Nam tiép theo, chuyén ho so dén kho luu trir cua co quan vai thoi gian luu trir 20 nam.
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7. Thii tuc cap thé cong tac vién tro givip phap ly

QUY TRINH

Ma hi¢u: | QT-

SO TU PHAP Thii tuc cAp thé cdng tac vién tro
giup phap ly

Ngay BH | ..... /..

20..

A

MUC LUC

1. SUA BOI TAI LIEU
2. MUC PbiCH

3. PHAM VI

4. TAI LIEU VIEN DAN
5. PINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU

8. HO SO CAN LUU

Trach nhiém Soan thao Xem xét

Phé duyét

Ho tén

Chit ky

' Chuyén vién Trung Giam déc Trung
Chirc vu tam TGPL tam TGPL

Lanh dao Sé&

SUA POI TAI LIEU

Trang /
Phan lién
guan viéc

sira doi

Yéu cau
swra doi/
bo sung

Lan ban
M0 ta noi dung sira doi | hanh / Lan
sira doi

hanh

Ngay ban
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9. MUC PiCH

Quy dinh cach thuc, trinh ty va huéng dan, tiéu chuan, quy trinh, tha tuc, diéu
Kién cap thé cong tac vién tro gitp phap ly.

10. PHAM VI AP DUNG

Ap dung cho cac nhirng ngu’(n da nghl huu, c6 nang lyc hanh vi dan sy day
du, co pham chat dao duc tot, c6 suc khoe, co nguyén vong thuc hién trg gilp phap
ly co thé tro thanh cong tac vién tro giup phap Iy, bao gom: trg glup vién phap ly;
tham phan tham tra vién nganh Toa an; kiém sét vién, kiém tra vién nganh kiém sat;
diéu tra vién; chap hanh vién, tham tra vién thi hanh an dan su; chuyén vién lam
cong tac phap luat tai cac co quan nha nudc.

11. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN 1SO 9001:2015

Céc van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan ly chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

Can cw phap ly:
- Luat Tro gitp phap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B9 truong Bo Tu phép quy dinh
chi tiét mot s diéu cua Luat Tro gitp phap 1y va hudng dan gidy to trong hoat dong

5.1
tro giup phap ly.
- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 ciia B¢ trusng Bo Tu phap huéng
dan mot s6 hoat dong nghiép vu tro giup phap ly va quan ly chat luong vu viéc tro
gitp phap ly.
Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

5.2

O vung c6 diéu kién kinh té - xa hoi dic biét kho khan, cin cir nhu cau trg giup phap
1y cua nguoi dan va di€u kién thyuc té tai dia phuong, Giam doc Trung tam trg giap
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phap 1y nha nudc dé nghi Giam d6c S& Tu phap cap thé cong tac vién trg gitp phap
ly cho nguoi co du diéu kién quy dinh tai khoan 2 Piéu nay.

Nhirng ngudi da nghi huu, c6 nang lyc hanh vi dan sy day du, co phém chat dao durc
tbt, co strc khoe, co6 nguyén ~vong thuc hién tro gitp phap ly o thé tré thanh cong tac
vién trg giiip phap 1y, bao gém: trg giip vién phap ly; thAm phan, thdm tra vién nganh
Toda an; kiém sat vién, kiém tra vién nganh kiém sat; diéu tra vién; chap hanh vién,
tham tra vién thi hanh 4n dan su; chuyén vién 1am cong tac phap luat tai cac co quan
nha nudc.

Thanh phan hé so Ban chinh | Ban sao

- bon dé nghi lam cong tac vién trg giup phap ly theo
mau ban hanh kém theo Thong tu s6 08/2017/TT-BTP X
(Mau TP-TGPL - 10);

5.3 |- Gidy to chirng minh 13 ngudi d3 nghi huu theo quy X
dinh;
- So yéu 1y lich c4 nhan c6 xac nhan caa Uy ban nhan
dan xa, phuong, thi tran noi cu tra va 02 &nh mau chan X
dung c6 2 cm x 3 cm.
5.4 | S6 lwong ho so: 01 bo ho
5.5 | Thei gian xir ly: 07 ngay lam viéc (56 gio)
Noi tiep nhan va tra ket qua:
- Nop ho so truc tiép tai tru s& Trung tAm tro gitip phap 1y nha nude tinh/thanh phd;
- Gui ho so qua dich vu buu chinh;
- Giri ho so qua fax, hinh thire dién ti.
Viéc ndp ho so dé nghi lam cdng tac vién dugc thuc hién nhu sau:
- Trudng hop ndp tryc tiép tai tru s& Trung tam, nguodi dé nghi lam cong tac ndp cac
5.6 | giay to: Don dé nghi lam cOng tac vién; So yéu 1y lich ca nhan c¢6 xac nhan cia Uy

ban nhan dan x3, phuong, thi trdn noi cu tra va 02 anh mau chan dung ¢c6 2 cm x 3
cm; xudt trinh ban chinh hodc ndp ban sao c6 chimg thuc gidy to chimg minh 1a nguoi
da nghi huu theo quy dinh;

- Truong hop giri hd so qua dich vu buu chinh, nguoi dé nghi lam cong tac vién giri
cac gidy to: Pon dé nghi lam cong tac vién; So yéu ly lich ca nhan c6 xac nhan cua
Uy ban nhan dan xa, phuong, thi tran noi cu tra va 02 anh mau chan dung ¢& 2 cm X
3 ¢cm, ban sao c6 chtng thyc gidy t& chimg minh 14 ngudi da nghi huu theo quy dinh;
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- Tru:(‘)’ng hop gui qua fax, hinh thirc dién tir, nguoi dé nghi lam cong tac vién giri cac
gidy to: Pon dé nghi lam cdng tac vién; Gidy to ching minh la nguoi déa nghi huu
theo quy dinh; So y€u ly lich c4 nhan c6 xac nhén cua Uy ban nhan dan xa, phuong,
thi trin noi cu tra va 02 anh mau chan dung ¢& 2 cm x 3 cm dén Trung tAm.
5.7 | Lé phi: Khéng
5.8 | Quy trinh xir ly cong viéc
Thi B,iéu mau -
tw Trinh ty Trach nhiém Thoi gian | Két qua thue
‘ hién
Buse | Vié:n phiéu bién nhan va hen Chuyén vién phu
tra két qua. trach tiép nhan ho 04 g10
1 21 A
- Chuyén ho so. N
- Duyét ho SO, chuyén cho CV Lanh d?o phA(‘)ng
K chuyén mon .y
v : A Phong B6 tro Tu 08 gio
- Xit 1y, tham dinh hd so. (Phong B0 tre
Budc | - Xac minh (n€u c6). phap)
2 | - Niém yét, cong khai (n€u co).
- Léy, ¥ kién cac co quan, don L N
vi (néu co) Chuyén vién 24 gio
- Trinh 1anh dao phé duyé¢t.
- Phé duyét hop dong thuc hién
Budc | tro giip phap ly gitta S¢ Tu RPNy "
3 |phapva t6 chuce hanh nghé luat Ban Gidm doc So 08 gio
su, tO chirc tu van phap luat
Buée | - Bong dau (néu co). < .y
4 |- Giti két qua TTHCC. Van thu 08 gio
Buéc | - Tra két qua cho to chuc, ca| Chuyén vién phu 04 i
5 | nhan. trach tra két qua &
6. BIEU MAU:
TT | Ma hiéu Tén bi¢u miu
1 MAU s& TP-TGPL-10 incm de nghi lam cong tac vién trg giup phap
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(Ban hanh kém theo Théng tw s6
08/2017/TT-BTP)

7.HO SO LUU
Ho6 so luru bao gom cac tai liéu sau:

TT | Tai liéu trong ho so

1| Pon dé nghi lam cong tac vién trg giup phap ly theo mau ban hanh kém theo
Thong tu s6 08/2017/TT-BTP (Mau TP-TGPL - 10);

N

- Giy to chtimg minh 14 ngudi di nghi huu theo quy dinh;

- So yéu 1y lich ¢4 nhan c6 x4c nhan cua Uy ban nhan dan xa, phuong, thi tran noi
cu tri va 02 anh mau chan dung ¢6 2 cm x 3 cm.

w

4 | - Quyét dinh cap thé cong tac vién TGPL cua Giam doc S Tu phap.

H6 so duoc luu tai Trung tim Tro gitp phap Iy Nha nudc trong nam giai quyét ho so.
Nam ti€p theo, chuyén ho so dén kho luu trir cua co quan vai thoi gian luu trir 20 nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

..................... , ngay ...... thang....... nam 20....

PON PE NGHI LAM CONG TAC VIEN TROQ GIUP PHAP LY
Kinh giri: Trung tam tro gitip phép 1y nha nwéc tinh/thanh phé................

TENTOT LA oot e e s e e re e sre e sraeenes
Sinh ngay ......... thang........... nam............... GiGi tinh: .o
Ching minh nhan dan/Thé can cudC CONG dAN: ....ocoveeiie i
D18 Chi thUONQ IrU ..o e
Chtrc danh da dam nhiém trudc Khi nghi hurt ..o,
biénthoai .................... Dién thoai di dONg........ccovvvvviviiiiec e,
EMAIL ... e e s

Sau khi nghién ctru cac quy dinh caa phap luat tro gidp phap 1y, t6i thdy minh c6 da
diéu kién va co nguyén vong tré thanh cong tac vién tro giap phap 1y. Bé nghi Trung

tAm tro gitp phéap 1y nha nuéc tinh/thanh phé............oooooveieiii, thuc hién cac
tha tuc can thiét theo quy dinh dé Giam déc S& Tu phap tinh, thanh phé
.................. cap thé cong tac vién tro gitp phap Iy cho tdi.

Toi chiu trach nhiém vé nhitng ndi dung néu trén va cam doan tuan thu nghiém chinh
phap luat vé trg gitip phap Iy, thuc hién day du cac nghia vu va trach nhiém ciaa cong
tac vién trg giap phap ly theo quy dinh.

NGUOI PE NGHI

(Ky va ghi rd ho tén)
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8. Thii tuc cap lai thé cong tac vién tro giap phap ly

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

Thu tuc cép lai thé cOng tac vién trg

giup phap ly

Ngay BH | ..... /..

20..

A

MUC LUC
.SUA POI TAI LIEU
. MUC PICH
.PHAM VI

. DINH NGHIA/VIET TAT
.NOI DUNG QUY TRINH

. BIEU MAU
.HO SO CAN LUU

1
2
3
4. TAI LIEU VIEN DAN
5
6
7
8

Trach nhiém

Soan thao

Xem xét

Phé duyét

Ho tén

Chit ky

Chirc vu

Chuyén vién Trung

tam TGPL

Giam déc Trung
tam TGPL

Lanh dao Sé

SUA POI TAI LIEU

Yéu cau
sura doi/
bo sung

Trang/
Phan lién
qguan viéc

sira doi

M@ ta ndi dung sira doi

Lan ban
hanh / Lan
sira doi

hanh

Ngay ban
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9. MUC PICH
Quy dinh cach thuc, trinh ty va huéng dan, tiéu chuan, quy trinh, tha tuc, diéu

Kién cap lai thé cong tac vién tro gilp phap ly.

10. PHAM VI AP DUNG
Ap dung cho Cong tac vién tro giap phap ly da duoc cap thé cong tac vién

nhung thé cong tac vién bi mat hozc bi hu hong khéng sir dung dugc.

11. TAI LIEU VIEN DAN
Tiéu chuan quédc gia TCVN 1SO 9001:2015

CAc van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- bDLD: bai dién lanh dao

- HTQLCL: Hé thong quan ly chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

Can cw phap ly:
- Luat Trg gitp phap ly nam 2017,

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B9 truong Bo Tu phép quy dinh
chi tiét mot s6 diéu cua Luat Tro gitp phap 1y va hudng dan gidy to trong hoat dong

> tro gilp phap ly.
- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 ciia B¢ trusng Bo Tu phap huéng
dan mot so hoat dong nghiép vu tro giup phap ly va quan ly chat luwong vu viéc tro
giup phép ly.
Yéu ciu, ,diéu kién thuc hién tha tuc hanh chinh: Cong tac vién trg gitp phap ly
5.2 | da duogc cap thé cong tac vién nhung thé cdng tac vién bi mat hodc bi hu hong khong
st dung duogc.
Thanh phan hé so Ban chinh | Ban sao
53 |-Don dé nghi cap lai thé cong tac vién trg giup phap 1y

theo m?u} ban hanh kém theo Thong tu s6 08/2017/TT- X
BTP (mau TP-TGPL -11);
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- 02 4nh mau chan dung ¢6 2 cm x 3 cm. X
5.4 | So lwong ho so: 01 bo ho
5.5 | Thoi gian xir ly: 07 ngay lam viéc (56 gio)
Noi tiép nhan va tra ket qua:
- Nop hd so truc tiép tai tru s& Trung tAm tro gitip phap 1y nha nudce tinh/thanh phd;
5.6 - Gui hd so qua dich vu buu chinh;
- Gri ho so qua fax, hinh thtc dién tir.
5.7 | L& phi: Khong
5.8 | Quy trinh xir ly cong viéc
Thi B,iéu miu -
tw Trinh ty Trach nhiém Thoi gian | Két qua thuc
: hi€én
Buge | - Vit phicu bién nhan vahen | Chuyén vién phy
1 tra két qua._ trach ti€ép nhan ho 04 gio
- Chuyén ho so. SO
- Duyét ho so, chuyén cho CV Lanh d?o phﬂ(‘)ng
¢ 19 chuyén mon "
Xuly. i . Phone B tro T 08 gio
- Xt Iy, thim dinh hd so. ( ong Bo tro T
Budc | - Xac minh (n€u c6). phap)
2 |- Niém yét, cong khai (néu co).
- Lay y kién cac co quan, don A .
vi (néu co) Chuyén vién 24 gio
- Trinh 1anh dao phé duyé¢t.
- Phé duyét hop dong thyuc hién
Buoc | trg giap phap 1y gitta S& Tu RPYOT .\
3 | phap va t6 churc hanh nghé luat Ban Gidm doc So 08 gio
su, to chirc tu van phép luat
Quyét  dinh
. . oA cap lai thé
Buoc | - Pong dau (néu co). - o n i
e T A Van thu 08 gio cong tac vién
4 Gui két qua TTHCC. ctia Giam dée
) i S& Tu phap.
6. BIEU MAU:
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TT | Mi hiéu Tén biéu miu
Mau s6 TP-TGPL-11 N At e A e
1 (Ban hanh kem theo Thong tw 56 i iE)O’nh(;e rll,ghl cdp lai the cOng tac vién tro
08/2017/TT-BTP) giupphap Ty
7.HO SOLUU

Hd so lwu bao gdm cAac tai liéu sau:

TT | Tai liéu trong ho so
1 |- Pon dé nghi cép lai thé cong tac vién trg giip phap ly theo mau ban hanh kém
theo Thong tu s6 08/2017/TT-BTP (Mau TP-TGPL — 11);
2 | Quyét dinh cap lai thé cong tac vién cua Giam doc S¢ Tu phép.

H6 so duoc luu tai Trung tim Tro gitip phap 1y Nha nudc trong nam giai quyét ho so.

Nim tiép theo, chuyén ho so dén kho luu trir ctia co quan véi thoi gian luu trir 20 nam.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PON PE NGHI CAP LAI THE CONG TAC VIEN TRQ GIUP PHAP LY
Kinh giri: Trung tim tro gitup phép Iy nha nwéc tinh/thanh phé................

B (1 (0 I - OSSOSO P PP
Sinh ngay ........ thang ....... nam .............. Gigi tinh (Nam/N@X): ..ooovviiiieeene
Chung minh nhan dan/Theé can cudC CONG AN: .......ooviiiiiiiiiee s
Dia Chi thUuONG TrU .ot et e b e et e e e reeeeenee e
Pi duoc cip thé cong tac vién trg gilp phap 1y sb:................ NEAY 1o ieseeee e
biénthoai .................cooi Dién thoai di dONG......cccvvvvvveiiie e
EM@IL .ot b bRttt e nbeareene s

T6i dé nghi duoc cap lai thé cong tac vién tro gidp phap ly, ly do:

Bi hu hong

Bi mat

T6i chiu trach nhiém vé nhiing noi dung néu trén, dé nghi Trung tdm tro gitup phap 1y nha nuéc
thuc hién cac thi tuc dé cap lai thé cong tac vién tro gidp phap ly cho toi.

NGUOI PE NGHI
(Ky va ghi rd ho tén)
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9. Thii tuc yéu ciu trg gitip phap ly

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

Thii tuc yéu cu tro giap phap ly

Ngay BH | ..... /.
20..

ol

MUC LUC

00 N o »n b W DN B

.SUA POl TAI LIEU

. MUC bICH

.PHAM VI

. TAI LIEU VIEN DAN
. DPINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH
. BIEU MAU

.HO SO CAN LUU

Trach nhiém

Soan thao

Xem xét

Phé duyét

Ho tén

Chir ky

Chirc vu

Chuyén vién Trung

tam TGPL

Giam déc Trung
tam TGPL

Lanh dao Sé&

SUA POI TAI LIEU

Yéu cau
suwra doi/
b6 sung

Trang/
Phan lién
qguan viéc

Stra doi

M0 ta ndi dung sira doi

Lan ban
hanh / Lan
Sira doi

hanh

Ngay ban
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9. MUC PICH
Quy dinh céch thire, trinh tu va huéng dan, tiéu chuan, quy trinh, tha tuc, diéu

Kién yéu cau trg giup phap ly.

10. PHAM VI AP DUNG

Ap dung cho nguoi yéu cau trg gidp phap 1y.

11. TAI LIEU VIEN DAN

Tiéu chuan québc gia TCVN 1SO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: bai dién lanh dao

- HTQLCL: Hé thdng quan Iy chat luong

- TP: Tu phap
13. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Trg gitip phéap 1y nam 2017;

- Thong tu s6,08/‘2017/TT-BTP hgay 15/11/2017 cua B¢ truong Bo Tu phap quy dinh
chi tiet mot so diéu cua Luat Tro giup phap 1y va hudng dan giay to trong hoat dong
tro gitp phép ly.

- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 cua Bo trudng Bo Tu phap hudng
dan mot s6 hoat dong nghiép vu tro gitp phap ly va quan ly chat lugng vu viéc tro
giup phép ly.

5.2

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

- Nguoi duoc trg gidp phap ly theo quy dinh cua Luat Tro giup phap ly hoac nguoi
than thich cua ngudi duoc trg gitp phap 1y, co quan, ngudi €6 tham quyén tién hanh
t tung hodc co quan, t6 chtic, ca nhan khéc cd lién quan yéu cau trg gitp phap Iy;

- Vu viéc trg gilp phap Iy lién quan truc tiép dén quyén va loi ich hop phép cia nguoi
duoc trg giup phap ly;

- Vu viéc tro gidp phap Iy thuoc pham vi thuc hién tro giup phap 1y quy dinh tai Diéu
26 cua Luat Tro giap phap ly;

- Vu viéc tro gitip phap Iy thudce linh vuc, hinh thic tro gidp phap 1y quy dinh tai Diéu
27 cua Luat Tro giup phép ly;
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- Vu vige tro gitip phap ly khdng thugc truong hop phai tir chéi theo quy dinh tai
khoan 3, Bieu 30 cua Luat Tro gitp phap ly.

Thanh phan hé so Ban chinh | Ban sao
- Pon yéu cau tro gidp phép 1y; X

- Gidy to chimg minh ngudi thudc dién trg gilp phap
ly quy dinh tai Biéu 33 Théng tu s6 08/2017/TT-BTP

53 | ngady 15/11/2017 cta B¢ truong BO Tu phap quy dinh X
chi tiét mot so diéu cua Luat Trg giap phap 1y va huéng
dan giay to trong hoat dong trg giup phap ly;
- C4c giy to, tai liéu co lién quan dén vu viéc tro gidp X
phap ly.
5.4 | So lwong ho so: 01 bo ho
Thoi gian xir ly: Ngay sau khi nhén du h6 so theo quy dinh, ngudi tiép nhan yéu cau
phai kiém tra cac noi dung cé lién quan dén yéu cau trg gidp phap ly va tra loi ngay
55 A A A TA A 5 <A = A A , - 9= I A - A \ S
cho nguoi yéu cau veé viéc ho so du dicu kién de thu ly hoac phai bo sung giay to, tai
liéu cd lién quan.
Noi tiép nhan va tra két qua: Trung tam trg giup phap ly nha nudc tinh, Chi nhanh
cta Trung tam; t6 chirc hanh nghé luat su, to chirc tu van phép luat ky hop dong thuc
5.6 hién tro gilp phap ly hoac dang ky tham gia trg giup phap ly.
5.7 | Lé phi: Khdng
5.8 | Quy trinh xw ly cong viéc
Thi B,iéu mau -
tw Trinh ty Trach nhiém Thoi gian | Két qua thuc
: 7 hién
Budc | - Kiém tra cac ndi dung co lién | Tro gitip vién phap
1 | quanden yéu cau trg gilp phap | Iy phu trach tiep
ly. nhan ho so
.| - Tra 161 ngay cho nguoi yéu Trg gitp vién phap
Buoc | r 1A aa 1A
o | cau 1y nhéan da ho so
vu viéc dugc thy 1y theo quy dinh
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6. BIEU MAU:

TT M3 hiéu Tén bi¢u miu
Mau sé 03-TP-TGPL
1 (Ban hanh kém theo Théng tw sé | - Don khiéu nai
12/2018/TT-BTP)

7.HO SO LUU
H6 so luu bao gom cac tai liéu sau:

TT | Tai liéu trong ho so

1 | - Bon khiéu nai va cac gidy to ¢ lién quan.

2 | - Quyét dinh giai quyét khiéu nai

H6 so duoc luu tai Trung tim Tro gitip phap Iy Nha nudc trong nim giai quyét ho so.
Nam ti€p theo, chuyén ho so dén kho luu trir cua co quan vai thoi gian luu trir 20 nam.
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Mau s6 02-TP-TGPL
(Ban hanh kém theo Théng tw sé 12/2018/TT-BTP)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

............. ngay ... thang ... nam 20 ...
PON YEU CAU TRQ GIUP PHAP LY
Kinhgui: ..................... (1)

l. Phén théng tin danh cho ngudi yéu ciu tro gitp phap ly
Hovatén: ........... () e
Dia Chi HBN N .
D aEN TN0aL: ...
S6 CMND/Thé can cude cong dan: ............... CAP NEAY ..o
172
M&i quan hé véi nguoi duoc tro gilp phap ly
I1. Phén théng tin danh cho ngwoi dwoc tro gitp phap ly
Hovatén: .................... (B) treee i e
Ngay, thang, nam sinh: ............................ Giditinh: ...
Dia Chi HBN N .
DN tN0aI: ..o
S6 CMND/Thé can cudc cong dan: ..................... CAPNGAY «.eeveeeeernne tal
DT 0oL
Dién nguoi dugC trg giup phap 13:. ...

I11. N§i dung vu viéc tro giap phap ly
1. Tom tat yéu cau tro gitp phéap ly
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2. Yéu cau hinh thire tro gitp phap ly
Tu van phap luat o

Tham gia t6 tung o

Pai dién ngoai t6 tung O

3. Tai liéu gtri kém theo don

2 )
D) i
o) I SN
T6i xin cam doan 101 trinh bay trén 14 dung su that. Bé nghi ........... () N
................................. xem x¢ét trg giup phap ly.
NGUOI LAM PON

(Ky, ghi ré ho tén hodc diém chi)

Chu thich:

(1): Tén té chuc thuc hién tro gidp phap ly;
(2): Ho va tén nguoi yéu cau tro gitp phép 1y;

(3): Ho va tén ngudi duoc trg giup phap ly.
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10. Thii tuc giai quyét khiéu nai vé tro giup phap ly

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

. . . Ngay BH | ... /..
Thu tuc gidi quyét khieéu nai ve trg 20..

giap phap ly

A

MUC LUC
.SUA POl TAI LIEU
. MUC bICH
.PHAM VI

. PINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH

. BIEU MAU
.HO SO CAN LUU

1

2

3

4. TAI LIEU VIEN DAN
5

6

7

8

Trach nhiém

Soan thao

Xem xét

Phé duyét

Ho tén

Chir ky

Chirc vu

Chuyén vién Trung

tam TGPL

tam TGPL

Giam déc Trung

Lanh dao Sé&

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang /
Phan lién
guan viéc

Stra doi

M0 ta ndi dung sira doi

Lan ban
hanh / Lan

.z hanh
sua dol

Ngay ban
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9. MUC PICH
Quy dinh cach thuc, trinh ty va huéng dan, tiéu chuan, quy trinh, tha tuc, diéu

kién giai quyét khiéu nai vé tro gidp phap ly.

10. PHAM VI AP DUNG
Ap dung cho Nguoi duoc tro giup phap 1y theo quy dinh cua Luat Tro gilp

phap ly.

11. TAI LIEU VIEN DAN

Tiéu chuan qudc gia TCVN 1SO 9001:2015

CAc van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan ly chat luong

- TP: Tu phap
13. NOI DUNG QUY TRINH

5.1

Can cw phap ly:

- Luat Tro gitp phap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B9 truong Bo Tu phép quy dinh
chi tiét mot s6 diéu cua Luat Tro gitp phap Iy va hudng dan gidy to trong hoat dong
tro giup phap ly.

- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 ciia B¢ trusng Bo Tu phap huéng
dan mot so hoat dong nghiép vu tro giup phap ly va quan ly chat luwong vu viéc tro
giup phép ly.

5.2

Yéu cau, diéu kién thuc hién thia tuc hanh chinh:
- Nguo1i dugc trg giup phap 1y theo quy dinh cia Luat Trg giap phap ly.

- Khi ¢6 can cir cho rang to chuc thuc hién tro gitip phéap 1y, ngudi thyc hién trg gitp
phap 1y c¢6 hanh vi trai phap luat, xdm pham quyén, loi ich hop phap ctia minh nhu:
tir chbi thu 1y vu viée trg gitp phap 1y; khong thuc hién trg gitp phap 1y; thuc hién
trg gitp phap 1y khong ding phap luat; thay doi nguoi thuc hién tro gitp phap 1y
khong dung phép luat.

5.3

Thanh phan ho so Ban chinh | Ban sao

49




- Don de nghi cap lai thé cong tac vién trg giup phap ly
theo mau ban hanh kém theo Thong tu s6 08/2017/TT- X
BTP (miu TP-TGPL -11);

- 02 anh mau chan dung ¢6 2 cm x 3 cm. X
5.4 | So lwong ho so: 01 bo ho
Thoi gian xir ly:
- Béi véi nguoi dung dau to chirc thuc hién trg giup phap 1y: 03 ngay 1am viéc ké tir
ngay nhan dugc khiéu nai (24 gio)
- Truong hop ngudi khiéu nai khéng déng ¥ voi quyét dinh giai quyét khiéu nai cua
nguoi dimg dau to chuc thyc hién trg giap phap 1y hodc qua thoi han ma khiéu nai
55 khong dugc giai quyét thi c6 quyén khiéu nai 1én Giam déc S¢ Tu phap. Trong thoi
' han 15 ngay ké tir ngay nhan duoc khiéu nai, Giam dbc S¢ Tu phap co trach nhiém
giai quyét khiéu nai. Quyét dinh giai quyét khiéu nai cua Giam déc So Tu phéap co
hiéu luc thi hanh.
- Truong hop ngudi khiéu nai khong dong y véi guyét dinh giai quyét khiéu,nai cua
Giam doc S¢ Tu phap hodc qua thoi han ma khiu nai khong dugc giai quyet thi co
quyén khoi kién tai Toa an.
Noi tiép nhan va tra két qua:
- Nop hd so truc tiép tai tru s& Trung tAm trg giup phap Iy nha nude tinh/thanh phd;
56 | Gui ho so qua dich vu buu chinh;
- Gui ho so qua fax, hinh thirc dién tu.
5.7 | L& phi: Khong
5.8 | Quy trinh xir ly cong viéc
Thir B,iéu miu -
tur Trinh ty Trach nhiém Thoi gian | Két qua thuc
2 hién
Buse | Vié:t phiéu bién nhan va hen Chuyén vién phu
tra két qua. trach ti€p nhan ho 04 gio
1 21 A
- Chuyén ho so. N
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Buwoc

- Duyét ho so, chuyén cho CV
Xt ly.

- Xir 1y, thAm dinh hd so.

- X4c minh (néu c6).

- Niém yét, cong khai (néu c6).
- Lay y kién cac co quan, don
vi (néu cb)

- Trinh Ianh dao phé duy¢t.

Lanh dao phong
chuyén mon
(Phong B6 tro Tu
phap)

12 gio

Chuyén vién

04 gio

Buwoc

- Phé duyét hop ddng thuc hién
trg giup phap ly gitta S& Tu
phép va t6 chtrc hanh nghé luat
su, tO chirc tur van phap luat

Ban Giam doc So

02 gio

Buwoc

- Dong déu (néu co).
- Guri két qua TTHCC.

Van thu

02 gio

Quyét  dinh
giai quyét
khiéu nai

6. BIEU MAU:

T

Ma hiéu

Tén biéu mau

Mau so 03-TP-TGPL

(Ban hanh kém theo Théng tw s6

12/2018/TT-BTP)

- Pon khiéu nai

7.HO SOLUU

Hd so luu bao gdm cac tai liéu sau:

TT | Tai liéu trong ho so

1 | - Bon khiéu nai va cac gidy to ¢ lién quan.

2 | - Quyét dinh giai quyét khiéu nai

H6 so duoc luu tai Trung tim Tro gitp phap Iy Nha nudc trong nim giai quyét ho so.

Nam tiép theo, chuyén hd so dén kho luu trir ctia co quan véi thoi gian luu trit 20 nam.
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Mau s6 03-TP-TGPL
(Ban hanh kem theo Thong tw so 12/2018/TT-BTP)

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

e e een, NEAY ... thang ... nam 20...
PON KHIEU NAI

V@ VIEC cevurrrrnnnennn [0 ) YRR
Kinhgui: ...l (2) e
Hovatén: ........................ (B) i
Dia Chi BN NG .
D aEN TN0AL: ...
S6 CMND/Thé can cudc cong dan: ..................... CAP NGAY e
L

La nguoi dugc trg giup phép ly trong vu viéc:

Hoac 1a nguoi giam ho cua nguoi dugc tro giup phap 1y............ooeel. )
........................ dang duoc tro giup phép ly trong vu viéc

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

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

o) P
) ettt et e e e e e e
T6i xin cam doan noi dung khiéu nai trén 13 ding su that. Bé nghi e (2)
....................................................... xem xét gial quyét khieu nai cho toi
theo quy dinh.
NGUOI LAM bON

(Ky, ghi r6 ho tén, hodc diém chi)

Ch thich:

(1): Ghi rd mot trong 04 noi dung khiéu nai vé:

- Tir chdi thyc hién vu viéc tro gitp phép Iy;

- Khéng thuc hién trg gitp phap ly;

- Thuc hién trg gitip phap 1y khong dting phap luat;

- Thay déi nguoi thyc hién tro giap phap 1y khong ding phap luét.
(2): Tén co quan, t6 chirc c6 tham quyeén giai quyét khiéu nai.

(3): Ho va tén ngudi dugce trg gilp phép ly.

(4): Tén cua td chuc thuc hién trg gitp phap ly.

(5): Ho va tén ctia ngudi thyc hién trg gidp phap ly.
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11. Thii tuc riit yéu ciu tro giip phap ly ciia nguoi dwoc tro givip phap ly

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

. Ngay BH | ... /..
Thu tuc rat yéu cau trg giup phap 20..

ly cia nguwoi dwoe trg giap phap ly

A

MUC LUC

. SUA POI TAI LIEU

. MUC biCH
.PHAM VI

. PINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH
. BIEU MAU

.HO SO CAN LUU

1

2

3

4. TAI LIEU VIEN DAN
5

6

7

8

Trach nhiém

Soan thao Xem xét

Phé duyét

Ho tén

Chit ky

Chirc vu

Chuyén vién Trung

tam TGPL tam TGPL

Giam déc Trung

Lanh dao Sé

SUA POI TAI LIEU

Yéu cau
swra doi/

bé sung

Trang /
Phan lién

M@ ta ndi dung sira doi

Lan ban NaaY ban
hanh/Lan | 9%
o iz hanh
swa dol
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guan viéc
swa doli

9. MUC PICH

Quy dinh cach thuc, trinh ty va huorng dan, tiéu chuan, quy trinh, tha tuc, diéu
Kién rut yéu cau tro gitp phép ly cia ngudi dugc tro gitp phap 1y.

10. PHAM VI AP DUNG

Ap dung cho nguoi dugc tro gilp phép 1y ¢6 nguyén vong rit yéu cau tro giup

phap ly.
11. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN 1SO 9001:2015
Cac van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- BDLD: bai dién lanh dao
- HTQLCL: Hé thong quan ly chat luong
- TP: Tu phap

13. NOI DUNG QUY TRINH

Can cw phap ly:
- Luat Tro gitp phap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B9 truong Bo Tu phép quy dinh
chi tiét mot s diéu cua Luat Tro gitp phap 1y va hudng dan gidy to trong hoat dong

5.1
tro gilp phap ly.
- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 cua Bo truong Bo Tu phap huéng
dan mot s6 hoat dong nghiép vu tro gitp phap Iy va quan ly chat lugng vu viéc tro
giup phép ly.

5.2 | Yéu cau, diéu kién thuc hién thia tuc hanh chinh: Khong
Thanh phan hé so Ban chinh | Ban sao

53 | . pon rat yéu cau trg gidp phép Iy theo mau ban hanh X

kém theo Thong tu s 12/2018/TT-BTP ngay
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https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/thong-tu-19-2011-tt-btp-sua-doi-quy-dinh-thu-tuc-hanh-chinh-131321.aspx

28/8/2018 cua Bo truong Bo Tu phap (Mau s6 05-TP-
TGPL)

5.4 | So lweng ho so: 01 bo ho

5.5 | Thoi gian xir Iy: Ngay sau khi nhan di ho so theo quy dinh.

5.6

Noi tiép nhan va tra két qua:

- Gri ho so qua dich vu buu chinh;

- Gri ho so qua fax, hinh thtc dién tir.

- Nop hd so truc tiép tai tru s& Trung tAm tro gitip phap 1y nha nudce tinh/thanh phd;

5.7 | L& phi: Khong

5.8 | Quy trinh xir ly cong viéc

Biéu mau -

];lllrlr Trinh tyw Trach nhiém Thoi gian | Két qua thuc
. hién
Buéc | - Kiém tra don rat yéu cau tro Trg)’ slup vieth pklap -y
1| gidp phap Iy 1y phu trach tiép 02 gio
' nhan ho so
. Nguor d A trcg SIup p.l}ap ly, Tro gitp vién phap
Buoc | duge rat yéu cau trg giup phap 1 nhan da h ‘
2 |1y, vu viéc tro gitp phap 1y két y nhan da 0 50 02 gi6
T theo quy dinh
thuc.
6. BIEU MAU:
TT __Ma hiéu Tén bi¢u miu
Mdau so 05-TP-TGPL , ‘
1 (Ban hanh kém theo Théng fr so - Bon rut yéu cau trg gidp phap
12/2018/TT-BTP)
7.HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

T

Tai liéu trong ho so

1

- Pon rat yéu cau tro gitp phap.

H6 so duoc luu tai Trung tdm Tro gitp phap Iy Nha nudc trong nam giai quyét ho so.
Nam tiép theo, chuyén ho so dén kho luu trir cua co quan vai thoi gian luu trir 05 nam.

Madu s6 05-TP-TGPL
(Ban hanh kém theo Théng tw sé6 12/2018/TT-BTP)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

............. ngay ... thang ... nam 20...

PON RUT YEU CAU TRQ GIUP PHAP LY
Kinhgti: ................... (1)
Toila(hovatén): ..............ooeinii. (2)hodc (3) ovviieiiii
Ngay, thang, nam sinh: ................................ Gidi tinh: ..o,
Dia Chi HBN N .
DN tN0aI: ..o

CMND/Thé ¢an ctudC CONG 0AN SO ..ovveeeee et

NGNE NGNIEP: .o Dantoc: ...............
La nguoi dugc trg gitp phap ly

Hoac la gidm ho ctia nguoi duoc tro gitp phap ly

................ (2)eeeiiiiiiiiiiiiinn...... dang duoc

............................ (1)eeeeeiiiiiiiiie... tro gilp phép ly.

Pén nay, do khong con nhu cau tro gitp phap 1y, can cit vao khoan 6 Diéu 8 cua

Luat Tro giGp phép ly, tdi xin rat yéu cau trg giap phap 1y, dé nghi
.............. (1)............... xem xét, quyét dinh.

NGUOI LAM PON
(Ky, ghi rd ho tén hodc diém chi)
Chu thich:
(1): Tén t6 chirc thyc hién trg gitp phép Iy;
(2): Ho va tén ngudi dugc tro gilp phap ly;

(3): Ho va tén ngudi gidm ho caa ngudi dugc tro gitp phap ly.
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12. Thii tuc thay d6i ngwoi thue hién tro gitip phap ly

SO TU PHAP

QUY TRINH

Ma hi¢u: | QT-

] Ngay BH | ... /..
Thu tuc thay doi nguwoi thuce hién 20..

trg giap phap ly

A

MUC LUC

. SUA POI TAI LIEU

. MUC biCH
.PHAM VI

. PINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH
. BIEU MAU

.HO SO CAN LUU

1

2

3

4. TAI LIEU VIEN DAN
5

6

7

8

Trach nhiém

Soan thao Xem xét

Phé duyét

Ho tén

Chit ky

Chirc vu

Chuyén vién Trung

tam TGPL tam TGPL

Giam déc Trung

Lanh dao Sé&

SUA POI TAI LIEU

Yéu cau
siwra doi/
bo sung

Trang /
Phan lién
guan viéc

sira doi

M0 ta ndi dung sira doi

Lan ban
hanh / Lan

oz hanh
suwra dol

Ngay ban
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9. MUC PiCH
Quy dinh cach thug, trinh tu va huéng dan, tiéu chuan, quy trinh, tha tuc, diéu

Kién thay doi nguoi thuc hién tro gip phap 1y.

10. PHAM VI AP DUNG
Ap dung cho gudi dugc tro giup phap 1y theo quy dinh cua Luat Tro gitp phap

11. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN 1SO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- BDLD: bai dién lanh dao

- HTQLCL: Hé thdng quan Iy chat luong

- TP: Tu phap

13. NOI DUNG QUY TRINH

5.1

Cin ct phap ly:

- Luat Trg gitp phap 1y nam 2017;

- Thong tu s6 08/2017/TT-BTP ngay 15/11/2017 cua B¢ truong Bo Tu phap quy dinh
chi tiét mot s diéu cua Luat Tro gilp phap 1y va hudng dan gidy to trong hoat dong
tro gilp phap ly.

- Thong tu s6 12/2018/TT-BTP ngay 28/8/2018 cua Bo truong Bé Tu phap hudng
dan maot sb hoat dong nghiép vu trg gitp phéap ly va quan Iy chat luong vu viéc tro
giup phap ly.

5.2

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

Khi ¢6 cén cur Chorr:?mg nguoi thuc hién trg gidp phap ly thuoc mot trong cac truong
hop khong duoc tiep tuc thuc hién hoac phai tir choi thuc hién tro gitp phap ly, cu the
nhu sau:
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- Thyc hién hanh vi bi nghiém cam quy dinh cua Luat tro gitp phap ly, trir truong hop
da chap hanh xong hinh thirc xtr ly vi pham va duoc thuc hién tro giap phap ly theo
quy dinh cta Luat tro giup phéap ly;

- Bi thu hoi thé trg giap vién phap ly, thé cong tac vién trg giup phap ly, Chung chi
hanh nghé luat su, thé tu van vién phap luat;

- Cac truong hop khong duoc tham gia td tung theo quy dinh ctia phéap luat vé té tung;
- Da hodc dang thyc hién trg gitp phép Iy cho ngudi duogc trg giup phap ly la cac bén
co quyen lgi doi 18p nhau trong cung mot vu viée, trir truong hop cac bén co thoa
thuan khac doi véi vu viéc tu van phap luat, dai dién ngoai t6 tung trong linh vuc dan
Su,

- C6 can cir cho rang nguoi thuc hién tro gidp phap Iy cé thé khdng khach quan trong
thuc hién trg giup phap ly;

- C6 ly do cho thay khong the thuc hién vu viéc tro gilp phap ly mot céch higu qua,
anh hudng deén quyén va loi ich hop phéap cua nguoi duoc tro giup phéap ly.

Thanh phan hé so Ban chinh | Ban sao

- Pon dé nghi thay d6i nguoi thuc hién tro gitp phap Iy

53 | theo mau ban hanh kém theo Thong tu s6 12/2018/TT- %
BTP ngay 28/8/2018 cua Bo Tu phap (Mau so 04-TP-
TGPL).
- Gidy to, tai liéu lién quan dén yéu cau thay doi. X
5.4 | S6 lwong ho so: 01 bo ho
g | Thoigian xir ly: 03 ngay lam viéc ké tir ngay nhan duoc don dé nghi thay d6i nguoi
' thuc hién tro giup phép ly (24 gio)
Noi tiép nhan va tra két qua:
- Nop ho so truc tiép tai tru s& Trung tAm tro gitip phap 1y nha nudc tinh/thanh phd;
5.6 |_ Guri hd so qua dich vu buu chinh;
- Gui ho so qua fax, hinh thirc dién tu.
5.7 | Lé phi: Khong
5.8 | Quy trinh xir ly cong viéc
Thi B,iéu mau -
tuw Trinh ty Trach nhiém Thoi gian | Két qua thue
! hién
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Buse | Vié:[ phiéu bién nhan va hen Chuyén vién phu
tra két qua. trach tiép nhan ho 04 gio
1 A A
- Chuyén ho so. N
- Duyét ho so, chuyén cho CV
xu ly. 7 ‘
- Xtr ly, thdm dinh ho so. Lanh dao phong
Buéc | - Xac minh (néu co). chuyén mon 12 gid
2 |-Niém yet cong khai (néu c6). | (Phong B6 tro Tu &
- Lay ¥ kién cac co quan, don phap)
vi (néu co)
- Trinh 1anh dao phé duy¢t.
Buoc A in "
21 Chuyén vién 04 gio
- Phé duyét hop dong thuc hién
Budc | trg giup phap ly gitta So Tu A Qs .
3 |phapva t6 chuc hanh nghé luat Ban Gidm doc So 02 gio
su, tO chirc tur van phap luat
Buéc | - Dong dau (néu co). < .
4 |- Giri két qua TTHCC. Van thu 02 16
6. BIEU MAU
TT __Ma hi¢u Tén bi¢u miu
Mau >0 O4_TP_TGAPL £ - Pon dé nghi thay doi nguoi thuc hién trg
1 (Ban hanh kéem theo Thong tu s6 ii0 ohan IV
12/2018/TT-BTP) giup phap ty
7.HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT | Tai liéu trong ho so

1

- Pon dé nghi thay doi nguoi thuc hién tro gidp phap ly.

H6 so duoc luu tai Trung tim Tro gitp phap Iy Nha nudc trong nim giai quyét ho so.
Nam ti€p theo, chuyén ho so dén kho luu trir ctia co quan véi thoi gian luu trir 05 nam.
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Madu so 04-TP-TGPL
(Ban hanh kem theo Thong tur s6
12/2018/TT-BTP)

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

e e een, NEAY ... thang ... nam 20...
PON PE NGHI THAY POI NGUO| THUC HIEN TRQ GIUP PHAP LY

Kinhgui: ................. (1) e,
Toila(hovatén): ............... () P hodc ................. (B) e
Ngay, thang, nam sinh: ... Giditinh: ................
Dia Ch BN NG oo e
D aEN TN0AL: ... i
CMND/Thé can ctudC CONG TAN SO: +.evveeee et
NQGAY CAP «..oevveeeeenns INOT CAP + ettt e e e e e
NGNE NGNIED: .o,
La nguoi dugc tro giup phap ly Hodc la ngudi giam ho cua ngudi duoc trg gitp
phaply ...... 2) e dang dugc Ong/Ba
................ 4).......oeoeiiiiii ... tro giUp phap ly trong Vu Viée ...............
Can ctr vao khoan 5 Diéu 8 cua Luat Tro giap phap 1y, t6i dé nghi thay doi nguoi
thuc hién tro gitp phap ly voily dosau day: ........oooeiiiiiiiiiiiie
Tai lidu giri kém theo don (U CO): «..vneenee e,
T6i xin cam doan 101 trinh bay trén 1a dang sy that. Bénghi ............... (1)
.......................... xem x¢ét thay doi ngudi thuc hién tro gitp phap ly.

NGUOI LAM bON
(Ky, ghi rd ho tén, hogc diém chi)
Chu thich:
(1): Tén to chuc thuc hién tro gitp phap ly;
(2): Ho va tén nguoi duoc tro giap phap ly;
(3): Ho va tén ngudi yéu cau trg gidp phap 1y;
(4): Ho va tén nguoi thuc hién trg gitp phéap ly.
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Phu luc 11

QUY TRINH NQI BQ TRONG GIAI QUYET THU TUC HANH CHINH
THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN TRONG

LINH VU'C HQ TICH, CHUNG THYC
(Ban hanh kém theo Quyeét dinh so 445/0OP-UBND ngay 04 thang 3 nam 2020

cua Chu tich Uy ban nhan dan tinh An Giang)

I. LINH VUC HO TICH

1. Thi tuc déing ky khai sinh ¢6 yéu t6 nuwée ngoai

UBND CAP
HUYEN (PHONG
TU PHAP tham
muu)

QUY TRINH

Ma hi¢u: | QT-

Thi tyc dang ky khai sinh ¢6 yéu

t0 nwdc ngoai

Ngay BH | ..... /..

20..

A

MUC LUC

L T o

o N

SUA POI TAI LIEU
MUC PbiCH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Xem xét, ky nhay
va trinh phé duyét

Phé duyét

Ho tén

Chit ky
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Chuyénvién | Trwéng Phong Tuw Lanh dao

Chirc vu . . b UBND cip
Phong Tw phap phap huyén

SUA POI TAI LIEU

Yeuehu | 0 | Linban gy

sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lan | oo

2 quan viéc : o 2R hanh
bo sung . aZe stra doi
stra doi

1. MUC PiCH

"Quy dinh cach thirc, trinh tw giai quyét ho so yéu cau ding ky khai sinh c6

y€u t0 nudc ngoai.

2.

PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3.

4.

5.

TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

NOI DUNG QUY TRINH

5.1

Cin cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo Tu phap hudng
dan thi hanh mot s6 diéu cta Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
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15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh
Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 cta Uy ban nhan dan
tinh An Giang quy dinh mtc thu, ché do thu, ndp va quan ly 1€ phi hg tich trén
dia ban tinh An Giang.

5.2 | Y éu cau, Diéu kién thwe hién Thii tuc hanh chinh: Khong
5.3 | Thanh phan ho so Béan chinh Béan sao co

chirng thuc
hoac ban chup
cd mang theo
ban chinh dé
dbi chiéu

- Ho chiéu hodc chtirng minh nhan dan hoic
thé can cude cong dan hodc cac gidy to khac
c6 dan anh va thong tin ca nhan do co quan X
c6 tham quyén cap, con gia tri st dung dé
chirmg minh vé nhan than cta ngudi cd yéu
cau dang ky khai sinh;

- Gidy to chimg minh noi cu tri dé xac dinh
tham quyén dang ky khai sinh.

- Gidly chimg nhan két hon neu cha, me da
dang ky két hon.

- Truong hop tré em sinh ra & nudc ngoai vé
cu tra tai Viét Nam thi xut trinh gidy to
ching minh viéc tré em nhdp canh (hd
chiéu, gidy to c6 gia tri di lai qudc té co dau
xac nhan nhdp canh ctia co quan quan ly
xuat, nhap canh) va gidy to chimg minh viéc
tré em cu tra tai Viét Nam (van ban xac
nhan ctia co quan cong an c6 tham quyén).

- T khai ding ky khai sinh theo mau. X

- Gidy chung sinh.

Truong hop khong c6 Gidy ching sinh thi
ndp van ban cua nguoi lam chimg xac nhén
v€ vi€c sinh; néu khong co van ban cua
nguoi lam ching thi phai cé gidy cam doan
vé viéc sinh.

Truong hop tré em sinh ra tai nudc ngoai thi
nop Gidy chimg sinh hodc gidy to khac do
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co quan c6 tham quyén nudc ngoai cap xac
nhan vé viéc tré em duoc sinh ra & nudc
ngoai va quan hé me - con (néu co);

- Truong hop cha hodc me hoac ca cha, me
la nguo1 nude ngoai thi phai ndp van ban
théa thuan cta cha, me vé viéc lya chon
quéc tich cho con. Trudng hop cha, me
chon qudc tich nuéc ngoai cho con thi vin
ban thoa thuan phai cé xac nhan cua co quan
nha nudc c6 tham quyén ctia nudc ma cha
me lua chon qudc tich cho con.

- Vin ban uy quyén theo quy dinh cua phap
luat trong truong hop uy quyén thuc hi¢n
viéc dang ky khai sinh.

5.4 | So lwong ho so: 01 bd
Thoi gian gidi quyét ho so: Ngay trong ngay tiép nhan ho so; truong hop nhan

5.5 | ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viéc tiép theo.

56 Noi ti’ép nhin va tra két qua: Nop ho so truc tiép tai tru so Bo phan Tiép nhan va

' Tra két qua cap huyén.

Lé phi: 75.000 dong/ truong hop

5.7 Mién 1¢& phi cho nguoi thudce gia dinh ¢6 céng voi cach mang; ngudi thudc
ho ngheo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

TT Trinh tu Il:?ei: Thoi gian Bll(egt zlf: :
Ticp nhén ho so theo quy dinh Naav tron - Phiéu kiém
(theo 5.3) va kiém tra ngay toan ‘g tYA th soat qua trinh
b6 hd so, dbi chiéu thong tin Ry IR | cia
trong Torkhai va tinh hop lé ciia | ho‘; Sn‘;laﬁl‘;nsgo BPTNVTKQ
gidy to trong ho so do nguoi chire tié sau 15 oios ma cap huyén.

Bwée | yéu cau ndp, xuat trinh. ha P Kho slon - Céc ho so tai
1 - Néu hd so déy dua, hop I¢, n ?I;(ya 0? gdg1a1 muc 5.3

nguoi tiép nhan ho so viét gidy tra ?et quye;‘ v lC<‘
tiép nhan, trong d6 ghi rd ngay, qua ngepf[t ! tra ‘et
g o o ey
- Néu ho so chua day du, hoan theo
thién thi huéng dan ngudoi ndp '

66




ho6 so bo sung, hoan thién theo
quy dinh; trudng hop khong thé
bd sung, hoan thién hd so ngay
thi phai 13p thanh van ban
huéng dan, trong d6 néu rd loai
gidy t0, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chir
dém, tén cia nguoi tiép nhan.

- Hb so ding ky khai sinh sau
khi d3a duoc hudng dan theo
quy dinh ma khong duoc bd
sung, hoan thién thi nguoi tiép
nhan tir chdi tiép nhan hd so.
Viéc tir chéi tiép nhan hd so
phai duogc thé hién bang vin
ban, trong d6 ghi 1o ly do tu
chéi, nguoi tiép nhan ky, ghi 1&
ho, chir dém, tén.

Buéde | . .. 1 Phong Tu
5 Xu ly ho so ohap
Nhén ho so va chuyén xt 1y Truong
2.1 Phong Tu
phap
22 | Xem xét I}é so va soan thao van | Chuyén
ban tra két qua. Vién
Phong Tu
phap
Buée | <em xet ky nhay van ban tra | Truong
két qua dé trinh UBND cap | phong Tu
3 -
huyén ky phé duyét. phap
Truong hop Chu tich Uy ban | Lanh dao
nhan dan cap huyén dong y giai | UBND
Budc | quyét thi ky Giay khai sinh cap cap
4 cho nguoi dugc dang ky khai | huyén

sinh va tra lai hd so cho Phong
Tu phép
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Ghi n6i dung khai sinh vao S6
dang ky khai sinh va cung
nguoi di fIang Fy khai sinh ky Chuyén
Bude | t€n vao So. Truong hop cha, me e
A -  n vien
lga chon quéc tich Viét Nam \
5 © A TR Phong Tu
cho con thi cong chirc lam cong ha
tac ho tich cap nhat tbéng t,in phap
khai sinh theo huéng dan d¢ lay
SO dinh danh ca nhan.
Tra két qua cho nguodi yéu cau cong
Buéc chuc tiép
6 nhan ,
va tra két
qua
6. BIEU MAU: mau
TT | Mi hiéu Tén bi¢u mau
1 /l - To khai dang ky khai sinh
7. HOSO LUU
Ho so luu bao gdm cac tai liéu sau:
TT Tai liéu trong ho so

1 | Cac ho so yéu cau dang ky khai sinh c¢6 yéu to nudc ngoai (kém theo cac
ho so nhu muc 5.3)

2 | Giay khai sinh

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu tri.




CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh guri: @ e,
Ho, chir dém, tén nguoi yéu cau
Gidy to tuy than
(2) ----------------------------------------------------------------------------------------------------------------
Noi cu tru
(3) -------------------------------------------------------------------------------------------------------------------------
Quan hé VOl nguoi dugc khai sinh

Pé nghi co quan ding ky khai sinh cho nguoi duwéi day:

Ho, chit dém, tén: ...........ccooeoviiiiiiii e

Ngay, thang, nam sinh: ...............ccceeeneeen. ghi bANG ChTT: ...
Noi  sinh: O
Gioi tinh:.................. Dan toc: ......... Quéc tich:

QUE QUAN. .ttt e ste e sre e te e e enteeneas

Ho, chir dém, tén cha:
Nam sinh: ... Dan tOC: Quéc tich:
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NOT U LT B oot et e e e et e et e e e e e e e e e e ee e e e e ee e e e e e eeesereeeeesereeaaens

Ho, chir dém, tén me:
Nam sinh: .......c.cccueeee. Dan toc: ..cocveeen.. Quéc tich:
Noi cu tra )

To1 cam doan nd1 dung dé nghi dang ky khai sinh trén day 1a dang sy that, duoc sy
thoa thudn nhat tri ciia 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.
Lam tai: .............coooii. , NQay ........... thang ......... nam

Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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Cht thich:
() Ghi 18 tén co quan ding ky khai sinh
Vi dy: - Uy ban nhan dan phuong Pién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than cta nguoi di dang ky, ghi 18 sb, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hoic gidy to hop 18 thay thé

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

@) Ghi theo dia chi dang ky thudng tri; 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 trd thi ghi theo dia chi dang sinh song.

@ Truong hop sinh tai co so y té thi ghi 1 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té x3 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi du: xa BDinh Bang, huyén Tur Son, tinh Biéc Ninh.
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2. Thii tuc ding ky két hon c6 yéu té nuéc ngoai

) ] i Ma hiéu: T-
UBND CAP HUYEN QUY TRINH Afitu: | Q
(PHONG TU PHAP | Thy tuc ding ky két hon c6 yéu t6 | N9y BH 6'"/ eif2
tham muu) nwéc ngoai "
MUC LUC
SUA DOI TAI LIEU
1. MUC BiCH
2. PHAM VI
3. TAILIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
A VA Lanh dao
Chuyén vién Trwong Phong Tu %
Chirc vu X . . UBND cap
Phong Tw phap phap huyén
SUA POI TAI LIEU
Yéu czj'“ P-[ngnnlgié/n z Lan ban ay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
% quan viéc . 1R hanh
bo sung aXs stra doi
stra doi

72



1. MUC PiCH
Quy dinh cach thuc, trinh ty giai quyét hd so yéu cau dang ky két hon c6 yéu

t0 nudc ngoai.

2. PHAM VI AP DUNG
Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho 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 s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot sé diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

- Nam tir ¢ 20 tudi trér 1én, nir tir ¢ 18 tudi tré 1én;

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

- Cac bén khong bi mat nang lyc hanh vi dan suy;

- Viéc két hon khong thudc mot trong cac truong hop caAm két hon theo
quy dinh tai cac di€ém a, b, ¢ va d khoan 2 Diéu 5 ctia Luat Hon nhan va gia dinh,
gom:

73




+ Két hén gia tao;

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

+ Nguoi dang c6 vo, c6 chong ma két hon voi1 nguoi khac hoac chua cé

vo, chua c6 chong ma két hon vai ngudi dang c6 chong, ¢b vo;

+ Két hon giita nhitng ngudi cing dong mau vé truc hé; gitta nhitng ngudi
c6 ho trong pham vi ba doi; gitta cha, me nudi vdi con nudi; gitta nguoi da tung
la cha, me nudi véi con nuodi, cha chéng véi con dau, me vg véi con 1é, cha
duong véi con riéng cua vg, me ké véi con riéng cua chéng.

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

5.3

Thanh phan hé so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
- Ho chiéu hoic chimg minh nhan dan hoac thé can
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ca nhan do co quan c6 tham quyén cip, con X
gia tri str dung dé chimg minh vé nhan than cta cong
dan Viét Nam.
- Gi:?iy t& chirmg minh noi cu tra dé xac dinh tham X
quyen.
- To khai dang ky két hon theo mau, c6 du théng tin
ctia hai bén nam, nit. Hai bén nam, nit ¢ thé khai X

chung vao mot To khai ding ky két hon;

- Giay x4c nhan cta to chtc y té co tham quyén cua
Viét Nam hodc nudc ngoai xac nhan cac bén két hon
khong mic bénh tdm than hodc bénh khac ma khong
c6 kha nang nhan thuc, lam chu duoc hanh vi ctia
minh;

- Gidy to chimg minh tinh trang hon nhan ciia nguoi
nudc ngodi do co quan cé tham quyén nudc ngoai
cép con gid tri st dung, xac nhan hién tai nguoi do
khong c6 vo hodc khong co chong; truong hop nudc
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ngoai khong cap xac nhan tinh trang hén nhan thi
thay bang gidy to do co quan c6 tham quyen nudc
ngoai xac nhan ngudi d6 co du diéu kién két hon
theo phép luat nudc do.

Gia tri str dung cua gidy to chimg minh tinh trang
hon nhan ctia nguoi nude ngoai dugce xac dinh theo
thoi han ghi trén gidy to d6. Trudong hop gidy to
ching minh tinh trang hén nhan khong ghi thoi han
sir dung thi gidy to ndy va gidy xac nhan cua t6 chirc
y. té co gid tri trong thoi han 06 thang, ké tir ngay
cp.

- Nguoi nudc ngoai, cong dan Viét Nam dinh cu &
nudc ngoai phai ndp ban sao ho chiéu/gidy to c6 gia
tr1 thay ho chiéu hodc xuét trinh ban chinh ho
chiéu/gidy to c6 gia tri thay ho chiéu trong truong
hop truc tiép ndp ho so.

- Gidy x4c nhan tinh trang hon nhan cua cong dan
Viét Nam cu tru trong nudc.

* Ngoadi gidy to néu trén, tiy ting truong hop, bén
nam, bén nit phdi nép hodc xudt trinh gidy to twong
ung sau day:

- Cong dan Viét Nam da ly hon hoac huy viée két
hén tai co quan c6 tham quyén cua nuoc ngoai phai
ndp ban sao trich luc ho tich vé viée da ghi vao so
viéc ly hon hodc huy viéc két hon trai phap luat
(Trich luc ghi chu ly hon);

- Cong dan Viét Nam la cong chirc, vién chue hoac
dang phuc vu trong luc lugng vii trang phai ndp van
ban cua co quan, don vi quan 1y xac nhan viée két
hon véi nguoi nude ngoai khong trai voi quy dinh
cuia nganh do;

- Truong hop nguoi yéu cau dang ky két hon dang
cong tac, hoc tap, lao dong c6 thot han & nude ngoai
thi phai ndp Gidy xac nhan tinh trang hén nhan do
Co quan dai dién ngoai giao, Co quan dai dién lanh
su ctia Viét Nam & nudc ngoai cap.

5.4

S6 lwong ho so: 01 bo

9.5

Thoi gian giai quyét ho so: 15 ngay lam viéc.(120 gio)
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5.6

Noi tiép nhan va tra két qua: NOp hé so truc tiép tai tru s& B phan Tiép nhan va

Tra két qua cip huyén.

5.7

Lé phi: 1.500.000 dong.

Mién 1¢& phi cho nguoi thugce gia dinh 6 cong vei cach mang; nguoi thude

ho nghéo; ngudi khuyét tat.

5.8

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréch
nhiém

Thoi gian

Biéu mau/
Két qua

Buoc

Tiép nhén ho so theo quy dinh (theo 5.3)
va kiém tra ngay toan bd hd so, ddi
chiéu thong tin trong T khai va tinh
hop 18 cta gidy to trong hd so do nguoi
yeu cau nop, Xuat trinh.

- Néu hd so day du, hop 1€, nguoi tiép
nhan ho so viét gidy tlep nhén, trong d6
ghi 16 ngay, gio tra két qua; néu ho so
chua day di, hoan thién thi huéng dan
nguoi ndp ho 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 do néu
rd loai gidy tO, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
clia nguoi tiép nhan.

-Hb so dang ky két hon sau khi da dugc
huéng dan theo quy dinh ma khong
duoc bo sung, hoan thién thi ngudi tiép
nhan tir chdi t1ep nhan ho so. Viéc tir
chdi tiép nhan ho so phai dugc thé hién
bang van ban, trong d6 ghi 18 1y do tir
chéi, nguoi tiép nhan ky, ghi 16 ho, chi
dém, tén.

Cong
chtrc tiép
nhan va
tra két
qua

08 gio

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hé so
tai muc 5.3

Buwoc

X 1y ho so

Phong Tu
phap

2.1

Nhan ho so va chuyén xur 1y

Truong
Phong Tu
phap

80 gid
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2.2

Tham tra hd so va xac minh (néu thay
can thiét)

Néu thdy ho so hop 1¢, cac bén c6 du Chl_{yén
diéu kién két hon theo quy dinh ctia Lut vien
hon nhan va gia dinh, khong thudc Ph(‘)ng Tu
trudng hop tir chdi dang ky két hon theo | Phap
quy dinh, soan thao Gidy chimg nhan
két hon theo mAu.
Buée XFm )Eét ky nhay GiéyA ch&ngA nhét’n ké':[ Tl:u:("mg
3 hon dé trinh UBND cap huyén ky phé phong Tu
duyét. phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Bude | cip huyén ky Gidy chimg nhan két hon | UBND 24 gid
4 va tra lai ho so cho Phong Tu phap. cap
huyén
Phong Tu phap to chirc trao Gidy ching
nhan két hon cho hai bén nam, nit.
- Khi dang ky két hon ca hai bén nam,
nit phai ¢6 mit tai try s¢ Uy ban nhan
dan, cong churc lam cong tac hd tich hoi
y kién hai, bén nam, nit, néu géc bén tu Giéy chimg
nguyéen ket hon thi ghi viéc két hon vao nhan két
S6 dang ky ket hon, cung hai bén nam, hén hosic
| nirky tén vao S6; hai bén nam, nir cung van ban Bﬁy
Bl;_’)O’C ky vao Giay chirng nhan két hon. Phong Tu| o3 gidy Gidy ching
Truong hop mot hodc hai bén nam, nit phap nhan két
khong thé c6 mat dé nhan Gidy ching hén di ky
nhan két hon thi theo dé nghi bang vin cua UBND
ban cua hg, Phong Tu phép gia han thoi huyén

gian trao Gidy chung nhan két hon
nhung khong qua 60 ngay, ké tr ngay
Chu tich Uy ban nhan dan cap huyén ky
Gidy chimg nhan két hon,

Hét 60 ngay ma hai bén nam, nir khong
dén nhin Giay ching nhan két hon thi
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Phong Tu phap bao cao Chu tich Uy ban
nhan dan cdp huyén hay Gidy chung

nhan két hon da ky.
Tra két qua cho ngudi yéu cau cén g
Buéc chtrc tiép
6 nhan ,
va tra két
qua
6. BIEU MAU: 01 mau
TT | Ma hiéu Tén biéu mau
1 /l To khai dang ky két hon

7. HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so yéu cau dang ky khai sinh c¢6 yéu to nudc ngoai (kém theo cac
hd so nhu muc 5.3)
2 | Giay chimg nhan két hon hodc van ban huy Gidy chimg nhan két hon da

ky cua UBND huyén

H6 so duoc luu tai Phong Tu phéap theo quy dinh cta phap luat vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phiic

TO KHAI PANG KY KET HON

@ @

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan tdc

Quéc tich

Noi cu tra @

Gidy to tiry than®

Két hon lan thir may

Chiing t6i cam doan nhimg 101 khai trén day 1a ding sy that, viéc két hon ctia ching toi 14 tur
nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trude phap luat vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi ro ho, chir dém, tén) (Ky, ghi 10 ho, chir dém, tén)
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Chu thich:

(1), (2) Trudng hop lam thi tuc dang ky két hon ¢ yéu té nudc ngoai, thi phai dan anh cua hai bén nam, nit.

(3) Ghi 16 tén co quan dang ky két hon.

(4) Ghi theo noi dang ky thuong tra, néu khong ¢ noi dang ky thuong trii 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 sbng.

