~_ PHANII ‘ ’
NOI DUNG CU THE CUA TUNG THU TUC HANH CHINH

A. Thu tuc hanh chinh méi ban hanh thugc thAm quyén giai quyét ciia S¢
Tw phap; UBND cap huyén va UBND cap xa:
I. Linh vuc Quaén tai vién: (12 thu tuc)

1. Tén thi tuc hanh chinh: Pding ky hinh nghé qudn Iy, thanh Iy tai sin véi tw
cdch ca nhan

Trinh ty thye hién: Budée 1. Ca nhan c6 nhu cau ndp ho so truc tiép tai S& Tu phap hoic
qua hé thdng buu chinh noi quan 1y hoat dong Quan tai vién va hanh
nghé quan 1y, thanh 1y tai san tai dia phuong ding ky.

- Pia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum

- Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac
ngay trong tudn (trir ngay nghi va 18 theo quy dinh).

Budée 2. Can bo tiép nhan kiém tra tinh hop 1¢ cua h6 so. Truong hop
ho so hop 1¢ thi thu 1y giai quyet va viét phiéu hen; Trudng hop hd so
chua hop 1€ thi huong dan bo sung hoan chinh hd so. Truong hop tir
chéi phai thong bao bang vin ban va néu rd 1y do.

Budée 3. Ca nhan nhan két qua tai S6 Tu phap hodc qua dudng buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian: Sang: 7h30-10h30, Chiéu: 13h30-16h30, cic ngay trong
tuan (trir ngdy nghi va I8 theo quy dinh).

Cich thirc thuc hién: | Truc tiép tai bd phan tiép nhan hd so cua S& Tu phap hodc qua hé
thong buu chinh

Thanh phan, sb luwgng | @) Thanh phin hé so"

ho so: - Gidy dé nghi dang ky hanh nghé quan 1y, thanh 1y tai san véi tu cach

c4 nhan (theo mau TP-QTV-04).

- Ban chup chimg chi hanh nghé Quan tai vién (Kém theo bdn chinh dé
doi chiéu)

b) S6 lwong hé so: 01 bd

Thoi han giai quyét: 07 ngay lam viéc, ké tir ngdy nhan du ho so hop 18

Poi twong thuc hién: | Ca nhan

Co quan thuc hién: S¢ Tu phép

Két qua: Vian ban ghi tén vao danh sach Quan tai vién, doanh nghiép quan 1y,
thanh ly tai san

L¢ phi: Chua quy dinh

Tén miu don, to khai: | Gidy dé nghi dang ky hanh nghé quan 1y, thanh 1y tai san vdi tu cach
¢4 nhan (Mdu s6 TP-QTV-04 Nghi dinh sé 22/2015/ND-CP ngay
16/02/2015 cua Chinh phi)

Yéu cau, diéu ki¢n: Nguoi ding ky hanh nghé quan 1y, thanh 1y tai san véi tu cach ca nhan
phai c6 dia chi giao dich.

Nhing ngudi sau day khong duge dang ky hanh nghé quén 1y, thanh 1y
tai san vdi tu cach ca nhan:

- Khong du diéu kién quy dinh tai Diéu 12 cua Luét Pha san, cu thé:

+ C6 nang lyc hanh vi dan su day di;

+ Co phém chét dao duc tét, co y thirc trach nhiém, liém khiét, trung
thuc, khach quan;

+ C6 ching chi hanh nghé Quan tai vién.

- Thudc mét trong cac trudng hop quy dinh tai Diéu 14 cua Luat Pha
san, cu thé:

C4 nhan khong dugc hanh nghé quan 1y, thanh 1y tai san




+ Can bg, cong churc, vién chuc; si quan, quan nhan chuyén nghiép,
cong nhan quéc phong trong co quan, don vi thudc Quan doi nhan dan;
si quan, ha si quan chuyén nghiép trong co quan, don vi thuéoc Cong an
nhan dan.

+ Nguoi dang bi truy ctru trach nhiém hinh sw; ngudi da bi két an
nhung chua duge xo6a an tich; nguoi dang bi ap dung bién phap xur ly
hanh chinh dua vao co s¢ gido duc bét budc, co s cai nghién bét budc.
+ Nguoi mét nang lyc hanh vi dan sy hodc bi han ché nang lyc hanh vi
dan su.

- Nguoi dang bi cAm hanh nghé quan 1y, thanh 1y tai san theo ban 4n
hay quyét dinh ctia Toa an di c6 hiéu luc.

Can cu phap ly:

- Lugt Pha san ngay 19/6/2014

- Nghi dinh sé 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé qudn 1y, thanh Iy tai sdn.




Mau TP-QTV-04

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

GIAY PE NGHI PANG KY
HANH NGHE QUAN LY, THANH LY TAI SAN

VOI TU CACH CA NHAN
Kinh guriz ...
Téntoila: .......oocoeiiii. Nam/Nit: ....ooevennennn. Ngay sinh: ...... Y SR
Chtng chi hanh nghé Quan tai vién s&: ................... do B6 Tu phap cip ngay:
...... /Y S

Ping ky hanh nghé quan ly, thanh Iy tai sian véi tw cich ca nhan
voi cac ndi dung sau day:

1. HO VA 81 (ghi BANG CHIE i HOQ): ..ot
TN ZIA0 AICH (NEU CO): oottt
Piénthoai: ... Fax: (oo
EMEIL e
Chtng minh nhan dan/Ho chiéu sd: ........................ Ngay cap: ..... Jooidoiiiiiii
N ST

Noi dang ky ho Khau thurdng trl: .........o.eveeieeeeeeeeeee ettt

2. Linh vyc hanh nghé: Theo quy dinh ctia Luat Phé san.

T6i xin cam doan nghiém chinh tuan tha phap ludt va thyc hién day da cac nghia vu do
phap luat quy dinh.

Tinh (thanh phd), ngay... thang... ndm...
Ky, ghiro ho tén



2. Tén thii tuc hanh chinh: Chéim dirt hanh nghé quan 1y, thanh Iy tai sin véi tw
cdch ca nhan

Trinh ty thue hién: Budée 1. Ca nhan c6 nhu cau ndp ho so truc tiép tai S& Tu phap hoic
qua hé thdng buu chinh noi quan 1y hoat dong Quan tai vién va hanh
nghé quan 1y, thanh 1y tai san tai dia phuong ding ky

Pia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum

Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngiy
trong tuan trir thir Bay, Chu nhat.

Buwée 2. Can bo tiép nhan kiém tra tinh hop 1€ cua hd so. Néu hd so
hop 18 thi thu 1y giai quyét va viét phiéu hen, néu ho so chua hop 18 thi
huéng dan bd sung hoan chinh hd so. Trudng hop tir chdi phai thong
bao bang van ban va néu 15 1y do.

Bude 3. Ca nhan nhan két qua tai S& Tu phap hodc qua dudng buu
dién.

Dia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra ho so: Sang: 7h30-10h30, Chiéu: 13h30-16h30, cac ngay
trong tuan trir thir Bay, Cha nhat.

Céch thirc thuc hién: | Truc tiép tai bd phan tiép nhan ho so cua S& Tu phap hodc qua hé

thong buu chinh
Thanh phan, so lweng | @) Thanh phan hé so: ‘
ho so: - Van ban thong bao cham dut viéc hanh nghé quan 1y, thanh ly tai san

vOi tu cach ca nhan
b) So lugng ho so: Chua quy dinh
Thai han gidi quyét: Chua quy dinh

Poi twong thuc hién: | Ca nhan

Co quan thyec hién: S& Tu phap

Két qua: Van ban x6a tén Quan tai vién khdi danh sach Quan tai vién, doanh
nghi¢p quan 1y, thanh ly tai san

L¢ phi: Chua quy dinh

Tén miu don, to khai: | Khong

Yéu cau, diéu kién: Khong

Can cwr phap ly: - Luat Pha san ngay 19/6/2014

- Nghi dinh s 22/2015/ND-CP ngay 16/02/2015 cua Chinh phu quy
dinh chi tiét thi hanh mét so diéu cua Ludt Pha san vé Quan tai vién va
hanh nghé quan ly, thanh ly tai san.




3. Tén tha tuc hanh chinh: Thong bdo viéc thanh ldp chi nhdanh, vin phong dai
dién cua doanh nghiép qudn ly, thanh ly tai sdn.

Trinh tu thwe hién: Bude 1. Trong thoi han 07 ngay lam viéc, ké tir ngay duoc cip Gidy
chirng nhan dang ky hoat dong chi nhanh, van phong dai dién, doanh
nghiép quan 1y, thanh 1y tai san guri van ban thong bao cho S¢ Tu phap
(truc tiép hodc qua hé théng buu chinh noi quan 1y hoat dong Quan tai
vién va hanh nghé quan 1y, thanh Iy tai san tai dia phuong dang ky).

Dia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngiy
trong tuan trir thir Bay, Chu nhat.

Buwée 2. Can bo tiép nhan kiém tra tinh hop 1€ cua hd so. Néu hd so
hop 18 thi thu 1y giai quyét va viét phiéu hen, néu ho so chua hop 18 thi
huéng dan bd sung hoan chinh hd so. Truong hop tir chdi phai thong
b4o bang van ban va néu 15 1y do.

Buéc 3. T6 chirc nhan két qua tai SO Tu phép hoic qua dudng buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chii nhat.

Cich thirc thuc hién: | Truc tiép tai bd phan tiép nhan hd so cua S& Tu phap hodc qua hé
thong buu chinh

Thanh phan, so lwong | @) Thanh phan hé so:

hd so: - Vén ban thong bdo sau khi doanh nghi€p quéan ly, thanh 1y tai san
dugc cap Gidy ching nhan dang ky hoat dong chi nhanh, vin phong
dai dién.

b) 86 lwong ho so: Chua quy dinh.

Thoi han giai quyét: Chua quy dinh

Poi twong thue hién: T6 chiic
Co quan thyec hién: So Tu phap
Két qua: Danh sach chi nhanh, van phong dai dién ctia doanh nghiép quan ly,

thanh 1y tai san tai dia phuong dugc 1ap va dugc cong bo trén Cong
thong tin dién tir cia S& Tu phap.

L¢ phi: Chua quy dinh

Tén miu don, to khai: | Khong

Yéu cau, dicu ki¢n: Khong

Can cir phap ly: - Ludt Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu cia Ludt Phd san vé Quan tdi vién va
hanh nghé quan 1y, thanh Iy tdi san.




4. Tén thu tuc hanh chinh: Thay doi thanh vién hop danh ciia Cong ty hop danh
hodc thay doi chii doanh nghiép tw nhdn cua doanh nghiép qudn ly, thanh ly tai sdn.

Trinh tu thwe hién:

Bude 1. TH chirc ¢6 nhu cau ndp ho so truc tiép tai S& Tu phap hoic
qua hé thdng buu chinh noi quan 1y hoat dong Quan tai vién va hanh
nghé quan 1y, thanh 1y tai san tai dia phuong ding ky.

Pia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum

Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngiy
trong tuan trir thir Bay, Chu nhat.

Buwée 2. Can bo tiép nhan kiém tra tinh hop 1€ cua hd so. Néu hd so
hop 18 thi thu 1y giai quyét va viét phiéu hen, néu ho so chua hop 18 thi
huéng dan bd sung hoan chinh hd so. Trudng hop tir chdi phai thong
bao bing van ban va néu 10 1y do.

Bude 3. T chirc nhan két qua tai S& Tu phap hodc qua duong buu
dién.

Dia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chui nhat.

Cach thirc thyc hién:

Truc tiép tai bd phan tiép nhan ho so cia S¢ Tu phap hodc qua hé
thong buu chinh.

Thanh phan, so lwong
ho so:

a) Thanh phan hé so"

- Vin ban dé nghi thay d6i

- Ban chup Gidy chimg nhan dang ky doanh nghiép

- Ban chyp chimg chi hanh nghé quan tai vién cua thanh vién hop danh
moi; Ban chyp ching chi hanh nghé quan tai vién cta chii doanh
nghi¢p tu nhan mai.

Lwu y: Trieong hop ndp truec tiép thi xudt trinh ban chinh d@é doi chiéu,
Trieong hop ndp qua dwong buu chinh thi khi ¢ yéu cau cia S6 Tw
phép thi phai xudt trinh ban chinh dé doi chiéu hodc ban chup cé
chirng thuye.

b) S6 lirong ho so: 01 bo.

Thoi han giai quyét:

07 ngay lam viéc, ké tir ngay nhan du ho so hop 1&

Poi twong thue hién:

T6 chire

Co quan thuc hién:

S& Tu phap

Két qua:

Quyét dinh thay doi thanh vién hop danh ctia Cong ty hop danh hogc
thay doi chu doanh nghiép ctia doanh nghiép tu nhan cho doanh nghiép
quan ly, thanh ly tai san

L¢ phi: Chua quy dinh
Tén miu don, to khai: | Khong
Yéu céu, diéu kién: Khong

Can cu phap ly:

- Ludt Pha san ngay 19/6/2014

- Nghi dinh sé 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé quan Iy, thanh 1y tdi san.




5. Tén thii tuc hanh chinh: Ping ky hanh nghé qudan Iy, thanh Iy tai sin déi voi
doanh nghiép qudn ly, thanh Iy tai sdn.

Trinh ty thue hién: Budée 1. T chirc ¢6 nhu cau ndp ho so truc tiép tai S& Tu phap hoic
qua hé thong buu chinh noi quan 1y hoat dong Quan tai vién va hanh
nghé quan 1y, thanh 1y tai san tai dia phuong ding ky.

Dia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngiy
trong tuan trir thir Bay, Chu nhat.

Buwée 2. Can bo tiép nhan kiém tra tinh hop 1€ cua hd so. Néu hd so
hop 18 thi thu 1y giai quyét va viét phiéu hen, néu ho so chua hop 18 thi
huéng dan bd sung hoan chinh hd so. Trudng hop tir chdi phai thong
béo bang van ban va néu 10 1y do.

Budée 3. T chirc nhan két qua tai S& Tu phap hodc qua dudng buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chu nhat.

Céch thirc thuc hién: | Truc tiép tai bd phan tiép nhan hd so cua S& Tu phap hodc qua hé
thong buu chinh

Thanh phan, so lwong | @) Thanh phan hé so:

ho so: - Gidy dé nghi dang ky hanh nghé quan 1y, thanh 1y tai san (theo miu);

- Ban chyp Gidy ching nhan dang ky doanh nghiép (Kém béan chinh dé
dbi chiéu);

- Ban chup ching chi hanh nghé Quan tai vién cia thanh vién hop
danh, Tong giam ddc hodc Giam dbc cia cong tu hop danh quy dinh
tai Diém a Khoan 2 Piéu 13 cta Luat Pha san; ban chup chung chi
hanh nghé Quan tai vién ciia nhiing nguoi khac hanh nghé quan 1y,
thanh 1y tai san trong cong ty hop danh (néu c6); ban chup ching chi
hanh nghé Quan tai vién cta chu doanh nghiép tu nhan quy dinh tai
Piém b Khoan 2 Piéu 13 cta Luéat Pha san; ban chup chuing chi hanh
nghé Quan tai vién ciia nhitng ngudi khac hanh nghé quan 1y, thanh 1y
tai san trong doanh nghiép tu nhan (néu co).

Trong truong hop can thiét, doanh nghiép dé nghi dang ky hanh
nghe quan 1y, thanh 1y tai san ndp Phiéu 1y lich tu phap cta Téng gidm
dbc hodc Giam ddc cua cong ty hop danh quy dinh tai Diém a Khoan 2
Piéu 13 cia Luat Pha san; ban chup ching chi hianh nghé Quan tai
vién cua nhitng nguoi khac hanh nghé quan 1y, thanh 1y tai san trong
cong ty hop danh (néu c6); ban chup chimg chi hanh nghé Quan tai
vién ciia chii doanh nghiép tu nhan quy dinh tai Diém b Khoan 2 Diéu
13 ctia Luat Pha san; ban chup chimg chi hanh nghé Quan tai vién ciia
nhitng nguoi khac hanh nghé quan ly, thanh 1y tai san trong doanh
nghi¢p tu nhan theo yéu cau cua S¢ Tu phap.

Luwu y: Trueong hop ndp triee tiép thi xudt trinh ban chinh de doi chiéu;
Truong hop ndp qua dwong bwu chinh thi khi ¢é yéu cau ciia S¢ Tu
phdp thi phai xudt trinh ban chinh dé déi chiéu hodc ban chup cé
chirng thuc.

b) 86 lwong hé so: 01 bd

Thoi han gidi quyét: | 07 ngay lam viéc, ké tir ngay nhan du ho so hop 18

Poi twong thue hién: Tb chirc

Co quan thuc hién: S¢ Tu phép

Két qua: Quyét dinh ghi tén doanh nghiép vao danh sach Quan tai vién, doanh
nghiép hanh nghé quén 1y, thanh 1y tai san

L¢ phi: Chua quy dinh




Tén mau don, to khai:

Gidy dé nghi diang ky hanh nghé quan ly, thanh 1y tai san (Mdu sé TP-
QTV-05 Nghi dinh 22/2015/ND-CP ngay 16/02/2015 cua Chinh phu).

Yéu cau, dieu Kién:

Khong

Can cu phap ly:

- Ludt Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé quan Iy, thanh 1y tdi san.




Mau TP-QTV-05

TEN DOANH NGHIEP CONG HOA XA HQI CHU NGHIA VIET NAM
QUAN LY, THANH LY TAI SAN Poc lap - Tw do - Hanh phiic
GIAY PE NGHI

DPANG KY HANH NGHE QUAN LY, THANH LY TAI SAN CUA DOANH NGHIEP
QUAN LY, THANH LY TAI SAN1

Kinh glri: ..o

1. Tén goi diy dii ciia doanh NGIEP: ............coovvevieeeeeeeeeee e
TN 10 AICK: weiieieiiiee ettt e et e et e e e are e
2P0 ChEErU SO2 ..o
DBiénthoai: ... Fax: oo
EMAIL e
AT L L USSP TR PP PRUPPTTPRO
Ping ky hanh nghé quan 1y, thanh Iy tai sian véi cac ndi dung sau day:

1. Tén doanh nghiép quan 1y, thanh 1y tai san (tén goi ghi bang chit in hoa):

TN 210 dICH (NEU CO): evverveeeeeeeeeee ettt ettt
TEN VIEE tAL (NEU CO): oottt et n st en et en st en s
T8N tHENEG AN (EU CO): ettt ee st

2. Chii doanh nghiép tu nhan ddi v6i doanh nghiép tu nhan quén 1y, thanh 1y tai san:

Hovatén: ..........ooooiiiiiii.i. Nam/Nir:......... Ngay sinh: ...... [ocod oo,

Chtrng minh nhan dan s&: ...........cccoevueeieeinnn... Ngay cap: .../ on.....

INOT CAP? v ee ettt st s e n st e s sttt n et n e s ens s s s enanes
Noi dang ky ho KhAu thuOnNg i ........ovveveeeeeeseeeeeeeeeeeeese e seesesesseeseesessessesess s ensesesneans
ChO G MBI NAY: ..ot s sttt es ettt en s st e s et s nse s s e s s nsnaneas
Chtng chi hanh nghé Quan tai vién sd: ..................... Ngay cap ..../.../......