(5) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhén dan hodc gidy to hop 18 thay thé (vi du: Chimg
minh nhan dan s6 001089123 do Cong an thanh ph6 Ha Noi cip ngay 20/10/1982).
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3. Thit tuc ding ky khai tir c6 yéu té nuéc ngoai

UBND CAP QUY TRINH M3 hiéu: | QT-
HUYEN (PHONG - :
AR S | Thii tye ding ky khai tir 8 yéu 6 | NOYBH [ ../..]
muu) nwoc ngoai 20..
MUC LUC
SUA POI TAI LIEU
1. MUC bICH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
Chuyén vién 3 : Lanh dao
Chitevy | pro ot o | 11U0ORE PRON T 1 RN cip
g Tw phap phap huyén
SUA POI TAI LIEU
Yéu czflu Trana / ) Lan ba‘n Naav ban
sira d6i/ aN9 7 Mé ta ndi dung sira ddi | hanh/Lan | 92
2 Phan lién xR hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH

Quy dinh cach thtrc, trinh tir giai quyét hd so yéu cau ding ky khai tir c6 yéu

t0 nudc ngoai.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014,

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thue hién Thii tuc hanh chinh: Khéng

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
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mang theo
ban chinh
deé doi chieu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ca nhan do co quan c6 tham quyén cip, con X
gia tri st dung dé chimg minh vé nhan thin cua
nguoi c6 yéu cau ding ky khai tu;

- Giéy to chimg minh noi cu tra cudi ciing ciia nguoi
chét dé xac dinh tham quyén (trong giai doan Co s
dir liéu quéc gia vé dan cu va Co so dir liéu ho tich
dién tur toan quoc chua dugce xay dung xong va thuc
hién théng nhat trén toan quoc) truong hop khong
xac dinh dugc noi cu tri cudi cung cua nguoi chét X
thi xuét trinh gidy to ching minh noi nguoi dé chét
hodc noi phat hién thi thé cua nguoi chét.

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

- To khai dang ky khai tir theo mau; X

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do

co quan co thim quyén cap. X
- Vin ban ty quyén theo quy dinh cua phap luat
trong trudng hop uy quyén thuc hién viéc ding ky X
khai ttr.
5.4 | So lwong ho so: 01 bd
Thoi gian giai quyét ho so: Ngay trong ngy tiép nhan ho so, trudng hop nhan
55 ho so sau 15 gio ma khong gi‘éi quyét dugc ngay thi tra két qué’ trong ngay lam
viéc tiép theo. Truong hop can xac minh thi thoi han giai quyét khong qué 03
ngay lam viéc.
56 Noi ti’ép nhifu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cap huyén.
L¢ phi: 75.000 dong.
5.7 Mién 1¢& phi cho nguoi thugce gia dinh 6 cong voi cach mang; nguoi thuge
ho nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
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Tréach

Bi€éu mau/

TT Trinh ty nhiém Thoi gian Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd hd so, ddi soat qua
chiéu thong tin trong Td khai va tinh trinh ctua
hop 18 cua gidy to trong hd so do nguoi BPTNVTKQ
yéu cau nop, xuét trinh. cap huyén.
- Néu hd so day du, hop 1¢, nguoi tiép - Cac hd so
nhan ho so viét gidy tlep nhén, trong do tai muc 5.3
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
nguoi nop hd so bd sung, hoan tl}iég Cong
theo quy dinh; truong hop khong thé bo A

Buéc | sung, hoan thién ho so ngay thi phai lap chu’Ac “eP

nhan va
1 thanh vén ban hudng dan, trong do néu tra két

rd loai gidy td, ndi dung can bo sung, ,
hoan thién, ky, ghi r0 ho, chir dém, tén qua
clia ngudi tiép nhan.
- Ho so dang ky khai tir sau khi da duoc
hudng gi?tn theo quy dinh ma khong 08 gio
dugc b sung day du, hoan thién thi
nguoi tiép nhan tir chéi tiép nhan ho so.
Viée tir chbi tiép nhan ho so phai duogc
thé hién bang van ban, trong d6 ghi 3 1y
do tir chdi, ngudi tiép nhan ky, ghi rd ho,
chir dém, tén.

BU I Xirly hd so Phgﬁégpm
Nhan hé so va chuyén xir 1y Trudng

2.1 Phong Tu

phap

2.2 | Kiém tra hd s0, néu thay thong tin khai | Chuyén
tr diy du va phu hop, soan thao Gidy Vién
chtmg tir theo mau Phong Tu

phap

84




Buée | Xem xét ky nhdy vin ban tra két qua dé | Trudng
3 trinh UBND cap huy¢n ky phé duyét. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao I’Z}rliqh ) luc
Budc | cap huyén dong ¥ giai quyét thi ky Trich | UBND ar tu
4 luc khai tir cip cho ngudi cd yéu cau. cap
huyén
Buée C?ngvchu:c ,lam cong ta‘c h9 tich gh{ vao Phong Tu
5 SO dang ky khai tir va cung nguoi di ohap
dang ky khai tur ky vao So.
Tra két qua cho ngudi yéu cau cong
Buéc chtrc tiép
6 nhan ’
va tra ket
qua
6. BIEU MAU: 01 mau
TT | Ma hiéu Tén biéu mau
1 /] To khai dang ky khai tur

7. HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hé so nhu muc 5.3
2 | Trich luc khai tir
H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI TU

Ho, chi d8m, tn NGWOT YU CAUL ...
INOT CU T @) e
GHAY 1O 1Y thAN B) Lo eee et eses ettt
QuAn hé VOT NEUTT A8 CHEL: ..oooooeeeeee ettt e
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dudi day:

Ho, chit G&8m, tE€N: ......coooooveieeeeeee e Giditinh: .
Ngay, thang, NAM SINN: ...
DAN tOC: oo Quéc HICH: e
NOT CU 1T CUOT CUNE: B oo et
GHAY tO Y thANT ©) et
Da chét vao 10C: oo o3 To A phut, ngay ... thang ... nam ...

NGUYEN NNAN CREL: ..ot oo oot
S6 Giy bao ti/ Gidy to thay thé Gidy bao tir: @ ..o [ Y
......................................................................................................... cdp ngay ......thang ... nam ...

T61 cam doan nhiing ndi dung khai trén day 1a diing su that va chiu trach nhiém trudc phap
luat vé cam doan cia minh.

Lam tqi: ..., ngay ... thang ....... nam

Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)

86



Chu thich:

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

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

®) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chirmg minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Ching minh nhan dan s6 001089123 do Céng an thanh phé Ha Noi cap ngay
20/10/2004).

) Néu ghi theo Gidy béo ti, thi gach cum tur “Gidy to thay Glay béo tr”; néu ghi theo sé Gidy to
thay Gidy bao tir thi ghi 1 tén, sb gidy to va gach cum tir “Gidy béo ti”.

87



4. Thua tuc dang ky nhan cha, me, con ¢6 yéu to nwdc ngoai

UBND CAP QUY TRINH M3 hiéu: | QT-
HUYEN (PHONG >
U PHiP thamm Thii tyc diing ky nhin cha, me, Ngay BH | ..... [.0
muru) con c0 yeu to nwdc ngoai 20..
MUC LUC
SUA POI TAI LIEU
1. MUC bICH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
A Lanh dao
Chuyénvién | Truwéng Phong Tw y
Chure vu \ . . UBND cap
Phong Tw phap phap huyén
SUA POI TAI LIEU
Yéu czflu Trana / ) Lan ba‘n Naav ban
sira dbi/ N9 7| Mo té ndi dung sira déi | hanh/Lin | o2
P Phan lién xRe hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH
Quy dinh cach thire, trinh ty giai quyét ho so yéu cau ding ky nhan cha, me,

con ¢6 yéu td nudc ngoai.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qudc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu sb 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng

5.1 | dén thi hanh mot s0 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 cua Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y I¢ phi ho tich trén
dia ban tinh An Giang.

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh:
5.2 - Bén nhan va bén duogc nhan 1a cha, me, con déu con séng;
- Viéc nhan cha, me, con khong c6 tranh chép.
5.3 | Thanh phan ho so Ban Ban sao co

chinh chirng thuc
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hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cudc cong dan hodc cac gidy to khac cd dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cép, con
gia tri st dung dé chimg minh vé nhan than cta cong
dan Viét Nam

- Gidy to chirng minh noi cu tra dé xac dinh tham
quyén ding ky nhan cha, me con (trong giai doan Co
so dir liéu qudc gia vé dan cu va Co s dit lidu ho
tich dién tir toan qubc chua duoc xdy dung xong va
thuc hién thong nhét trén toan qubc).

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

- Giay to, do vat hodc ching ctr khac ching minh
quan hé cha, con hodc quan hé me, con gém:

+ Vin ban clia co quan y té, co quan giam dinh hoic
co quan khac c¢6 tham quyén xac nhan quan hé cha -
con, quan h¢ me - con.

+ Truong hop khong c6 van ban néu trén thi phai co
thu tur, phim anh, bang, dia, dd dung, vat dung khac
chimg minh mbi quan hé cha con, quan h¢ me con
va van ban cam doan cta cha, me vé viéc tré em 1a
con chung ctia hai ngudi, co it nhat hai nguoi than
thich cua cha, me lam ching.

- Truong hop dang ky nhan cha, me, con gitra cong
dan Viét Nam v&i nguodi nude ngoai hodc gitra nguoi
nudc ngoai véi nhau thi ngudi nude ngoai phai ndp
ban sao ho chiéu/gidy to c6 gia tri thay ho chiéu hodc
xuat trinh ban chinh ho chiéu/giy t& co gié tri thay
ho chiéu néu truc tiép ndp hod so.

5.4 | S6 lwong ho so: 01 bo
5.5 | Thoi gian giai quyét ho so: 15 ngay lam viéc.(120 gid)
56 Noi tiép nhan va tra két qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va

Tra két qua cap huyén.
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5.7

L¢ phi: 1.500.000 dong.

Mién 1¢ phi cho nguoi thuge gia dinh cd cOng vabi cach mang; nguoi thudc hd

nghéo; ngudi khuyét tat.

5.8

Quy trinh xir ly cong viéc

TT

Trinh tw

Trach
nhiém

Thaoi gian

Biéu mau/
Keét qua

Buoc

Tlep nhan ho so theo quy dinh (theo 5.3)
kiém tra ngay toan b hé so, xac dinh
tinh hop 1¢ cua gidy to' trong ho so do
nguoi yéu cau ndp, xuat trinh; d6i chiéu
thong tin trong To khai véi gidy to trong
hd so.

- Néu ho so day du, hop 1€, nguoi tiép
nhan ho so viét gidy tlep nhén, trong do
ghi rd ngay, gio tra két qua; néu ho so
chua day di, hoan thién thi huéng dan
nguoi ndp ho so bd sung, hoan thién
theo quy dinh; trudng hop khong thé bd
sung, hoan thién hd so ngay thi phai 1ap
thanh vin ban huéng dan, trong d6 néu
1o loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
clia nguoi tiép nhan.

- HO so dang ky nhan cha, me, con sau
khi dd dugc huéng dan theo quy dinh
ma khong duge bo sung day du, hoan
thién thi ngudi tiép nhan tir chdi tiép
nhan ho so. Viée tir chdi tiép nhan ho so
phai dugc thé hién bang vin ban, trong
d6 ghi 16 1y do tir chdi, ngudi tiép nhan
ky, ghi 10 ho, chit dém, tén.

Cong
chtrc tiép
nhan va
tra két
qua

08 gio

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hd so
tai muc 5.3

Buwoc

X 1y ho so

Phong Tu
phap

2.1

Nhan ho so va chuyén xur 1y

Truong
Phong Tu
phap

80 gid
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2.2 | Xac minh, niém yét viéc nhan cha, me,
con tai try s& Uy ban nhan dan c4p huyén
trong thoi gian 07 ngay lién tyc, dong
thoi giri van ban dé nghi Uy ban nhén
dan cip x3 noi thuong trd cua nguoi
duogc nhan 1a cha, me, con niém yét trong Chl_{yén
thoi gian 07 ngay lién tyc tai try so Uy |  VIen
ban nhan dén cép xa. Phong Tu
- Néu théy viéc nhan cha, me, con la phap
dung va khéng c6 tranh chap, du thao
Trich lyc dang ky cha, me, con tham
muu lanh dao Phong Tu phap bao céo
Chu tich Uy ban nhan dan cp huyén.
Buége | K€M Xxet ky nhay vén ban tra két qua dé | Truong
3 trinh UBND cap huyén ky phé duyét. phong Tu
phap
Trudng hop Chu tich Uy ban nhan dan | Lanh dao
Buée | dong ¥ giai quyet thi ky Trich luc dang | UBND B
4 ky nhan cha, me, con cap cho nguoi co cap 24 gi0
yéu cau va tra lai ho so cho Phong Tu | huyén
phap.
- Khi dang ky nhan cha, me, con cac bén
Buéc | phai c6 mat, cong chirc 1am cong tac ho | Phong Tu
5 | tich ghi vao SO ding ky nhan cha, me, phap
con, cung cac bén ky vao So.
Tra két qua cho ngudi yéu cau Cong 08 gio
Buéc chue tiép
6 nhan ’
va tra két
qua
6. BIEU MAU: 01 mau
| TT | M3 hiéu | Tén biéu miu
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|1 Il

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

7. HO SO LUU
Hd so Iwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so

Céac ho so nhu muc 5.3

Vian ban niém yét

WIN| -

Trich lyc dang ky nhan cha, me, con

H6 so duoc luu tai Phong Tu phép theo quy dinh cta phap luat vé luu tri.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KA UM e e
Ho, chit dém, t8N NGUWOT YEU CAU .....cccccocccoooeiiiiieeiieeeeeeeoe oo eeeeeeeeeseeeeesesss e eeeeee e
Ngay, thAng, NAM SINR: ..o e b
DAN tOC: ..o s Quéc HICH s
INOT CU TP oo o eesse
GHAY 0 tIY ThAN B2 e
Quan hé voi ngudi nhan cha/me/con® .. ...

Pé nghi Quy co quan cong nhin ngudi c6 tén dudi day:

LA, cuia nguoi co tén duwoi day:
HO, ChTE GEIMN, TEIN: ...ttt bbb bbbttt sttt s s se e e ses Sn e s s s et esnaneerens

Toi cam doan viéc nhan...........cc.cccovevvveveeenenn, noi trén 1a dang sy that, tu nguyén, khong co
tranh chip va chiu trach nhiém trude phap luat vé cam doan cta minh.

Kinh d& nghi Quy co quan dang ky.
LaAM Q..o ngay ............ thang............ nam...........
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Y Kién ciia nguoi hi¢n dang 13 me hodic cha® Y kién ciia ngudi dwgc nhén 1a cha, me,
con®
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Tai liéu guri kem theo To khai:

Chu thich:

D Ghi 16 tén co quan dang ky;

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

®) Ghi thong tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay
thé (vi duy: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngiy
20/10/2004);

@ Chi cén thiét trong truong hop nguoi khai khong dong thoi 1a ngudi nhan cha/me/con;

® Chi can thiét trong trudng hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhu:ng mat nang lyc hanh vi dan su, ghi ¥ kién cia nglml 1a cha néu me la nguoi yéu cau, y kién
ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mat nang lyc hanh
vi dan su hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi duoc nhan 1 tré em tir du 9 tudi trg 1én.
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5. Thii tuc ding ky khai sinh két hop ding ky nhin cha, me, con ¢é yéu td nwée

ngoai
UBND CAP QUY TRINH Ma hiéu: | QT-
HUYEN (PHONG | Thii tyc diing ky khai sinh két hep | Ngay BH | ... ...
TU PHAP tham ding ky nhin cha, me, con c6 yeu 20..
muru) t0 nwéc ngoai
MUC LUC
1. SUA BOI TAI LIEU
2. MUC PiCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. PINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
Chuyén vién 5mg Phi Lanh dao
Chirevy | Y V0 | Trwong ;’ ;“’“g Tw | UBND chp
g Tu phap phap huyén
SUA POI TAI LIEU
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Yéu czj'“ nginﬁé/n 2 Lan ban ay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
z quan viéc : 2R hanh
bo sung - aRe stra doi
sira doi
9. MUC PiCH

Quy dinh cach thiec, trinh tu giai ,quyét hd so yéu cau dang ky khai sinh két
hop dang ky nhéan cha, me, con c6 y€u to nudc ngoai.

10.PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

13.NOI DUNG QUY TRINH

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
5.1 | dan thi hanh mot sb diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh sb 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1¢ phi ho tich trén
dia ban tinh An Giang.

Yéu cau, Piéu kién thwe hién Thi tuc hanh chinh:

5.2 - Bén nhan va bén duoc nhén 1a cha, me, con déu con song;

- Viéc nhan cha, me, con khdng ¢6 tranh chap.
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5.3

Thanh phan hd so

Ban sao co
chirng thuc
hoac ban
chup c6
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
nguoi co yéu cau dang ky khai sinh va nhén cha, me,
con;

- Gidy to ching minh noi cu tra dé xac dinh tham
quyén ding ky khai sinh, nhan cha, me, con (trong
giai doan Co s& dit liéu quéc gia vé dan cu va Co so
dir li€u ho tich dién tir toan quéc chua dugc xay
dung xong va thuc hién thong nhat trén toan qudc).

- Trudng hop tré em sinh ra & nudc ngodi vé cu tri
tai Viét Nam thi xut trinh gidy t& chirg minh viéc
tré em nhap canh (ho chiéu, gidy to co gia tri di lai
qudc té c6 dau x4c nhan nhap canh clia co quan quéan
1y xuat, nhap canh) va gidy to chimg minh viéc tré
em cu tra tai Viét Nam (van ban xdc nhan cua co
quan cong an c6 thim quyén).

- To khai dang ky khai sinh theo mau;

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

- Giay chung sinh.

+ Trudng hop khong c6 Gidy chimg sinh thi ndp van
ban ctia ngudi lam ching xac nhan vé viée sinh; néu
khong c6 van ban cua nguoi lam chung thi phai co
gidy cam doan vé viéc sinh.

+ Truong hop tré em sinh ra tai nude ngoai thi ndp
Gidy chimg sinh hodc gidy to khac do co quan c6
tham quyén nudc ngoai cap xac nhan vé viée tré em
duoc sinh ra & nudc ngoai va quan hé me - con néu
CO,
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- Truong hop cha hodc me hodc ca cha, me 1a nguoi
nudc ngoai thi phai ndp van ban thda thuan cua cha,
me veé viéc lua chon quéc tich cho con. Truong hop
cha, me chon quéc tich nudc ngoai cho con thi van
ban théa thuan phai c6 xac nhan ctia co quan nha
nude co thAm quyén cua nudc ma cha me lua chon
qudc tich cho con.

- Gidy t0, d6 vat hodc chimg ctr khac ching minh
quan h¢ cha, con hoac quan hé¢ me, con gom:

+ Van ban cta co quan y te co quan giam dinh hoac
co quan khac c6 thAm quyén & trong nude hodc nude
ngoai xac nhan quan h¢ cha con, quan hé¢ me con.

+ Truong hop khong c6 van ban néu trén thi phai co
thu tur, phim anh, bang, dia, dd dung, vat dung khac
chimg minh mbi quan hé cha con, quan h¢ me con
va van ban cam doan cta cha, me vé viéc tré em Ia
con chung ciia hai nguoi, ¢6 it nhat hai nguoi than
thich cua cha, me lam ching.

- Truong hop dang ky nhan cha, me, con gitra cong
dan Viét Nam v6i nguoi nude ngoai hodc gitra nguoi
nudc ngoai voi nhau thi ngudi nude ngoai phai ngp
ban sao ho chiéu hodc giay to c6 gia tri thay ho chiéu
dé ching minh vé nhan than.

5.4 | So lwong ho so: 01 bo
5.5 | Thoi gian giai quyét ho so: 15 ngay lam viéc (120 gio)
56 Noi ti’é'p nhzfu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cap huyén.
Léphi: ,
- 75.000 dong doi voi viée dang ky khai sinh.
5.7 | -1.500.000 ddng d6i véi viéc dang ky nhan cha, me, con.
Mién 1& phi cho ngudi thude gia dinh cb cdng vai cach mang; nguoi thudc
ho nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ; Trach | Thgi gian L, mat
Trinh ty nhi¢m g Két qua
Budéc | Tiép nhén ho so theo quy dinh (theo5.3) | Cong 08 ois |- Phiéu kiém
1 |va kiém tra ngay toan by ho so, doi | chirc tiep & soat qua
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chiéu thong tin trong To khai va tinh
hop 18 cua gidy to trong hd so do nguoi
yeu cau nop, xudt trinh.

- Néu hd so day du, hop 1€, nguoi tiép
nhan hd so viét gidy t1ep nhén, trong do
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién
theo quy dinh; trudng hop khong thé bd
sung, hoan thién hd so ngay thi phai 1ap
thanh véan ban hlr(mg dan, trong do néu
1o loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
clia nguoi tiép nhan.

- Ho so dang ky khai sinh va nhén cha,
me, con sau khi da dugc hudng dan theo
quy dinh ma khéng duoc bd sung, hoan
thién thi ngudi tiép nhan tir choi tiép
nhan ho so. Viée tir chdi tiép nhan ho so
phai dugc thé hién bang vin ban, trong
d6 ghi 18 1y do tir chdi, ngudi tiép nhan
ky, ghi 10 ho, chit dém, tén.

nhan va
tra két
qua

trinh cua
BPTNVTKQ
cap huyén.

- Céc ho so
tal1 muc 5.3

Xt 1y ho so

Phong Tu
phap

2.1

Nhan ho so va chuyén xu ly

Truong
Phong Tu
phap

2.2

Xac minh, niém yét viéc nhan cha, me,
con tai try s& Uy ban nhan dan c4p huyén
trong thoi gian 07 ngay lién tuc, dong
thoi guri van ban dé nghi Uy ban nhén
dan cép xa noi thuong tri ciia nguoi
duoc nhan la cha, me, con niém yét trong
thoi gian 07 ngay lién tyc tai try so Uy
ban nhan dan cap xA.

- Néu théy viéc nhan cha, me, con la
dung va khong c6 tranh chap, thong tin

Chuyén
vién
Phong Tu
phap

80 gid
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khai sinh day dt va phu hop thi du thao
Trich luc dang ky nhan cha, me, con va
Gidy khai sinh tham muu lanh dao
Phong Tu phap bao cdo Chu tich Uy ban
nhan dan cép huyén.

Truong hop cha, me lya chon quéc tich
Vi¢t Nam cho con thi cong chuc lam
cong tac hd tich cap nhat thong tin khai
sinh theo hudng dan dé 1y S6 dinh danh
ca nhan

Buége | K€M Xxet ky nhay vén ban tra két qua dé | Trudng
3 trinh UBND cap huyén ky phé duy¢t. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao Tf|Ch IEC
.| cap huyén ky van ban tra két qua vatra | UBND da{lg Y
Buéc X . nhan  cha,
lai h6 so cho Phong Tu phép. cap 24 gidy X
4 huvé me, con va
yen A .
Giay  khai
sinh
Khi dang ky nhan cha, me, con cac bén
Buéc phal co m?t, coxngvchu’c ,lam fzong tac ho Phong Tur
5 tich ghi vao S6 dang ky nhén cha, me, ohap
con, SO dang ky khai sinh va cung nguoi
di dang ky ho tich ky vao So. _
5 A 5 A A 08 glb’
Tra két qua cho nguoi yéu cau Ccong
Buéc chitrc tiép
6 nhan ’
va tra két
qua
14.BIEU MAU: 01 mau
TT | Ma hiéu Tén biéu miu
1 // To& khai dang ky khai sinh
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I

To khai dang ky nhan cha, me, con

15.HO SO LUU
Ho so' luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Vin ban xac minh (néu c6); van ban niém yét
3 | Trich luc dang ky nhan cha, me, con va Giay khai sinh

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KANR @U@ ..o e
Ho, chit dém, t8N NGUWOT YEU CAU .....cccccocccoooeiiiiieeiieeeeeeeoe oo eeeeeeeeeseeeeesesss e eeeeee e
Ngay, thAng, NAM SINR: ..o e b
DAN tOC: ..o s Quéc HICH s
INOT CU TP oo o eesse
GHAY 0 tIY ThAN B2 e
Quan hé voi ngudi nhan cha/me/con® .. ...

Pé nghi Quy co quan cong nhin ngudi c6 tén dudi day:

LA, cuia nguoi co tén duwoi day:
HO, ChTE GEIMN, TEIN: ...ttt bbb bbbttt sttt s s se e e ses Sn e s s s et esnaneerens

Toi cam doan viéc nhan...........cc.cccovevvveveeenenn, noi trén 1a dang sy that, tu nguyén, khong co
tranh chip va chiu trach nhiém trude phap luat vé cam doan cta minh.

Kinh d& nghi Quy co quan dang ky.
LaAM Q..o ngay ............ thang............ nam...........
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Y Kién ciia nguoi hi¢n dang 13 me hodic cha® Y kién ciia ngudi dwgc nhén 1a cha, me,
con®
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Tai liéu guri kem theo To khai:

Chu thich:

D Ghi 16 tén co quan dang ky;

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

®) Ghi thong tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay
thé (vi duy: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngiy
20/10/2004);

@ Chi cén thiét trong truong hop nguoi khai khong dong thoi 1a ngudi nhan cha/me/con;

® Chi can thiét trong trudng hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhu:ng mat nang lyc hanh vi dan su, ghi ¥ kién cia nglml 1a cha néu me la nguoi yéu cau, y kién
ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mat nang lyc hanh
vi dan su hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi duoc nhan 1 tré em tir du 9 tudi trg 1én.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh @uri: W

Ho, chir dém, t€n NEWOT YEU CAU: .....oooiviiiiiiiiiiiiie e

GiAy Oty thAN: ..ottt

Quan hé vo1 nguot dugce khai SInh: ..o

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

Ho, chif d@m, tRI: ..o e
Ngay, thang, ndm sinh: ................ccoe... ghi bANE Chl: ...
Noisinh: B
Gidi tinh:.............coee. Dan toc: ........... QuAC tiCh: oo

QUE QUAN: .ottt ettt b e b b et et b et ebe st et b e
Ho, chir dém, tén n@uwdi me: ...
Nam sinh®: ..o DAN tOC: wvvvveeennn. Qubc tich: oo,
INOT CU T @) ettt sttt et beseere e
Ho, chitr dém, tén nguwdi cha: ...
Nam sinh®: ..o DAN tOC: wvevveeeeeennnn. QUuBC tCh: oo,
NOT CU I @) Lttt bbbt b et

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dang sy that, dugc su thoa
thuan nhat tri ciia cac bén li€n quan theo quy dinh phap luat.

To6i chiu hoan toan trach nhi¢m trudce phap luat vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
() Ghi 1 tén co quan dé nghi thuc hién viéc dang ky khai sinh

@ Ghi r6 thong tin vé gidy to tiiy than ctia nguoi di dang ky (ghi s6, co quan cap, ngdy cap
ho chiéu, chimg minh nhan dan hodc gidy td hop 1¢ thay thé)

Vi dy: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip ngay
20/10/2014.

®) Ghi theo dia chi dang ky thuong tra; néu khong c¢6 noi dang ky thudng tra thi ghi theo
dia chi dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam
tra thi ghi theo dia chi dang sinh song.

) Truong hop sinh tai co s¢ y té thi ghi 1 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha No1
- Tram y té x4 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& y té thi ghi dia danh cta 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Béc Ninh.

®) Ghi 16 ngdy, thang, nim sinh cta cha, me.
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6. Thi tuc ding ky giam hd c6 yéu td nwéc ngoai

UBND CAP QUY TRINH M3 hiéu: | QT-
HUYEN (PHONG B 5
TU PH zéP tham Thu tyc ding ky giam h{ cé yéu Ngay BH | ..... .
muu) t0 nwdc ngoai 20..
MUC LUC
SUA POI TAI LIEU
1. MUC bICH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
Al i Lanh dao
Chuyénvién | Truwéng Phong Tw y
Chure vu \ . . UBND cap
Phong Tw phap phap huyén
SUA POI TAI LIEU
Yéu czflu Trana / ) Lan ba‘n Naav ban
sira dbi/ 'aN9 7| Mo té npi dung sira ddi | hanh/Lin | o2
P Phan lién xRe hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH
Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky giam ho c6 yéu

t0 nudc ngoai.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- B6 luat Dén su.

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan ly I¢ phi hd tich trén
dia ban tinh An Giang.

5.2

Yeéu cau, Diéu kién thuc hién Thi tuc hanh chinh: Viéc gidm ho gilra cong
dan Viét Nam va nguodi nude ngoai cung cu tru tai Viét Nam.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
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hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac cd dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
ngudi c6 yéu cau ding ky giam ho.

- Gidy to chirng minh noi cu tra dé xac dinh tham
quyén dang ky giam ho (trong giai doan Co s¢ di
liéu quéc gia vé dan cu va Co sé dit liéu ho tich dién
tr toan quoc chua dugc xdy dung xong va thuc hién
théng nhét trén toan qudc).

- To khai dang ky gidm ho theo mau.

- Van ban cu nguoi gidm ho theo quy dinh cua Bo
luat dan sy dbi véi trudong hop ding ky gidm ho cir;
gidy to chimg minh diéu kién giam ho duong nhién
theo quy dinh cua B9 luat dan su ddi véi truong hop
dang ky giam ho duong nhién; truong hop ¢ nhidu
nguoi cung du diéu kién lam gidm ho dwong nhién
thi ndop thém van ban thdéa thuan vé viée clr mot
nguoi lam gidm hd duong nhién.

- Vin ban ty quyén theo quy dinh cua phéap luat
trong truong hop ty quyén thuc hién dang ky giam
hé. Truong hop ngudi dugc Gy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi vin ban uy quyén khong phai cong
chtng, chimg thyc, nhung phai c6 gidy to chung
minh mbi quan hé v&i nguoi Gy quyén.

5.4 | S6 lwong ho so: 01 bo
5.5 | Thoi gian gidi quyét ho so: 05 ngdy lam viéc (40 gio)doi vdi viéc dang ky giam
ho cir, 03 ngay lam viéc(24 gio) doi vaéi viéc dang ky giam ho duong nhién.
56 Noi tiép nhan va tra két qua: Nop ho so truc tiép tai tru so Bo phan Tiép nhén va
' Tra két qua cap huyén.
5.7 | Lé phi: 75.000 dong.
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Mién 1& phi cho nguoi thudc gia dinh c6 cong voéi cach mang; ngudi thudc

hd nghéo; nguoi khuyét tat.

5.8 | Quy trinh xir ly cong viéc
TT Trinh tw I;%Clz Thaoi gian Bllglt I(;?;/
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan by hé so, xac dinh soat qua
tinh hop 1¢ cua gidy to' trong ho so do trinh cta
ngudi yéu cau ndp, xuat trinh; dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
hd so. - Cac hd so
- Néu hd so day du, hop 1€, ngudi tiép tai muc 5.3
nhan ho so viét gidy tlep nhén, trong do
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
nguoi nop hd so bd sung, hoan thién | Cong
Buée theo quy dinh; truong hop khong thé bo | chuc tiép
1 sung, hoan thién h6 so ngay thi phai 1ap | nhén va 08 gio
thanh vén ban hudng dan, trong d6 néu |  tra két
rd loai gidy tO, ndi dung can bd sung, qua
hoan thién, ky, ghi r0 ho, chit dém, tén
clia nguoi tiép nhan.
- Hb so dang ky ho tich sau khi da duoc
huéng dan theo quy dinh ma khéng
duoc bd sung diy du, hoan thién thi
nguoi tiép nhan tir chdi tiép nhan ho so.
Viéc tir chéi tiép nhan ho so phai duoc
thé hién bang vin ban, trong d6 ghi 1 1y
do tir chdi, ngudi tiép nhan ky, ghi ro ho,
chtr dém, tén.
Buoc o 1 1A Phong Tu 16 gid
5 Xu 1y ho so ohap pre %c’yi
A . viéc dang
Nhan ho so va chuyén xur 1y Truong Ky giam
2.1 Ph(‘)ng Tu ho CfI, 08
Phap | giey 1am
2.2 | Xem xét hd so, néu thay du didu kien | Chuyen | vi¢cdoi
theo quy dinh phép lut thi du thao Trich | vién Vol Vige

110




luc dang ky giam ho tham muu Phong | Phong Tu | dang ky
Tu phép béo cao Chi tich Uy ban nhan |  phap giam ho
dan cép huyén duong
- - nhién
Buge | XeM xet ky nhay van ban tra ket qua d€ | Truong
3 trinh UBND cap huyén ky phé duyét. phong Tu
phap
Trudng hop Cha tich Uy ban nhan cdp | Lanh dao
huyén dong y giai quyét thi ky cap Trich | UBND
Buée luc dang ky giam ho cho nguoi co yéu cap 16 gid
4 cau; cong chirc lam cong tac ho tich ghi | huyén dbéi voi
V.’ilO Séld@,g k}'fﬂglélm }1(}, ang nguoi di viée ding
dang ky giam ho ky vao So; ky giam
Tra lai hd so cho Phong Tu phap. ho ctr, 08
gio lam
Buée C?n% chu’(f 12@}1 corAlg tfw ho t;c‘h. ghl Yao Phong Tu V1§c (_161
5 S6 dang ky giam ho, cung nguoi di dang ohap vai viée
ky giam ho ky vao So6 dang ky
C 1A ; oA X R giém ho
Tra két qua cho nguodi yéu cau QOHQA duong
Buéc chic tiép | npign
6 nhan ,
va trd ket
qua
6. BIEU MAU: 01 mau
TT | M4 hi¢u Tén bi¢u miu
1 /l To khai dang ky gidm ho

7. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:

T

Tai liéu trong ho so

1

Céac hod so nhu muc 5.3

2

Trich luc dang ky giam hd cho ngudi ¢ yéu cau

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY GIAM HOQ

Ho, chit dém, tén nguwoi YU CAU ... Gioi tinh ...
INOT CU I ) oo
GiAy tO thy thAN: O oo
Pé nghi co' quan ding ky viéc giam hd giira nhirng ngudi c6 tén duwéi day:

Nguwoi giam hg:

Ho, chit @&m, tEN: ..o Gio1 tinh ..o
Ngay, thang, NAM SINN: ...

DAn tOC: ..o Quéc TICH: e

Nguoi dugc giam ho:

Ho, chit @&m, tEN: ... Gioitinh ...
Ngay, thang, NAM SINN: ...
DANn tOC: oo, Quéc TICH: e
INOT CU T ) e
Gidy khai sinh/GiAy tO tly thAN: ...
Ly do dang KY IAM RO ..o
T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap
luét vé cam doan ctia minh.

Lam t@i: ..., ngay ... thang ... nam
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Ngudi yéu cau
(Ky, ghi ré ho, chir dém, tén)

Cha thich:

D Ghi r5 tén co quan diang ky giam ho.

@ Ghi theo noi dang ky thuong tra, néu khong ¢ noi dang ky thuong tra thi ghi theo noi
dang ky tam tra; truong hgp khong c6 noi dang ky thuong trii va noi dang ky tam trua thi ghi theo
noi dang sinh séng.

©) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop
1¢ thay thé (vi du: Chimng minh nhan dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay
20/10/2014).
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7. Thi tuc ding ky chidm dirt giam hd 6 yéu té nwéc ngoai

UBND CAP QUY TRINH M3 hiéu: | QT-
HUYEN (PHONG . 5
TU PH zéP tham Thu tuc diang ky cham dut giam Ngay BH | ..... .
muu) ho cé yéu to nwéc ngoai 20..
MUC LUC
SUA POI TAI LIEU
1. MUC bICH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
Chuyén vién pmg Phi Lanh dao
Chitevy | pro ot o | 11U0ORE PRON T 1 RN cip
g Tw phap phap huyén
SUA POI TAI LIEU
Yéu czflu Trana / ) Lan ba‘n Naav ban
sira d6i/ aN9 7 Mé ta ndi dung sira ddi | hanh/Lan | 92
2 Phan lién o aRs hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH
Quy dinh céch thire, trinh ty giai quyét ho so yéu cau ding ky chdm dut giam

ho c6 yéu td nude ngoai .

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qudc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- B6 luat Dén su.

- Luat hé tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot sb diéu cua Luét ho tich va Nghi dinh sb 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thue hién Thii tuc hanh chinh: Khéng

5.3

Thanh phan hé so Bén chinh | Ban sao co
chung thuc
hoac ban
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chup cé
mang theo
ban chinh dé
dbi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
ngudi c6 yéu cau ding ky cham dit gidm ho.
Truong hop gui hd so qua hé thong buu chinh thi
phai giri kém theo ban sao co ching thuc gidy to
phai xuét trinh néu trén.

- To khai dang ky cham diit giam ho theo mau.

- Gidy to 1am cin ¢t cham dut giam ho theo quy dinh
cua B¢ luat dan su.

- Vin ban 0y quyén theo quy dinh cua phap luat
trong truong hop iy quyén thuc hién dang ky cham
dut giam ho. Trudng hop ngudi duoc ty quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt
clia ngudi iy quyén thi van ban iy quyén khong phai
cong chimg, ching thuc, nhung phai co giay to
chung minh mbi quan hé v&i nguoi iy quyén.

5.4 | So6 lwong ho so: 01 bd
5.5 | Thoi gian giai quyét ho so: 02 ngay lam viéc (16 gio)
56 Noi ti’é'p nhzfu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cap huyén.
Lé phi: 75.000 dong.
5.7 Mién 1& phi cho ngudi thude gia dinh c6 cbng vaoi cach mang; nguoi thudc
ho nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Tgigian | hp ™
Trinh tw nhi¢m g Két qua
Buwéc | Tiép nhan ho so theo quy dinh (theo 5.3) |  Cong .\ - Phiéu kiém
Y 04 gio , ,
1 chtrc tiép soat qua
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va kiém tra ngay toan by ho so, xac dinh | nhan va trinh cta
tinh hop 1¢ cua gidy to trong ho so do | tra két BPTNVTKQ
ngudi yéu cau ndp, xuat trinh; d6i chiéu qua cap huyén.
thong tin trong To khai voi gidy to trong - Cac hd so
ho so. tal1 muc 5.3
- Néu hd so day du, hop 1¢, nguoi tiép
nhan hd so viét gidy t1ep nhén, trong do
ghi ro ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
ngudi nop 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 huéng dan, trong d6 néu
ro loai giéy to, nd1 dung can bo sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
clia nguoi tiép nhan.
- Ho so dang ky ho tich sau khi da duoc
huéng dan theo quy dinh ma khéong
duoc bod sung ddy du, hoan thién thi
nguoi tiép nhan tir chdi tiép nhan ho so.
Viéc tir chdi tiép nhan ho so phai dugc
thé hién bang van ban, trong d6 ghi 1 1y
do tir chdi, ngudi tiép nhan ky, ghi rd ho,
chir dém, tén.
BUO | Xir ly hd so Phg‘ﬁégpm
Nhan hé so va chuyén xir 1y Trudng
2.1 Phong Tu
phap
2.2 | Xem xét hd s0, néu thdy du diéu kién o .y
theo quy dinh phap luat thi dy thio Trich Ct‘lt‘e{] én | Odegio
luc dang ky cham dut giam hg Phong Tu Phone Tu
phap bao cao Chu tich Uy ban nhan dan h ég
cap huyén. phap
Buge | Xem xet ky nhay van ban tra két qua dé| Truong
3 trinh UBND cap huyén ky phé duy¢t. phong Tu
phap
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Truong hop Chu tich Uy ban nhén dan | Lanh dao

Buée | €ap huyén dong ¥ giai quyét thi ky cap UBND N
4 Trich lyc dang ky cham dut giam ho cho cap 04 gi10
nguoi cd yéu cau va tra lai ho so cho| huyén
Phong Tu phap.

Cong chirc 1am cong tac ho tich ghi vao
Budc | S ding ky cham dut giam ho, cung | Phong Tu
S | nguoi di dang ky cham dut giam ho ky | phap

vao So.
Tra két qua cho ngudi yéu cau Ccong 04 gio
Buéc chtrc tiép
6 nhan ’
va tra két
qua
6. BIEU MAU: 01 mau
TT | Mi hiéu Tén bi¢u mau
1 /l To khai dang ky cham dut giam ho
7. HO SO LUU
Ho so' luu bao gdm cac tai liéu sau:
TT Tai liéu trong ho so

1 | Céc hé so nhu muc 5.3

2 | Trich luc dang ky cham dirt giam ho.

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu trir.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

TO KHAI PANG KY CHAM DUT GIAM HO

Ho, chit dém, t&Nn NGUOT YU CAU .......oooveevceeeeieeees e
NOT CU T @bt
GiAy tO tUY thAN: @ittt
Pé nghi co quan ding ky cham dit viée giam ho giira:

Nguwoi giam ho:

|3 (O TR®] 4 Ve 155 4 T 1< o SRR Gid1

Nguwoi dwge giam ho:

Ho, chit dém, ten: ......ooeiiiiiiiiiec e Gidi tinh: ..............

Gidy khai sinh/Giy t& tly thAn: @ ...,
Pi dang ky giam ho tai quyen $6: .......c.ovevveeeeneee. Y X
Ngay ....... thang ......... nam ......... CUAM Lo
Ly do chim dirt Viée SIAM Dz .......coovviviviiies e
T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc

phap luat vé cam doan ctiia minh.
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cha thich:

@) Ghi r6 tén co quan dang ky chiam dat giam ho.

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

©) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop
1¢ thay thé (vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phé Ha N¢i cip ngay
20/10/2014).

) Ghi tén co quan dang ky giam ho trudc day.
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8. Thii tuc thay déi, cai chinh, bé sung h tich, xac dinh lai din tdc

UBND CAP QUY TRINH M3 hiéu: | QT-

HUYEN (PHONG ) & aiorcr vz | NGAy BH | ../
TU PHAP tham Thu tuc thay doi, cai chinh, bo gay 20..

sung h{ tich, xac dinh lai dan t¢c

muu)

MUC LUC

SUA POI TAI LIEU
MUC PiCH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

ok~ O DdPE

Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky

Chuyén vién 5 ; Lanh dao
Chitevy | pro ot o | 11U0ORE PRON T 1 RN cip
g Tw phap phap huyén
SUA POI TAI LIEU
Yéu czflu Trana / ) Lan ba‘n Naav ban
sira doi/ N9 7| Mo ti ndi dung sira déi | hanh/Lin | o2
P Phan lién . Re hanh
b0 sung stra doi
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quan viéc
stra doi

8. MUC PIiCH
Quy dinh céach thirc, trinh tu giai quyét hd so yéu cau thay doi, cai chinh, bd

sung ho tich, xac dinh lai dan tdc.

9. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

10.TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
11.PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

12.NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctiia B Tu phap hudng
dan thi hanh mot sé diéu cua Luét ho tich va Nghi dinh sé 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thwe hién Thi tuc hanh chinh:

5.3

Thanh phan hé so Ban Ban sao co
chinh chirng thuc
hoac ban
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chup co
mang theo
ban chinh
dé a6i chiéu

- Ho chiéu hodc chtimg minh nhan dan hozc thé can
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
ngudi co yéu cau ding ky thay doi, cai chinh, bd
sung ho tich, xac dinh lai dan tde.

- Glay t& chirng minh noi cu tra dé xac dinh tham
quyén dang ky trong trudng hop cai chinh, bd sung
ho tich, xac dinh lai dan tdc khong phai tai Uy ban
nhan dan cap huyén noi ding ky ho tich trudc day
(trong giai doan Co sé dit liéu quéc gia vé dan cu va
Co so dir liéu ho tich dién tir toan quéc chua duoc
xdy dung xong va thyc hién thong nhat trén toan
quéc).

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

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

- Gidy to lién quan dén viéc thay doi, cai chinh, bo
sung ho tich, xac dinh lai dan tdc.

- Vin ban uy quyén theo quy dinh cua phép luat
trong trudng hop ty quyén thuc hién viéc dang ky
thay ddi, cai chinh, bd sung ho tich, xac dinh lai dan
toc. Truong hop nguoi dugc Gy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi vin ban uy quyén khong phai cong
chung, chung thuc, nhung phai c6 gidy to ching
minh mdi quan hé v6i ngudi uy quyén.

5.4 | S6 lwong ho so: 01 bo
Thoi gian gidi quyét ho so"
55 |- Ngay trong ngay lam viéc d01 v6i viée bd sung ho tich, trudng hop nhan hd so

sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay 1am viéc

tiép theo.
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- 03 ngay lam viéc doi voi viéc thay doi, cai chinh h tich, xac dinh lai dan toc.
Truong hop can phai xac minh thi thoi han duogc kéo dai khong qué 06 ngay lam

viéc.

56 Noi ti,é'p nhan va tra két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va

' Tra két qua cap huyén.

Lé phi: 28.000 dong.

5.7 | Mién 1¢ phi cho nguoi thude gia dinh ¢ cbng véi cach mang; nguoi thude hd
nghéo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

. Tréach v Biéu mau/

TT Trinh ty nhiém Thoti gian Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd hé so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong hé so do trinh cua
nguoi yéu cau ndp, xuit trinh; dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
h6 so. - Cac ho so
- Néu hd so day du, hop 1€, ngudi tiép tai muc 5.3
nhan hd so viét gidy tlep nhan, trong do
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi hudng dan
ngudi ndop hd so bd sung, hoan thién | Cong

Buée theo quy dinh; truong hop khong thé bd | chuc tiép
1 sung, hoan thién h6 so ngay thi phai 1ap | nhén va 04 gio

thanh van ban hudng dan, trong do néu | tra két
rd loai gidy tO, ndi dung can bo sung, qua

hoan thién, ky, ghi r0 ho, chir dém, tén
clia ngudi tiép nhan.

- Ho so dang ky ho tich sau khi da duoc
huéng dan theo quy dinh ma khéng
duoc bd sung diy du, hoan thién thi
ngudi tiép nhan tir chéi tiép nhan ho so.
Viée tir chbi tiép nhan ho so phai duogc
thé hién bang van ban, trong d6 ghi rd 1y
do tir chéi, ngudi tiép nhan ky, ghi rd ho,
chtr dém, tén.
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Buoc

Phong Tu

202 gio

Xtr Iy ho so - ddi voi
: PR3P | vige bo
Nhén ho so va chuyén xt ly Truong sung ho
2.1 Phong Tu tich.
phap - 16 gio
2.2 Xem xét hd S0, néu théy viéc thay ddi, V?gg ;’h(:y
cai chinh, bdé sung ho tich, xac dinh lai déi, cai
dgn tO? la c6 CGASO’,Aphu hgp voi quy Chuyén | chinh ho
dinh cua phép luat dan sy va phap luat vién tich. xdc
¢ lién quan, dy thao Trich luc thay Phone Tu dinil lai
doi/cai chinh/b6 sung ho tich/xac dinh hég dén tdc
lai dan tdc twong g tham muu lanh phap Trusn i
dao Phong Tu phap bao cao Chu tich Uy hop ¢ 5%1
ban nhan dan cap huyén e
phai xac
Xem xét ky nhay van ban tra két qua dé glll‘n.hhthl
; X A v mha A 01 han
Burée trinh UBND cap huyén ky phé duyét. T1:u()’ng duoc kéo
3 phong Tu | 43i khong
phap qué 40
gio.
Truong hop Chu tich Uy ban nhan dan | Lanh dao Trich 2. luc
cap huyén dong y giai quyet thiky Trich | UBND the}y d(z1/ cal
Buéc | [yc thay d6i/cai chinh/bd sung ho cap chinh/bd )
4 tich/xéac dinh lai dan toc tuwong trng cép huyén Sung ) _hQ
cho nguoi c6 yéu cau va tra lai ho so cho uc.hhfac fhnh
Phong Tu phap. lai dan toc.
Cong chtrc 1am cong tac ho tich ghi vao
Buéc | S5 dang ky thay doi, cai chinh, bd sung | Phong Tu | 04 gio
5 | ho tich, xac dinh lai dan toc va cing phap
nguoi di dang ky ho tich ky vao So.
Tra két qua cho ngudi yéu cau cong
Buéc chue tiép
6 nhan ,
va tra ket
qua
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13.BIEU MAU: 01 mau

1T

Ma hiéu

Tén biéu mau

I

To khai dang ky thay doi, cai chinh, boé sung ho tich, xac

dinh lai dan toc

Ho so' luu bao gdm cac tai liéu sau:

14.HO SO LUU

TT ‘ Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Trich luc thay do6i/cai chinh/b6 sung ho tich/xac dinh lai dan toc.

Hb so duogc luu tai Phong Tu phap theo quy dinh ctia phap luét vé luu tri.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

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

KINh Uiz B oo

Ho, chit d8m, t8N NEWOT YU CAUL ...oooovooooooooeeeeeeceeeeeeeeeeeeeeee oo esseee e
INOT CU T @)oot
GiAy 1O 1Y ThANT @ e
Quan hé v6i nguoi dé nghi duoc thay ddi, cai chinh, xac dinh lai dan toc, bd sung ho tich: ........ccc.........
PE nghi co' quan dANG KY VIEC () .. oo ceccceeeeesseeseseseeeeeeeee e

cho nguoi cé tén dwdi day

T6i cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trudc phéap luat vé cam

doan cuia minh.

Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Y kién cua nguoi dugc thay ddi ho, tén (néu Y kién cua chavame (néu thay ddi ho, chir
nguoi do tir da 9 tudi tré 1€n); xac dinh lai dan dém, tén cho nguoi dudi 18 tuoi)

toc (néu nguoi do tir da 15 tudi dén dudi 18
tudi)

7 I UIE0 UId CIL 4dng Ky UIUOTIE UU; NEU KNONE CO v wung ny wivviig wu wis s tivy wis vis
dang ky tam tra; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam trt thi ghi theo
noi dang sinh song.

® Ghi rd thong tin vé gidy to tiry than (sd, co quan cap, ngay cip ho chiéu, chimg minh nhan dan
hoic gidy to hop 18 thay thé)

Vi dy: Chimg minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cip ngiy
20/10/2004.

“) Ghi r6 n6i dung loai viéc dé nghi dang ky

Vi du: thay dbi ho, tén / cai chinh phan khai vé chit dém, nim sinh ctia ngudi me
/ x4c dinh lai dan toc / bd sung phan khai vé qudc tich

®) Ghi 15 loai viéc, gidy to ho tich da dang ky trudc day c6 lién quan.

Vidy: D dang ky khai sinh ngay 05 thang 01 nim 2015 tai s6 10, quyén s6 01/2015 cua
UBND xa Ha Hoi, huyén Thuong Tin, thanh ph Ha Noi.

Pi dang ky két hon ngay 15 thang 10 nam 2015 tai s6 155, quyén s6 02/2015 cia
UBND quan Hoan Kiém, thanh phd Ha Noi

Pi dang ky khai tir ngdy 16 thang 10 nim 2015 tai s6 55, quyén s6 01/2015 cua
UBND phuong Niém Nghia, quan Lé Chan, thanh ph Ha Noi.

®) Ghi rd ndi dung thay doi, cai chinh, xac dinh lai dan toc.
Vidu:  Pugc thay d6i ho, tén tir Nguyén Van Nam thanh Vil Vin Lanh

Puoc céi chinh phan khai vé chit dém, nim sinh ctia nguoi me tir: Lé Thi Lan, sinh
nam 1977, thanh: Lé Thiy Lan, sinh nam 1979

Puoc xac dinh lai dan tdc tir: dan tdc Kinh, thanh: dan toc Tay

Puoc bo sung thong tin vé qubc tich thanh: qudc tich Viét Nam
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9. Thii tuc ghi vao S6 hd tich viéc két hon ciia cong dan Viét Nam da dwoe giai
quyét tai co quan cé tham quyén ctia nwéc ngoai

UBND CAP QUY TRINH Ma hiéu: | QT-

HUYEN (PHONG | Thii tuc ghi vao So ho tich viée két | Ngay BH | ..... ...
TU PHAP tham hén ciia cong din Vigt Nam da 20..
dwogc gidi quyéet tai co quan co

muu)
thaim quyén cua nwdc ngoai

MUC LUC

SUA POI TAI LIEU
MUC PbiCH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

ok~ 0D R

Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét

Ho tén
Chir ky

AR viA . \ Lanh dao

Chuyén vién A
Chitevy | ppodpr e | Truone Phong T | ppND cip
g Tu phip phap huyén
SUA POI TAI LIEU
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Yéu czj'“ nginﬁé/n 2 Lan ban ay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
z quan viéc : 2R hanh
bo sung - aRe stra doi
sira doi
1. MUC PiCH

Quy dinh céch thuec, trinh tu giai quyet ho so yéu cau ghi vao So h tich viéc
két hon cua cong dan Viét Nam da dugc giai quyét tai co quan c6 thim quyén cua
nudc ngoai.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctiia B6 Tu phap hudng
5.1 | dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hd tich trén
dia ban tinh An Giang.

5.2 | Yéu cau, Piéu kién thyc hién Thi tuc hanh chinh:
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- Viéc két hon giita cong dan Viét Nam voi nhau hodc voi ngudi nude
ngodi da duoc giai quyét tai co quan co thim quyén clia nude ngoai ¢ nudce
ngoai dugc ghi vao S6 ho tich néu tai thoi diém két hon, cac bén dap ung du
diéu kién két hon va khong vi pham diéu cAm theo quy dinh ctia Luat hon nhan
va gia dinh Vi¢t Nam.

- Néu vao thoi diém ding ky tai co quan c6 thAm quyén nudc ngoai, viéc
két hon khong dap tng diéu kién két hon, nhung khong vi pham diéu cAm theo
quy dinh cta Luat hon nhan va gia dinh, nhung vao thoi diém yéu cau ghi vao
S6 ho tich viée két hon, hau qua di duoc khac phuc hodc viéc ghi chi két hon
1a nham bao vé quyén loi cua cong dan Viét Nam va tré em, thi viéc két hon
cling dugc ghi vao Sb ho tich.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu

- Ho chiéu hoac chimg minh nhan dan hoac thé can
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con X
gia tri sit dung dé chimg minh vé nhan than cua
ngudi c6 yéu cau ghi chu két hon (gidy to tuy than);

- Giay to chimg minh noi cu tri dé xac dinh tham
quyén (trong giai doan Co s¢ dit liéu qudc gia vé dan
cu va Co so dir liéu ho tich dién tir toan quéc chua
dugc xay dyng xong va thuc hién thong nhat trén

\ y X
toan quoc).
Truong hop gtri hd so qua hé thong buu chinh thi
phai guri kém theo ban sao c6 chiing thuc cac giay to
phai xuat trinh néu trén.
- To khai ghi chii két hon theo mau; X
- Ban sao gidy to chimg nhan viéc két hon do co X
quan c6 thAm quyén cia nudc ngoai cap;
- Ban sao giady to tuy than cua ca hai bén nam, ntr, X

néu giri hd so qua hé thong buu chinh;
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- Néu cong dan Viét Nam di ly hén hodc huy viée
két hon tai co quan co tham quyén nudc ngoai thi
phai nop trich luc vé vi¢c da ghi vao S6 ho tich viée
ly hon hodc huy viéc két hon (Trich luc ghi cha ly
hon).

- Vin ban ty quyén theo quy dinh cua phap luat
trong trudng hop uy quyén thuc hién viée ghi chu
két hon. Truong hop ngudi duoc uy quyén 1a éng,
ba, cha, me, con, vo, chéng, anh, chi, em rudt cua
nguodi Uy quyén thi vin ban uy quyén khong phai
cong chimg, ching thuc, nhung phai c6 gidy to
chtrng minh méi quan hé v6i ngudi ty quyén.

5.4 | So lwong ho so: 01 bo

5.5 | Thoi gian giai quyét ho so: 12 ngay lam viéc.(96 giod)

56 Noi ti’é'p nhefu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va

' Tra két qua cap huyén.

L¢ phi: 75.000 dong.

5.7 | Mién 1¢ phi cho ngudi thuge gia dinh cd cOng vabi cach mang; nguoi thudc hd
nghéo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

X Tréach N Bieu mau/

TT Trinh ty nhiém Thoi gian Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd ho so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong hé so do trinh cua
nguoi yéu cau ndp, xuat trmh dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
hd so. Cong - Cac hd so

. |- Néu ho so day du, hop 1€, nguoi tiép | chuc tiép tai muc 5.3
Budc A \
1 nhan ho so viét gidy tlep nhén, trong do nh?n va 08 gio

ghi 16 ngay, gio tra két qua; néu ho so | tra két
chua day du, hoan thién thi huéng dan qua
ngudi ndp hd so bd sung, hoan thién
theo quy dinh; truong hop khong thé bo
sung, hoan thién ho so ngay thi phai lap
thanh véan ban hu’ong dan, trong do néu
15 loai gidy to, ndi dung can bd sung,
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hoan thi¢n, ky, ghi rd ho, chit dém, tén
clia nguoi tiép nhan.

- Ho so sau khi d3 duoc hudéng dan theo
quy dinh ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tir
chdi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai duoc thé hién bﬁng van
ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi 10 ho, chitr dém, tén.

* Yéu cau ghi chii két hén bi tir choi
trong cac truong hop sau:

- Viéc két hon vi pham diéu cdm theo
quy dinh ctia Luat hon nhan va gia dinh.
- Cong dan Viét Nam két hon véi ngudi
nudc ngoai tai co quan dai dién ngoai
giao, co quan dai di¢n lanh sy nudc
ngoai tai Viét Nam.

Buéc 1 1A Phong Tu
5 Xu ly ho so ohap
Nhan hd so va chuyén xir 1y Trudng
2.1 Phong Tu
phap
2.2 Xem xét hd so, qéu thdy yéu cau ghi cht
ket‘ hon du ‘dlel}(. klep, ‘khoxng. Athu(_)A,c Chuyén 64 gid
truong hop tur choi ghi vao s6 viéc két vién
hon theo quy dinh, du thdo Trich luc ghi Phone Tu
chu két hon tham muu Phong Tu phap h ég
bao cdo Chu tich Uy ban nhan dan cap phap
huyén xem xét, quyét dinh.
Buge | Xem xét ky nhay van ban tra két qua dé | Trudng Trich lyc ghi
3 | trinh UBND cAp huyén ky phé duyét. | phong Tu chu két hon
phap
Truong hop Chu tich Uy ban nhan déan | Lanh dao
Budc | dong y giai quyet thi ky Trich luc ghi| UBND 16 gio
4 chu két hon cap cho ngudi yéu cau va cap
tra lai hd so cho Phong Tu phap. huyén
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Bude | Cong chirc 1am cong tac ho tich ghi vao | Phong Tu
5 | S6 dang ky két hon phap
Tra két qua cho ngudi yéu cau Cong 08 wids
Buée chtrc tiép &
6 nhan ,
va tra két
qua
6. BIEU MAU: 01 mau
TT | Ma hiéu Tén biéu mau
1 /l To khai ghi cha két hon
7. HO SO LUU
Ho so luu bao gdm cac tai liéu sau:
TT Tai liéu trong ho so

1 | Cac hé so nhu muc 5.3

2 | Trich luc ghi chu két hon

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI GHI CHU KET HON

KIND QUL M) e

Ho, chit dém, tén nguoi yéu CAU ettt ettt ettt ettt et e ettt ettt ettt n et er et
INOT CU T @) e ettt et et et ettt et e et et et et e e et et et et et et et et et et et ee et et et et et et et et et e eeeeeeanas
GIAY T TUY ThAN: G ettt

Pé nghi co’ quan ghi vao so viéc két hon sau diy:

Ho, chir dém, tén bén nir: Ho, chir dém, tén bén nam: ..............cccevenee.
------------------------------------------------------------------------- Ngéy’ tha"ng, ném Sinh: TR
Ngay, thang, nim sinh: DENR o QuAC tich: .o
........................................... Neiewtd @
Dantoc: ...ccccvvvvvreannnne Quoc tich
= A o an- (3)
Noi cur tri: Giay to tuy than: © ...
(2) ---------------------------------------------------------------------------
Gidy to thy than: @ .o
D3 dang KY Kt NON taI™ ........ooviiiceeeecee e
........................................................................................... SO e
Cap ngay........ thang ...... 1 E:1 44 PRSP P T PTRTPPR PR
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T6i cam doan nhitng noi dung khai trén day 1a dung su that va chiu trach nhiém truéc phap luat vé
cam doan cta minh.

Tai liéu guri kem theo To khai: Lamtai: .............. ngay ....... thang ....... nam ...

................................................................. Ngll’(‘)’l yéu Cz}iu
...... (Ky, ghi rd ho, chir dém, tén)

Chu thich:

@) Ghi 13 tén co quan thyc hién ghi cha két hon.

) Ghi theo dia chi dang ky thuong tri; néu khong ¢ noi dang ky thuong trd thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam trd thi ghi theo
noi dang sinh séng
3 Ghi thong tin vé giy to tiry than nhu: ho chiéu, chang minh nhan dan hoac gidy to hop 16 thay
thé (vi du: Chtng minh nhan dan sé 001089123 do Céng an thanh phé Ha Noi cip ngay
20/10/2004).

“) Ghi rd tén gidy to da cong nhan viéc két hon caa co quan c6 tham quyén caa nudc ngoai.
®) Néu da tirng két hon thi ghi rd can ci cham dit quan hé hon nhan & dong phia dudi. Néu cin
ctr chAm dat quan hé hon nhan 1a ly hén thi ghi rd hinh thirc van ban ly hon, ngay cé hiéu luc, tén
co quan cap.
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10. Thii tuc ghi vao So hd tich viéc ly hon, hity viéc két hon ciia cong dan Viét
Nam da dwgce gidi quyet tai co quan c¢6 thim quyén ciia nwéc ngoai.

UBND CAP

QUY TRINH

Ma hiéu: | QT-

HUYEN (PHONG Th tuc ghi vao So ho tich viéc ly

Ngay BH | ... [

TU PHAP tham hén, huy viéc két hon cua cong dan 20..
muu) Viét Nam dé dugc giai quyet tai co
quan c6 tham quyén ctia nudc ngoai
MUC LUC
1. SUA POI TAI LIEU
2. MUC BiCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. PINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CANLUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
A en ) . Lanh dao
huyén vién A
Chikc vu Pl?b#yem ha | rremeraone Tw - UBND chp
g Tw phap phap huyén
SUA POI TAI LIEU
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Yéu czj'“ nginﬁé/n 2 Lan ban ay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
z quan viéc : 2R hanh
bo sung - aRe stra doi
sira doi
9. MUC PiCH

Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau ghi Vao S6 ho tich viée
ly hon, huy viée két hon cua cong dan Viét Nam da dugc giai quyet tai co quan co
tham quyén ctia nudc ngoai.

10.PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

13.NOI DUNG QUY TRINH

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
5.1 | dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh sé 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ciia Uy ban nhéan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan ly I¢ phi hd tich trén
dia ban tinh An Giang.

5.2 | Yéu cau, Piéu kién thyc hién Thi tuc hanh chinh:
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- Ban an, quyét dinh ly hon, hity két hon, van ban thoa thuan ly hon da co
hiéu luc phéap lut hodc gidy to khac cong nhan viéc ly hon do co quan c6 tham
quyén ctia nudc ngoai cip khéng vi pham quy dinh ctia Luat hon nhan va gia
dinh.

- Viéc ly hon, huy két hon cua cong dan Viét Nam do co quan c6 thim
quyén nudc ngoai giai quyét khong thudc truong hop cd don yéu cau thi hanh
tai Viét Nam hoac c6 don yéu cau khong cong nhan tai Viét Nam.

- Cong dan Viét Nam di ly hon, hiy viée két hon & nude ngoai, sau d6 vé
nuée thudng tri hodc 1am thu tuc dang ky két hon méi tai co quan c6 tham
quyén cta Viét Nam thi phai ghi cha ly hon. Truong hop di nhiéu lan ly hdn
hodc hity viéc két hon thi chi lam tha tuc ghi chii 1an ly hon, hity viéc két hon
gan nhat.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cudc cong dan hoic cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cép, con X
gia tri sit dung dé chimg minh vé nhan than cua
ngudi c6 yéu cau ghi chu ly hon.

- Gidy to ching minh noi cu tra dé xac dinh tham
quyén trong trudong hop cong dan Viét Nam tir nude
ngoai vé thuong tri tai Viét Nam c6 yéu cau ghi
chu ly hon, cong dan Viét Nam khong thuong tri tai
Viét Nam yéu cau ghi cha ly hon tai Uy ban nhén X
dan cap huyén noi cu tra trude khi xuat canh (trong
giai doan Co s& dit liéu quéc gia vé dan cu va Co s
dir liéu ho tich dién tir toan qudc chua duoc xay
dung xong va thuc hién thong nhat trén toan qudc).
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Truong hop gui ho so qua hé thong buu chinh thi
phai giri kém theo ban sao c6 chtng thuc cac gidy to
phai xuat trinh néu trén.

- T& khai ghi chu ly hén theo mau;

- Ban sao Ban an, quyét dinh ly hén, huy két hon,
van ban thoa thuan ly hon hodc gidy to khac cong
nhan viéc ly hon do co quan c6 thAm quyén cua nude
ngoai cap da c6 hiéu luc phap luat.

- Vin ban uy quyén theo quy dinh cua phap luat
trong trudng hop Gy quyén thuc hién viée ghi cha ly
hén. Truong hop ngudi dugc ty quyén 1a dng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
Uy quyén thi vin ban uy quyén khong phai cong
chtng, chimg thyc, nhung phai c¢6 gidy to ching
minh mdi quan hé v&i ngudi ty quyén.

5.4 | So lwong ho so: 01 bd
5.5 | Thoi gian giai quyét ho so: 12 ngay lam viéc (96 giod)
56 Noi tiép nhefu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cap huyén.
Lé phi: 75.000 dong.
5.7 | Mién 1¢ phi cho ngudi thuge gia dinh cd cbng vabi cach mang; nguoi thuéc hd
nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyigian | hr M4t
Trinh tw nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bo ho so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong ho so do trinh cua
ngudi yéu cau ndp, xuat trinh; dbi chiéu C(“)ng’ BPTNVTKQ
.| thong tin trong T khai véi gidy to trong | chuc tiép cap huyén.
Buoe |, Ao .\ C T X
1 ho so. nhan va 08 gio |- Cac ho so
- Néu hd so day du, hop 1¢, nguoi tiép | tra két tai muc 5.3
nhan hd so viét gidy tlep nhén, trong do qua
ghi 16 ngay, gio tra két qua; néu ho so
chua day du , hoan thién thi huong dan
nguoi n0p ho so bd sung, hoan thién
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theo quy dinh; trudng hop khong thé bo
sung, hoan thién hd so ngay thi phai lap
thanh van ban hudéng dan, trong d6 néu
rd loai gidy tO, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chir dém, tén
ctia ngudi tiép nhan.

- Ho so sau khi d3 duoc hudéng dan theo
quy dinh ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan ho so. Viéc tir chdi tiép
nhan ho so phai duogc thé hién b::ing van
ban, trong d6 ghi 14 1y do tir chdi, nguoi
tiép nhan ky, ghi ro ho, chit dém, tén.