3. Thanh vién hgp danh, Téng giam ddc hodc Giam ddc 1a Quan tai vién d6i véi cong ty hop
danh quan 1y, thanh 1y tai san:

a) Hovatén: ..., Nam/Nir: ...... Ngay sinh: ..../....[.........
Chtng minh nhan dan s6: ................oooviiiiie Ngay cap: ....... [eviidvininnin.
INOT CAP: oottt et er ettt n et ettt en et en et en et
Noi dng kY ho KNAU thUOTE tIT: ...t



ChO G RIBI NMAY? ..o ee ettt sttt ettt ettt en et es s

Chtng chi hanh nghé Quan tai vién s6: ..........ccoevvveeennnnn... Ngay cap ..../... e,
b)yHovatén: ..........ooiiiiiiiiii e Nam/Nfi: ...... Ngay sinh: ..../..../.........
Chtrng minh nhan dan s8: ............ccooviviiiiieee . Ngay cip: ....... [iviiduiininnans
INOT CAP: ettt ettt ee e ettt sten et n et e en st en et en st et en e
Noi ddng Ky ho Khau thuONE tr: .......vveeeeeees ettt
ChO G RIBI NAY? ..ottt ettt e ettt
Chtng chi hanh nghé Quan tai vién s6: ..............coovvcvicenennn.. Ngay cap ..../... o
c)Hovatén: ... Nam/Ni: ...... Ngay sinh: ..../..../........
Chtrng minh nhan dan $0: ................oovmiieeieneeeennn, Ngay cap: ....... [oviid o
INOT CAP: oottt s ettt s ettt ettt ettt
Noi dang k¥ ho Khau thUONE tri: .........cooiveeiieieeseeeesee et ese s ess s tes e sesse st s s seneesans
ChO G HIBI NMAY: ..ottt sttt ettt et sn sttt es s e et s en e
Chimg chi hanh nghé Quan tai vién $6: .........cccocovevveeennennnnn. Ngay cp ..../..oeee.

4. Danh sach nhitng ngudi hanh nghé quan 1y, thanh 1y tai san khac trong doanh nghiép tu
nhan, cong ty hop danh (néu co):

Stt

Ho tén

Nam sinh

Chirng chi hanh nghé
Quan tai vién )
(ghi ro so, ngay cap)

Dia chi, so dién thoai
lién hé

5. Linh vuc hanh nghé: Theo quy dinh ctia Luat Pha san.

Téi/chung ti xin cam doan nghiém chinh tuén thu phap luat va thue hién ddy du cac nghia

vu do phép luat quy dinh.

Tinh (thanh phé), ngay... thang... nam...
Ky, ghi ro ho tén, dong dau

10




6. Tén thii tuc hanh chinh: Thay déi théng tin ding ky hanh nghé ciia Qudn tai
vién

Trinh tu thwe hién: Bude 1. Khi co thay doi vé dia chi giao dich trong ho so dang ky hanh
nghe quan 1y, thanh 1y tai san thi trong thoi han 7 ngay, ké tir ngay thay
do6i Quan tai vién hanh nghé vé6i tu cach ca nhan phai gui van ban dé
nghi diéu chinh thong tin dang ky dén S& Tu phap (truc tiép hodc qua
hé théng buu chinh noi quan 1y hoat dong Quan tai vién va hanh nghé
quan ly, thanh 1y tai san tai dia phuong dang ky).

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chu nhat.

Buéc 2. Can bo tiép nhén klém tra tinh hop 1¢ cua hd so. Néu ho so
hop 1é thi thu 1y giai quyét va viét phleu hen, néu hd so chwa hop 1é thi
hudng dan b sung hoan chinh ho so. Trudng hop tir chdi phai thong
b4o bang van ban va néu 16 1y do.

Budée 3. Ca nhan nhan két qua tai S& Tu phap hodc qua duong buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chu nhat.

Céch thirc thuc hién: | Truc tiép tai bo phan tiép nhan ho so ciia S& Tu phéap noi quan 1y linh
vuc Quan tai vién va hanh nghé quan 1y, thanh 1y tai san.

Thanh phan, so lwong | a) Thanh phan ho so:

ho so: - Vin ban dé nghi diéu chinh thong tin ding ky hanh nghé quén 1y,
thanh 1y tai san.

b) 86 lwgng ho so: Chua quy dinh

Thoi han giai quyét: | 03 ngay lam viéc, ké tir ngay nhan di1 ho so hop 1¢

Poi twong thue hién: Cé4 nhan
Co quan thyec hién: So Tu phap
Két qua: Thay d6i thong tin v€ dia chi giao dich cia Quan tai vién trong danh

sach Quan tai vién, doanh nghiép hanh nghé quan 1y, thanh 1y tai san.
L¢ phi: Khong

Tén mAu don, to khai: | Khong

Yéu ciu, diéu kién: Khong

Can cw phap ly: - Ludt Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phé san vé Quan tai vién va
hanh nghé quan 1y, thanh Iy ti san.
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7. Tén thi tuc hanh chinh: Thay déi thong tin ding ky hanh nghé ciia doanh
nghiép qudn ly, thanh ly tai san

Trinh tu thwe hién:

Buéce 1. Khi c6 thay doi tén, dia chi tru sd, van phong dai dién, chi
nhanh, nguoi dai dién theo phap luat, danh sach Quan tai vién hanh
nghé trong doanh nghiép quan 1y, thanh 1y tai san thi trong thoi han 7
ngay, ké tir ngay dugc bd sung vao hd so diang ky doanh nghiép phai
giri van ban dé nghi diéu chinh thong tin ding ky dén S& Tu phép (truc
tiép hodc qua hé théng buu chinh noi quan 1y hoat dong Quan tai vién
va hanh nghé quan ly, thanh 1y tai san tai dia phuong dang ky)

Pia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum

Thoi gian tiép nhan: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngiy
trong tuan trir thir Bay, Chu nhat.

Budc 2. Can b tiép nhan kiém tra tinh hop 1¢ cua ho so. Néu ho so
hop I¢ thi thu 1y giai quyet va viét phiéu hen, néu hd so khong hop 18
thi tra lai va huéng dan bo sung hoan chinh hd so. Trudng hop tir chdi
phai théng bao bang van ban va néu rd 1y do.

Buéc 3. T6 chirc nhan két qua tai SO Tu phép hoic qua dudng buu
dién.

Dia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chii nhat.

Cach thirc thyc hién:

Truc tiép tai bd phan tiép nhan ho so cia S¢ Tu phap hodc qua hé
thong buu chinh.

Thanh phan, so lwong
ho so:

a) Thanh phan hé so"

- Vian ban dé nghi diéu chinh thong tin dang ky hanh nghé quan 1y,
thanh 1y tai san.

b) 86 lwgng ho so: Chua quy dinh.

Thoi han gii quyét:

03 ngay lam viéc, ké tir ngay nhan da ho so hop 18

Poi twong thue hién:

To6 chuc

Co quan thuec hién:

S¢ Tu phép

Két qua:

Thay doi thong tin vé tén, dia chi tru s&, van phong dai dién, chi nhanh,
ngudi dai dién theo phap luat, danh sach Quan tai vién hanh nghé trong
doanh nghiép trong danh sich Quén tai vién, doanh nghi¢p hanh nghé
quan ly, thanh ly tai san

L¢ phi: Khong
Tén miu don, t& khai: | Khong
Yéu cau, diéu kién: Khong

Can cu phap ly:

- Luat Pha san ngay 19/6/2014

- Nghi dinh sé 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phit quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé quan Iy, thanh 1y tdi san.
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8. Tén thii tuc hanh chinh: Tam dinh chi hanh nghé quan Iy, thanh Iy tai sin déi
voi Qudn tai vién

Trinh ty thwe hién: Buéc 1. S Tu phap ra Quyét dinh tam dinh chi hanh nghé ddi véi
Quan tai vién néu thudc mot trong cac trudng hop quy dinh tai khoan 1
Diéu 20 Nghi dinh s6 22/2015/ND-CP, cuy thé:

+ Pang bi truy ctru trach nhiém hinh sy;

+ Dang bi 4p dung bi¢n phap xur Iy hanh chinh;

+ Quan tai vién 1a ludt su bi tudc quyén sir dung chimg chi hanh nghé
luat su theo quy dinh cta phap ludt vé xt Iy vi pham hanh chinh trong
linh vuc tu phap hodc bi xtr Iy ky luat bang hinh thirc tam dinh chi tu
cach thanh vién Poan luat su theo quy dinh cia phap luat vé luat su;

+ Quan tai vién 13 kiém toan vién hanh nghé bi tudc quyén sir dung
Glay chimg nhan dang ky hanh nghé klem toan, bi dinh chi hanh nghé
kiém toan theo quy dinh cua phap luat vé xur 1y vi pham hanh chinh
trong linh vuc kiém toan doc lap; quan tai vién l1a kiém toan vién bi
tudc quyén str dung chimg chi kiém toan vién theo quy dinh ciia phap
luat.

Buée 2. Ca nhan nhan Quyét dinh tai S& Tu phap hodc qua dudng buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chii nhat.

Céch thirc thuc hién: | - Thoi gian tam dinh chi hanh nghé quan 1y, thanh 1y tai san ddi voi
truong hop dang bi truy ctru trdch nhiém hinh sy hodc dang bi ap dung
bién phap xur 1y hanh chinh t6i da 1a 12 thang. Truong hop thdi gian
tam dinh chi néu trén da hét ma 1y do tam dinh chi hanh nghé quan ly,
thanh 1y tai san van con thi thdi gian tam dinh chi tiép tuc duoc kéo
dai, mdi 1an khong qua 12 thang.

- Thoi gian tam dinh chi hanh nghé quan 1y, thanh 1y tai san dbi voi
truong hop Quan tai vién 1a luat su bi tuéc quyén sir dung chung chi
hanh nghé luat su theo quy dinh cta phap ludt vé xt 1y vi pham hanh
chinh trong linh vuc tu phap hodc bi xtr Iy ky luat bang hinh thirc tam
dinh chi tu cach thanh vién DPoan luat su theo quy dinh ctia phap luat
vé luat su thyc hién theo quyét dinh xir phat vi pham hanh chinh cta co
quan c6 tham quyén hoic quyét dinh xir Iy ky luat ciia Ban chu nhiém
Poan luat su.

- Thoi gian tam dinh chi hanh nghé quan 1y, thanh ly tai san dél \!
truong hop Quan tai vién la kiém toan vién hanh nghé bi tudc quyén sir
dung Glay chtng nhan diang ky hanh nghé kiém toan, bi dinh chi hanh
nghé kiém toan theo quy dinh cta phap luét vé xtr Iy vi pham hanh
chinh trong linh vuc kiém toan doc lap; quan tai vién 1a kiém toan vién
bi tudc quyén st dung chimg chi kiém toan vién theo quy dinh cia
phap luat thyc hién theo quyét dinh xtr phat vi pham hanh chinh cia co
quan ¢6 thim quyen

Thanh phén, sb lwong | @) Thanh phan ho so. Khong quy dinh.

hé so: b) 6 lwong ho so: Khong quy dinh

Thoi han giai quyét: Khong quy dinh

Poi twong thwe hién: | To chirc

Co quan thuc hién: S¢ Tu phap

Két qua: Quyét dinh tam dinh chi hanh nghé quan 1y, thanh 1y tai san d6i véi
Quan tai vién

L¢ phi: Khong quy dinh

Tén miu don, t& khai: | Khong quy dinh
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Yéu cau, dieu Kkién:

Quan tai vién bi tam dinh chi hanh nghé néu thuoc mot trong cac
truong hop sau day:

- Pang bi truy ctru trach nhi€m hinh sy;

- Pang bi 4p dung bién phap xu 1y hanh chinh.

- Quan tai vién 1a luat su bi tudc quyén st dung ching chi hanh nghé
ludt u theo quy dinh cta phép ludt vé xir Iy vi pham hanh chinh trong
linh vuc tu phap hodc bi xir Iy ky luat bang hinh thirc tam dinh chi tu
cach thanh vién Doan luit su theo quy dinh ctia phap luat vé luat su.

- Quan tai vién la kiém toan vién hanh nghé bi tudc quyén sir dung
Glay chimg nhan dang ky hanh nghé klem toan, bi dinh chi hanh nghé
kiém toan theo quy dinh cua phap luat vé xur 1y vi pham hanh chinh
trong linh vuc kiém toan doc 1ap; quan tai vién 1a kiém toan vién bi
tudc quyén st dung ching chi kiém toan vién theo quy dinh ctia phap
luat.

Can cw phap ly:

- Luat Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé quan Iy, thanh 1y tdi san.
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9. Tén thi tuc hanh chinh: Tam dinh chi hanh nghé quan Iy, thanh Iy tai san déi
vdi doanh nghiép qudn ly, thanh ly tai sdn

Trinh tu thwe hién:

Buée 1. S6 Tu phap ra Quyét dinh tam dinh chi hanh nghé dbi voi
Quan tai vién néu thudc mot trong cac trudng hop quy dinh tai khoan 2
Diéu 20 Nghi dinh s6 22/2015/ND-CP, cy thé:

- Cong ty hop danh thay di thanh vién hop danh ma khong bao dam
didu kién quy dinh tai Diém a Khoan 2 Diéu 13 cia Luat Ph4 san;
doanh nghiép tu nhan thay doi chu doanh nghiép ma khong dam bao
didu kién quy dinh tai Diém b Khoan 2 Piéu 13 cta Lu4t Pha san;

- Thanh vién hop danh cta cong ty hop danh bi tam dinh chi hanh
nghé quén ly, thanh 1y tai san quy dinh tai Khoan 1 Piéu nay din dén
cong ty hop danh khong bao dam diéu kién quy dinh tai Diém a Khoan
2 Piéu 13 cua Luat Pha san; cha doanh nghié€p tu nhan bi tam dinh chi
hanh nghé quan 1y, thanh 1y tai san quy dinh tai Khoan 1 Diéu nay dan
dén doanh nghiép tu nhan khong bao dam diéu kién quy dinh tai Diém
b Khoan 2 Piéu 13 cta Luat Pha san.

Buwéc 2. Ca nhan nhan Quyét dinh tai S& Tu phap hoic qua dudng buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian tra hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay
trong tuan trir thir Bay, Chi nhat.

Cach thire thue hién:

- Thoi gian tam dinh chi hanh nghé quan ly, thanh ly tai san d6i véi
truong hop Cong ty hop danh thay d6i thanh vién hop danh ma khong
bao dam diéu kién quy dinh tai Diém a Khoan 2 Piéu 13 cua Luat pha
san; doanh nghiép tu nhan thay doi chii doanh nghiép ma khong dam
bao diéu kién quy dinh tai Piém b Khoan 2 Diéu 13 cta Luit Pha san;
thanh vién hop danh ctia cong ty hop danh bj tam dinh chi hanh nghé
quén ly, thanh 1y tai san quy dinh tai Khoan 1 Diéu 13 dan dén cong ty
hop danh khong bao dam diéu kién quy dinh tai Piém a Khoan 2 Diéu
13 ctia Luat Pha san; chi doanh nghi¢p tu nhan bi tam dinh chi hanh
nghé quan ly, thanh 1y tai san quy dinh tai Khoan 1 Piéu 13 dan dén
doanh nghiép tu nhan khong bao dam diéu kién quy dinh tai Piém b
Khoén 2 Diéu 13 cua Luat Pha san ti da 1a 12 thang.

Thanh phan, so6 hrong
ho so:

a) Thanh phéq hé so Khong quy dinh.
b) 86 luwgng ho so: Khong quy dinh

Thoi han gidi quyét: Khong quy dinh
Poi twong thue hién: T6 chuc
Co quan thuc hién: S¢ Tu phép

Két qua:

Quyét dinh tam dinh chi hanh nghé quan 1y, thanh 1y tai san doi voi
doanh nghiép quan ly, thanh ly tai san.

L¢ phi:

Khong quy dinh

Tén mau don, to khai:

Khong quy dinh

Yéu cau, dieu kién:

Doanh nghiép quan 1y, thanh 1y tai san bi tam dinh chi hanh nghé quan
ly, thanh 1y tai san trong cac truong hop sau day:

- Cong ty hop danh thay d6i thanh vién hgp danh ma khong bao dam
diéu kién quy dinh tai Diém a Khoan 2 Piéu 13 cua Ludt Pha san;
doanh nghiép tu nhéan thay d6i chu doanh nghiép ma khong dam bao
diéu kién quy dinh tai Piém a Khoan 2 Piéu 13 ctia Luat Pha san;

- Thanh vién hop danh ciia cong ty hop danh bi tam dinh chi hanh nghé
quan 1y, thanh 1y tai san quy dinh tai Khoan 1 Diéu 13 din dén cong ty
hop danh khong bao dam diéu kién quy dinh tai Diém a Khoan 2 Diéu
13 cua Luat Pha san; chu doanh nghiép tu nhan bi tam dinh chi hanh
nghé quén 1y, thanh 1y tai san quy dinh tai Khoan 1 Piéu nay din dén
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doanh nghiép tu nhan khong bao dam dicu kién quy dinh tai Diém b
Khoan 2 Diéu 13 cua Luat Pha san.

Can cu phap ly:

- Luat Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/ND-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu cia Ludt Pha san vé Quan tai vién va
hanh nghé quan 1y, thanh Iy i san.
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10. Tén thi tyc hanh chinh: Gia han quyét dinh tam dinh chi hanh nghé qudn Iy,
thanh ly tai sdan doi voi Qudn tai vién, doanh nghiép qudn Iy, thanh ly tai san.

Trinh tu thwe hién:

Budc 1. Trong truong hop thoi gian tam dinh chi da hét ma 1y do tam
dinh chi hanh nghé quan 1y, thanh 1y tai san van con thi thoi gian tam
dinh chi tiép tuc dugc kéo dai, mdi 1an khong qué 12 thang.

S6 Tu phap ra Quyét dinh gia han thoi gian tam dinh chi hanh nghé d6i
V61 Quan tai vién, doanh nghiép quan ly, thanh 1y tai san.

Buwéc 2. Ca nhan nhan Quyét dinh tai S& Tu phap hodc qua dudng buu
dién.

Dia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian nhan hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac
ngay trong tuan trir thir Bay, Chua nhat.

Cach thire thwe hién:

Quyét dinh gia han viéc tam dinh chi hanh nghé quan 1y, thanh Iy tai
san dugc gui cho Quan tai vién, doanh nghi¢p quan ly, thanh 1y tai san,
TAND tinh, thanh phd tryc thuéc Trung wong noi Quan tai vién hanh
nghé véi tu cach ca nhan c6 dia chi giao dich hodc noi doanh nghi¢p
quan ly, thanh ly tai san ma Quan tai vién bi tam dinh chi dang hanh
nghé c6 tru s, Bo Tu phap va cong bd trén Cong thong tin dién tu cia
S& Tu phap.