Budc 1o LA Phong Tu
5 Xu 1y ho so ohap
Nhan hé so va chuyén xir 1y Trudng
2.1 Phong Tu
phap
22 | Xemxéthd s0, néu thiy yéu cau ghi chu
ly hon 1a phu hop quy dinh phap luat,
viéc ly hon, huy viéc két hon khong
thudc truong hgp cd6 don yéu cau thi A R0 oi
hanh tai Viét Nam hodic c6 don yéu cau Ct‘/‘g] on 810
khong cong nhan tai Viét Nam duoc \
T INY n o an ., | Phong Tu
dang tai trén Cong thong tin dién tir cua ha
B6 Tu phap thi du thao Trich luc ghicha| P 2P
ly hon tham muu lanh dao Phong Tu
phap bao cao Chu tich Uy ban nhan dan
cap huyén xem xét, quyét dinh.
Buée | Xem xét ky nhay vin ban tra két qua dé | Trudng
3 trinh UBND cap huyén ky phé duyét. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Budc | cip huyén dong ¥ giai quyét thi ky Trich | UBND 02 gid
4 luc ghi cht ly hon cap cho nguoi yéu cau cap
va tra lai ho so cho Phong Tu phap. huyén
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Buwoc

Cong chirc 1am cong tac ho tich ghi vao | Phong Tu

5 2 2. ., R : 04 gio
S6 ghi chu ly hon phap
Cong
Buée | Tra két qua cho ngudi yéu cau chuc tiép N
6 nhan , 02 g10
va tra két
qua
14.BIEU MAU: 01 méu
TT | Ma hiéu Tén biéu mau
1 /l To khai ghi cha ly hon

15.HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac hé so nhu muc 5.3
2 | Trich luc ghi cht ly hon
H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI GHI CHU LY HON
KENN G @) e

Ho, Chit dém, tEN NEUGT YBU CAU ...t
INOT CU T @)oo s oottt oottt
T A Co A (VY1 1T L L

Quan hé vai nguoi dugC ghi ChU: ..o

Dé nghi ghi vao 56 ho tich VI&C .....cvveeeeeeeeen da duoc giai quyét tai co quan c6 tham
quyén caa nudc ngodi cho ngudi dudi day:

Ho, chit dém, tén: ... ..o GG tinhE L

Ngay, thang, nam, SINN: ... e

GHAY 1O LUV TNAN: B ettt e e e et

NOT CU T RIGN NAY: ..ottt e e e et ee e e e eae e e e e e e e eeaeeenens

NOT CU 0 tTHGC KN XUAL CANN oo oo e e oo

Ho, Chir @8m 18N L. e e

GIAY 1O TUY thAN: B): et e e
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T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan ctia minh.

Tai li¢u guri kém theo To khai: Lam tgi: ................, NQAY ....... thang ....... nam ...

................................................................. Ngu’(‘)'l yéu Cé‘iu
...... (Ky, ghi r8 ho, chiz dém, tén)

Chu thich:

™ Ghi 18 tén co quan thyc hién ghi chi ho tich.

(2) Ghi theo dia chi dang ky thuong trd; néu khong c6 noi dang ky thudng tra thi ghi theo dia chi dang ky tam trd;
truong hop khong c6 noi diang ky thuong tr va noi dang ky tam tra thi ghi theo noi dang sinh séng.

(3) Ghi thong tin vé& gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop 1¢ thay thé (vi du: Chimng
minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay 20/10/2004).

@ Ghi rd hinh thie vin ban: Ban an/quyét dinh/ thoa thuan/cac hinh thirc khac.

©) Ghi rd tén co quan nudc ngoai da giai quyét ly hon/hay két hon.
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11. Thi tuc ghi vao S6 hé tich viéc hd tich khac ciia cong dan Viét Nam

da dwoc gidi quyét tai co quan c6 tham quyén cia nwdce ngoai (khai sinh; giam

ho; nhan cha, me, con; xac dinh cha, me, con; nudi con nuéi; khai tir; thay doi

h{ tich).

UBND CAP HUYEN
(PHONG TU PHAP
tham muu)

QUY TRINH

Ma hiéu:

QT-

Thii tuc ghi vao S6 hd tich viéc hd
tich khac cia cong dan Viét Nam
da duoc glal quyet tai co quan cé
tham quyeéen cia nwéc ngoai (khai
sinh; giam hg; nhan cha, me, con;

xac dinh cha, me, con; nuéi con
nudi; khai tir; thay doi ho tich).

Ngay BH

..... [...0
20..

MUC LUC

1. SUA POI TAI LIEU

o U W N

MUC PbiCH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
. NOI DUNG QUY TRINH

7. BIEU MAU
8. HO SO CANLUU

Trach nhiém

Soan thao

Xem xét, ky nhay
va trinh phé duyét

Phé duyét

Ho tén

Chit ky
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Chuyénvién | Trwéng Phong Tu Lanh dao

Chire vu \ . . UBND cip
Phong Tw phap phap huyén
SUA POI TAI LIEU
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lan | oo
Z quan vi¢ee ) R hanh
bo sung ~  aXs stra doi
stra doi
9. MUC PiCH

Quy dinh cach thuc, trinh tu giai quyét ho so yéu cau ghi vao S6 h tich vigc
ho tich khac ctia cong dan Viét Nam da duoc giai quyét tai co quan c6 thim quyen
cua nudc ngoai (khai sinh; giam hg; nhan cha, me, con; xac dinh cha, me, con; nudi
con nudi; khai tir; thay d6i ho tich).

10.PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan qudc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: B6 phan Tiép nhan va Tra két qua cap huyén.

13.NOI DUNG QUY TRINH

Cin cw phap ly:

- Luat Ho tich nam 2014,
5.1 - Nghi dinh §6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh
chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu sd 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
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ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi

hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ciia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché dg thu, ndp va quan 1y 1€ phi ho tich trén

dia ban tinh An Giang.

5.2

Yéu cau, Diéu kién thwe hién Thii tuc hanh chinh: khong

5.3

Thanh phan ho so

Ban
chinh

Ban sao co
chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
ngudi co yéu cau ghi cha thay doi ho tich co yéu t6
nudc ngoai;

- Gidy to ching minh noi cu tra dé xac dinh tham
quyén ghi chi thay d6i ho tich c6 yéu td nudc ngoai
(trong giai doan Co sé dit liéu qudc gia vé dan cu va
Co so dir liéu ho tich dién tir toan quéc chua duoc
xay dung xong va thuc hién thong nhat trén toan
qude).

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

- T khai theo mau quy dinh.

- Ban sao gidy to chimg minh viéc ho tich da dugc
giai quyet tai co quan cé tham quyen cua nuoc
ngoai.

- Van ban théa thuan lya chon quéc tich Viét Nam
cho con cuia cha, me d6i véi trudong hop nguoi yéu
cau ghi vao S6 ho tich viéc khai sinh c6 cha hodc me
la cong dan Viét Nam, nguoi kia la nguoi nude
ngoai, trong trudng hop Gidy khai sinh va gidy to di
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lai quoc té do co quan c6 tham quyén nudc ngoai
cap khong ghi quoc tich cua nguoi con.

- Vin ban uy quyén theo quy dinh cua phap luat
trong trudng hop uy quyén thyc hién viéc ghi chi.
Truong hop ngudi duge Gy quyén 1a éng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cua nguoi uy X
quyén thi vin ban uy quyén khong phai cong chimg,
chtng thuc, nhung phai ¢ gidy to chirg minh mdi
quan hé véi nguoi ty quyén.

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyét ho so: Ngay trong ngay tiép nhan ho so, truong hop nhan
55 hd so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua trong ngay lam
viéc tiép theo. Trong truong hop phai xac minh thi thoi han giai quyét khong
qua 3 ngay lam viéc.
56 Noi ti’ép nhefu} va tra ket qua: NOp ho so truc tiép tai tru s& Bo phan Ti€p nhan va
' Tra két qua cap huyén.
L¢ phi: 75.000 dong.
5.7 | Mién 1¢ phi cho ngudi thuge gia dinh cd cOng vabi cach mang; nguoi thudc hd
nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
: Biéu miu/
TT i Trach g gian | 5 4 M43
Trinh ty nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd ho so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong hé so do trinh cua
nguoi yéu cau ndp, xuat trmh dbi chiéu BPTNVTKQ
thong tin trong To khai voi gidy to trong cap huyén.
ho so. Cong - Cac ho so
. |- Néu ho so day du, hop 1€, nguoi tiép | chuc tiép tai muc 5.3
Budc A \
1 nhan hd so viét gidy tlep nhan, trong do | nhéan va 02 gio

ghi 16 ngay, gio tra két qua; néu ho so | tra két
chua day du, hoan thién thi huéng dan qua

ngudi ndp hd so bd sung, hoan thién
theo quy dinh; truong hop khong thé bo
sung, hoan thién ho so ngay thi phai lap
thanh véan ban hu’ong dan, trong do néu
15 loai gidy to, ndi dung can bd sung,
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hoan thi¢n, ky, ghi rd ho, chit dém, tén
clia nguoi tiép nhan.

- Hd so sau khi da dugc huéng dan theo
quy dinh ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan hd so. Viéc tir chdi tiép
nhan hd so phai duoc thé hién bﬁng van
ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi 10 ho, chir dém, tén.

Buéce | . . 1 Phong Tu
5 Xu ly ho so ohap
Nhén ho so va chuyén xt 1y Truong
2.1 Phong Tu
phap
2.2 02 gio
' Xem xét ho so, néu thay yéu cau ghi chi (xac minh
thay d6i ho tich c6 yéu té nudc ngoai di | Chuyén thi kéo dai
diéu kién, phu hop quy dinh phap luat, Vvién 16 gio)
du thao Trich luc hd tich than} muu | Phong Tu
Phong Tu phép bao céo Chu tich Uy ban | phap
nhan dan cap huyén
Buge | Xem xet ky nhay van ban tra két qua dé | Truong
3 trinh UBND cap huyén ky phé duy¢t. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Budc | dgong v giai quyet thiky Trich luc h¢ tich | UBND
4 tuong ng cap cho nguoi yéu cAu va tra cap
lai h6 so cho Phong Tu phap. huyén
Buéc Cong ch}ﬁ:c lé}m f:éngxtécAh(:) tich ghi noi Phong Tu 04 gio
dung ghi chtl vao S6 ho tich theo quy ;
S . phap
dinh
Buée Tra két qua cho nguoi yéu cau cong
6 chuec tiép
nhan
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va tra két
qua

14.BIEU MAU:
TT | Mi hiéu Tén biéu mau 7
T khai ghi vao s6 h¢ tich viéc khai sinh; To khai ghi vao s6
1 /] ho tich viéc khai tir; To khai ghi vao s6 ho tich viéc nu6i con

nudi; To khai ghi cl}ﬁ viéc giam hg, nhan cha, me, con; To
khai ghi chu thay d6i ho tich.

15.HO SO LUU
Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac h6 so nhu muc 5 3
2 | Trich luc ghi vao s6 ho tich viéc khai sinh/Trich luc ghi cht thay doi ho

tich.

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phac

TO KHAI GHI VAO SO HO TICH VIEC KHAI SINH
KINN QU Do

Ho, Chit dém, tN NGUOT YEU CAU: .......c..eeeeeieeeeeeeeee et
GIAY tO tUY thAN: @ttt en et
INOT CU LT @ittt sttt et et e st e b e e st e bt ebe st e sbesbessteseeseas
Quan hé vai ngudi dugC KNal SINN: ..o

Pé nghi ghi vao so6 ho tich viéc khai sinh cho ngudoi ¢6 tén dudi day:

o 0 T 11 s (] TR (=T o SR

GiGi tinh:. e, DAN tOC: wvveveeeeeeeeees e, QUABC tICN: .o

NOT SINN: Lo e,

L@ 11 I U Uy SRR
Ho, Chir d€m, tEn Cha: ... e
Nam sinh: c.o.oveveveeeennnen.. DAN tOC: v, QUABC HICN: .o
INOT CU LT @) ottt ettt et e e st et et s st et e e et esbesteseesre s
Ho, Chir d€m, tBN M. ...,
Nam sinh: c.oeveveveeeeeenene. DAN tOC: vvveveeeeeeeee e QUABC HICN: oo
INOT CU LT ©) ettt e st e et et e st et et e st e e et eseebe st e st e sbesbeereeaes
Da dugc dang ky khai Sinh tai® ..o
Gidy khai sinh s6® .......ccc.ccoovvcvnrvcenrinnnn, Cap NQay........... [

T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan cua minh.
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Lamtai: ................., NQAY ....... thang ....... nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Chu thich:

() Ghi rd tén co quan ghi vao sb ho tich viéc khai sinh

Vi du: Uy ban nhan dan quan 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tly than cia nguoi di ding ky, ghi 6 s6, co quan cép,
ngay cap ho chiéu, chitng minh nhan dan hoic giay to hop 18 thay thé

Vi dy: Chitng minh nhéan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004.

®) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thuong trd thi ghi
theo dia chi dang ky tam tra; treong hop khong cé noi dang ky thuong tra va noi dang ky
tam tra thi ghi theo noi dang sinh séng.

“) Ghi rd tén co quan, tén qudc gia nudc ngoai da dang ky su kién ho tich.

®) Ghi sb, ngay, thang, nim co quan nudc ngoai cap Giay khai sinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH VIEC KHAI TU

KENN QU @) e

Ho, Chit d8m, tEN NGUOT YBU CAU: ..oooeoeeeeeeseeeseeeeeeess oo seeeseeeee et eees e eeee s

ST F Y R )V 121 S
QUAN NE VOT NGUTT A8 CHELL .ooooooeee et
Pé nghi ghi vao sé hd tich viéc khai tir cho ngudi cé tén dwéi diy:

HO, ChTE A€M, TBN: ..o GiGi tinh: oo,
Ngay, thang, NAM SINN: ..o
DAN EOC: vvvveeeeeeeeseeeeeeeseeseseesseseessessseessssees s essseseees s eesseee QUABC tICN: oo
NOT CU T CUST CUNGE @) ettt
GIAY 10 Y tANT B e
Da chét vao 10C: .o Q0 o phit, ngay ... thang ... NAM ..o
J LS 1R 1<

NGUYBN NNAN CREL: ..ot

T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap

luat vé cam doan ctia minh.
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Tai liéu guri kem theo To khai: Lamtai: ............... ngay ....... thang ....... nam

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

Chu thich:

() Ghi 15 tén co quan thuc hién ghi chid hé tich.

@) Ghi theo dia chi dang ky thuong trd; néu khong co noi dang ky thudng tri thi ghi theo dia chi
dang ky tam tru; truong hop khong cé noi dang ky thuong tri va noi dang ky tam trd thi ghi theo
dia chi noi sinh séng thuc té.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chizng minh nhan dan hoic gidy to hop 18 thay
thé (vi du: Chiing minh nhan dan sé 00108912345 do Céng an thanh phé Ha Noi cip ngay
20/10/2004).

™) Ghi rd tén giay to ho tich dugc co quan c6 tham quyén nudc ngoai cap.

®) Ghi 15 tén co quan nudc ngoai da dang ky su kién ho tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC NUOI CON NUOI

KENN G @) e

Ho, Chit d8m, tEN NEUGT YBU CAU: ...ttt
INOT CU T @)oo s oottt

T A (oA (VY 1T L L
Dé nghi ghi vao sb ho tich viéc nudi con nudi da duoc giai quyét tai co quan co tham quyén
cta nudc ngoai cho ngudi dudi day:

Ho, chilt d€m, teN: .....o..cooooi e Gigitinh ..o,

Ngay, thang, NAM SINN: ...

DaAn tOC: ..o, (@ I To e 1<) s LA

La con nuoi cua:
Ho, chir dém, tEn Cha: ...,

Nam sinh: ....cccocoevvvvennnnnn. Dan tOC: wuvvvvvvcvvieeee i QUAC tiCh: ..o,

D S R af ARSI

Ho, Chir d€m, tEN mie: ...
Nam $inh: ceoeeveveveeeeeeenennee. DAN tOC: v, QUBC tICh: oo

NOT CU T B e e e e e e et e e e et e e e e e e e e ate e e e ete e e eete e e areeeanieaas

T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phap
luat vé cam doan ctia minh.
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Tai liéu guri kem theo To khai: Lamtai: ..............., ngay ....... thang ....... nam ...

................................................................. Ngll’(‘)’l yéu Cz}iu
------ (Ky, ghi r6 ho, chit dém, tén)

Cha thich:

(™ Ghi 18 tén co quan thyc hién ghi chi ho tich.
@ Ghi theo dia chi dang ky thuong trd; néu khong ¢ noi ding ky thuong tri thi ghi theo dia chi dang ky tam trd;
truong hop khong cé noi diang ky thuong tri va noi dang ky tam tra thi ghi theo dia chi noi dang sinh sbng.
@) Ghi thong tin v& gidy to tiy than nhu: ho chiéu, chirng minh nhan dan hoac giy to hop 18 thay thé (vi du: Chung
minh nhan dan s 00108912345 do Cong an thanh phb Ha Noi cip ngay 20/10/2004)

“) Ghi rd tén giy to ching minh su kién ho tich da duoc co quan co tham quyén cia nudc ngoai cap.

®) Ghi 15 tén co quan nudc ngoai da giai quyét su kién ho tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI GHI CHU VIEC GIAM HQ, NHAN CHA, ME, CON
KENN QU @) e

Ho, Chit dém, ten NZUOT YBU CAU: ..vevveeeeeeeeeeeeeeee et ettt

T A (oA (V1 1T L L
Pé Nghi ghi VA0 56 N0 tICN VIECH®) ..o cho
nguwoi dudi day:

Ho, chilt d€m, teN: ..o Gigitinh ..o
Ngay, thang, NAM SINN: ...

DaAn tOC: ..o, (@I To e 1) s LA

0 T ciia nguoi c6 tén dwéi day:

Ho, chit G&8m, tEN: ..o Gidi tinh ..o,
Ngay, thAng, NAM SINN ..o
DaAN tOC: .o (@ LTI eR 1<) s LA

N OT G ETUL: B oo

GHAY 1O TUY thAN: O ..ot

D3 duoC gial QUYEE T ©) e

T6i cam doan nhirng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc phéap
luat vé cam doan ctia minh.
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Tai liéu guri kem theo To khai: Lamtai: ..............., ngay ....... thang ....... nam ...

................................................................. Ngll’(‘)’l yéu Cz}iu
------ (Ky, ghi rd ho, chir dém, tén)

Cha thich:

@) Ghi 13 tén co quan thuc hién ghi vao sb ho tich.

@ Ghi theo dia chi dang ky thuong trd; néu khong ¢ noi ding ky thuong tri thi ghi theo dia chi dang ky tam trd;
truong hop khong cé noi diang ky thuong tri va noi dang ky tam tra thi ghi theo dia chi noi dang sinh sbng.

@) Ghi théng tin vé gidy to tiry than nhu: ho chiéu, chitng minh nhan dan hoac gidy to hop 16 thay thé (vi du: Ching
minh nhan dan s 00108912345 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

) Ghi r3 loai viéc ho tich da duoc giai quyét tai co quan ¢ tham quyén ciia nuéc ngoai (giam hd, nhan cha, me, con).

®) Ghi ré méi quan hé: 1a cha/me/ngudi giam ho.

©) Ghi rd tén giy to ching minh su kién ho tich da dugc co quan c6 tham quyén cua nudc ngoai cap.

) Ghi 15 tén co quan nudc ngoai da giai quyét su kién ho tich.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI GHI CHU THAY POI HOQ TICH

KAND @O D e

Ho, Chit d8m, t810 NEUGT YU CAUL  ooovoeeeeeeeeseeeeseeesseesseeesseees e eees st eses et sees s ees oo
NOT CU T Bttt oot et
GHAY tO Y thAN: ©) et

Pé nghi ghi vao s6 ho tich viee® ... cho ngudi c6 tén
duwéi day:

HO, ChTE G@IM, TN .ot

Ngay, thang, NAM SINN: ..o

DAn tOC: ..ot s Quéc FICR s

INGT CU T @)oo e s
GHAY tO Y thANT ©) et

NOi dung ghi VA0 80 ho tHCh™: ..ot

T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap
lut vé cam doan cta minh.
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Tai liéu giki kem theo To khai: Lam tai: ..., NQAY ... thang ....... nam ...

Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Cha thich:

) Ghi 15 tén co quan thyc hién ghi cha ho tich.

(2) Ghi theo dia chi ding ky thuong tri; néu khong c6 noi dang ky thudng tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam trt thi ghi theo
dia chi noi dang sinh séng

(3) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chirng minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s6 00108912345 do Coéng an thanh phé Ha Noi cip ngay
20/10/2004).

@ Ghi 3 loai viéc ho tich da dang ky (thay d6i ho tich, Kkhai tu).

®) Ghi rd tén gidy to ho tich duoc co quan c6 tham quyén nudc ngoai cap.

®) Ghi 15 tén co quan nudc ngoai da dang ky su kién ho tich.
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12. Thii tuc déing Ky lai khai sinh c6 yéu t6 nuéc ngoai

UBND CAP QUY TRINH M3 hiéu: | QT-
HUYEN (PHONG >
TU PH AP tham Thu tuc dang ky lai khai sinh co Ngay BH | ..... ..
muu) yéu to nudc ngoai 20..
MUC LUC
1. SUA bOI TAI LIEU
2. MUC PICH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. PINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
AN A . \ Lanh dao
Chuyén vién A
Chitevy | pror e e | 110ORE PhOng T 1 RN cip
g Tw phap phap huyén
SUA POI TAI LIEU
Yéu cz:“lu Trana / ) Lan ba‘n Naav ban
stra doi/ A gA Mo ta ndi dung stra doi | hanh/Lan gay
2 Phan lién o aRs hanh
b0 sung stra doi
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quan viéc
stra doi

9. MUC PIiCH

_Quy dinh cach thuc, trinh ty giai quyét ho so yéu cau dang ky lai khai sinh c6

yéu td nudc ngoai.

10.PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

13.NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B6 Tu phap hudng
dan thi hanh mot sb diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh:

- Cong dan Viét Nam dinh cu ¢ nudc ngoai hodc ngudi nude ngoai da dang ky
khai sinh tai co quan c6 tham quyén ctia Viét Nam trudc ngay 01/01/2016 nhung
S6 dang ky khai sinh va ban chinh Gidy khai sinh déu bi mat.

- Nguoi co yéu cau con song tai thoi dieém yéu cau dang ky lai khai sinh.
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- Nguoi yéu cau co trach nhiém ndp day du ban sao gidy to, tai liéu c6 ndi dung

lien quan dén viéc dang ky lai khai sinh.

5.3

Thanh phan h so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu
- Ho chiéu hodc chtimg 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 tham quyén cap, con X
gia tri sit dung dé chimg minh vé nhan than cua
nguoi co yéu cau ding ky lai khai sinh;
- To khai ding ky lai khai sinh theo mau, trong do
c6 cam doan cta ngudi yéu cau vé viéc da ding ky «
khai sinh nhung khong luu gilt dugc ban chinh Giay
khai sinh.
- Ban sao toan bo hd so, gidy to ciia nguoi yéu cau
hodc ho so, gidy to, tai liéu khac trong d6 c6 thong
tin lién quan dén noi dung khai sinh, gdm:
+ Bén sao Gidy khai sinh do co quan c6 thim quyén
ctia Viét Nam cap (ban sao dugc cong ching, chimg
thuc hop 18, ban sao dugc cp tl‘J: S6 dang ky khai
smh) Ban chinh hoac ban sao gidy to co gia tri thay
thé Gidy khai sinh duoc cip truoc nam 1945 & mién
Bic va trudc nam 1975 & mién Nam. X

+ Trudng hop ngudi yéu cau khong cé gidy to néu
trén thi phai ndp ban sao gidy to do co quan c6 tham
quyén cta Viét Nam cip hop 18 nhu: Gidy chung
minh nhan dan, Thé can cudc cong dan hoac HY
chiéu; S6 ho khau, S6 tam tra, giéy td chiing minh
vé noi cu tra; Bang t6t nghiép, Gidy chimg nhan,
Chung chi, Hoc ba, HO so hoc tap do co quan dao
tao, quan 1y gido duc co tham quyén cap hoic xac
nhan; Giéy to khac co thong tin vé ho, chir dém, tén,
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ngdy, thang, ndm sinh cua ca nhan; Giay t& ching
minh quan h¢ cha con, m¢ con.

Ngudi yéu cau ding ky khai sinh c6 trach nhiém ndp
day du ban sao cac gidy to néu trén (néu co) va phai
cam doan di nop du cac gidy to minh c6. Trudng
hop ngudi yéu ciu ding ky khai sinh cam doan
khong dtng sy that, cd y chi ndp ban sao gidy to co
loi dé dang ky khai sinh thi viéc ding ky khai sinh
khong c6 gia tri phap ly.

*Luuy:

+ Truong hop nguoi yéu cau ndp gidy to 13 ban sao
duogc cap tur s6 goc hodc ban sao dugc ching thyc tur
ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu cau chi nop
ban chup va xuét trinh ban chinh thi nguoi tiép nhan
hé so kiém tra, d6i chiéu ban chup vé&i ban chinh va
ky vao ban chup xac nhan vé viéc da dbi chiéu noi
dung gidy t& d6, khong duge yéu cau nguoi di dang
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap ludt quy dinh xudt trinh gidy to
khi dang ky h¢ tich, nguoi tlep nhan co6 trach nhiém
kiém tra gidy to xudt trinh, d6i chleu voi1 thong tin
trong T khai va tra lai cho ngudi xuat trinh, khong
duoc yeu cau nguoi dang ky ho tich nop thém ban
sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban
glay t xuét trinh hodc ghi lai thong tin cua gidy to
xuat trinh dé luu ho so.

+ Glay td do co quan c6 tham quyen clia nudc ngoai
cap, cong chimg hodc xac nhan dé sir dung cho viéc
dang ky hd tich tai Viét Nam phai dugc hop phép
héa 1anh su, trir trudng hop duge mién theo diéu wéc
qudc té ma Viét Nam 1a thanh vién; gidy to bang
tiéng nudc ngoai phai duoc dich ra tiéng Viét va
cong chimg ban dich hodc ching thuc chir ky nguoi
dich theo quy dinh cua phap luat.

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

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyét ho so: 05 ngay lam viéc. (40 gid)

55 Truong hop phai c6 van ban xac minh thi thoi han giai quyet khong qua 13
ngay lam viéc (104 gio)(khong tinh thoi gian guri van ban yéu cau Xac minh va
thoi glan g van ban tra 11 két qua xac minh qua hé théng buu chlnh)

56 Noi tlpp nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

' Tra két qua cap huyén.
Lé phi: 75.000 dong.

5.7 Mién 1& phi cho ngudi thudc gia dinh c6 cong voéi cach mang; ngudi thudc
ho ngheo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

TT Trinh ty Il':g:lg Thoi gian B;{eé}lt I(;ll?;/
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan by hé so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong ho so do trinh cua
ngudi yéu cau ndp, xuat trinh; dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
hd so. - Cac hd so
- Néu hd so day du, hop 1€, nguoi tiép tai muc 5.3
nhan ho so viét gidy tlep nhén, trong do
ghi rd ngay, gio tra két qua; néu ho so Cong
chua day di, hoan thién thi huéng dan Y

. i A 1A 2 \ .. | chuc tiép
Budc | nguoi ndp hd so bo sung, hoan thién han v 08 oid
1 | theo quy dinh; truong hop khong thé b | "l ¥4 glo
s A 1A NN tra két

sung, hoan thi¢n ho so ngay thi phai lap ,
thanh vin ban huéng dan, trong d6 néu qua
rd loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
ctia nguoi tiép nhan.
- Ho so sau khi d3 duoc hudéng dan theo
quy dinh ma khong dugc bd sung diy
da, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan ho so. Viée tir chdi tiép
nhén ho so phai dugc thé hién bﬁng van
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ban, trong d6 ghi 14 1y do tir choi, nguoi
tiép nhan ky, ghi ro ho, chir dém, tén.

B‘;"’c Xir 1y hd so Phgﬁégpm
Nhén ho so va chuyén xt 1y Truong
2.1 Phong Tu
phap
22 | Kiém tra va du thao van ban xac minh Chuyén
Vvién
Phong Tu
phap
UBND hogc S¢ Tu phap noi dang ky | UBND
khai sinh truéc day tién hanh klem tra, | hoac S¢& N
xé4c minh va tra 10i bang van ban vé viéc | Tu phap 24 gio
2.3 | con luu giit hodc khong luu gitr dugc s6 | noi ding
ho tich. ky khai
sinh
trudc day
Sau khi kiém tra, x4c minh, néu thdy hd
so ddy du, chinh xac, ding quy dinh | Chuyén
5 4 | phap lut, du thao van bén tra 161 tham Vién
muu lanh dao Phong Tu phéap bdo cao | Phong Tu
Chu tich Uy ban nhan dan cip huyén| phép
xem xét, quyét dinh
Buée | Xem xét ky nhay vin ban tra két qua dé | Trudng
3 trinh UBND cap huyén ky phé duyét. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Budc | ddng ¥ giai quyét thi ky cap Gidy khai | UBND
4 sinh cho nguoi yéu cau va tra lai hd so cap .
cho Phong Tu phap. huyén 08 gio
Budrc Cong chirc 1am cong tac ho tich ghi nd1 | Phong Tu
5 | dung khai sinh vao S6 dang ky khai| phap
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sinh, cung nguoi di dang ky lai khai sinh

ky tén vao So.

Tra két qua cho nguoi yéu cau

Cong
Buéc chtrc tiép

6 nhan ,
va tra két

qua
14.BIEU MAU: 01 méu
TT | Ma hiéu Tén biéu mau
1 /l To khai dang ky lai khai sinh

15.HO SO LUU
Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac hé so nhu muc 5.3
2 | Giay khai sinh
H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Ho, chit dém, t8N NEUOT YEU CAUE ...ooocccoeeeeeeeeeseeeeeeseeeseees oo eesese et
GHAY O tUY thANT et

INOT CU TR0
Quan hé vo1 nguoi Guoc Khai SINN: ...
Pé nghi co’ quan diing Kky lai khai sinh cho nguoi ¢6 tén duéi day:

HQ, CRIF A@IMN, TRIN: ...

Ho, chir dém, tén nguoi me:

Ho, chir dém, tén nguwoicha: ...
Nam sinh:®..........ccccccccccc.. Dan toc........... QUAC HCR: .o

N OT CU ) e e e e e oo
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T6i cam doan nhiing ndi dung khai trén day la dung sy that va chiu trach nhiém trudc phap
luét vé viéc cam doan ctia minh.

Lamtai: ........................ , NQAy ........... thang ......... nam .............

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

Chd thich:
() Ghi 1 tén co quan dé nghi thuc hién viéc dang ky lai khai sinh

@ Ghi 6 thong tin vé gidy to tiiy than cua nguoi di dang ky (sb, co quan cép, ngay
cap ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé)

Vi dy: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004.

®) Ghi theo dia chi dang ky thuong tr; néu khong c6 noi dang ky thuong tra thi ghi
theo dia chi dang ky tam tra; truong hop khong c6 noi1 dang ky thuong tra va noi dang ky
tam trd thi ghi theo dia chi dang sinh séng.

) Truong hop sinh tai co s¢ y té thi ghi 1 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha No1
- Tram y té x4 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

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

Vi du: xa Binh Bang, huyén Tur Son, tinh Béc Ninh.
®) Ghi rd ngdy, thang, nim sinh cta cha, me.

®) Ghi tén co quan d thuc hién viéc dang ky khai sinh truéc ddy, sd, ngay, thang,
nam cép Gidy khai sinh trudc ddy (néu c6 ban sao Gidy khai sinh).
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13. Thi tuc ding ky khai sinh c6 yéu t6 nwéc ngoai cho ngudi di c6 hd so,
giay to’ ca nhan

UBND CAP QUY TRINH Ma hiéu: | QT-

HUYEN ,(PHONG Thu tuc dang ky khai sinh ¢6 y‘éu t6 [ Ngay BH | ..... l...]
TU PHAP tham nude ngoai cho ngudi da c6 ho so, 20..
muru) gidy to cad nhan

MUC LUC

SUA POI TAI LIEU
MUC PICH

PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
7. BIEU MAU

8. HO SO CAN LUU

A O o

Trach nhiém Soan thao Xem xét, ky nhay Phé duyét
va trinh phé duyét

Ho tén
Chir ky

A in . . Lanh dao

Chuyén vién ?
Chirc vu \ y . Trutng P,h ong Tu UBND cap
: Phong Tw phap phap huyén

SUA POI TAI LIEU
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Yéu czj'“ nginﬁé/n 2 Lan ban ay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
z quan viéc : 2R hanh
bo sung - aRe stra doi
sira doi
9. MUC PiCH

Quy dinh cach thire, trinh tu giai quyet hd so yéu cau dang ky khai sinh c6

yéu td nudc ngoai cho ngudi da co ho so, gidy to ca nhan.

10.PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

13.NOQI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot sé diéu cua Luat ho tich va Nghi dinh sb 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh sb 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché d6 thu, ndp va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh:
Nguoi Viét Nam dinh cu & nudce ngoai, chua duge dang ky khai sinh tai
co quan c6 thAm quyén Viét Nam, c6 ho so, gidy t& ca nhan (ban chinh hoic ban
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sao dugc chung thuc hop 1€) nhu: giéy to tuy than; S6 ho khau; S6 tam tru; giéy
t& khac do co quan nha nudc c6 thim quyén cua Viét Nam cép trong d6 co ghi

noi sinh tai Viét Nam.

5.3

Thanh phan h so Ban Ban sao co
chinh chirng thue
hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu
- H chiéu hoac chimg minh nhan dan hodc thé can
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan ¢ tham quyén cap, con X
gia tri sit dung dé chimg minh vé nhan than cta
ngudi ¢ yéu cau ding ky khai sinh (gidy to tiy
than).
- Giay to chimg minh noi cu tra trudce khi xuat canh
dé xac dinh tham quyén dang ky khai sinh.
Truong hop gui hd so qua hé théng buu chinh thi X
phai gtri kém theo ban sao c6 chimg thyc cac gidy to
phai xuat trinh néu trén.
- T khai ding ky khai sinh theo mau. X
- Vian ban cam doan vé viéc chua duoc dang ky khai X
sinh.
- Ban sao toan bo hé so, gidy to ciia ngudi yéu cau
hodc ho so, gidy to, tai liéu khac trong d6 co thong
tin lién quan dén ndi dung khai sinh, gom: Giay
ching minh nhén dan, The can cudc cong dan hodc
Ho chleu S6 ho khau, S6 tam tra, gidy to chung
minh vé noi cu tri; Bang tot nghiép, Gidy chung
nhan, Chung chi, Hoc ba, Ho so hoc tap do co quan X

dao tao, quan ly giao duc c6 tham quyén cap hoic
xéac nhan; Gidy to khac c6 thong tin vé ho, chir dém,
tén, ngdy, thang, nim sinh cta cd nhan; Gidy to
chirng minh quan hé cha con, me con.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp
day du ban sao cac gidy to néu trén (néu co) va phai
cam doan di nop di cac gidy to minh c6. Trudng
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hop ngudi yéu cau dang ky khai sinh cam doan
khong ding sy thét, co y chi nop ban sao gidy td cd
loi dé dang ky khai sinh thi viéc ding ky khai sinh
khong c6 gia tri phap 1y.

- Vin ban uy quyén theo quy dinh cua phap luat
trong trudng hop uy quyén thuc hién viéc ding ky
khai sinh. Truong hop nguoi duoc uy quyén 1a ong,
ba, cha, me, con, voQ, chéng, anh, chi, em ruot cua X
ngudi Uy quyén thi vin ban uy quyén khéng phai
cong chung, chung thyc, nhung phai c6 gidy to
chu’ng minh mdi quan hé véi nguoi iy quyén.

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyét ho so: 05 ngay lam viéc. (40 gio)

5.5 | Truong hop phai ¢6 van ban xac minh thi thoi han giai quyé‘g khong qué 13 ngay
lam viéc (104 gio) (khong tinh thoi gian gt van ban yéu cau xac minh va thoi
gian giri vin ban tra 10i két qua xac minh qua hé théng buu chinh.

56 Noi ti’é'p nhefu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
Tra két qua cap huyén.

Lé phi: 75.000 dong.

5.7 Mién 1& phi cho ngudi thude gia dinh c6 cdng vai cach mang; nguoi thudc
ho nghéo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

X Trach N Biéu mau/

TT Trinh ty nhiém Thoi gian Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bo hé so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong ho so do trinh cua
ngudi yéu cau ndp, xuat trinh; db6i chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong A cap huyén.

3 cong f A
ho so. hite 6& - Cac ho so
Buéc | - Néu ho so day du, hop 1€, ngudi tiép chue Hep . tai muc 5.3
nhén va 04 gio
1 nhan hd so viét gidy tlep nhén, trong do tra két
ghi 16 ngay, gio tra két qua; néu ho so .
chua ddy du, hoan thién thi huéng dan| 4"
ngudi ndp ho so bd sung, hoan thién
theo quy dinh; trudng hop khong thé bo
sung, hoan thién ho so ngay thi phai lap
thanh viin ban huéng dan, trong d6 néu
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1o loai gidy to, ndi dung can bd sung,
hoan thi¢n, ky, ghi rd ho, chit dém, tén
clia nguoi tiép nhan.

- Hd so sau khi di dugc hudng dan theo
quy dinh ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tir
chdi tiép nhan hd so. Viéc tir chdi tiép
nhan hod so phai dugc thé hién bﬁng van
ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi o ho, chit dém, tén.

Bl;O’C X 1§ hé so Phgﬁéngu
Nhén ho so va chuyén xt 1y Truong
2.1 Phong Tu
phap
2.2 Kiém tra va du thao van ban xac minh | Chuyén 24 gid
- : gio
Ve viéc dang ky khai sinh ctia nguoi yéu vién (khong
cau va viéc luu giir so ho tich Phong Tu . .
; qua 80 gio
Phap | ki xac
Uy ban nhan dan cap xa noi nguoi co Uy ban minh)
yéu cau cu tra trude khi xudt canh tién | nhan dan
hanh kiém tra, x4c minh va tra 101 bang | cap xa
29 | vanban vé viéc ngudi yéu cau di duoc | noi ngudi
dang ky khai sinh hay chua dugc dang | c0 yéu
ky khai sinh; viéc con luu giit hodc | cau cu tra
khong luu gitr dugc s6 ho tich trude khi
Xuat canh
Sau khi kiém tra, xac minh, néu thay ho
so day du, chinh xac, dung quy dinh | Chuyén
2 4 | phap luét, du thao van bén tra 161 tham Vién 04 gidy
muu lanh dao Phong Tu phéap bao cao | Phong Tu
Chu tich Uy ban nhan din cip huyén phap

xem xét, quyét dinh.
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.. | Xem xét ky nhay vin ban tra két qua dé | Trudng Qiﬁy khai
Budc | X A \ sinh
3 trinh UBND cap huy¢n ky phé duyét. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Budc | gong v giai quy¢t thi ky Giay khai sinh | UBND
4 va trd lai ho so cho Phong Tu phép. cap
huyén
Cong chirc lam cong tac ho tich ghi ndi 08 gio
Budc | dung khai sinh vao SO ding ky khai | Phong Tu
5 | sinh, cung ngudi di dang ky khai sinh ky | phap
tén vao SO
Tra két qua cho nguoi yéu cau con g
Buée chL’rcAtiép
6 nhan ,
va tra két
qua
14.BIEU MAU: 01 méu
TT | Ma hiéu Tén biéu mau
1 /] To khai dang ky khai sinh

15.HO SO LUU

Ho so luu bao gom cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Giay khai sinh
H6 so duoc luu tai Phong Tu phép theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh @uri: W

Ho, chir dém, té€n NEWOT YEU CAU: .....oooovviiiiiiiiiiiie e

GiAy Oty thAN: @ittt ettt

Quan hé vo1 nguot duge khai sinh: ...

Pé nghi co’ quan ding ky khai sinh cho ngwoi duwéi day:

Ho, chif d@m, tRI: ..o
Ngay, thang, ndm sinh: ...........ccccvviiininnnne. ghi bAng Chill...vvvcvereceeeceeeece e,
NoOi sinh: B
Gidi tinh:.............coee. Dan toc: ..ocovvvieieieees e, QUAC HCH: oo
QUE QUAN: .ottt bbbt et bbb e b

Ho, chir dém, tén n@uwdi me: ...
Nam sinh®: oo DAN tOC: wvvevereeeeeene. Qudc tich: oo,
NOT CU T @) ettt ettt ettt e sttt e et e e e e
Ho, chitr dém, tén nguwdi cha: ...
Nam sinh®: ..o DAN tOC: v QUAC tCR: oo,
NOT CU I @) Lot

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

To6i chiu hoan toan trach nhi¢m trudce phap luat vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
() Ghi 1 tén co quan dé nghi thuc hién viéc dang ky khai sinh

@ Ghi r6 thong tin vé gidy to tiiy than ctia nguoi di dang ky (ghi s6, co quan cap, ngdy cap
ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé)

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

®) Ghi theo dia chi dang ky thuong tra; néu khong c¢6 noi dang ky thuong tri thi ghi theo
dia chi dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam
tra thi ghi theo dia chi dang sinh song.

) Truong hop sinh tai co so y té thi ghi rd tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha No1
- Tram y té x4 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& y té thi ghi dia danh cta 03 cép hanh chinh (x4, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Béc Ninh.

®) Ghi 16 ngay, thang, nim sinh cta cha, me.
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14. Thi tuc diing ky lai két hon c6 yéu td nwéc ngoai

UBND CAP QUY TRINH M3 hiéu: | QT-
HUYEN (PHONG B . 5
R ATIONS [ 11 tye diing ky Iai két hon c yéu | NGBYBH | /...
muu) t0 nwd'c ngoai 20..
MUC LUC
1. SUA BOI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAILIEU VIEN DAN
5. PINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Xem xét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
A AT A . \ Lanh dao
Chuyén vién Truwéng Phong Tw %
Chirc vu \ . . UBND cap
Phong Tw phap phap huyén
SUA POI TAI LIEU
Yeu czj'“ P-[ngnnlgié/n 2 Lén ban Ngay ban
stra doi/ oA MO ta ngi dung stra doi | hanh/Lan gay
% quan viéc . 1R hanh
bo sung aXs stra doi
stra doi
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9. MUC PiCH
~Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau dang ky lai két hon co
yeu t0 nudc ngoai.
10.PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

11.TAI LIEU VIEN DAN

Tiéu chuin qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT

- DPDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan 1y chat luong

- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cp huyén.
13.NOI DUNG QUY TRINH

Can ctr phap ly:

- Luat Ho 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 s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
5.1 | dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh sé 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:
- Viéc két hon da duoc ding ky tai co quan c6 thim quyén cua Viét Nam trudce
ngay 01/01/2016 nhung So6 dang ky két hon va ban chinh Gidy chiing nhéan két

5.2 Lo
hon déu bi mat.
- Ca hai bén yéu cau dang ky két hon con sdng vao thoi diém yéu cau dang ky
lai két hon.

5.3 | Thanh phan ho so Ban Ban sao co

chinh chirng thuc
hoac ban
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chup co
mang theo
ban chinh
dé a6i chiéu

- Ho chiéu hodc chtrng minh nhan dan hoic thé cin
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con X
gia tri sir dung dé ching minh vé nhan than cua ca
hai bén ¢ yéu cau dang ky lai két hon.

- To khai dang ky lai két hon theo mau; X

- Ban sao Gidy chimg nhan két hon dugc cap trude
day. Néu khong co6 ban sao Gidy chimg nhan két hon
thi ndp ban sao hd so, gidy to ca nhan c6 cac thong
tin lién quan dén noi dung dang ky két hon.

5.4 | S6 lwong ho so: 01 bo
Thoi gian giai quyét ho so: 05 ngay 1am viéc (40 gio)

55 | Truong hop phai ¢ van ban xac minh thi thoi han gidi quyet khéng qué 13 ngay
lam viéc (104 gio) (khdng tinh thoi gian guri van ban yéu cau xac minh va thoi
gian gui van ban tra loi két qua xac minh qua hé thdng buu chinh).

56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

' Tra két qua cap huyén.
Lé phi: 1.500.000 dong.

5.7 Mién 1& phi cho nguoi thudc gia dinh c6 cong voéi cach mang; ngudi thudc
ho ngheo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

TT Trinh ty Il:?é(iz Thoi gian Bll(egt I(;ll?;/
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd hé so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong ho so do| Céng trinh cta

Buée ngudi yéu cau ndp, xuat trinh; d6i chiéu | chuc tiép BPTNVTKQ
1 thdng tin trong To khai véi gidy to trong | nhan va 08 gio | cép huyén.
ho so. tra ket - Cac ho so
- Néu ho so day du, hop 1¢, ngudi tiép qua tai muc 5.3
nhan hd so viét gidy tlep nhén, trong do
ghi 16 ngay, gio tra két qua; néu hd so
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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 vén ban hudng dan, trong do néu
rd loai gidy t0, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chir dém, tén
ctia ngudi tiép nhan.

- Hd so sau khi da dugc huéng dan theo
quy dinh ma khong duoc bd sung day
da, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan hod so. Viéc tir chdi tiép
nhan ho so phai dugc thé hién bﬁng van
ban, trong d6 ghi 14 1y do tir chdi, nguoi
tiép nhan ky, ghi ro ho, chitr dém, tén.

Buéce | . . 1 Phong Tu
5 Xu ly ho so ohap
Nhan hd so va chuyén xir 1y Trudng
2.1 Phong Tu
phap
2.2 Kiém tra, xac minh hd so.
Truong hop viée dang ky két hon trude )
day thuc hién tai Uy ban nhan dan cap Chy}/en
xa hoac S¢ Tu phép thi Phong Tu phép vien
c¢6 vin ban dé nghi Uy ban nhan déan cip Phong Tu
xd/S¢ Tu phép noi dang ky két hon phap
trudce day kiém tra, xac minh vé viéc luu
gilt s6 ho tich.
Trong thoi han 05 ngay lam viéc, ké tir
ngay nhéan dugc van ban dé nghi, S6 Tu
213 phap/Uy ban nhan dan cap xa tién hanh

kiém tra, xac minh va tra 10i bang vin
ban vé viéc con luu giit hodc khong luu
gilt dugc s6 ho tich.

16 gio
(khéng
qua 80 gio
khi thyc
hién xac
minh)

181




Sau khi kiém tra, xac minh, néu thay ho
so day du, chinh x4c, dung quy dinh

Phong Tu

2.4 | phap luat, Phong Tu phap béo cao Chu h
tich Uy ban nhan dan cép huyén xem Phap
x¢ét, quyéet dinh.

Buge | XemM xet ky nhay van ban tra két qua dé | Truong
3 trinh UBND cap huyén ky phé duy¢t. phong Tu
phap
Truong hop Chu tich Uy ban nhén dan | Lanh dao
Budc | dong y giai quyct thi ky 02 Giay ching | UBND
4 nhan két hon cap cho nguoi c6 yéu cau cap
va tra lai ho so cho Phong Tu phap. huyén 16 gid
Phong Tu phap t6 chire trao Gidy chimg
nhan két hon cho hai bén nam, nir; céng
Buée | chuc lam cong tac ho tich ghi viée ket Phone Tu
5 | hon vao SO dang ky két hon, cing hai hég
bén nam, nit ky tén vao SO; hai bén nam, phap
nit cung ky vao Gidy chung nhan két
hon.
Cong
Buée | Tra két qua cho ngudi yéu cau chuc tiép
6 nhan ’
va tra két
qua
14.BIEU MAU: 01 mau
TT | Mi hiéu Tén bi¢u miu
1 /l To khai dang ky lai két hon

15.HO SO LUU

Ho so' lwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hd so nhu muc 5.3
2 | Gidy ching nhan két hon
H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu trir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY LAI KET HON

KINh GOz W

Ho, chit dém, tén NGWOT YU CAU ....c.cvevreevceceeeeeeee e
GIAY 1O Y thAN: ...t
NOT CU T @it

Pé nghi co quan ding ky lai két hon theo ndi dung dudéi day:

Ho, chir dém, t€N CTUA V@i .....cooiiiiiiiiiie e e sae s
Ngay, thang, nd3m SINh: ...
DaAn tOC: wovvveeiiieeeeeeee e QUAC CR: oo

NOT CU T oot e e et e e e e e et e et e e e eeeeeee e seeee e e e aaes

Ho, chit dém, tén clia ChONE: ...,
Ngay, thang, NAM SINN: ....ccoooiiiiiicee e e e e es

DAN EOC: cvveeveeeeeeeeeeeeeeeeeee e eeeeeeeeeeeeereeeeees QUAC HCR: oo

Ly do @Ang KY 1AL ..o

T61 cam doan nhiing ndi dung khai trén day la dang sy that va chiu trach nhiém trudce phap

luat vé cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cha thich:
D Ghi 15 tén co quan dang ky lai két hon
@ Ghi theo dia chi ding ky thuong tra; néu khong cé noi ding ky thudng tra thi ghi theo
dia chi dang ky tam tra; truong hop khong c6 noi dang ky thuong tréi va noi dang ky tam tra thi
ghi theo noi dang sinh sbng.
®) 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 nhan dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay
20/10/2004).
“) Ghi 13 tén co quan da ding ky két hon trudc day.
®) Chi khai trong truong hop biét rd.
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15. Thii tuc déing Ky lai khai tir c6 yéu t6 nuéc ngoai

UBND CAP QUY TRINH Ma hi¢u: | QT-

HUYEN (PHONG . ;
P ERARONS | i tye ding ky i khai tir c6 yéu | N9 BH | /...

muu) t0 nuwdc ngoai 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC PICH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thao Xem xeét, ky nhay Phé duyét
va trinh phé duyét
Ho tén
Chir ky
A . . Lanh dao
Chuyén vién 2!
Chitevy | pror e e | 11UOR8 PhOng w1 gpNp cip
g Tw phap phap huyén
SUA POI TAI LIEU
Yéu cz:“lu Trana / ) Lan ba‘n Naav ban
stra doi/ A gA Mo ta ndi dung stra doi | hanh/Lan gay
P Phan lién xR hanh
b0 sung stra doi
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quan viéc
stra doi

9. MUC PiCH

Quy dinh cach thie, trinh tu giai quyét hd so yéu cau dang ky lai khai tir ¢6

yéu td nudc ngoai.

10.PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

13.NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B6 Tu phap hudng
dan thi hanh mot sb diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh:

Viéc khai tir cua cong dan Viét Nam dinh cu & nude ngoai hoac ciia nguoi
nudc ngoai di dang ky tai co quan c6 thAm quyén ctia Viét Nam trudc ngay
01/01/2016 nhung S6 dang ky khai tir va ban chinh Gidy ching tir déu bi mat.
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5.3

Thanh phan hd so

Ban
chinh

Ban sao co
chirng thuc
hoac ban
chup c6
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cép, con
gia tri sit dung dé chimg minh vé nhan than cta
nguoi ¢6 yéu cau dang ky lai khai i,

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

- T khai ding ky lai khai tir theo mau;

- Ban sao Gidy chimg tir trude ddy duoc cap hop 1é.
Néu khong c6 ban sao Gidy chtng tir trude day duoc
cap hop 1é thi ndp ban sao hd so, gidy to lién quan
c6 nd1 dung chiing minh sy kién chét.

- Vin ban Gy quyén theo quy dinh ctia phap luat
trong truong hop ty quyén thuc hién diang ky lai
khai ttr. Truong hop ngudi duoc ty quyén 13 ong,
ba, cha, me, con, vo, chéng, anh, chi, em rudt cua
nguoi Uy quyén thi vin ban uy quyén khong phai
cong chung, ching thuc, nhung phai co gidy to
ching minh mbi quan hé voi nguoi iy quyeén.

5.4

S6 lwong ho so: 01 bo

9.5

Thoi gian gidi quyét ho so: 05 ngay 1am viée. (40 gio)

Truong hop phai tién hanh xac minh thi thoi han khong qué 10 ngay lam viée

(80 glo)

5.6

Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

Tra két qua cap huyén.

5.7

Lé phi: 75.000 dong.

Mién 1¢& phi cho nguoi thugce gia dinh 6 cong voi cach mang; nguoi thuge

ho nghéo; ngudi khuyét tat.
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5.8 | Quy trinh xir ly cong viéc
TT Trinh tw Il:?gl?l Thoi gian B;{egt 1(1113;1/
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd hd so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong héd so do trinh ctua
ngudi yéu cau ndp, xut trinh; dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
hd so. - Cac ho so
- Néu hd so day du, hop 1¢, ngudi tiép tai muc 5.3
nhan ho so viét gidy tlep nhén, trong do
ghi 0 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
ngudi nop hd so bd sung, hoan thién | Cong
Buée theo quy dinh; truong hop khong thé b6 | chuc tiép
1 sung, hoan thién h6 so ngay thi phai 1ap | nhén va 08 gioy
thanh vén ban hudng dan, trong do néu | tra két
rd loai gidy td, ndi dung can bo sung, qua
hoan thién, ky, ghi r0 ho, chir dém, tén
clia ngudi tiép nhan.
- H6 so dang ky lai khai tir sau khi da
duoc huéng dan theo quy dinh ma
khong dugc bo sung ddy du, hoan thién
thi nguoi tiép nhan tir chéi tiép nhan ho
s0. Viéc tir chéi tiép nhan ho so phai
dugc thé hién bang van ban, trong d6 ghi
1 1y do tir chdi, ngudi tiép nhan ky, ghi
r0 ho, chir dém, tén.
B‘;"’c Xir 1y hd so Phgﬁéng”
24 gio
Nhan ho so va chuyén xir ly Truéng | (Xac minh
2.1 Phong Tu | thi khong
phép qué‘6)34
gio
2.2 Kiém tra ho 80, tién hanh x4c minh (néu Chuyén
thay can thiét). vién
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Phong Tu

phap
Sau khi kiém tra, xac minh, néu thay
thong tin khai tir day du, chinh xac, viéc
dang ky lai khai tir ding phép luat thi du n
M Y ~ Chuyén
thao van ban tra ket qua tham muu lanh vién
dao Phong Tu phap bao cao Chu tich Uy
ban nhan dan cap huyén xem xét, quyet
dinh
Buge | XemM xet ky nhay van ban tra két qua dé | Trudng
3 trinh UBND cap huyén ky phé duy¢t. phong Tu
phap
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Buéc | cap huyén dong y gial quyét thiky Trich | U BND
4 luc khai tr va tra lai hd so cho Phong Tu cap
phap. huyén
Buée | COng chic lam cong tac ho tich ghi vao Phong Tu
5 S6 dang k}'/ kh.ai tor va cung nguoi di ohap 08 gid
dang ky lai khai tir ky vao So.
Tra két qua cho ngudi yéu cau Cong
Buée chuc tiép
6 nhan ,
va tra ket
qua
14.BIEU MAU: 01 mu
TT | Ma hiéu Tén biéu mau
1 /l To khai dang ky lai khai tu

15.HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hd so nhu muc 5.3
2 | Trich luc khai tir
H6 so duoc luu tai Phong Tu phép theo quy dinh cua phap luat vé luu tri.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY LAI KHAI TU

KANH U W et

Ho, chit dém, t8N NEUOT YEU CAU ...oooocceeoeeeeeeee oo eees e
INOT CU T @) e
GHAY 1O 1Y thAN B) oottt s
QuAn hé VOT NEUTT A8 CHEL: .oooooooeeeeeee et
Pé nghi co’ quan ding ky lai khai tir cho ngudi c6 tén dwoi day:

Ho, chit G&m, tE€N: ......co.oovieeeee e Giditinh: .o
Ngay, thang, NAM SINN: ...
DAN tOC: .o (@ ITe ISR Te) :HAE
NOT CU 1T CUOT CUNE: B oot
GHAY tO Y thANT ©) et
Pa chét vao 10C: oo g0 . phut, ngay .............. thang ... nam ...
INOT CRELL oo oo oot et
NGUYEN NNAN CREL: ..o oo oot

S6 Giay bao ti/ Gidy to thay thé Gidy bao tir: @ ... [ Y

D3 ding ky khai tir tai: © ngay ......... thang .......... nam ...
Theo Trich Tuc khai trr s6: © ..o
Ly do @Ang KY 125 ..o

T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap

luat vé cam doan cta minh.

Lam t@i: ..o, ngay ... thang ... nam
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Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cha thich:
() Ghi 16 tén co quan thuc hién ding ky lai khai tir.

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

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chirmg minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy béo tir”; néu ghi theo sé Gidy to
thay Gidy bao tir thi ghi 1 tén, s6 gidy to va gach cum tir “Gidy béo tu”.
®) Ghi 5 tén co quan di dang ky khai tir trudc day.
®) Chi khai trong truong hop biét rd.
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16. Thi tuc cap bén sao trich luc hd tich

UBND cap QUY TRINH M3 hiéu: | QT-
huyén (Phon . )
Tuyﬁhé(;) than% Thu tuc cap ban sao trich luc ho Ngay BH | ... /...120.
muu) tiCh )
MUC LUC
1. SUA BOI TAI LIEU
2. MUC PICH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. PINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CANLUU
Trach | Tra ctru va soan thao Xem xét Phé duyét
nhiém
Ho tén
Chir ky
Chirc | Chuyén vién Phong tw | Truwéng Phong tw | Lanh dao UBND cap
vu phap phap huyén
SUA POI TAI LIEU
Yeu czj'“ Trang/ 2 Lin ban Ngay ban
stra doi/ ang. Mo ta ndi dung sira doi | hanh / Lan gay
2 Phan lién o aRs hanh
b0 sung stra doi
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quan viéc
stra doi

9. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau cap cip ban sao trich luc

ho tich.

10.PHAM VI AP DUNG
Ap dung cho ¢4 nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11.TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
12.PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: BO phan tiép nhan va tra két qua cap huyén.

13.NOI DUNG QUY TRINH

5.1

Can cw phap ly:
- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B6 Tu phap hudng
dan thi hanh mot s diéu ctia Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luéat ho tich;

+ Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché d6 thu, nép, quan Iy va st dung phi khai thac, sir dung thdng
tin trong co s& dit liéu ho tich, phi xac nhan c6 Quéc tich Viét Nam, phi xéac
nhan 1a ngudi goc Viét Nam, 18 phi quéc tich.
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5.2

Yéu ciu, Diéu kién thwe hién Thi tuc hanh chinh

: Khong

5.3

Thanh phan hé so

Ban
chinh

Béin sao c6 chirng
thwe hoac ban chup
¢0 mang theo ban
chinh dé déi chiéu

- H6 chiéu hodc chirng minh nhan dan
hoic thé cin cudc cong dan hodc cac gidy
to khéac c6 dan anh va thong tin cd nhan do
co quan c6 thAm quyén cap, con gia trj su
dung dé chtng minh vé nhan thin cua
ngudi cd yéu cau cép ban sao trich luc ho
tich.

- To khai cép ban sao trich luc ho tich theo
mAu d6i véi trudng hop ngudi yéu cau la
ca nhan.

- Van ban y€u cau cap ban sao trich luc hd
tich néu ro ly do trong truong hop nguoi
yéu cau la co quan, to churc.

- Vin ban uy quyén theo quy dinh cua
phap luat trong trudng hop ty quyén thuc
hién yéu cau cép ban sao trich luc ho tich.
Trudng hop nguoi duge uy quyén 13 éng,
ba, cha, me, con, vo, chéng, anh, chi, em
rudt ctia ngudi Gy quyén thi van ban ty
quyén khong phai cong chimg, ching
thuc, nhung phai ¢ gidy to chimg minh
mdi quan hé véi ngudi uy quyén.

5.4

S6 lwong ho so: 01 bo

9.5

Theoi gian giai quyét ho so: Ngay trong ngdy tiép nhan ho so; trudng hop nhan
hd so sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay lam

viée tiép theo.
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Noi tiép nhan va tra két qua: Nop hé so truc tiép tai try s¢ Trung tdm Phuyc vu
Hanh chinh cong tinh An Giang hodc qua dich vy buu chinh.

- Ngudi cé yéu cau cép ban sao trich luc hd tich truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién yéu cau cap ban sao trich luc ho tich;

5.6 <2 . . )
- Nguoi thue hién yéu cau cap ban sao trich luc ho tich co6 thé truc ti€p ndp hd
SO; CO quan, t chire ¢6 yéu cau cép ban sao trich luc ho tich co thé truc tiép gui
van ban yéu cau tai Co quan quan 1y co s¢ dit liéu ho tich co tham quyén hoic
giri ho so, van ban yéu cau qua hé théng buu chinh.
Lé phi: 8.000 d5ng/ban sao trich luc/su kién ho tich da dang ky.
3.7 Mién 1& phi cho ngudi thudc gia dinh c6 cong voi cach mang; ngudi thude
ho nghéo; nguoi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
4 Biéu miu/
TT ‘ Trach | i gian o
Trinh tu nhiém g Két qua
’ q ‘ - Phiéu kiém soat qua
Tiép nhan, kiém tra day du Cone chite trinh cua ,
Buwée | hd so theo quy dinh (theo | .o € SMUC BPTNVTKQ cAp
. A ti€ép nhan va n
1 5.3) tir Trung tdm Phuc vu tra két qua huyén ‘
hanh chinh cong d - C4c hd so tai muc
5.3
Budéc 1 1A Phong Tu
5 Xu ly ho so ohap
: - 08 gio
21 Nhéan ho so va chuyén xtr Trudng
' ly phong
2.2

Can ctr vao Co s6 dir liéu
ho tich dé soan thao:

- Néu c6 thong tin thi soan Chuyen vién
thao ndi dung ban sao trich
luc ho tich
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- Khéng cé théng tin thi
thong bao bang vin ban cho
nguoi yéu cau.
~. | Xem xét ky nhay van ban
Buéc Jet Ky nhay :
3 |tra két qui 0 winh Lanh| NS
dao s& duyét phong
Ban sao trich luc ho
Linh dao UBND cap N tich
Buéc | huyén phé duyét van ban Lanh dgo <
4 iAo oot o oa | UBND cap Hoac
tra két qua va va tra lai ho huven 5 i . )
so cho Phong Tu phap Ye Van ban thong bao
khong c6 thong tin.
Buéc | Lyu ho so va giri tra két N
5 \ Chuyén vién
qua
V3o s6 theo ddi tré’két qQua | can g chirc
Buée | tat BPTNVTKQ cap tiép nhan
6 |huyén va tra két
qua
14.BIEU MAU: 01 méu
TT | Mi hiéu Tén bi¢u mau
1 |/ T khai cap ban sao trich luc ho tich

15.HO SO LUU

Hd so lwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | HO so tai muyc 5.3
2 | Ban sao gidy to ho tich
H6 so duoc luu tai Phong Tu phéap theo quy dinh phép luat vé luu trir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

KINh @O W e

Ho, chit dém, t&Nn NGUOT YEU CAUS .......ccccoooiiieeeoeoeeeeeeeeeeeeeeeeeec s
INOT CU T @) e

GiAy tO tUY ThANT @)oo

Quan h¢ vo1 nguoi duogc cap ban sao Trich luc hd tich: ..o,

Pé nghi co quan cap ban sao trich TC® ...
cho nguoi cé tén duoi day:

Ho, chit dém, t&€n: ..o, Gio1tinh: .

DAn tOC: oo Quéc tich: oo,

N OT CU T oo,

S6 dinh danh €& NNAN (NEU CO): ..ovvvvveeeeseeeeeeeeeeeeee oo seeee e
DA dAng K ta1:0) e
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T61 cam doan nhitng ndi dung khai trén day 1a dting su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.
Lam tai: ..o, ,ngay .....thang ... nam.....