Thanh phan, so lwong
ho so:

a) Thanh phéq hé so: Khong quy dinh.
b) So lwgng ho so: Khong quy dinh

Thoi han giai quyét: Khong quy dinh
Poi twong thuce hién: T6 chiic
Co quan thyec hién: So Tu phap

Két qua:

Quyét dinh gia han viéc tam dinh chi hanh nghé quan ly, thanh Iy tai
san doi voi Quan tai vién va doanh nghiép quan ly, thanh ly tai san.

L¢ phi: Khong quy dinh
Tén mAu don, to khai: | Khong quy dinh
Yéu ciu, diéu kién: Khong

Can cu phap ly:

- Luat Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu cia Ludt Phd san vé Quan tdi vién va
hanh nghé quan 1y, thanh Iy ti san.
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11. Tén thu tuc hanh chinh: Hiiy bo quyét dinh tam dinh chi hanh nghé qudn Iy,
thanh ly tai sdn trudc thoi han doi véi Qudn tai vién

Trinh tu thwe hién:

Buée 1. S6 Tu phap ra Quyét dinh huy bd quyét dinh tam dinh chi
hanh nghé d6i v&i Quan tai vién thudc mot trong cac trudng hop quy
dinh tai Khoan 1 Diéu 20 Nghi dinh 22/2015/ND-CP, cu thé:

- Pang bi truy ctru trach nhiém hinh su;

- Pang bi ap dung bién phap xur 1y hanh chinh;

- Quan tai vién 1a luat su bi tuéc quyén str dung chimg chi hanh nghé
luat su theo quy dinh cta phap ludt vé xi Iy vi pham hanh chinh trong
linh vuc tu phap hodc bi xir Iy ky luat bang hinh thirc tam dinh chi tu
cach thanh vién Poan luat su theo quy dinh cia phap luat vé luat su;

- Quan tai vién la kiém toan vién hanh nghé bi tudc quyén st dung
Glay chimg nhan dang ky hanh nghé klem toan, bi dinh chi hanh nghé
kiém toan theo quy dinh cua phap luat vé xur 1y vi pham hanh chinh
trong linh vuc kiém toan doc lap; quan tai vién 1a kiém toan vién bi
tudc quyén str dung ching chi kiém toan vién theo quy dinh ciia phap
luat.

Budre 2. Ca nhan nhan Quyét dinh tai S& Tu phap hodc qua dudng buu
dién.

bia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian: Sang: 7h30-10h30, Chiéu:13h30-16h30, cic ngdy trong
tuan trir thir Bay, Chu nhat.

Cach thire thwe hién:

Quyét dinh huy bo viéc tam dinh chi hanh nghé quan 1y, thanh 1y tai
san dugc gui cho Quan tai vién, doanh nghi€p quan ly, thanh 1y tai san,
TAND tinh, thanh phd truc thuéc Trung wong noi Quan tai vién hanh
nghé véi tu cach ca nhan c6 dia chi giao dich hodc noi doanh nghiép
quan ly, thanh ly tai san ma Quan tai vién bi tam dinh chi dang hanh
nghé co try sd, Bo Tu phap va cong bo trén Cong thong tin dién tu ciia
S& Tu phap.

Thanh phan, so6 hrgng
ho so:

a) Thanh phéq hé so Khong quy dinh.
b) S6 luwgng ho so: Khong quy dinh

Thoi han gii quyét: Khong quy dinh
Poi twong thue hién: T6 chure
Co quan thuc hién: S¢ Tu phép

Két qua:

Quyét dinh huy bo viéc tam dinh chi hanh nghé quéan 1y, thanh 1y tai
san doi véi Quan tai vién

L¢ phi:

Khong quy dinh

Tén mau don, to khai:

Khong quy dinh

Yéu cau, dieu kién:

Quén tai vién duoc huy bo viéc tam dinh chi hanh nghé quan 1y, thanh
1y tai san trude thoi han trong céc truong hop sau day:

-Co quyét dinh dinh chi diéu tra, dinh chi vu 4n hodc ban an da c6 hiéu
luc ctia Toa an tuyén khong co toi dbi voi Quan tai vién.

- Quan tai vién khong con bi 4p dung bién phap xtr 1y hanh chinh theo
quy dinh ctia phép luat vé xir 1y vi pham hanh chinh.

Can ctr phap ly:

- Ludt Pha san ngay 19/6/2014

- Nghi dinh sé 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé quan Iy, thanh 1y tdi san.
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12. Tén thu tuc hanh chinh: Hiiy bo quyét dinh tam dinh chi hanh nghé qudn Iy,
thanh ly tai sdn trudc thoi han doi voi doanh nghiép qudn Iy, thanh ly tai sdn.

Trinh tu thwe hién:

Bude 1. S6 Tu phap ra Quyét dinh huy bo quyét dinh tam dinh chi
hanh nghé d6i voi doanh nghiép quan 1y, thanh 1y tai san.

Bude 2. Ca nhan nhan Quyét dinh tai S& Tu phap hodc qua dudng buu
dién.

Dia chi: 211 Tran Hung Dao, Tp.Kon Tum, Tinh Kon Tum.

Thoi gian nhan hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cic
ngdy trong tudn trir thir Bay, Chu nhét.

Cach thirc thuce hién:

Quyét dinh huy bo viéc tam dinh chi hanh nghé quan ly, thanh 1y tai
san dugc gui cho Quan tai vién, doanh nghiép quan ly, thanh 1y tai san,
TAND tinh, thanh phé truc thuéc Trung wong noi Quén tai vién hanh
nghé véi tu cach ca nhan c6 dia chi giao dich hoidc noi doanh nghiép
quan ly, thanh ly tai san ma Quan tai vién bi tam dinh chi dang hanh
nghé co tru so, Bo Tu phap va cong bd trén Cong thong tin dién tu cua
S& Tu phap.

Thanh phan, so lwong
ho so:

a) Thanh phélg hé so. Khong quy dinh.
b) S6 lwong ho so: Khong quy dinh.

Thoi han giai quyét: Khong quy dinh
Doi twgng thuce hién: T6 chiic
Co quan thuc hién: S& Tu phép

Két qua:

Quyé’t, dinh hiy bo viéc tam dinh chi hanh nghé quan 1y, thanh Iy tai
sdn do61 vo1 doanh nghiép quan 1y, thanh 1y tai san.

L¢ phi:

Khong quy dinh

Tén mau don, to khai:

Khong quy dinh

Yéu cau, dieu kién:

Doanh nghiép quan ly, thanh 1y tai san dugc huy bo quyét dinh tam
dinh chi hanh nghé quan ly, thanh 1y tai san trudc thoi han trong
truong hop sau:

- Cong ty hop danh dép tmg diéu kién quy dinh tai Piém a Khoan 2
Diéu 13 ctia Luét Phé san.

- Doanh nghiép tur nhan dap tmg diéu kién quy dinh tai Diém b Khoan
2 Diéu 13 cua Luat Pha san.

Can cu phap ly:

- Luat Pha san ngay 19/6/2014

- Nghi dinh s6 22/2015/NP-CP ngay 16/02/2015 ciia Chinh phii quy
dinh chi tiét thi hanh mét sé diéu ciia Ludt Phd san vé Quan tai vién va
hanh nghé quan Iy, thanh 1y tdi san.
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Il. Linh vuc Trg gitup phap ly: 02 TTHC
IL.1. Cap tinh: 01 TTHC

1. Tén thi tuc hanh chinh: Dé nghi thanh todn chi phi thwe hién vu viéc tro giip
phap ly
Trinh ty thuc hién: Budre 1. Sau khi hoan thanh vu viéc tu van, tham gia t6 tung, tham gia
dai dién ngoai t6 tung, ngudi thyc hién trg gitip phap 1y (Tro gitp vién
phap 1y, Cong tac vién Tro gitp phap 1y) 1ap hd so dé nghi thanh toan
chi phi thyc hién vu viéc trg gitp phap 1y gui Trung tam Tro gitip phap
1y nha nudc tinh.
Sau khi hoan thanh vu viéc hoa gidi, nguoi thuc hién trg giup phéap ly
(Tro gitip vién phap ly, Cong tac vién Tro giap phép 1y) lap bang ké
chi phi thuc hién vu viéc hoa giai giri Trung tam.
- Pia chi: 211 Tran Hung Pao, Tp.Kon Tum, Tinh Kon Tum.
- Thoi gian nhan ho so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac
ngay trong tudn (trir ngay nghi, 1 theo quy dinh).
Budéc 2. Can bo tiép nhan kiém tra tinh hop 1¢ ctia hd so. Trudng hop
ho so hop 1¢ thi thu 1y; Trudng hop hd so khong hop 18 thi huéng dan
chinh stra, bd sung.
Budée 3. Ca nhan nhan két qua tai Trung tdm Tro giup phép 1y nha
nudce tinh.
- Thoi gian: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac ngay trong
tuan (trir ngay nghi, 18 theo quy dinh).
Cich thire thuce hién: | Truc tiép tai tru so co quan hanh chinh
Thanh phan, s6 lwong | @) Thanh phan hé so"
hd so: - Bdi véi vu viée tu van, tham gia to tung, tham gia dai dién ngoai to
tung
+ Bang ké chi phi va thoi gian thyuc hién tu van phap luat, tham gia t6
tung, dai dién ngoai t6 tung (theo mau);
+ Phiéu x4c nhan thoi gian lam viéc (theo mau);
+ Hoé don, chimg tir va cac gidy to hop 1& ching minh chi phi hanh
chinh lién quan dén viéc thuc hién vu viéc trg gitip phap Iy (néu c6)
theo quy dinh hién hanh vé tai chinh.
- Pbi voi vu viée hoa giai:
+ Bang ké chi phi thuc hién vu viéc hoa giai (theo mau);
b) 86 lwgng ho so: 01 bd
Thoi han giai quyét: - 05 ngay lam viéc, ké tir ngdy nhan duoc ho so hop 18, Trung tim co
trach nhiém thanh todn chi phi thyc hién vu viéc trg giup phap ly cho
ngudi dé nghi theo quy dinh.
- Trong trudng hop ho so chwa hop 1¢ thi trong thot han 03 ngay lam
viéc, ké tir ngdy nhan dugc hd so, Trung tim yéu cau ngudi thuc hién
trg gitp phép ly hoan thién.
Poi twong thue hién: Cé nhan (Tro gitp vién phap ly, Cong tac vién Trg giap phap 1y)
Co quan thuc hién: Trung tam Trog giap phap 1y Nha nudc tinh

Két qua: Chi phi thyc hién vu viéc trg gitip phap 1y dugc Trung tdm Trg gitp
phép 1y nha nudc tinh thanh todn
L¢ phi: Khong

Tén miu don, to khai: | - Bang ké chi phi va thoi gian thuc hién tu van phap lut, tham gia t6
tung, dai dién ngoai té tung (mdu so 01 Théng tw s6 18/2013/TT-BTP
ngay 20/11/2013 cua Bé Tu phadp),

- Phiéu xac nhan thoi gian lam viéc (mdu sé 02 Théng tw s6
18/2013/TT-BTP ngay 20/11/2013 cua Bo Tu phap);

- Bang ké chi phi thuc hién vu viéc hoa giai (mdu sé6 03 Thong ti s6
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18/2013/TT-BTP ngay 20/11/2013 cia Bo Tu phap).

Yéu cau, dieu kién:

Khong

Can cu phap ly:

- Luat Tro giup phap ly nam 2006;

- Nghi dinh so 07/12007/ND-CP ngay 12/01/2007 ciia Chinh phi;

- Nghi dinh s6 14/2013/NP-CP ngay 05/02/2013 ciia Chinh phii;

- Théng tw sé 209/2012/TTLT-BTC-BTP ngay 30/11/2012 ciia Bé Tai
chinh va Bé Tw phap;

- Théng tw s6 18/2013/TT-BTP ngay 20/11/2013 ciia B6 Tu phdp.
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SO TU PHAP TINH/TP....

TRUNG TAM TRQ GIUP PHAP

LY NHA NUOC

Mau s6 01

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tu do — Hanh phuc

BANG KE CHI PHi VA THOI GIAN THUC HIEN TU VAN PHAP LUAT,
THAM GIA TO TUNG, PAI DIEN NGOAI TO TUNG

M3 56 ho s0' VU Viée tro' giup PhAP I¥: covverernniereierieerieeerneerneennnenns

I. Chi boi duéng

Stt

Thoi gian thuc hién vu viéc

Pé xuat mic chi

Ghi chu

Tong

I1. Chi phi hanh chinh

Stt

N6i dung chi

DPé xuat mirc chi

Ghi chu

Téng

(Kém theo ching tir gdc, vé, hoa don,.. .

IT1. Cong tac phi

Stt

S6 ngay di cong tac

DPé xuat mirc chi

Ghi chu

Téng

22

....... ngay thang
Nguwoi thue hién trg giup phap ly

nam 20.....

(ky va ghi ré ho tén)




SO TU PHAP TINH/TP....

TRUNG TAM TRQ GIUP PHAP

LY NHA NUOC

MaAu s6 02

PHIEU XAC NHAN THOI GIAN LAM VIEC

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tu do — Hanh phuc

Stt

Noi dung lam viéc

Dija diem dén
lam viéc

Thoi gian
lam viéc

Xéc nhan
(ky va ghi rd ho tén)

Ghi
chu

Tong cong
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wer, NEAY

thang nam 20...
Nguwoi thuce hién trg giup phap ly

(ky va ghi ré ho tén)




MAu s6 03

SO TU PHAP TINH/TP.... CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TRQ GIUP PHAP DPéc 1ap — Tu do — Hanh phic
LY NHA NUOC

BANG KE CHI PHI THUC HIEN VU VIEC HOA GIAI

. Chi bdi dudng

Dé xuat mure chi Ghi chu

I1. Chi phi hanh chinh

Stt Noi dung chi Pé xuit mirc chi Ghi chu

Téng

(Kém theo chimng tir gbc, vé, hoa don,...)
IT1. Cong tac phi

Stt S6 ngay di cong tac Pé xuit mirc chi Ghi chu

Tong

..... ngay  thang nam 20...
Nguwoi thuce hién trg giup phap ly
(ky va ghi ré6 ho tén)
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I1.2. Cap huyén: 01 TTHC
1. Tén thi tuc hanh chinh: Pé nghi thanh todn chi phi thuc hién vu vigc tro giip
phap ly

Trinh tu thwe hién: Budc 1. Sau khi hoan thanh vy viéc tu van, tham gia td tung, tham gia
dai dién ngoai t6 tung, ngudi thue hién tro giup phap 1y (Tro gitp vién
phap 1y, Cong tac vién Tro gitp phap 1y) 1ap hd so dé nghi thanh toan
chi phi thuc hién vu viéc trg giap phép 1y gui Chi nhanh ctia Trung tam
Trg gitp phap 1y nha nudce tinh.

Sau khi hoan thanh vu viéc hoa giai, nguoi thuc hién trg giup phap 1y
(Tro gitp vién phap ly, Cong tac vién Tro gitp phéap ly) 1ap bang ké
chi phi thuc hién vu viéc hoa giai giri Chi nhanh cua Trung tim dé nghi
thanh toan.

- Thoi gian nhan hd so: Sang: 7h30-10h30, Chiéu:13h30-16h30, cac
ngdy trong tuan (trtr ngay nght, 1€ theo quy dinh).

Bude 2. Can bo tiép nhan kiém tra tinh hop 18 ctia hd so. Truong hop
h6 so hop 1¢ thi thu 1y; Trudng hop hd so khong hop 1é thi huéng dan
chinh stra, bé sung.

Buwéc 3. C4 nhan nhan két qua tai Chi nhanh cua Trung tim Tro gitp
phép 1y tinh.

- Thoi gian: Sang: 7h30-10h30, Chiéu:13h30-16h30, cic ngiy trong
tuan (tr,ir ngay nghi, 1 theo quy dinh).

Cach thirc thuwe hién: | Truc ti€p tai try s¢ co quan hanh chinh

Thanh phan, so lwong | @) Thanh phin hé so

ho so: - Ddi véi vy viée tu van, tham gia to tung, tham gia dai dién ngoai t&
tung

+ Bang ké chi phi va thoi gian thyc hién tu van phép luat, tham gia td
tung, dai dién ngoai t6 tung (theo mau);

+ Phiéu x4ac nhén thoi gian 1am viéc (theo mau);

+ Hoa don, chimg tir va cac gidy to hop 1& ching minh chi phi hanh
chinh lién quan dén viéc thuc hién vu viéc trg gitip phap Iy (néu co)
theo quy dinh hién hanh vé tai chinh.

- Pbi voi vu viée hoa giai:

+ Bang ké chi phi thyuc hién vu viéc hoa gidi (theo mau);

b) 86 lwong ho so: 01 bd

Thoi han giai quyét: - Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc ho so dé nghi
thanh toan, Chi nhanh noi ctr ngudi thye hién trg gitip phép 1y co6 trach
nhiém chuyén hd so vé Trung tdm dé thanh toan theo quy dinh.

- Trong thoi han 05 ngay lam viéce, ké tir ngay nhan duoc ho so hop 18,
Trung tam c6 trach nhi¢m thanh toan chi phi thuc hién vu viéc trg giap
phap 1y cho ngudi dé nghi theo quy dinh.

- Trong trudng hop h6 so chua hop 1¢ thi trong thoi han 03 ngay lam
viée, ké tir ngay nhan dugc hd so, Trung tim yéu cdu ngudi thuc hién
trg gitip phap 1y hoan thién lai ho so.

Poi twong thue hién: Cé nhan (Tro gitp vién phap ly, Cong tac vién Trg giup phap 1Y)

Co quan thuc hién: Chi nhanh cta Trung tam

Két qua: H6 so duoc chuyén vé Trung tim Tro gitip phap 1y nha nudc tinh dé
thanh toan theo quy dinh

L¢ phi: Khong

Tén miu don, to khai: | - Bang ké chi phi va thoi gian thuc hién tu van phap luat, tham gia t6
tung, dai dién ngoai té tung (mdu so 01 Thong tw s6 18/2013/TT-BTP
ngay 20/11/2013 cua Bé Tu phadp),

- Phiéu xac nhén thoi gian lam viéc (mdu sé 02 Théng tw s6
18/2013/TT-BTP ngay 20/11/2013 cua Bo Tuw phap);
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- Bang ké chi phi thuc hién vu viéc hoa giai (mdu s6 03 Théng tir s6
18/2013/TT-BTP ngay 20/11/2013 cia By Tw phap).

Yéu cau, dieu Kién: Khong

Can cir phap ly: - Lugt Tro giup phap ly nam 2006;

- Nghi dinh s6 07/2007/NP-CP ngay 12/01/2007 ciia Chinh phii;

- Nghi dinh s6 14/2013/ND-CP ngay 05/02/2013 ciia Chinh phii;

- Théng tw s6 209/2012/TTLT-BTC-BTP ngay 30/11/2012 ciia Bé Tai
chinh va B Tw phap;

- Théng tw s6 18/2013/TT-BTP ngay 20/11/2013 ciia B Tw phdp.
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SO TU PHAP TINH/TP....