Nguwoi yéu cau
(ky va ghi ro ho, chir dém, tén)

Chd thich:

() Ghi tén co quan dé nghi thyc hién viée cip ban sao Trich luc ho tich
() Ghi theo dia chi diang ky thuong tr; néu khong ¢ 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
tra thi ghi theo dia chi dang noi sinh song.
®) Ghi rd thong tin vé gidy to tiiy than (s, co quan cip, ngay cap ho chiéu, ching minh
nhan dan hoic gidy to hop 18 thay thé)
Vi dy: Ching minh nhan dan s6 0010891235 do Cong an Ha Noi cap ngay
20/10/2004;
Ho chiéu s6 N1233567 do Cuc Lanh sy, Bo Ngoai giao cap ngay 22/12/2015
Ho6 chiéu s6 545379017 do co quan c6 thdm quyén Hoa Ky cip ngay
11/02/2016.
) Ghi r5 loai viéc ho tich di dang ky trude day, nay dé nghi cAp ban sao Trich luc hé tich
Vi du: Khai sinh / Két hon / Khai tir / Cai chinh ho tich
(5) Ghi 10 tén co quan da dang ky hd tich trudce day.
Vidu: Uy ban nhan dan phuong Dién Bién, quan Ba Pinh, thanh phé Ha No1
Uy ban nhan dan quan Hoan Kién, thanh ph Ha Noi
S¢ Tu phép tinh Hoa Binh
(6) Ghi r5 loai gidy to ho tich di dugc cap trudc day (chi khai néu biét 1d).
Vi du: Gidy khai sinh / Gidy ching nhan két hon
Trich luc khai tir / Trich luc thay doi ho tich
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I1. LINH VUC CHUNG THU'C

1. Thi tuc cap ban sao tir s6 goc

QUY TRINH Ma higu: | QT-
PHONG TU PHAP . . . |NgayBH |.. ..l
Thu tuc cap ban sao tir so goc 20..
MUC LUC

SUA POI TAI LIEU

1. MUC bICH

2. PHAM VI

3. TAI LIEU VIEN DAN

4. PINH NGHIA/VIET TAT

5. NOI DUNG QUY TRINH

6. BIEU MAU

7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
) Chuyénvién | Trwéng Phong Tu
Chire vy Phong Tw phap phap
SUA POI TAI LIEU
Yeu czj'“ P-[ngnnlgié/n 2 Lin ban Ngay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
% quan viéc . 1R hanh
bo sung n  aXs stra doi
stra doi
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1. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau cap ban sao tir sd goc.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

3. TAI LIEU VIEN DAN

Tiéu chuin qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT

- DPDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan 1y chat luong

- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

Can cw phap ly:

5.1 + Nghi dinh s6 23/2015/NDP-CP ngay 16/02/2015 ciia Chinh phu vé cap
ban sao tur ban chinh, chirng thuc chit ky va chirng thuc hop dong, giao dich
5.2 | Yéu cau, Piéu kién thyuc hién Thii tuc hanh chinh: Phai c6 s6 goc
5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chieu
Chtng minh nhan dan hodc ho chiéu con gia trj sir X
dung.
Truong hop ngudi yéu cau 1a nguoi dai dién theo
phap luat, nguoi dai dién theo iy quyén cua ca nhan,
t6 chitc dugc cip ban chinh; cha, me, con; vo, X

chong; anh, chi, em rudt; nguoi thua ké khac cia
nguoi duge cap ban chinh trong truong hgp nguoi
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d6 da chét thi phai xuat trinh gidy t& chimg minh

quan hé voi ngu:0’1 dugc cap ban chinh

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so. Trong ngay cO quan, t6 chu’c tlep nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tlep nhén yéu cau sau 15 gid. Trong
5.5 | trudng hop yéu cau cip ban sao tir sb goc dugc gui qua buu dién thi thoi han
dugc thuc hi¢n ngay sau khi co quan, t6 chirc nhan du ho so hop I¢ theo d4u buu
dién dén.
56 Noi tlep nhan va tra két qua: Nop ho so tryc tiép tai tru s6 Bo phan Tiép nhan va
' Tra két qua cip huyén.
5.7 | Lé phi: Khong
5.8 | Quy trinh xir ly cong viéc
TT Trinh ty I-Il_l:iaéclz Thoti gian B;{eé}lt I(;ll?;/
Tiép nhéan ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chue tiép trinh ctuia
nhan va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua - Cac hd so
tal1 muc 5.3
Buoc | can et vao s6 gbc dé cap ban sao cho
2 nguoi yéu cau; ndi dung ban sao phai | Truéng
ghi theo dung no1 dung dé ghi trong s6 | phong Tu .
goc. phap 08 gio
Trong truong hop khong tim thay s (Ch_l{yén
goc hodc trong s0 goc khong c6 thong vien
tin vé noi dung yéu céu cap ban sao thi th‘)ng _Tu’
co quan, td chire dang luu git s6 gbe co | Phap gilp
trach nhiém tra 10i bang van ban cho | Viéc)
ngudi yéu cau.
Buée Tra két qua cho ngudi yéu cau Cong Gh} s0 ‘tié’;?
3 chire tiép ubdn va trd
nhan két qua
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va tra ket
qua

6. BIEU MAU: Khéong

7. HOSO LUU:

Ho so' Iwru bao gdm cAc tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Ban sao cap tur s6 goc

H6 so duoc luu tai Phong Tu phéap theo quy dinh cua phap luat vé luu trit.
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2. Thii tuc chirng thwe bén sao tir ban chinh gidy to, vin ban do co quan t6 chirc
c6 tham quyen cia Viét Nam cap hoac ching nhan

QUY TRINH Ma hig¢u: | QT-
. ) Thii tuc chirng thwe ban sao tir | Ngay BH | ... l..0
PHONG TU PHAP | bén chinh gidy to, viin ban do co 20..
quan té chirc c6 thAm quyén cia
Viét Nam cap hodc ching nhén

MUC LUC

SUA POI TAI LIEU

1. MUC biCH

2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chit ky

Chuyénvién | Truéng Phong Tu

Chire vy Phong Tw phap phap

SUA POI TAI LIEU
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Trang/

Yeuedu | ppa oy | LAnban | ban
stra doi/ oA Mo ta ngi dung sira doi | hanh/Lan gay
z quan viéc : 2R hanh
bo sung - aRe stra doi
stra doi
1. MUC PiCH

Quy dinh cach thuc, trinh tu giai quyet hé so yéu cau chung thuc ban sao tir

ban chinh gidy to, vin ban do co quan t6 chirc ¢6 tham quyén cua Viét Nam cip
hodc chirng nhan.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap
ban sao tir ban chinh, chtng thyc chir ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciua Bo Tu phap quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phi1 vé cp ban sao tir ban chinh, chimg thuc chir
ky va ching thyc hop dong, 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 Iy va sir dung phi chimg thuc.

5.2

Yéu céu, Piéu kién thuc hién Thi tuc hanh chinh: Ban chinh gidy to, van
ban can chimg thuc.
Ban chinh gidy to, vin ban khéng dugc dung 1am co sé dé chimg thuc ban sao:

+ Ban chinh bi téy x0a, stra chira, thém, bt nd1 dung khong hop 1€.
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+ Ban chinh bi hu hong, cti nat, khong xéc dinh dugc ndi dung.

+ Ban chinh dong ddu mat cia co quan, t6 chirc c6 tham quyén hoic khong dong
dau mat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 nd1 dung trai phép luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché do x4 hoi chu nghia Viét Nam; xuyén tac lich st cua dan
toc Viét Nam; xuc pham danh dg, nhan phém, uy tin cta ca nhan, t6 chire; vi
pham quyén cong dan.

+ Gidy t0, van ban do c nhan ti 14p nhung khong c6 x4c nhan va dong dau cua
co quan, t6 chtic c6 tham quyén.

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thurc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
Ban chinh gidy to, van ban lam co sé dé ching thyc
ban sao va ban sao can ching thuc. Trudng hop
ngudi yéu cau chung thyc chi xuét trinh ban chinh
thi co quan, to chirc tién hanh chuyp tir ban chinh dé X
thyc hién chung thuc, trir truong hop co quan, to
chtc khong c6 phuong tién dé chup. Ban sao, chup
tir ban chinh dé thyc hién chimg thuc phdi c6 day du
cac trang da ghi thong tin ctia ban chinh.
5.4 | So lwong ho so: 01 bo
Thoi gian giai quyét ho so: Trong ngay co quan, t6 chuc tiép nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Déi voi
truong hop cung mot luc yéu cau chimg thuc ban sao tu nhiéu loai ban chinh
gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s luong nhiéu ban sao; ndi
dung gidy t&, van ban phirc tap kho kiém tra, d6i chiéu ma co quan, t6 chirc thyc
5.5 | hién chung thuc khong thé dap tmg duoc thoi han quy dinh néu trén thi thoi han

ching thuc duge keo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai
hon theo thoa thuan bang vin ban vo6i nguoi yéu cau chimg thuc. Truong hop
tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy
dinh thi ngudi tiép nhan ho so phai c¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chimg thuc.
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5.6

Noi tiép nhan va tra két qua: NOp hé so truc tiép tai tru s& B phan Tiép nhan va

Tra két qua cip huyén.
Lé phi: : 2.000 dong/trang; tir trang thir 3 tr 1én thu 1.000 dong/trang, toi da
5.7 | thu khong qua 200.000 dong/ban. Trang 13 can ctr dé thu phi duoc tinh theo
trang cua ban chinh.
5.8 | Quy trinh xir ly cong viéc
. Tréach v Bié}l mau/
TT Trinh ty nhidm Thoi gian Két qué
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chtrc tiep trinh ctua
1 nhan va BPTNVTKQ
tra két cap huyen.
qua - Cac ho so
tai muc 5.3
BUoc | iém tra ban chinh, déi chiéu voi ban
2 sao, néu ndi dung bg”m sao dung véi ban
chinh. Ban chinh gidy to, van ban khong
thu¢c cac truong hop ban chinh gidy to,
van ban khong dugc dung lam co s& dé
chiig thuc ban sao thi thyc hién ching
thuc nhu sau: 08 it
* Ghi day du 10i chimg chimg thye ban | Truong | 10 ngay
sao tir ban chinh theo mau quy dinh; ph(‘)ng Tu
* Ky, ghi 15 ho tén, dong ddu cia co (Cphhuapén
quan, to ghL'rc thuc hién ching thuc va vié)r/1
ghi vao s6 ching thuec. Phong Tu
Pbi v6i ban sao ¢o tir 02 (hai) trang tr¢ | phap gilp
1€n thi ghi 101 chimg vao trang cudi, n€u | vigc)

ban sao co tir 02 (hai) to trd 1€n thi phai
dong dau giap lai.

Mdi ban sao dugc chig thuc tor mot
ban chinh gidy to, van ban hoic nhiéu
ban sao dugc chung thuc tor mdt ban
chinh gidy to, vin ban trong cing mot
thoi diém duoc ghi mot s6 chung thuc.
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Buoc

Tra két qua cho nguodi yéu cau

Cong
chure tiép
nhan
va tra két
qua

Ghi sb tiép
nhan va tra
két qua

6. BIEU MAU: Khéong
7. HO SO LUU : Khéng
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3. Thii tuc chirng thuc ban sao tir ban chinh gidy to, viin ban do co quan, to
chirc ¢6 thim quyén ciia nwéc ngoai; co’ quan, té chirc c6 thaim quyén ciia Viét
Nam lién két véi co quan, td chirc c6 thAm quyén ciia nwée ngoai cap hoic
chirng nhin

QUY TRINH Méhi¢u: | QT-
Thi tuc ching thuc bén sao tir Ngay BH | ... [..12
ban chinh giay to, vin ban do co 0..

. ) quan, to chirc c6 tham quyén ciia
PHONG TU PHAP nuwéc ngoai; co quan, to chirc ¢6
thim quyén ciia Viét Nam lién két
v6i co quan, té chirc c6 thAm
quyén cilia nwéc ngoai cap hoic
chirng nhin

MUC LUC

SUA bOI TAI LIEU

1. MUC bICH

2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chit ky

Chuyén vién Trwéng Phong Tw

Chure vy Phong Tw phap phap
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SUA POI TAI LIEU

sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | oo
Z quan vige ) . 2. hanh
bo sung ~  aXs stra doi
stra doi
1. MUC PICH

Quy dinh céch thure, trinh tu giai quyet hé so yéu cau chung thuc ban sao tur
ban chinh gidy to, van ban do co quan, t6 chuic ¢6 tham quyén cua nudc ngoa1 co
quan, t6 chtrc c6 tham quyen ctia Viét Nam lién két voi co quan, to chirc c6 tham
quyén cua nudc ngoai cap hoac chirng nhan.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

Cin cir phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap
ban sao tir ban chinh, chtng thyuc chir ky va chimg thuc hop dong, giao dich;

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh
5.1 | chi tiét va hudng dan thi hanh mot s6 diéu caa Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phti vé cdp ban sao tir ban chinh, chimg thuc chir
ky va ching thuc hop ddng, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bd Tai chinh quy
dinh muc thu, ché do thu, ndp, quan Iy va sir dung phi chimg thuc.
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Yéu ciu, Piéu kién thwe hién Thi tuc hanh chinh: Ban chinh gidy to, vin
ban can chung thuc.

Ban chinh gidy to, vin ban khong dugce dung 1am co sé dé ching thuc ban sao:
+ Ban chinh bj tay x6a, stra chira, thém, b6t ndi dung khong hop 18.

+ Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong ddu mt cta co quan, td chic c6 thim quyén hodc khong dong

52 | d4u mat nhung ghi rd khong duoc sao chup.
+ Ban chinh c6 nd1 dung trai phép luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché do x4 hoi chu nghia Viét Nam; xuyén tac lich sir ciia dan
toc Viét Nam; xic pham danh dy, nhan phé\m, uy tin cua ca nhan, t6 chire; vi
pham quyén c6ng dan.
+ Gidy t0, van ban do c4 nhan tu 1ap nhung khong ¢ x4c nhan va dong dau cua
co quan, t6 chtrc c6 tham quyén.
5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
Ban chinh gidy to, van ban 1am co s¢ dé chung thuc
ban sao va ban sao can chimg thuc. Trudng hop
ngudi yéu cau chung thyc chi xuét trinh ban chinh
thi co quan, to chirc tién hanh chup tir ban chinh dé X
thuc hién ching thuc, tror truong hop co quan, to
chtrc khong c6 phuong tién dé chup. Ban sao, chup
tir ban chinh dé thyc hién chimg thuc phai c6 day du
cac trang da ghi thong tin ctiia ban chinh.
5.4 | So lwong ho so: 01 bd
Thoi gian giai quyét ho so: Trong ngay co quan, t6 chuc tiép nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Doi voi
5.5 |truong hop cung mot lac yéu cau _chung thyc ban sao tu nhiéu loai ban chinh

gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s lwong nhiéu ban sao; noi
dung gidy to, van ban phurc tap kho kiém tra, d6i chiéu ma co quan, to chirc thyc
hién chung thyc khong thé dap tng duoc thdi han quy dinh néu trén thi thoi han
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ching thuc duge keo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai
hon theo thoa thuan bang vin ban voi nguoi yéu cau chimg thuc. Truong hop
tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy
dinh thi ngudi tiép nhan ho so phai c¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau ching thue.

Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va

5.6 Tra két qua cip huyén.
L& phi: : 2.000 dong/trang; tir trang thir 3 trg 1én thu 1.000 dong/trang, toi da
5.7 | thu khong qua 200.000 dong/ban. Trang la cin cir dé thu phi dugc tinh theo
trang cua ban chinh.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyi gian | “hr M4
Trinh tw nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chuec tiép trinh cua
nhan va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua - Cac ho so
tal1 muc 5.3
Bl;“ Kiém tra ban chinh, d6i chiéu véi ban

sao, néu noi dung ban sao dung v61 ban
chinh. Ban chinh giay td, vin ban khong
thudc cac truong hop ban chinh gidy to,
van ban khong dugc dung lam co sé dé

, ) \ n g Trudng
ching thuc ban sao thi thuc hién chiing phong Tu
thuc nhu sau: phép
* Ghi day du 10i chung chimg thyc ban (Chuyén
sao tu ban chinh theo mau quy dinh; vién

* Ky, ghi 16 ho tén, dong dau cua co | Phong Tu
quan, t6 chtc thuc hién chimg thuc va | phéap gitp
ghi vao s6 chung thuec. vige)
Dbi v6i ban sao o tir 02 (hai) trang tro
1én thi ghi 101 chimg vao trang cubi, néu
ban sao co tir 02 (hai) to trd 1€n thi phai
dong dau giap lai.
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Mbi ban sao duoc ching thuc tir mot
ban chinh gidy to, vin ban hodc nhiéu
ban sao dugc chung thuc tor mét ban
chinh gidy to, vin ban trong cing mot
thoi diém duoc ghi mot s6 chung thuc.

Tra két qua cho nguoi yéu cau

Cong
chue tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

6. BIEU MAU: Khong
7. HO SO LUU : Khéng
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4. Thii tuc chirng thye chir ky trong cac gidy to, viin ban (ap dung cho ca truong
hop chirng thuc diém chi va trwomg hgp nguwoi yéu cau chirng thuc khong thé
ky, khong thé diém chi dwgc)

QUY TRINH Maé hi¢u: | QT-
Thi tuc chirng thuce chir ky trong | Ngay BH | ..... .02
cac giay to, van ban (ap dung cho 0..

PHONG TU PHAP ca truomg hop chirng thue diém

chi va trudong hop ngudi yéu ciu

chirng thwe khong thé ky, khong
thé diém chi dwoc)

MUC LUC

SUA POI TAI LIEU

1. MUC bICH

2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chit ky

Chuyénvién | Truéng Phong Tu

Chire vy Phong Tw phap phap
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SUA POI TAI LIEU

Yeéu cau PIlguinlgié/n Lan ban Ngay ban
sira dbi/ M| M ta ngi dung sira di | hanh/Lin | O
2 quan vigc ’ . Z. hanh
bo sung ~  aXe stra doi
stra doi
1. MUC PICH

Quy dinh céch thuc, trinh tu glal quyét hd so yéu cau chung thye chit ky trong

cac glay t0, van ban (ap dung cho ca truong hop chirmg thuc diém chi va truong hop
ngudi yéu cau ching thue khong thé ky, khong thé diém chi duoc).

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
ban sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bd Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phu vé cép ban sao tir ban chinh, ching thyc chit
ky va ching thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan Iy va sir dung phi chung thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:
Truong hop khong dugc ching thuc chir ky:
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+ Tai thoi diém chung thyc, ngudi yéu cau ching thuc chit ky khong nhan thirc
va lam chu dugc hanh vi ctia minh.

+ Nguoi yéu cau ching thuc chit ky xuat trinh Gidy ching minh nhan déan hoic
Ho chiéu khong con gié tri st dung hoac gia mao.

+ Gidy to, van ban ma nguoi yéu cau ching thuc ky vao c6 ndi dung quy dinh
tai Khoan 4 Piéu 22 ctia Nghi dinh s6 23/2015/ND-CP.

+ Gidy t0, van ban c¢6 ndi dung 14 hop dong, giao dich, trir cac trudng hop quy
dinh tai Piém d Khoan 4 Diéu 24 ctia Nghi dinh s6 23/2015/ND-CP hoic trudng
hop phap luat cé quy dinh khac.

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thurc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
+ Ban chinh hoic ban sao ¢6 chtng thuc Gidy chimg X
minh nhan dan hodc Ho chiéu con gia tri su dung.
+ Gidy to, van ban ma minh s& yéu cau chiing thuce
chir ky. Truong hop ching thuc chir ky trong gidy
td, van ban bang tiéng nudc ngoai, néu nguoti thue
hién chung thyc khong hleu 10 ndi dung cua gidy to,
van ban thi c6 quyén yéu cau nguoi yéu cau chung
thue nop kem theo ban dich ra tiéng Viét ndi dung
clia gidy to, van ban d6 (ban dich khong can cong
ching hodc chung thuc chtr ky nguoi dich, nguoi
yéu cau ching thuc phai chiu trach nhi€ém vé noi
dung cua ban dich).
5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so: Trong ngay CO quan, t6 chuc tlep nhan yéu cau
5.5 |hodc trong ngay lam viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong
hop tra két qua trong ngay lam viéc tiép theo thi ngudi tiép nhan hd so phai co
phiéu hen ghi 13 thoi g1an (g0, ngay) tra két qua cho ngudi yéu cau chung thuec.
56 Noi tlep nhén va tra két qua: Nop hé so truc tlep tai try s& B phan Tlep nhan va

Tra két qua cip huyén.
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L¢ phi: 10.000 dong/truong hop (treong hop dugc tinh 1a mot hodc nhiéu chir

> Ky trong mot giay to, vin ban).
5.8 | Quy trinh xir ly cong viéc
TT Trinh tw Il:?é(iz Thoi gian Bllglt I(;?;/
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chuc tiép trinh cta
nhén va BPTNVTKQ
1 5 A A A
tra ket cap huyén.
qua - Céc hd so
tal1 muc 5.3
Buore Nguot thue hién ching thuc kiém tra
2 gidy to yéu cau chimg thuc, néu thay du
gidy to theo quy dinh, tai thoi diém
chtng thuc, nguoi yéu cau chung thuc
minh man, nhan thic va lam chu duoc
hanh vi cia minh va viéc ching thuc
khong thudce cac truong hop khong duoc
chtng thuc chit ky thi yéu ciu nguoi yéu
cau chimg thuc ky/diém chi trudc mat
va thuc hién chung thuc nhu sau: Truong 08 gio
* Ghi ddy di 16i chung ching thyc chix | Phong Tu
ky theo mau quy dinh; phapA
, . (Chuyén
* Ky, ghi 16 ho tén, dong dau cua co vién
quan, to ghL'rc thuc hién ching thuc va Phong Tu
ghi vao s6 ching thuc. phép gidp
Pbi voi gidy to, van ban co tir (02) hai |  viéc)

trang tr¢ 1én thi ghi 161 chiing vao trang
cubi, néu gidy to, van ban c6 tir 02 (hai)
to trd 1én thi phai dong dau giap lai.

+ Pbi v6i truong hop chung thue chir
ky/diém chi/khong thé ky, khong thé
diém chi dugce tai bd phan tiép nhan va
tra két qua theo co ché mot cira, mot cura
lién thong thi cong chuc t1ep nhan hd so
kiém tra cac gidy to, néu nhan thay
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nguoi yéu cau chimg thyc co du dicu
kién quy dinh tai Khoan 2 Diéu 24 Nghi
dinh s0 23/2015/NDP-CP thi dé nghi
nguoi yéu cau chtng thuc ky/diém chi
vao gidy to can ching thuc va chuyén
cho ngudi c6 thim quyén ky ching

Buoc

thuec.
Luru ho so, ghi s6 chimg thue va tra két Cong
qua cho nguoi yéu cau chic tiép
nhan
va tra két
qua

6. BIEU MAU: Khéng
7. HO SO LUU

Ho so luu bao gdm cac tai lidu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3.
2 | Van ban da dugc ching thuc chir ky.
H6 so duoc luu tai Phong Tu phéap véi thoi gian luu trir 1a 02 nam.

217




5. Thit tuc chirng thue viéc sira dbi, b sung, hity bé hop dong, giao dich

QUY TRINH Ma higu: | QT-
PHONG TU PHAp | Thu tuc chimg thuc viée sira ddi, |NgayBH | ... [...0
b6 sung, hiy b6 hgp dong, giao 20..
dich
MUC LUC
SUA POI TAI LIEU
1. MUC PICH
2. PHAM VI
3. TAILIEU VIEN DAN
4. DINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
] Chuyénvién | Truéng Phong Tu
Chire vy Phong Tw phap phap
SUA POI TAI LIEU
Yéu czj'“ P-[ngnnlgié/n 2 Lin ban Ngay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
% quan viéc . 1R hanh
bo sung aXs stra doi
stra doi
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1. MUC PiCH
Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau thu tuc chimg thyc viée

stra ddi, bo sung, huy bo hop dong, giao dich

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN 1SO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:
+ Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
ban sao tir ban chinh, chimg thue chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bd Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu ctia Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phi1 vé cdp ban sao tir ban chinh, chimg thuc chir
ky va ching thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va str dung phi chirng thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

Viéc stra d6i, bo sung, huy bo hop déng, giao dich da duoc ching thyuc chi dugc
thue hién khi c6 thoa thuan bang vin ban ctia cic bén tham gia hop dong, giao
dich.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
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ban chinh
dé doi chieu

+ Hop dé)ng, giao dich da duogc ching thuc;

+ Du thao hop dong, giao dich stra ddi, bd sung, huy
bo hop dong, giao dich da duoc chung thuc;

+ Trong truong hop ndi dung sua (101 bd sung c6
lién quan dén tai san thi nguoi yéu cau chimg thuce
phai ngp ban sao kem ban chinh dé dbi chiéu giay
chu’ng nhan quyen s& hitu, quyén sir dung hoic ban
sao gidy to thay thé duoc phap luat quy dinh 601 voi
tai san ma phép luat quy dinh phai dang ky quyén s
hitu, quyén str dung, trir trudng hop nguoi 1ap di
chic dang bi cai chét de doa dén tinh mang.

5.4 | S6 lwgng ho so: 01 bd
Thoi gian gidi quyet ho so: Trong ngay €O quan, t6 chu’c tlep nhin yéu cau
5.5 | 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 nhén ho so phai c6
phiéu hen ghi 16 thoi gian (gio, ngdy) tra két qua cho ngudi yéu cau ching thuc.
56 Noi tiép nhan va tra két qua: Nop ho so tryc tiép tai tru s¢ Bo phén Ti€p nhén va
' Tra két qua cap huyén.
5.7 | Lé phi: 30.000 dong/hop dong, giao dich.
5.8 | Quy trinh xir ly cong viéc
5 Biéu mau/
TT ; Trach | Thyi gian L, mat
Trinh ty nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Bué chtrc tiép trinh ctuia
woc nhén va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua - Cac ho so
08 giy | taimuc5.3
Buéce | Ngu’(‘ri thuc hién chl'rng thuc kiém tra Truong
2 gidy to trong ho so yéu cau ching thue, | phong Tu
néu day du tai thoi diém chimg thyuc cac phap
bén tham gia hop dong, giao dich tu | (Chuyén
nguyén, minh man va nhan thtrc, lam vién
Phong Tu
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chu dugc hanh vi ciia minh thi thuc hién
chung thuc.

+ C4c bén tham gia hop dong, giao dich
phai ky trudc mdat nguoi thuc hién
chtng thuc. Truong hop ngudi c6 tham
quyén giao két hop dong cua cac to chirc
tin dung, doanh nghi¢p da dang ky chir
ky mau tai co quan thuc hién chirg thuc
thi ¢6 thé ky trudc vao hop ddng; nguoi
thuc hién ching thuc phai ddi chiéu chir
ky cta ho trong hop dong véi chir ky
mau trude khi thyc hién chting thuc, néu
nghi ngd chit ky trong hop dong khéc
v6i chit ky mau thi yéu cau ngudi dé ky
trugc mat.

+ Trudng hop ngudi yéu cau ching thuce
khong ky dugc thi phai diém chi; néu
nguoi do khong doc duogc, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoil lam ching.
Nguoi lam chimg phai c6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén hop
dong, giao dich. Nguoi lam ching do
nguoi yéu cau ching thuc b tri. Truong
hop ngudi yéu cau ching thue khong b
tri dugc thi dé nghi co quan thyc hi¢n
chiig thyc chi dinh nguoi lam chung.

+ Nguoi thuc hién ching thyc ghi 1o
chimg tuong ung voi tung loai hop
dong, giao dich theo mau quy dinh; ky,
ghi 16 ho tén, dong dau cia co quan thuc
hién chung thuc va ghi vao s6 chung
thue. Pbi véi hop dong, giao dich co tir
02 (hai) trang tr& 1€n, thi ting trang phai
duge danh sd tht tu, c¢6 chir ky cua
ngudi yéu cau chung thuc va nguoi thuc
hién ching thuc; $6 luong trang va 161
chtng duoc ghi tai trang cudi ctia hop

phap gidp

viée)
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dong, giao dich. Truong hop hop dong,
giao dich ¢o tir 02 (hai) to tr¢ 1én thi phai
dong dau giap lai.

+ Trong truong hop ngudi yéu ciu
chung thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai la nguoi ¢6 nang luc
hanh vi dan sy day du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu cau chung thuc sir
dung. Ngudi phién dich do nguoi yéu
cau chung thyc moi hodc do co quan
thuc hién chig thuc chi dinh. Thu lao
phién dich do ngudi yéu cau chimg thuc
trd. Nguoi phién dich c6 trach nhiém
dich day du, chinh x4c noi dung ctia hop
déng, giao dich, ndi dung 161 chuing cho
nguoi yéu cau ching thuc va ky vao
timg trang hop dong véi tu cach 1a
nguoi phién dich.

+ Co quan thuc hién viéc sta doi, bo
sung, thay thé, huy bo mot phan hodc
toan bo di chuc phai théng béo bang vin
ban cho co quan da ching thuc trudc
day vé ndi dung stra doi, bo sung, thay
thé, hity bé mot phan hodc toan bo di
chuc dé ghi chu vao S6 ching thyuc hop
ddng, giao dich.

Buoc

Luu ho so, ghi s6 chimg thuce va tra két
qua cho ngudi yéu cau

Cong
chirc tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

6. BIEU MAU: Khong
7. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:
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TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3.
2 | Hop dong, giao dich stra do6i, bo sung da dugc ching thuc chir ky.

Ho so duoc luu tai Phong Tu phéap voi thoi gian luu trix [a 20 nam.
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6. Thii tuc sira 16i sai sot trong hep dong, giao dich

QUY TRINH Ma higu: | QT-
PHONG TU PHAP Thii tuc chimg thwe viée sira 16 Ngay BH | ... ..
sai s6t trong hop ddng, giao dich 20..
MUC LUC
SUA POI TAI LIEU
1. MUC PiCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Pl?(?ltjgy ?l“r:rvll‘lalgp Tmﬁn%rfé?pbng b
SUA POI TAI LIEU
Yeu czj'“ P-[ngnnlgié/n 2 Lin ban Ngay ban
sﬁx’a doi/ quan viée Mo ta ngi dung sira doi hz‘l?h/sz“}n hanh
bo sung sira déi stra doi
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1. MUC PiCH

Quy dinh cach thire, trinh ty giai quyét ho so yéu cau tha tuc chimg thuc stra

16i sai sot trong hop dong, giao dich

2. PHAM VI AP DUNG
Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
ban sao tir ban chinh, chimg thyc chir ky va ching thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phi1 vé cp ban sao tir ban chinh, chimg thuc chir
ky va chimg thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

Viéc stra d6i, bo sung, huy bo hop déng, giao dich da duoc ching thyc chi duge
thue hién khi c6 thoa thuan bang vin ban ctia cic bén tham gia hop dong, giao
dich.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup cé
mang theo
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ban chinh
dé doi chieu

+ Ban sao Giy chimg minh nhan dan hodc Ho chiéu
con gia tri s dung cua nguoi yéu cau ching thuc
(xuat trinh ban chinh dé do6i chiu);

X

+ Vin ban thoa thuan vé viéc sta 10 sai sot trong
hop dong, giao dich da dugc chiing thuc

+ Hop dong, giao dich da duoc ching thuc;

+ Ban sao gidy chung nhan quyén s& hitu, quyén sir
dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh c101 voi tai san ma phap luat quy dinh phai
dang ky quyen sO hitu, quyén st dung trong truong
hop hop dong, giao dich lién quan dén tai san do
(xut trinh ban chinh dé d6i chiéu).

5.4 | S6 lwgng ho so: 01 bd
Thoi gian gidi quyet ho SO Trong ngay CO quan, t6 chu’c tlep nhin yéu cau
5.5 |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 ngudi tiép nhan ho so phai c6
phiéu hen ghi 16 thoi g1an (g0, ngay) tra két qua cho ngudi yéu cau chu’ng thuc.
56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va
' Tra két qua cip huyén.
5.7 | Lé phi: 25.000 dong/hop dong, giao dich
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ; Trach | Thyi gian Y
Trinh ty nhiém g Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Bué chtrc tiép trinh ctuia
woe nhan va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua 08 giv | - Cac ho so
tai muc 5.3
Bugc Nguoi thue hién chimg thue gach chén | Truong
2 161 sai sOt can sura, déng dau cua co quan | phong Tu
thyc hién ching thuc va ghi vao bén 1¢ phap
cua hop dong, giao dich ndi dung da | (Chuyén
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sua, ho tén, chir ky cua nguoi stra, ngay

Vién

thang nam sura. Phong Tu

phap giap

viéc)

Buwoc

Luu ho so, ghi sé chimg thue va tra két
qua cho nguodi yéu cau

Cong

chtrc tiép

nhan

va tra két

qua

6. BIEU MAU: Khong
7. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hé so nhu muc 5.3.
2 | Hop dong, giao dich dugc sira 16i ky thuat
H6 so duoc luu tai Phong Tu phéap véi thoi gian luu trir 1a 20 nam.

227




7. Thii tuc cap ban sao cé chirng thure tir ban chinh hop dong, giao dich da
dwgc ching thue

QUY TRINH Ma higu: | QT-

PHONG TU PHAP Thu tuc Cé\'lp ban sao C(’! chl'l’ng Ngé.y BH |..... /...
thuc tir ban chinh hgp dong, giao 20..
dich da dwgc chirng thue

MUC LUC
SUA POI TAI LIEU
1. MUC biCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chit ky

Chuyén vién 5 ;
Chirc vu y Truwéng Phong Tw

Phong Tw phap phap
SUA POI TAI LIEU
Yéu ciu Lan ban \
stra d6i/ Tl;angA/ M5 ta ndi dung sira d6i | hanh/Lin Ngay ban
2 Phan lién : o 2R hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH

Quy dinh céach thirc, trinh tu giai quyét hd so yéu cau tha tuc cap ban sao co

chtng thue tir ban chinh hop dong, giao dich di dugc ching thuc

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:
+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
béan sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bo Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phti vé cdp ban sao tir ban chinh, chimg thuc chir
ky va ching thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thuc hién Thii tuc hanh chinh: Khong

5.3

Thanh phan hé so Ban Ban sao co
chinh chirng thuc
hoac ban
chup cé
mang theo
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ban chinh
dé doi chieu

+ Ban sao Gidy chirng minh nhén dan hodc Ho chiéu
coOn gia tri st dung cua ngudi yéu cau ching thuc X
(xuat trinh ban chinh dé do6i chiu);

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyét ho so: Trong ngéy CO' quan, t6 cl}lﬁzc tiép nhan yéu cau
5.5 |hodc trong ngay lam viée ti€p theo, néu tiép nhan yéu cau sau 15 gid. Truong
hop tra két qua trong ngay lam viéc tiép theo thi ngudi tiép nhén ho so phai co
phiéu hen ghi 16 thoi g1an (g10, ngay) tra két qua cho ngudi yéu cau chu’ng thuc.
56 Noi tlep nhin va tra két qua: Nop ho so tryc tiép tai tru s Bo phan Tiép nhan va
' Tra két qua cap huyén.
Lé phi: 2.000 dong/trang; tir trang thir 3 tre 1én thu 1.000 dong/trang, toi da thu
5.7 | khong qua 200.000 dong/ban. Trang 13 cin cit dé thu phi dugc tinh theo trang
cua ban chinh
5.8 | Quy trinh xir ly cong viéc
Trach o Biéu mau/
TT > Thoti gian £ -
Trinh ty nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Bué chtre tiép trinh ctuia
woe nhén v BPTNVTKQ
1 5 A A A
tra ket cap huyén.
qua - Cac ho so
tai muc 5.3
Buée Thuc hién ching thl_xc tién hanh chup tu
2 |ban chinh hop dong, giao dich dang '
duogc luu trir va thuc hién chimg thuyc | Truong 08 gio
nhu sau: ph(‘)ng Tu
¥ Ghi ddy di 1i chimg chimg thuc chit | PP,
, x L (Chuyén
ky theo mau quy dinh; vien
* Trinh ky, ghi 3 ho tén, dong ddu cua | Phong Tu
co quan, to ghﬁ:c thuc hién chimg thue | phap gilp
va ghi vao so chung thuec. viéc)
Pbi v6i ban sao o tir 02 (hai) trang tro
1€n thi ghi 161 ching vao trang cudi, néu
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ban sao c6 tir 02 (hai) to trd 1€n thi phai
dong dau giap lai.

Mbi ban sao duoc ching thuc tir mot
ban chinh gidy to, van ban hoic nhiéu
ban sao dugc chung thuc tor mdt ban
chinh gidy to, vin ban trong cing mdt
thoi diém duoc ghi mot s6 chung thuc.

Buoc

Luru ho so, ghi s6 chimg thue va tra két
qua cho nguoi yéu cau

Cong
chtre tiép
nhan
va tra két
qua

Ghi sb tiép
nhan va tra
két qua

6. BIEU MAU: Khéng
7. HO SO LUU: Khéng

231




8. Thu tuc chirng thuc chir ky ngwdi dich ma ngwoi dich la cong tac vién dich
thuat cia Phong Tw phap

QUY TRINH Ma higu: | QT-
. ) Thi tuc ching thue chiv ky nguwoi | Ngay BH | ... [...0
PHONG TU PHAP dich ma nguwdi dich 1a cong tac 20..
vién dich thuat cia Phong Tw
phap
MUC LUC
SUA POI TAI LIEU
1. MUC biCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
] Chuyénvién | Truéng Phong Tu
Chire vy Phong Tw phap phap
SUA POI TAI LIEU
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Trang/

Yéu cau A e Lan ban \
sira doi/ Phan h.eAn M0 ta ndi dung sira d6i | hanh/Lan Ngqy ban
z quan viéc : 2R hanh
bo sung - aRe stra doi
sira doi
8. MUC PiCH

Quy dinh cach thuc, trinh ty giai quyét hd so yéu cau thi tuc ching thuc chit

ky ngudi dich ma nguoi dich 1a cong tac vién dich thuat cua Phong Tu phap.

9. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

10.TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
11.PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

12.NOI DUNG QUY TRINH

5.1

Cian cw phap ly:
+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
béan sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap quy dinh
chi tiét va hudng dan thi hanh mot sé diéu ciia Nghi dinh s 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phti vé cip ban sao tir ban chinh, chimg thuc chir
ky va ching thuc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy
dinh muec thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thwe hién Thi tuc hanh chinh:
Gidy to, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:
+ Giéy td, van ban da bi téy x0a, stra chira; thém, bdt nd1 dung khong hop 1¢€.

+ Giéy to, van ban bi hu héng, cii nat khong xac dinh dugc ndi1 dung.
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+ Gidy to, van ban dong dau mat ciia co quan, t6 chiic c6 tham quyén hoic
khong déng dau mat nhung ghi rd khong duoc dich.

+ Giéy t0, van ban c¢6 ndi dung quy dinh tai Khoan 4 Piéu 22 cla Nghi dinh s6
23/2015/Nb-CP.

+ Gidy to, vian ban do co quan, t6 chirc c6 tham quyén ctia nude ngoai cap, cong
chung hoac chung nhan chua dugc hgp phap hoa lanh sy theo quy dinh tai
Khoan 1 Piéu 20 ctia Nghi dinh s6 23/2015/ND-CP, trir gidy to tuy than do co
quan, tb chtrc c6 thim quyén ctia nudc ngoai cip cho ca nhan nhu: ho chiéu, thé
can cude hodc cac gidy to khac nhu thé thuong tra, thé cu tra, gidy phép lai xe,
bang tt nghiép, chimg chi va bang diém kém theo bang tot nghiép, chimg chi.

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu
Ban dich va gidy td, vian ban can dich
5.4 | So6 lwong ho so: 01 bd
Thoi gian giai quyet ho so: Trong ngay cO quan, t6 chu’c tlep nhin yéu cau
hodc trong ngay 1am viéc tiép theo, néu tiép nhan yéu ciu sau 15 gi6 hodc co
55 thé kéo dai hon theo thoa thuan bang vin ban voi nguoi yéu cau chung thyc.
Truong hop tra két qua trong ngay lam viéc ti€p theo hoac phai kéo dai thoi gian
theo thoa thuan thi ngudi tiép nhan ho so phai c6 phiéu hen ghi 1d thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau chimg thuc.
56 Noi tiép nh:fip va tra két qua: Nop hd so truc tiép tai try s& B phan Tiép nhan va
' Tra két qua cap huyén.
5.7 | Lé phi: 10.000 dong/trudng hop
5.8 | Quy trinh xir ly cong viéc
X Tréach N Bi€éu mau/
TT Trinh ty nhiém Thoti gian Két qua
.| Tiép nhan ho so theo quy dinh (theo 5.3) | Cong - Phiéu kiém
Budc Y N , ,
1 chu;c tlep 08 gio Sqat quqa
nhan va trinh cua
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tra két

BPTNVTKQ
cap huyén.

- Cac ho so
tal muc 5.3

qua
Budc |, Nguoi thye hién chimg thyc kiém tra
2 gidy to do nguoi yeu cau ching thyuc
xuét trinh, néu thiy du gidy to theo quy
dinh va gidy to, van ban dugc dich
khong thudc céc truong hop giéy to, van
ban khong duoc dich dé ching thuc chir
ky nguoi dich thi thyc hién chung thuc
nhu sau:
* Khi thyc hién chirng thuc, ngudi thuc
hién chimg thuc phai dbi chiéu chir ky | Trudng
ctia ngudi dich trén ban dich véi chit ky | phong Tu
mau trude khi thuc hién ching thuc; | phap
truong hop nghi ngo chit ky trén ban | (Chuyén
dich so véi chit ky miu thi yéu cau vién
nguoi dich ky trudc mat. P h(,‘)ng _'lju
* Ghi dAy di 10i chimg chimg thyc chix | P3P 91UP
ky ngudi dich theo mau quy dinh; viée)
* Ky, ghi 1o ho tén, dong dau cua co
quan, td churc thyc hién ching thyc va
ghi vao sb chtng thyc.
Dbi v6i ban dich gidy to, vin ban cé tir
02 (hai) trang tro 1én thi ghi 161 ching
vao trang cudi, néu gidy td, van ban co
tir 02 (hai) to trd 1én thi phai dong dau
giap lai.
Luru ho so, ghi s0 chimg thyc va tra ket Cong
Bude qua cho nguoi yéu cau chirc tiép
3 nhan ,
va tra ket
qua

Ghi s tiép
nhan va tra
két qua

13.BIEU MAU: Khéng
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14 HO SO LUU:
Ho so' luu bao gdm cac tai li¢u sau:

T

Tai liéu trong ho so

1

Gidy t0, vin ban dugc chimg thuc chit ky nguoi dich

Hb so duoc luu tai Phong Tu phéap véi thoi gian luu trir 1a 02 nam.

236



9. Thu tuc chirng thuc chir ky nguwoi dich ma nguwoi dich khong phai la cgng
tac vién dich thuat

QUY TRINH Ma higu: | QT-

PHONG TU PHAP | Thi tuc ching thue chir ky ngwoi | Ngay BH | ... [...0
dich ma ngwoi dich khong phai la 20..
cong tac vién dich thuat

MUC LUC
SUA POI TAI LIEU
1. MUC biCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chit ky

Chuyén vién 5 d
Chitc vu y Trwong Phong Tw

Phong Tw phap phap
SUA POI TAI LIEU
Yéu ciu Lan ban \
siaddi/ | 129 Mo ndi dung sira d6i | hanh/Lan Ngay ban
Z Phan lién R hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH
Quy dinh cach thuc, trinh tu giai quyét hd so yéu cau thi tuc chiung thuce chit

ky nguoi dich ma nguoi dich khong phai 1a cong tac vién dich thuat.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:
+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
béan sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bd Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phti vé cdp ban sao tir ban chinh, chimg thuc chir
ky va ching thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

* Phong Tu phép chi chiing thyc chit ky nguoi dich khong phai 1a cong tac vién
khi nguoi do tu dich gidy to, van ban phuc vu muc dich ca nhan cua ho.

* Gidy t0, van ban khong duoc dich dé chimg thuc chit ky nguoi dich:

+ Giéy td, van ban da bi téy x0a, stra chira; thém, bdt nd1 dung khong hop 1¢€.

+ Giéy t0, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.
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+ Gidy to, van ban dong dau mat ciia co quan, t6 chiic c6 tham quyén hoic
khong déng dau mat nhung ghi rd khong duoc dich.

+ Giéy t0, van ban c¢6 ndi dung quy dinh tai Khoan 4 Piéu 22 cla Nghi dinh s6
23/2015/Nb-CP.

+ Gidy to, vian ban do co quan, t6 chirc c6 tham quyén ctia nude ngoai cap, cong
ching hoac chung nhan chua dugc hgp phap hoa lanh sy theo quy dinh tai
Khoan 1 Piéu 20 ctia Nghi dinh s6 23/2015/ND-CP, trir gidy to tuy than do co
quan, t chtrc c¢6 thim quyén ctia nudc ngoai cip cho ca nhan nhu: ho chiéu, the
can cude hodc cac gidy to khac nhu thé thuong tra, thé cu tra, gidy phép lai xe,
bang tt nghiép, ching chi va bang diém kém theo bang tét nghiép, chimg chi.

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
Ban chinh hodc ban sao c6 ching thuc Giay Chung X
minh nhan dan hoac Ho chi€u con gia tri st dung;
Ban chinh hodc ban sao tir s6 goc, ban sao ¢6 ching
thuc bang ctr nhan ngoai nglr tré Ién vé thir tiéng
nudc ngoai can dich hodc bang t6t nghiép dai hoc
tré 1én d6i voi thir tiéng nudc ngoai can dich; trir x
truong hop dich nhiing ngon ngir khong pho bién ma
nguoi dich khong co bang ctr nhan ngoai ng, bang
t6t nghiép dai hoc nhung thong thao ngdn ngir can
dich;
Ban dich va giéy t, van ban can dich X
5.4 | So lwong ho so: 01 bo
Thoi gian giai quyet ho so: Trong ngay CO quan, t6 chuc tlep nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gid hodc co
5.5 thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau chimg thuc.
Truong hop trd két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian
theo thoa thuan thi ngudi tiép nhén hé so phai c6 phiéu hen ghi o thoi gian (gid,
ngay) tra két qua cho ngu01 yéu cau chu:ng thu:c
56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va

Tra két qua cip huyén.
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5.7 | Lé phi: 10.000 dong/trudng hop
5.8 | Quy trinh xir ly cong viéc
TT Trinh tw I;%Clz Thoi gian Bllglt I(;?;/
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chte tiép trinh cua
nhén va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua - Céc hd so
tai myc 5.3
Buoc | | Nguoi thyc hién chimg thuc kiém tra
2 gidy to do nguoi yeu cau chung thuc
xudt trinh, néu thay du gidy to theo quy
dinh va gidy to, van ban dugc dich
khong thudc céc truong hop giéy to, van
ban khong duoc dich dé ching thuc chir
ky nguoi dich thi yéu cau nguoi dich ky Trudng
trudc mat va thuc hién chirg thuc nhu | phong Tu
sau: phap
* Ghi ddy dit 16i chimg chimg thyc chir | (Chuyén | 08 810
ky ngudi dich theo mau quy dinh; vien
. . Phong Tu
* Ky, ghl 0 ho tén, dong dau cua co phap gitp
quan, to ghl’xc thuc hién ching thuc va viéc)
ghi vao so chirng thuc. '
Pbi v6i ban dich gidy td, vin ban co tir
02 (hai) trang tr¢ 1€n thi ghi 161 chung
vao trang cudi, néu gidy to, van ban co
tir 02 (hai) to trd 1én thi phai dong dau
giap lai.
Luru ho so, ghi s6 chimg thue va tra két cong
Bude qua cho nguoi yéu cau chirc tiép Gh} sO ‘tiég
3 nhén nhén va tra
va tra két ket qua
qua
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6. BIEU MAU: Khong
7. HO SO LUU:
Ho so' luu bao gdm cac tai li¢u sau:

1T

Tai liéu trong ho so

1

Gidy t0, van ban dugc chimg thuc chit ky nguoi dich

Hb so duoc luu tai Phong Tu phéap véi thoi gian luu trir 1a 02 nam.
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10. Thi tuc chirng thwe hop ddng, giao dich lién quan dén tii sin 1a dong san

QUY TRINH Ma higu: | QT-

Thi tuc ching thuc hop dong, |NgayBH | ... l..0
giao dich lién quan deén tai sian la 20..
dong sin

PHONG TU PHAP

MUC LUC

SUA POI TAI LIEU

1. MUC bICH

2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chir ky

Chuyén vién
Phong Tw phap

Trwong Phong Tw

Chure vu phap

SUA POI TAI LIEU
Trang/

Yéu cau
swra doi/
bo sung

Phan lién
quan viéc
stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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1. MUC PiCH
Quy dinh cach thuc, trinh ty giai quyét hd so yéu cau thu tuc chimg thuc hop

dong, giao dich lién quan dén tai san la dong san.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:
+ Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
ban sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bd Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ciia Chinh phil vé cdp ban sao tir ban chinh, chimg thuc chir
ky va ching thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thuc hién Thii tuc hanh chinh: Khong

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup cé
mang theo
ban chinh
dé doi chiéu
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+ Ban chinh hodc ban sao c6 chung thuc Giay
Chung minh nhan dan hoac HO chi€u con gia tri st
dung;

+ Du thdo hop dong, giao dich;

+ Ban sao gidy chimg nhén quyén s& hitu, quyén st
dung hodc ban sao gidy to thay thé duoc phap luat
quy dinh d01 v0i tai san ma phap luat quy dinh phai
dang ky quyen 8O hiru, quyén st dung trong trudng
hop hop dong, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé d6i chiéu).

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyet hd so: Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhan
du ho so yéu cau chung thue hodc co thé kéo dai hon theo thoa thuan bang van
5.5 | ban véi ngudi yéu cau ching thuc. Truong hop kéo dai thoi han giai quyét thi
nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau ching thuc.
56 Noi tiép nhefu} va tra ket qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cap huyén.
5.7 | Lé phi: 50.000 dong/hop dong, giao dich
5.8 | Quy trinh xir ly cong viéc
TT Trinh ty Il:?éclz Thoi gian B;{eéyt I(;?;/
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée churc tiép trinh cua
nhén va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua - Cac ho so
tal1 muc 5.3
Bugc | | Nguoi thyce hién chimg thuc kiém tra ) 08 gio
2 gidly to trong ho so yéu cau chimg thuc, Truong
néu day du, tai thoi diém chiing thyc cac phong Tu
bén tham gia hop dong, giao dich tu phapA
nguyén, minh man va nhan thic, 1am (Ch}{ye”
chit dugc hanh vi ctia minh thi thyc hién | VIEN
chimng thyc. Phong Tu
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+ Céc bén tham gia hop dong, giao dich
phai ky truéc mat nguoi thuc hién
chtng thuc. Trudng hop ngudi ¢ tham
quyén giao két hop dong cua cac to chirc
tin dung, doanh nghiép da dang ky chir
ky mau tai co quan thyc hién chung thuc
thi ¢6 thé ky trudc vao hop dong, nguoi
thue hién chung thyuc phai dbi chiéu chir
ky cua ho trong hop ddng véi chit ky
mau trude khi thyc hién ching thyc, néu
nghi ngo chit ky trong hop dong khac
v6i chit ky mau thi yéu cau ngudi d6 ky
trudc mat.

+ Trudng hop ngudi yéu cau chimg thuc
khong ky duoc thi phai diém chi; néu
nguoi do khong doc dugce, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoil lam ching.
Nguoi lam chig phai c6 du nang luc
hanh vi dan sy va khong c6 quyén, loi
ich hodc nghia vu lién quan dén hop
dong, giao dich. Nguoi lam ching do
nguoi yéu cau ching thuc b tri. Truong
hop ngudi yéu cau ching thue khong b
tri dugc thi dé nghi co quan thyc hi¢n
chig thuc chi dinh nguoi lam ching.

+ Nguoi thuc hién ching thuc ghi 1o
chimg tuong ung voéi tung loai hop
dong, giao dich theo mau quy dinh; ky,
ghi 16 ho tén, dong dau cia co quan thuc
hién chtmg thuc va ghi vao s6 chung
thuc. Doi voi hop dong, giao dich co tir
02 (hai) trang trd 1€n, thi tirng trang phai
duge danh sd tht tu, c6 chir ky cua
ngudi yéu cau ching thuc va nguoi thyuc
hién ching thuc; $6 luong trang va 161
chtng duoc ghi tai trang cudi ctia hop
ddng, giao dich. Truong hop hop dong,

phap gidp

viée)
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giao dich co tir 02 (hai) to tr¢ 1€n thi phai
dong dau giap lai.

+ Trong truong hop ngudi yéu ciu
chtng thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai la nguoi ¢6 nang luc
hanh vi dan sy day du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngir ma ngudi yéu cau ching thuc sir
dung. Nguodi phién dich do nguoi yéu
cau chung thyc moi hodc do co quan
thuc hién chig thuc chi dinh. Thu lao
phién dich do ngudi yéu cau chimg thuc
trd. Nguoi phién dich c6 trach nhiém
dich day du, chinh x4c nodi dung ctia hop
ddng, giao dich, noi dung 10i chiing cho
nguoi yéu cau ching thuc va ky vao
timg trang hop dong véi tu cach 1a
nguoi phién dich.

Buoc

Luu ho so, ghi s6 ching thuce va tra két
qua cho nguodi yéu cau

Cong
chirc tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

6. BIEU MAU: Khong
7. HO SO LUU:

Ho so luu bao gdm cac tai li¢u sau:

TT Tai liéu trong ho so
1 | Ho so tai muc 5.3
2 | Hop déng, giao dich dugc chig thuc
H6 so duoc luu tai Phong Tu phép voi thoi gian luu trir 14 20 nam.
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11. Thi tuc ching thuc van ban théa thuin phan chia di sin ma di sdn la dong
san

QUY TRINH Ma higu: | QT-

PHONG TU PHAP | Thu tuc chimg thuc viin bén théa Ngay BH | ..... [...]
thuan phan chia di sin ma di san 20..
la dong san

MUC LUC
SUA POI TAI LIEU
1. MUC biCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU

Trach nhiém Soan thio Phé duyét

Ho tén

Chir ky

Chuyén vién 5 d
Chitc vu y Trwong Phong Tw

Phong Tw phap phap
SUA POI TAI LIEU
Yéu cau Trana / ) Lan ban Naav ban
stra doi/ A gA Mo ta nfi dung sira doi | hanh/Lan gay
2 Phan lién : o 2R hanh
b0 sung stra doi
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quan viéc
stra doi

ban thoéa thuan phan chia di sdn ma di san la dong san.
2. PHAM VI AP DUNG

1. MUC PiCH

Quy dinh cach thuc, trinh tu giai quyét hd so yéu cau thi tuc ching thuc vin

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

3. TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN ISO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan 1y chat luong

- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
béan sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bd Tu phép quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua 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.

+ Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy

dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh: Khong

5.3

Thanh phan hé so

Ban
chinh

Ban sao co
chirng thuc
hoac ban
chup cé
mang theo
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ban chinh
dé doi chieu

+ Ban chinh hodc ban sao co ching thuc Gidy
Chung minh nhan dan hoac H§ chi€u con gié tri st
dung;

X

+ Du thdo van ban théa thuan phan chia di sdn ma
di san la dong san;

+ Ban sao gidy chirng nhan quyén sé hitu, quyén sir
dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh d6i véi tai san ma phap luat quy dinh phai
dang ky quyén sO hitu, quyén st dung trong truong
hop hop dong, giao dich lién quan dén tai san do
(xuat trinh kém theo ban chinh dé d6i chiéu).

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so: Khong quéa 02 (hai) ngay lam viéc, ké tir ngay nhan
du ho so yéu cau chung thue hodc c6 thé kéo dai hon theo thoa thuan bang van
5.5 | ban voi nguoi yéu cau chung thyc. Truong hop keo dai thoi han giai quypt thi
nguoi tiép nhan ho so phai co phiu hen ghi r6 thoi gian (gio, ngay) tra két qua
cho nguo1 yéu cau chirng thuc.
56 Noi tiép nhan va tra két qua: Nop ho so tryc tiép tai tru s¢ Bo phén Ti€p nhén va
' Tra két qua cap huyén.
5.7 | Lé phi: 50.000 dong/vin ban
5.8 | Quy trinh xir ly cong viéc
A Biéu mau/
TT ‘ Trach | Thyi gian | “hr M4
Trinh tw nhiém g Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Bué chtrc tiép trinh ctuia
oe nhén va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua . - Céac ho so
08 2i0' | tai muc 5.3
Budgc Ngu’oi thuc hi¢n chung thuc kiém tra | Trudng
2 gidy to trong hé so yéu cau chimg thuc, | phong Tu
néu day du, tai thoi diém chimg thuc cac phap
bén tham gia van ban thdéa thuan tu | (Chuyén
nguyén, minh man va nhan thuc, lam Vién
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chu dugc hanh vi ciia minh thi thuc hién
chung thuc.

+ Cac bén tham gia thoa thuan phan chia
di san phai ky trudc mat ngudi thue hién
chimg thuec.

+ Trudng hop ngudi yéu cau chimg thuc
khong ky dugc thi phai diém chi; néu
nguoi do khong doc duogc, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching.
Nguoi lam ching phai c6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén giao
dich. Nguoi lam ching do nguoi yéu
cau chiung thyc bd tri. Truong hop
ngudi yéu cau chimg thuc khong bd tri
dugc thi dé nghi co quan thuc hién
ching thuc chi dinh nguoi [am ching.

+ Nguoi thuc hién ching thyc ghi 1o
chimg theo mau quy dinh; ky, ghi 16 ho
tén, dong dau cua co quan thuc hién
chtng thuc va ghi vao so chung thuc.
Do6i v6i vin ban thda thuan c6 tir 02
(hai) trang trg 1€n, thi ting trang phai
duge danh sd tht tu, c¢6 chir ky cua
nguoi yéu cau chung thuc va nguoi thyuc
hién ching thuc; $6 lugng trang va 161
ching duogc ghi tai trang cudi ciia van
ban thoa thudn. Truong hop van ban
thoa thuan co tir 02 (hai) to tro 1én thi
phai dong dau giap lai.

+ Trong truong hop ngudi yéu ciu
chung thuc khong thong thao tiéng Viét
thi phai c6 nguodi phién dich. Nguoi
phién dich phai la nguoi c6 nang luc
hanh vi dan sy day du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu ciu ching thuc sir

Phong Tu
phap gidp

viée)
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dung. Nguodi phién dich do nguoi yéu
cau chung thyc moi hoac do co quan
thuc hién ching thuc chi dinh. Thu lao
phién dich do ngudi yéu cau chimg thuc
trd. Nguoi phién dich c6 trdch nhiém
dich dﬁy du, chinh xac nd1 dung cia van
ban thdéa thuan ndi dung 161 chung cho
ngudi yéu cau chimg thuc va ky vao
tung trang van ban thoa thuin voi tu
cach 1a nguoi phién dich.

Buoc

Luu ho so, ghi s6 ching thyc va tra két
qua cho nguoi yéu cau

Cong
chue tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

6. BIEU MAU: Khéng
7. HO SO LUU:

Ho so luu bao gom cac tai li¢u sau:

TT Tai liéu trong ho so
1 | Ho so tai muc 5.3
2 | Van ban thoa thuan phan chia di sdn ma di sén 1a dong san
H6 so duoc luu tai Phong Tu phéap véi thoi gian luu trir 1a 20 nam.
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12. Thu tuc chirng thuc van ban khai nhan di san ma di san 1a dong san

QUY TRINH Maé hi¢u: | QT-
PHONG TU PHAP Thu tuc chirng thuc van ban khai Ngay BH | ... [t
nhén di san ma di sdn la djng sin 20..
MUC LUC
SUA POI TAI LIEU
1. MUC PiCH
2. PHAM VI
3. TAI LIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEU MAU
7. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Plcl:bh:g ?rr:rvllir:ip Tmﬁn%rfé?pbng b
SUA POI TAI LIEU
Yeu czj'“ P-[ngnnlgié/n 2 Lin ban Ngay ban
sﬁx’a doi/ quan viée Mo ta ngi dung sira doi hz‘l?h/sz“}n hanh
bo sung sira déi stra doi

252



1. MUC PiCH

Quy dinh cach thuc, trinh tu giai quyét hd so yéu cau thi tuc ching thue van

ban khai nhan di sdn ma di san 1a dong san.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip
ban sao tir ban chinh, chimg thyc chir ky va ching thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP
ngay 16/02/2015 ctia Chinh phi1 vé cap ban sao tir ban chinh, chimg thuc chir
ky va ching thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh: Khéng

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
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+ Ban chinh hodc ban sao c6 chung thuc Giay
Chung minh nhan dan hoac HO chi€u con gia tri st X
dung;

+ Du thao Van ban khai nhan di san;

+ Ban sao gidy ching nhan quyén s& hitu, quyén st
dung hodc ban sao gidy to thay thé duoc phap luat
quy dinh d01 v0i tai san ma phap luat quy dinh phai
dang ky quyen 8O hiru, quyén st dung trong trudng
hop hop dong, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé d6i chiéu).

5.4 | So lwong ho so: 01 bo

Thoi gian giai quyet hd so: Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhan
du ho so yéu cau chung thue hodc co thé kéo dai hon theo thoa thuan bang van
5.5 | ban véi ngudi yéu cau ching thuc. Truong hop kéo dai thoi han giai quyét thi
nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau ching thuc.

Noi tiép nhan va tra két qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va

56 Tra két qua cip huyén.

5.7 | Lé phi: 50.000 dong/vin ban

5.8 | Quy trinh xir ly cong viéc

. Tréach N Biéu mau/
TT Trinh ty nhiém Thoi gian Két qui
Tiép nhan ho so theo quy dinh (theo 5.3) - Phicu kiém
Cong soat qua
Buée churc tiép trinh cua
nhén va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua - Cac ho so
tal1 muc 5.3
Bugc | Nguoi thyce hién chimg thuc kiém tra ) 08 gio
2 giay to trong hd so yéu cau chimg thyc, Truong
néu dly du, tai thoi diém chimg thuc cac | Phong Tu

bén tham gia van ban khai nhan di san phap

tur nguyén, minh man va nhan thuc, lam (Ch_Liyen
chit dugc hanh vi ctia minh thi thyc hién | VIEN
chung thuec. Phong Tu
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+ Cac bén tham gia khai nhan di san
phai ky truéc mat nguoi thuc hién
chung thyc.

+ Trudng hop ngudi yéu cau chimg thuc
khong ky dugc thi phai diém chi; néu
nguoi do khong doc duoc, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) ngudi lam ching.
Nguoi lam chimg phai c6 di nang luc
hanh vi dan su va khong co quyén, loi
ich hoic nghia vu lién quan dén giao
dich. Nguoi lam chung do nguoi yéu
cau chiung thyc bd tri. Truong hop
ngudi yéu cau chimg thuc khong bd tri
duoc thi dé nghi co quan thyc hién
chiig thyc chi dinh nguoi lam chung.

+ Nguoi thuc hién ching thuyc ghi 1o
chimg theo mau quy dinh; ky, ghi 16 ho
tén, dong dau cua co quan thuc hién
chtng thuc va ghi vao so chung thuc.
Pbi voi van ban khai nhan c6 tir 02 (hai)
trang trd 1€n, thi ting trang phai duogc
danh s thir ty, c6 chit ky cua ngudi yéu
cau chung thuc va nguoi thuc hién
ching thuc; $6 luong trang va 161 chiing
duoc ghi tai trang cudi cta vin ban thoa
thuan. Truong hgp van ban khai nhén co
tir 02 (hai) to trd 1én thi phai dong déu
giap lai.

+ Trong truong hop ngudi yéu cau
chtng thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a nguoi c6 nang luc
hanh vi dan sy dy du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngon
ngit ma ngudi yéu ciu chung thuc sir
dung. Ngudi phién dich do nguoi yéu
cau chig thuc moi hodc do co quan
thuc hién chig thuc chi dinh. Thu lao

phap gidp

viée)
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phién dich do ngudi yéu cau chimg thuc
trd. Nguoi phién dich cé trach nhiém
dich day du, chinh x4c noi dung ctia vin
ban thdéa thuan ndi dung 161 chimg cho
ngudi yéu cau chimg thuc va ky vao
tung trang van ban khai nhan véi tu cach
la nguoi phién dich.

Buoc

Luru ho so, ghi s6 chimg thue va tra két

) oA Cong
qua cho nguoi yéu cau chic tiép
nhan
va tra két
qua

Ghi sb tiép
nhan va tra
két qua

6. BIEU MAU: Khéng
7. HO SO LUU:
Ho so luu bao gom cac tai li¢u sau:

TT Tai liéu trong ho so
1 | H6 so tai muc 5.3
2 | Van ban khai nhan di san dugc ching thyc.
H6 so duoc luu tai Phong Tu phéap véi thoi gian luu trir 14 20 nam
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Phu luc 111

QUY TRINH NOI BO TRONG GIAI QUYET THU TUC HANH CHINH
THUQC THAM QUYEN GIAI QUYET CUA UBND CAP XA TRONG

LINH VU'C HQ TICH, CHUNG THUC VA NUOI CON NUOI

(Ban hanh kém theo Quyér dinh sé 445/0D-UBND ngay 04 thang 3 nam 2020 cua

Chu tich Uy ban nhan dan tinh An Giang)

I. LINH VUC HO TICH
1. Thi tuc dang ky khai sinh

UBND CAP XA

QUY TRINH

Ma hiéu:

QT-

Thu tuc dang ky khai sinh

Ngay BH

..... [...0
20..

MUC LUC

o N & s wbd -

SUA POI TAI LIEU
MUC PiCH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
. BIEU MAU
. HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chir ky
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Lanh dao UBND cip

Chirc vu Cong chire TP-HT WA
SUA POI TAI LIEU
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | oo
2 quan viéc : o 2R hanh
b0 sung \  aZs stwra doi
stra doi
1. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau ding ky khai sinh.
2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quén 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyén.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chtrc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

Cian cw phap ly:

- Luat HO tich nam 2014;
5.1 - Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Théng tu sb 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap hudng
dan thi hanh mét sd diéu cta Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
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15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh

Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 cua Uy ban nhan dén
tinh An Giang quy dinh murc thu, ché d§ thu, ndp va quan 1y 1€ phi ho tich trén

dia ban tinh An Giang.

5.2

Y éu céu, Piéu kién thwe hién Thi tuc hanh chinh: Khong

5.3

Thanh phan ho so

Ban
chinh

Béan sao c6 chirng
thwe hoac ban chup
c6 mang theo ban
chinh dé déi chiéu

- Ho chiéu hodc ching minh nhan dan hoac
thé can cudc cong dan hodc cac gidy to khac
c6 déan anh va thong tin ca nhan do co quan
c6 tham quyén cap, con gid tri st dung dé
chtrg minh vé nhan than cta ngudi co yéu
cau dang ky khai sinh;

- Giay to chung minh noi cu tra dé ching
minh thim quyén dang ky khai sinh; truong
hop cha, me cua tré di ding ky két hon thi
phai xuét trinh Gidy chting nhan két hon
(trong giai doan Co s¢ dir liéu qubc gia vé
dan cu va Co s dir liéu ho tich dién tu toan
quoc chua duoc xay dung xong va thyc hién
thdng nhat trén toan qudc).

Truong hop giri ho so qua hé thdng buu
chinh thi phai g kém theo ban sao co
chtng thyc cac gidy to phai xuat trinh néu
trén.

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy chung sinh; truong hop
khong co Gidy chimg sinh thi ndp van ban
cua nguoi lam chimg xac nhan vé viéc sinh;
neu khong c6 nguoi lam ching thi phai c6
gidy cam doan vé viéc sinh;

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

- Truong hop khai sinh cho tré em sinh ra
do mang thai hg phdi c6 van ban xac nhan
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clia co s& y t& da thuc hién k¥ thuat hd tro
sinh san cho viéc mang thai ho.
- Vin ban uy quyén theo quy dinh ctia phap
luat trong trudng hop Gy quyén thuc hién X
viéc dang ky khai sinh.
5.4 | So lwgng ho so: 01 bd
Thoi gian giai quyet ho so: Ngay trong ngay tiép nhan ho so; trudng hO’p nhan
55 | ho so sau 15 gi: ma khdng giai quyet dugc ngay thi tra két qua trong ngay 1am
viéc tlep theo.
56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai try so B phan Tiép nhan va
' Tra két qua cap x4.
Lé phi: 8.000 dong.
5.7 - Mién 1é phi dbi véi trudng hop khai sinh dung han, ngudi thudc gia dinh
c6 cong voi cach mang; ngudi thudc hd nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
TT Trinh tw Trach nhiém | Thoi gian B;(eé}lt I(;ll?; /
Tiép nhan ho so theo quy - Phiéu kiém so4t qua
dinh (theo 5.3) va kiém tra trinh cta
ngay toan bo hé so, ddi Ngay BPTNVTKQ cap xA.
chiéu thong tin trong To trong - Cac ho so tai muc
khai va tinh hop 1€ cua .z |53
gidy to trong ho so do ng}?] t;le;p
ngudi yéu cau nop, xuat n. an \ ©
trinh. S}?’ tmﬁ’? £
- Néu ho so dy di, hop 1¢, e
.| nguoi tiép nhan ho so viet | Cong churc o
Bwée | S . ; - . £ ~ . | I5gioma
1 giay ‘Elep phan,. ‘tronvg dﬁo tleP n};an va khong giai
ghi 16 ngay, gio tra két| trakétqua wét
qué; néu hod so chua day du’gcyn N
dii, hoan thién thi huéng 4 o LEr
dan nguoi ndop ho so bd $t
sung, hoan thién theo quy qua rﬁng
dinh; truong hop khong r\]]?gg tiaém
thé bo sung, hoan thién ho theo P
so ngay thi phai 1ap thanh '
vin ban huéng dan, trong
d6 néu rd loai gidy to, noi
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dung can bo sung, hoan
thién, ky, ghi 0 ho, chir
dém, tén cia nguoi tiép
nhan.

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

Budc

Xem xét hd so, néu thay
thong tin khai sinh day du
va phu hop, cong chuc tu
phap - ho tich bao cao Chu
tich Uy ban nhan déan cip
Xa.

Cong chuc
TP-HT

Buoc

Truong hop Chu tich Uy
ban nhéan dan cip xa dong
y giai quyét thi ky Gidy
khai sinh cap cho ngudi
dugc dang ky khai sinh.

Lanh d;;lo
UBND cap xa

Buoc

Cong chuc tu phap - ho
tich cdp nhat thong tin
khai sinh theo huéng dan
dé 1y SO dinh danh ca
nhan (d6i véi cac dia
phuong d3 trién khai céap
S6 dinh danh cé nhan khi
dang ky khai sinh), ghi noi
dung khai sinh vao SO
dang ky khai sinh, cung
nguoi di dang ky khai sinh
ky tén vao So.

Cong chuc
TP-HT
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Bude T{é két qua cho ngudi yéu Cong chirc
5 cau ti€p nhén
va tra két qua
6. BIEU MAU: miu
TT | Ma hiéu Tén biéu mau
1 /l - To khai dang ky khai sinh
7. HO SO LUU

Ho so lwu bao gdm cac tai liéu sau:

1T

Tai liéu trong ho so

1

Cac ho so yéu cau diang ky khai sinh  (kém theo cic ho so nhu muc 5.3)

2

Giay khai sinh

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luét vé luu trir.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh @uri: W

Ho, chit dém, ten NEUOT YEU CAUS ....o.co.vveieeeeeeeeeeee e,
GHAY 1O TUY thAN: @....oieeeeeee ettt ettt st en et
INOT CU I @it sttt sttt e st et e st e e st e e ebeste s ateseeneaeas
Quan hé vo1 nguot dugce khai SINh: ..oooeiiiiiiiececce e
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

Ho, chir dém, ten:...........cooooviiiiii e

Gidi tinh:.................. Dan toc: ......... QUAC tCH: oo

QUE QUAN: .ottt et re et e st e e s re e re e nteeereennes

Ho, chirdém, téncha: ...
Nam sinh: .................. Dan toc: ........coeevuvnnneee. QUuBC tCh: oo,
NOT CU T @) ettt sttt e st ae st e et e e e
Ho, chir dém, t€n me: ...,

Nam sinh: ......ccccooeeee. Dan toc: ....vvvvvvvvinnn e Quéc tich: .

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cht thich:
() Ghi 18 tén co quan ding ky khai sinh
Vi dy: - Uy ban nhan dan phuong Pién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than cta nguoi di dang ky, ghi 16 sb, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hodc gidy to hop 1¢ thay thé

Vi dy: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Nbi cip ngay
20/10/2014.

®) Ghi theo dia chi dang ky thudng tr; 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 tra thi ghi theo dia chi dang sinh séng.

@ Truong hop sinh tai co so v té thi ghi 16 tén co s¢ y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té x3 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Trudng hop sinh ra ngoai co s¢ y té thi ghi dia danh ciia 03 cdp hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.
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2. Thii tuc ding ky két hon

QUY TRINH Ma higu: | QT-
UBND CAP XA o Ngay BH | ..... [...l
Thu tuc dang ky két hon 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC bicH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEUMAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Cong chire TP-HT Lanh d‘é“’XgBND cip
SUA POI TAI LIEU
Yéu cé“ P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | oo
Z quan viéc o 2 Xe hanh
bo sung aRe stra doi
stra doi

265




1. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau ding ky két hon.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap Xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thwe hién Thi tuc hanh chinh:
- Nam tir ¢ 20 tudi trdr 1én, nir tir ¢ 18 tudi trd 1én;
- Viéc két hon do nam va nit tw nguyén quyét dinh;
- Céc bén khong bi mat nang luc hanh vi dan sy;

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

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

+ Nguoi dang c¢6 vo, ¢ chong ma két hon véi nguoi khac hodc chua co
vo, chua co chéng ma két hon voi nguoi dang co chéng, cO VO;

+ Két hon giita nhitng ngudi cing dong mau vé truc hé; gitta nhitng ngudi
co6 ho trong pham vi ba doi; gitta cha, me¢ nudi voi con nudi; gitra nguoi da tung
la cha, me nudi véi con nuodi, cha chéng véi con dau, me vo véi con ré, cha
duong véi con riéng cua vg, me ké véi con riéng cua chéng.

* Nha nudc khong thiea nhdn hon nhdn giita nhitng nguoi cung gidi tinh.

5.3

Thanh phin hd so Ban Béan sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc ching minh nhan dan hoic thé cin
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cap, con X
gia tri st dung dé ching minh vé nhan than cia
nguoi c6 yéu cau ding ky két hon.

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

- Trich luc ghi cht ly hon ddi véi truong hop cong
dan Viét Nam dang ky thuong tra tai dia ban xa lam
thi tuc dang ky két hon, da duoc giai quyét viéc ly
hén trude d6 tai co quan c6 thim quyén nudc ngoai.

- T khai ding ky két hon theo mau. Hai bén nam,

nir ¢6 thé khai chung vao mot To khai dang ky két X
hon,

- Ban chinh Giay xac nhan tinh trang hon nhan do

Uy ban nhan déan cdp x3 c6 thdm quyén cép trong X

truong hop ngudi yéu cau ding ky két hon khong
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dang ky thuong tra tai dia ban xa lam thu tuc dang
ky két hon (trong giai doan Co so dit liéu quoc gia
v€ dan cu va Co s¢ dir li¢u ho tich dién tur toan quoc
chua duogc xay dung xong va thyuc hién théng nhat
trén toan qudc).

- Truong hop nguoi yéu cau ding ky két hon dang
cong tac, hoc tap, lao dong c6 thoi han & nude ngoai
thi phai ndp Gidy xac nhan tinh trang hén nhan do
Co quan dai dién ngoai giao, Co quan dai dién lanh
su ctia Viét Nam o nudc ngoai cap.

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyet hé so-
Ngay trong ngay tiép nhan ho so; truong hop nhan ho so sau 15 gio ma khong

5.5 | giai quyét dugc ngay thi tra két qua trong ngay lam viéc tiép theo. Truong hop
can xac minh diéu kién két hon cua hai bén nam, nix thi thoi han giai quyét khong
quéa 05 ngay lam viéc.

56 Noi ti’é'p nhefu} va tra két qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va

' Tra két qua cap xa.
5.7 | Lé phi: Mién 1¢ phi.
5.8 | Quy trinh xir ly cong viéc
X Tréach N Bieu mau/

TT Trinh ty nhiém Thoi gian Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Ngay |- Phiéu kiém
va kiém tra ngay toan bd ho so, doi trong soat qua
chiéu thong tin trong Td khai va tinh ngay tiép | trinh cua
hop 18 cua gidy to trong ho so do nguoi nhan ho | BPTNVTKQ
yeu cau nop, xudt trinh. Cong s0; trudng | cAp huyén.
- Néu ho so day du, hop 1€, ngudi tiép , iz« | hopnhan |- Cac ho so

. chuc tiép X )
Buéc | nhan ho so viét gidy tlep nhén, trong do han va ho so sau | tai muc 5.3
1 ghi 16 ngay, gio tra két qua; néu ho so ntréi 1t 15 gio ma
chua day du, hoan thién thi huéng dan \ khong giai
oA A 2 \ ‘A qua £

nguoi ndp ho so bo sung, hoan thién quyét
theo quy dinh; trudng hop khong thé bd dugc ngay
sung, hoan thién hd so ngay thi phai lap thi tra két
thanh véan ban hu’O’ng dan, trong do néu qua trong
rd loai gidy t0, ndi dung can bd sung, ngay lam
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hoan thién, ky, ghi o ho, chit d¢m tén

viéc ti€p

ctuia nguoi ti€p nhan. theo.
- H6 so sau khi da duoc hudng dan ma Trudng
khong dugc bd sung day du, hoan thién hop can
thi ngudi tiép nhéan tir chdi tlep nhan hd Xac minh
so va 1ap van ban tu chdi tlep nhan hd diéu kién
s0, trong d6 ghi 18 1y do tir chéi, ky, ghi két hon
0 ho, chit dém, té€n cua nguoi tiép nhan. cua hai
Budgre Ngay sau khi tiép nhan du ho so hop 18, b~en I:]am",
? néu thiy du diéu kién két hon theo quy nir thi th01
dinh, cong chic tu phap - hd tich béo han g}a1
c40 Chu tich Uy ban nhan déan cap xa. cAluyet ,
khong quéa
Truong hop Chu tich Uy ban nhan dan A 05 ngay
cap x3 dong vy giai quyét thi cong chuc | €ONY 1am viée.
tw phap - ho tich ghi viéc két hon vao S6 | chuc TP- | g ngéy
dang ky két hon, huéng din hai bén| HT 3
nam, nit ky vao Gidy chung nhan két 08 gio
hon, cung hai bén nam, nit ky té€n vao
S6, Chu tich Uy ban nhan dan cap x4 to
chtic trao Gidy chung nhan két hon cho
hai bén nam, nir.
Buée | [Tuong hop Chu tich Uy ban nhan déan | Lanh dao
4 cap xi ky Gidy chtng nhan két hon giao UBND
lai ho so cho Céng chirc TP-HT. cap xa
Cong chuc tu phap - ho tich ghi viée két
hén vao SO dang ky két hon, hudng dan y
Buée | hal bén nam, nir ky vao Gidy chimg Glﬁ}i Chﬁing
5 | nhén ket hon, cung hai bén nam, nit ky | UBND Xa nha{l ket
tén vao SO, Chu tich Uy ban nhan dan hon
cap x4 to chirc trao Gidy chiig nhan két
hon cho hai bén nam, ntr.
6. BIEU MAU: 01 miu
TT | Ma hiéu Tén biéu mau
1 Il T khai dang ky két hon
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7. HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so (kém theo cac ho so nhu muc 5.3)
2 | Gidy ching nhan két hon

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phap luét vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap — Tw do — Hanh phiic

TO KHAI PANG KY KET HON

@ @

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan tdc

Quéc tich

Noi cu tra @

Gidy to tiry than®

Két hon lan thir may

Chiing t6i cam doan nhimg 101 khai trén day 1a ding sy that, viéc két hon ctia ching toi 14 tur
nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trude phap luat vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

Bén nir Bén nam
(Ky, ghi 0 ho, chir d€m, tén) (Ky, ghi r0 ho, chir dém, tén)
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Chu thich:

(1), (2) Trudng hop lam thii tuc dang ky két hon |, thi phai dan anh cuia hai bén nam, nit.

(3) Ghi 16 tén co quan dang ky két hon.

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

(5) Ghi théng tin v€ gidy to tuy than nhu: h¢ chiéu, chimg minh nhén dan hodc gidy to hop 1€ thay thé (vi du: Ching
minh nhan dan s6 001089123 do Coéng an thanh pho Ha Noi cap ngay 20/10/1982).
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3. Thu tuc dang ky nhan cha, me, con

QUY TRINH M3 hiéu:

..... [...0
20..

UBND CAP XA Thi tuc diang ky nhan cha, me, Ngay BH

con

MUC LUC
SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
7. BIEUMAU

8. HO SO CAN LUU

A A

Trach nhiém Soan thio Phé duyét

Ho tén

Chir ky

Lanh dao UBND cép

Cong chirec TP-HT
Xa

Chuce vu

SUA POI TAI LIEU

Yéu cau
stra doi/
bo sung

Trang/
Phin lién
quan viéc

sira doi

M0 ta nfi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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con.

1. MUC PiCH

Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau dang ky nhan cha, me,

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1

4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan xa, phudng, thi train: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1¢ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Dieu kién thuc hién Thi tuc hanh chinh:
- Bén nhan va bén dugc nhén 1a cha, me, con déu con song;

- Viéc nhan cha, me, con khong c6 tranh chap.
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- Truong hop nam, nit chung song véi nhau nhu vo chong, khong dang
ky két hon, sinh con, nguo1 con song cung vo1 ngudi cha, khi ngudoi cha lam thu
tuc nhan con ma khong lién hé dugc vai ngudl me thi khong can co y kién cua

nguoi me trong To khai dang ky nhéan cha, me, con.

5.3

Thanh phan ho so

Béan sao co
ching thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu

- Ho chiéu hodc chtimg minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri st dung dé chimg minh vé nhan thin cia
nguoi co yéu cau dang ky nhan cha, me, con.

- Gidy to ching minh noi cu tra dé xac dinh tham
quyén dang ky nhan cha, me, con (trong giai doan
Co s6 dit lidu qubc gia vé dan cu va Co so dit liéu
ho tich dién tu toan quoc chua dugc xay dung xong
va thyc hién thong nhat trén toan qudc).

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

- Gidy to, do vat hodc chung ctr khac chimg minh
quan h¢ cha, con hodc quan h¢ me, con gé)m:

+ Vin ban ctia co quan y té, co quan giam dinh hodc
co quan khéac c6 thAm quyén xac nhin quan hé cha
con, quan hé me con.

+ Truong hop khong c¢6 van ban néu trén thi phai co
thu tir, phim anh, bang, dia, 46 dung, vat dung khac
chtrg minh méi quan hé cha con, quan hé me con
va van ban cam doan cua cha, me vé viéc tré em 1a
con chung cia hai ngudi, c6 it nhat hai nguoi than
thich cua cha, me lam chung.

5.4

S6 lwong ho so: 01 bo

9.5

Thoi gian giai quyét ho so: 03 ngay lam viéc. Trudng hop can phai xac minh

thi thoi han giai quyét khong qua 08 ngay lam viéc.
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5.6

Noi tiép nhan va tra két qua: NOp hé so truc tiép tai tru s& B phan Tiép nhan va

Tra két qua cap xa.

5.7

L¢ phi: 15.000 dong.

Mién 1é phi cho nguoi thude gia dinh 6 cong voi cach mang; nguoi thude ho

nghéo; ngudi khuyét tat.

5.8

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréch
nhiém

Thoi gian

Biéu mau/
Két qua

Tiép nhéan ho so theo quy dinh (theo 5.3)
va kiém tra ngay toan bo hd so, xac dinh
tinh hop 1¢ cua gidy to trong ho so do
nguoi yéu cau ndp, xuat trinh; dbi chiéu
thong tin trong To khai voi gidy to trong
h6 so.

- Néu ho so day du, hop 1¢, nguoi tiép
nhan ho so viét gidy/phiéu tlep nhan,
trong do ghi 1 ngay, gio tra két qua; néu
ho so chua day du, hoan thién thi huéng
dan ngudi ndp ho so bo sung, hoan thién
theo quy dinh; trudng hop khong thé bd
sung, hoan thién ho so ngay thi phai lap
thanh van ban hudng dan, trong do néu
1o loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
clia ngudi tiép nhan.

- Néu ho so sau khi da duoc huéng dan
ma khong duge bd sung diy du, 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 13 1y do tir chdi,
ky, ghi 16 ho, chir dém, tén cia nguoi
tiép nhan.

Cong
chtrc tiép
nhan va
tra két
qua

08 gio

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hé so
tai muc 5.3

Xem xét ho so, néu théy viéc nhan cha,
me, con la diing va khong c6 tranh chép,
cong chtrc tu phap - hd tich bao cao Chu
tich Uy ban nhan dan cap xi. Trudng
hop Chu tich Uy ban nhan dan cip xa

Cong
chuc TP-
HT

08
(hoac
gio)

gio
48
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dong v giai quyét thi ky cip Trich luc
dang ky nhan cha, me, con cho nguoi
yéu cau.

Truong hop Chu tich Uy ban nhan dan | Lanh dao
Buée | 4P xa ddng ¥ giai quyét thi ky cap Trich UBND
3 luc dang ky nhan cha, me, con cho| capxa
nguodi yéu cau va tra lai ho so cho cong
chirc TPHT. 08 gid

Cong chuc tu phap - ho tich ghi vao S6

Budrc dang ky nhan cha, me, con, cung cac bén 51?33
4 - ’ A ’ \ A
dang %<y nhan cha, me, con }<y vao SO. TPHT
Tra két qua cho ngudi yéu cau
6. BIEU MAU: 01 miu
TT | Ma hiéu Tén biéu mau
1 Il - To khai dang ky nhan cha, me, con.
7. HO SO LUU
Ho so luu bao gdm cac tai liéu sau:
TT Tai liéu trong ho so

1 | Cac hd so nhu muc 5.3

3 | Trich luc dang ky nhan cha, me, con

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luét vé luu tri.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé voi ngudi nhan cha/me/CoOn™ ... ... e

Pé nghi Quy co quan cong nhin ngudi c6 tén dudi day:

LA, cuia nguoi co tén duwoi day:
HO, ChTE GEIMN, TEIN: ...ttt ettt ettt bt ae bbbttt bbbttt bt ettt et b s e ensn e s

Toi cam doan viéc nhan...........cccccovevvveveeeennnn, noi trén 1a dang sy that, tu nguyén, khong co
tranh chip va chiu trach nhiém trude phap luat vé cam doan cta minh.

Kinh dé nghi Quy co quan ding ky.
LaAM Q..o ngay ............ thang............ nam...........
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Y Kién ciia nguoi hién dang 13 me hodic cha® Y kién ciia ngudi dwgc nhén 1a cha, me,
con®
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Tai liéu guri kem theo To khai:

Chu thich:

D Ghi 16 tén co quan dang ky;

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

®) Ghi thong tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 1¢ thay
thé (vi duy: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngiy
20/10/2004);

@ Chi cén thiét trong truong hop nguoi khai khong dong thoi 1a ngudi nhan cha/me/con;

® Chi can thiét trong trudng hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhu:ng mat nang lyc hanh vi dan su, ghi ¥ kién cia nglml 1a cha néu me la nguoi yéu cau, y kién
ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mat nang lyc hanh
vi dan su hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi duoc nhan 1 tré em tir du 9 tudi trg 1én.
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4. Thi tuc ding ky khai sinh két hop diing ky nhén cha, me, con

QUY TRINH Ma higu: | QT-
UBND CAP XA Thii tuc ding ky khai sinh két | N9&y BH | ..[.]
hop dang ky nhan cha, me, con 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Céng chirc TP-HT Lanh d?“’XgBND cap
SUA POI TAI LIEU
Yeu czj'“ P-[ngnnlgié/n 2 Lin ban Ngay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
% quan viéc : . 1R hanh
bo sung aXs stra doi
stra doi
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1. MUC PiCH

Quy dinh cach thtc, trinh tu giai quyét hd so yéu cau dang ky khai sinh két

hop dang ky nhan cha, me, con.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN 1SO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x4, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh sb 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1¢ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Dieu kién thuc hién Thi tuc hanh chinh:
- Bén nhan va bén dugc nhan la cha, me, con déu con song;

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

281




- Truong hop nam, nit chung song voi nhau nhu vo chong, khong dang
ky két hon, sinh con, nguoi con song cung vo1 ngudi cha, khi nguodi cha lam thu
tuc nhan con ma khong lién hé dugc voi nguoi me thi khong can c¢é ¥ kién cua

nguoi me trong To khai dang ky nhéan cha, me, con.

5.3

Thanh phan ho so

Béan sao co
ching thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri st dung dé ching minh vé nhan than cua
nguoi cd yéu cau dang ky khai sinh, nhan cha, me,
con.

- Gidy to chting minh noi cu tra dé chtirng minh thAm
quyén ding ky khai sinh, nhan cha, me, con (trong
giai doan Co so dit liéu qubc gia vé dan cu va Co sd
dir li€u ho tich dién tir toan quéc chua duoc xay
dung xong va thuc hién thong nhat trén toan qudc).

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

- Ban chinh Giay ching sinh; trudng hop khong c6
Gidy chung sinh thi ndp vin ban cia nguoi lam
ching xac nhan vé viéc sinh; néu khong co nguoi
lam chimg thi phai c6 gidy cam doan vé viéc sinh;

- Giay to, do vat hodc ching cir khac ching minh
quan h¢ cha, con hodc quan hé¢ me, con gom:

+ Van ban cta co quan y te co quan giam dinh hoac
co quan khéac c6 thAm quyén xac nhan quan hé cha
con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai co
thu tur, phim anh, bang, dia, dd dung, vat dung khac
chimg minh mbi quan hé cha con, quan h¢ me con
va van ban cam doan cta cha, me vé viéc tré em 1a
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con chung cua hai ngudi, co6 it nhat hai nguoi than

thich cua cha, me lam chung.

5.4 | So lwong ho so: 01 bd
5 | Thoi gian gidi quyét ho so: 03 ngay lam viéc, truong hop phai xac minh thi
khdng qua 08 ngay lam viéc.
56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cap x4.
L¢ phi:
- Lé phi dang ky khai sinh: 8.000 dong.
5.7 - Lé phi diang ky nhan cha, me, con: 15.000 dong.
Mién 1 phi d6i voi trudng hop dang ky khai sinh diing han; ngudi thudc
gia dinh c6 cong vdi cach mang; ngudi thude ho ngheo; nguoi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
4 Biéu miu/
TT ‘ Trach | Thgigian | hp M
Trinh ty nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5. 3) - Phiéu kiém
va trach nhiém kiém tra ngay toan b ho soat qua
s0, d6i chiéu thong tin trong T khai va trinh ctuia
tinh hop 1€ ‘cﬁa giay t(:)’ trong ho so do BPTNVTKQ
nguoi yéu cau nop, xuat trinh. cap huyén.
- Néu hd so day du, hop 1¢, ngudi tiép - Cac ho so
nhan ho so viét gidy tlep nhén, trong do tai muc 5.3
ghi 16 ngay, gio tra két qua; néu hod 01 con
chua day du, hoan thi¢n thi hudéng dan , g;
, A A 2 \ .~ | chuc tiép
Bwéce | ngudi ndp hd so bd sung, hoan thién A A .
: . A 21 2| nhanva 08 gio
1 theo quy dinh; truong hop khong thé bo s 1A
) 3 ) tra két
sung, hoan thién h6 so ngay thi phai lap qui

thanh véan ban hudng dan, trong do néu
16 loai gidy to, ndi dung can bd sung,
hoan thi¢n, ky, ghi rd ho, chit dém, tén
clia nguoi tiép nhan.

- Ho so dang ky khai sinh va nhan cha,
me, con sau khi d3 duoc huéng dan theo
quy dinh ma khong dugc bd sung, hoan
thién thi nguoi tiép nhan tir chdi tiép
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nhan ho so. Viéc tir chdi tiép nhan ho so
phai duoc thé hién béng van ban, trong
d6 ghi rd 1y do tir chdi, nguoi tiép nhan
ky, ghi 10 ho, chit dém, tén.

Buwoc

Xem xét ho so, néu théy viéc nhan cha,
me, con 1a ding va khong c6 tranh chap;
thong tin khai sinh ddy du va phu hop,
cong chirc tu phép - hd tich bao cdo Chu
tich Uy ban nhan dan cép xa.

Cong
chuc TP-
HT

Buoc

Truong hop Chu tich Uy ban nhan dén
cap x3 dong ¥ giai quyét thi cip Gidy
khai sinh va Trich luc nhan cha, me, con
cho ngudi yéu cau

Lanh dao
UBND
cap xa

Trich luc
dang ky
nhan  cha,
me, con va
Gidy  khai
sinh

Buoc

Cong chtrc 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, cip
nhat thong tin khai sinh theo huéng dan
dé lay S dinh danh ca nhan (d6i voi
cac dja phuong da trién khai cap S6
dinh danh ca nhan khi dang ky khai
sinh), cung nguoi di dang ky khai sinh
va nhén cha, me, con ky tén vao S6 va
tra két qua cho ngudi yéu cau.

UBND
cap xa

6. BIEU MAU: 01 mau

T

M3 hiéu

Tén biéu mau

/l To& khai dang ky khai sinh

// To khai dang ky nhéan cha, me, con

7. HO SO LUU
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Hd so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Vin ban xac minh (néu c6); van ban niém yét
3 | Trich luc dang ky nhan cha, me, con va Giay khai sinh

H6 so duoc luu tai UBND cap x4 theo quy dinh cta phéap luét vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Déc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé voi ngudi nhan cha/me/con® . ...

Pé nghi Quy co quan cong nhin ngudi c6 tén dudi day:

La. e, cia ngudi c6 tén duwdi day:
HO, CHhTE GEIMN, TEIN: ...ttt et bbbttt sttt s et s e e ses Sn s e e s e teseaeeetens

Toi cam doan viéc nhan...........cc.cccovevvveveeeennnn, noi trén 1a dang su that, tu nguyén, khong co
tranh chip va chiu trich nhiém trude phap luat vé cam doan ctia minh.

Kinh dé& nghi Quy co quan ding ky.

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

Y Kién ciia nguoi hi¢n dang 13 me hodc cha® Y kién ciia ngudi dwgc nhén 1a cha, me,
con®
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Tai liéu guri kem theo To khai:

Chu thich:

D Ghi 16 tén co quan dang ky;

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

®) Ghi thong tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hoic gidy to hop 1¢ thay
thé (vi duy: Chtrng minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cip ngiy
20/10/2004);

@ Chi cén thiét trong truong hop nguoi khai khong dong thoi 1a nguoi nhéan cha/me/con;

® Chi can thiét trong trudng hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhu:ng mat nang lyc hanh vi dan su, ghi ¥ kién cia nglml 1a cha néu me la nguoi yéu cau, y kién
ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 di chét, mat tich, mat nang lyc hanh
vi dan su hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi duoc nhan 1 tré em tir du 9 tudi trg 1én.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh @uri: W

Ho, chir dém, t€n NEWOT YEU CAU: .....oooiviiiiiiiiiiiiie e

GiAy Oty thAN: ..ottt

Quan hé vo1 nguot dugce khai SInh: ..o

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

Ho, chif d@m, tRI: ..o e
Ngay, thang, ndm sinh: ................ccoe... ghi bANE Chl: ...
Noisinh: B
Gidi tinh:.............coee. Dan toc: ........... QuAC tiCh: oo

QUE QUAN: .ottt ettt b e ket b et et b b e b et e e e e e neenes
Ho, chir dém, tén n@uwdi me: ...
Nam sinh®: ..o DAN tOC: wvvvveeennn. Qubc tich: oo,
INOT CU T @) ettt sttt et beseere e
Ho, chitr dém, tén nguwdi cha: ...
Nam sinh®: ..o DAN tOC: wvevveeeeeennnn. QUuBC tCh: oo,
NOT CU T @) Lttt bbb

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la dang sy that, dugc su thoa
thuan nhat tri ciia cac bén li€n quan theo quy dinh phap luat.

To6i chiu hoan toan trach nhi¢m trudce phap luat vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
() Ghi 1 tén co quan dé nghi thuc hién viéc dang ky khai sinh

@ Ghi r6 thong tin vé gidy to tiiy than ctia nguoi di dang ky (ghi s6, co quan cap, ngdy cap
ho chiéu, chimg minh nhan dan hodc gidy td hop 1¢ thay thé)

Vi dy: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip ngay
20/10/2014.

®) Ghi theo dia chi dang ky thuong tra; néu khong c¢6 noi dang ky thudng tra thi ghi theo
dia chi dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam
tra thi ghi theo dia chi dang sinh song.

) Truong hop sinh tai co s¢ y té thi ghi 1 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha No1
- Tram y té x4 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& y té thi ghi dia danh cta 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Béc Ninh.

®) Ghi 16 ngdy, thang, nim sinh cta cha, me.
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5. Tha tuc dang ky khai tir

QUY TRINH Ma higu: | QT-
UBND CAP XA . Ngay BH | ... [...]
Thu tuc dang ky khai tir 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC bicH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEUMAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Céng chire TP-HT Lanh d?OXgBND cip
SUA POI TAI LIEU
Yéu cé“ P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| M ta ngi dung sira di | hanh/Lan | 9%
Z guan viéc - s hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky khai tir.

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phti quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thue hién Thii tuc hanh chinh: Khéng

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
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ban chinh
dé doi chieu

- Ho chiéu hodc chimg minh nhan dan hoic thé cin
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri st dung dé ching minh vé nhan than cua
ngudi c6 yéu cau ding ky khai tu;

- Gidy to ching minh noi cu trii cudi cling ctia nguoi
chét dé xac dinh thim quyén (trong giai doan Co s&
dir liéu quéc gia vé dan cu va Co s6 dit liéu ho tich
dién tir toan qudc chua dugc xay dung xong va thuc
hién théng nhat trén toan qudc).

- Truong hop khéng xac dinh duoc noi cu tri cubi
cing cua ngudi chét thi xuét trinh gidy to ching
minh noi ngudi d6 chét hodc noi phat hién thi thé
ctia ngudi chét.

Truong hop gui hd so qua hé thdng buu chinh thi
phai gtri kém theo ban sao c6 ching thyc cac gidy to
phai xuét trinh néu trén.

- T khai ding ky khai tir theo mau;

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do
co quan ¢6 tham quyén cap.

- Vin ban Gy quyén theo quy dinh cua phap luat
trong trudng hop ty quyén thuc hién viéc ding ky
khai tir. Truong hop ngudi duoc uy quyén 1a 6ng,
ba, cha, me, con, vo, ché)ng, anh, chi, em ruot cua
ngudi Uy quyén thi vin ban uy quyén khong phai
cong chimg, ching thyc, nhung phai co gidy to
chung minh mbi quan hé véi nguoi iy quyeén.

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyét ho so: Ngay trong ngay tiép nhan yéu ciu, truong hop

55 nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo. Trudng hop can xac minh thi thoi han giai quyét khong qua
03 ngay lam viéc.

56 Noi tiép nhan va tra két qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va

Tra két qua cap xa.
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Lé phi: 8.000 dong;

5.7 - Mién 1¢ phi d6i véi truong hop dang ky khai tir diing han, nguoi thudc
gia dinh c6 cdng v4i cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
X Tréach N Bi€u mau/
TT Trinh tw nhiém Thaoi gian Két qui
Tiép nhéan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd hd so, ddi soat qua
chiéu thong tin trong To khai va tinh trinh cua
hop 18 cua gidy to trong hd so do nguoi BPTNVTKQ
yéu cau nop, Xuat trinh. cap huyén.
- Néu hd so day du, hop 1¢, nguoi tiép - Cac hd so
nhan ho so viét gidy tlep nhén, trong d6 tai muc 5.3
ghi 16 ngay, gio tra két qua; néu ho so
chua day di, hoan thién thi huéng dan
nguoi ndp hd so bd sung, hoan thién | Coéng
.| theo quy dinh; truong hop khong thé bd | chirc tiép
Budc . A . AN
1 sung, hoan thién h6 so ngay thi phai 1ap | nhén va
thanh vén ban hudng dan, trong d6 néu | tra ket
rd loai gidy tO, ndi dung can bd sung, qua
hoan thién, ky, ghi r0 ho, chit dém, tén _
clia nguoi tiép nhan. 08 gio
- Néu hd so sau khi da duoc huéng dan
theo quy dinh ma khong dugc bd sung
day du, hoan thién thi ngudi tiép nhén tir
chdi tiép nhén ho so va lap van ban tir
chéi tiép nhan ho so, trong d6 ghi 13 1y
do tir chéi, ky, ghi rd ho, chit dém, tén
ctia ngudi tiép nhan.
Budc | 1idm tra hd s0, néu thay thong tin khai | Cong
2 tor day du va phu hop, soan thao Gidy | chiic TP-
chimg tir theo mau HT
Buée | Truong hop Chu tich Uy ban nhan dan | Lanh dao E}rllc_h ) luc
4 cap xa dong y giai quyét thi ky Trichlyc | UBND at tu
khai tir cip cho nguoi co yéu cau cap xa
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Buge | COng chirc tu phép - ho tich ghi vao S6| Cong
5 dang ky khai tir, cung nguoi di dang ky chuc
khai tir ky tén vao So. TPHT
Tra két qua cho nguoi yéu cau coén g
Buéc chtrc tiép
6 nhan ,
va tra két
qua
6. BIEU MAU: 01 miu
TT | M4 hi¢u Tén biéu miu
1 /l To khai dang ky khai tur

7. HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hé so nhu muc 5.3
2 | Trich luc khai tir
H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luat vé luu trir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI TU

Ho, chit dém, t8N NEUOT YEU CAU: ...ooooocoeoeeeeeeeeseees oo eees e
INOT CU T @) e
GHAY 1O 1Y thAN B) oottt eses et
QuAn hé VOT NEUTT A8 CHEL: .oooooooooeoeeee ettt
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dudi day:

Ho, chit G&m, tE€N: ......cooooveieeeeeeee e, Giditinh: .
Ngay, thang, NAM SINN: ..o
DAN tOC: .o (@ ITe ISR Te) :HAE
NOT CU 1T CUOT CUNE: B oot
GHAY tO Y thANT ©) et
Pa chét vao 10C: oo g0 . phut, ngay .............. thang ... nam ...
INOT CRELL oo oo oot et
NGUYEN NNAN CREL: ..o oo oot

S6 Giay bao ti/ Gidy to thay thé Gidy bao tir: @ ... [ Y

T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap

luat vé cam doan cua minh.

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

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

@) Ghi 16 tén co quan thuc hién ding ky khai tir.

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

®) Ghi thong tin vé gidy to tiiy than nhu: ho chiéu, chirng minh nhan dan hodc gidy to hop 1¢ thay
thé (vi du: Chimg minh nhan dan s 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy béo tir”; néu ghi theo sé Gidy to
thay Gidy bao tir thi ghi 1 tén, s6 gidy to va gach cum tir “Gidy béo tu”.
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6. Thii tuc diing ky khai sinh c6 yéu té nwéc ngoai tai khu vue bién gi6i

QUY TRINH Ma higu: | QT-
i _ ~ [NgayBH | ... [.0
UBND CAP XA "l:hﬁ tuc dang ky khai sinh c6 yeu 20..
to nwdc ngoai tai khu vue bién gidi
MUC LUC
1. SUA bOI TAI LIEU
2. MUC bicH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chite vu Céng chirc TP-HT Linh d‘é“’ngND cip
SUA POI TAI LIEU
Yéu cz:“lu Trana / ) Lan ba‘n Naav ban
stra doi/ A gA Mo ta ndi dung stra doi | hanh/Lan gay
2 Phan lién o aRs hanh
b0 sung stra doi
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quan viéc
stra doi

1. MUC PiCH

~Quy dinh cach thir, trinh ty giai quyét hd so yéu cau dang ky khai sinh c6
yeu td nudc ngoai tai khu vuc bién gidi.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
CAc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chic Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

Cian cw phap ly:
- Luat HO tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh
chi tiét mot sd diéu va bién phap thi hanh Luat ho tich;
- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap hudng
5.1 | dan thi hanh mot s6 diéu cua Luat ho tich va 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;
- Quyét dinh s 43/2017/QD-UBND ngay 01/8/2017 cua Uy ban nhan dan
tinh An Giang quy dinh mtc thu, ché d6 thu, ndp va quan ly 1€ phi ho tich trén
dia ban tinh An Giang.

5.2 | Y éu cau, Piéu kién thwe hién Thii tuc hanh chinh: Khong

5.3

Thanh phan hé so

Ban
chinh

Ban sao c6 chirng
thuc hodc ban chup
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c6 mang theo ban
chinh dé doi chieu

- Ho chiéu hodc chirng minh nhan dan hoac
thé can cudc cong dan hodc cac gidy to khac
c6 dan anh va thong tin ¢4 nhan do co quan
c6 thAm quyén cp, con gia tri st dung dé
chtrng minh vé nhan than ctia ngudi co yéu
cau dang ky khai sinh;

- Gidy to ching minh noi cu tra dé ching
minh thdm quyén dang ky khai sinh; truong
hop cha, me cua tré di ding ky két hon thi
phai xuét trinh Gidy chting nhan két hon
(trong giai doan Co s¢ dit liéu qudc gia vé
dan cu va Co so dir liéu ho tich dién tu toan
quoc chua duoc xay dung xong va thuc hién
théng nhat trén toan qudc).

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

- T khai ding ky khai sinh theo mau.

- Ban chinh Gidy chung sinh; truong hop
khong c6 Gidy chimg sinh thi ndp van ban
cua nguoi lam chimg xac nhan vé viéc sinh;
neu khong c6 nguoi lam ching thi phai c6
gidy cam doan vé viéc sinh; truong hop khai
sinh cho tré em sinh ra do mang thai hg phai
¢ vin ban x4c nhin cta co s y té da thyuc
hién k¥ thuat ho tro sinh san cho viéc mang
thai hg.

- Vin ban thoa thuan cta cha, me vé viéc
lwra chon quéc tich cho con. Truong hop
cha, me¢ chon quéc tich nudc ngoai cho con
thi van ban théa thuan phai c6 xac nhan ctua
co quan nha nude ¢6 tham quyén ciia nude
ma cha me lya chon quéc tich cho con.

- Ban sao gidy to' chimg minh nhan than,
gidy to chirng minh noi thuong tra ¢ khu
vuc bién gidi cua cong dan nudce lang giéng.
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- Vin ban uy quyén theo quy dinh ctia phap

luat trong truong hop Gy quyén thuc hién X
viéc dang ky khai sinh.
54 | So lwgng ho so: 01 bo
Thoi gian giai quyet ho so: Ngay trong ngay tiép nhan ho so; truong hcrp nhan
5.5 | hdso sau 15 gio ma khong gidi quyét dugc ngay thi tra két qua trong ngay l1am
viée tiép theo.
56 Noi ti’ép nhzfu} va tra ket qua: Nop ho so truc ti€p tai tru sé B phan Tiép nhéan va
' Tra két qua cap xa.
Lé phi: 8.000 dong.
5.7 - Mién 1¢ phi doi vé6i truong hop khai sinh dung han, nguoi thudc gia dinh
c6 cong vai cach mang; nguoi thudc hd ngheo; nguoi khuyet tat.
5.8 | Quy trinh xir ly cong viéc
o Biéu mAu/
TT Trinh tw Trach nhi¢ém | Thoi gian Két qua
Tiép nhan ho so theo quy - Phiéu kiém soét qua
dinh (theo 5.3) va kiém tra trinh ctia ’
ngay toan by ho so, doi BPTN\{TKQ cap xa.
chi€u thong tin trong To Naa - Cac ho so tai muc
khai va tinh hop 1¢ cua trgny 5.3
gidy to trong hd so do ned tigé
nguoi yéu cau ndp, Xuat n%’lfi’l h (%)
trinh. S
-Néu hd so ddy di, hop 1¢, e
nguoi ti€p nhan ho so viet hgpso sau
.| gidy tiép nhan, trong d6 | Cong chuc o
Buwoc A 1 Y ~ | 15gioma
ghi r0 ngay, gido tra két| ti€p nhan va .
1 A3 & A -1 4, . | khong giai
qud; néu hod so chua day | tra két qua wét
dt, hoan thién thi huéng quy
x R Z duoc ngay
dan nguoi ndp ho so bod Y en LA
. .A thi tra ket
sung, hoan thién theo quy ,
co \ A qua trong
dinh; truong hop khong naav 1am
thé bé sung, hoan thién hd V?ég’ i
so ngay thi phai 1ap thanh theo P

vin ban huéng dan, trong
d6 néu rd loai gidy to, noi
dung can b6 sung, hoan
thién, ky, ghi 0 ho, chir
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dém, tén cia nguoi tiép
nhan.

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

Xem xét hd so, néu thiy
thong tin khai sinh day du
va phu hop, cong chuc tu
phap - ho tich bao cao Chu
tich Uy ban nhan déan cip
Xa.

Cong chuc
TP-HT

Truong hop Chu tich Uy
ban nhan dan cép x3 dong
y giai quyét thi ky Gidy
khai sinh cdp cho nguoi
dugc dang ky khai sinh.

Lanh d’ao
UBND cap xa

Buoc

Cong chuc tu phap - hd
tich cap nhat thong tin
khai sinh theo huéng dan
dé 1y SO dinh danh ca
nhan (d6i véi cac dia
phuong da trién khai céap
S6 dinh danh cé nhan khi
dang ky khai sinh), ghi n6i
dung khai sinh vao SO
dang ky khai sinh, cung
nguoi di dang ky khai sinh
ky tén vao So.

Cong chuc
TP-HT
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Bude T{é két qua cho ngudi yéu Cong chirc
5 cau ti€p nhén
va tra két qua
6. BIEU MAU: miu
TT | Ma hiéu Tén biéu mau
1 /l - To khai dang ky khai sinh
7. HO SO LUU

Ho so lwu bao gdm cac tai liéu sau:

1T

Tai liéu trong ho so

1

Cac ho so yéu cau diang ky khai sinh  (kém theo cic ho so nhu muc 5.3)

2

Giay khai sinh

H6 so duoc luu tai UBND cap x4 theo quy dinh cta phéap luét vé luu trir.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh @uri: W

Ho, chit dém, ten NEUOT YEU CAUS ....o.co.vveieeeeeeeeeeee e,
GHAY 1O TUY thAN: @....oieeeeeee ettt ettt st en et
INOT CU T @ittt sttt e et e et st e e et et etestete s e erestenesras
Quan hé vo1 nguot ugce Khai SINh: ...ooeiiiiiiccec e
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

Ho, chir dém, ten:...........cooooviiiiii e

Gidi tinh:.................. Dan toc: ......... QUAC tCH: oo

QUE QUAN: .ottt et re et e st e e s re e re e nteeereennes

Ho, chirdém, téncha: ...
Nam sinh: .................. Dan toc: ........coeevuvnnneee. QUuBC tCh: oo,
NOT CU T @) ettt sttt e st ae st e et e e e
Ho, chir dém, t€n me: ...,

Nam sinh: ......ccccooeeee. Dan toc: ....vvvvvvvvinnn e Quéc tich: .

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

T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cht thich:
() Ghi 18 tén co quan ding ky khai sinh
Vi dy: - Uy ban nhan dan phuong Pién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phé H6 Chi Minh

@ Ghi thong tin vé gidy to tuy than cta nguoi di dang ky, ghi 16 sb, co quan cap,
ngay cap ho chiéu, chirng minh nhan dan hodc gidy to hop 1¢ thay thé

Vi dy: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Nbi cip ngay
20/10/2014.

®) Ghi theo dia chi dang ky thudng tr; 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 tra thi ghi theo dia chi dang sinh séng.

@ Truong hop sinh tai co so v té thi ghi 16 tén co s¢ y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tramy té x3 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Trudng hop sinh ra ngoai co s¢ y té thi ghi dia danh ciia 03 cdp hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Bic Ninh.

304



7. Thi tuc ding ky két hon c6 yéu té nwéc ngoai tai khu vue bién gi6i

QUY TRINH Ma higu: | QT-
UBND CAP XA | Thii tuc ding ky két hon c6 yéu t6 | N9 BH | ....[../
nwéc ngoai tai khu vue bién gioi 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thao Phé duyét
Ho tén
Chir ky
Chirc vu Céng chire TP-HT Lanh d?OXgBND cip
SUA POI TAI LIEU
Yéu cau P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc - s hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH

Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau diang ky két hon co yéu

t0 nudc ngoai tai khu vuc bién gidi.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot sé diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1¢ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:
- Nam tir dd 20 tudi tré 1én, nix tir du 18 tuodi trd 1én;
- Viéc két hon do nam va nit tw nguyén quyét dinh;

- Cac bén khong bi mat nang lyc hanh vi dan suy;
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- Viéc két hon khong thudc mot trong cac trudng hop cam két hon, gom:

+ Két hén gia tao;

+ T4o hon, cudng €p két hon, lira ddi két hon, can trd két hon;

+ Nguodi dang c6 v, c6 chong ma két hon véi nguoi khac hodc chua co

vo, chua c6 chong ma két hon vai ngudi dang c6 chong, ¢é vo;

+ K&t hon gitra nhitng nguoi cung dong mau veé truc h¢; gitra nhitng nguoi
c6 ho trong pham vi ba doi; gitra cha, me¢ nudi véi con nudi; gitta nguoi da ting
la cha, me nudi vdi con nuoi, cha chong véi con dau, me vo véi con 1€, cha

duong voi1 con riéng cua vg, me ké véi con riéng cua chong.

* Nha nuoc khong thiea nhdn hon nhdn giita nhitng nguoi cung gioi tinh.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 tham quyén cap, con X
gia tri st dung dé ching minh vé nhan than cua
ngudi c6 yéu cau ding ky két hon.
- Giay to chimg minh noi cu tri dé xac dinh tham
quyén (trong giai doan Co s¢ dit liéu qudc gia vé dan
cu va Co so dir liéu ho tich dién tir toan quéc chua X
duoc xay dung xong va thuc hién thong nhat trén
toan qudc).
- T& khai dang ky két hon theo mau. Hai bén nam,
nir ¢6 thé khai chung vao mot To khai dang ky két X
hon,
- Gidy t& do co quan c6 tham quyén cua nude lang
giéng cap khong qua 06 thang tinh dén ngay nhan ho X

s0, xac nhan cong dan nudc lang giéng hién tai la
nguoi khong co vo hodc khong c6 chong;
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- Ban sao gidy to chimg minh nhéan than, gidy to
ching minh noi thudong tra & khu vuc bién gidi cua

cong dan nudce lang giéng.

5.4 | So lwong ho so: 01 bd
55 | Thoi gian gidi quyét ho so: 03 ngéy lam VieC(24 gi®). Trudng hop can xac
minh thi thoi han giai quyet khong qua 08 ngay lam viéc(64 gio).
56 Noi tlep nhan va tra két qua: Nop ho so tryc tiép tai tru s Bo phan Tiép nhan va
' Tra két qua cap x4.
5.7 | Lé phi: Mién 1¢ phi.
5.8 | Quy trinh xir ly cong viéc
X Trach N Biéu mau/
TT Trinh ty nhiém Thoi gian Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd ho so, doi soat qua
chiéu thong tin trong Td khai va tinh trinh cua
hop 18 cua gidy to trong hd so do nguoi BPTNVTKQ
yeu cau nop, xudt trinh. cap huyén.
- Néu hd so day du, hop 1€, nguoi tiép - Cac hd so
nhan ho so viét gidy tlep nhan, trong do tai muc 5.3
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan Cong B
nguoi nop hod so bd sung, hoan thién chire tié 08 glo
Buwéc | theo quy dinh; truong hop khong thé bo ha b ghoac ,
1 sung, hoan thién ho so ngay thi phai 1ap liréa?(gta khong. gua
thanh véan ban hudng dan, trong do néu qui 40 gio)

rd loai gidy tO, ndi dung can bd sung,
hoan thién, ky, ghi rd ho, chit dém tén
clia nguoi tiép nhan.

- H6 so sau khi dd duoc huéng didn ma
khong dugc bo sung ddy du, hoan thién
thi ngudi tiép nhan tir chdi tiép nhan hd
s0 va lap van ban tir chdi tiép nhan hd
50, trong d6 ghi 18 1y do tir chéi, ky, ghi
0 ho, chit dém, té€n cua nguodi tiép nhan.
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Buoc

Ngay sau khi tiép nhan du ho so hop 18,
néu thiy du diéu kién két hon theo quy
dinh, cong chuc tu phap - hd tich bao
c4o Chi tich Uy ban nhan dan cap xa.

Truong hop Chu tich Uy ban nhan dan
cap xd dong ¥ giai quyét thi cong chirc
tu phap - ho tich ghi viéc két hon vao S6
dang ky két hon, huéng dan hai bén
nam, nit ky vao Gidy chimg nhan két
hon, cung hai bén nam, nit ky tén vao
S6, Chu tich Uy ban nhan déan cap x4 to
chtic trao Gidy chung nhan két hon cho
hai bén nam, nir.

Cong
chuc TP-
HT

Buoc

Truong hop Chu tich Uy ban nhan dan
cap xa ky Giay chting nhan két hon giao
lai hd so cho Céng chire TP-HT.

Lanh dao
UBND
cap xa

08 gio

Buoc

Cong chuc tu phéap - ho tich ghi viéc két
hén vao S6 ding ky két hon, hudéng din
hai bén nam, nir ky vao Gidy chiung
nhan két hén, cung hai bén nam, nir ky
tén vao SO, Chu tich Uy ban nhan dan
cap x4 t chuic trao Gidy chimg nhan két
hon cho hai bén nam, ntr.

UBND xa

08 gio

Gidy ching
nhan két
hon

6. BIEU MAU: 01 mau

1T

Ma hi¢u Tén bi€éu mau

Il T khai dang ky két hon

7. HO SO LUU

Ho so' lwu bao gdm cac tai liéu sau:

T

Tai liéu trong ho so

1

Céc ho so yéu cau ding ky khai sinh  (kém theo cac ho so nhu myc 5.3)

2

Giay chimg nhan két hon

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phap luat vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phiic

TO KHAI PANG KY KET HON

(1) )

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Qudc tich

Noi cu tra @

Gidy to tiry than®

Két hon lan thir may

Chang t6i cam doan nhimg 10 khai trén ddy 1a dung sy that, viéc két hon cua ching toi 1 tir
nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.
Chung t61 chiu hoan toan trach nhiém trude phép luat vé cam doan cua minh.
Pé nghi Quy co quan dang ky.
ereeeeeeey NQAY thang ............ nam.............. .

Bén nir Bé&n nam
(Ky, ghi 10 ho, chit dém, tén) (Ky, ghi 16 ho, chit dém, tén)
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Chu thich:

(1), (2) Trudng hop lam thi tuc dang ky két hon , thi phai dan dnh cua hai bén nam, nit.

(3) Ghi 16 tén co quan dang ky két hon.

(4) Ghi theo noi dang ky thuong tra, néu khong ¢ noi dang ky thuong tri 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 sbng.

(5) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhén dan hodc gidy to hop 18 thay thé (vi du: Chung
minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/1982).
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8. Thii tuc ding ky nhdn cha, me, con c¢6 yéu té nwée ngoai tai khu vire bién
gioi.

QUY TRINH Ma higu: | QT-
UBND CAP XA Thi tuc ding ky nhin cha, m¢, | Ngay BH | ... l..0
con ¢6 yéu to nwdc ngoai tai khu 20..
vure bién gigi

MUC LUC

SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
7. BIEUMAU

8. HO SO CAN LUU

LA S oA

Trach nhiém Soan thao Phé duyét

Ho tén

Chit ky

L&nh dao UBND cap

Chirc vu Cong chire TP-HT A
SUA POI TAI LIEU
Yéu czflu Trana / ) Lan ban Naav ban
sira d6i/ aN9 7 Mé ta ndi dung sira ddi | hanh/Lan | 92
P Phan lién : o 2R hanh
b0 sung stra doi
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quan viéc
stra doi

9. MUC PiCH

Quy dinh cach thire, trinh ty giai quyét ho so yéu cau dang ky nhan cha, me,
con cd yéu td nudc ngoai tai khu vuc bién gidi.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

11. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chic Tu phap — Ho tich: Cong chue TP-HT

13. NOI DUNG QUY TRINH

Cian cw phap ly:
- Luat HO tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pha quy dinh
chi tiét mot sd diéu va bién phap thi hanh Luat ho tich;
- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
5.1 | dan thi hanh mot sb diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;
- Quyét dinh sb 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché d6 thu, ndp va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

Yéu cau, Piéu kién thwe hién Thi tuc hanh chinh:

5.2
- Bén nhan va bén dugc nhan 1a cha, me, con déu con song.
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- Viéc nhan cha, me, con khong ¢o tranh chap.

- Truong hop nam, nit chung song véi nhau nhu vo chong, khong dang
ky két hon, sinh con, nguoi con song cung voi nguoi cha, khi nguoi cha lam tha
tuc nhan con ma khong lién hé dugc voi ngudi me thi khong can co6 y kién cua

nguoi me trong To khai dang ky nhan cha, me, con.

5.3

Thanh phan hé so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hoic cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan ¢ tham quyén cap, con X
gia tri st dung dé chimg minh vé nhan thin cia
ngudi c6 yéu cau ding ky nhan cha, me, con.
- Giéy td chimg minh noi cu tra dé xac dinh tham
quyén dang ky nhén cha, me, con (trong giai doan
Co s¢ dir liéu quéc gia vé dan cu va Co sé dit liéu X
ho tich dién tir toan quoc chua dugc xay dung xong
va thyc hién thong nhit trén toan qudc).
- Béan sao gidy t0 chimg minh nhéan than, gidy to
chirng minh noi thuong tr & khu vuce bién gidi cua X
cong dan nudc lang giéng.
- To khai dang ky nhan cha, me, con theo mau. X
- Giay to, do vat hodc ching ctr khac ching minh
quan h¢ cha, con hodc quan hé¢ me, con gom:
+ Van ban cta co quan y te co quan giam dinh hoac
co quan khac c6 tham quyén xac nhan quan hé cha
con, quan hé me con.
+ Truong hop khong c6 van ban néu trén thi phai co X

thu tur, phim anh, bang, dia, dd dung, vat dung khac
chimg minh mbi quan hé cha con, quan h¢ me con
va van ban cam doan cta cha, me vé viéc tré em 1a
con chung ctia hai ngudi, c6 it nhat hai nguoi than
thich cua cha, me lam ching.
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5.4 | So lwong ho so: 01 bo
Thoi gian gidi quyét ho so: 07 ngay lam viéc. (56 gio)
5.5 | Trudng hop phai xac minh thi thoi han giai quyét khong qua 12 ngay lam viée
(96 gi0).
56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va
' Tra két qua cip xa.
Lé phl 15.000 dong.
5.7 | Mién 1¢ phi cho nguoi thuge gia dinh cd cOng vabi cach mang; nguoi thudc hd
nghéo; ngudi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
TT Trinh ty I;?é‘ig Thoi gian B;{eé}lt I(;ll?;/
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bo ho so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong hé so do trinh cua
nguoi yéu cau ndp, xuat trlnh dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
hd so. - Cac hd so
- Néu hd so day du, hop 1¢, nguoi tiép tai muc 5.3
nhan hd so viét gidy/phiéu tlep nhan,
trong d6 ghi rd ngdy, gio tra két qua; néu
ho so chua day dii, hoan thién thi huéng A
x NN 2 N cong
dan ngudi ndp ho so bo sung, hoan thién hire tid
Buwéc | theo quy dinh; truong hop khong thé bo ¢ ;IIAC P "
1 | sung, hoan thién ho so ngay thi phai 1ap fhan ya 08 g1
tra két
thanh véan ban hudng dan, trong do néu qui

rd loai gidy tO, ndi dung can bo sung,
hoan thién, ky, ghi r0 ho, chir dém, tén
clia nguoi tiép nhan.

- Néu ho so sau khi di dugc huéng dan
ma khong duoc bo sung day du, hoan
thién thi ngudi tiép nhan tir chi tlep
nhan hd so va 1ap vin ban tir chdi tiép
nhan hd so, trong d6 ghi 13 1y do tir chdi,
ky, ghi r6 ho, chit dém, t€n clia ngudi
tiép nhan.
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Buoc

Kiém tra ho so, niém yét viéc nhan cha,

Cong

2 ) , .
me, con tai tru s& Uy ban nhan dan. chirc TP- | 40 gio
HT (khong
. . . 2 ua 80
Bl;O’C Xem x¢&t ho so, néu thay vi¢c nhan cha, giowg khi
me, con la ding va khong co tranh chép, h(;ong thuc hién
cong chtre tu phap - ho tich bao cdo Cha | © ul-cl'l:r P- xac minh)
tich Uy ban nhan dén cap xa.
Truong hop Chu tich Uy ban nhan dan | Lanh dao
cap x4 ddng ¥ giai quyét thi ky cap Trich UBND
Budc lug dang ky nhan cha, me, con cho cho | cap xa
4 moi bén 01 ban chinh Trich luc dang ky
nhan cha, me, con. .
Tra lai ho so cho cong chirc TPHT. 08 16
| Cong chire tu phép - ho tich ghi vao S6 Con
Budc dang ky nhan cha, me, con, cung cac bén chﬁ:g
5 - ’ A , \ A
dang 1’<y nhan cha, me, con }<y vao So. TPHT
Tra két qua cho nguoi yéu cau
14. BIEU MAU: 01 mau
TT | Mi hiéu Tén bi¢u mau
1 /l - To khai dang ky nhan cha, me, con.

15. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:

T

Tai liéu trong ho so

Céac hod so nhu muc 5.3

Vin ban niém yét tai UBND cap x3

WIN|F-

Trich luc dang ky nhén cha, me, con

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phap luat vé luu trir.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
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TO KHAI PANG KY NHAN CHA, ME, CON

KANR U)o s
Ho, chit dém, t8N NGWOT YEU CAUL .....cccccocooooooiieeeeeeoeeeeeeeoeeeeeeeeeeoe oo oo ee e eeeeeeeeees
Ngay, thAng, NAM SINR: ..o bbb
DAN tOC: ...t Quéc HICH i
INOT CU TP e ee s ee s eeee eeeeee s eeeee s eeeeeee e
GHAY 0 Y ThAN B2 s
Quan hé voi ngudi nhan cha/me/con™ ... ...

Pé nghi Quy co quan cong nhan ngudi c6 tén duoi day:

Lo, cuia nguoi co tén duwoi day:
HO, ChTE GEIM, TEIN: ...ttt ettt ettt ettt etes et et ettt bbbt et et bbbttt s s enan e s

T6i cam doan viéc nhan...........c..cccocvvveeveerennnn. noi trén la dang su that, tw nguyén, khong co
tranh chip va chiu trach nhiém trude phap luat vé cam doan cta minh.

Kinh dé nghi Quy co quan dang ky.
LaAM 1@, ngay .......... thang............ nam............
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Y Kién ciia nguoi hi¢n dang 13 me hodc cha® Y kién ciia ngudi dwgc nhén 1a cha, me,
con®

317



Tai liéu guri kem theo To khai:

Chd thich:

@) Ghi 16 tén co quan ding ky;

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

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay
thé (vi du: Chtirng minh nhan dan sé 001089123 do Coéng an thanh phé Ha Noi cip ngay
20/10/2004);

@ Chi cén thiét trong truong hop nguoi khai khong dong thoi 1a ngudi nhan cha/me/con;

® Chi can thiét trong trudng hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhu:ng mat nang lyc hanh vi dan su, ghi ¥ kién cia nglml 1a cha néu me la nguoi yéu cau, y kién
ngudi me néu cha la nguoi yéu cau (trir truong hop ngudi d6 da chét, mat tich, mat nang lyc hanh
vi dan su hodc han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong truong hop ngudi duoc nhan 1 tré em tir d 9 tudi trg 1én.
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9. Thii tuc ding ky khai tir c6 yéu té nuwée ngoai tai khu vue bién gi6i

QUY TRINH Ma higu: | QT-
UBND CAP XA | Thi tuc diing ky khai tir c6 yéu 6 | N9y BH | ....[../
nwéc ngoai tai khu vue bién gioi 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Cong chire TP-HT Lanh d‘é“’XgBND cip
SUA POI TAI LIEU
Yéu cau P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc - s hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH

Quy dinh cach thtrc, trinh tu giai quyét hd so yéu cau ding ky khai tir c6 yéu

t0 nudc ngoai tai khu vuc bién giodi.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi tran: UBND cap XA.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctiia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1¢ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thuc hién Thii tuc hanh chinh: Khong

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
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mang theo
ban chinh
deé doi chieu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri st dung dé ching minh v& nhén than coa
nguoi c6 yéu cau ding ky khai tu;

- Giéy to chimg minh noi cu tra cudi cling ctia nguoi
chét dé xac dinh tham quyén (trong giai doan Co so
dir liéu qudc gia vé dan cu va Co so dit liéu ho tich
dién tur toan quoc chua dugce xay dung xong va thuc
hién théng nhat trén toan qudc).

- Truong hop khéng xac dinh duoc noi cu tri cubi
cing cua ngudi chét thi xuét trinh gidy to ching
minh noi ngudi d6 chét hoic noi phat hién thi thé
ctia ngudi chét.

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

- To khai dang ky khai tir theo mau;

- Gidy béo tir hoic gidy to thay thé Gidy bao tir do
co quan ¢6 tham quyén cap.

- Van ban uy quyén theo quy dinh ctua phéap luat
trong trudng hop uy quyén thyc hién viéc ding ky
khai tir. Truong hop ngudi duoc uy quyén 1a ong,
ba, cha, me, con, vo, ché)ng, anh, chi, em rudt cua
ngudi Uy quyén thi vin ban uy quyén khong phai
cong chimg, ching thyc, nhung phai co gidy to
chung minh mdi quan hé v6i nguoi Gy quyén.

5.4 | So6 lwong ho so: 01 bd
Thoi gian giai quyét ho so: Ngay trong ngay tiép nhan yéu ciu, truong hop
55 nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay

lam viéc tiép theo. Trudng hop can xac minh thi thoi han giai quyét khong qua

03 ngay lam vigc.
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Noi tiép nhan va tra két qua:

Nop hé so truc tiép tai tru s& B phan Tiép nhan va

50 Tra két qua cap x4.
Lé phi: 8.000 dong;
5.7 - Mién 18 phi ddi véi truong hop diang ky khai tir dung han, ngudi thude
gia dinh ¢6 cdng v4i cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.
5.8 | Quy trinh xir ly cong viéc
. Trach v Biéu mau/
TT Trinh ty nhiém Thoi gian Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd hd so, ddi soat qua
chiéu thong tin trong T khai va tinh trinh cua
hop 18 cta gidy to trong ho so do nguoi BPTNVTKQ
yeu cau nop, Xuat trinh. cap huyén.
- Néu hd so day du, hop 1€, nguoi tiép - Céc ho so
nhan ho so viét gidy tlep nhén, trong d6 tai muc 5.3
ghi 16 ngay, gio tra két qua; néu ho so
chua day di, hoan thién thi huéng dan
nguoi ndp hd so bd sung, hoan thién | Coéng
.| theo quy dinh; trudng hop khong thé bd | chuc tiép
Budc : A : A
1 sung, hoan thién h6 so ngay thi phai 1ap | nhan va
thanh van ban hudng dan, trong do néu | tra ket
rd loai gidy tO, ndi dung can bd sung, qua
hoan thién, ky, ghi r0 ho, chit dém, tén _
clia nguoi tiép nhan. 08 gio
- Néu ho so sau khi dd duoc huéng dan
theo quy dinh ma khong duoc bo sung
day du, hoan thién thi ngudi tiép nhan tir
chdi tiép nhén ho so va lap van ban tir
chéi tiép nhan ho so, trong d6 ghi 13 1y
do tir chéi, ky, ghi rd ho, chit dém, tén
ctia ngudi tiép nhan.
Buoc | gidm tra hd s0, néu thdy thong tin khai | Céng
2 tr diy du va phu hop, soan thao Gidy | chtc TP-
chimg tir theo mau HT
Buée | Truong hop Chu tich Uy ban nhan dan | Lanh dao E}rllc,h ) luc
4 cap xa dong y giai quyét thi ky Trichlyc | UBND at tu
khai tir cip cho nguoi co yéu cau cap xa
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Buge | COng chirc tu phép - ho tich ghi vao S6| Cong
5 dang ky khai tir, cung nguoi di dang ky chuc
khai tir ky tén vao So. TPHT
Tra két qua cho nguoi yéu cau coén g
Buéc chtrc tiép
6 nhan ,
va tra két
qua
6. BIEU MAU: 01 miu
TT | M4 hi¢u Tén biéu miu
1 /l To khai dang ky khai tur

7. HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hé so nhu muc 5.3
2 | Trich luc khai tir
H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luat vé luu trir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI TU

Ho, chit dém, t8N NEUOT YEU CAU: ...ooooocoeoeeeeeeeeseees oo eees e
INOT CU T @) e
GHAY 1O 1Y thAN B) oottt eses et
QuAn hé VOT NEUTT A8 CHEL: .oooooooooeoeeee ettt
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dudi day:

Ho, chit G&m, tE€N: ......cooooveieeeeeeee e, Giditinh: .
Ngay, thang, NAM SINN: ..o
DAN tOC: .o (@ ITe ISR Te) :HAE
NOT CU 1T CUOT CUNE: B oot
GHAY tO Y thANT ©) et
Pa chét vao 10C: oo g0 . phut, ngay .............. thang ... nam ...
INOT CRELL oo oo oot et
NGUYEN NNAN CREL: ..o oo oot

S6 Giay bao ti/ Gidy to thay thé Gidy bao tir: @ ... [ Y

T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap

luat vé cam doan cua minh.

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

Ngudi yéu cau
(Ky, ghi r6 ho, chit dém, tén)
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Cha thich:

@) Ghi 16 tén co quan thuc hién ding ky khai tir.