TRUNG TAM TRQ GIUP PHAP

LY NHA NUOC

Mau s6 01

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap — Tu do — Hanh phuc

BANG KE CHI PHi VA THOI GIAN THUC HIEN TU VAN PHAP LUAT,
THAM GIA TO TUNG, PAI DIEN NGOAI TO TUNG

M3 56 h s0' VU Viée tro' giip PhAP I¥: cevvererrniereieriierieeeeneerneennnens

I. Chi boi duéng

Stt

Thoi gian thue hién vu viéce

Pé xuat mic chi

Ghi chu

Tong

I1. Chi phi hanh chinh

Stt

Noi dung chi

DPé xuat mirc chi

Ghi chu

Téng

(Kém theo ching tir gdc, vé, hoa don,.. .

IT1. Cong tac phi

Stt

S6 ngay di cong tac

Dé xuat mirc chi

Ghi chu

Téng
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....... ngay thdang
Nguwoi thue hién trg giip phap ly

nam 20.....

(ky va ghi ré ho tén)




MaAu s6 02

SO TU PHAP TINH/TP.... CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TRQ GIUP PHAP DPéc 1ap — Tu do — Hanh phic
LY NHA NUOC

PHIEU XAC NHAN THOI GIAN LAM VIEC

Stt | Noi dung lam viéc | Pia diém dén | Thoi gian Xdac nhan Ghi
lam viéc lam viéc (ky va ghi ro ho tén) | chu

Tong cong

..., ngay  thang nam 20...
Nguoi thue hién trg giup phap ly
(ky va ghi ro ho tén)
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MAiu s6 03

SO TU PHAP TINH/TP.... ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUNG TAM TRQ GIUP PHAP Péc 1ap — Tu do — Hanh phuc
LY NHA NUOC

BANG KE CHI PHi THUC HIEN VU VIEC HOA GIAI

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

I. Chi bdi dudng

Pé xuat mure chi Ghi chu

I1. Chi phi hanh chinh

Stt Noi dung chi Pé xuit mire chi Ghi chu

Téng

(Kém theo chung tir goc, vé, hoa don,...)

II1. Cong tac phi

Stt S6 ngay di cong tac Pé xuit mirc chi Ghi chu

Téng

..., ngay  thdng nam 20...
Nguwoi thue hién trg giip phap ly
(ky va ghi ro ho tén)
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I11. Linh vuee Hoa gidi & co s6:
I11.1. Cap huyén:

1. Tén thu tuc hanh chinh: Thyc hién hé tro khi hoa gidi vién gdp tai nan hodac
rui ro anh hwong dén sirc khoe, tinh mang trong khi thwc hién hoat dong hoa gidi (cap
huyén)

Trinh tu thwe hién: Buwée 1. Trong truong hop hoa gidi vién gdp tai nan hodc rii ro anh
huong dén strc khoe, tinh mang trong khi thyc hién hoat dong hoa
giai & co so, hoa giai vién hodc gia dinh hoa giai vién bi thiét hai vé
tinh mang ndp hd so dé nghi hd trg theo quy dinh dén b phan tiép
nhan va tra két qua cia UBND cép x4 noi da ra quyét dinh cong nhéan
hoa giai vién.

Thoi gian: Gio hanh chinh tir thir 2 dén thir 6 hang tuln (trir cic ngay
nghi, 18).

Buéc 2. Can bo tiép nhan kiém tra tinh hop 1é ctia ho so. Truong hop
h6 so hop 18 thi thy 1y va viét phiéu hen. Truong hop hd so khong
hop 1¢ thi huéng din chinh sira, b6 sung.

Buéc 3. Trong thdi han 03 ngay lam viéc, UBND cip xi noi di ra
quyét dinh cong nhan hoa giai vién xem xét, ¢c6 van ban dé nghi
UBND cap huyén kém theo hd so dé nghi hd trg cho hoa giai vién
gap tai nan hodc rai ro anh hudng dén tinh mang, suc khoe trong khi
thuc hién hoat dong hoa giai.

Bugre 4. Trong thot han 05 ngay lam viéce, ke tir ngay nhan du ho so
hop 16, UBND cap huyén xem xét, ra quyét dinh hd trg; trudng hop
khong hd tro thi phai tra 161 bang van ban va néu rd 1y do.

Bwéc 5. Cham nhat sau 03 ngay lam viéc, ké tir ngdy nhan duogc
quyét dinh cia UBND cép huyén, UBND cép xa thuc hién viéc chi
tién ho tro.

Thoi gian: Gio hanh chinh tir thir 2 dén thtr 6 hang tudn (trir cac ngay
nghi, 1€).

Cach thirc thue hién: | Truc tié'p, tai try s¢ co quan hanh chinh hodc qua duong buu dién dén
UBND cép xa noi da ra quyét dinh cong nhan hoa gii vién.

Thanh phan, so lwong | a) Thanh phén hé so bao gom:

hé so: - Gidy dé nghi hd trg clia hoa giai vién hodc gia dinh hoa giai vién
trong truong hop hoa giai vién bi thiét hai vé tinh mang c6 xac nhan
clia to truong to hoa giai hodc Trudong ban cong tac Mat trén trong
truong hop hoa giai vién bj thiét hai 1a t0 truong to hoa giai. Gidy dé
nghi ho trg phai ghi rd ho tén, dia chi ciia ngudi yéu cau hd tro; 1y do
yéu cau hd tro;

- Bién ban x4c nhén tinh trang ctia hoa giai vién bi tai nan c6 xac
nhan ciia UBND cip x4 noi xay ra tai nan hodc co quan céng an noi
xdy ra tai nan (ban chinh hodc ban sao c6 chung thuc trong truong
hop giri qua dudng buu dién; ban pho t6 va ban chinh dé d6i chiéu
trong trudng hop ndp truc tiép);

- Gidy ra vién, héa don thanh toan chi phi kham bénh, chita bénh (ban
chinh hodc ban sao c6 chung thyc trong truong hop gui qua duong
buu dién; ban phd t6 va ban chinh dé d6i chiéu trong truong hop ndp
truc tlep),

- Van ban, giéy to hop 1€ vé thu nhap thuc té theo tién luvong, tién
cong hing thang cta nguoi bi tai nan ¢ xac nhan cua t6 chure hodc ca
nhan st dung lao dong dé co quan nha nudc co tham quyén xac dinh
thu nhap thyuc t& bi mat hodc giam sat (ban chinh hodc ban sao c6
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ching thyc trong truong hop gui qua dudng buu dién; ban pho to va
ban chinh dé dbi chiéu trong truong hop ndp truc tiép), bao gdm:
Hop dong lao dong, quyét dinh nang lwong ciia té chirc hodc ca nhan
st dung lao dong hodc ban ké co6 thu nhap thuc té ciia hoa giai vién bi
tai nan va cc gidy to chimg minh thu nhép thuc té hop phap khac
(néu cb);

- Gidy chimg tir (trong truong hop hoa giai vién bi thiét hai vé tinh
mang; ban chinh hoac ban sao c6 ching thuc trong truong hop gui
qua dudng buu dién; ban phd t6 va ban chinh dé ddi chiéu trong
truong hop ndp truc tiép).

b) 86 lugng ho so: 01 (b9).

Thoi han giai quyét:

- Thoi han UBND cap xd xem xét, dé nghi UBND cap huyén giai
quyét ho so: 03 ngay lam viéc, ké tir ngay nhan du hd so hop 18;

- Thoi han UBND cap huyén xem xet, quyét dinh hd tro: 05 ngay lam
viée, ké tir ngay nhan du hd so hop 1¢;

- Thoi han UBND cap xd chi tién hd trg: 03 ngay lam viéc, ké tur
ngay nhan dugc Quyét dinh cia UBND cap huyén.

Poi twong thye hién:

Hoa gidi vién hodc gia dinh hoa gidi vién trong truong hop hoa giai
vién bi thi¢t hai v€ tinh mang trong khi thuc hién hoat dong hoa giai.

Co quan thuc hién:

- Co quan co thém quyén quyét dinh: UBND cép huyén. ’
- Co quan tryuc tiép thuc hién thu tuc hanh chinh: UBND cap huyén,
UBND cap xa.

Két qua: Quyét dinh hd tro.
L¢ phi: Khong
Tén miu don, t& khai: | Chua quy dinh

Yéu cau, dieu kién:

Trudng hop hoa giai vién dugc hd tro khi gip tai nan hodc rii ro anh
hudng dén stic khoe, tinh mang trong khi thyc hién hoa giai

- Bi tai nan hodc rui ro trong khi dang thyc hién hoa giai.

- Bi tai nan hoic rui ro trén duong di va vé tir noi & dén dia diém thuc
hién hoa giai trén tuyén duong va trong khoang thoi gian hop 1y.

Can cu phap ly:

- Ludt Hoa gia’j o cosonam 2013,
- Nghi dinh so 15/2014/ND-CP ngay 27/02/2014 cua Chinh phu quy
dinh chi tiet mot so diéu va bién phdp thi hanh Ludt hoa giai o co so.
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111.2. Cap xa:

1. Tén thi tuc hanh chinh: Thi tuc bau hoa gidi vién (cap xi)

Trinh tu thwe hién:

Budc 1. Chuén bi bau hoa giai vién:

- Trong thoi han 20 ngay, trudc ngdy du kién bau hoa giai vién,
Trudng ban cong tac Mat tran chu tri, phdi hop véi trudng thén, to
truong t6 dan phd, dai dién cac to chirc thanh vién ciia Mit tran du
kién nhitng nguoi dugc bau lam hoa giai vién; thong nhat thot gian
bau hoa giai vién; quyét dinh hinh thirc bau hoa giai vién; quyét dinh
danh sach T6 bau hoa giai vién do Trudng ban cong tac Mit tran lam
t6 truong, truong thon, to trudng to dan phd 1am pho to trudng, mot
s0 truong cac chi, t0, hoi cua thon, to dan phd 1a thanh vién.

- T6 bau hoa giai vién 18p danh sach nhimg nguoi du kién bau lam
hoa giai vién (goi tdit la danh sdch bau hoa gidi vién) sau khi da trao
doi, dong vién va nhan dugc sy ddéng y cua nhirng ngudi duoc gidi
thiéu bau lam hoa giai vién.

Trudng hop thanh 1ap T6 hoa giai méi, danh sach bau hoa giai vién it
nhat bang véi sé luong hoa giai vién da duoc Chi tich UBND cap x4
quyét dinh, trong d6 c6 hoa giai vién nit. P6i v6i ving ¢6 nhidu dong
bao dan toc thicu sd, danh sach bau hoa giai vién phai c6 nguoi dan
toc thiéu so;

- Danh sach bau hoa giai vién dugc thong bao cong khai tai thon, to
dan ph trong thoi han 07 ngay, trude ngay bau hoa g1a1 vién. Truong
hop c6 ¥ kién phan anh vé danh sach bau hoa giai vién, thi Trudng
ban cong tac Mat tran xem xét, giai quyet.

Buéc 2. To chire bau hoa giai vién:

- Viéc bau hoa giai vién bang hinh thirc biéu quyét cong khai hodc bo
phiéu kin tai cudc hop duoc tién hanh khi ¢o trén 50% dai dién cac ho
gia dinh trong thon, to dan phd trd 1én tham dy va thuc hién nhu sau:
Pai dién T6 bau hoa giai vién gidi thiéu danh sach T6 bau hoa giai
vién; tiéu chuan cua hoa giai vién; danh sach bau hoa giai vién; thong
nhat hinh thirc bau hoa giai vién tai cudc hop.

Trudng hop bau hoa giai vién bang hinh thirc biéu quyét cong khai,
T6 bau hoa giai vién tryc tiép dém sé nguoi biéu quyét va lap bién
ban vé két qua biéu quyét.

Trudng hop bau hoa giai vién bang hinh thirc bo phiéu kin, T bau
hoa giai vién 1am nhiém vu phat phiéu, pho bién quy ché bo phleu
thu nhan phiéu va kiém phiéu ngay sau khi két thuc viéc bo phiéu voi
su c6 mit chimg kién cia it nhat 01 dai dién ho gia dinh khong c6
thanh vién trong danh sach bau hoa gidi vién; lap bién ban kiém
phiéu;

- Viéc bau hoa giai vién bang hinh thic phat phiéu ldy ¥ kién cac ho
gia dinh trong thon, T6 dén phé dugc thuc hién nhu sau:

T bau hoa giai vién phat phiéu bau dén cac ho gia dinh, thu nhan lai
phiéu bau va kiém phiéu v6i su c6 mat ching kién cua it nhat 01 dai
dién ho gia dinh khong c6 thanh vién trong danh sach bau hoa giai
vién, 1ap bién ban kiém phiéu.

Buéc 3. Dé nghi va xem xét, quyét dinh cong nhén hoa giai vién:
- Truong hop két qua bau hoa giai vién dap tung yéu cau quy dinh tai
Diém a, Piém b Khoan 3 Diéu 8 Luat Hoa giai ¢ co s, Truong ban
cong tac Mat tran 1ap danh sach nguoi duogc dé nghi cong nhan 1a hoa
giai vién kém theo bién ban kiém phiéu hoac bién ban vé két qua bicu
quyét bau hoa giai vién giri Chu tich UBND cap xa. Trong thoi han
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05 ngay lam vi¢c, ké tor ngay nhan dugc danh sach nguoi dugc deé
nghi cong nhan hoa giai vién, Cha tich UBND cép xi xem xét, quyét
dinh;

- Truong hop 5O nguoi dugce de nghi cong nhan la hoa giai vién lay
theo két qua bo phiéu tir cao xuong thap nhiéu hon sé luong hoa giai
vién dugc Cha tich UBND cép x3 quyét dinh thi Truéng ban cong tac
Mat trén 1ap danh sach nhiing nguoi dugce dé nghi cong nhan, trong
do6 bao gbm nhirng ngudi co s6 phiéu bang nhau giri Chu tich UBND
cap xa xem xét, quyét dinh;

- Viéc bau lai hoa giai vién dugc thyc hién trong trudng hop két qua
bau khong c6 ngudi nao dat trén 50% dai dién ho gia dinh trong thon,
t6 dan phd dong y. Viéc bau bd sung hoa giai vién duge thue hién
trong truong hop két qua bau khong du s6 luong hoa giai vién dé
thanh 1ap T6 hoa giai theo quyét dinh cia Chi tich UBND cap xa;

- Trudng hop t6 hoa giai di dugc thanh 1ap da sb lugng hoa giai vién
theo quyét dinh ctia Chu tich UBND cap x4, nhung chua c6 hoa giai
vién nir hodc hoa gidi vién 1a ngudi dan toc thiéu s6 theo quy dinh tai
Khoan 1 Diéu 12 Luat Hoa giai & co sd, thi Trudng ban cong tac Mt
tran lam van ban bao cao Chu tich UBND Cép xa. Trong thoi han 05
ngay lam viéc, ké tir ngay nhan duoc bao céo cua Trudng ban cong
tac Mat tran, Chu tich UBND Cép x4 xem x&t, quyét dinh viéc bau bd
sung hoa giai vién nit hodc hoa giai vién 1a nguoi dan tdc thiéu sd;

- Néu viéc bau lai hodc bau bd sung hoa giai vién khong dat két qua,
thi Truéng ban cong tdc Mat tran lam van ban bao cdo Chu tich
UBND cap xi. Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan
dugc bao cdo cta Trudng ban cong tac Mit tran, cin ¢t vao yéu cau
thue tién, Chu tich UBND Cép X3 xem Xxé€t, quyét dinh sb lugng, thanh
phan t6 hoa giai.

Cach thirc thye hién:

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

Thanh phan, s6 hrgng
ho so:

a) Thanh phén ho so bao gom

- Danh sach ngudi duoc d& nghi cong nhan 13 hoa giai vién (theo
mau).

- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét bau hoa
giai vién (theo mau).

b) S6 lwong hé so: 01 (bo).

Thoi han gidi quyét:

05 ngay lam viéc, ké tir ngay nhan du ho so theo quy dinh.

Poi twong thue hién:

Truong ban Cong tac Mt tran chu tri phdi hop véi truong thon, to
truong t6 dan pho, dai dién céc t6 chirc thanh vién cua Mat tran tai
thon, t6 dan pho, dai dién ho gia dinh trong thon, t6 dan pho.

Co quan thuc hién: UBND cap xa
Keét qua: Quyet dinh cong nhan hoa giai vién.
L¢ phi: Khong.

Tén méu don, to khai:

- Bién ban vé két qua biéu quyet bau hoa giai vién tai cudc hop dai
dién cic ho gia dinh (Mdu sé 01 Nghi quyét lién tich s
01/2014/NQLT-CP-UBTUMTTOVN trong truong hop bdau hoa gidi
vién bang hinh thirc biéu quyét cong khai).

- Bién ban kiém phiéu bau hoa giai vién tai cugc hop dai dién cac ho
gia dinh (Mdu sé 02 Nghi quyét lién tich sé 01/2014/NQLT-CP-
UBTUMTTQVN trong triong hop bau hoa gidi vién bang hinh thirc
bo phiéu kin).

- Bién ban kiém phiéu bau hoa giai vién bang hinh thirc phat phiéu
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liy y kién cac ho gia dinh (Mdu s6 03 Nghi quyét lién tich so
01/2014/NQLT-CP- UBTUMTTQVN trong truong hop bau hoa gidi
vién bang hinh thirc phét phiéu bau dén hé gia dinh).

- Danh sach dé nghi cong nhan hoa giai vién (Mdu sé 06 Nghi quyét
lién tich s6 01/2014INQLT-CP-UBTUMTTQVN).

Yéu cau, dieu kién:

- Nguoi duoc bau 1am hoa giai vién phai 13 cong dan Viét Nam
thuong tra tai co sd, tu nguyén tham gia hoat dong hoa giai va co cac
tiéu chuan sau day:

+ C6 pham chét dao dirc tdt; co uy tin trong cong dong dan cu;

+ C6 kha ning thuyét phuc, van dong nhan dan; c6 hiéu biét phap
luét.

- Nguoi duoc dé nghi cong nhan 1a hoa giai vién phai dat trén 50%
dai dién ho gia dinh trong thon, t6 dan phd dong y.

Can cw phap ly:

- Ludt hoa giai o co' so nam 2013;

- Nghi quyét lién tich so 01/2014/NQLT-CP- UBTUMTTQVN ngay
18/11/2014 cua Chinh phu va Uy ban Trung wong Mat tran 76 quoc
Viét Nam huéng dan phoi hop thue hién mét sé6 quy dinh cia phdp
ludt vé hoa gidi ¢ co s6.
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Maiu s6 01

X4, phwong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

N < ” 2 z BIEN Blj&N ? A A
VE KET QUA BIEU QUYET BAU HOA GIAI VIEN TAI CUOC HOP
DAI DIEN CAC HO GIA BINH

Thon/té AN PG ..o té chtrc cudc
hop dai dién cac hd gia dinh bau hoa giai vién bang hinh thic biéu quyét cong khai.
T4 bau hoa giai vién gdm cac thanh vién sau day:

ONE (BA): ettt - T6 Trudng;
ONE (BA): e - Pho t6 trudng;
(@ IY= (2T ) TR - Thanh vién;
L@ IY= (2T ) TR - Thanh vién;
ONE (BA): ettt - Thanh vién;
ONE (BA): ettt st - Thanh vién;
ONE (BA): ettt - Thanh vién.
ba tién hanh xac dinh két qua biéu quyét béu hoa giai vién.