@ Ghi theo dja chi ding ky thudong tra; néu khong c6 noi ding ky thuong tra thi ghi theo dia chi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo
noi dang sinh séng

®) Ghi thong tin vé gidy to tiiy than nhu: ho chiéu, chirng minh nhan dan hodc gidy to hop 1¢ thay
thé (vi du: Chimg minh nhan dan s 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy béo tir”; néu ghi theo sé Gidy to
thay Gidy bao tir thi ghi 1 tén, s6 gidy to va gach cum tir “Gidy béo tu”.
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10. Thu tuc dang ky giam h¢

QUY TRINH Ma higu: | QT-

Ngay BH | ..... [.0

UBND CAP XA
Thu tuc diang ky giam h¢ 20..

MUC LUC
SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

A A

o N

Trach nhiém Soan thio Phé duyét

Ho tén

Chir ky

Lianh dao UBND cap
xa

Chirc vu Cong chirc TP-HT

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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1. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky giam ho .

2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- B6 luat Dén su.

- Luat ho tich nam 2014;

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

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hd tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh: khong

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
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mang theo
ban chinh
deé doi chieu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri st dung dé ching minh v& nhén than coa
ngudi c6 yéu cau ding ky giam ho.

- Gidy to ching minh noi cu tra dé xac dinh tham
quyén ding ky giam ho (trong giai doan Co s¢ dir
liéu quéc gia vé dan cu va Co s& dit liéu ho tich dién
tir toan quoc chua dugc xdy dung xong va thuc hién
théng nhat trén toan qudc).

- T khai ding ky gidm hé theo mau.

- Van ban cu nguoi gidm ho theo quy dinh cua Bo
luat dan sy d6i véi truong hop diang ky giam ho ci.
- Gidy to ching minh diéu kién giam ho dwong nhién
theo quy dinh cua B9 luat dan su doi vai truong hop
dang ky giam ho duong nhién. Trudng hop c6 nhiéu
nguoi cung du diéu kién 1am giam ho duong nhién
thi nop thém vin ban thoa thuan vé viéc cir mot
nguoi lam gidm hd duong nhién.

- Vin ban uy quyén theo quy dinh cua phéap luat
trong truong hop ty quyén thue hién ding ky giam
ho. Truong hop ngudi duge uy quyén 1a 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi vin ban uy quyén khong phai cong
chtng, chimg thyc, nhung phai c6 gidy to chung
minh mbi quan hé v&i nguoi Gy quyén.

5.4 | So lwong ho so: 01 bd

5.5 | Thoi gian giai quyét ho so: 03 ngay lam viéc.(24 gio)

56 Noi tiép nhan Vﬁ~tr€1 két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va
Tra két qua cap xa.

5.7 | Lé phi: Mién ¢ phi

5.8 | Quy trinh xir ly cong viéc
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TT

Trinh ty

Tréch
nhiém

Thoi gian

Bi€éu mau/
Két qua

Buoc

Tiép nhén ho so theo quy dinh (theo 5.3)
va kiém tra ngay toan bo hd so, xac dinh
tinh hop 1¢ cua gidy to' trong hd so do
ngudi yéu cau ndp, xut trinh; dbi chiéu
thong tin trong To khai véi gidy to trong
hd so.

- Néu ho so day du, hop 1€, nguoi tiép
nhan ho so viét gidy tlep nhan, trong d6
ghi rd ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
nguoi nop h6 so bo sung, hoan thién
theo quy dinh; trudng hop khong thé bd
sung, hoan thién ho so ngay thi phai lap
thanh vén ban hudng dan, trong do néu
rd loai gidy td, ndi dung can bo sung,
hoan thién, ky, ghi r0 ho, chir dém, tén
clia ngudi tiép nhan.

- Ho so dang ky ho tich sau khi da duoc
huéng dan theo quy dinh ma khong
duoc bd sung diy du, hoan thién thi
nguoi tiép nhan tir chéi tiép nhan ho so.
Viée tir chbi tiép nhan ho so phai duogc
thé hién bang van ban, trong d6 ghi 3 1y
do tir chdi, ngudi tiép nhan ky, ghi rd ho,
chir dém, tén.

Cong
chue tiép
nhan va
tra két
qua

08 gio

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hd so
tai muc 5.3

Buwoc

Xem xét ho so, néu thdy yéu cau ding
ky giam ho du diéu kién theo quy dinh
phap luat thi cong chuc tu phap - ho tich
béo cdo Chu tich Uy ban nhan dan cap
Xa.

Cong
chirc TP-
HT

08 gio

Buoc

Truong hop Chu tich ,Uy ban nhan cap
huyén dong y giai quyét thi ky cap Trich
luc dang ky giam ho cho nguoi co yéu
cau

Lanh dao
UBND
cap xa

08 gio

329




Buée | Cong chuc TP-HT ghi vao S6 dang ky | Céng
5 giam ho, cung nguoi di dang ky giam h¢ | chace TP-
ky vao So6 HT
Tra két qua cho ngudi yéu cau cén g
Buéc chtrc tiép
6 nhan ,
va tra két
qua
6. BIEU MAU: 01 mau
TT | Ma hiéu Tén biéu mau
1 /l To khai dang ky gidm ho

7. HO SO LUU
Ho so luu bao gdm cac tai liéu sau:

T

Tai liéu trong ho so

1

Céac héd so nhu muc 5.3

2

Trich luc dang ky giam ho cho ngudi ¢ yéu cau

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luat vé luu trir.
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CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY GIAM HOQ

Ho, chit dém, tén nguwoi YU CAU ... Gioi tinh ...
INOT CU I ) oo
GiAy tO thy thAN: O oo
Pé nghi co' quan ding ky viéc giam hd giira nhirng ngudi c6 tén duwéi day:

Nguwoi giam hg:

HO, Chit d€m, T8N ... Giditinh ......c..ccoooovveean,
Ngay, thang, NAM SINN: ...

DAn tOC: ..o Quéc TICH: e

Nguoi dugc giam ho:

Ho, chit @&m, tEN: ... Gioitinh ...
Ngay, thang, NAM SINN: ...
DANn tOC: oo, Quéc TICH: e
INOT CU T ) e
Gidy khai sinh/Giay tO tly thAN: ...
Ly do dang KY IAM RO ..o
T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap
luét vé cam doan ctia minh.

Lam t@i: ..., ngay ... thang ... nam
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cha thich:

D Ghi r5 tén co quan diang ky giam ho.

@ Ghi theo noi dang ky thuong tra, néu khong ¢ 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.

©) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoic gidy to hop
1¢ thay thé (vi du: Chimng minh nhan dan s6 001089123 do Cong an thanh ph Ha Noi cip ngay
20/10/2014).
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11. Thi tuc ding ky chAm dit giam hd

UBND CAP XA

QUY TRINH

Ma hiéu:

QT-

ho

Thii tuc diing ky cham dirt giam

Ngay BH

..... [...0
20..

MUC LUC

A A

o N

SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chit ky

Chuce vu

Cong chirc TP-HT

Lianh dao UBND cap
xa

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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ho.

1. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky chidm dit giam

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x4, phudng, thij trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- B6 luat Dan su.

- Luat hé tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh sb 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1¢ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thuc hién Thii tuc hanh chinh: Khong

5.3

Thanh phan ho so Ban chinh | Ban sao ¢6
chung thuc
hoac ban
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chup co
mang theo
ban chinh
dé ddi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
ngudi c6 yéu cau ding ky cham dit gidm ho.
Truong hop gui hd so qua hé thong buu chinh thi
phai giri kém theo ban sao co ching thuc gidy to
phai xuét trinh néu trén.

- To khai dang ky cham diit giam ho theo mau.
- Giay to lam can cir cham dut giam ho theo quy dinh
cua B0 luat dan su.

- Vin ban ty quyén theo quy dinh cua phap luat
trong trudng hop uy quyén thuc hién viéc ding ky
cham dot giam ho. Truong hop nguodi dugc uy
quyén 1a 6ng, ba, cha, me, con, vg, chdng, anh, chi,
em rudt cuia ngudi ty quyén thi van ban iy quyén
khong phai cong ching, ching thue, nhung phai 6
gidy to ching minh moéi quan hé vdi ngudi uy

quyen

5.4 | So lwong ho so: 01 bd
5.5 | Thoi gian giai quyét ho so: 02 ngay lam viéc (16 gio)
56 Noi tiép nhin va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va
' Tra két qua cap xa.
5.7 | Lé phi: Mién 1¢ phi.
5.8 | Quy trinh xir ly cong viéc
Trach ‘e e Biéu mau/
TT ] Thoti gian £ X
Trinh tw nhiém g Két qua
Tiép nhén hé so theo quy dinh (theo 5.3) |  Cong - Phiéu kiém
Bué va ki€m tra ngay toan bd ho so, xac dinh | chirc tiep soat qua
l; ¢ | tinh hop 1& cua gidy to trong hd so do | nhan va 04 gio | trinh cua
ngudi yéu cau ndp, xudt trinh; ddi chiéu | tra két BPTNVTKQ
qua cap huyén.
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thong tin trong To khai véi gidy to trong
hé so.

- Néu ho so day du, hop 1¢, ngudi tiép
nhan hd so viét gidy t1ep nhén, trong do
ghi ro ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
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 véan ban hlr(mg dan, trong do néu
ro loai gidy to, ndi dung can bo sung,
hoan thién, ky, ghi rd ho, chir dém, tén
clia nguoi tiép nhan.

- Ho so dang ky ho tich sau khi da dugc
huéng dan theo quy dinh ma khéng
duoc bd sung diy du, hoan thién thi
nguoi tiép nhan tir chdi tiép nhan ho so.
Viéc tir chéi tiép nhan ho so phai dugc
thé hién bang van ban, trong d6 ghi 1 1y
do tir chdi, ngudi tiép nhan ky, ghi ro ho,
chtr dém, tén.

- Céc ho so
tai muc 5.3

Bu6c | em xét hd so, néu thdy du didu kién
2 theo quy dinh phap luat thi du thao Trich Cong N
luc dang ky cham dut giam ho UBND | chac TP- 04 gi0
cap xd bao cao Chu tich Uy ban nhan HT
dan cip xa.
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Buée | capxa dong y giai quyét thi ky cap Trich UBND .
3 luc dang ky cham dat giam ho cho | capxa 04 10
nguodi cd yéu cau va tra lai ho so cho
Cong chuac TP-HT
Buée | COng chitc TP-HT ghi vao SO dang ky |  Cong
4 chdm dut giam hg, cung nguoi di dang | chac TP-
ky Ch’al’l’l dat giam ho ky Vaf) So. HT 04 gics
Buée Tra két qua cho nguo1 yéu cau cong
5 chuec tiép
nhan
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va tra ket
qua

6. BIEU MAU: 01 miu

TT | Mi hiéu ___Tén biéu mhu
1 /] To khai dang ky cham dat giam ho
7. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:

TT ‘ Tai liéu trong ho so
1 | Cac h6 so nhu muc 5’.3
2 | Trich luc dang ky cham dat giam hd.

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luét vé luu trir.

337




CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY CHAM DUT GIAM HO

Kinh guri: @ i,

Ho, chit dém, t&n NGUOT YEU CAU .......co.ovveveeeeieeceeees e
NOT CU T @bt
GiAy t0 tUY thAN: @.ivieiicceeeeeee et
Pé nghi co quan ding ky cham dit viée giam ho giira:

Ngwoi giam ho:

Ho, Chilt A€M, T8N ...eeeeeieieieieeeeeeee e e e e e e e e e Gid1

Ngwoi duwge giam ho:

Ho, chit dém, ten: ......ooeiiiiiiiiiec e Gidi tinh: ..............

Gidy khai sinh/Gidy t thy than: @........cccoovveveieeeeeeeeeese s
Pi dang ky giam ho tai quyen $6: .......coveeeeeeuneee. Y X
Ngay ....... thang ......... nam ......... CUA™ Lo
Ly do cham dirt Viée GIAM Dz .......cooviviiieies e
T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém trudc

phap luat vé cam doan ctia minh.
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:

@) Ghi r6 tén co quan dang ky chim dut giam ho.

@) Ghi theo noi dang ky thuong tri, néu khong c6 noi diang ky thuong tra thi ghi theo noi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trt thi ghi theo
noi dang sinh séng

©) Ghi thong tin vé gidy to tuy than nhu: hé chiéu, chimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chimg minh nhén dan sb 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2014).

) Ghi tén co quan dang ky giam ho trudc day.
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12. Thii tuc thay déi, cai chinh, bo sung hd tich

UBND CAP XA

QUY TRINH

Ma hiéu: | QT-

Thii tuc thay doi, cai chinh, bd

sung ho tich

Ngay BH | ..... [.0
20..

MUC LUC

A A

7.
8.

SUA POI TAI LIEU
MUC PICH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chir ky

Chuce vu

Cong chirc TP-HT

Lianh dao UBND cép
Xa

SUA POI TAI LIEU

Yéu cau
stra doi/
bo sung

Trang/
Phin lién
quan viéc

sira doi

M0 ta nfi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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1. MUC PiCH
Quy dinh céach thirc, trinh tu giai quyét hd so yéu cau thay doi, cai chinh, bd

sung ho tich.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
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chup co
mang theo
ban chinh
dé a6i chiéu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cude cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thAm quyén cap, con
gia tri sit dung dé chimg minh vé nhan than cua
ngudi co yéu cau ding ky thay doi, cai chinh, bd
sung ho tich, xac dinh lai dan tdc.

- Glay t& chirg minh noi cu tri dé xac dinh tham
quyén dang ky trong trudng hop cai chinh, bd sung
ho tich, xac dinh lai dan tdc khong phai tai Uy ban
nhan dan cap huyén noi ding ky ho tich trudc day
(trong giai doan Co s¢ dit liéu qudc gia vé dan cu va
Co s6 dir liéu ho tich dién tir toan qubc chua duoc
xdy dung xong va thyc hién thong nhat trén toan
quéc).

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

- To khai ddng ky thay d6i, cai chinh, bo sung ho
tich, xac dinh lai dan tdc theo mau.

- Gidy to lién quan dén viéc thay doi, cai chinh, bo
sung ho tich.

- Vin ban uy quyén theo quy dinh cua phép luat
trong trudng hop ty quyén thuc hién viéc ding ky
thay déi, cai chinh, bd sung ho tich, xac dinh lai dan
toc. Truong hop nguoi dugc Gy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi vin ban uy quyén khong phai cong
chung, ching thuc, nhung phai c6 gidy to chimg
minh mdi quan hé v6i ngudi uy quyén.

5.4

S6 lwong ho so: 01 bo

9.5

Thoi gian giai quyét ho so:

- 03 ngdy lam viéc (24 gi®)ddi v6i yéu clu thay doi, cai chinh ho tich; truong
hop phai xac minh thi thoi han gidi quyét khong qué 06 ngay lam viéc.

342




- Ngay trong ngay lam viéc d6i véi yéu cau bo sung ho tich, truong hop nhan
ho so sau 15 gio ma khong gidi quyét dugc ngay thi tra két qua trong ngay lam

viéc tiép theo.

Noi tiép nhan va tra két qua: Nop ho so truc tiép tai tru s¢ Bo phan Tiép nhan va

5.6 Tra két qua cip xa.
Lé phi: 15.000 dong.

5.7 | Mién 1& phi cho nguoi thude gia dinh cd cbng vabi cach mang; nguoi thudc hd
nghéo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

TT Trinh tu Ilﬁz Thoi gian Bll(eg:lt 13111?: /
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan bd ho so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong hé so do trinh cua
nguoi yéu cau ndp, xuit trinh; dbi chiéu BPTNVTKQ
thong tin trong To khai véi gidy to trong cap huyén.
h6 so. - Cac ho so
- Néu hd so day du, hop 1€, nguoi tiép tai muc 5.3
nhan ho so viét gidy tlep nhan, trong do
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién | Cong

Buée theo quy dinh; truong hop khong thé bd | chuec tiép
1 sung, hoan thién h6 so ngay thi phai 1ap | nhén va 08 gio

thanh véan ban hudng dan, trong do néu | tra ket
rd loai gidy to, ndi dung can bo sung, qua

hoan thién, ky, ghi r0 ho, chir dém, tén
ctia ngudi tiép nhan.

- Ho so dang ky ho tich sau khi da duoc
huéng dan theo quy dinh ma khéng
duoc bd sung ddy du, hoan thién thi
ngudi tiép nhan tir chéi tiép nhan ho so.
Viéc tir chbi tiép nhan ho so phai duogc
thé hién bang van ban, trong d6 ghi 13 1y
do tir chéi, ngudi tiép nhan ky, ghi o ho,
chtr dém, tén.
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Budc | xom xét hd s0, néu thay viéc thay doi,
2| cai chinh, bd sung ho tich, xac dinh lai
dan toc 1a cé co so, phu hop voi quy Cong
dinh cua phép luat dan sy va phap luat chire TP- | 08 gid
C(:) lién quan, du thao Trich luc thay HT
doi/cai chinh/bd sung ho tich tuong ing
bao cao Chu tich Uy ban nhan dan cép
Xa
Truong hop Chu tich Uy ban nhan dan | Lanh dao Trich 2. luc
Buée | €ap huyén dong y gidi quyet thiky Trich | UBND g}lggh/dbgl/ cal
3 | luc thay d01/ca1 chinh/bo sung ho tich | capxa .
tuong ung cap cho ngudi co yéu cau va sung ho tich.
tra lai hd so cho UBND cép xa.
Cong chuc tu phdp - hd tich ghi ndi
dung thay dbi, cai chinh, bo sung ho tich
vao SO ding ky thay doi, cai chinh, bd
sung hg tich, xac dinh lai dan toc; cung
nguoi yéu cau ky vao SO.
Buée | Truong hop thay di, cai chinh, bd sung | €0Nng .
4 thong tin ho tich lién quan dén Giy khai | chac TP- 08 gio
sinh, Gidy chimg nhan két hon thi cong HT
chure tu phap - ho tich ghi ndi dung thay
d6i, cai chinh ho tich vao Glay khai
sinh, Gidy chting nhan két hon; bo sung
thong tin ho tich vao muyc tuong irmg va
dong dau vao ndi dung bd sung.
Tra két qua cho ngudi yéu cau Cong
Buée chtrc tiép
5 nhan ,
va tra ket
qua
6. BIEU MAU: 01 miu
| TT [ Ma higu | Tén biéu miu

344




I

Td khai dang ky thay doi, cai chinh, bo sung ho tich, xac
dinh lai dan toc

7. HO SO LUU
Hd so Iwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muyc 5.3 7
2 | Trich luc thay d6i/cai chinh/b6 sung ho tich.

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luét vé luu tri.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

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

KINh Uiz B oo

Ho, chit d8m, tN NEWOT YU CAUL ....ooovvvooooeoeoeoeeeee oo sssee e
INOT CU T @)oot
GiAy 1O 1Y ThANT @ e
Quan hé v6i nguoi dé nghi duoc thay ddi, cai chinh, xac dinh lai dan toc, bd sung ho tich: ........ccc.........
PE nghi co' quan dANG KY VIEC () .. oo ceccceeeeesseeseseseeeeeeeee e

cho nguoi cé tén dwdi day

T6i cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhiém trudc phap luat vé cam

doan cuia minh.

Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)
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Y kién cua nguoi dugc thay ddi ho, tén (néu Y kién cua chavame (néu thay ddi ho, chir
nguoi do tir da 9 tudi tré 1€n); xac dinh lai dan dém, tén cho nguoi dudi 18 tuoi)

toc (néu nguoi do tir du 15 tudi dén dudi 18
tudi)

7 I UIE0 UId CIL 4dng Ky UIUOTIE UU; NEU KNONE CO v wung ny wivviig wu wis s tivy wis vis
dang ky tam tra; truong hop khong co noi dang ky thuong tra va noi dang ky tam tru thi ghi theo
noi dang sinh song.

©) Ghi rd thong tin vé gidy to tiry than (s, co quan cap, ngay cip ho chiéu, chimg minh nhan dan
hoic gidy to hop 18 thay thé)

Vi dy: Chimg minh nhan dan sb 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2004.

“) Ghi r6 n6i dung loai viéc dé nghi dang ky

Vi du: thay ddi ho, tén / cai chinh phan khai vé chit dém, nim sinh cua nguoi me
/ x4c dinh lai dan toc / bd sung phan khai vé qudc tich

®) Ghi 15 loai viéc, gidy to ho tich di dang ky trudc day co lién quan.

Vidy:  Da dang ky khai sinh ngay 05 thang 01 nim 2015 tai s6 10, quyén sé 01/2015 cua
UBND xa Ha Hoi, huyén Thuong Tin, thanh ph Ha Noi.

Pi ding ky két hon ngay 15 thang 10 nam 2015 tai s6 155, quyén s6 02/2015 cua
UBND quan Hoan Kiém, thanh phd Ha Noi

Pi dang ky khai tr ngdy 16 thang 10 nim 2015 tai s6 55, quyén s6 01/2015 cia
UBND phuong Niém Nghia, quan Lé Chan, thanh ph Ha Noi.

©) Ghi 16 ndi dung thay dbi, cai chinh, xac dinh lai dan toc.
Vi du: Pugc thay d6i ho, tén tir Nguyén Vian Nam thanh Vi Van Lanh

Puoc cai chinh phén khai vé chit dém, nim sinh cta nguoi me tu: Lé Thi Lan, sinh
ndm 1977, thanh: Lé Thiy Lan, sinh nam 1979

Puoc xac dinh lai dan tdc tir: dan tdc Kinh, thanh: dan toc Tay

Puoc bo sung thong tin vé qubc tich thanh: qudc tich Viét Nam
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13. Thi tuc cip Gidy xac nhan tinh trang hon nhin

QUY TRINH Ma higu: | QT-
UBND CAP XA Thii tuc cdp Gidy x4c nhan tinh Ngay BH | ... .
trang hon nhan 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Céng chire TP-HT Lanh d?OXgBND cip
SUA POI TAI LIEU
Yéu cé“ P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc - s hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH
Quy dinh cach thuc, trinh ty giai quyét hd so yéu cau cip Gidy xac nhan tinh

trang hon nhan.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctiia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hd tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:
Truong hop yéu cau xac nhan tinh trang hon nhan nham muc dich két hon
thi ngudi yéu cau phai dap ung du diéu kién két hon:

- Nam tir &t 20 tudi trd 18n, nit tir du 18 tudi trd 1én;
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- Viéc két hon do nam va nit tw nguyén quyét dinh;

- Khong bi mét nang lyc hanh vi dan su;

- Viéc két hon khong thudc mét trong cac trudng hop cdm két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ Téao hon, cudng ép két hon, lira ddi két hon, can tré két hon;

+ Nguoi dang c6 vo, c6 chong ma két hon véi nguoi khac hodc chua co
vo, chua co chéng ma két hon voi nguoi dang co chéng, cO VO;

+ Két hon giita nhitng ngudi ciing dong mau vé truc hé; gitta nhitng ngudi
c6 ho trong pham vi ba doi; gitra cha, me¢ nudi voi con nudi; gitra nguoi da tung
la cha, me nudi véi con nudi, cha chéng véi con dau, me vo véi con ré, cha
duong vai con riéng cuia vg, me ké v&i con riéng cua chéng;

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

5.3

Thanh phan hé so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu

- H6 chiéu hoac chirg minh nhan dan hoac thé can
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ¢4 nhan doo co quan ¢ thérp quyén cép, con X
gia tri st dung dé chiing minh v€ nhan than cua
ngudi co yéu cau ding ky thay doi, cai chinh, bd
sung ho tich, xac dinh lai dan tdc.

- Giay to chimg minh noi cu tri dé xac dinh tham
quyén dang ky trong trudng hop cai chinh, bd sung
ho tich, xac dinh lai dan toc khong phai tai Uy ban
nhan dan cap huyén noi ding ky h¢ tich trude day
(trong giai doan Co s¢ dir liéu quoc gia vé dan cu va
Co s¢ dir liéu ho tich dién tr toan qudc chua dugc X X
xay dung xong va thuc hién thong nhat trén toan
qude).

Truong hop gui hd so qua hé thdng buu chinh thi
phai giri kém theo ban sao c6 chung thuc cac gidy to
phai xuét trinh néu trén.
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- To khai cip Gidy x4c nhan tinh trang hon nhén theo
mau;

- Truong hop ngudi yéu cau cap Gidy xac nhan tinh
trang hon nhan di c6 vo hodc chong nhung da ly hon
hozc ngudi vo/chong da chét thi phai xudt trinh (ban X
chinh) hoic ndp ban sao gidy td hop 1& dé chung
minh;

- Cong dan Viét Nam da ly hon, huy viéc két hon &
nudc ngoai thi phai ndp ban sao Trich luc ghi chu ly X
hon.

- Trudng hop yéu cau cap lai Gidy xac nhan tinh
trang hon nhan dé str dung vao muc dich két hon véi
nguoi khac v6i ngudi da ghi trong phan muc dich st
dung cua Giéy xac nhan tinh trang hén nhan dugc
cép trudc day hoac do Giéy xac nhan tinh trang hon
nhan d hét thoi han sir dung theo quy dinh thi phai
nop lai Gidy xac nhan tinh trang hon nhan da duoc
cap trudc day.

5.4 | S6 lwong ho so: 01 bd
Thoi gian giai quyét ho so: 03 ngay lam viéc.(24 gid) ,

5.5 | Truong hop phai guri van ban xac minh thi thoi han giai quyét khong qua 06
ngay lam viéc (khong tinh thoi gian gui van ban yéu cau xac minh va thoi gian
gui van ban tra loi két qua xac minh qua h¢ thong buu chinh).

56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

' Tra két qua cap x4.
L¢ phi: 15.000 dong.

5.7 | Mién 1¢ phi cho ngudi thude gia dinh ¢ cong voi cach mang; nguoi thude ho
ngheo; nguoi khuyet tat.

5.8 | Quy trinh xir ly cong viéc

. Trach N Bié}l mau/

TT Trinh tl‘l’ nhiém Thoi gian Két qué,‘
Tiép nhan ho so theo quy dinh (theo 5.3) con - Phiéu kiém
va kiém tra ngay toan bo hé so, x4c dinh chirc t?é soat qua

Budc | tinh hop 1€ cua gidy to' trong ho so do nhan v ép 08 gid trinh cta
1 ngudi yéu cau ndp, xuat trinh; d6i chiéu tra kit & BPTNVTKQ
thong tin trong To khai véi gidy to trong \ cap xa.
h6 so. qua
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- Néu ho so day du, hop 1€, nguoi tiép
nhan ho so viét gidy tlep nhén, trong do
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
ngudi ndp hd so bd sung, hoan thién
theo quy dinh; trudng hop khong thé bd
sung, hoan thién ho so ngay thi phai lap
thanh vén ban hudng dan, trong do néu
rd loai gidy tO, ndi dung can bd sung,
hoan thi¢n, ky, ghi rd ho, chit dém, tén
clia nguoi tiép nhan.

- Ho so dang ky ho tich sau khi da dugc
huéng dan theo quy dinh ma khéng
duoc bd sung diy du, hoan thién thi
nguoi tiép nhan tir chéi tiép nhan ho so.
Viéc tir chdi tiép nhan hd so phai duoc
thé hién bang van ban, trong d6 ghi 1 1y
do tir chdi, ngudi tiép nhan ky, ghi ro ho,
chtr dém, tén.

- Céc ho so
tai muc 5.3

Xem xét ho so, cong chirc tu phap - ho
tich kiém tra, xac minh tinh trang hon
nhan ctia ngudi ¢ yéu cau.

Truong hop ngudi yéu cau xac nhan tinh
trang hon nhan da tung dang ky thuong
tra tai nhiéu noi khac nhau thi nguoi d6
¢6 trach nhiém chting minh vé tinh trang
hon nhan cua minh. Truong hgp nguoi
yéu cau khéng chimg minh duoc thi
cong chuc tu phap - ho tich bdo cao Chu
tich Uy ban nhan déan cap xa c6 vin ban
dé nghi Uy ban nhan dan cap x3 noi
nguoi d6 da tung dang ky thuong tra
tién hanh kiém tra, xdc minh vé tinh
trang hon nhan cua nguoi do.

Trong thoi han 03 ngay lam viée, ké tir
ngay nhan dugc vén ban dé nghi, Uy ban
nhan dan cap x3 dugc yéu cau, tién hanh
kiém tra, xac minh va tra 16i bang vin
ban vé tinh trang hon nhan trong thoi

Cong
chirc TP-
HT

08 gid
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gian thuong tra tai dia phuong cua
ngudi cd yéu cau.

- Néu két qua kiém tra, xdc minh cho
thiy ngudi yéu cau co du diéu kién, viée
cap Gidy xac nhan tinh trang hon nhan
la phu hop quy dinh phap luat thi cong
chtre tu phap - ho tich trinh Chu tich Uy
ban nhan dan ky cap 01 ban Gidy xac
nhén tinh trang hon nhan cho nguoi yéu
cau.

Chu tich Uy ban nhan dan ky cap 01 ban | Lanh dao Gia}y )‘(ac
Budc | Giay xac nhan tinh trang hén nhan cho UBND nhén t11}h
3 nguoi yéu cau va tra lai ho so cho Cong | cap xa trﬁflg hon
chirc TPHT nhan.
Buge | Cong chic tw phép - ho tich ghi ndi| Cong
4 dung vao SO cip gidy xac nhan tinh | chuc TP- 08 gioy
trang hon nhan. HT
Tra két qua cho ngudi yéu cau Cong
Buée chuc tiép
5 nhan
va trd ket
qua
6. BIEU MAU: 01 mau
TT | Mi hiéu Tén bi¢u miu
1 /l To khai cap Giay xac nhén tinh trang hon nhan theo mau

7. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:

T

Tai liéu trong ho so

1

Céac hod so nhu muc 5.3

2

Gidy x4c nhan tinh trang hon nhan.

H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phap lut vé luu tri.
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14. Thu tuc dang Ky lai khai sinh

QUY TRINH Ma higu: | QT-
UBND CAP XA . o Ngay BH | ..... [...l
Thu tuc dang ky lai khai sinh 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Céng chire TP-HT Lanh d?OXgBND cip
SUA POI TAI LIEU
Yéu cé“ P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc o 2 Xe hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH
Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky lai khai sinh .
2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B Tu phap hudng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh:

- Viéc khai sinh di duoc dang kY tai co quan c6 thaim quyén cta Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh déu
bi mét.

- Ngudi c6 yéu cau con song tai thoi diém yéu cau dang ky lai.
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5.3

Thanh phan hd so

Ban
chinh

Ban sao co
chirng thuc
hoac ban
chup c6
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cép, con
gia tri sit dung dé chimg minh vé nhan than cta
nguoi c¢o yéu cau ding ky lai khai sinh;

- Giéy to chimg minh noi cu tri dé xac dinh tham
quyén dang ky lai khai sinh (trong giai doan Co s¢
dir liéu quoc gia vé dan cu va Co sd dit liéu ho tich
dién tur toan quoc chua dugc xay dung xong va thuc
hién thong nhét trén toan qudc).

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

- T& khai ding ky lai khai sinh theo mau, trong d6
c6 cam doan ctia ngudi yéu cau vé viéc da dang ky
khai sinh nhung khong luu gitt duoc ban chinh Giay
khai sinh.

- Ban sao toan bo ho so, gidy to ctia ngudi yéu cu
hodc ho so, gidy to, tai li¢u khac trong do c6 thong
tin lién quan dén nd1 dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén
cua Viét Nam cap (ban sao dugc cong chimg, chiing
thuc hop 1€, ban sao dugc cap tu S6 dang ky khai
sinh).

+ Ban chinh hodc ban sao gidy td c6 gid tri thay thé
Giay khai sinh dugc cap trudc nam 1945 ¢ mién Bac
va trudec nam 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong cé gidy to trén
thi gidy to do co quan c6 tham quyén cua Viét Nam
cap hop 1€ sau day la co s& dé xac dinh ndi dung
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dang ky lai khai sinh: Gidy chimg minh nhan dan,
Thé can cudc cong dan hoac HO chiéu; S6 ho khau,
S6 tam tra, gidy to chimg minh vé noi cu tra; Bang
tdt nghiép, Giéy chimg nhan, Ching chi, Hoc ba, HO
so hoc tap do co quan dao tao, quan 1y gido duc cé
thAm quyén cip hodc xac nhan; Gidy to khac c6
thong tin vé ho, chit dém, tén, ngay, thang, nam sinh
clia c4 nhan; Gidy t& chimg minh quan hé cha con,
me con.

Ngudi yéu cau ding ky khai sinh c6 trach nhiém nop
day du ban sao cac gidy to néu trén (néu cd) va phai
cam doan dd nop du cac gidy to minh c6. Trudng
hop nguoi yéu cau ding ky khai sinh cam doan
khong dtng sy that, cd ¥ chi ndp ban sao gidy to co
loi dé dang ky khai sinh thi viéc ding ky khai sinh
khong co gia tri phép 1y.

- Truong hop nguoi yéu cau ding ky lai khai sinh 13
can bo, cong churc, vién chirc, nguoi dang cong tac
trong luc lugng vii trang thi phai c6 van ban xac
nhan ctia Thi trudng co quan, don vi vé viéc nhiing
ndi dung khai sinh ctia ngudi do gém ho, chir dém,
tén; gidi tinh; ngay, thang, ndm sinh; dan toc; quéc
tich; qué quéan; quan hé cha - con, me - con phu hop
v6i ho so do co quan, don vi dang quan 1y.

- Vin ban Gy quyén theo quy dinh ctia phap luat
trong trudng hop ty quyén thuc hién viéc ding ky
lai khai sinh. Truong hop ngudi dugc Gy quyén 1a
ong, ba, cha, me, con, vo, chéng, anh, chi, em rudt
clia ngudi iy quyén thi vin ban iy quyén khong phai
cong chimg, ching thuc, nhung phai c6 gidy to
chung minh mbi quan hé v&i nguoi Gy quyén.

5.4 | S6 lwong ho so: 01 bo
Thoi gian giai quyét ho so: 05 ngdy lam viée (40 gio).
5.5 | Truonghop phai c van 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 g
van ban tra 161 két qua xac minh qua h¢ thong buu chinh).
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5.6

Noi tiép nhan va tra két qua:
Tra két qua cap xa.

Nop hé so truc tiép tai tru s& B phan Tiép nhan va

5.7

Lé phi: 8.000 dong.

Mién 1¢& phi cho nguoi thugce gia dinh 6 cong vei cach mang; nguoi thude

ho nghéo; ngudi khuyét tat.

5.8

Quy trinh xir ly cong viéc

TT

Trinh ty

Tréch
nhiém

Thoi gian

Biéu mau/
Két qua

Buoc

Tiép nhén ho so theo quy dinh (theo 5.3)
va kiém tra ngay toan bo hd so, xac dinh
tinh hop 1¢ cua gidy to trong ho so do
nguoi yéu cau ndp, xuat trinh; d6i chiéu
thong tin trong To khai véi gidy to trong
h6 so.

- Néu ho so day du, hop 1€, nguoi tiép
nhan ho so viét gidy tlep nhén, trong do
ghi rd ngay, gio tra két qua; néu ho so
chua day di, hoan thién thi huéng dan
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 vin ban huéng dan, trong d6 néu
rd loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi r0 ho, chit dém, tén
clia ngudi tiép nhan.

- Ho so sau khi d3 duoc hudéng dan theo
quy dinh ma khong duoc bod sung day
du, hoan thién thi ngudi tiép nhan tir
chéi tiép nhan ho so. Viéc tir chdi tiép
nhéan ho so phai duoc thé hién bﬁng van
ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chit dém, tén.

Cong
chtrc tiép
nhan va
tra két
qua

08 gioy

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hé so
tai muc 5.3

Buwoc

Kiém tra va du thao van ban xac minh

Cong
churc TP-
HT

2.1

Truong hop viée dang ky lai khai sinh
duogc thyc hién tai Uy ban nhan dan cap

UBND
hoac So

24 gi0
(hodc 88
gio)
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xa khong phai noi dang ky khai sinh | Tu phap
trude day thi cong chic tu phadp — hd | noi ding
tich béo cdo Chu tich Uy ban nhan dan | ky khai
cap Xd c6 van ban dé nghi Uy ban nhan sinh
dan cap xd noi dang ky khai sinh trude | trude day
day kiém tra, xc minh vé viéc luu giir
sO ho tich.
Uy ban nhan dén noi da dang ky khai | Uy ban
sinh trudc day tién hanh kiém tra, xac | nhan dan
9 o | minh va tra 161 bang vin ban vé viéccon | noi da
luu gitt hoac khong luu gitr duoc s6 ho | dang ky
tich. khai sinh
trude day
Sau nhan dugc két qua xac minh vé viéc
khong con luu giit dugc s6 ho tich tai
noi da dang ky khai sinh, néu thay viéc | Cong
2.3 | dang ky lai khai sinh chinh xac, dang | chac TP-
quy dinh phap luat, cong chure tu phap - HT
ho tich bao cao Chu tich ﬁy ban nhan
dan cap xa.
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Budc | dong v giai quyét thi ky cap Gidy khai | UBND
3 sinh cho nguoi ¢6 yéu cdu va tra lai hd | cip x4
so cho Cong chuc TPHT.
| Cong chirc tu phap - ho tich ghi ndi con
Budc | dung khai sinh vao S6 ding ky khai he g
4 | sinh, ciing ngudi di dang ky lai khai sinh | v 08 gio
;N QA TPHT
ky vao S6
Tra két qua cho nguoi yéu cau C(A)ng’
Buéc chuec tiép
5 nhan ,
va tra ket
qua

6. BIEU MAU: 01 mau
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T

M3 hiéu

Tén biéu mau

I

To khai dang ky lai khai sinh

7. HO SO LUU
Hd so Iwu bao gdm cac tai liéu sau:

TT ‘ Tai liéu trong ho so
1 Cég ho6 so nhu muc 5.3
2 | Giady khai sinh

H6 so duogc luu tai UBND cap xi theo quy dinh ctia phap luat vé luu trit.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Ho, chit dém, t8N NEUOT YEU CAUS ...ooccccooeeoeeeeseeeeeeseees oo sesses e
GHAY O Y thANT oo e oo

INOT CU U)o
Quan hé v nguoi Guc Khai SINN: ...
Pé nghi co’ quan diing Kky lai khai sinh cho nguoi ¢6 tén duéi day:

HQ, CRIF A@IMN, TRIN: ...

Ho, chir dém, tén nguoi me:

Ho, chir dém, tén nguwoicha: ...
Nam sinh:®..........ccccccccccc.. Dan toc........... QUAC HCR: .o

N OT CU ) e e e e e oo
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T6i cam doan nhitng ndi dung khai trén day la dting su that va chiu trach nhiém trude phap
luét vé viéc cam doan ctia minh.
Lamtai: ........................ , NQAy ........... thang ......... nam .............

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

Chd thich:

() Ghi 1 tén co quan dé nghi thuc hién viéc dang ky lai khai sinh

@ Ghi 6 thong tin vé gidy to tiiy than cua nguoi di dang ky (sb, co quan cép, ngay
cap ho chiéu, chirng minh nhan dan hodc gidy to hop 1é thay thé)

Vi dy: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay
20/10/2004.

®) Ghi theo dia chi dang ky thudng tr; néu khong c6 noi dang ky thuong tra thi ghi
theo dia chi dang ky tam tra; truong hop khong c6 noi1 dang ky thuong tra va noi dang ky
tam trd thi ghi theo dia chi dang sinh séng.

™) Truong hop sinh tai co s¢ y té thi ghi 1 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha No1
- Tram y té x4 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

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

Vi du: xa Binh Bang, huyén Tur Son, tinh Béc Ninh.
®) Ghi rd ngdy, thang, nim sinh cta cha, me.

®) Ghi tén co quan d thuc hién viéc dang ky khai sinh truéc ddy, sd, ngay, thang,
nam cép Gidy khai sinh trudc ddy (néu c6 ban sao Gidy khai sinh).
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15. Thi tuc ding ky khai sinh cho nguwoi di c6é hd so, gidy to ca nhan

QUY TRINH

Ma hiéu: | QT-

UBND CAP XA Thi tuc dang ky khai sinh cho Ngay BH | ... .
nguoi da co ho so, giay to ca nhan 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thao Phé duyét
Ho tén
Chir ky
Chirc vu Cong chirc TP-HT Lanh dangBND cip
SUA POI TAI LIEU
Yéu cau P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc : - s hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH
Quy dinh céch thirc, trinh tu giai quyét hd so yéu cau ding ky khai sinh cho

nguoi da c6 ho so, gidy to ca nhan.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- bPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.

- Cong chure Tu phap — HO tich: Cong chirc TP-HT
5. NOIDUNG QUY TRINH

5.1

Cin cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phii quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, ndp va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

Cong dan Vi¢t Nam cu tra trong nudc, sinh trudc ngay 01/01/2016, chua
duoc dang ky khai sinh, c6 ho so, gidy td ¢4 nhan (ban chinh hodc ban sao dugc
chung thuc hop 1¢) nhu: giéy to tuy than; S6 ho khau; Sb tam tri; giéy to khac
do co quan nha nudc c6 tham quyén cia Viét Nam cép.
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5.3

Thanh phan hd so

Ban
chinh

Ban sao co
chirng thuc
hoac ban
chup c6
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cép, con
gia tri sit dung dé chimg minh vé nhan than cta
nguodi ¢ yéu cau diang ky khai sinh (gidy to tuy
than).

- Gidy to ching minh noi cu tra dé xac dinh tham
quyén dang ky khai sinh (trong giai doan Co s¢ dit
lidu qudc gia vé& dan cu va Co s dit lidu ho tich dién
tur toan quoc chua duge xay dung xong va thuc hién
théng nhat trén toan qudc).

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

- To khai dang ky khai sinh theo mau.

- Vin ban cam doan vé viéc chua duoc dang ky khai
sinh.

- Ban sao toan bo hé so, gidy to ciia ngudi yéu cau
hodc ho so, gidy to, tai liéu khac trong d6 co thong
tin lién quan dén ndi dung khai sinh, gdm: Gidy
ching minh nhén dan, The can cudc cong dan hodc
Ho chleu S6 ho khau, S6 tam tra, gidy to chung
minh vé noi cu tri; Bang tot nghiép, Gidy chung
nhan, Chung chi, Hoc ba, Ho so hoc tap do co quan
dao tao, quan ly giao duc c6 tham quyén cap hoic
xéac nhan; Gidy to khac c6 thong tin vé ho, chit dém,
tén, ngay, thang, nam sinh cua cd nhan; Glay to
chirng minh quan hé cha con, me con.

- Truong hop nguoi yéu cau diang ky khai sinh 1a can
bd, cong chirc, vién chure, nguoi dang cong tac trong
luc luong vii trang thi phai ¢6 van ban xac nhan ctia
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Thu trudng co quan, don vi vé viéc nhimg ndi dung
khai sinh cua nguoi dé gém ho, chit dém, tén; gidi
tinh; ngay, thang, nam sinh; dan tdc; quéc tich; qué
quan; quan hé cha - con, me - con phu hop voi hd so
do co quan, don vi gTang quan ly.

- Véan ban uy quyén theo quy dinh cua phap luat
trong trudng hop uy quyén thuc hién viéc ding ky
khai sinh. Truong hop nguoi duoc uy quyén 1a ong,
ba, cha, me, con, vo, ché)ng, anh, chi, em rudt cua X
ngudi Uy quyén thi vin ban uy quyén khong phai
cong chimg, ching thuc, nhung phai c6 gidy to
chtrng minh méi quan hé v6i ngudi ty quyén.

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyét ho so: 05 ngay lam viéc (40 gio). )

5.5 | Truong hop phai cé van ban xac minh thi thoi han giai quyét khong qua 13 ngay
lam viéc (khong tinh thoi gian gui van ban y€u cau xac minh va thoi gian gui
van ban tra 10i két qua xac minh qua hé thong buu chinh.

56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

' Tra két qua cap x4.
Lé phi: 8.000 dong.

5.7 Mién 1€ phi cho ngudi thude gia dinh ¢ cdng véi cach mang; nguoi thude
hd nghéo; nguoi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

5 Biéu mau/

TT ‘ Trach | Thei gian | hpr Mo

Trinh tw nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
va kiém tra ngay toan by hé so, xac dinh soat qua
tinh hop 1¢ cua gidy to trong ho so do trinh cua
ngudi yéu cau ndp, xuat trinh; dbi chiéu BPTNVTKQ
thong tin trong To khai voi gidy to trong Cong cap huyén.
Buée ho so. chitrc tiép - Cac ho so
1 - Néu hd so day du, hop 1¢, nguoi tiép | nhan va 04 gi6 | tai muc 5.3

nhan ho so viét gidy tlep nhén, trong do | tra két
ghi 16 ngay, gio tra két qua; néu ho so qua

chua day du, hoan thién thi huéng dan
ngudi ndp h6 so bo sung, hoan thién
theo quy dinh; truong hop khong thé bo
sung, hoan thién hd so ngay thi phai lap
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thanh véan ban hu’ong dan, trong do néu
16 loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi rd ho, chir dém, tén
ctia ngudi tiép nhan.

- Hd so sau khi da dugc huéng dan theo
quy dinh ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan hd so. Viéc tir chdi tiép
nhan hod so phai duoc thé hién bﬁng van
ban, trong d6 ghi 14 1y do tir chdi, nguoi
tiép nhan ky, ghi 0 ho, chit dém, tén.

Buoc | gidm trava du thao vin ban dé nghi Uy
2 ban nhan dan cép xanoi cu tra trudc day | Cong
cua nguoi yéu cau dang ky lai khai sinh | chac TP-
dé kiém tra, xdc minh vé viéc dang ky HT
khai sinh va viéc luu gitr s6 ho tich
Uy ban nhan dan cip xa noi ngudi yéu 20 gio
cau ding ky khai sinh cu tr trudc diy | Uy ban
tién hanh kiém tra, xac minh va tra 1oi | nhan dan
2.1 | bang vin ban vé viéc nguoi yéu cau da | cip x4
dugc dang ky khai sinh hay chua dugc | noi cu tra
dang ky khai sinh; viéc con luu gitr hoac | trude day
khong luu gitr dugc s6 ho tich
Sau khi nhan duogc két qua xac minh,
néu thay ho so dang ky khai sinh 1a ddy | C6ng
2.2 | @u, chinh xac, dung quy dinh phap luat, | chac TP- 08 gio
cong chure tu phap - ho tich bao cao Chu HT
tich Uy ban nhan déan cap xa
Buée | TTuong hop Chu tich Uy ban nhan dan | Lanh dao
3 dong y giai quyét thi ky Gidy khai sinh | UBND
va trd lai ho so cho cong chiuc TPHT cap xa _
08 gid
Buge | cong chie TPHT ghi n6i dung khai sinh | Cong
4 | vao So6 dang ky khai sinh, cung ngudi di churc
dang ky khai sinh ky tén vao So6 TPHT
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Tra két qua cho ngudi yéu cau cong
Buée chuc tiép

5 nhan ,
va tra két

qua
6. BIEU MAU: 01 miu
TT | Ma hiéu Tén biéu mau
1 /l To khai dang ky khai sinh

7. HO SO LUU
Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Giay khai sinh
H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phéap luét vé luu trir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

Kinh @uri: W

Ho, chir dém, té€n NEWOT YEU CAU: .....ooooviiiiiiiiiiiiie e

GiAy Oty thAN: @ittt ettt

Quan h€ vai nguoi dugc Khai SINN: ..o

Pé nghi co’ quan ding ky khai sinh cho ngwoi duwéi day:

Ho, chif d@m, tRI: ..o
Ngay, thang, ndm sinh: ...........cccooeiiiiiininnns ghi bang chili........oovveeeeeeeeeeeeeeens
NoOi sinh: B
Gidi tinh:.............coee. Dan toc: ..ocovvvieieieees e, QUAC HCH: oo
QUE QUAN: .ottt bbbt et bbb e b

Ho, chir dém, tén n@uwdi me: ...
Nam sinh®: oo DAN tOC: wvvevereeeeeene. Qudc tich: oo,
NOT CU T @) ettt ettt ettt e sttt e et e e e e
Ho, chitr dém, tén nguwdi cha: ...
Nam sinh®: ..o DAN tOC: v QUAC tCR: oo,
NOT CU I @) Lot

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

To6i chiu hoan toan trach nhi¢m trudce phap luat vé ndi dung cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
() Ghi 1 tén co quan dé nghi thuc hién viéc dang ky khai sinh

@ Ghi r6 thong tin vé gidy to tiiy than ctia nguoi di dang ky (ghi s6, co quan cap, ngdy cap
ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé)

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

®) Ghi theo dia chi dang ky thuong tra; néu khong c¢6 noi dang ky thuong tri thi ghi theo
dia chi dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam
tra thi ghi theo dia chi dang sinh song.

) Truong hop sinh tai co s¢ y té thi ghi 1 tén co sé y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san Ha No1
- Tram y té x4 Pinh Bang, huyén Tl Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s& y té thi ghi dia danh cta 03 cap hanh chinh (xa, huyén,
tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tur Son, tinh Béc Ninh.

®) Ghi 16 ngay, thang, nim sinh cta cha, me.
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16. Thi tuc diing ky lai két hon

QUY TRINH Ma higu: | QT-
UBND CAP XA . Ngay BH | ..... [...l
Thu tuc dang ky lai két hon 20..
MUC LUC
1. SUA POI TAI LIEU
2. MUC bicH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEUMAU
8. HO SO CANLUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chirc vu Céng chire TP-HT Lanh d?OXgBND cip
SUA POI TAI LIEU
Yéu cé“ P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc o 2 Xe hanh
bo sung aRe stra doi
stra doi
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1. MUC PiCH
Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky lai két hon .
2. PHAM VI AP DUNG

Ap dung cho c4 nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chirc Tu phap — Ho tich: Cong chue TP-HT

5. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cia B Tu phap huéng
dan thi hanh mot s diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché db thu, ndp va quan 1y 1€ phi ho tich trén
dia ban tinh An Giang.

5.2

Yéu ciu, Diéu kién thwe hién Thii tuc hanh chinh:

- Viéc két hon di duge dang ky tai co quan c6 thdm quyén cta Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy chimg nhan
két hon déu bi mét;
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- Nguoi yéu cau ding ky lai két hon con song vao thoi diém yéu cau dang
ky lai két hon.

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé dbi chiéu
- Ho chiéu hodc chtimg minh nhan dan hoic thé cin
cudc cong dan hodc cac gidy to khac co dan anh va
thong tin ¢4 nhan do co quan c6 tham quyén cap, con X
gia tri sir dung dé ching minh vé nhan than cua ca
hai bén ¢ yéu cau dang ky lai két hon.
- Glay to chimg minh noi cu tri dé xac dinh tham
quyén trong truong hop viéc dang ky lai két hon thuc
hién tai Uy ban nhan dan cap xa khong phai 1a not
dang ky két hon trude day (trong giai doan Co so dir X
liu quédc gia vé dan cu va Co so dit liéu ho tich dién
tur toan quoc chua duge xay dyng xong va thyc hién
thng nhat trén toan quoc)
- To khai dang ky lai két hon theo mau; X
- Ban sao Gidy ching nhan két hon dugc cap trude
day. Néu khong co ban sao Gidy chirg nhan két hon «
thi ndp ban sao hd so, gidy to ca nhin cé cac thong
tin lién quan dén noi dung dang ky két hon.

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyét ho so: 05 ngay lam viéc (40 gio).

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

56 Noi tiép nhan va tra két qua: Nop ho so truc tiép tai tru s& B phan Tiép nhan va

' Tra két qua cap xa.

- Lé phi: 30.000 dong.

Mién 1& phi cho nguoi thude gia dinh c6 cong véi cach mang; ngudi thudc
h¢ ngheo; ngudi khuyet tat.
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5.8

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Thaoi gian

Bi€éu mau/
Keét qua

Tiép nhén ho so theo quy dinh (theo 5.3)
va kiém tra ngay toan by hd so, xac dinh
tinh hop 1¢ cua gidy to' trong hd so do
ngudi yéu cau ndp, xut trinh; dbi chiéu
thong tin trong To khai véi gidy to trong
hd so.

- Néu ho so day du, hop 1€, nguoi tiép
nhan ho so viét gidy tlep nhén, trong do
ghi 16 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
nguoi ndp ho so bd sung, hoan thién
theo quy dinh; trudng hop khong thé bd
sung, hoan thién ho so ngay thi phai lap
thanh vén ban hudng dan, trong do néu
rd loai gidy td, ndi dung can bo sung,
hoan thién, ky, ghi r0 ho, chir dém, tén
clia ngudi tiép nhan.

- Hd so sau khi da duoc huéng dan theo
quy dinh ma khong dugc bd sung diy
du, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan hod so. Viéc tir chdi tiép
nhan ho so phai dugc thé hién bﬁng van
ban, trong d6 ghi rd 1y do tir chdi, nguoi
tiép nhan ky, ghi rd ho, chir dém, tén.

Cong
chuc tiép
nhan va
tra két
qua

08 gio

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hd so
tai muc 5.3

Kiém tra, xac minh ho so.

Truong hop viéc dang ky lai két hon
thuc hién tai Uy ban nhan dan cép xa
khong phai noi da ding ky két hon trude
day thi cong chuc tu phap - ho tich bao
c4o Chu tich Uy ban nhan dan ¢ vin
ban dé nghi Uy ban nhin dan noi ding
ky két hon trude day kiém tra, xac minh
vé viée luu gift s6 ho tich tai dia phuong.

Cong
churc TP-
HT

16 gio
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Trong thoi han 05 ngay lam viéc, ké tir | Uy ban
ngay nhan duoc van ban dé nghi, Uy ban | nhan dan
21 | nhan dan noi da dang ky két hon trude | noi dang 08 gio
day tién hanh kiém tra, xac minh va tra | Ky keét
101 bang vin ban vé viéc con luu giit | hon trude
hodac khong Iuu gitr dugc s6 ho tich day
Sau khi nhan duoc két qua xac minh vé
viéc khong con luu gitr dugce s6 ho tich
tai noi da dang ky két hon, néu thay hd
2.2 |so day du, chinh xac, dung quy dinh U;BNE)
phap luat thi cong churc tu phap - ho tich cap xa
bao cao Chu tich Uy ban nhan dan cép
Xa.
Truong hop Chu tich Uy ban nhan dan | Lanh dao
Buée | €ap xa dong y giai quyet thi ky 02 Gidy UBND
3 ching nhén két hon cap cho ngudi cd | céap xa
yéu cau va tra lai ho so cho Cong chirc
TPHT.
- 08 gio
Cong chic TPHT ghi viéc két hon vao
S6 dang ky két hon, cung hai bén nam,
Buée ntt ky tén yélo So; hai bén nam, nit cung
4 ky vao Giay chirng nhan két hon.
Chu tich Uy ban nhan dan cdp xi to
chtic trao Gidy chung nhan két hon cho
hai bén nam, nir.
Cong
Buée ’ ‘ chtrc tiép
5 Tra két qua cho nguodi yéu cau nhéan
va tra ket
qua
6. BIEU MAU: 01 mau
TT | M hi¢u Tén biéu miu
1 Il T khai dang ky lai két hon
7. HO SO LUU
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Hd so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Gidy ching nhan két hon

H6 so duogc luu tai UBND cap x4 theo quy dinh ctia phap luat vé luu trir.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY LAI KET HON

KINh GOz W

Ho, chit dém, tén NGWOT YU CAU ....c.cvevreevceceeeeeeee e
GIAY 1O Y thAN: ...t
NOT CU T @it

Pé nghi co quan ding ky lai két hon theo ndi dung dudéi day:

Ho, chir dém, t€N CTUA V@i .....cooiiiiiiiiiie e e sae s
Ngay, thang, nd3m SINh: ...
DaAn tOC: wovvveeiiieeeeeeee e QUAC CR: oo

NOT CU T oot e e et e e e e e et e et e e e eeeeeee e seeee e e e aaes

Ho, chit dém, tén clia ChONE: ...,
Ngay, thang, NAM SINN: ....ccoooiiiiii e

DAN EOC: cevreeeeeeeeeeeeeeeeeeee e eeeeeeeeeeeeereeeeees QUAC CH: i

Ly do @Ang KY 1AL ..o

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

luat vé cam doan ctia minh.

Lamtai: ......................... , NQAY ........... thang ......... nam .............
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cha thich:
D Ghi 15 tén co quan dang ky lai két hon
@ Ghi theo dia chi ding ky thuong tra; néu khong cé noi ding ky thudng tra thi ghi theo
dia chi dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trdi thi
ghi theo noi dang sinh song.
®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hoic glay to hop
1¢ thay thé (vi du: Chimg minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cip ngay
20/10/2004).
“) Ghi r& tén co quan d ding ky két hon trudc day.
®) Chi khai trong truong hop biét rd.
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17. Thu tuc dang ky lai khai ti

UBND CAP XA

QUY TRINH

Ma hiéu: | QT-

Thu tuc dang Ky lai khai tir

Ngay BH | .. [

20..

MUC LUC

LA T o

7.
8.

SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

Trach nhiém Soan thio

Phé duyét

Ho tén

Chir ky

Chirc vu Cong chirc TP-HT

Lanh dao UBND cap
xa

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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9. MUC PiCH
Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky lai khai tir .
10. PHAM VI AP DUNG

Ap dung cho c4 nhan va cic co quan c6 lién quan dén qui trinh giai quyét thu
tuc hanh chinh.

11. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
C4c van ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan x3, phudng, thi trin: UBND cép x4.
- Cong chure Tu phap — Ho tich: Cong chirc TP-HT

13. NOI DUNG QUY TRINH

Cian cw phap ly:

- Luat HO tich nam 2014;

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

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
5.1 | dan thi hanh mot sb diéu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 43/2017/QD-UBND ngay 01/8/2017 ctia Uy ban nhan dan
tinh An Giang quy dinh muc thu, ché do thu, nop va quan 1y 1€ phi hg tich trén
dia ban tinh An Giang.

Yéu cau, Piéu kién thwe hién Thi tuc hanh chinh:

5.2 Viéc khai tir da duoc déng ky tai co quan c6 thim quyén Cﬁ?, Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay chung tir
déu bi mat.
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5.3

Thanh phan hd so

Ban
chinh

Ban sao co
chirng thuc
hoac ban
chup c6
mang theo
ban chinh
dé dbi chiéu

- Ho chiéu hodc chting minh nhan dan hoic thé can
cudc cong dan hoic cac gidy to khac c6 dan anh va
thong tin ¢4 nhan do co quan c6 thim quyén cép, con
gia tri sit dung dé chimg minh vé nhan than cta
nguoi ¢6 yéu cau dang ky lai khai i,

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

- T khai ding ky lai khai tir theo mau;

- Ban sao Gidy chimg tir trude ddy duoge cap hop 1é.
Néu khong c6 ban sao Gidy chtng tir trude day duoc
cap hop 1é thi ndp ban sao hd so, gidy to lién quan
c6 nd1 dung chiing minh sy kién chét.

- Vin ban Gy quyén theo quy dinh ctia phap luat
trong trudng hop ty quyén thuc hién viéc ding ky
lai khai tir. Trudong hop ngudi dugc ty quyén 1a 6ng,
ba, cha, me, con, vo, chéng, anh, chi, em rudt cua
nguoi Uy quyén thi vin ban uy quyén khong phai
cong chung, ching thuc, nhung phai co gidy to
ching minh mbi quan hé voi nguoi iy quyeén.

5.4

S6 lwong ho so: 01 bo

9.5

Thoi gian gidi quyét ho so: 05 ngay lam viéc (40 gio).

Truong hop phai tién hanh xac minh thi thoi han khong qué 10 ngay lam viéc

(80 glo)

5.6

Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

Tra két qua cap x4.

5.7

Lé phi: 8.000 dong.

Mién 1¢& phi cho nguoi thugce gia dinh 6 cong voi cach mang; nguoi thuge

ho nghéo; ngudi khuyét tat.
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5.8

Quy trinh xir ly cong viéc

TT

Trinh tw

Tréach
nhiém

Thaoi gian

Bi€éu mau/
Keét qua

Buoc

Tiép nhén ho so theo quy dinh (theo 5.3)
va kiém tra ngay toan bo hd so, x4c dinh
tinh hop 1¢ cua gidy to trong héd so do
ngudi yéu cau ndp, xut trinh; dbi chiéu
thong tin trong To khai véi gidy to trong
hd so.

- Néu ho so day du, hop 1¢, ngudi tiép
nhan ho so viét gidy tlep nhén, trong do
ghi 0 ngay, gio tra két qua; néu ho so
chua day du, hoan thién thi huéng dan
nguoi ndp hd so bd sung, hoan thién
theo quy dinh; trudng hop khéng thé bd
sung, hoan thién ho so ngay thi phai lap
thanh vén ban hudng dan, trong do néu
rd loai gidy td, ndi dung can bo sung,
hoan thién, ky, ghi r0 ho, chir dém, tén
clia ngudi tiép nhan.

- H6 so dang ky lai khai ttr sau khi da
duoc huéng dan theo quy dinh ma
khong dugc bo sung ddy du, hoan thién
thi ngudi tiép nhan tir chdi tiép nhan hd
s0. Viéc tir chéi tiép nhan ho so phai
dugc thé hién bang van ban, trong d6 ghi
15 1y do tir chdi, ngudi tiép nhan ky, ghi
r0 ho, chir dém, tén.

Cong
chirc tiép
nhan va
tra két
qua

08 gioy

- Phiéu kiém
soat qua
trinh cua
BPTNVTKQ
cap huyén.

- Céc hd so
tai muc 5.3

Buoc

Xem xét ho so, néu thdy thong tin khai
tir day d va phu hop, cong chire tu phap
- ho tich bao cao Chu tich Uy ban nhan
dan cap xa.

Chuyén
Vién

24 gi0
(khéng
qua 64 gid
khi thyc
hién xac
minh)

Buwoc

Truong hop Chu tich Uy ban nhan dan
cap xi dong y giai quyét thi ky Trich luc

Lanh dao
UBND
cap xa

08 gid
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khai tir va tra lai hd so cho UBND cép

Xad.

Cong chirc tu phap - ho tich ghi vao S6

Budc
4 | dang ky khai tir, cung nguoi di dang ky E:JQB I\)LE:
khai tir ky vio S P
Cong
Buée ’ ‘ chuc tiép
5 Tra két qua cho nguodi yéu cau nhén
va tra két
qua
14. BIEU MAU: 01 mau
TT | Mi hiéu Tén bi¢u mau
1 /] To khai dang ky lai khai tur

15. HO SO LUU

Ho so lwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Trich luc khai tur
H6 so duoc luu tai UBND cap x4 theo quy dinh ctia phap luat vé luu tri.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY LAI KHAI TU

KANH U W et

Ho, chit dém, t8N NEUOT YEU CAU: ...oooooceeoeeeeeeeeeeeseees oo e et
INOT CU T @) e
GHAY 1O 1Y thAN B) oottt s
QuAn hé VOT NEUTT A8 CHEL: .oooooooeeeeeee et
Pé nghi co’ quan ding ky lai khai tir cho ngudi c6 tén dwoi day:

Ho, chit G&m, tE€N: ......co.oovieeeee e Giditinh: .o
Ngay, thang, NAM SINN: ...
DAN tOC: .o (@ ITe ISR Te) :HAE
NOT CU 1T CUOT CUNE: B oot
GHAY tO Y thANT ©) et
Pa chét vao 10C: oo g0 . phut, ngay .............. thang ... nam ...
INOT CRELL oo oo oot et
NGUYEN NNAN CREL: ..o oo oot

S6 Giay bao ti/ Gidy to thay thé Gidy bao tir: @ ... [ Y

D3 ding ky khai tir tai: © ngay ......... thang .......... nam ...
Theo Trich Tuc khai trr s6: © ..o
Ly do @Ang KY 125 ..o

T61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhi¢m trudc phap

luat vé cam doan cta minh.

Lam t@i: ..o, ngay ... thang ... nam
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Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Cha thich:
() Ghi 16 tén co quan thuc hién ding ky lai khai tir.

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

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chirmg minh nhan dan hodc gidy to hop 1€ thay
thé (vi du: Chimg minh nhan dan s 001089123 do Céng an thanh phd Ha Noi cap ngay
20/10/2004).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy béo tir”; néu ghi theo sé Gidy to
thay Gidy bao tir thi ghi 1 tén, s6 gidy to va gach cum tir “Gidy béo tu”.
®) Ghi 5 tén co quan di dang ky khai tir trudc day.
®) Chi khai trong truong hop biét rd.
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18. Thii tuc cip ban sao trich luc hd tich

QUY TRINH Ma higu: | QT-
UBND cép xa Thii tuc cap bén sao trich luc hd Ngay BH | ... /...120.
tich
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCcH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEUMAU
8. HO SO CAN LUU
Trach nhiém Soan thao Phé duyét
Ho tén
Chir ky
Chirc vy Céng chire TP-HT | LAnh dao LBND cap
SUA POI TAI LIEU
Yéu cé“ Trang / 2 Lén ban Ngay ban
sira dbi/ 'aN9 7| Mo ta ndi dung sira déi | hanh /Lan |92
P Phan lién o e hanh
b0 sung stra doi
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quan viéc
stra doi

9. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau cap cip ban sao trich luc

ho tich.

10. PHAM VI AP DUNG
Ap dung cho ¢4 nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.
- Uy ban nhén dan xa, phudng, thi train: UBND cép x4.

- Cong chure Tu phap — HY tich: Cong chire TP-HT
13. NOI DUNG QUY TRINH

5.1

Cian cw phap ly:

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia B6 Tu phap hudng
dan thi hanh mot s diéu ctia Luat ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot s6 diéu va bién phép thi
hanh Luat ho tich;

+ Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh maec thu, ché do6 thu, nop, quan ly va sir dung phi khai thac, sur dung théng
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

tin trong co s¢ dit liéu ho tich, phi xég nhan c¢6 Quéc tich Viét Nam, phi xéac
nhan 1a nguoi goc Viét Nam, Ié phi quoc tich.

5.2

Yéu cau, Piéu kién thyc hién Thi tuc hanh chinh: Khéng

5.3

Thanh phan ho so Ban Ban sao ¢6 chirng
chinh thuc hoac ban chup
c6 mang theo ban
chinh dé doi chiéu

- Ho chiéu hodc ching minh nhan dan
hoic thé cin cude cong dan hodc cac gidy
to khac c6 dan anh va thong tin ca nhan do
co quan c6 tham quyén cap, con gia trj sir X
dung dé chting minh vé nhan thin cua
ngudi cd yéu cau cap ban sao trich luc hd
tich.