Tong s6 dai dién ho gia dinh trong thon, t dAn Phod:........ceeveeeeeieveieeeiens
So luong dqz_u dién ho gia dinh tham du cudc hop: .....cooooeciiiiiii i,

Két qua biéu quyét:

Stt Ho va tén S0 ngudi bieu | Ty 1¢ % dai dién hd gia dinh
: quyét dongy | trong thon, to din pho dong y
Cudc hop két thuc vao ......... gio...... ngay .......thadng .....nam..........

Bién ban nay dugc doc cong khai tai cudc hop.

DPAI DIEN HQ GIA PINH TM. TO BAU HOA GIAI VIEN
CHUNG KIEN* TO TRUONG
(Ky va ghi ro ho tén) (Ky va ghi ré ho tén)

g .
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Maiu s6 02

X4, phuong, thi trin: CONG HOA XA HQI CHU NGHIA VIET NAM
............................... Poc lap - Tw do - Hanh phuc
Thén, to dan phé: e

BIEN BAN

KIEM PHIEU BAU HOA GIAI VIEN
TAI CUOC HOP PAI DIEN CAC HO GIA PINH

Hom nay, vao .......... gio........... ,Ngay ............thang ........ nam .........
I LSOO
Thon/td dan pho;.......ooviiii to chirc cudc hop

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

To bau hoa giai vién gom céac thanh vién sau day:

(@ T €27 ) TR - T6 Trudng;
ONE (BA): et - Pho t6 trudng;
ONE (BA): et en sttt - Thanh vién;
ONE (BA): ..ot - Thanh vién;
L@ IY= (2T ) OO - Thanh vién;
ONE (BA): ettt en st en st - Thanh vién;
ONE (BA): ettt - Thanh vién.

Da tién hanh kiém phi€u bau hoa gidi vién vdi su ¢6 mat chung kién cta dai

dién ho gia dinh khong c6 thanh vién trong danh sach bau 1am hoa giai vién 1a ong

P 18 CHIciiiiiiiieie e

Téng s dai dién ho gia dinh trong thon, td dAn pho: .......cceeevvevveeeeieeieeen,
S luong dai dién ho gia dinh tham du cudc hop: ..o,
Két qua kiém phiéu bau hoa giai vién nhu sau:

- Tong s phiéu phat ra:

- Tong s6 phiéu thu veé:

- S6 phiéu hop 1é:

- S6 phiéu khéng hop 16:

- Két qua kiém phiéu:

Stt

Ty 1€ % dai dién h¢ gia dinh

He va tén 50 lugng phicu bau trong thon, t6 dan phé dong y
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Cudc hop két thuc vao........ gio......... ngay......... thang.....ndm...........
Bién ban nay dugc doc cong khai tai cudc hop.

DAI DIEN HOQ GIA DINH TM. TO BAU HOA GIAI VIEN
CHUNG KIEN' TO TRUONG
(Ky va ghi ro ho tén) (Ky va ghi ré ho tén)

g .

! Chir ky cua dai dién ho gia dinh khong c6 thanh vién trong danh sach bau lam hoa giai vién
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MAiu s6 03

X4, phwong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM

............................... Poc lap - Tw do - Hanh phuc

Thon, t6 dan phé: ---------------

BIEN BAN
KIEM PHIEU LAY Y KIEN CAC HO GIA PINH VE VIEC BAU HOA GIAI
VIEN

Hom nay, vao .......... gio........ , NEAY ........ thang ......... NAM evvveeiiieenns
ettt et et e e e e e e et e e e ettt ettt —————————————————————aaaaaatteaeaeeterererrraes
T bau hoa giai vién gdm cac thanh vién sau day:
ONE (BA): ettt en s - T6 trudng;
ONE (BA): e - Pho t6 trudng;
ONE (BA): et en st - Thanh vién;
ONE (BA) et n et en sttt - Thanh vién;
ONE (BA): e st n st - Thanh vién;
ONE (BA): ettt n sttt - Thanh vién;
ONE (BA): et n e en et an st - Thanh vién.

Da tién hanh ki€ém phiéu lay ¥ kién cac ho gia dinh vé viéc bau hoa giai vién
voi su ¢o mat chung kién ctia dai dién hd gia dinh khong c6 thanh vién trong danh

sach bau lam hoa gidi vién la ong (ba):...................... ,diachi.......ccooviiiiinnnn,
Tong s6 dai dién hg gia dinh trong thon, t6 dan pho: ........ccceeeeviiiviiviiiiciieen,

Két qua kiém phiéu bau hoa giai vién nhu sau:
- Tong s6 phiéu phat ra:

- Tong s6 phiéu thu vé:

- S6 phiéu hop 1é:

- S6 phiéu khong hop 1¢:

- Két qua kiém phiéu:

Ty 1€ % dai dién h¢ gia dinh

Stt Ho va tén S0 lwgng phiéu bau trong thon, t6 dan phé dong y

Cudc hop két thuc vao ......... gio ...... ngay ...... thang ....... nam .........
Bién ban nay dugc doc cong khai tai cudc hop ki€m phiéu.
DPAI DIEN HQ GIA PINH TM. TO BAU HOA GIAI VIEN
CHUNG KIEN' TO TRUONG
(Ky va ghi ro ho tén) (Ky va ghi ré ho tén)

! Chir ky cua dai dién ho gia dinh khong c6 thanh vién trong danh sach bau 1am hoa giai vién.
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M3iu s6 06

X4, phuwong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

‘ DANH SACH
Pé nghi cong nhan hoa gidi vién
Kinh giri: Chu tich UBND xa/phuong/thi tran ..................
Can cur két qua bﬁu hoa giai vién (c6 bién ban gui kem), Ban cong tac Mat
tran thon/to dan phé ............ dé nghi Chu tich UBND xa/phuong/thi

tran................ xem x¢€t, quyéet dinh cong nhan hoa giai vién doi voi cac ong (ba)
co tén sau day:

Ty 1€ % dai dién h¢ gia dinh

Stt He va tén bia chi trong thon, t6 dan phé dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi rd ho tén)
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2. Tén thii tuc hanh chinh: Thii tuc bau t6 truwéng t6 hoa gidi (cdp xi)

Trinh tu thwe hién:

Buée 1. T chire cudc hop bau té truweéng to hoa gidi:

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

- Hoa giai vién tham du cudc hop théng nhét danh sach nhitng nguoi
duogc gioi thiéu bau lam t6 trudng o hoa giai, lwra chon hinh thirc bau,
théng nhét danh sach T6 kiém phiéu trong trudng hop bau bang hinh
thirc bo phiéu kin;

- Truong hop bau t6 trudng to hoa giai bang hinh thirc biéu quyet
cong khai thi Truong ban cong tdc Mat trén dém sb nguoi bidu quyét,
1ap bién ban vé két qua biéu quyet

- Truong hop bau to trudng td hoa giai bang hinh thie bo phleu kin
thi T6 kiém phiéu lam nhiém vu phat phleu phd bién quy ché bo
phiéu, thu nhan phiéu va tién hanh kiém phleu tai noi bo phiéu ngay
sau khi két thuc viéc bo phiéu; 1ap bién ban kiém phleu

Buéc 2. Pé nghi va xem xét, cong nhén t0 trudng t0 hoa giai:

- Nguoi dugc deé nghl cong nhan la t6 truong t6 hoa giai phai dat trén
50% sb hoa giai vién cia t6 hoa giai dong y va 1a ngudi ¢ sb phiéu
bau cao nhat.

- Trong thoi han 05 ngay, ké tir ngay to chtrc cudc hop bau to trudng
t6 hoa giai, Truong ban cong tac Mat tran lam van ban dé nghi cong
nhan to truéng t6 hoa giai kém theo bién ban klem phiéu hodc bién
ban vé két qua biéu quyét vé viéc bau to trudng td hoa giai, giri Chu
tich UBND cap xa (bd phan "tiép nhan va tra két qua" ).

Thoi gian: Gio hanh chinh tir thir 2 dén thir 6 hang tuan (trlr cac ngay
nghi 18).

Buwéc 3. Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc van
ban dé nghi cong nhan to trudng to hoa giai, Chu tich UBND cép xa
xem Xx¢ét, quyét dinh.

Cach thire thuwe hién:

Viéc bau to truong t6 hoa giai dugc tién hanh bang hinh thic bo
phiéu kin hodc bi€u quyét cong khai.

Thanh phin, so lwong
ho so:

a) Thanh phan hé so:

- Vin ban d& nghi cong nhan t trudng t hoa giai (theo mau).

- Bién ban kiém phiéu hodc bién ban vé két qua biéu quyét vé viéc
bau to truong t6 hoa giai (theo mau).

b) S6 lwgng ho so: 01 (bo).

Thoi han gii quyét:

05 ngay lam viéc, ké tir ngay nhan du ho so theo quy dinh.

Poi twong thue hién:

Trudng ban cong tac Mat tran, hoa gidi vién cua to6 hoa giai.

Co quan thuc hién:

UBND cép xa

Két qua:

Quyét dinh cong nhan t6 truong t6 hoa giai.

L¢ phi:

Khong.

Tén méu don, to khai:

- Gidy dé nghi cong nhén t6 truong to hoa giai (Madu s6 07 Nghi quyét
lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

- Bién ban vé két qua bleu quyét bau to truong t6 hoa giai (Mau so 04
Nghi quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTOQVN)

- Bién ban kiém phiéu bau t6 trudong to hoa giai (Mdau sé6 05 Nghi
quyét lién tich s6 01/2014/NQLT-CP-UBTUMTTOVN)

Yéu cau, dieu kién:

- Viéc bau 6 truong to hoa giai dugce thyc hién trong cac trudng hop sau
day:

+ Thanh 1ap té hoa gidi méi;

+ T trudng to hoa giai thoi 1am hoa giai vién, thoi lam t6 truong to
hoa giai hodc khong thé tiép tuc 1am t6 trudng to hoa giai.
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- Nguoi duge dé nghi cong nhan 1a t6 truong to hoa giai phai dat trén
50% s0 hoa gidi vién cua t6 hoa gidi dong ¥ va la ngudi co so phiéu bau
cao nhat.

Can cu phap ly:

- Ludgt hoa giai o co so nam 2013;

- Nghi quyét lién tich so 01/2014/NQLT-CP- UBTUMTTQVN ngay
18/11/2014 cua Chinh phu va Uy ban Trung wong Mat trdn T6 quéc
Viét Nam huéng dan phoi hop thwc hién mét s6 quy dinh cia phdp
ludt vé hoa gidi ¢ co s6.
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Maiu s6 07

X4, phwong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

GIAY PE NGHI
Cong nhan to trudéng to hoa giai

Kinh giri: Chu tich UBND xa/phuong/thi tran ..................

Can ctr két qua bau t6 trudng to hoa giai (c6 bién ban gii kém), Ban cong tac
Mit tran thon/td dan phd ..................... dé nghi Cha tich UBND x&/phudng/thi
trAn................. xem xét, quyét dinh cong nhén t6 truong to hoa giai dbi véi ong
(bad) co tén sau day:

Ty 1€ % hoa giai vién

Stt Ho va tén Dia chi Y S U
i ’ cua to hoa giai dong y

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi ro ho tén)
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Mau sb 04

Xa, phudng, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
..................... Poc 1ap - Tw do - Hanh phuc

L . BIEN BAN 7 o
VE KET QUA BIEU QUYET BAU TO TRUGNG TO HOA GIAI

T6 hoa Eiai.....oveeeeeeeeeeeeeeeeeans thon/td dan pho.........ocooveiiieiiieiiiie il
t6 chtrc cudc hop bau to trudng to hoa giai bang hinh thirc biéu quyét cong khai.

S6 lwong hoa gial vien clia t0 NOA GIAL . ....cvoveeeeeeeeeeeeeeeeeeeeee e

S6 luong hoa giai vién tham du cudC hOp ...

Két qua biéu quyét bau to truong to hoa giai nhu Sau:.........co.ovvveevvveeereeeeeenen,

S6 nguoi biéu quyét| Ty 1é % hoa gidi vién cia

Stt Heo va tén dong y T6 hoa giai dong y

Cudc hop két thuc vao..... gid..... ngay.... thang..... nam.......
Bién ban nay dugc doc cong khai tai cudc hop.

TRUONG BAN CONG TAC MAT TRAN
(Ky va ghi ro ho tén)
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Maiu s6 05

X4, phuong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
.......... Doc lap - Tw do - Hanh phic
Thon, to danpho: e
q _ BIENBAN
KIEM PHIEU BAU TO TRUONG TO HOA GIAI

HOm nay, vao...... gio...... , ngay....thang....nam...........

Talic e, s e,

To6 hoa gidl .................o..l. thon/td dan pho.........cccoevvivieciiiieeeee e,

t6 chirc cudc hop bau to trudng td hoa giai bang hinh thirc bo phiéu kin.
To ki€ém phi€u bao gom cac ong (ba) co6 tén sau day:

ONE (BA) i - T6 Trudng
ONE (BA) it - Thanh vién
ONE (BA): e, - Thanh vién
S6 luong hoa giai vien ciia t0 DO GIAL . ....v.eveeeeeeeeeeeeeeeeeeee e
So luong hoa giai vién tham dy cudc hop:....ceeveeiieiiiieeeeee e

Két qua kiém phiéu bau t6 truong to hoa giai nhu sau:
- Tong s6 phiéu phat ra:

- Tong s6 phiéu thu vé:

- S6 phiéu hop 18:

- S6 phiéu khéng hop 16:

- Két qua kiém phiéu:

Z ERY: x > 1A 0 | c2e oA
Stt Ho va tén SO ngu’ol bley quyet ’l:y lgeX Ay‘hoa- giai vien
: dong y cua to hoa giai dong y
Cudc hop két thuc vao..... gid..... ngay...... thang..... nim......

Bién ban nay dugc doc cong khai tai cudc hop.

TRUONG BAN CONG TAC MAT TRAN TM. TO KIEM PHIEU
(Ky va ghi ré ho tén) TO TRUONG
(Ky va ghi ro ho tén)
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3. Tén thi tuc hanh chinh: Thii tuc théi lam héa gidi vién (cdp xa)

Trinh tu thuc hién:

Bugre 1. TO truong to hoa giai de nghi Truong ban cong tac Mat trén
phéi hop véi truong thon, to truong t6 dan phd lam vin ban dé nghi
Chu tich UBND cip x4 ra quyét dinh thoi 1am hoa giai vién.

Buéc 2. Trong thoi han 10 ngay, ké tir khi nhan duoc dé nghi ctia to
truong T6 hoa giai vé viéc thoi 1am hoa giai vién, Trudng ban cong
tac Mt tran cha tri, phdi hop v6i trudng thon, to trudng dan phd xem
xét, x4¢ minh, 1am van ban d& nghi Chu tich UBND cép x4 ra quyét
dinh th6i 1am hoa giai vién.

Déi voi truong hop thoi 1am hoa giai vién theo quy dinh tai Diém b,
Piém ¢ Khoan 1 Diéu 11 Luat Hoa giai & co so, néu Trudng ban cong
tac Mat trén, truong thon, t6 truong t6 dan phd khong dong y véi dé
nghi cta t6 truong to hoa giai hoac Truong ban cong tac Mat tran va
truong thon, to trudng to dan ph6 khong thdng nhét dugc v6i nhau vé
dé nghi cua to truong to hoa giai, thi Truong ban cong tac Mat tran
thong bao véi t6 trudng to hoa giai, néu 18 1y do khong dong ¥, dong
thoi béo cdo Chu tich UBND cép xa xem xét, quyét dinh.

Truong hop thoi 1am hoa giai vién dbi véi to truong t6 hoa giai thi
Truong ban cong tac Mat trdn phdi hop voi truong thon, t6 truong t6
dan phd 1am vin ban dé nghi Chu tich UBND cip x4 ra quyét dinh
thoi [am hoa giai vién.

Buwéc 3. Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc vin
ban dé nghi hodc bao cao vé viéc théi lam hoa giai vién, Chu tich
UBND cap xi xem xét, quyét dinh.

Cach thirc thue hién:

Khong quy dinh

Thanh phan, so lwong
ho so:

a) Thanh phan hé so:

- Vin ban dé nghi ra quyét dinh thoi 1am hoa giai vién (theo mdu).

- P6i v6i truong hop thoi 1am hoa giai vién theo quy dinh tai Diém b,
Piém ¢ Khoan 1 Diéu 11 cua Luat hoa giai ¢ co so, néu Trudng ban
cong tac Mat trén, truong thon, t6 truong t6 dan phd khong dong y
v6i dé nghi cia to truong t6 hoa giai hodc Truong ban cong tac Mat
tran va truong thon, t6 truong to dan phé khong thdng nhat duoc voi
nhau vé dé nghi cia t6 truong t6 hoa giai, thi Truong ban cong tac
Mit tran thong bao véi to truong t6 hoa giai, néu 16 1y do khong dong
¥, ddng thoi bao cdo Chu tich Uy ban nhan dan cap xa xem xét, quyét
dinh (theo mau)

b) 86 lwgng ho so: 01 (bo).

Thoi han giai quyét:

Trong thot han 05 ngay lam viée, ké tir ngay nhan dugc van ban dé
nghi hoac bdo céo vé vi¢c thoi lam hoa gidi vién.

Poi twong thue hién:

T6 truong to hoa giai, Truong ban coéng tac Mat tran, trudng thon, to
trudng t6 dan phd.

Co quan thuc hién: UBND cap x3.
Két qua: Quyét dinh thoi 1am hoa giai vién.
L¢ phi: Khong.

Tén mau don, to khai:

- Gidy dé nghi vé viéc thoi lam hoa giai vién (Mdu sé 08 Nghi quyét
lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN).

- Bao cdo vé viéc thoi 1am hoa giai vién (Mdu sé 09 Nghi quyét lién
tich s6 01/2014/NQLT-CP-UBTUMTTQVN)

Yéu cau, dieu kién:

Viéc thoi lam hoa gidi vién dugc thuc hién trong cac truong hop sau
day:

- Theo nguyén vong cua hoa giai vién;

- Hoa gii vién khong con dap g mot trong cac tidu chuan quy dinh
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tai Diéu 7 Luat Hoa giai & co s6;

- Vi pham nguyén tic t chuc, hoat dong hoa giai & co so theo quy
dinh tai Piéu 4 Luit Hoa giai & co s& hodc khong c6 didu kién tiép
tuc lam hoa giai vién do bi xtr Iy vi pham phap luat.

Can cu phap ly:

- Luat Hoa giai o co' so nam 2013;

- Nghi quyét lién tich sé 01/2014/NQLT-CP- UBTUMTTQVN ngay
18/11/2014 cua Chinh phu va Uy ban Trung wong Mat tran T6 quoc
Viet Nam huong dan phéi hop thiee hién mét sé6 quy dinh cia phdp
ludt vé hoa gidi ¢ co s6.
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M3iu s6 08

X4, phuwong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM
............................... Poc lap - Tw do - Hanh phuc
Thén, to ddnphé: s
.......................................... , ngay ......... thang .......nam..........
GIAY PE NGHI
Ve viéc thoi lam hoa giii vién
Kinh giri: Chu tich UBND xa/phudng/thi tran ...............

Can ct dé nghi coa t6 truong tO hoa giai: ..cocoeevvevvvvreeeenee, R vé viée
thoi lam hoa giai vién, d¢ nghi Chu tich UBND xa/phuong/thi tran ..................
xem x¢&t, quyét dinh thoi lam hoa giai vién do1 vai1 ong (ba): ..ooceveveeiiieiiiiee,
Lo 1T o) PO PRSPPI

~ TRUONG THON/ TRUONG BAN
TO TRUONG TO DAN PHO CONG TAC MAT TRAN
(Ky va ghi ré ho tén) (Ky va ghi ré ho tén)
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Maiu s6 09

X4, phwong, thi tran: CONG HOA XA HOI CHU NGHIA VIET NAM

............................... Poc lap - Tw do - Hanh phuc

Thén, to dan phdé: e

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

BAO CAO
Ve viéc thoi lam hoa giai vién
Kinh giri: Chu tich UBND xa/phuong/thi tran .....................
Ngay ...... thang ... nam ...... , t0 trrdng tO hoa iai: ..ooovvvvveeeeeeieeeeean, dé

nghi thoi 1am hoa giai vien ddi Vi 0ng (DA): weveveeveeveeeeeereieseeeeeeeeees e, dia
Chi v VOL LY dO: i

- 'Y kién cta Trudng ban cong tic Mit tran:

Dé nghi Chu tich UBND xa/phuong/thi tran ...................... xem Xxeét, quyét
dinh.
~ TRUONG THON/ TRUONG BAN
TO TRUONG TO DAN PHO CONG TAC MAT TRAN
(Ky va ghi ré ho tén) (Ky va ghi ré ho tén)
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4. Tén thu tuc hanh chinh: Thu tuc thanh toan thiut lao cho hoa gidi vién

( cd’p Xa)

Trinh tu thwe hién:

Bude 1. TO truong to hoa giai 1ap hd so dé nghi thanh toan thu lao
cho hoa giai vién theo quy dinh va ndp hd so tai bd phan "tiép nhan
va tra két qua" ciia UBND cap xA.

Thoi gian: Gid hanh chinh tir thir 2 dén thir 6 hang tuan (trir cic ngay
nghi 18).

Buwéc 2. Trong thoi han 05 ngay lam viée, ké tir ngay nhan du hd so
hop 1&, UBND cip xi xem xét, quyét dinh va tra thu lao cho hoa giai
vién thong qua t6 hoa giai; truong hop quyét dinh khong thanh toan
cho hoa giai vién thi phai tra 10i bang van ban va néu rd 1y do.

Buwéc 3. T6 hoa giai thuc hién tra thu lao cho hoa giai vién theo quyét
dinh ctia UBND cép xa trong thoi han 03 ngay, ké tir ngay nhan duoc
thu lao.

Cach thire thwe hién:

Khong quy dinh.

Thanh phan, so lwong
ho so:

a) Thanh phan hé so:

- Gidy d¢ nghi thanh toan thu lao cua hoa giai vién c6 ghi 16 ho, tén,
dia chi cua hoa giai vién; tén, dia chi to hoa giai; s tién d& nghi thanh
toan; ndi dung thanh toan (cé danh sach cac vy, viéc trong truong hop
dé nghi thanh toan thu lao cho nhiéu vu, viéc); chir ky cia hoa giai
vién; chir ky x4c nhan cua t6 trudng to hoa giai.

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

b) 86 liwong hé so: 01 (bo).

Thoi han giai quyét:

08 ngay lam viéc, ké tir ngdy nhan du ho so theo quy dinh.

Poi twong thue hién:

Hoa gidi vién.

Co quan thuc hién:

UBND cap xa

Két qua:

Quyét dinh thanh toan thu lao cho hoa giai vién/hodc vin ban tra 10i
trong truong hgp khong thanh toan.

L¢ phi:

Khong

Tén méu don, to khai:

Khong quy dinh

Yéu cau, dieu kién:

- Vu, viéc duoc tién hanh hoa giai va di két thuc khi:

+ Cac bén dat dugc thoa thuan.

+ M0t bén hodc cac bén yéu cau cham dut hoa giai.

+ Hoa giai vién quyét dinh ket thuc hoa giai khi cac bén khong thé
dat duoc thoa thuan va viée tiép tuc hoa giai ciing khong thé dat dugc
két qua.

- Hoa giai vién khong vi pham nghia vu nhu:

+ Thuc hién hoa giai khi c¢6 cin ct theo quy dinh tai Piéu 16 cia
Luat hoa giai co so.

+ Tuén tha cic nguyén tic quy dinh tai Diéu 4 cua Luat hoa giai co
sO.

+ Tur chéi tién hanh hoa giai néu ban than c¢6 quyén lgi va nghia vu
lién quan dén vy, viéc hoa giai hodc vi ly do khac dan dén khong thé
bao dam khach quan, cong bang trong hoa giai.

+ Thoéng bao kip thoi cho t6 truong t6 hoa giai dé bao cao Chi tich
Uy ban nhan déan cip xa ¢ bién phap phong ngira trong truong hop
thiy mau thun, tranh chp nghiém trong c6 thé din dén hanh vi bao
luc gay anh huong dén stic khoé, tinh mang cia céc bén hodc giy mat
trat ty cong cong.

+ Thong béo kip thdi cho t6 truéng td hoa giai dé bao cdo co quan c6
thim quyén xir 1y trong truong hop phat hién mau thuin, tranh chép

49




c¢6 dau hiéu vi pham phap luat vé xir 1y vi pham hanh chinh hoic
phap luat v€ hinh su.

Can cu phap ly:

- Luat Hoa giai o co' so nam 2013;
- Nghi dinh so 15/2014/ND-CP ngay 27/02/2014 cua Chinh phu quy
dinh chi tiet mot so diéu va bién phap thi hanh Ludt Hoa gidi o co so.
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IV. Linh vwe Nudi con nuéi
IV.1. Cdp tinh:

1. Thii tuc: Cdp gidy Xdc nhidn céng din Viét Nam thwong tri khu vwe bién gidi
dii diéu kién nhdn tré em cua nwoc lang giéng cw tru ¢ khu vwce bién gioi lam con nudi

Trinh tu thwe hién: Buwéc 1. Cong dan Viét Nam thuong tra ¢ khu vuc bién gidi nhan tré
em cta nude lang giéng cu tra & khu vuc bién gi6i 1am con nudi ndp
hd so tai S& Tu phap

- Pia chi. 211 Tran Hung Dao, thanh phé Kon Tum, tinh Kon Tum

- Thoi gian: thr 2 den thr 6 hang tudn (trir cac ngly nghi 18).

Buwéc 2: Can bd tiép nhan klem tra tinh hop 1¢ ctia hd so. Trudng hop
ho so hop 1é thi thu Iy va viét phiéu hen; Truong hop hd so chua hop
1¢ thi hudng din chinh stra, bd sung hoan thién.

Budée 3. S& Tu phap xem xét, cap gidy x4c nhan ngudi nhan con nudi
c6 du diéu kién nudi con nudi theo quy dinh cta phap luat Viét Nam.
Cong dan nhan két qua tai S& Tu phap.

- Thoi gian: Budi sang tir 7h00 dén 11h00 va budi chiéu tir 13h00 dén
17h00 cac ngay tir thir 2 dén thir 6 hang tudn (trir cac ngay nghi 18).

Cich thire thuc hién: | Truc tiép tai tru so S6 Tu phép

Thanh phan, so lwong | a) Thanh phan hé so bao gom:

h so: - Pon xin nhan con nudi (theo mau - Ban chinh)

- Ho chiéu/Ching minh nhan dan hodc gidy to c6 gia tri thay thé;
(Ban sao)

- Phiéu 1y lich tu phap (Ban chinh, dugc cp chua qué 06 thang)

- Van ban xdc nhén tinh trang hon nhan (Ban sao néu la Gidy chimg
nhan két hon hoic ban gdc néu la glay xéac nhén tinh trang doc thén).

- Gidy kham strc khoe do co so'y té cip huyén tro 1én cip (Ban chinh,
dugc cap chua qua 06 thang);

- Van ban x4c nhan hoan canh gia dinh, tinh trang chd ¢, diéu kién
kinh té¢ do UBND cép xa noi ngudi nhan con nudi thuong tri cip
(truong hop cha dugng, me ké hodc cd, cau, di, chl, bac rudt cua
ngudi duoc nhan 1am con nudi thi khong can vin ban nay) (ban
chinh, duoc cap chua qua 06 thang).

b) S6 lwong hé so: 01 bd

Thoi han gidi quyét: Trong thoi han 30 ngay, trudng hop can xac minh thi co thé kéo dai

nhung khong qué 60 ngay.
Doi twgng thue hién: Cé4 nhan
Co quan thye hién: - Co quan c6 tham quyén quyét dinh: S& Tu phép tinh Kon Tum.

- Co quan thyc hién TTHC: S& Tu phap; UBND céap xd noi nguoi
nhan con nudi thuong tra

Két qua: Giay xac nhan du di€u kién nhan tré em cua nudc lang giéng cu tra
tai khu vuc bién gidi lam con nudi.
L¢ phi: Khong

Tén mAu don, to khai: | - Pon xin nhan con nudi (Mdu TP/CN-2014/CN.02-Théng tw so
24/2014/TT-BTP ngay 29/12/2014 cua By Tu phap);
- To khai hoan cinh gia dinh clia ngudi nhan con nudi (mau sir dung
cho ngudi nhan con nudi tai ty ban nhan dan cap xa va Co quan dai
dién Viét Nam & nudc ngoai- Mau TP/CN-2011/CN.06, Thong tu $6
12/2011/TT-BTP ngay 27/06/2011 cua Bé Tu phap)

Yéu cau, dieu kié¢n: - Nguwdi xin nhin con nuéi phai c6 da diéu kién nhu sau:
+ C6 nang lyc hanh vi dan sy day du;
+ Hon con nu6i tir 20 tudi tro 1€n - khong ap dung doi véi truong hop
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cha dugng nhan con riéng cua vg, me ké nhan con riéng cua ch@)ng
lam con nuoi hoac cd, cau,di, chi bac rudt nhan chau lam con nuoi;

+ C6 didu kién vé stc khoe, kinh té, chd & bao dam viéc cham séc,
nuoi dudng, giao duc con nudi - khong ap dung dbi voi truong hop
cha duong nhén con riéng cta vo, me ké nhan con riéng cta chong
lam con nu6i hodc ¢d, cau, di, chi bac rudt nhan chau lam con nuoi;

+ C6 tu cach dao duc tdt.

- Cac truong hop khong dwec nhéan con nudi:

+ Pang bi han ché mot sé quyén cua cha, me d6i voi con chua thanh
nién;

+ Pang chip hanh quyét dinh xir Iy hanh chinh tai co sé gido duc, co
s& chira bénh;

+ Pang chap hanh hinh phat tu;

+ Chua duoc x6a an tich vé mot trong cac tdi ¢d ¥ xdm pham tinh
mang, suc khoé, nhan pham, danh du ctia nguoi khac; nguoc dai hoac
hanh ha 6ng ba, cha me, vog chéng, con, chau, nguodi c6 cong nuodi
dudng minh; du dd, ép budc hodc chira chap nguoi chua thanh nién vi
pham phap luat; mua béan, danh trao, chiém doat tré em.

Can cu phap ly:

- Ludt Nuoi con nuoi 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mot s6 diéu ciia Ludt nudi con nudi;

- Théng tw s6 12/2011/TT - BTP ngay 27/6/2011 ciia B6 Tu phap ve
viéc ban hanh va hwéng dan viéc ghi chép, leu triv, siv dung biéu mau
nuoi con nuoi;

- Théng tw s6 24/2014/TT-BTP ngay 29/12/2014 ciia Bé Tu phdp sira
doi, bo sung mét s6 diéu cia Théong tw sé6 12/2011/TT-BTP ngay
271612011 ciia B Tuw phdp vé viéc ban hanh va hwéng dan viéc ghi
chép, lwu triv, sir dung biéu mdu nudi con nudi.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HOI CHU NGHIiA VIET NAM
Pgc l1ap - Tw do - Hanh phuc ‘
Anh 4 x 6cm Anh 4 x 6 cm

PON XIN NHAN CON NUOI

(Dung cho truong hop nudi con nudi trong nudC)

Chung toi/toi la:

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Quéc tich

Nghé nghiép

Noi thuong tra

S6 Gidy CMND/H0 chiéu

Noi cap

Ngay, thang, nim cap

bPia chi lién hé

Dbién thoai/fax/email

Co6 nguyén vong nhén tré em dudi day lam con nudi:

HO VA teN:. ... Gioitinh: ...
Ngay, thang, NaAm SINN: .......ccciiiiiiie e s
INOT SN Lttt e e st e et e e e st e e e s bb e e e nnb e e e e nnaeas
DA EOC: vvveeeeeeeeeeeeeeeeeeeeeeeeeeeseeeenes QUOAC N e
Tinh trang SUC KNOG: .......ooiiiiiiiiii e

1 \ N A A \ , Je N 2 . ~ \ . A . r R A -

Truong hop nguoi nhdn con nudi thuong tru trong nudc, thi gui UBND xa/ phwong/thi tran noi co tham quyén dang
ky viéc nuoi con nudi. Truong hop nguwoi nhdn con nuoi va nguoi duoc nhdn lam con nudi tam tru o nuwdc ngodai, thi g
Co quan dai dién Viét Nam, noi co tham quyén dang ky viéc nudi con nudi.
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Noi dang cu tra:
0 Gia dinh:

Ho va tén

Ngay, thang, ndm sinh

bia chi lién hé

Dién thoai,/fax/ email

Quan hé¢ vdi tré em duoc
nhan lam con nuoi1

po A s D
[ C0 SO NUOT AUGNZ ! .

Néu duge nhan tré em 1am con nuoi, ching t61/t61 cam két s& cham soc, nudi
dudng, gido duc tré em nhu con dé cua minh va thuc hién moi nghia vu ctiia cha me
d6i voi con theo quy dinh ctia phap luat. Ching t6i/toi cam két trong thoi han ba nam,
ké tir ngay giao nhan con nudi, dinh ky 06 thang mot 1an, giri thong bao vé tinh trang
phat trién moi mit coa con nudi (c6 kém theo anh) cho

.................................................................................. ® noi chiing t6i/t6i thuong tru.
D8NRI et xem xét, giai quyét.
.................. , NZAY e thANG ......... NAM...........
ONG BA
(Ky, ghi r6 ho tén) (Ky, ghi r6 ho tén)

2 Ghi ré tén va dia chi co sé nuéi dwdng.
% Ghi tén UBND xa/phwong/thi tran hodc Co quan dai dién Viét Nam o nudc ngodi.
* Nhue kinh giri.
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Mdu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HOQ VA T8I e Ngay sinh: ..o,
INOT SINNL oot SRR
S6 Gidy CMND: ....ooocoeser NOT CAP: oo NGAY CAP oo
DS CTC Y1 11T SO
INOT ERIPOTIE T oo S8
Tinh trang NOM NIANTT ..ottt sttt ettt ottt

2. Ba:
HO VA TEI1I e Ngay sinh: ..o,
INOT SN oo e
S6 Gidy CMND: ..o NOi CAP: oo NEAY CAP oo
D YR 1T 1Y) S

INOT ERIOMIE TITL: s bbb
Tinh trang hon O T

1\ 1 OO

1 .~ A N 7A A A ’ A ” N A As N s
Khai ro ddy la lan két hon thir may cua nguwoi nhdn con nudi, tinh trang con cdi.
2 ; A
Khai nhw chu thich 1.
3 Khai 16 hién nay nguoi nhdn con nudi dang song cing véi ai; thai d ciia nhing nguoi trong gia dinh vé viéc nhdn
con nuoi.
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= CAC A1 SAN KINAC: oottt ettt ettt ettt et et ee st et e st et e et et s et ettt e et r et et

............... , Ngay...... thang........nam..............
Ong Ba
(K, ghi ro ho tén) (K, ghi 6 ho tén)

Y kién ciia T truwéng to6 dan phd/Truwdng thon vé ngwdi nhan con nudi:

T6 trudmg dan phd/Truéng thon
(Ky, ghi ro ho tén)

Xdc minh cua cong chirc tw phdp - ho tjch4:

Nguwoi xac minh
(Ky, ghi ro ho tén)
Xac nhan cia UBND xa/phuong/thi tran

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi 16 ho tén, chire vu va déng ddu)

4 < A B , A 3 . A , A \ N A A . o A , .7 N . A A
Y kién cua cdan by xdac minh vé cdc noi dung ma nguoi nhdn con nudi ty khai o trén. Panh gia nguoi nhdn con nuoi
du hay khong du diéu kién dé nhan con nuoi.
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IV.2. Cdp xa:

1. Thii tuc: Ghi chii viéc nuéi con nuéi di ding ky tai co quan cé thim
quyén cua nudc lang giéng

Trinh ty thyc hién: Budre 1. Nguoi o yéu cau ghi chu viée nudi con nudi xuat trinh véi
UBND cap x4 ban chinh Gidy to dang ky viéc nudi con nudi do co
quan c6 tham quyen cua nudc lang gieng cap;

- Thoi gian: tha 2 den thir 6 hang tuan (trir cac ngdy nghi le)

Budéc 2. UBND cap xa ghi chu viéc nudi con nudi vao s6 dang ky
nudi con nudi va cap cho dwong su Gidy xac nhan dd ghi chu viéc
nudi con nudi do.

- Thoi gian: Tir thir 2 dén tht 6 hang tudn (trir cac ngay nghi 18)

Cach thirc the hién: Truc tiép tai try s6 UBND cép xi
Thanh phan, so lueng | a) Thanh phan ho so bao gom
ho so: - Ban chinh giay to dang ky viéc nudi con nudi do co quan co thim

quyen ¢ nude lang gieng cap.
b) Sé lwpng ho so: Khong quy dinh

Thoi han giai quyét: Khong quy dinh

Poi twong thue hién: Cé nhan

Co quan thuc hién: S& Tu phép tinh Kon Tum.

Két qua: Gidy x4c nhan da ghi cha viéc nudi con nudi
L¢ phi: Khong (Mién)

Tén miu don, t& khai: | Khong

Yéu cau, diéu kién: Khong

Can cir phap ly: - Luat Nuoi con nuéi nam 2010,

- Nghi dinh s6 19/2011/NP-CP, ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mét sé diéu cia Ludt nudi con nudi;

- Théng tw s6 12/2011/TT-BTP, ngay 27/6/2011 ciia Bé Tw phdp vé
viéc ban hanh va hwéng dan viéc ghi chép, luu trik, siv dung biéu
mau nudi con nudi
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V. Linh vuc Chirng thue:
V.1. Cép tinh:

1. Thii tuc chieng thye bdn sao tir ban chinh gidy 10, van ban do co quan, 16 chikc
co tham quyen cua Viét Nam, co' quan, 10 chirc cé tham quyen cua nuoc ngoal, co
quan, to chirc cé tham quyén ciia Viét Nam lién két v6i co quan, té chive cé thim quyén
ciia nwéc ngodi cdp hodiic chirng nhan.