- To khai cﬁp ban sao trich luc ho tich theo
mau ddi véi trudng hop ngudi yéu cau 1a X
ca nhan.

- Vin ban yéu cau cp ban sao trich luc ho
tich néu 16 1y do trong truong hop nguoi X
yéu cau 1a co quan, to chirc.

- Vin ban uy quyén theo quy dinh cua
phap luat trong trudng hop ty quyén thuc
hién yéu cau cép ban sao trich luc ho tich.
Trudng hop nguoi duge uy quyén 13 éng,
ba, cha, me, con, vo, chéng, anh, chi, em X
rudt ciia ngudi iy quyén thi van ban ty
quyén khong phai cong chimg, chimg
thuc, nhung phai cé gidy to ching minh
mdi quan hé véi ngudi uy quyén.

5.4

S6 lwong ho so: 01 bo
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Thoi gian giai quyét hd so: Ngay trong ngdy tiép nhan ho so; trudng hop nhan

5.5 | hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am
viéc tiép theo.
Noi tiép nhén va tra két qua: Nop ho so tryc tiép tai tru s& Trung tim Phuc vu
Hanh chinh cong tinh An Giang hodc qua dich vy buu chinh.
- Ngudi cé yéu cau cép ban sao trich luc hd tich truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién yéu cau cap ban sao trich luc ho tich;

5.6 . . . .
- Nguoi thue hién yé€u cau cap ban sao trich luc ho tich co6 thé truc ti€p nop ho
SO; CO quan, td chire ¢6 yéu cau cép ban sao trich luc ho tich co thé truc tiép gui
van ban yéu cau tai Co quan quan 1y co so dit liéu ho tich c6 tham quyén hodc
giri ho so, van ban yéu cau qua hé théng buu chinh.
Lé phi: 8.000 dong/ban sao trich luc/su kién ho tich da dang ky.

5.7 Mién 1& phi cho ngudi thudc gia dinh c6 cong v6i cach mang; ngudi thude
ho nghéo; ngudi khuyét tat.

5.8 | Quy trinh xir ly cong viéc

. Trach N Biéu miu/

TT Trinh tu’ nhiém Thoti gian Két quﬁ
Tiép nhan, kiém tra day du - Phiéu kiém soat qua
ho so theo quy dinh (theo Cone chite trinh cua

Buwéc | 5.3) tir Trung tam Phuc vu | .o g SMUC BPTNVTKQ cAp
X PR tiép nhan va o
1 hanh chinh cong 1Ay huyén
tra két qua A :
- Cac ho so tai muc
5.3
B‘;"’c Cin ctr vio Co s6 dit ligu

ho tich dé soan thao: 08 gio

- Néu c6 thong tin thi soan
thdo noi dung ban sao trich | Cong churc
luc ho tich TPHT

- Khong c6 théng tin thi
thong bao bang vin ban cho
ngudi yéu cau.
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Lanh dao UBND cép xd| Lanh dao Ban sao trieh luc ho
Buéc | pha duyét vin ban tra két| UBND cAp tich Hodc Vén ban
g x thong bao khong co
3 | qua va va tra lai hd so cho Xa ghA 1ong
Cong chirc TPHT thong tin.
Budc | Lyu hd so va giri tra két | Cong chirc
4 |qua TPHT
14. BIEU MAU: 01 miu
TT | Ma hiéu Tén biéu miu
1 |/ To khai cip ban sao trich luc ho tich

15. HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | HO so tai muc 5.3
2 | Ban sao gidy to ho tich
H6 so duoc luu tai UBND cap x4 theo quy dinh phap luat vé luu trit.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phic

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

KINh @O W e

Ho, chit dém, t&Nn NGUOT YEU CAUS .......ccccoooiiieeeoeoeeeeeeeeeeeeeeeeeec s
INOT CU T @) e

GiAy tO tUY ThANT @)oo

Quan h¢ vo1 nguoi duogc cap ban sao Trich luc hd tich: ..o,

Pé nghi co quan cap ban sao trich TCH ...
cho nguoi cé tén duoi day:

Ho, chit dém, t&€n: ..o, Gio1 tinh: .

DAn tOC: oo Quéc tich: oo,

N OT CU T oo,

S6 dinh danh €& NNAN (NEU CO): ..ovvvvveeeeseeeeeeeeeeeeee oo seeee e
DA dAng K ta1:0) e

391



T61 cam doan nhitng ndi dung khai trén day 1a dting su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.
Lam tai: ..o, ,ngay .....thang ... nam.....

Nguwoi yéu cau
(ky va ghi ro ho, chir dém, tén)

Chd thich:

() Ghi tén co quan dé nghi thyc hién viée cip ban sao Trich luc ho tich

() Ghi theo dia chi diang ky thuong tr; néu khong ¢ 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
tra thi ghi theo dia chi dang noi sinh song.

®) Ghi rd thong tin vé gidy to tiiy than (s, co quan cip, ngay cap ho chiéu, ching minh
nhan dan hoic gidy to hop 18 thay thé)

Vi dy: Ching minh nhan dan s6 0010891235 do Cong an Ha Noi cap ngay
20/10/2004;
H6 chiéu s6 N1233567 do Cuc Lanh sy, B6 Ngoai giao cip ngay 22/12/2015
Ho chiéu sb 545379017 do co quan c6 tham quyén Hoa Ky cap ngay 11/02/2016.
“) Ghi r5 loai viéc ho tich di dang ky trude day, nay dé nghi cip ban sao Trich luc ho tich
Vi du: Khai sinh / Két hon / Khai tir / Cai chinh h tich
(5) Ghi 10 tén co quan da dang ky ho tich trude day.
Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Dinh, thanh pho Ha Noi
Uy ban nhan dan quan Hoan Kién, thanh phd Ha Noi
S¢ Tu phép tinh Hoa Binh
(6) Ghi r5 loai gidy to ho tich da duoc cap trude day (chi khai néu biét rd).
Vi du: Gidy khai sinh / Gidy ching nhan két hon
Trich luc khai tir / Trich luc thay d6i ho tich
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I1. LINH VUC CHUNG THU'C

1. Thi tuc cap ban sao tir s6 goc

UBND cép xi

QUY TRINH

Ma hiéu:

QT-

Thi tuc cap ban sao tir s6 goc

Ngay BH

..... [...0
20..

MUC LUC

A O A

o N

SUA POI TAI LIEU

MUC PICH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chit ky

Chirc vu

Cong chire tuw
phap

Lanh dao UBND
cap xa

SUA POI TAI LIEU

Yéu cau
stra doi/
bo sung

Trang/
Phin lién
quan viéc

stra doi

Mo ta nfi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh

393




9. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau cap ban sao tir sd goc.

10. PHAM VI AP DUNG

Ap dung cho ¢4 nhan va cac co quan co lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuin qubc gia TCVN ISO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién 1anh dao
- HTQLCL: Hé thong quan 1y chat luong

- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

Can cw phap ly:

5.1 | +Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cip ban sao
tu ban chinh, chirng thuc chit ky va ching thuc hgp dong, giao dich
5.2 | Yéu cau, Piéu kién thyuc hién Thii tuc hanh chinh: Phai c6 s6 goc
5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi
chiéu
Chting minh nhan dan hoac hd chiéu con gia tri su X
dung.
Truong hop ngudi yéu cau 1a nguoi dai dién theo
phap luat, nguoi dai dién theo uy quyén cua ca nhan,
t6 chirc duoc cap ban chinh; cha, me, con; vo, chong; X

anh, chi, em rudt; nguoi thura ké khac ctia nguoi dugc
cap ban chinh trong truong hop nguoi do da chét thi
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phai xuat trinh gidy to chimg minh quan hé véi ngudi
dugc cap ban chinh

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so. Trong ngay cO quan, t6 chu’c tlep nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tlep nhan yéu cau sau 15 gio. Trong
5.5 | trudng hop yéu cau cip ban sao tir sb goc dugc gui qua buu dién thi thoi han
dugc thuc hi¢n ngay sau khi co quan, t6 chirc nhan du ho so hop I¢ theo d4u buu
di€n dén.
56 Noi tlep nhan va tra két qua: Nop ho so tryc tiép tai tru s6 Bo phan Tiép nhan va
' Tra két qua cip huyén.
5.7 | Lé phi: Khong
5.8 | Quy trinh xir ly cong viéc
A Biéu mau/
TT ‘ Trach | Thyigian | Dhg o
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
Bute chic 16
1 nhan va
tra két
qua
Budc | can cir vao s6 gdc dé cap ban sao cho
2 nguoi yéu cau; noi dung ban sao phai ghi | [ 3nh dao
theo diing nd1 dung da ghi trong s6 goc. | UBND
Trong truong hgp khong tim thdy sO CﬁH xa
goc hodc trong s6 goc khong co thong ((:,0“9 08 gioy
tin vé noi dung yéu cau cap ban sao thi CI}UC tu’
co quan, to chirc dang luu gitr s6 gdc ¢6 phapﬂglup
trach nhiém tra 161 bang van ban cho | Viéc)
nguoi yéu cau.
Tra két qua cho ngudi yéu cau Cong o
Buée chuc tiép Ghi s0 tiép
3 nhan nhén va tra
va tra két két qua
qua

14. BIEU MAU: Khéong
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15. HO SO LUU:

Ho so luu bao gdm cac tai li¢u sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3
2 | Ban sao cap tu s6 goc

H6 so duogc luu tai UBND cap x4 theo quy dinh ctia phap luat vé luu trix.

396



2. Thii tuc chirng thwe bén sao tir ban chinh gidy to, vin ban do co quan t6 chirc
c6 tham quyen cia Viét Nam cap hoac ching nhan

QUY TRINH Maé hi¢u: | QT-
i B Thi tuc chimg thwe bian sao tir | Ngay BH | ..... /....120.
UBND CAP XA ban chinh giay to, van ban do co
quan to chirc c6 tham quyén cua
Viét Nam cap hodac chirng nhin
MUC LUC
1. SUA POI TAI LIEU
2. MUC PbiCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
Chi Cong chirce tu Lanh dao UBND
we vu 4 X ~
) phap cap xa
SUA POI TAI LIEU
Yéu czj'“ P-[ngnnlgié/n 2 Lin ban Ngay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
X quan viéc : . R, hanh
bo sung »  aRs stra doi
stra doi
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9. MUC PiCH

Quy dinh céch thirc, trinh tu giai quyet hd so yéu cau chu’ng thuc ban sao tir ban
chinh gidy to, vin ban do co quan to chic c6 thim quyén cua Viét Nam cap hodc
chung nhén.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan quéc gia TCVN ISO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quén 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa

13. NOI DUNG QUY TRINH

Can cw phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht1 vé cap ban sao
tir ban chinh, chung thyc chir ky va chimg thuc hgp dong, giao dich;

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi

5.1 | tiét va huéng dan thi hanh mot so diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thyc chir ky va
chimg thuc h(;)'p dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

Yéu ciu, Piéu kién thwe hién Thi tuc hanh chinh: Ban chinh gidy to, vin
ban can chimg thuc.

Ban chinh gidy to, vin ban khéng dugc dung 1am co sé dé chimg thuc ban sao:

5.2 | + Ban chinh bj tay x06a, sira chita, thém, bot ndi dung khong hop 18.

+ Ban chinh b1 hu héng, cii nat, khong xac dinh dugc ndi dung.
+ Ban chinh dong ddu mat cta co quan, t chic c6 thim quyén hodc khong dong
dau mat nhung ghi rd khong duoc sao chup.
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+ Ban chinh c6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich st ciia dan
toc Viét Nam; xic pham danh dy, nhan phé\m, uy tin cua ca nhan, t6 chire; vi
pham quyén cong dan.

+ Gidy to, van ban do c4 nhan ty 1ap nhung khong ¢ x4c nhan va dong dau cua
co quan, td chtrc ¢ tham quyén.

5.3

Thanh phin hd so Ban Béan sao co
chinh | chirng thuc
hoac ban
chup ¢6
mang theo
ban chinh
dé doi
chiéu

Ban chinh gidy to, vin ban lam co s& dé chung thuc
ban sao va ban sao can chimg thuc. Truong hop
nguoi yéu cau chimg thuc chi xuét trinh ban chinh
thi co quan, to chuc tién hanh chup tir ban chinh dé
thue hién chimg thyc, trir trudng hop co quan, to
chtrc khong c6 phuong tién dé chup. Ban sao, chup
tir ban chinh dé thuc hién chtng thuc phai c6 day du
cac trang da ghi thong tin ctiia ban chinh.

5.4

S0 lwgng ho so: 01 bo

5.5

Thoi gian giai quyet ho so: Trong ngay €O quan, to chuc tlep nhan yeu cau
hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Dbi véi
truong hop cung mot luc yéu cau _chung thyc ban sao tu nhiéu loai ban chinh
gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s lwong nhiéu ban sao; noi
dung gidy to, van ban phe tap kho kiém tra, d6i chiéu ma co quan, t6 chirc thyc
hién chung thyc khong thé dap ing duoc thoi han quy dinh néu trén thi thoi han
ching thyc duge keo dai thém khong qua 02 (hat) ngay 1am viée hodc co thé dai
hon theo thoa thuan bang vin ban voi nguoi yéu cau chung thuc. Truong hop
tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy
dinh thi ngudi tiép nhan ho so phai ¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chimg thuc.

5.6

Noi tiép nhan va tra két qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va
Tra két qua cap xa.
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Lé phi: : 2.000 dong/trang; tir trang thir 3 trg 1&n thu 1.000 dong/trang, toi da

5.7 | thu khéng qua 200.000 dong/ban. Trang 14 cin ctr dé thu phi duoc tinh theo
trang cua ban chinh.
5.8 | Quy trinh xir ly cong viéc
; Biéu miu/
TT ‘ Trach | Thyigian | Chg o
Trinh tw nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
Budc chu;c t1ep
1 nhan va
tra ket
qua
BUoc | idm tra ban chinh, déi chiéu voi ban
2 sao, néu ndi dung bg"m sao dung vo1 ban
chinh. Ban chinh giay to, van ban khong
thugc cac truong hop ban chinh gidy to,
van ban khong dugc dung lam co s dé
ching thuc ban sao thi thuc hién ching
thuc nhu sau:
* Gh‘i day dﬁll(‘)’i chiing xchl'rng thuc ban Lanh dao
sao tir ban chinh theo mau quy dinh; UBND .
* Ky, ghi 6 ho tén, dong dau cua co | cip xa 08 gi
quan, to chuc thuc hién chimg thuc va| (Cong
ghi vao s6 ching thuc. chtre tu
Péi véi ban sao c6 tir 02 (hai) trang tro phapﬂgIUp
1€n thi ghi 101 chung vao trang cuoi, néu viéc)
ban sao co tir 02 (hai) tO tr¢ 1€n thi phai
dong dau giép lai.
Modi ban sao duoc chimg thyc tir mét ban
chinh giay to, van ban hodc nhiéu ban
sao dugc chung thyc tr mot ban chinh
gidy to, van ban trong cung mdt thoi
diém duogc ghi mot s6 chiing thyec.
Buée Tra két qua cho nguoi yéu cau cén g G}?} sO ‘tltél?
3 chtrc tiép n E.lP va qra
nhan két qua
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va tra ket
qua

14. BIEU MAU: Khéng
15. HO SO LU'U : Khéng
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3. Thii tuc chirng thuc ban sao tir ban chinh gidy to, viin ban do co quan, to
chirc ¢6 thim quyén ciia nwéc ngoai; co’ quan, té chirc c6 thaim quyén ciia Viét
Nam lién két véi co quan, td chirc c6 thAm quyén ciia nwée ngoai cap hoic
chirng nhin

QUY TRINH Ma higu: | QT-
Thi tuc chimg thwe ban sao tir | Ngay BH | ..... l..0
ban chinh giay to, van ban do co 20..

i . quan, to chirc c6 tham quyén cua
UBND CAP XA nwoc ngoal, o’ quan, to chirc c6
thim quyén ciia Vlet Nam lién két
v0i co quan, td chirc co tham
quyén ciia nwéc ngoai cip hoic
chirng nhin

MUC LUC

SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

I A e

o N

Trach nhiém Soan thio Phé duyét

Ho tén

Chir ky

Cong churc tu Lanh dao UBND

Chire va phap cap xa
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SUA POI TAI LIEU

sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | oo
Z quan vige ) . 2. hanh
bo sung ~  aXs stra doi
stra doi
1. MUC PICH

Quy dinh cach thirc, trinh ty giai quyet hd so yéu cau chlmg thuc ban sao tur ban
chinh glay to, van ban do co quan, t6 chuc co tham quyén cua nudc ngoal co quan,
t6 chirc ¢ tham quyen ctia Viét Nam lién két véi co quan, to chirc c6 tham quyén
cua nudc ngoai cap hodc ching nhan.

2. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

3. TAI LIEU VIEN DAN
Tiéu chuan quéc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
4. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quén 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.

5. NOI DUNG QUY TRINH

Cin cir phap ly:
+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cap ban sao
tir ban chinh, chung thyc chir ky va chimg thuc hop dong, giao dich;
+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 caa Bo Tu phap quy dinh chi
5.1 | tiét va huéng dan thi hanh mét s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 caa Chinh phu vé cap ban sao tir ban chinh, chimg thuc chir ky va
ching thuc hop déng, giao dich;
+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
mirc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc.
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Yéu ciu, Piéu kién thwe hién Thi tuc hanh chinh: Ban chinh gidy to, vin
ban can chung thuc.

Ban chinh gidy to, vin ban khéng duge dung 1am co s& dé chimg thuc ban sao:
+ Ban chinh bj tay x6a, stra chira, thém, b6t ndi dung khong hop 18.

+ Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong ddu mt cia co quan, t chire c6 thaim quyén hodc khong dong

52 | d4u mat nhung ghi 16 khong duoc sao chup.
+ Ban chinh c6 nd1 dung trai phép luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché do x4 hoi chu nghia Viét Nam; xuyén tac lich sir ciia dan
toc Viét Nam; xic pham danh dy, nhan phé\m, uy tin cua ca nhan, t6 churc; vi
pham quyén cong dan.
+ Gidy t0, van ban do c4 nhan tu 1ap nhung khong c6 xac nhan va dong dau cua
co quan, t6 chtrc c6 tham quyén.
5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup ¢6
mang theo
ban chinh
dé doi
chiéu
Ban chinh gidy td, van ban 1am co s¢ dé ching thyc
ban sao va ban sao can chung thuc. Trudng hop
ngudi yéu cau chimg thuc chi xuat trinh ban chinh
thi co quan, to chuc tién hanh chup tir ban chinh dé X
thuc hién ching thuc, trir truong hop co quan, to
chtrc khong c6 phuong tién dé chup. Ban sao, chup
tir ban chinh dé thuc hién chtng thuc phai c6 day du
cac trang da ghi thong tin ctia ban chinh.
5.4 | So lwong ho so: 01 bo
Thoi gian giai quyét ho so: Trong ngay co quan, t6 chire tiép nhan yéu cau
. hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Dbi véi

truong hop cung mét luc yéu cau _chung thyc ban sao tu nhiéu loai ban chinh
gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s lwong nhiéu ban sao; noi
dung gidy 0, van ban phirc tap kho kiém tra, ddi chiéu ma co quan, t6 chirc thyc
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hién chimg thuc khong thé dap img dugc thoi han quy dinh néu trén thi thoi han
ching thuc dugc keo dai thém khong qua 02 (hai) ngay 1am viéc hodc c6 thé dai
hon theo thoa thuan bang vin ban voi nguoi yéu cau ching thue. Truong hop
tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy
dinh thi ngudi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gid, ngdy) tra
két qua cho ngudi yéu cau chimg thyc.

Noi tiép nhan va tra két qua: Nop ho so truc tiép tai tru s¢ Bo phan Tiép nhan va

5.6 Tra két qua cip huyén.
L phi: : 2.000 dong/trang; tir trang thr 3 trg 1én thu 1.000 dong/trang, toi da
5.7 | thu khong qua 200.000 dong/ban. Trang la can ctr dé thu phi dwgc tinh theo
trang cua ban chinh.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyigian | Do o
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
Budéc chu’Ac tle‘p
1 nhan va
tra két
qua
Buo¢ | Kiém tra ban chinh, déi chiéu véi ban
2 sao, néu ndi dung ban sao dung voi ban
chinh. Ban chinh gidy to, van ban khong
thugc cac truong hop ban chinh gidy to,
van ban khong duoc dung lam co s& dé
ching thuc ban sao thi thyc hién chung | Lanh dao 08 oic
thyc nhu sau: UBND £10
* Ghi day du 10i ching chung thue ban Cari xa
sao tur ban chinh theo mau quy dinh; (Cong
— A " , 4 ) chuc tu
Ky, gh1 r0 ho tén, dong dau cua co haD qil
quan, to ghl'rc thuc hién chimg thuc va P V?ég) P
ghi vao s6 chirng thuc. ‘
Déi véi ban sao c6 tir 02 (hai) trang tro
1én thi ghi 161 chung vao trang cudi, néu
ban sao c6 tir 02 (hat) to tro 1€n thi phai
dong dau giap lai.
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Mbi ban sao dugc ching thuc tir mot ban
chinh gidy to, van ban hodc nhiéu ban
sao dugc chung thuc tor mét ban chinh
gidy tO, vin ban trong cing mot thoi
diém duoc ghi mot $6 ching thuec.

Tra két qua cho nguoi yéu cau

Cong
chue tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

6. BIEU MAU: Khong
7. HO SO LUU : Khéng
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4. Thii tuc chirng thye chir ky trong cac gidy to, viin ban (ap dung cho ca truwong
hop chirng thuc diém chi va trwomg hgp nguwoi yéu cau chirng thuc khong thé
ky, khong thé diém chi dwgc)

UBND CAP XA

QUY TRINH

Ma hiéu: | QT-

Thu tuc chirng thuc chir ky trong
cac gidy to, vin ban (ap dung cho
ca truong hop chieng thue diém
chi va trudong hop ngudi yéu ciu
chirng thwe khong thé ky, khong
thé diém chi dwoc)

Ngay BH | ..... [.0
20..

MUC LUC

o N & Ok b

SUA POI TAI LIEU
MUC PiCH
PHAM VI
TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
. BIEU MAU
. HO SO CAN LUU

Trach nhiém Soan thao

Phé duyét

Ho tén

Chit ky

Chure vu

Cong chure tuw
phap

Lanh dao UBND
cap xa
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SUA POI TAI LIEU

Yeéu cau PIlguinlgié/n Lan ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lan | o0
Z quan vige ) . 2. hanh
bo sung ~  aXs stra doi
stra doi
9. MUC PICH

Quy dinh cach thire, trinh tu giai quyét hd so yéu cau ching thue chir ky trong céc
glay t0, van ban (ap dung cho ca truong hgp ching thuc diém chi va truong hop
ngudi yéu cau ching thue khong thé ky, khong thé diém chi duoc).

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cap ban sao
tir ban chinh, ching thyc chir ky va chimg thuc hgp dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctua Bo Tu phéap quy dinh chi
tiét va hudng dan thi hanh mot s diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phii vé cap ban sao tir ban chinh, chimg thuc chit ky va
chtng thuc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
mirc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:
Truong hop khong dugc ching thuc chir ky:
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+ Tai thoi diém chung thuc, ngudi yéu cau ching thuc chit ky khong nhan thirc
va lam chu dugc hanh vi ctia minh.

+ Nguoi yéu cau ching thuc chit ky xuat trinh Gidy ching minh nhan dan hoic
Ho chiéu khong con gié tri st dung hoac gia mao.

+ Gidy to, van ban ma nguoi yéu cau ching thuc ky vao c6 ndi dung quy dinh
tai Khoan 4 Piéu 22 ctia Nghi dinh s6 23/2015/ND-CP.

+ Gidy t, van ban c¢6 ndi dung 14 hop dong, giao dich, trir cac trudng hop quy
dinh tai Piém d Khoan 4 Diéu 24 ctia Nghi dinh s6 23/2015/ND-CP hoic trudng
hop phap luat cé quy dinh khac.

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thurc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
+ Ban chinh hodc ban sao c6 chimg thyc Giay ching X
minh nhan dan hodc Ho chiéu con gia tri str dung.
+ Gidy to, vin ban ma minh s& yéu cau ching thuce
chir ky. Truong hop ching thuc chir ky trong gidy
td, van ban bang tiéng nudc ngoai, néu nguoi thyc
hién chung thyc khong hleu r0 noi dung cua gidy to,
van ban thi c6 quyén yéu cau nguoi yéu cau chtng
thue nop kem theo ban dich ra tiéng Viét ndi dung
clia gidy to, van ban d6 (ban dich khong can cong
ching hodc chung thuce chir ky nguoi dich, nguoi
yéu cau ching thuc phai chiu trach nhiém vé noi
dung cua ban dich).
5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so: Trong ngay CO quan, t6 chuc tlep nhan yéu cau
5.5 |hodc trong ngay lam viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong
hop tra két qua trong ngdy lam viéc tiép theo thi ngudi tiép nhéan hé so phai co
phiéu hen ghi 13 thoi g1an (g0, ngay) tra két qua cho ngudi yéu cau chung thuec.
56 Noi tlep nhén va tra két qua: Nop hé so truc tlep tai try s& B phan Tlep nhan va

Tra két qua cip huyén.
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Lé phi: 10.000 dong/truong hop (treong hop dugc tinh 1a mot hodc nhiéu chir

> Ky trong mot giay to, vin ban).
5.8 | Quy trinh xir ly cong viéc
TT Trinh tw I-lrl:i;g Thoi gian Bllglt I(;?;/
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chuc tiép trinh cta
nhén va BPTNVTKQ
1 5 A A A
tra ket cap huyén.
qua - Céc hd so
tal1 muc 5.3
Buore Nguoi thue hién ching thuc kiém tra
2 gidy to yéu cau chimg thyc, néu thay du
gidy to theo quy dinh, tai thoi diém
chtng thuc, nguoi yéu cau ching thuc
minh man, nhan thic va lam chu duoc
hanh vi ctia minh va vi¢c chung thuc
khong thudce cac truong hop khong duoc
chtng thuc chit ky thi yéu ciu nguoi yéu
cau chimg thuc ky/diém chi trudc mat
va thuc ‘hl¢1’l chirng thyc nhu sau: Linh dao 08 gio
* Ghi day du 161 ching chimg thuc chr | UBND
ky theo mau quy dinh; cap xa
* Ky, ghi 13 ho tén, déng diu cua co | (CONg
quan, to chirc thyc hién chtng thuc va Cl}ﬁc fur
ghi vao s6 chung thuc. phap gilp
Vige)

Pbi voi gidy to, van ban co tir (02) hai
trang tr¢ 1én thi ghi 161 chiing vao trang
cubi, néu gidy to, van ban c6 tir 02 (hai)
to trd 1én thi phai dong dau giap lai.

+ Pbi v6i truong hop chung thue chir
ky/diém chi/khong thé ky, khong thé
diém chi dugce tai bd phan tiép nhan va
tra két qua theo co ché mot cura, mot cura
lién thong thi cong chirc t1ep nhan hd so
kiém tra cac gidy to, néu nhan thay
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nguoi yéu cau chimg thuc co du dicu
kién quy dinh tai Khoan 2 Diéu 24 Nghi
dinh s0 23/2015/NDP-CP thi dé nghi
nguoi yéu cau chtng thuc ky/diém chi
vao gidy to can ching thuc va chuyén
cho ngudi c6 thim quyén ky chung

thuec.

Buoc

Luru ho so, ghi s6 chimg thue va tra két

qua cho nguodi yéu cau

Cong
chtre tiép
nhan
va tra két
qua

14. BIEU MAU: Khéng

15. HO SO LUU

Ho so luu bao gdm cac tai lidu sau:

TT Tai liéu trong ho so
1 | Cac ho so nhu muc 5.3.
2 | Van ban da dugc ching thuc chir ky.
Ho so duoc luu tai UBND cép xa v&i thoi gian luu trir [a 02 ndm.

411




5. Thit tuc chirng thwe viée sira dbi, b6 sung, hity bé hop dong, giao dich

UBND CAP XA

QUY TRINH

Ma hiéu: | QT-

Thi tuc chirng thye viée sira doi,
b6 sung, hiy b6 hgp dong, giao 20..

dich

Ngay BH | ..... [.0

MUC LUC

A O A

o N

SUA POI TAI LIEU

MUC PiCH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chit ky

Chure vu

Chuyén vién
UBND cap xa

Lanh dao UBND
cap xa

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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9. MUC PiCH

Quy dinh cach thiec, trinh tu g1a1 quyét hd so yéu cau thi tuc ching thuc viée stra
ddi, bd sung, huy bo hop ddng, giao dich

10. PHAM VI AP DUNG

Ap dung cho c& nhan va c4c co quan co lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

13. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban sao
tir ban chinh, chimg thue chit k¥ va chimg 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 s diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va
chtng thuc hop dong, 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 s dung phi ching thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

Viéc stra d6i, bo sung, huy bo hop dong, giao dich da duoc ching thuc chi dugc
thue hién khi c6 thoa thuan bang vin ban ciia cic bén tham gia hop dong, giao
dich.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
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ban chinh
de doi
chiéu

+ Hop dé)ng, giao dich da duogc ching thuc; X

+ Du thao hop dong, giao dich stra d6i, bo sung, huy
bo hop dong, giao dich da dugc chung thuc;

+ Trong truong hop ndi dung stra doi, bd sung co
lién quan dén tai san thi nguoi yéu cau ching thyc
phai ndp ban sao kém ban chinh dé dbi chiéu gidy
chu’ng nhan quyen so hitu, quyén str dung hodc ban
sao gidy tO thay thé dugc phép luat quy dinh 601 voi
tai san ma phap ludt quy dinh phai ding ky quyén s
hitu, quyén st dyng, trir trudng hop nguoi lap di
chic dang bi cai chét de doa dén tinh mang.

5.4 | So lwong ho so: 01 bd

Thoi gian giai quyet ho so . Trong ngay CO quan, to chu’c tlep nhan yéu cau
5.5 |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 ngudi tiép nhéan ho so phai c6
phiéu hen ghi 16 thoi g1an (gio, ngay) tra két qua cho ngudi yéu cau chu’ng thuc.

Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va

56 Tra két qua cap x4.

5.7 | Lé phi: 30.000 dong/hop dong, giao dich.

5.8 | Quy trinh xir ly cong viéc

- Trach N Biéu mau/
TT Trinh tw nhiém Thoi gian Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) | C6ng
Budc Chﬁlc tiép
1 nhan va
tra két
ua
Budc . . 2 N f 08 gifj
+ Nguoi thyc hién ching thyc kiém tra | Lanh dao
2 gidy to trong hé so yéu cau chung thuc, | UBND
néu day du tai thoi diém chu:ng thuc cac | cap xa
bén tham gia hop dong, giao dich tw | (Cdng
nguyén, minh min va nhéan thtc, lam | chic tr
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chu duoc hanh vi cua minh thi thuc hién
chung thuc.

+ Céc bén tham gia hop ddng, giao dich
phai ky trudc mat ngudi thue hién chimg
thue. Trudong hop nguoi co tham quyén
giao két hop ddng cua cac t6 chirc tin
dung, doanh nghiép da dang ky chir ky
mau tai co quan thuc hién chting thyc thi
c6 thé ky trudc vao hop dong; nguoi
thuc hién chimg thuc phai ddi chiéu chix
ky cua ho trong hop dong véi chit ky
mau trude khi thuc hién chung thuc, néu
nghi ngd chit ky trong hop dong khéc
v6i chir ky mau thi yéu cau nguoi d6 ky
trudc mat.

+ Trudng hop nguoi yéu cau chimg thuc
khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc duoc, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguotl lam ching.
Nguoi lam ching phai c6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén hop
dong, giao dich. Nguoi lam chuang do
nguoi yéu cau chung thuc b tri. Truong
hop nguoi yeéu cau ching thue khong b
tri dugc thi dé nghi co quan thyc hién
chiig thyc chi dinh nguoi lam chung.

+ Nguoi thyc hién ching thuc ghi 161
chimg tuong tng voi tung loai hop
dong, giao dich theo mau quy dinh; ky,
ghi 18 ho tén, dong dau cila co quan thyc
hién chung thyc va ghi vao s6 ching
thue. Dbi v6i hop dong, giao dich co tir
02 (hai) trang tr¢ 1€n, thi tirng trang phai
duge danh sb thir tw, co chit ky cua
ngudi yéu cau chimg thuc va nguoi thuc
hién ching thuc; $6 luong trang va 1oi
chtng duoc ghi tai trang cudi ctia hop

phap giup

viée)
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dong, giao dich. Trudng hop hop dong,
giao dich c6 tir 02 (hai) to trg 1€n thi phai
dong dau giap lai.

+ Trong trudng hop ngudi yéu cau
chtng thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
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 thuc sir
dung. Nguoi phién dich do nguoi yéu
cau chung thuc moi hoac do co quan
thuc hién chung thuc chi dinh. Thu lao
phién dich do nguoi yéu cau ching thuc
trd. Nguoi phién dich c6 trach nhiém
dich day du, chinh x4c ndi dung ctia hop
dong, giao dich, ndi dung 10i ching cho
nguoi yéu cau ching thuc va ky vao
ting trang hop dong vai tu cach 1a nguoi
phién dich.

+ Co quan thuc hién viéc sta doi, bo
sung, thay thé, hity bo mot phan hoic
toan bo di chiic phai thong bao bang vin
ban cho co quan da chung thuc trudc
day vé noi dung sira d6i, bo sung, thay
thé, hity bé mot phan hodc toan bo di
chuc dé ghi chi vao S6 ching thyc hop
ddng, giao dich.

Luu ho so, ghi s6 chimg thuce va tra két

, oA X Cong
Butre qua cho nguoi yéu cau chirc tidp
3 nhan ,
va tra két
qua
14. BIEU MAU: Khong
15. HO SO LUU
Ho so' luu bao gdm cac tai liéu sau:
[ TT| Tai liéu trong ho so
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Cac ho so nhu muc 5.3.

Hop dong, giao dich stra doi, bo sung da duoc chimg thuc chir ky.

H6 so dugc luu tai UBND cap xa v6i thoi gian luu trir 1a 20 nam.
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6. Thii tuc sira 16i sai sot trong hep dong, giao dich

UBND CAP XA

QUY TRINH

Ma hiéu:

Thi tuc chirng thue viée sira 16i
sai sot trong hgp dong, giao dich

Ngay BH

..... [...0
20..

MUC LUC

LA T o

0 N

SUA POI TAI LIEU

MUC PiCH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chir ky

Chirc vu

Cong chire tuw
phap

Lanh dao UBND
cap xa

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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9. MUC PiCH

Quy dinh céch thir, trinh ty giai quyét hd so yéu cau thu tuc chimg thuc stra 161 sai
sot trong hgp dong, giao dich

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thi tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuin qubc gia TCVN ISO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

5.1

Cin cir phap ly:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cap ban sao
tir ban chinh, chung thyc chir ky va chimg thuc hgp dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 caa Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot s diéu ctia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phii vé cap ban sao tir ban chinh, chimg thuc chit ky va
chtng thuc hop dong, 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 st dung phi ching thuc;

5.2

Yéu cau, Piéu kién thue hién Thii tuc hanh chinh:

Viéc stra d6i, bo sung, huy bo hop déng, giao dich da duoc ching thyuc chi duoc
thue hién khi c6 thoa thuan bang vin ban cua cac bén tham gia hop dong, giao
dich.

5.3

Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup cé
mang theo
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ban chinh
dé doi chieu

+ Ban sao Gidy chirng minh nhan dan hodc H chiéu
con gia tri st dung cua ngudi yéu cau ching thuc
(xuat trinh ban chinh dé do6i chiéu);

X

+ Vin ban thoa thuan vé viéc sura 16i sai sot trong
hop dong, giao dich da dugc chiing thuc

+ Hop dong, giao dich da duoc ching thuc;

+ Ban sao gidy chu:ng nhan quyén so hiru, quyén sir
dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh c101 voi tai san ma phap luat quy dinh phai
dang ky quyen sO hiru, quyen su dung trong truong
hop hop dong, giao dich lién quan dén tai san do
(xut trinh ban chinh dé d6i chiéu).

5.4 | S6 lwgng ho so: 01 bd
Thoi gian gidi quyet ho SO Trong ngay CO quan, t6 chu’c tlep nhin yéu cau
5.5 |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 ngudi tiép nhan ho so phai co
phiéu hen ghi 16 thoi glan (g0, ngay) tra két qua cho ngudi yéu cau chu’ng thuc.
56 Noi tlep nhan va tra két qua: Nop ho so truc tiép tai tru so B phan Tiép nhan va
' Tra két qua cap x4.
5.7 | Lé phi: 25.000 dong/hop dong, giao dich
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyigian | hr M4
Trinh tw nhiém g Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Bué chitrc tiép trinh ctuia
‘;"’c nhan va BPTNVTKQ
tra két cap huyén.
qua 08 giov | - Cac ho so
tai muc 5.3
Bugre I\Igu’(‘)i thuq hién chiing tl}lg:c gach chan | Lanh dao
2 161 sai sOt can sua, dong dau cua co quan | UBND
thyc hién chimg thyc va ghi vao bén 1€ | cap xa
cua hop dong, giao dich ndi dung da| (Cbng
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sta, ho tén, chir ky ciia nguoi stra, ngay | chuec tu
thang nam stra. phap giap
Viéc)

Buwoc

Luu ho so, ghi s6 chimg thue va tra két Cong
qua cho nguoi yéu cau chic tiép
nhan
va tra két
qua

14. BIEU MAU: Khong
15. HO SO LUU

Ho so lwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Céc hé so nhu muc 5.3.
2 | Hop dong, giao dich dugc sira 16i ky thuat
H6 so duoc luu tai UBND cap xa v6i thoi gian luu trit 13 20 nam.
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7. Thii tuc cap ban sao cé chirng thure tir ban chinh hop dong, giao dich da
dwgc ching thue

QUY TRINH Ma higu: | QT-

..... [...0
20..

Thii tuc cAp béan sao co chirng thyc Ngay BH
tir ban chinh hgp dong, giao dich

da duogc chirng thue

UBND CAP XA

MUC LUC
SUA POI TAI LIEU
MUC PiCH

PHAM VI
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NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU
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Chit ky

Cong chire tuw

Lanh dao UBND
phap

cap xa

Chure vu

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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9. MUC PiCH

Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau thi tuc cdp ban sao c6 chimg

thue tir ban chinh hop dong, giao dich di dugc ching thyc
10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc

hanh chinh.
11. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

Cin cir phap ly:

+Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao
tur ban chinh, chimg thyc chir ky va chimg thuc hop dong, giao dich.
+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phéap quy dinh chi

5.1 | tiét va huéng din thi hanh mot sb diéu ctia Nghi dinh s6 23/2015/ND-CP ngay

chtng thuc hop dong, giao dich.

murc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc;

16/02/2015 cia Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va

+ Thoéng tu s6 226/2016/TT-BTC ngay 11/11/2016 ciua Bo Tai chinh quy dinh

5.2 | Yéu cau, Piéu kién thyuc hién Thii tuc hanh chinh: Khéong

5.3 | Thanh phan ho so Bin
chinh

Ban sao cé
ching thuc
hoac ban
chup co
mang theo
ban chinh
dé doi
chiéu
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+ Ban sao Gidy chiing minh nhan dan hodc Ho chiéu
con gia tri st dung cua nguoi yéu cau ching thuc X
(xuat trinh ban chinh dé doi chiéu);

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so. Trong ngay €O quan, t6 chu’c tlep nhan yéu cau
5.5 | 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 ngudi tiép nhan hd so phai co
phiéu hen ghi 13 thoi g1an (g10, ngay) tra két qua cho ngudi yéu cau chimg thyc.
56 Noi tlep nhan va tra két qua: Nop ho so tryc tiép tai tru s6 Bo phan Tiép nhan va
' Tra két qua cap x4.
Lé phi: 2.000 dong/trang; tir trang thir 3 tré 1én thu 1.000 dong/trang, toi da thu
5.7 | khong qua 200.000 dong/ban. Trang 13 cin cit dé thu phi dugc tinh theo trang
cua ban chinh
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Tpgi gian 5, nat
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
. chtrc tiép
Budc A
1 nhan va
tra két
qua
Budgre Thuc hién ching thuc tién hanh chup tur
2 ban chinh hgp dong, giao dich dang
duogc luu trlt va thuc hién ching thuc
nhu sau:
* Ghi déy~df1 161 ching chimg thyc chit | [ 3nh dao .
ky theo mau quy dinh; UBND 08 gio
* Trinh ky, ghi 1d ho tén, dong dau cua | C€ap xa
co quan, t0 chirc thyc hién chung thuc (Cpng
va ghi vao so chimg thuc. cr:]I}uc tu
L. . . |
Doi voi ban sao co tir 02 (hai) trang tro P 3[3ég)up
1én thi ghi 161 ching vao trang cudi, néu ‘
ban sao c0 tir 02 (hat) tO tr 1€n thi phai
dong dau giap lai.
Modi ban sao dugc chumg thyce tir mot ban
chinh gidy t0, van ban hodc nhi€u ban
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sao dugc ching thuc tor mét ban chinh
gidy t0, van ban trong cung mdt thoi
di€m duoc ghi mot so6 chung thuc.

Buwoc

Luu ho so, ghi s6 chimg thue va tra két
qua cho nguoi yéu cau

Cong
chue tiép
nhan
va tra két
qua

14. BIEU MAU: Khong
15. HO SO LUU: Khong
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8. Thii tuc ching thuc hop ddng, giao dich lién quan dén tai san 1a dong san,
quyén sir dung dat va nha &

QUY TRINH Ma higu: | QT-

i 3 Thii tuc ching thwe hop dong, | Ngay BH | ... [...0

UBND CAP XA giao dich lién quan dén tai san 1a 20..

dong san, quyén sir dung dit va
nha ¢

MUC LUC
SUA POI TAI LIEU
MUC PbiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

A O A
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Ho tén

Chir ky

Cong chure tuw Lanh dao UBND
phap cap xa

Chure vu

SUA POI TAI LIEU
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Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung stra doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh

9. MUC PiCH

Quy dinh céch thire, trinh tu giai quyét ho so yeu cau thu tuc chu’ng thue hop dong,

giao dich lién quan den tai san 1a dong san, quyén str dung dat va nha &.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc

hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan quéc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- DPDLD: Dai dién lanh dao

- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

Cian cw phap ly:
+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban sao
tir ban chinh, chimg thue chit k¥ va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciua Bo Tu phéap quy dinh chi

5.1 | tiét va huéng din thi hanh mot s6 diéu ctia Nghi dinh s 23/2015/ND-CP ngay

16/02/2015 cia Chinh phu vé cap ban sao tir ban chinh, chimg thuc chir ky va
chtng thue hop dong, giao dich.
+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc;

5.2 | Yéu cau, Piéu kién thuc hién Thi tuc hanh chinh: Khong

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc

hoac ban

chup co
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mang theo
ban chinh
deé doi chieu

+ Ban chinh hodc ban sao co ching thuc Gidy
Chung minh nhan dan hoac H§ chi€u con gié tri st X
dung;

+ Du thdo hop déng, giao dich;

+ Ban sao gidy chtng nhan quyén s& hitu, quyén sir
dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh d6i véi tai san ma phap luat quy dinh phai
dang ky quyén s& hitu, quyén sir dung trong truong
hop hop dong, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé d6i chiéu).

5.4 | So lwong ho so: 01 bd
Thoi gian giai quyet ho so: Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhan
du ho so yéu cau ching thue hodc co thé kéo dai hon theo thoa thuan bang van
5.5 | ban voi nguoi yéu cau ching thuc. Truong hop keo dai thot han giai quyét thi
nguoi tiép nhan h@ so phai co6 phiéu hen ghi 1o thoi gian (gi0, ngay) tra két qua
cho ngu’oi yéu cau chung thuc.
Noi tiép nhan va tra két qua: Nop ho so truc tiép tai Uy ban nhan dan cap xa.
Vige chimg thue cac hop dong, giao dich lién quan dén quyén ctia nguoi sir dung
5.6 dglt duoc thuc hién tai Uy bE}n nhan dan cap XaNno1co dqt Vi¢e chimg thl_rq cac hop
dong, giao dich lién quan dén nha ¢ dugc thuc hién tai Uy ban nhan dan cap xa noi
co nha
5.7 | Lé phi: 50.000 dong/hop dong, giao dich
5.8 | Quy trinh xir ly cong viéc
4 Biéu miu/
TT ‘ Trach | Thgigian | hcp M
Trinh tyw nhiém g Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buéc chtrc tiép trinh ctia
1 nhan va BPTNVTKQ
tra két 08 giy | cap huyén.
qua - Cac ho so
tai muc 5.3
Buge |, Ngu’(‘ri thuc hién chl'rng thuc kiém tra | Lanh dao
2 gidy to trong ho so yéu cau chimg thyc, | UBND
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néu day du, tai thoi diém ching thuc cac
bén tham gia hop dong, giao dich tu
nguyén, minh man va nhan thtc, lam
chu dugc hanh vi ctia minh thi thuc hién
chimg thuec.

+ Céc bén tham gia hop ddng, giao dich
phai ky truéoc mdat nguoi thuc hién
chtng thuc. Trudng hop ngudi c6 tham
quyén giao két hop dong cua cac t chirc
tin dung, doanh nghiép da dang ky chir
ky mau tai co quan thyc hién ching thuc
thi c6 thé ky trudc vao hop dong, nguoi
thue hién chimg thuc phai d6i chiéu chix
ky cta ho trong hop dong véi chir ky
mau trude khi thuc hién chtng thyc, néu
nghi ngo chr ky trong hop dong khéc
voi chit ky mau thi yéu cau ngudi d6 ky
trudc mat.

+ Trudng hop ngudi yéu cau chimg thue
khong ky duoc thi phai diém chi; néu
nguoi do khong doc duogc, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching.
Nguoi lam chimg phai c6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén hop
dong, giao dich. Nguoi lam chung do
nguoi yéu cau chimg thyc bé tri. Truong
hop ngudi yéu cau chimg thuc khong bd
tri duge thi dé nghi co quan thuc hién
ching thuc chi dinh nguoi [am ching.

+ Nguoi thuc hién ching thuc ghi 101
ching tuong ung véi tung loai hop
dong, giao dich theo mau quy dinh; ky,
ghi 16 ho tén, dong dau cila co quan thyc
hién ching thuc va ghi vao sé chung
thue. Dbi v6i hop dong, giao dich co tir
02 (hai) trang trd 1€n, thi ting trang phai
duge danh sd tht tu, c¢6 chir ky cua

cap x4

(Cong

chuc tu
phap gitp

viéc)

429




nguoi yéu cau chung thuc va ngudi thuc
hién chimg thuc; sd lugng trang va 15i
chtng duoc ghi tai trang cudi ctia hop
ddng, giao dich. Truong hop hop dong,
giao dich c6 tir 02 (hai) to trd 1€n thi phai
dong dau giap lai.

+ Trong trudong hop ngudi yéu cau
chtng thue khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguodi
phién dich phai 1a ngudi c6 nang luc
hanh vi dan sy dy du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu cau chung thuc sir
dung. Nguoi phién dich do nguoi yéu
cau chiing thuc moi1 hodc do co quan
thuc hién chig thuc chi dinh. Thu lao
phién dich do ngudi yéu cau ching thuc
trd. Nguoi phién dich c6 trach nhiém
dich day du, chinh xac noi dung cia hop
déng, giao dich, ndi dung 161 ching cho
nguoi yéu cau ching thuc va ky vao
ting trang hop dong véi tu cach 1a nguoi
phién dich.

Buoc

Luu ho so, ghi s6 ching thyc va tra két
qua cho nguoi yéu cau

Cong
chue tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

14. BIEU MAU: Khong
15. HO SO LUU:

Ho so luu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Ho so tai muc 5.3
2 | Hop déng, giao dich dugc chig thuc
H6 so dugc luu tai UBND cap xi véi thoi gian luu trir 14 20 nam.
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9. Thi tuc chirng thuc van ban théa thuin phan chia di sin ma di sdn la dong

san

UBND CAP XA

QUY TRINH

Ma hiéu:

QT-

Thu tuc chirng thuc van ban théa
thuan phan chia di sin ma di san

la dOng san

Ngay BH

..... [...0
20..

MUC LUC

A A

o N

SUA POI TAI LIEU

MUC PICH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chir ky

Chure vu

Chuyén vién
UBND cap xa

Lanh dao UBND
cap xa

SUA POI TAI LIEU

Yéu cau
stra doi/
bo sung

Trang/
Phin lién
quan viéc

sira doi

Mo ta nfi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh
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9. MUC PiCH

Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau thi tuc ching thuc vin ban
thoa thudn phén chia di san ma di san la dong san.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN
Tiéu chuin qubc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- DPDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

13. NOI DUNG QUY TRINH

Cin cir phap ly:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban sao
tir ban chinh, chung thyc chir ky va chimg thuc hgp dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciua Bo Tu phap quy dinh chi
5.1 | tiét va huéng din thi hanh mot s6 diéu ciia Nghi dinh s 23/2015/ND-CP ngay
16/02/2015 cta Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va
chtng thuc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thuc;

5.2 | Yéu cau, Piéu kién thyuc hién Thii tuc hanh chinh: Khéong

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi chiéu
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+ Ban chinh hodc ban sao c6 chung thuc Giay
Chung minh nhan dan hoac HO chi€u con gia tri st
dung;

+ Duy thdo van ban théa thuan phan chia di san ma
di san la dong san;

+ Ban sao gidy ching nhén quyén sé hitu, quyén st
dung hodc ban sao gidy to thay thé duoc phap luat
quy dinh c101 v0i tai san ma phap luat quy dinh phai
dang ky quyen sO hiru, quyen su dung trong truong
hop hop dong, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé d6i chiéu).

5.4 | So lwong ho so: 01 bo
Thoi gian giﬁi‘quyét ho so: Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan
du ho so yeu cau chung thuc hodc c6 thé kéo dai hon theo thoa thuan bang van
55 | ban vi ngudi yéu cau chimg thyc. Truong hop kéo dai thoi han giai quyét thi
nguoi tiép nhan hd so phai co phiu hen ghi r6 thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau chiung thuc.
56 Noi tiép nhan va tra két qua: Nop ho so truc tiép tai tru s¢ Bo phén Ti€p nhén va
' Tra két qua cap huyén.
5.7 | Lé phi: 50.000 dong/vin ban
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyigian | hr Mat
Trinh tw nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chitrc tiép trinh ctuia
nhén va BPTNVTKQ
1 5 A A A
tra két cap huyén.
qua . - Cac ho so
08 810 | tai myc 5.3
Bugc Ngudi thuc hi‘én chiing ‘thl.IC kiém tra | Lanh dao
2 gidy to trong ho so yéu cau ching thue, | UBND
néu day du, tai thoi diém ching thyc cac | cap xa
bén tham gia van ban thoa thuan tu | (Cong
nguyén, minh man va nhan thtrc, lam | chuc tu
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chu duoc hanh vi ciia minh thi thyc hién
chung thuc.

+ Cac bén tham gia thoa thudn phan chia
di san phai ky trudc mat ngudi thue hién
chimg thuec.

+ Trudng hop ngudi yéu cau chimg thuc
khong ky dugc thi phai diém chi; néu
nguoi do khong doc duogc, khong nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam chung.
Nguoi lam ching phai c6 du nang luc
hanh vi dan su va khong co quyén, loi
ich hoic nghia vu lién quan dén giao
dich. Nguoi lam ching do nguoi yéu
cau chung thyc bd tri. Truong hop
nguodi yéu cau chimg thue khong bé tri
dugc thi dé nghi co quan thuc hién
ching thuc chi dinh nguoi [am ching.

+ Nguoi thuc hién ching thuc ghi 101
chimg theo mau quy dinh; ky, ghi rd ho
tén, dong dau cua co quan thuc hién
chtng thuc va ghi vao so chung thuc.
Do6i v6i vin ban thoa thuan co tir 02
(hai) trang trd 1€n, thi tung trang phai
duge danh sd tht tu, c¢6 chir ky cua
nguoi yéu cau ching thuc va nguoi thyc
hién ching thuc; $6 lugng trang va 101
ching dugc ghi tai trang cudi ciia vin
ban thoa thudn. Truong hop van ban
thoa thuan co tir 02 (hai) to trd 1én thi
phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau
chung thyuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a nguodi ¢6 nang luc
hanh vi dan sy dy du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu ciu ching thuc sir

phap giap

viée)
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dung. Nguodi phién dich do nguodi yéu
cau chung thyc moi hoac do co quan
thuc hién ching thuc chi dinh. Thu lao
phién dich do ngudi yéu cau ching thuc
trd. Nguoi phién dich c6 trdch nhiém
dich dﬁy du, chinh xac nd1 dung cta van
ban thdéa thuan ndi dung 161 chimg cho
ngudi yéu cau chimg thuc va ky vao
tung trang van ban thoa thuan voi tu
cach 1a nguoi phién dich.

Buoc

Luu ho so, ghi so ching thyc va tra két
qua cho nguoi yéu cau

Cong
chue tiép
nhan
va tra két
qua

Ghi s tiép
nhan va tra
két qua

14. BIEU MAU: Khéng
15. HO SO LUU:

Ho so luu bao gom cac tai li¢u sau:

TT Tai liéu trong ho so
1 | Ho so tai muc 5.3
2 | Van ban thoa thuin phan chia di san ma di sén 1a dong san
Hb so duoc luu tai UBND cap x4 v6i thoi gian luu trir 13 20 nam.
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10. Thu tuc chirng thuc van ban khai nhan di san ma di san la dong san

QUY TRINH Ma higu: | QT-

UBND CAP XA Thu tuc chirng thue van ban khai Ngay BH | ... ..
nhan di sin ma di sdn la dong san 20..

MUC LUC

SUA POI TAI LIEU
MUC PiCH

PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH
BIEU MAU

HO SO CAN LUU

LA S o

0 N

Trach nhiém Soan thao Phé duyét

Ho tén

Chir ky

Chike vu Chuyén vién Linh dao UBND
) UBND cap xa cap xa

SUA POI TAI LIEU

Trang/
Phan lién
quan viéc

stra doi

Yéu cau
swra doi/
bo sung

LAn ban Nagav ban
Mo ta ndi dung stra doi | hanh/Lan gay

: v 2Re hanh
stra doi

9. MUC PIiCH
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Quy dinh cach thirc, trinh ty giai quyét hd so yéu cau thil tuc ching thyc vin ban
khai nhan di san ma di san la dong san.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét tha tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- bDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong

- BPTNVTKQ cap huyén: Bo phan Tiép nhan va Tra két qua cap huyeén.

13. NOI DUNG QUY TRINH

Cin cir phap ly:

+ Nghi dinh 0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban sao
tur ban chinh, chimg thyc chir ky va chimg thuc hop dong, giao dich.
+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap quy dinh chi

5.1 | tiét va huong dan thi hanh mot s6 diéu ctia Nghi dinh s0 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu v€ cap ban sao tir ban chinh, chimg thuc chir ky va
chung thyc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi chung thuc;

5.2 | Yéu cau, Piéu kién thue hién Thi tuc hanh chinh: Khong

5.3 | Thanh phan ho so Ban Ban sao co

chinh chirng thuc

hoac ban
chup co
mang theo
ban chinh
dé d6i chiéu

+ Ban chinh hodc ban sao c6 chung thuc Giay
Chung minh nhan dan hoac H§ chi€u con gié tri st
dung;

X

+ Du thdo van ban khai nhan di san;
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+ Ban sao gidy chu:ng nhan quyén so hiru, quyén sir
dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh c101 voi tai san ma phap luat quy dinh phai
dang ky quyen 5O hiru, quyen su dung trong truong
hop hop dong, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé dbi chiéu).

5.4 | So lwong ho so: 01 bo

Thoi gian giai quyet hé so: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhin
du hd so yéu cau ching thue hodc co thé kéo dai hon theo thoa thuin bang van
5.5 | ban véi ngudi yéu cau chimg thuc. Truong hop kéo dai thoi han giai quyét thi
nguoi tiép nhan hd so phai c6 phiéu hen ghi 16 thoi gian (gio, ngay) tra két qua
cho ngudi yéu cau ching thuc.

Noi tiép nhan va tra két qua: Nop hé so truc tiép tai tru s& B phan Tiép nhan va

5.6 Tra két qua cap huyén.

5.7 | Lé phi: 50.000 dong/vin ban

5.8 | Quy trinh xir ly cong viéc

. Trach N Biéu mau/
TT Trinh tw nhiém Thoi gian Két qua
Tiép nhén ho so theo quy dinh (theo 5.3) - Phiéu kiém
Cong soat qua
Buée chirc tiép trinh cua
nhan va BPTNVTKQ
1 ” A A A
tra két cap huyén.
qua - Céc hé so
tai muc 5.3
Budc

+ Nguoi thyc hién chimg thyc kiém tra
gidy to trong hé so yéu cau chimg thye, | b 08 gio
néu dAy du, tai thoi diém chimg thyc cac | Lanh dao

bén tham gia van ban khai nhan di san UABN?
tu nguyén, minh man va nhan thirc, lam | 4P Xa
chu duogc hanh vi ciia minh thi thuc hién (Cpng
chimg thyec. cI,uJ:c tu
s oo | Phap gitp
+ Cac bén tham gia khai nhan di san viéc)

phai ky truéc mat nguoi thuc hién
chung thuc.
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+ Trudng hop ngudi yéu cau chimg thuc
khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc dugce, khdng nghe
duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching.
Nguoi lam ching phai c6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén giao
dich. Nguoi lam ching do ngudi yéu
cau chung thyc bd tri. Truong hop
nguodi yéu cau chimg thue khong bé tri
duoc thi dé nghi co quan thuc hién
chiig thyc chi dinh nguoi lam chung.

+ Nguoi thuc hién ching thuc ghi 101
chimg theo mau quy dinh; ky, ghi 16 ho
tén, dong dau cua co quan thuc hién
chtng thyc va ghi vao s6 chimg thuc.
Pbi voi van ban khai nhan c6 tir 02 (hai)
trang trd 1€n, thi ting trang phai duoc
danh sb thu tu, ¢6 chit ky ciia ngudi yéu
cau chimg thuc va nguoi thuc hién
ching thuc; ) luong trang va 101 chiing
dugc ghi tai trang cudi ciia van ban thoa
thuan. Truong hgp van ban khai nhan co6
tir 02 (hai) to trd 1én thi phai dong déu
giap lai.

+ Trong trudong hop ngudi yéu cau
chung thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a nguoi ¢6 nang luc
hanh vi dan sy ddy du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngon
ngit ma ngudi yéu cau chung thuc sir
dung. Nguodi phién dich do nguoi yéu
cau chung thyc moi hoac do co quan
thuc hién chimg thuc chi dinh. Thu lao
phién dich do ngudi yéu cau chimg thuc
trd. Nguoi phién dich co trdch nhiém
dich dﬁy du, chinh xac nd1 dung cia van
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ban thda thuan ndi dung 161 ching cho
nguoi yéu cau ching thuc va ky vao
tung trang van ban khai nhan véi tu cach
la nguoi phién dich.

Buwoc

Luu ho so, ghi sé chimg thue va tra két

) A A Cong
qua cho nguodi yéu cau X

chtrc tiép
nhan

va tra két
qua

Ghi s tiép
nhan va tra
két qua

14. BIEU MAU: Khong
15. HO SO LUU:

Ho so luu bao gdm cac tai li¢u sau:

1T

Tai liéu trong ho so

1

H6 so tai muc 5.3

2

Vién ban khai nhan di san dugc chung thuc.

H6 so dugc luu tai UBND cap xi v6i thoi gian luu trir 1a 20 nam
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11. Thu tuc chirng thuc di chic

UBND CAP XA

QUY TRINH

Ma hiéu:

Thu tuc chung thwe di chuc

Ngay BH

..... [...0
20..

MUC LUC

LA S o

0 N

SUA POI TAI LIEU

MUC PiCH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chit ky

Chure vu

Cong chire tuw
phap

Lanh dao UBND
cap xa

SUA POI TAI LIEU

Yéu ciu
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh

9. MUC PIiCH
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Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau thu tuc ching thuc di chic.
10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN
Tiéu chuin qudc gia TCVN ISO 9001:2015
Cac vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- DDLD: DPai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cép xi: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

Can cw phap ly:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cap ban sao
tur ban chinh, chimg thyc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh chi
5.1 | tiét va huéng din thi hanh mot so diéu ctia Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 cta Chinh phi vé cap ban sao tir ban chinh, chimg thuc chir ky va
chtng thue hop dong, 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 st dung phi ching thuc;

5.2 | Yéu ciu, Piéu kién thue hién Thii tuc hanh chinh: Khong

5.3 | Thanh phéan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup ¢6
mang theo
ban chinh
dé doi
chiéu
+ Ban chinh hodc ban sao c6 ching thuc Giay Chung «
minh nhan dan hodc HY chi€u con gia tri str dung;
+ Dy thdo di chuc
+ Ban sao gidy ching nhén quyén so hitu, quyén s X

dung hodc ban sao gidy td thay thé duoc phap luat
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quy dinh déi v0i tai san ma phap luét quy dinh phai
dang ky quyen 5O hiru, quyén sir dung trong truong

hop hop dong, giao dich lién quan dén tai san do; trir
truong hop nguoi lap di chuc dang bi cai chét de doa

dén tinh mang (xuét trinh kém theo ban chinh dé déi

chiéu).
5.4 | So lwgng ho so: 01 bo
Thoi gian giai quyet hé so: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhin
du hd so yéu cau ching thue hoac co thé kéo dai hon theo thoa thuin bang van
5.5 | ban véi nguoi yéu cau ching thue. Truong hop keo dai thot han giai quypt thi
nguoi tiép nhan ho so phai o phiu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguo1 yéu cau chirng thuec.
5.6 | Noi tiép nhan va tra ket qua: Nop ho so truc tiép tai Uy ban nhan dan cap xa.
5.7 | Lé phi: 50.000 d¢ong/di chdc.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyigian | Chg o
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
. chtrc tiep
Budc A
1 nhan va
tra két
qua
Buore Nguoi thye hién chimg thuc kiém tra
2 gidy to trong ho so yéu cau ching thuc,
néu day du, tai thoi diém chung thue
ngudi 1ap di chic ty nguyén, minh man |
va nhan thirc, lam chii dugc hanh vi cia | Lanhdao | oo gid
minh thi thuc hién chimg thuc. UABN?
: : . cap xa
+ Nguoi 1ap di chic phai ky trude mat (Cong
nguoi thuc hién ching thuc. chie tu
+ Truong hop nguoi yéu cz‘iuq chimg thyce phap gitp
khoéng ky dugc thi phai diém chi; néu| vi€c)

nguoi do khong doc duogc, khong nghe
duoc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoil lam ching.
Nguoi lam chung phai c6 du nang lyc
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hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén giao
dich. Nguoi 1am chimg do nguoi yéu cau
chtng thuc bé tri. Trudng hop ngudi yéu
cau chimg thuc khong bd tri dugc thi dé
nghi co quan thuc hién chiung thuc chi
dinh nguo1 lam ching.

+ Nguoi thuc hién chung thuc ghi 101
chirng theo mau quy dinh; ky, ghi 10 ho
tén, dong dau cia co quan thuc hién
chtng thuc va ghi vao s6 chung thuc.
Déi véi di chiic ¢o tir 02 (hai) trang trd
1én, thi timg trang phai dugc danh s thi
tur, c6 chit ky ctia nguoi yéu cau ching
thuc va nguoi thyc hién chimg thuc; $6
lugng trang va 1o1 chimg dugc ghi tai
trang cudi ctia di chuc. Truong hop di
chuc c6 tur 02 (hai) to tro 1€n thi phai
dong dau giap lai.

+ Trong trudng hop nguodi yéu cau
chtng thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a nguoi c6 nang luc
hanh vi dan su day du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu cau ching thuc sir
dung. Nguoi phién dich do nguodi yéu
cau chiing thyc mo1 hodc do co quan
thuc hién chung thuc chi dinh. Thu lao
phién dich do nguoi yéu cau ching thuc
trd. Nguoi phién dich c6 trdch nhiém
dich day du, chinh xac ndi dung cua di
chuc, ndi dung 161 ching cho nguodi yéu
cau chung thuc va ky vao ting trang di
chuc vai tu cach 1a nguoi phién dich.

Buwoc

Luru ho so, ghi s6 chimg thue va tra két
qua cho nguodi yéu cau

Cong
chtre tiép
nhan
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va tra ket
qua

14. BIEU MAU: Khong
15. HO SO LUU:

Ho so' lwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | HO so tai muc 5.3
2 | Di chtic dugc ching thuc

Ho6 so duoc luu tai UBND cép xa voi1 thoi gian luu trir 1a 20 nam.
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12. Thi tuc chitng thuwe viin ban tir chéi nhin di sén

UBND CAP XA

QUY TRINH

Ma hiéu:

Thu tuc ching thuc van ban tir

choi nhan di san

Ngay BH

..... [...0
20..

MUC LUC

LA S o

0 N

SUA POI TAI LIEU

MUC PiCH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

BIEU MAU

HO SO CAN LUU

Trach nhiém

Soan thao

Phé duyét

Ho tén

Chit ky

Chure vu

Cong chire tuw
phap

Lanh dao UBND
cap xa

SUA POI TAI LIEU

Yéu cau
swra doi/
bo sung

Trang/
Phan lién
quan viéc

stra doi

Mo ta ndi dung sira doi

Lan ban
hanh/Lan
stra doi

Ngay ban
hanh

9. MUC PIiCH

446




Quy dinh cach thire, trinh ty giai quyét ho so yéu cau thu tuc chimg thuc van ban tir
cho1 nhan di san.
10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét tha tuc
hanh chinh.