Trinh tu thuc hién: Buéc 1. Nguoi yéu cau ching thuc chuan bi ho so theo quy dinh va
nop hd so tai Phong Cong chung s6 1 hoic sb 2 thuoc Sé Tu phap.

- Phong Céng ching s6 1: 65 (s6 cii 15) Ngb Quyén - Phuong Théng
Nhét - TP. Kon Tum

+ Phong Cong chung s6 2: 179¢ Pham Vian Pong - Phuong Lé Loi -
Thanh phé Kon Tum

- Thoi gian: Tur thir 2 dén thir 6 hang tuan (tror cac ngay nghi, 16).
Truong hop ngudi yéu cau chung thyc chi xuat trinh ban chinh thi
co quan, to chuc tién hanh chup tir ban chinh dé thuc hién chang
thuc, trir truong hop co quan to chirc khong co phuong tién dé chup.
Budéc 2. Nguoi tiép nhan hodc cong chirc caa bo phan tiép nhan va
tra két qua kiém tra ban chinh, ddi chiéu véi ban sao, néu noi dung
ban sao dung vai ban chinh, ban chinh gidy to, van ban khong thudc
cac trudng hop ban chinh gidy to, vin ban khong duoc dung lam co
s dé chiring thuc ban sao thi co quan thuc hién ching thuc tién hanh
chiing thyc nhu sau:

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

- Ky, ghi 15 ho tén, dong diu cua co quan, to chic thyc hién ching
thuc va ghi vao so chang thuc.

Dbi vai ban sao co tir 02 (hai) trang tré 1én thi ghi 161 chimg vao
trang cudi, néu ban sao co tir 02 (hai) to tro 1én thi phai dong dau
giap lai.

MJdi ban sao duoc ching thuc tir mot ban chinh gidy to, van ban
hodc nhiéu ban sao dwgc chung thuc tir mot ban gidy to, vin ban
trong cting mot thoi diém duoc ghi mot s6 chang thuc.

Buéc 3. Ngudi yéu cau ching thuc nop 18 phi va nhan két qua tai noi
nop hé so.

- Thoi gian: Tir thir 2 d&én thtr 6 hang tuan (trir cdc ngay nghi, 16).

Cich thirc thuc hién: | Nop ho so truc tiép tai try so

Thanh phan, s6 lwgng | a) Thanh phan hé so bao gom:

hé so: - Ban chinh gidy to, vin ban lam co s¢ dé chiing thuc ban sao va ban
sao can ching thyc.

Truong hop nguoi yéu cau chang thuc chi xuét trinh ban chinh thi co
quan, to chuc tién hanh chup tir ban chinh dé thyc hién chung thuc,
trir truong hop co quan, to chirc khong c6 phuong tién dé chup. Ban
sa0, chup tir ban chinh dé thuc hién ching thuc phai c6 day du cac
trang da ghi thong tin ctia ban chinh.

b) S6 lweng hd so: tiy theo yéu cau clia nguoi yéu cau ching thuc.

Thoi gian giai quyét: - Trong ngay co quan, don vi tlep nhan yéu cau hoic trong ngay lam
viéc tlep theo néu tiép nhan yéu cau sau 15 gio.

- Péi véi truong hop cung mot lac yéu cau ching thuc ban sao tir
nhiéu loai ban chinh gidy to, vin ban; ban chinh c¢6 nhiéu trang; yéu
cau s6 luong nhiéu ban sao; noi dung gidy to van ban phuc tap kho
kiém tra, doi chiéu ma co quan, t6 chirc thuc hién chiing thuc khong
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theé dap tmg duoc thoi han quy dinh néu trén thi thoi han chuang thuc
dugc kéo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai
hon theo thoa thuan bing vin ban véi ngudi yéu cau ching thuec.
Truong hop tra két qua trong ngay lam viéc tiép theo hoic phai kéo
dai thoi gian theo quy dinh thi ngudi tiép nhan ho so phai <0 phiéu
hen ghi 15 thoi gian (ngdy, gio) tra két qua cho ngudi yéu cau chung
thyc.

Poi twong thuc hién:

C4 nhan, t6 chuc

Co quan thuc hién:

Cong chimg vién cua Phong Cong chimng sb 1 hoic s6 2 thuoc S Tu
phap

Két qua:

Ban sao dugc chirng thuc tir ban chinh.

Lé phi:

- Lé phi chung thuc ban sao tir ban chinh: 2.000 dong/trang. Tir trang
thir 03 tro 1én thu 1.000 dong/trang, nhung mirc thu tdi da thu khong
qua 200.000 dong/ban.

Ap dung muc thu 18 phi 50% d6i voi ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Rong; ca nhan c6 ho khau thuong tra
tai cac x4 theo Quyét dinh s 229/1999/QD-TTg ngay16/12/1999 cia
Thii twéng Chinh phu; x4 bién gidi, xa dic biét kho khin; xa mién
nui, ving sdu; ving xa; ¢ nhan 1a ngudi dong bao dan toc thiéu sd,
ngudi ngheo (c6 s6 nghéo) trén cac dia ban khac.

Tén mau don, to khai:

Khong

Yéu ciu, diéu kién
thuc hién TTHC:

- Ban chinh gidy to, vin ban can chang thuc.

- Ban chinh gidy td, vin ban khong duoc ding 1am co s dé ching
thue ban sao bao gom:

+ Ban chinh bi tiy x0a, stra chira, thém, bot, noi dung khong hop 1é.
+ Ban chinh bi hu hong, cii nat khong xac dinh dugc noi dung.

+ Ban chinh dong diu mat cua co quan, t6 chirc ¢6 tham quyén hoic
khéng dong diu mat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén,
kich dong chién tranh, chdng ché d6 xi hoi chu nghia Viét Nam;
xuyén tac lich su cua dan toc Viét Nam; xac pham danh dy, nhan
pham, uy tin ctia ca nhan, to chirc; vi pham quyen cong dan.

+ Ban chinh do co quan, t6 chirc c6 tham quyén cta nudc ngoai cap,
cong chung hoac chung nhan chua dugc hgp phap hoa lanh sy theo
quy dinh tai khoan 1 Diéu 20 cia Nghi dinh 23/2015/ND-CP. Trir
glay to tiy than do co quan, t6 chirc co tham quyén cua nudc ngoai
cap cho ca nhan nhu: ho chiéu, theé can cude hodc cac glay to khac
nhu thé thudng tra, thé cu tri, gidy phép lai xa, bang tét nghiép,
ching chi va bang dlém kém theo bang tot nghiép, chung chi.

+ Glay 1, van ban do ca nhéan ty Iap nhung khéng c¢6 xac nhén va
dong dau caa co quan, t6 chirc c6 tham quyen.

Co s6 phap ly:

- Nghi dinh sé 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé
cap bdn sao tir sé gac, ching thuc ban sao tir ban chinh, ching thiec
chir ky va chimng thuc hop dong giao dich.

- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cia Bé Tu phdp quy
dinh chitiét va hwéng dan thi hanh mét so diéu cua Nghi dinh
6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phiivé cdp ban sao
tir s6 gac, chieng thyc ban sao tir ban chinh, chimg thuec chi ky va
chiing thyc hop dong, giao dich

- Théng tw lién tich sé 115/2015/TTLT-BTC-BTP, ngay 11/8/2015
cua Bé Tai chinh va Bé Tw phdp Sira doi, bé sung mét sé diéu Théng
awr lién tich s6 08/2012/TTLT-BTC-BTP ngay 19/01/2012 huéng dan
muzc thu, ché dg thu, nép va quan Iy va sik dung phi céng ching.
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- Quyét dinh s6 45/2009/0D-UBND ngay 04/8/2009 cia Uy ban
nhdn ddn tinh Kon Tum Vé viéc ban hanh mirc thu, ché dé thu, nép,
quan Iy va sir dung 1é phi cdp ban sao, 1é phi chimg thuee trén dia ban
tinh Kon Tum.
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2. Tha tyc ching thuc chir ky trong cdc gidy 1o, van bdn (dp dung cho cd truong
hgp chimg thue diém chi va trwong hgp ngwoi yéu cau chirng thue khéong thé ky,
khéng thé diém chi dwec.

Trinh tu thuc hién: Buéc 1. Nguodi yéu cau chung thuc chit ky/diém chi/khong thé
ky/khong thé diém chi dugc chuin bi cac gidy to phuc vu cho viéc
chang thuc chit ky va nop tai Phong Cong chung sé 1 hoic sb 2
thuéc So Tu phap.

- Phong Céng chimng s6 1: 65 (s6 ciit 15) - Ngd Quyén - Phuong
Théng Nhét - TP. Kon Tum

+ Phong Céng chiing s6 2: 179¢ - Pham Vin Dong - Phuong Lé Loi -
Thanh phé Kon Tum

- Thoi gian: Tur thir 2 dén tha 6 hang tuan (trer cde ngdy nghi, 16).
Trong trwong hop nguoi yéu cau chimg thuce khéng théng thao tiéng
Viét thi phai c¢6 nguoi phién dich. Nguoi phién dich phdi la nguoi co
nang luc hanh vi dan sy day di theo quy dinh ciia phdp lugt, thong
thao tiéng Viét va ngén ngit ma nguoi yéu cau chirng thyec i dung.
Nguoi phién dich do nguoi yéu cau chiing thuc moi hodce do co quan
thuec hién ching thuc chi dinh. Thii lao phién dich do nguwoi yéu cau
chizng thyc tra.

Buéc 2. Nguoi tiép nhan hoac cong chuc cua bo phan tlep nhéan va
tra két qua kiém tra gidy to yéu cau ching thuc, néu thay du gidy to
theo quy dinh, tai thoi diém chang thuc ngudi yéu cau ching thuc
minh man, nhan thirc va 1am chu dugc hanh vi ctia minh va viéc
ching thue khong thude cac truong hop khong duogc chirng thuc chi
ky thi yéu cau nguoi yéu cau chiang thue ky/diém chi trudc mat.

- Sau d6, co quan thuc hién chiang thuc tién hanh chung thuc nhu
sau:

+ Ghi day du loi chung ching thuc chi ky theo mau quy dinh.

+ K, ghi 18 ho tén, dong dau cuia co quan, to chuc thuc hién ching
thuc va ghi vao s chuang thyc.

Déi voi gidy to, van ban co tir 02 (hai) trang tr 1én thi ghi 10i chiing
vao trang cudi, néu gidy to, vian ban co tir 02 (hai) to tro 1én thi phai
dong dau giap lai.

Bud6c 3: Nguoi yéu cau chieng thuc nop 16 phi va nhan két qua tai noi
nop hé so.

- Thoi gian: Tir thir 2 dén thir 6 hang tuan (trir cdc ngay nghi, 18).

Cach thirc thuc hién: Nop ho so truc tiép tai tru so co quan hanh chinh hoic ngoai tru s&
co quan thyc hién chung thuc néu ngudi yéu cau ching thuc thuge
dién gia yéu, khong thé di lai dugc, dang bi tam giit, tam giam, thi
hanh an phat tu hodc c6 1y do chinh dang khac.

Thanh phan, s6 lwong | @) Thanh phan hé so bao gom:

ho so: - Ban chinh hoic ban sao c¢6 chung thuc Gidy chimg minh nhan dén
hoac Ho chiéu con gid tri stir dung ;

- Gidy to van ban ma minh s& ky/diém chi. Truong hop ching thuc
chi ky trong gidy to, vin ban bang tiéng nudc ngoai, néu ngudi thuc
hién ching thue khong hleu rd ndi dung cua giay to, van ban thi co
quyen yéu cau nguoi yéu cau ching thyc nop kem theo ban dich ra
tiéng Viét ndi dung cua gidy to, van ban d6 (Ban dich gidy to, van
ban khong can cong ching hoic chang thuc chir ky ngudi dich,
ngudi yéu cau ching thuc phai chiu trach nhiém vé ndi dung cia ban
dich).

b) Sé Iwong hé so: Tuy theo yéu cau ciia ngudi yéu cau ching thuc
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Thai gian giai quyét:

Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo neu tiép nhan sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen
ghi 1 thoi gian (ngay, gio) tra két qua cho ngudi yéu cau chang thyc.

Poi twong thuc hién:

C4a nhan

Co quan thuc hién:

Cong chimg vién cua Phong Cong chirng s6 1 hoic s6 2 thudc So Tu
phép.

Két qua:

Giay to, van ban di dugc ching thuc chit ky, diém chi.

Lé phi:

- Lé phi Chung thuc chir ky: 10.000 dong/truong hop (truong hop
duoc tinh 13 mot hodc nhiéu chir 'ky trong mot giay t0, van ban)

Ap dung muc thu 18 phi 50% dbi Vi ca nhan c6 ho khau thuong tra
tai huyén Kon Pléng va Tu Mo Réng; ca nhan c¢6 ho khau thuong tra
tai cac xa theo Quyét dinh s6 229/1999/QD-TTg ngay 16/12/1999
cua Thu tuéng Chinh phu; xa bién gidi, xa dac bi¢t kho khan; xa
mlen nui, vung sau; vung xa; ca nhan la nguoi d6ng bao dén toc thiéu
s6, ngudi ngheo (c6 s6 nghéo) trén cac dia ban khéc.

Tén mau don, to khai:

Khong

Yéu cau, diéu kién
thwc hién TTHC:

Truong hop khong dugc ching thuc chi ky:

- Tai thoi diém chung thuc, nguoi yéu cau ching thyc chit ky khong
nhan thace va lam cha duoc hanh vi cia minh.

- Ngudi yéu cau ching thuc chir ky xuat trinh gidy chirng minh nhan
dan hoac ho chiéu khong con gia tri str dung hodc gia mao.

- Gidy to, vin ban ma ngudi yéu cau chtng thuc ky vao c¢6 noi dung
quy dinh tai khoan 4 Diéu 22 caa Nghi dinh 23/2015/ND-CP.

- Gidy to, van ban ¢ nodi dung 1a hop ddng, giao dich trir cac truong
hop quy dinh tai diém d, khoan 4, Piéu 24 Nghi dinh sb
23/2015/ND-CP hoac truong hop phap luat ¢ quy dinh khac.

Co s6 phap ly:

- Ngh; dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé
cap ban sao tir s6 gac, chieng thuc bdn sao tir ban chinh, chimg thuc
chir ky va ching thuc hop dong giao dich.

- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiét va hwong dan thi hanh mét so diéu cua Nghi dinh
S6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phivé cap ban sao
tir s6 gac, ching thyec ban sao tir ban chinh, chimg thuc chit ky va
chitng thuee hop dong, giao dich

- Théng tu lién tich sé 115/2015/TTLT-BTC-BTP, ngay 11/8/2015
cua Bé Tai chinh va Bé Tw phdp sira déi, bé sung mét s6 diéu Thong
tur lién tich sé 08/2012/TTLT-BTC-BTP ngay 19/01/2012 huéng ddn
muzc thu, ché dg thu, ngp va qudn 1y va sie dung phi céng ching.

- Quyét dinh s6 45/2009/0D-UBND ngay 04/8/2009 ciia Uy ban
nhén dan tinh Kon Tum vé viéc ban hanh mic thu, ché dg thu, ngp,
qudn Iy va sir dung 1é phi cdp ban sao, 1é phi chimg thuce trén dia ban
tinh Kon Tum.
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3. Thii tuc cdp ban sao tir so goc (triv bin sao gidy to vé ho tich).

Trinh ty thuc hién:

Buwéce 1. Nguoi yéu cau cap ban sao tir sO goc phai xuat trinh cac gidy
to phuc vu cho yéu cau cap ban sao tu s6 goc va nop hd so tai co
quan, t6 chirc noi luu trit s6 gbc (Phong Cong chung s6 1 hoac SO 2
thudc S& Tu phap). Trudng hop ngudi yéu cau cp ban sao tir sd g
gui qua duong buu dién thi phai guri kém theo ban sao c6 ching thuc
gidy to theo quy dinh.

+ Phong Cong chung sé 1: 65 (s6 cii 15) - Ngd Quyén - Phuong
Théng Nhat - TP. Kon Tum

+ Phong Cong ching sé 2: 179¢ - Pham Vin Pong - Phuong Lé Loi -
Thanh phé Kon Tum

+ Thoi gian: Tir thir 2 d&én thi 6 trong tuan (trir cic ngay nghi, 18)
Buwéc 2. Can bo tiép nhan kiém tra tinh hop 1é cta ho so. Trudng hop
ho so hop 18 thi thy 1y va viét phiéu hen (néu ndp truc tiép). Truong
hop hd so khong hop 18 thi huéng dan chinh stra, bd sung.

Buge 3. Co quan, t6 chirc cin ctr vao so géc dé cap ban sao cho
nguoi yéu cau; ndi dung ban sao phai ghi theo dang ndi dung da ghi
trong sd gbc. Trong truong hop khong tim thay s6 gbc hodc trong sb
goc khong c6 thong tin vé ndi dung yéu ciu cap ban sao thi co quan,
t6 chirc dang luu trir hd so gbc c6 trach nhiém tra 10i bang vin ban
cho ngudi yéu ciu.

Buéc 4. Nguoi yéu cau cap ban sao tir s6 gbc ndp 1& phi va nhan két
qua tai co quan, t6 chitc ndp hd so (néu ndp truc tiép) hodc qua buu
dién (néu ndp qua buu dién).

Thoi gian: Tir thir 2 dén thir 6 trong tudn (trir cac ngay nghi, 18).

Cach thwrc thuc hién:

Truc tiép tai tru s& co quan hanh chinh nha nuéc hoac qua duong
buu dién.

Thanh phan, sé lwong
ho so:

a) Thanh phan hé so bao gom:

- Trudng hop ndp truc tiép thi xuét trinh ban chinh hodc ban sao c6
chung thyc Gidy chimg minh nhan dan hodc hd chiéu con gia tri sir
dung dé ngudi tiép nhan ho so kiém tra.

- Truong hop ngudi yéu cau cip ban sao tir s6 gbe giri qua buu dién
thi phai giri kém theo ban sao c6 ching thyc gidy chimg minh nhan
dan hodc ho chiéu con gia tri st dung, phong bi dan tem ghi ro ho
tén, dia chi nguoi nhén cho co quan, don vi cap ban sao.

- Truong hop nguoi yéu cau la nguoi dai dién theo phap ludt, nguoi
dai dién theo iy quyén ca nhan, to chirc dugc cip ban chinh; cha, me,
VO, chong, anh, chi, em rudt; nguoi thira ké khac cua nguoi dugc cap
ban chinh trong trudng hop nguoi d6 da chét thi phai xuat trinh gidy
to chimg minh quan hé voi nguoi dugc cap ban chinh.

b) 86 lwgng ho so: Tuy theo yéu ciu cia ca nhan t6 chirc.