11. TAI LIEU VIEN DAN
Tiéu chuan qudc gia TCVN ISO 9001:2015
Céc vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT
- bDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

Cin cir phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban sao
tir ban chinh, chimg thue chit k¥ va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctua Bo Tu phéap quy dinh chi
5.1 | tiét va huéng din thi hanh mot s6 diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phii vé cap ban sao tir ban chinh, chimg thuc chit ky va
chtng thuc hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
murc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thuc.

5.2 | Yéu cau, Piéu kién thyuc hién Thii tuc hanh chinh: Khéong

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi
chiéu

+ Ban chinh hodc ban sao c6 ching thuc Gidy Chimg

. ~ A - n L R s e, X
minh nhan dan hoac Ho chi€u con gia tri st dung;

+ Du thdo van ban tir cho1 nhan di san;

447




+ Ban sao giay chu‘ng nhan quyén sé hitu, quyén st
dung hodc ban sao gidy td thay thé duoc phap luat
quy dinh 601 Vol tai san ma phap luat quy dinh phai

dang ky quyen 5O hitu, quyén sur dung trong trudong

hop hop déng, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé dbi chiéu).

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyet hé so: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan
du hd so yéu cau ching thue hodc co thé kéo dai hon theo thoa thuan bang van
5.5 | ban véi nguoi yéu cau ching thue. Truong hop keo dai thot han giai quypt thi
nguoi tiép nhan ho so phai o phiu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguo1 yéu cau chirng thuec.
5.6 | Noi tiép nhan va tra ket qua: Nop ho so truc tiép tai Uy ban nhan dan cap xa.
5.7 | Lé phi: 50.000 d6ng/vin ban.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ; Trach | Tpgi gian o
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
. chtrc tiép
Budc A
1 nhan va
tra két
qua
Buoc | | Nguoi thyc hién ching thyuc kiém tra
2 gidy to trong ho so yéu cau ching thuc,
néu day du, tai thoi diém chung thuc
nguoi tu chdi nhan di san tu nguyén, |
minh mdn va nhan thic, 1am chi duoc | Lanhdao | oo gid
hanh vi ctia minh thi thyc hién ching UABN?
thuc cap xa
. Lo : (Cong
+ Nguoi tir chdi nhén di san ky trude | hoc tur
mat nguoi thuc hién chl’m% thuec. phép gidp
+ Truong hop nguoi yéu cau chimg thuc | vi€c)

khong ky duogc thi phai diém chi; néu
nguoi d6 khong doc dugce, khong nghe
duoc, khong ky, khong diém chi duoc
thi phdi c6 02 (hai) nguoi lam ching.
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Nguoi lam chung phai c6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén giao
dich. Nguoi 1am chimg do ngudi yéu cau
chtng thuc bd tri. Trudng hop ngudi yéu
cau chimg thuc khong bd tri dugc thi dé
nghi co quan thuc hién chung thuc chi
dinh nguo1 lam ching.

+ Nguoi thuc hién chung thuc ghi 101
chimg theo mau quy dinh; ky, ghi 1d ho
tén, dong dau cia co quan thuc hién
ching thyc va ghi vao s6 chung thuc.
Pbi vé6i van ban tir chdi c¢6 tir 02 (hai)
trang tr¢ 1€n, thi ting trang phai dugc
danh s6 thit t, c6 chit ky cia nguoi yéu
cau ching thuc va ngudi thuc hién
chtng thuc; s6 lugng trang va 1i ching
duogc ghi tai trang cudi cta van ban tir
chbi nhan di san. Truong hop vin ban tir
chbi nhan di san c6 tir 02 (hai) to tro 1én
thi phai dong dau giap lai.

+ Trong trudng hop nguodi yéu cau
chung thyc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a nguoi c6 nang luc
hanh vi dan su day du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu cau chung thuc sir
dung. Ngudi phién dich do nguodi yéu
cau chimg thuc moi hodc do co quan
thuc hién chung thuc chi dinh. Thu lao
phién dich do nguoi yéu cau ching thuc
trd. Nguoi phién dich c6 trdch nhi¢m
dich day du, chinh x4c noi dung cia vin
ban tir chéi nhan di san, ndi dung 1oi
chtng cho nguoi yéu cau chimg thuc va
ky vao ting trang van ban tir chdi nhan
di san vai tu cach la nguoi phién dich.

449




Buoc

Luu ho so, ghi s6 ching thyc va tra két
qua cho nguoi yéu cau

Cong
chtre tiép
nhan
va tra két
qua

14. BIEU MAU: Khong
15. HO SO LUU:

Ho so luu bao gdm cac tai li¢u sau:

TT Tai liéu trong ho so
1 | Ho so tai muc 5.3
2 | Van ban tir chdi nhan di san duoc ching thuc
H6 so duoc luu tai UBND cap x4 v6i thoi gian luu trit 1a 20 nam.
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13. Thi tuc chirng thwe van ban théa thuan phan chia di san ma di san la
dong san, quyén st dung dat, nha &

QUY TRINH Ma higu: | QT-
i . Thi tuc chitng thue vin ban théa | Ngay BH | ... l..0
UBND CAP XA thuin phén chia di sin ma di san 20..
la dong san, quyén sir dung dat,
nha &
MUC LUC
1. SUA DOI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAILIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
] Cong chire tw Lanh dao UBND
Chirc vu . FA
) phap cap xa
SUA POI TAI LIEU
Yéu czj'“ P-[ngnnlgié/n 2 Lan ban Ngay ban
stra doi/ oA Mo ta ngi dung stra doi | hanh/Lan gay
% quan viéc : . 1R hanh
bo sung aXs stra doi
stra doi
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9. MUC PiCH

Quy dinh cach thuc, trinh ty giai quyet hé SO yeu cau chung thuc van ban thoa thuan
phan chia di san ma di san 1a dong san, quyén st dung dat, nha 6.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét tha tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan qudc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong
- BPTNVTKQ cap xa: Bo phan Tiép nhan va Tra két qua cap xa.

13. NOI DUNG QUY TRINH

Cin cir phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cap ban sao
tir ban chinh, chimg thue chit k¥ va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciua Bo Tu phéap quy dinh chi

5.1 | tiét va huéng din thi hanh mot s6 diéu ciia Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 cia Chinh phii vé cap ban sao tir ban chinh, ching thuc chit ky va
chtng thuc hop dong, giao dich.

+ Thoéng tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh quy dinh
murc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc.

5.2 | Yéu cau, Piéu kién thyuc hién Thii tuc hanh chinh: Khéong

5.3 | Thanh phan ho so Ban Ban sao co

chinh chirng thuc
hoac ban
chup co
mang theo
ban chinh
dé doi
chiéu
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+ Ban chinh hodc ban sao c6 ching thuc Gidy Chimg
minh nhan dan hodc HY chi€u con gid tri sir dung;

+ Du thdo van ban thda thuan phan chia di san;

+ Ban sao gidy ching nhéan quyén so hiru, quyén str
dung hodc ban sao gidy to thay thé duoc phap luat
quy dinh ddi véi tai san ma phép luit quy dinh phai
dang ky quyén s& hitu, quyén sir dung trong truong
hop hop dong, giao dich lién quan dén tai san do
(xuat trinh kém theo ban chinh dé d6i chiéu).

5.4 | So lwong ho so: 01 bo

Thoi gian giai quyet ho so: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhin
du ho so yéu cau ching thue hodc co thé kéo dai hon theo thoa thuan bang van
5.5 | ban véi nguoi yéu cau chimg thuc. Truong hop kéo dai thoi han giai quyét thi
nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau ching thuc.

5.6 | Noi tiép nhan va tra két qua: Nop ho so truc tiép tai Uy ban nhan dan cap x4.

5.7 | Lé phi: 50.000 dong/van ban.

5.8 | Quy trinh xir ly cong viéc

- Biéu mau/
TT ‘ Trach | Thgigian | g ot
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) | Cong
Buéc chu;c tle‘p
1 nhan va
tra két
qua
Budc

+ Nguoti thye hién chimg thyc kiém tra

2 giay to trong ho so yéu cau chumg thye, |

néu diy d, tai thoi diém chimg thyc cac | Lanhdao | oo gid
bén tham gia thoa thudn phan chia di san UABN?

ty nguyén, minh man va nhan thic, lam | 4P Xa

chu duoc hanh vi cia minh thi thuc hién (Cpng

chimg thuc. chire tu

1A o . .. .. |phapgiup
+ Céc bén tham gia thoa thuan phan chia viéc)

di san phai ky trudc mat nguoi thuc hién
chung thuc.
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+ Trudng hop nguoi yéu cau chimg thuc
khong ky duogc thi phai diém chi; néu
nguoi d6 khong doc duogce, khong nghe
duoc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoil lam ching.
Nguoi lam ching phai ¢6 du nang luc
hanh vi dan su va khong c6 quyén, loi
ich hodc nghia vu lién quan dén giao
dich. Nguoi 1am chimg do ngudi yéu cau
ching thuc bb tri. Truong hop nguoi yéu
cau chimg thuc khong bd tri dugc thi dé
nghi co quan thuc hién chung thuc chi
dinh nguoi lam ching.

+ Nguoi thye hién chiung thuc ghi 161
chtmg theo mau quy dinh; ky, ghi 1d ho
tén, dong dau cia co quan thuc hién
chtng thuc va ghi vao so chung thuc.
Pbi véi vin ban thoa thuan cé tir 02 (hai)
trang trd 1€n, thi tung trang phai dugc
danh s6 tht ty, ¢6 chit ky ciia ngudi yéu
cau ching thuyc va nguoi thuc hién
chtng thuc; s6 lugng trang va 1i chtng
duoc ghi tai trang cudi ctia vin ban thoa
thuan. Truong hop van ban thoa thuan
c6 tir 02 (hai) to tro 1én thi phai dong dau
giap lai.

+ Trong trudng hop ngudi yéu cau
chung thyc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a ngudi c6 ning luc
hanh vi dan sy diy du theo quy dinh cua
phap luat, thong thao tiéng Viét va ngon
ngit ma ngudi yéu cau chung thuc sir
dung. Nguoi phién dich do nguoi yéu
cau chimg thuc moi hodc do co quan
thuc hién chung thuc chi dinh. Thu lao
phién dich do nguoi yéu cau ching thuc
trd. Nguoi phién dich c6 trach nhiém
dich day du, chinh x4c ndi dung ctia vin
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ban thda thudn nd1 dung 161 ching cho
nguodi yéu cau ching thyc va ky vao
tung trang van ban thoa thuan véi tu
cach 1a nguoi phién dich.

Buwoc

Luru ho so, ghi sé chimg thue va tra két
qua cho nguodi yéu cau

Cong
chue tiép
nhan
va tra két
qua

14. BIEU MAU: Khong
15. HO SO LUU:

Ho so luu bao gdm cac tai li¢u sau:

1T

Tai liéu trong ho so

1

H6 so tai muc 5.3

2

Vién ban thda thuan phan chia di sdn da dugc ching thuc.

Ho so duoc luu tai UBND cép xa v&i thot gian luu trir [a 20 ndm.
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14. Thi tuc chirng thue van ban khai nhan di san ma di san 1a dong san,
quyeén stra dung dat, nha ¢

QUY TRINH Ma higu: | QT-
UBND CAP XA Thii tuc chirng thwe vin ban khai | Ngay BH | ... l..0
nhén di sin ma di san la dong san, 20..
quyen stra dung dat, nha &
MUC LUC
1. SUA POI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOIDUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Soan thio Phé duyét
Ho tén
Chir ky
. Cong chire tuw Lanh dao UBND
Chirc vu . X0~
: phap cap xa
SUA POI TAI LIEU
Yéu cau P-:-lglinlgié/n 2 Lén ban Ngay ban
sira dbi/ M| Mé ta ndi dung sira d6i | hanh/Lin | o5
Z quan viéc - s hanh
bo sung »  aRs stra doi
sura doi
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9. MUC PiCH

Quy dinh cach thuec, trinh tu gidi quyét hd so yéu cau chimg thyuc vin ban khai nhan
di sdn ma di san la dong san, quyeén sura dung dat, nha 6.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu tuc
hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan quéc gia TCVN 1SO 9001:2015

Cac vin ban phap quy lién quan dé cap tai muc 5.1
12. PINH NGHIA/ VIET TAT

- DPDLD: Dai dién lanh dao

- HTQLCL: Hé thong quén 1y chat luong

- BPTNVTKQ cép x: Bo phan Tiép nhn va Tra két qua cap xa.
13. NOI DUNG QUY TRINH

Can cw phap ly:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban sao
tir ban chinh, chung thyc chir ky va chimg thuc hop dong, giao dich.

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi
5.1 | tiét va huéng din thi hanh mot s6 diéu ctia Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 cia Chinh phi vé cap ban sao tir ban chinh, chimg thuc chir ky va
chtng thue hop dong, giao dich.

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi chirng thuec.

5.2 | Yéu ciu, Piéu kién thue hién Thii tuc hanh chinh: Khong

5.3 | Thanh phan ho so Ban Ban sao co
chinh chirng thuc
hoac ban
chup ¢6
mang theo
ban chinh
dé doi
chiéu

+ Ban chinh hodc ban sao c6 ching thuc Gidy Chimg

. A A - A M /( \ M4 M 2 X
minh nhan dan hodc HY chi€u con gia tri sir dung;

+ Du thdo van ban khai nhan di san ma di san 1a dong
san, quyen sua dung dat, nha ¢;
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+ Ban sao giay chu‘ng nhan quyén sé hitu, quyén st
dung hodc ban sao gidy td thay thé duoc phap luat
quy dinh 601 voi tai san ma phap lut quy dinh phai
dang ky quyen 5O hitu, quyén sir dung trong truong
hop hop déng, giao dich lién quan dén tai san d6
(xuat trinh kém theo ban chinh dé dbi chiéu).

5.4 | So lwong ho so: 01 bo
Thoi gian giai quyet ho so: Khong qua 02 (hai) ngay lam viéc, keé tir ngay nhén
du hd so yéu cau ching thue hodc co thé kéo dai hon theo thoa thuin bang van
5.5 | ban véi nguoi yéu cau ching thue. Truong hop keo dai thot han giai quypt thi
nguoi tiép nhan ho so phai o phiu hen ghi rd thoi gian (gio, ngay) tra két qua
cho nguo1 yéu cau chirng thuec.
5.6 | Noi tiép nhan va tra ket qua: Nop ho so truc tiép tai Uy ban nhan dan cap xa.
5.7 | Lé phi: 50.000 d6ng/vin ban.
5.8 | Quy trinh xir ly cong viéc
5 Biéu miu/
TT ‘ Trach | Thyigian | Chg o
Trinh tu nhiém g Két qua
Tiép nhan ho so theo quy dinh (theo 5.3) Cong
. chtrc tiép
Budc A
1 nhan va
tra két
qua
Buore Nguoi thye hién chimg thuc kiém tra
7 gidy to trong hé so yéu cau chimg thyc,
néu day du, tai thoi diém chimg thuc cac
bén tham gia vdn ban khai nhandisanty |
nguyén, minh man va nhan thac, lam Lanh dao 08 gio
chu duoc hanh vi cia minh thi thuc hién UABN?
chimng thuc. cap Xa
5 oo (Cong
+ Cac bén tham gia khai nhan di san phai | . ec 1
ky trudc mat nguodi thuc hién chung phép gidp
thuec. viée)

+ Trudng hop nguoi yéu cau chimg thuc
khong ky duogc thi phai diém chi; néu
nguoi d6 khong doc dugc, khong nghe
duoc, khong ky, khong diém chi duoc
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thi phai c6 02 (hai) nguoi lam ching.
Nguoi lam chung phai c6 du nang luc
hanh vi dan sy va khong co quyén, loi
ich hodc nghia vu lién quan dén giao
dich. Nguoi 1am chimg do ngudi yéu cau
chtng thuc bd tri. Trudng hop ngudi yéu
cau chimg thuc khong bd tri dugc thi dé
nghi co quan thuc hién chung thuc chi
dinh nguo1 lam ching.

+ Nguoi thue hién chig thuc ghi 161
chtmg theo mau quy dinh; ky, ghi 1d ho
tén, dong dau cia co quan thuc hién
chtng thuc va ghi vao sd chung thuc.
Déi voi vin ban khai nhan c6 tir 02 (hai)
trang tr¢ 1€n, thi tirng trang phai dugc
danh s6 thit t, c6 chit ky cua nguoi yéu
cau ching thuyc va nguoi thuc hién
chtng thuc; s6 lugng trang va 1i chtng
duoc ghi tai trang cudi cta van ban khai
nhéan di san. Truong hop van ban khai
nhan co tr 02 (hai) to trd 1én thi phai
dong dau giap lai.

+ Trong trudng hop ngudi yéu cau
chung thyc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi
phién dich phai 1a nguoi c6 nang luc
hanh vi dan sy day du theo quy dinh cta
phap luat, thong thao tiéng Viét va ngdn
ngit ma ngudi yéu cau chimg thuc s
dung. Ngudi phién dich do nguodi yéu
cau chimg thuc moi hodc do co quan
thuc hién chung thuc chi dinh. Thu lao
phién dich do nguoi yéu cau ching thuc
trd. Nguoi phién dich c6 trdch nhi¢m
dich day du, chinh x4c noi dung cia vin
ban khai nhan di san, noi dung 161 chirng
cho ngudi yéu cau ching thuc va ky vao
tung trang van ban khai nhan véi tu cach
1a nguo1 phién dich
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Buoc

Luu ho so, ghi s6 ching thyc va tra két
qua cho nguoi yéu cau

Cong
chtre tiép
nhan
va tra két
qua

14. BIEU MAU: Khong
15. HO SO LUU:

Hd so Iwu bao gdm cac tai liéu sau:

TT Tai liéu trong ho so
1 | Hb so tai muc 5.3
2 | Van ban khai nhan di san dugc ching thyc.
H6 so duoc luu tai UBND cap x4 v6i thoi gian luu trir 13 20 nam.
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I11. LINH VU'C NUOI CON NUOI

1. Th tuc ding ky viéc nudi con nuéi trong nwéc

UBND cép xi

QUY TRINH

Ma hiéu: | QT-

Thu tuc dang Ky viéc nudi con

nuodi trong nwdc

Ngay BH | ... J...120.

MUC LUC

7. BIEU MAU

SR T o

SUA POI TAI LIEU

MUC PiCH
PHAM VI

TAI LIEU VIEN DAN
DINH NGHIA/VIET TAT
NOI DUNG QUY TRINH

8. HO SO CANLUU

Trach nhiém Xem xét ho so Phé duyét

Ho tén

Chir ky

Chirc vu Cong chirc TPHT Lanh dao UBND cap xa

SUA POI TAI LIEU
Yéu cau P-:-lglinlgié/n 2 Lin ban Ngay ban
sira dbi/ M| M ta ndi dung sira d6i | hanh /Lan | 9%
% quan viéc : . 2R hanh
bo sung aXs stra doi
stra doi
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9. MUC PiCH

Quy dinh cach thirc, trinh ty giai quyét ho so yéu cau dang ky viéc nudi con

nuoi trong nudc.

10.PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11.TAI LIEU VIEN DAN

Tiéu chuan qubc gia TCVN ISO 9001:2015

CAc vin ban phap quy lién quan dé cap tai muc 5.1

12.PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong

13.NQI DUNG QUY TRINH

5.1

Cin ct phap ly:
- Luat nudi con nudi 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 nam 2011 cia Chinh
pha quy dinh chi tiet mét s6 diéu cua Luat nubi con nudi;

- Thong tu 5O 12/2011/TT-BTP ngay 27 thang 6 nam 2011 cua B
Tu phép vé Viéc ban hanh va hudng dan viéc ghi chép, luu trir, st dung biéu
mau nudi con nuoi;

- Thong tu séﬁ 24/2014/TT-BTP ngay 29 thang 12 nam 2014 cua Bo
Tu phép stra doi, b6 sung mot so di€u cua Thong tu so 12/2011/TT-BTP
ngay 27 thang 6 nam 2011 cua BY Tu phéap v€ viéc ban hanh va hudéng dan
viéc ghi chép, luu trir, st dung biéu mau nudi con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 nam 2016 cua Chinh
pht quy dinh 1€ phi dang ky nu6i con nudi, 1€ phi cap giay phép hoat dong
cua td chire con nudi nwde ngoai;

- Thong tu sé 267/2016/TT-BTC ngdy 14 thang 11 ndm 2016 ctia Bo
Tai chinh hudng dan I1ap du toan, quan ly, st dung va quyét toan kinh phi
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ngan sach nha nudc bao dam cho cong tac nudi con nudi va cap, gia han,
sura doi giay phép hoat dong cua to6 chire con nudi nude ngoai tai Viét Nam.

5.2

Yéu ciu, Piéu kién thuwc hién Thi tuc hanh chinh:
Nguoi nhan con nudi phai cé du diéu kién sau:
- C6 nang lyc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro 18n — khong ap dung di véi truong hop cha
duong nhan con riéng cua vo, me ké nhan con riéng caa chong lam con
nudi hoac co, cau, di, chu bac ruét nhan chau lam con nuoi;

- C6 diéu kién vé stc khoe, kinh té, chd & bao dam viéc chiam soc, nudi
dudng, gido duc con nudi - khéng ap dung doi véi truong hop cha duong
nhan con riéng cua vg, me ké nhan con riéng cua chong lam con nudi hoac
0, cau,di, cha bac ruot nhan chau lam con nudi;

- C6 tu cach dao duc tot.

Cac truong hop khong dugc nhan con nudi

- Pang bi han ché mot s6 quyén caa cha, me ddi véi con chua thanh nién;
- Pang chap hanh quyét dinh xt ly hanh chinh tai co so gido duc, co s
chra bénh;

- Pang chap hanh hinh phat t0;

- Chua duoc x06a an tich vé mot trong cac toi 6 y xam pham tinh mang,
suc khoé, nhan pham, danh du ctia nguoi khac; nguoc dai hoac hanh ha dng
ba, cha me, vo chong, con, chau, nguoi ¢6 cong nudi dudng minh; du do,
ép budc hoac chira chap ngudi chura thanh nién vi pham phap luat; mua béan,
danh trao, chiém doat tré em.

Tré em duoc nhan 1am con nudi phai cé dua diéu kién sau:

+ La tré em dudi 16 tudi; 1a tré em tir du 16 tudi dén dudi 18 tudi néu thudc
treong hop duoc cha dugng, me ke, ¢, cau, di, chd, bac ruét nhan lam con
nuoi;

+ Mot nguoi chi dugc lam con cua mét nguoi doc than hoac cua ca hai
ngudi la vo chong.

5.3

Thanh phan ho so Ban chinh | Ban sao c6 chirng
thwe hoac ban
chup c¢6 mang

theo ban chinh dé

déi chiéu
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Ho so ctia ngudi nhan con nudi:

- Pon xin nhan con nudi;

- Ban sao Ho chiéu, Chang minh nhan
dan hoic gidy to cd gia tri thay thé;

- Phiéu ly lich tu phap;

- Vin ban xac nhan tinh trang hon nhan;

- Giay kham suc khoe do co sd'y té cap
huyén tré 1én cap;

- Van ban x&c nhan hoan canh gia dinh,
tinh trang chd &, diéu kién kinh té do
UBND cép xa noi ngudi nhan con nudi
thuong tri cap (truong hop cha duong,
me ké hoac cd, cau, di, chu, bac rudt caa
ngudi duoc nhan lam con nudi thi khéng
can van ban nay).

Ho so ctia nguoi dugc nhan lam con
nuoi:

- Gidy khai sinh;

- Giay kham suc khoe do co quan y té
cap huyén tré Ién cap;

- Hai anh toan than, nhin thang chup
khdong qua 06 thang;

- Bién ban x&c nhan do Uy ban nhan dan
hoac Cong an cap xa noi phat hién tré bi
bo roi 1ap dbi véi tré em bi bo roi; Giay
chung ta cia cha dé, me dé hoic quyét
dinh caa Toa an tuyén bd cha dé, me dé
cua tré em la da chét d6i vai tré em mo
cdi: quyét dinh cua Toa &n tuyén bé cha
dé, me dé cua nguoi duoc gidi thiéu lam
con nudi mat tich dbi véi ngudi dugc
gidi thiéu lIam con nudi ma cha dé, me dé
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mat tich; quyét dinh cta Toa an tuyén b
cha dé, me d¢ cia nguoi dugc gidi thiéu
lam con nudi mat nang lyc hanh vi dan
su ddi véi ngudi duoc gigi thiéu 1am con
nudi ma cha dé, me dé mat niang luc hanh
vi dan su;

- Quyét dinh tiép nhan d6i vai tré em &
co sO nuoi dudng.

5.4

S6 lwong ho so: 01 bo

5.5

Thoi gian gidi quyét hd so:

Trong thoi han 30 ngay (240 gio), trong do:

- Kiém tra hd so va 1ay y kién: 10 ngay, ké tir ngay nhan du hd so hop 18;

- Ghi vao s6 dang ky viéc nudi con nudi va Gidy chiing nhan nudi con nudi,
giao - nhan con nudi: 20 ngay, ke t ngay c6 y kien dong y cua nhitng nguoi
cé lién quan (theo quy dinh cua Biéu 21 Luat nudi con nubi).

5.6

Noi tiép nhén va tra két qua: Ngudi nhan con nudi ndp ho so ciia minh va cua
nguoi dugc nhan lam con nuoi tai Uy ban nhan dan cﬁp xa noi nguoi dugc nhan lam
con nudi thudng tr (d6i véi cac truong hop thong thuong) hodc tai Uy ban nhan
dan cép x4 noi nguoi nhan con nudi thudong tra (néu la cha dugng, me ké hoic co,
cau, di, chu, bac rudt ciia nguoi dugc nhan Iam con nuoi hodc cé su thoa thuan gitra
nguoi nhan con nudi vdi cha me dé, nguoi giam ho ctia nguoi duge nhan 1am con
nuoi)

5.7

L¢ phi: 400.000d/trudng hop.

- Mién 18 phi dang ky nudi con nudi trong nudc ddi véi trudng hop cha
dugng hodc me ké nhén con riéng cua vo hoac chéng lam con nuoi; ¢, cau,
di, chu, bac rudt nhan chau lam con nudi; nhan cac tré em sau day lam con
nudi: Tré khuyét tat, nhi8m HIV/AIDS hodc méc bénh hiém nghéo theo quy
dinh ctia Luat nudi con nudi va vin ban huéng dan; nguoi ¢ cong véi cach
mang nhan con nuoi.

5.8

Quy trinh xir ly cong viéc

TT

Biéu mau/

Trinh tw Trach nhi¢ém | Thoi gian Két qué
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Buée Tjép nhan, kiém tra day du Cong chuc
1 h6 so theo quy dinh (theo | ti€p nhan va 08 gio
5.3) tra két qua
B“Z’O’c Kiém tra ho so, 14y y kién
cua nhimg nguoi cd lién | Cong chire tur 80 gi
quan; phap ho tich
B‘;‘rc Xem xét hd so va du thao
Giay chang nhan nudi con
nudi hoac van ban tir choi | Cong chirc tu
dang ky bao cao lanh dao | phap ho tich
UBND xa 144 gics
B‘Z“c Xem xét va ky Gidy ching | [ snh dao Uy Gidy chirng nhan
nhan nuodi con nudi hodc | pan nhan nuor con n?u0|‘
vin ban tir chéi dang k9 | gan cip x hodc vin ban tir
ap choi dang ky
Uy ban nhéan dan cdp xa to | UBND x4 08 gio
chue dang ky nu6i con nuéi,
trao Gidy chung nhin nuoi
Buée | cON nuoi cho cha me nuoi,
5 cha me d¢ hoac nguodi gidm
ho hoac Qai dién co s& nuodi
dudng, t6 chuc giao nhéan
con nudi va ghi vao s6 ho
tich.
14.BIEU MAU: 02 mau
TT | M3 hi¢u Tén biéu miu
1 | Mau TPICN-1 5 om xin nhan con nudi
2014/CN.02 :
5 | Mau TP/CN- | To khai hoan canh gia dinh ctia nguoi nhan con
2011/CN.06. nuoi.

15.HO SO LUU

Ho so luu bao gdm cac tai liéu sau:

[ TT|

Tai liéu trong ho so
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H6 so tai muc 5.3

Bién ban lay y kién ctia cha, m¢ dé hoac nguoi gidm ho veé viée cho tré em lam
con nudi trong nudc

Bién ban lay y kién cua gidm doc co s& nudi dudng ve viéc cho tré em lam con
nuoi

Bién ban giao nhéan con nudi

Giay chung nhan nudéi con nudi hodc van ban tir choi dang ky

H6 so duogc luu tai UBND cip x4 theo quy dinh phap luat vé luu trir.
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Méu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tu do - Hanh phic

Anh 4 x 6cm Anh 4 x 6 cm
PON XIN NHAN CON NUOI
(Dung cho truong hop nudi con nudi trong nude)
KAND UL e
Chung t6i/t6i la:
Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan toc

Qudc tich

Nghé nghi¢p

Noi thuong tra

S6 Giay CMND/Ho chiéu

Noi cap

Ngay, thang, ndm cap

bia chi lién hé

Dbién thoai/fax/email

C6 nguyén vong nhan tré em dudi day lam con nuoi:

Ho Vaten:. ...,

. GQIOT NN

8 Truong hop ngudi nhan con nudi thudng tra trong nude, thi giri UBND x3/ phudng/thi trn noi c6 thim quyén ding
ky viéc nudi con nudi. Truong hop nguoi nhén con nudi va nguoi duge nhan lam con nudi tam trii & nudc ngoai, thi

giri Co quan dai dién Viét Nam, noi c6 tham quyén dang ky viéc nudi con nudi.
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Ngay, thAng, NAM ST ..o

INOT SINN e
Dan toC: ..o, Quéc 15 o) s SO

Tinh trang SUC KNOEG: ..........ccooooviiiii st
Noi dang ky ho KhAU thuong trU:. ... e e

Noi dang cu tru:
0 Gia dinh:

Ho va tén

Ngay, thang, nam sinh

Pia chi lién hé

bién thoai,/fax/ email

Quan h¢ véi tré em dugc nhan
lam con nudi

0 CO SO NUOT AUTNIE S ..o oo

Néu duoc nhén tré em lam con nuéi, ching t61/t61 cam két s& cham soc, nudi dudng,
gido duc tré em nhu con dé cia minh va thyc hi€én moi nghia vu ctia cha me dbi véi con
theo quy dinh ctia phap luat. Chung t6i/tdi cam két trong thoi han ba nam, ké tir ngay giao
nhan con nuodi, dinh ky 06 thang mot lan, gtri thong bao vé tinh trang phat trién moi mat

cua con nuoi (co kem theo anh)
CNOL. e e 8 noi chiing t6i/t6i thuong
tra
D& NGNIT oo xem xét, giai quyét.
.................. , NQAY ... thang ... ndm....
ONG BA
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

7 Ghi rd tén va dia chi co s& nudi dudng.
8 Ghi tén UBND x@/phuong/thi tran hodc Co quan dai dién Viét Nam & nuéc ngoai.
% Nhu kinh giri.

469



CONG HOA XA HQI CHU NGHIA VIET NAM  Mdu TP/CN-2011/CN.06
Poc lap - Tu do - Hanh phuc

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VA tEI: ..o Ngay SINN: ..o
INOT STINL Lot e
S6 Gidy CMND: ....ooooceeerer NOT CAP: oo NEAY CAP oo
D Y1 1Y)
INOT ERIOME TITL: e e
Tinh trang hon NNANIO: et

2. Ba:
HO VA TN ..o NQAY SINN: ..o
INOT TN oot e
S6 Gidy CMND: ....ooooeeseceeeseeso NOT CAP: oo NEAY CAP oo
S TC 1Y YT LA
INOT LIIOTIZ TITL: ..o SRR
Tinh trang hON NNANMYL ..o oo

B\ V= T o TP o OTTTOTTTOOOTN

0 Khai ré ddy 1a lan két hon thir mdy cia nguoi nhdn con nudi, tinh trang con céi.

Y Khai nhu chii thich 1.

2 Khai ré hién nay ngueoi nhdn con nudi dang séng cing véi ai; thdi do ciia nhitng nguoi trong gia dinh vé viéc
nhdn con nuoi.
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O ol 2 Y oY 1o T - TGO

............... , Ngay......thang........nam..........
Ong Ba
(K, ghi ro ho tén) (K, ghi 16 ho tén)

Y kién ciia T truwéng t6 dan phd/Truéng thon vé nguwdi nhin con nudi:

............... , Ngay........thang.......... nam.........
To trwéng dan pho/Trudéng thon
(Ky, ghi ré ho tén)

Xdc minh ciia cong chirc tw phdp - h tich®>:

............... , NQay........thang......... nam.........
Nguwoi xac minh
(Ky, ghi ro ho tén)
Xac nhén cia UBND xa/phwong/thi trin

............... , Ngay.....thang.......... nam.........

TM. UBND XA/PHUONG/THI TRAN
(K¥, ghi ré ho tén, chirc vu va dong dau)

B Y kien ciia can bé xdc minh vé cdc ndi dung ma nguoi nhdn con nuéi ty khai 6 trén. Danh gia nguoi nhdn con nudi
du hay khéong du diéu kién dé nhdn con nuoi.
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Mdu TP/CN-2014/CN.07

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tw do - Hanh phic

BIEN BAN LAY Y KIEN CUA CHA, ME PE HOAC NGUOI GIAM HOQ VE VIEC CHO
TRE EM LAM CON NUOI TRONG NUGC

Téi/ching toi la:

Ba

Ho va tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

S6 Gidy CMND/ Ho chiéu

Noi cap

Ngay, thang, nim cap

Noi thuong tra

Dién thoai/ fax/email

LaChade ||

Mede [ ]

Nguoi giam ho

cua tré em:

= HO VA TEI foeeeeeeee e Gi01 tinh: .,
- Ngay, thang, NAM SINN: ..o

S Lo 2 003 1 0| o Ao TP

= DANLOCT e Quéc TICRH: e
= NOT RIONE UL s

Sau khi dugc tu van day du vé cac quy dinh cta phap luat vé nudi con nudi, tdi/ching tbi

ddng ¥ cho tré em c6 tén néu trén lam con nudi ciia Ong/Ba:

Ong

Ba

Ho va tén

Ngay, thang, nam sinh

Dan toc
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Quéc tich

S6 Gidy CMND/ Ho chiéu

Noi cap

Ngay, thang, nim cip

Noi thuong tra

bién thoai/ fax/email

Toi/ching t6i xin khang dinh nhu sau:

1. Viéc ddng y cho tré em lam con nudi 1a hoan toan ty nguyén, khong bi ép budc,
khong c6 bat ctr sy dén bu hay thoa thuan vat chat nao.

2. Toi/chung to61 hiéu rang, viéc cho tré em lam con nudi sé phat sinh mo1 quan hé cha
me va con lau dai, 6n dinh gitra cha me nuo6i va con nuoi.

3. Toi/chiing toi hiéu rang sau ngay.................. thang.............. nam............ 14 t6i/chiing
t01 khong dugc thay doi y kién vé viéc cho tré em lam con nudi.

4. T6i/ching t6i va ngudi nhan con nudi da cé thoa thudn vé viéc?

- Toi/chung t6i van con quyén, NEhTA VUi 3
- Cha me nudi ¢ qUYEN, NENTA VUL.....veeeeeeeeeeeeeeeeeeee e 4
................ ,Ngay.......thang....... nam...
Y kién ciia tré em tir di 9 tudi tré 1én CHA,ME PE/NGUOI GIAM HOQ

(Ky, ghi ro ho tén ) (Ky, ghi ro ho tén)

14 Sau 15 ngay ké tir ngay lay ¥ kién.

2 Néu khong c6 thoa thuan gi thi khong phai dién vao muc nay va cha, me dé s& khong con quyén, nghia vu cham séc,
nudi dudng, cap dudng, dai dién theo phap luat, bdi thuong thiét hai, quan 1y, dinh doat tai san riéng dbi voi con da
cho lam con nudi.

3&4 Néu rd quyén, nghia vu gi trong s quyén, nghia vu chim séc, nudi dudng, cap dudng, dai dién theo phép luat, boi
thuong thiét hai, quan ly, dinh doat tai san riéng ddi v&i con da cho 1am con nudi.

5Néu tré em thuong tri & trong nuée thi cong chirc Tu phap — ho tich cua Uy ban nhan dan cip x4 ldy ¥ kién. Néu
tré em tam tra ¢ nudc ngoai thi vién chire lanh sy/ngoai giao cua Co quan dai dién Viét Nam ¢ nu6e ngoai lay y
kién.

8 Néu cong chire Tu phap - ho tich cAp xa di ldy ¥ kién thi Uy ban nhan dan cip x3 x4c nhan. Néu vién chic ldnh
su/ngoai giao cua Co quan dai dién Viét Nam & nude ngoai liy y kién thi Co quan dai dién Viét Nam & nude ngoai
xac nhan.
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Xac nhin ciia nguoi ldy y kién Xic nhén ciia co quan ¢6 thAm quyén®

Tbi xin cam doan di tu van ddy du quy dinh  Xac nhan chit ky bén 1a cia Ong/Ba

phap luat vé nudi con nudi, nhimg nguoi lién e S
quan d bay to su tu nguyén ddng ¥ cho tré em la: nguoi da tién hanh lay y kién ve vice cho N
lam con nudi va da ky tén trude mét toi. 8 @M lam con nuo

................. Ngay......thang......ndm.... L\
Nguoi lay y kién®
(Ky, ghi ro ho tén)

(Ky, ghi ré ho tén, chirc vy, dong déau)
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Mdu TP/CN-2014/CN.07.a
CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phuc

BIEN BAN LAY Y KIEN CUA GIAM POC CO SO NUOI DUONG VE VIEC CHO TRE
EM LAM CON NUOI

Ho va tén

Ngay, thang, ndm sinh

Dan toc

Qudc tich

S6 Giay CMND/ H6 chiéu
Noi cép

Ngay, thang, nim cap
Noi thuong tra
Dién thoai/ fax/email

LA GIAM BOC oo 15 noi
dang cham soc, nudi dudng tré em:
= HO VAEN IE CIMN:..ooooooeeeeeee e Gidi tinh:......ooe,
= Ngay, thang, NAM SINN: ..o s
= U INOT SINNL s s
= DANLOC: e Quéc TICRH: o

= NOTRUIONG UL e

Sau khi dugc tu van day du ve cac quy dinh cua phép luat vé nu6i con nudi, t61 dong y cho
tré¢ em c6 tén néu trén ldm con nudi :

15 Ghi day du tén ctia co s nudi dudng.
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|:| ctia nguoi nudc ngoai;

I:I ctia Ong/Ba’® :

Ong Ba

Ho va tén

Ngay, thang, nam sinh

Dan toc

Quéc tich

S Gidy CMND/ Ho chiéu

Noi cap

Ngay, thang, nim cap

Noi thuong tra

bién thoai/ fax/email

To1 xin khdng dinh nhu sau:

1. Vigc dong y cho tré em lam con nudi la hoan toan tu nguyén, khong bi ép bude,
khong c6 bat ctr sy dén bu hay thoa thuan vat chat nao.

2. Toi hiéu rang, viéc cho tré em lam con nuoi s€ phat sinh moi quan hé cha me va
con lau dai, 6n dinh gitta cha me¢ nudi va con nudi.

................ , NQAy.......thang........... nam.................
Y kién ctia tré em tir dii 9 tudi tré 1én GIAM POC CO SO NUOI DUONG
(Ky, ghi ro ho tén ) (Ky, ghi ro ho tén, dong dau)
Xac nhén ciia ngudi lay y kién Xac nhén ciia co quan c6 thim quyén®

T6i xin cam doan da tu van day du quy dinh  Xac nhan chir ky bén 1a cia Ong/Ba
phép luét Vé nuéi con nuai’ nh&ng nguf)’l Cé ....................................................................................................

16 Chi cén trong trudmg hop cho tré em lam con nudi trong nude
g g g g
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lién quan da bay to su tu nguyén dong y cho 12 ngudi da tién hanh ldy y kién vé viéc cho
tré em lam con nudi va da ky tén trrde mat toi.  tré €M lam con nuoi.

\

................ ,Ngay........thang.......ndm........
Nguoi ldy y kién?’
(Ky, ghi ro ho tén)

(Ky, ghi rd ho tén, chirc vu, déng dau)

17 Néu tré em duoc cho 1am con nudi trong nudc thi cong chirc Tu phap — ho tich cua Uy ban nhan dan cip xi liy y
kién. Néu tré em duoc cho lam con nudi nuée ngoai thi can bo ciia S& Tu phap iy v kién.

4Néu cong chtre Tu phép - ho tich cip xa di lay ¥ kién thi Uy ban nhan dan cép x3 xac nhan. Néu can bo cua S¢ Tu
phap 14y y kién thi S¢ Tu phap xac nhan.
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Mdu TP/CN-2011/CN.08

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

BIEN BAN GIAO NHAN CON NUOI

Hoém nay, vao hoi............... gio............. phat, ngay...........thang...............nam.............
LV 4 LT
Chiing t6i gdm:

N T Y1 1T S
ONG/BA: ..ot e
Chircvu: ...

B. Bén giao con nudi:

NI e ettt

C. Bén nhan con nuéi:

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Qudc tich

Noi thuong tra

Nghé nghiép

18 Ghi tén co quan cdp Gidy chimg nhdn nudi con nuéi.
19 Ghi tén co quan to chirc viéc dang k¥, giao nhdn con nuéi.
2 Nhuw chi thich 2.
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S6 Gidy CMND/H6
chiéu

Noi cap

Ngay, thang, nim cap

Pia chi lién hé

bién thoai/fax/email
Pa hoan thanh viéc giao nhan tré em dwéi day lam con nuéi:

HO VATEN: ..o GLOT NG L
Ngay, thAng, NAM SINN: ..o
N O ST e

Dan técQuéc TICR: e

INOT ERIONIE TITLL oo
Bién ban nay dugc lam thanh ................ ban?%, 01 ban trao cho bén nhan, 01 ban trao cho bén giao,
07 DAN TUU AT oo s noi dang ky
viéc nudi con nudi, 01 ban gui YN

...................... ,NQAY............thang.......nam......
Paidién ... 23 Bén giao Bén nhin
(Ky, ghi ro ho, tén, (Ky va ghi ro ho, tén) (Ky va ghi ro ho, tén)

chure vu va dong dau)

2 Tryeomg hop viée nudi con nudi dang ky tai UBND cdp xd, thi ldp thanh 04 ban. Truong hop viéc nudi con nudi
dang ky tai Co quan dai dién Viét Nam o nwoc ngoai, thi ldp thanh 05 ban.

22 Uy ban nhén dan xa/phwonglthi tran noi thuong trd cia cha me nudi hogc con nudi néu khong phai la noi ding ky.
Truong hop dang ky viéc nudi con nudi tai Co quan dai dién Viét Nam & nwéc ngoai thi gii cho Cuc Con nubi, Bg
Tuw phdp va Cuc Lanh sy, B6 Ngoai giao maéi noi 01 ban.

2 Nhuw chui thich 2.
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2. Thi tuc dang ky lai viéc nuéi con nudi trong nwéc

QUY TRINH Ma higu: | QT-
UBND cip x3 | Thi tuc dang Ky lai viéc nuéi con Ngay BH | ... /....120.
nuodi trong nwdc
MUC LUC

1. SUA POI TAI LIEU

2. MUC biCcH

3. PHAM VI

4. TAILIEU VIEN DAN

5. DINH NGHIA/VIET TAT

6. NOIDUNG QUY TRINH

7. BIEU MAU

8. HO SO CAN LUU

Trach nhiém Xem xét ho so Phé duyét
Ho tén
Chir ky
Chirc vu Cong chirc TPHT Lanh dao UBND cap xa
SUA POI TAI LIEU

Yéu cé“ Pzginl?é/n 2 Lén ban Ngay ban
sﬁx’a doi/ quan viée M0 ta nfi dung sira doi hz‘u}h / I;::ln hanh
bo sung sira déi stra doi
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9. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau dang ky lai viéc nudi con

nudi trong nudc.

10. PHAM VI AP DUNG

Ap dung cho ¢4 nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuin qubc gia TCVN ISO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong

13. NOI DUNG QUY TRINH

5.1

Can cw phap ly:
- Luat nudi con nubi 2010;

- Nghi dinh Sf) 19/2011/ND-CP ngay 21 thang 3 nam 2011 cua Chinh
pha quy dinh chi tiét mot so diéu cua Luat nubi con nuoi;

- Thong tu sO 12/2011/TT-BTP ngay 27 thang 6 nam 2011 cua Bo
Tu phép vé Viéc ban hanh va hudng dan viéc ghi chép, luu trir, s dung biéu
mau nudi con nudi,

- Thong tu séq 24/2014/TT-BTP ngay 29 thang 12 nam 2014 cua Bo
Tu phép sira doi, b6 sung mot s6 diu cua Thong tu s6 12/2011/TT-BTP
ngay 27 thang 6 nam 2011 cua BY Tu phap v€ viéc ban hanh va hudéng dan
viéc ghi chép, luu trir, st dung biéu mau nudi con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 ndm 2016 ctia Chinh
pht quy dinh 1& phi dang ky nudi con nuéi, 1& phi cap gidy phép hoat dong
cua to chirc con nudi nudc ngoai;

- Thong tu s6 267/2016/TT-BTC ngay 14 thang 11 nam 2016 cua Bo
Tai chinh hudng dan 1ap du toan, quan ly, sir dung va quyét toan kinh phi
ngan sach nha nudc bao dam cho cong tac nudi con nubi va cap, gia han,
stra doi gidy phép hoat dong cua to chirc con nudi nudc ngoai tai Viét Nam.

5.2

Yéu cau, Piéu kién thye hién Thi tuc hanh chinh:
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- S6 ho tich va ban chinh gidy to diang ky nudi con nudi bi mat hoic hu

hong khong str dung duoc;

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau ding ky

lai.

5.3 | Thanh phin hd so Ban chinh | Ban sao c6 chirng
thuc hoac ban
chup c6 mang

theo ban chinh deé
doi chieu

To khai dang ky lai viéc nudi con nudi

(Truong hop yéu cau dang ky lai tai Uy

ban nhan dan cap xa khong phai 1a noi

trude day da dang ky viéc nuodi con nudi, X

thi To khai phai ¢c6 cam két ciia nguoi yéu

cau dang ky lai ve tinh trung thyc cua viéc

dang ky nudi con nudi trude do va co chir

ky cua it nhat hai nguoi lam ching).

5.4 | So6 lwong ho so: 01 bo

55 | Thoi gian gidi 9“Xét ho so: Trong thoi han 05 ngay lam viéc (40 gio), ké

tr ngay nhan du ho so hop 1€ (40 gio).

5.6 | Noi tiép nhin va tra két qua: Tryc tiép tai Uy ban nhan dan cap xa.

5.7 | L¢ phi: Khéng.

5.8 | Quy trinh xir ly cong viéc

N Biéu mau/

TT Trinh tw Trach nhiém | Thoi gian Két qua

Bube Ti€p nhén, kiém tra day di | Cong chirc
hé so theo quy dinh (theo | tiép nhan va 08 gio
1 s LA o
5.3) tra két qua
Budc £t A \ .
» Xim Xet, ho S0 va dl_i:_thao Cong chirc tu
Giay chung nhan nudi con | phap hg tich
nuol.
; . , 24 giv g -
B‘;"'c Xem xét va ky OL ban| |0k dao Uy 8 G:ﬁg:ﬂ;gggnggﬁn
chinh Giay chang nhan| pannhan

nudi con nuoi. dan cap xa

hoéq van ban tur
choi dang ky
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Bwoc

Ghi vao so

Muc ghi chu cua ban chinh
Gidy chung nhan nudi con
nudi va So6 dang ky nudi con
nudi ghi ro 1a dang ky lai va
tra két qua.

Cong chuce 08 gio

TPHT

14. BIEU MAU: 01 mau

T

M3 hiéu

Tén biéu mau

Mau TP/CN-
2011/CN.04.

To khai dang ky lai viéc nudi con nuoi.

15. HO SO LUU

Ho so luu bao gdm cac tai lidu sau:

1T

Tai liéu trong ho so

1 Ho so tai muc 5.3

2 | Gidy chirng nhan nudi con nuoi.

H6 so duoc luu tai UBND cap x4 theo quy dinh phap ludt vé luu trit.
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Anh 4x 6 cm

(chup chua
qua 6 thang)

CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

Chuing toi /toi la:

TO KHAI PANG KY LAI VIEC NUOI CON NUOI

Mdu TP/CN-2011/CN.04

Anh 4x 6 cm

(chup chua
qué 6 thang)

Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Quéc tich

Noi thuong tra

S6 Giay CMND/Hb chiéu

Noi cap

Ngay, thang, nim cép

Dia chi lién hé

bién thoai/fax/email

Da nhin nguwoi co tén dudi diy lam con nuodi:

HO VA TEN: oottt Gi61 tinh: oo,
NEay, thANZ, NAM ST ...
INOT SINN: oo s
DAN LOC: .o Quéc EICHT o s
INOT TRIONE TITLL e

2 Truong hop nudi con nuéi trong nudc, thi guri UBND xa/ phuong/thi tran noi c6 tham quyen dang ky lai viéc nuoi
con nuéi. Truong hop nudi con nuéi c6 yéu t6 nuée ngodi, thi giri So T phdp, noi cé tham quyén dang ky lai viéc
nudi con nuoi.
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Phan khai vé bén giao con nudi trwéc day?:

Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan tdc

Quéc tich

Noi thuong tra/tam tra

S6 Giday CMND/H6 chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién hé

bién thoai/fax/email

TEN CO SO MUOT AUGTIZ: ..ot
Chure vu cua nguot dai di€n €O SO NUOT AUOTNIE: ...

Chung t61 cam doan 101 khai trén day la dung su that va chiu trach nhiém trudc phéap luat
vé cam doan cua minh.

Nguoi khai
(Ky, ghi ro ho tén)

2 Néu cé duoe cac thong tin ny.

3 Ghi r6 la cha, me dé; nguoi gidm hé hay co s nudi duéng. Néu la co sé nudi dudng thi ghi ré tén co sé nudi dudng,
chuee vu cua nguoi dai dién co' so nudi duong.

4 Khéng can c6 x&c nhdn ciia nguoi lam ching néu ddang Ky lai viée nudi con nudi tai UBND cdp x&/STP noi da dang ky
viée NCN trudc day.
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X&c nhan ciia Nguwdi lam chieng thi nhat?

TOTEEN Lo sinh nam .........

Toi xin lam chung viéc nudi con nudi néu trén la
dung sy that va xin chiu trach nhiém vé viéc 1am

chung caa minh.

(Ky, ghi r6 ho tén)

Xac nhan cia Nguwoi lam ching thi hai

TOT N LA sinh ndm

TAi xin lam ching viéc nudi con nudi néu trén 1a dung
su that va xin chiu trach nhiém vé viéc lam ching cua
minh.
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3. Thi tuc giai quyét viéc nguoi nuéde ngoai cw tra & khu vuc bién gioi

nuéc lang giéng nhan tré em Viét Nam Iam con nudi

QUY TRINH Ma higu: | QT-
. Thii tuc giai quyét viée nguoi | Ngay BH | ..... /....120.
UBND cap xa | puwéc ngoai cur tra ¢ khu vue bién
gidi nudc lang giéng nhan tré em
Viét Nam lam con nuoi
MUC LUC
1. SUA DOI TAI LIEU
2. MUC biCH
3. PHAM VI
4. TAI LIEU VIEN DAN
5. DINH NGHIA/VIET TAT
6. NOI DUNG QUY TRINH
7. BIEU MAU
8. HO SO CAN LUU
Trach nhiém Xem xét ho so Phé duyét
Ho tén
Chir ky
Chire vu Cong chirc TPHT Lanh dao UBND cap xa
SUA POI TAI LIEU
Yéu czj'“ P-[ngnnlgié/n z Lan ban ay ban
stra doi/ oA MO ta ngi dung stra doi | hanh / Lan gay
% quan viéc : . 2R hanh
bo sung aXs stra doi
stra doi
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9. MUC PiCH

Quy dinh cach thirc, trinh tu giai quyét hd so yéu cau giai quyét viéc nguoi

nudc ngoai cu tru ¢ kKhu vuc bién gidi nudce lang gieng nhan tré em Viét Nam lam
con nuoi.

10. PHAM VI AP DUNG

Ap dung cho ca nhan va cac co quan c6 lién quan dén qui trinh giai quyét thu

tuc hanh chinh.

11. TAI LIEU VIEN DAN

Tiéu chuan qudc gia TCVN 1SO 9001:2015

Céc vin ban phap quy lién quan dé cap tai muc 5.1

12. PINH NGHIA/ VIET TAT

- DDLD: Dai dién lanh dao
- HTQLCL: Hé thong quan 1y chat luong

13. NOI DUNG QUY TRINH

5.1

Cin ct phap ly:
- Luat nudi con nudi 2010;

- Nghi dinh Sf) 19/2011/ND-CP ngay 21 thang 3 ndm 2011 cua Chinh
pha quy dinh chi tiet mot s6 diéu cua Luat nubi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27 thang 6 nam 2011 cia B
Tu phép ve viéc ban hanh va huéng dan viéc ghi chép, luu trit, sir dung biéu
mau nudi con nuoi;

- Thong tur s6 24/2014/TT-BTP ngay 29 thang 12 ndm 2014 ctia Bo
Tu phép sura doi, b6 sung mot so di€u cua Thong tw so 12/2011/TT-BTP
ngay 27 thang 6 nam 2011 cua BY Tu phéap v€ viéc ban hanh va hudng dan
viéc ghi chép, luu trir, st dung biéu mau nudi con nuoi;

- Nghi dinh s6 114/2016/ND-CP ngay 8 thang 7 ndm 2016 cua Chinh
pht quy dinh 1€ phi dang ky nu6i con nudi, 1€ phi cap giay phép hoat dong
cua td chire con nudi nwde ngoai;

- Thong tu sé 267/2016/TT-BTC ngdy 14 thang 11 ndm 2016 ctia Bo
Tai chinh hudng dan lap du toan, quan ly, st dung va quyét toan kinh phi
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ngan sach nha nudc bao dam cho cong tac nudi con nudi va cap, gia han,
sura doi giay phép hoat dong cua to6 chire con nudi nude ngoai tai Viét Nam.

5.2

Yéu ciu, Piéu kién thuwc hién Thi tuc hanh chinh:
Nguoi xin nhan con nudi c¢6 du cac diéu kién nhu sau:
- C6 nang lyc hanh vi dan sy day du;
- Hon con nudi tir 20 tudi tré 1én:

- C6 diéu kién vé suc khoe, kinh té, chd ¢ bao dam viéc chiam soc,
nudi dudng, giao duc con nubi;

- C6 tu cach dao duc tét;
- bu diéu kién theo quy dinh caa phép luat nude lang giéng.
Cac truong hop khong dugc nhan con nudi
- Pang bi han ché mot s6 quyén caa cha, me ddi véi con chua thanh nién;

- Pang chap hanh quyét dinh xt ly hanh chinh tai co so gido duc, co s
chira bénh;

- Pang chap hanh hinh phat to;

- Chua duoc x0a an tich vé mot trong cac toi 6 y xam pham tinh mang,
stc khoé, nhan pham, danh duy ctia ngudi khac; ngugc dii hodc hanh ha 6ng
ba, cha me, Vo chong, con, chau, ngudi co cong nudi dudng minh; du dd,
ép buoc hodc chira chap nguoi chua thanh nién vi pham phap luat; mua bén,
danh trao, chiém doat tré em.

Tré em duoc nhan 1am con nudi phai c6 du cac diéu kién sau:

+ La tré em dudi 16 tudi; 1a tré em tir du 16 tudi dén dudi 18 tudi néu thudc
treong hop duoc cha dugng, me ke, ¢, cau, di, cha, bac ruét nhan lam con
nuoi;

+ M6t nguoi chi duoc lam con cua mot ngudi doc than hoac cua ca hai
ngudi la vo chong.

5.3

Thanh phin ho so Ban chinh | Ban sao c6 chirng
thwe hoac ban
chup c¢6 mang

theo ban chinh dé

déi chiéu

Ho so ciia ngwoi nhgn con nudi:

- Bon xin nhéan con nu6i; X
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- Ban sao Ho chiéu hoac giay to ¢ gia tri
thay the;

- Phiéu ly lich tu phap;

- Van ban xac nhan vé viéc ngudi nhan
con nudi cé du dieu kién nubi con nudi
theo quy dinh cta phép luat nude do;

- Vin ban xac nhan tinh trang hon nhan;

- Giay kham suc khoe;

- 02 Anh chyp toan than (Chup méi nhat,
cd 9cm x 12cm hoac 10 cm x 15 cm).

- Gidy khai sinh;

- Giay kham suc khoe do co quan y té
cap huyén tré Ién cap;

- Hai anh toan than, nhin thang chup
khdng qua 06 thang;

Ho so' clia nguwoi dwoc nhan lam con
nuoi:

- Giay khai sinh;

- Giay kham suc khoe do co quan y té
cap huyén tré Ién cap;

- Hai anh toan than, nhin thiang chup
khdéng qua 06 thang;

- Bién ban xac nhan do Uy ban nhan dan
hoiac Cong an cap xa noi phat hién tré bi
bo roi 1ap doi véi tré em bi bo roi; Gidy
chung tir ciia cha dé, me dé hoic quyét
dinh cua Toa &n tuyén bd cha dé, me dé
cua tré em la da chét d6i vai tré em mo
coi; quyét dinh cta Toa an tuyén bd cha
dé, me dé cua nguoi dugc gidi thiéu lam
con nudi mat tich d6i véi nguoi duoc gidi
thiéu lam con nu6i ma cha dé, me dé mat
tich; quyét dinh cua Toa an tuyén bd cha
dé, me dé cua nguoi dugc gidi thiéu lam

490




con nudi mat nang luc hanh vi dan sy doi
véi nguoi dugc gidi thiéu lam con nudi
ma cha dé, me dé mat nang luc hanh vi
dan su;

- Quyét dinh tiép nhan doi véi tré em &
co s& nudi dudng.

5.4 | S6 lwong ho so: 02 bd
Thoi gian gidi quyét hd so:
Trong thoi han 30 ngay (240 gio), trong do:
- UBND cap xa kiém tra hd so, 1ay y kién nhitng nguoi ¢6 lién quan: 15
55 | Ngay, ke ta ngay nhan du ho so hop I¢;
- So Tu phap c6 y kién: 10 ngay, ké tir ngay nhan duoc vian ban cia Uy ban
nhan dan cap xa;
- Bang ky viéc nudi con nudi va giao - nhan con nudi: 05 ngay, ké tir ngay
nhan dugc van ban dong y cua Sé Tu phap.
56 Noi tiép nhén va tra két qua: Truc tiép tai try s& UBND cap x4, noi tré em thudng
' tra
5.7 | Lé phi: 4.500.000 ddng/truong hop.
5.8 | Quy trinh xir ly cong viéc
o Bi¢u mau/
TT Trinh tw Trach nhiém | Thoi gian Két qua
Buo Ti€p nhén, kiém tra day di | Cong chirc
ui € |hd so theo quy dinh (theo | ti€p nhén va 08 gio
5.3) tra két qua
B“Z’O’c Kiém tra ho so, 14y y kién
cua nh&ng ngu:(‘)’i co lién Cong Chlrl’c‘l tu 120 gioy
quan; phap ho tich
Bl;(rc Soan thao va trinh ky van

ban gui So Tu phip kém | 516 chie tu
theo 01 b6 ho sorcuangudi | phap hg tich
nhan con nudi va cua tré
em dé xin y kién

08 gid
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Buwoc

So Tu phép c6 van ban tra
o1

S Tu phap 80 gio

Budc

Sau khi nhan duoc van ban
cua S6 Tu phap, xem xét
hé so va du thao Gidy
chirng nhan nuéi con nudi
hodc van ban tir chéi dang
ky béo cdo lanh dao
UBND xa.

Cong chuc tu
phap ho tich

16 gio

Bwoc

Xem xét va ky Gidy chung
nhan nudi con nudi hoac
van ban tur choi dang ky

Lanh dao Uy
ban nhan
dan cap xa

Giay chung nhan
nuoi con nuoi
hodc van ban tu
chéi dang ky

Bwoc

Tra két qua:

- Uy ban nhan déan cip xa to
chic dang ky nudi con nuoi,
trao Gidy chung nhan nudi
con nudi cho cha me nudi,
cha me dé hoac nguodi giam
ho hodc dai dién co s& nudi
dudng, t0 chirc giao nhan
con nudi va ghi vao sd hd
tich.

- Hoac van ban tir choi.

UBND xi 08 gio

14. BIEU MAU: 01 mau

1T

M3 hiéu

Tén biéu mau

Mau
2014/CN.02

TP/CN-

Pon xin nhan con nudi

Mau TP/CN-
2011/CN.06.

To khai hoan canh gia dinh ctia ngudi nhan con
nuoi.

15. HO SO LUU

Ho so' luu bao gdm cac tai liéu sau:

[ TT|

Tai liéu trong ho so
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H6 so tai muc 5.3

Bién ban lay y kién ctia cha, m¢ dé hoac ngudi gidm hd veé viée cho tré em lam
con nudi trong nudc

Bién ban lay y kién cua gidm doc co s& nudi dudng ve viéc cho tré em lam con
nuoi

Vin ban lay ¥ kién S¢ Tu phéap va vin ban tra 10i.

Bién ban giao nhan con nudi

Giay chimg nhan nudéi con nudi hodc van ban tir choi dang ky

H6 so duoc luu tai UBND cap x4 theo quy dinh phap luat vé luu trit.
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Méu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap - Tu do - Hanh phic

Anh 4 x 6cm Anh 4 x 6 cm
PON XIN NHAN CON NUOI
(Dung cho truong hop nudi con nudi trong nude)
KINN GUL2T oot
Chung t6i/t6i la:
Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan tdc

Qudc tich

Nghé nghi¢p

Noi thuong tra

S6 Giay CMND/Ho chiéu

Noi cap

Ngay, thang, ndm cap

bia chi lién hé

Dbién thoai/fax/email

C6 nguyén vong nhan tré em dudi day lam con nuoi:

Ho Vaten:. ...,

. GQIOT NN

21 Trudng hop ngudi nhan con nudi thudng tri trong nuée, thi giri UBND x3d/ phudng/thi trén noi c6 thim quyén
dang ky viéc nudi con nudi. Truong hop ngudi nhan con nudi va ngudi duge nhin lam con nudi tam tra & nudc ngoai,

thi giri Co quan dai dién Viét Nam, noi c¢6 tham quyén ding ky viéc nudi con nudi.

494




NQAY, thANE, NAM STNN: ......ccoooiioiieii s

INOT SINN e
Dan toC: ..o, Quéc 15 Co) s SO

Tinh trang SUC KNOEG: ..o s
Noi dang kY ho KDAU thUONG ..o e e

Noi dang cu tru:
0 Gia dinh:

Ho va tén

Ngay, thang, nam sinh

Pia chi lién hé

bién thoai,/fax/ email

Quan h¢ véi tré em dugc nhan
lam con nudi

0 Co SO NUOT AUTNEZ: ... o

Ly do NHAN CON MUBI: ... s

Néu duoc nhén tré em lam con nuéi, ching t61/t61 cam két s& cham soc, nudi dudng,
gido duc tré em nhu con dé cia minh va thyc hi€én moi nghia vu ctia cha me dbi véi con
theo quy dinh ctia phap luat. Chung t6i/t6i cam két trong thoi han ba nam, ké tir ngay giao
nhan con nuodi, dinh ky 06 thang mot lan, gtri thong bao vé tinh trang phat trién moi mat
cua con nuoi (co kem theo anh)
CRI0. e noi ching t6i/toi

DE NGNIP0 o xem xét, giai quyét.
.................. , NQAY ... thang ... ndm....
ONG BA
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

28 Ghi 16 tén va dia chi co s nu6i dudng.
2% Ghi tén UBND xa/phuong/thi tran hodc Co quan dai dién Viét Nam & nudc ngoai.
30 Nhu kinh guri.
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CONG HOA XA HQI CHU NGHIA VIET NAM  Mdu TP/CN-2011/CN.06
Poc lap - Tu do - Hanh phuc

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VA TN oo NQAY SINN: ...oovvvvvvvvvvvvvvrrcs
INOT SIIINI st SRR
S6 Gidy CMND: ....ooocooocee NOT CAP: oo NEAY CAP oot
DS TC 1Y YT S
INOT LAIPOTIZ TITL: ..o SRR
Tinh trang hon NNANCL: e et

2. Ba:
HO VA tEIL: ..o Ngay SINN: ..o
INOT SN oo SRR
S6 Gidy CMND: ..o NOi CAP? oo NEAY CAP oo
DT 1 1V
INOT TRUIONE TITL: oo R
TINh trang hON NNAN®Z: ..ot oo e

1 1 OO

= MITC thU NRAP: o

31 Khai ré ddy la lan két hon thir mdy ciia nguoi nhdn con nudi, tinh trang con cdi.

32 Khai nhuw chii thich 1.

8 Khai ré hién nay ngueoi nhdn con nudi dang song cing véi ai; thdi dé ciia nhitng nguoi trong gia dinh vé viéc
nhdn con nuoi.
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............... ,NQay......thang.......nam......
Ong Ba
(Ky, ghi vé ho tén) (Ky, ghi vé ho tén)

Y kién ciia T truwéng té din phd/Trwéng thén vé ngudi nhin con nudi:

nam........
T6 truéng dan phd/Truéng thon
(Ky, ghi ré ho tén)

Xdc minh ciia cong chirc tw phdp - h$ tich®:

Nguwoi xac minh
(Ky, ghi ré ho tén)

Xic nhan ciia UBND xa/phuong/thi tran

............... , Ngay........thang......... nam.........

TM. UBND XA/PHUONG/THI TRAN
(K¥, ghi ré ho tén, chirc vu va déng dau)

34 Y kién cua can bé xdc minh vé cdc ndi dung ma nguoi nhdn con nudi tu khai ¢ trén. Panh gid nguoi nhdn con nudi
du hay khéong du diéu kién dé nhan con nudi.
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