Thai gian giai quyét:

- Trong ngay co quan, t6 chtrc t1ep nhan yéu cau hoic trong ngay lam
viée tiép theo néu tiép nhan yéu cau sau 15 gio.

- Truong hop gui qua duong buu di¢n thi thoi han dugc thuc hi¢n
ngay sau khi co quan, to chirc nhan da hd so hop 1& theo dau buu
dién dén.

Poi twgng thuc hién:

Ca nhan, t6 chuc

Co quan thuc hién:

Co quan, to chu’c dang quan 1y va luu trit s6 gc.

Két qua:

Bén sao dugc cap tir 50 goe

L¢ phi:

-,Cap ban sao tir s6 gdc: 3.000 d?)ng/bén 7
Ap dung murc thu 1€ phi 50% d61 vo6i ca nhén ¢6 ho khéu thuong tra
tai huyén Kon P1ong va Tu Mo Rong; cé nhan c¢6 hd khau thuong tra
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tai cac xa theo Quyét dinh s6 229/1999/QD-TTg ngay 16/12/1999
cua Thu tuéng Chinh phu; xa bién gidi, xa dac biét kho khan; xa
mién nui, vung sau; vung xa; ca nhan la nguoi déng bao dan toc thiéu
sO, ngudi nghéo (c6 s6 nghéo) trén cac dia ban khac.

Tén mau don, to khai:

Khong.

Yéu cau, diéu kién
thwc hién TTHC:

Phai c6 s6 goc con dugce luu triv

Co sé phap ly:

- Nghi dinh s6 23/2015/NP-CP, ngay 16/02/2015 ciia Chinh phii vé
cdp ban sao tir s6 goc, chirng thwe ban sao tir ban chinh, chimg thire
chit ky va chitng thwe hop dong giao dich.

- Théng tw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mizc thu, ché dé thu, ngp
va quan ly ¢ phi ching thuc ban sao ter ban chinh, ching thuc chiz
ky, chirng thyc hop dong, giao dich.

- Quyét dinh so 45/2009/0P-UBND, ngay 04/8/2009 cia Uy ban
nhdn dan tinh Kon Tum vé viéc ban hanh murc thu, ché do thu, nop,
quan 1y va sir dung 1é phi cdp bdn sao, 16 phi chirng thiee trén dia ban
tinh Kon Tum.
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V.2. Cép huyén:

1. Thii tuc cdp béin sao cé chikng thuwe tiv bin chinh hop dong, giao dich da dwoc
chirng thuc

Trinh ty thuc hién: Budée 1. Ngudi yéu cau cip ban sao c6 chimg thuc tir ban chinh hop
dong, giao dich phai xuét trinh cic gidy to theo quy dinh ndp tai bo
phan tiép nhan va tra két qua (Phong Tu phap) thuoc UBND huyén,
thanh phd. Thoi gian: Vao cac ngay tir thir 2 dén thir 6 trong tudn (trir
cac ngay nghi, 1¢)

Bugre 2. Nguoi tiép nhan hodc cong chue cua bd phén tiép nhan va
tra két qua kiém tra glay to' do nguoi yéu cau cip ban sao co chimg
thye tir ban chinh hop dong, giao dich xuat trinh.

Viéc cép ban sao c¢6 ching thue tir ban chinh hop dong, giao dich da
dugc ching thuc dugc thuc hién tai co quan luu trtr hop déng, giao
dich.

- Co quan thyc hién chtng thuc tién hanh chup tir ban chinh hop
déng, giao dich dang dugc luu trir va thuc hién ching thuc nhu sau:

+ Ghi day du 16i chting chimg thuc ban sao tir ban chinh theo mau
quy dinh.

+ KY, ghi 18 ho tén, déng dau cta co quan, t6 chire thuc hién chimg
thuc va ghi vao s ching thyc.

Pbi véi ban sao co tir 02 (hai) trang tr¢ 1eén thi ghi 161 chimg vao
trang cudi, néu ban sao co tir 02 (hai) to trd 1én thi phai dong dau giap
lai.

M&di ban sao dugc chung thyc tir 01 ban chinh giéy td, van ban hoac
nhiéu ban sao dugc chimg thyc tir 01 ban chinh gidy to, vin ban trong
cung mot thoi diém duge ghi mdt $6 chung thuc.

Budéc 3: Ca nhén, to chirc ndp 1¢ phi va nhan két qua tai bo phan tiép
nhan va tra két qua (Phong Tu phap) thuoc UBND huyén, thanh phd.
Thoi gian: Vao cac ngay tir thir 2 dén thir 6 trong tuan (trir cac ngay

nghi, 1€)

Cich thirc thuc hién: | Nop ho so truc tiép tai try s co quan

Thanh phan, so lweng | @) Thanh phan ho so:

hd so: Nguoi yéu cau chtng thuc xudt trinh ban chinh hodc ban sao ¢
ching thuc Gidy ching minh nhan dan hodc Ho chiéu con gia tri sir
dung.

b) 86 lwgng ho so: Tuy theo yéu ciu cia ca nhan t6 chirc

Thoi gian giai quyét: | Trong ngay co quan, t6 chuc tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tiép theo thi nguol tiép nhan hd so phai co
phiéu hen ghi 5 thoi gian (ngdy, gid) tra két qua cho nguoi yéu cau

chiring thyc.

Poi twgng thuc hién: | C4 nhan, t6 chirc

Co quan thuc hién: UBND cap huyén (Phong Tu phap)

Két qua: Ban sao hop dong, giao dich dugc ching thuc.

Lé phi: - Lé phi chung thuc ban sao tir ban chinh: 2.000 dong/trang; tir trang
ther 3 tro 1én mdi trang thu 1.000 dong/trang, t6i da thu khong qua
200.000 dong/ban

Ap dung muc thu 1& phi 50% ddi véi ca nhan c¢6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Rong; ca nhan c6 ho khau thuong tra
tai cac xa theo Quyét dinh s6 229/1999/QP-TTg ngay16/12/1999 cia
Thu tuéng Chinh phu; xa bién gioi, xa dac biét kho khan; xa mién
nui, ving sdu; ving xa; ci nhan 1a nguoi dong bao dan toc thiéu s,
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nguoi ngheo (co s6 ngheéo) trén céc dia ban khac.

Tén mau don, to Khai:

Khong.

Yéu cau, diéu Kkién
thuc hién TTHC:

Khong

Co sé phap ly:

- Nghi dinh s 23/2015/ND-CP, ngay 16/02/2015 cua Chinh phi vé
cdp ban sao tir s6 goc, chimg thuc ban sao tir ban chinh, chirng thuc
chit ky va chimg thuwe hop dong giao dich.

- Théng twr s6 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tuw phdp quy
dinh chitiér va hwéng dan thi hanh mét s6 dieu cua Nghi dinh
$6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao
tir 56 goc, ching thyc ban sao tir ban chinh, chimg thuc chit ky va
chitng thuee hop dong, giao dich

- Théng tw lién tich s6 158/2015/TTLT-BTC-BTP, ngdy 12/10/2015
cua Bg Tai chinh va B Tw phdp quy dinh mic thu, ché dé thu, ngp
va quan ly I¢ phi ching thuc ban sao tur ban chinh, ching thuc chiz
ky, ching thuc hop dong, giao dich.

- Quyét dinh sé 45/2009/0D-UBND, ngay 04/8/2009 ciia Uy ban
nhdn dan tinh Kon Tum vé viéc ban hanh muc thu, ché do thu, nop,
quan 1y va sir dung 1é phi cdp ban sao, 1é phi chiing thuwc trén dia ban
tinh Kon Tum.
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2. Thii tuc chirng thiee bén sao tiv ban chinh gidy to, vin béan do co quan, to chirc
co tham quyén cua Viét Nam cdp hodc chirng nhdn.

Trinh ty thuc hién: Budée 1. Nguoi yéu cap ching thuc phai xuat trinh ban chinh cac gidy
td, van ban lam co s& dé ching thyc ban sao va ban sao can chung
thue theo quy dinh va ndp tai bo phan tiép nhan va tra két qua (Phong
Tu phap) thugc UBND huyén, thanh phé. Thoi gian: Vao cac ngay tir
thr 2 dén th 6 trong tuan (trr cac ngay nghi, le)

Truong hop nguoi yéu cau chimg thuc chi xuét trinh ban chinh thi co
quan, t6 chire tién hanh chup tir ban chinh dé thuc hién chung thuc,

trir truong hop co quan td chire khong c6 phuong tién dé chuyp.

Buwéc 2. Nguoi tiép nhan hodc cong chirc ciia bo phan tiép nhan va
tra két qua kiém tra ban chinh, ddi chiéu véi ban sao, néu ndi dung
ban sao ding véi ban chinh, ban chinh gidy to, vin ban khéng thudc
cac truong hop ban chinh gidy to, vin ban khong duoc dung 1am co
so dé chimg thue ban sao.

- Co quan thuc hién chtng thyc tién hanh ching thyc nhu sau:

+ Ghi day du 16i ching ching thuc ban sao tir ban chinh theo miu
quy dinh;

+ Ky, ghi 0 ho tén, dong diu cua co quan, td chirc thuc hién chung
thuc va ghi vao so ching thuc.

Dbi voi ban sao c¢6 tir 02 (hai) trang trd 1én thi ghi 161 ching vao
trang cudi, néu ban sao co tir 02 (hai) to tré 1én thi phai dong dau giap
lai.

Mbi ban sao duoc ching thuc tir mot ban chinh glay to, van ban
hodc nhiéu ban sao dugc chung thuc tr mot ban gidy to, van ban
trong cting mot thoi diém dwoc ghi mot sd ching thyec.

Budée 3: Ca nhan, to chirc ndp 1¢ phi va nhan két qua tai bo phan tiép
nhan va tra két qua (Phong Tu phap) thuoc UBND huyén, thanh phd.

Thoi gian: Vao cac ngay tu thir 2 dén thir 6 trong tuan (trir cac ngay
nghi, 18)

Cich thirc thuc hién: | Nop ho so truc tiép tai tru s co quan

Thanh phan, so lwong | a) Thanh phén hé so:

ho so: - Ban chinh gidy to, van ban 1am co s¢ dé chimg thuc ban sao va ban
sao can chimng thuyc.

Truong hop nguoi yéu cau chimg thuc chi xuét trinh ban chinh thi co
quan, t6 chirc tién hanh chyp tir ban chinh dé thuc hién ching thyc,
trir truong hop co quan, t6 chirc khong c¢6 phuong tién dé chup. Ban
sao, chup tir ban chinh dé thuc hién ching thuc phai c6 diy du cac
trang da ghi thong tin ctia ban chinh.

b) S6 lwgng hé so: Ty theo yéu cau cta ca nhan, t0 chirc

Thoi gian giai quyét: | Trong ngay co quan, t6 chirc tiép nhén yéu cau hodc trong ngay lam
viée tiép theo néu tlep nhan yéu cau sau 15 gio. Dbi véi truong hop
cung mot luc yéu cu chimg thuc ban sao tir nhiéu loai ban chinh gidy
to, van ban; ban chinh co6 nhiéu trang; yéu cau sb lugng nhiéu ban
sa0; nd1 dung gidy t0 van ban phtrc tap kho kiém tra, d6i chiéu ma co
quan, to chirc thuc hién chimg thuc khong thé dap tmg duoc thoi han
quy dinh néu trén thi thoi han ching thuc duoc keo dai thém khong
qua 02 (hai) ngay lam vi€c hodc c6 thé dai hon theo thoa thuan bang
van ban voi nguoi yéu cau chimg thyc. Truong hop tra két qua trong
ngay lam viéc tiép theo hoic phai kéo dai thoi gian theo thoa thuan
thi nguoi tiép nhan hd so phai ¢6 phiéu hen ghi rd thoi gian (ngay,
gio) tra két qua cho nguoi yéu cau ching thuc.
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Poi twong thuc hién:

Ca nhan, t0 chic

Co quan thuc hién:

UBND cap huyén (Phong Tu phap)

Két qua:

Bén sao dugc chirng thyc tir ban chinh

L¢é phi:

- L& phi ching thuc ban sao tir ban chinh: 2.000 dng/trang; tir trang
thir 3 tré 1én mdi trang thu 1.000 dong/trang, t6i da thu khong qua
200.000 ddng/ban

Ap dung muc thu 18 phi 50% ddi v6i ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Réng; ¢4 nhan c6 ho khau thuong tri
tai cac xa theo Quyét dinh s 229/1999/QD-TTg ngay16/12/1999 cia
Thu tuéng Chinh phu; x3 bién gi6i, xa dic biét kho khin; xd mién
nui, ving sau; vung xa; ca nhan 1a ngudi dong bao dén toc thiéu sb,
ngudi nghéo (co s6 nghéo) trén cac dia ban khac.

Tén méu don, to khai:

Khong

Yéu cau, diéu kién
thwc hién TTHC:

- Ban chinh gidy to, vin ban can chimg thuc.

- Ban chinh gidy to, vin ban khong dugc dung lam co s dé chimg
thue ban sao bao gdm:

+ Ban chinh bj tiy x0a, stra chira, thém, bdt, ndi dung khong hop 1é.

+ Ban chinh bi hu hong, cii nat khong xac dinh dugc ndi dung.

+ Ban chinh dong dau mat cta co quan, to chtrc c6 thim quyén hoic
khong dong diu mat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao dtrc x4 hoi; tuyén truyén,
kich dong chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam;
xuyén tac lich st cua dén toc Viét Nam; xac pham danh dy, nhan
pham, uy tin cua ca nhan, to chue; vi pham quyen cong dan.

+ Ban chinh do co quan, t6 chirc ¢6 thim quyén cua nudc ngoai cap,
cong chuing hoac ching nhan chua dugc hop phap hoéa lanh sy theo
quy dinh tai khoan 1 Diéu 20 cua Nghi dinh 23/2015/ND-CP.

+ Glay to, van ban do ca nhan ty lap nhung khong c6 xac nhan va
dong dau cua co quan, t6 chtrc c¢6 tham quyén.

Co s6 phap ly:

- Nghi dinh 50 23/2015/ND-CP, ngay 16/02/2015 cua Chinh phu vé
cdp ban sao tir s6 goc, chimg thyc ban sao tir ban chinh, chirng thuc
chit ky va ching thwe hop dong giao dich.
- Théng tw lién tich sé 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua B Tai chinh va Bé Tw phdp quy dinh mic thu, ché dg thu, ngp
va quan Iy 1é phi ching thuc bdn sao tur ban chinh, chiing thuc chiz
ky, ching thuc hop dong, giao dich.
- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tuw phdp quy
dinh chitiét va huwong ddn thi hanh mét sé diéu cua Nghi dinh
6 23/2015/NP-CP ngay 16/02/2015 cua Chinh phii Vé cdp bdan sao
tir $6 gac, ching thyc ban sao tir ban chinh, chimg thuc chit ky va
ching thuec hop d‘ong giao dich

- Quyét dinh sé 45/2009/0D-UBND, ngay 04/8/2009 ciia Uy ban
nhén dan tinh Kon Tum vé viéc ban hanh mirc thu, ché dé thu, nop,
quan Iy va sir dung 1é phi cdp ban sao, 1é phi chiing thue trén dia ban
tinh Kon Tum.
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3. Thii tuc chigng theec ban sao tir bdan chinh gidy to, vin ban do co quan, té chirc
co tham quyén cua nwdc ngoai; co quan, to Chirc co tham quyén cia Viét Nam lién két
VJi co' quan, to Chirc cé tham quyén Cua nwdc ngodai cap hoac chirng nhan.

Trinh ty thuc hién: Budée 1. Ngudi yéu cip ching thuc phai xuét trinh ban chinh cac
gidy to, vin ban lam co s& dé ching thyc ban sao va ban sao can
ching thuc theo quy dinh va nop tai bd phan tiép nhan va tra két qua
(Phong Tu phap) thuéc UBND huyén, thanh phd. Thoi gian: Vao cac
ngay tir thir 2 dén tha 6 trong tudn (trir cac ngay nghi, 18).

Truong hop nguoi yéu cau chimg thyc chi xudt trinh ban chinh thi co
quan, t6 chirc tién hanh chup tur ban chinh dé thuc hién chimg thuec,
trir truong hop co quan t6 chire khong c6 phuong tién dé chup.

Budre 2. Nguoi tiép nhan hoic cong chirc cua bo phan tlep nhan va
tra két qua kiém tra ban chinh, ddi chiéu V61 ban sao, néu ndi dung
ban sao dung v6i ban chinh, ban chinh gidy t&, vin ban khong thudc
cac truong hop ban chinh gidy to, vin ban khong duge dung lam co
s& dé chung thuc ban sao.

- Co quan thuc hién chtng thyc tién hanh ching thyc nhu sau:

+ Ghi day du 161 chimg chimg thyuc ban sao tir ban chinh theo mau
quy dinh;

+ Ky, ghi 0 ho tén, dong diu cua co quan, td chirc thuc hién ching
thuc va ghi vao so ching thuc.

Dbi voi ban sao co tir 02 (hai) trang trd 1én thi ghi 16i ching vao
trang cudi, néu ban sao co tir 02 (hai) to trd 1én thi phai dong dau
giap lai.

Moi ban sao duoc ching thuc tir mot ban chinh glay to, van ban
hodc nhiéu ban sao dugc ching thyc tr mot ban gidy to, van ban
trong cting mot thoi diém dwoc ghi mot sd ching thye.

Buée 3: Ca nhan, t6 chirc nop I¢ phi va nhan két qua tai by phan tiép
nhan va tra két qua (Phong Tu phap) thuoc UBND huyén, thanh phd.
Thoi gian: Vo cac ngay tir thir 2 dén thir 6 trong tuan (trir cac ngay
nghi, 18)

Cich thic thuc hién: | Nop ho so truc tiép.

Thanh phan, s6 lweng | a) Thanh phan ho so bao gom:

ho so: - Ban chinh gidy to, van ban 1am co s& dé ching thyuc ban sao va ban
sa0 can chtng thyc.

Truong hop ngudi yéu cau chirng thuc chi xuit trinh ban chinh thi co
quan, t6 chic tién hanh chup tir ban chinh dé thuc hién chung thuc,
trir truong hop co quan, to chirc khong cé phuong tién dé chup. Ban
sao, chup tir ban chinh dé thuc hién chang thuc phai co dy du cac
trang da ghi thong tin ctia ban chinh.

b) S6 lwong ho so: Tuy theo yéu cau cua to Chuc ca nhan.

Thai gian giai quyét: - Trong ngay co quan, don vi tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo néu tlep nhan yéu cau sau 15 gio. Ddi voi truong hop
cing mot lac yéu cau ching thuc ban sao tir nhiéu loai ban chinh
gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s lugng nhiéu
ban sao; noi dung gidy to van ban phic tap kho kiém tra, ddi chiéu
ma co quan, to chic thuc hién chang thuc khong thé dép tmg duoc
thoi han quy dinh néu trén thi thoi han ching thue duge kéo dai thém
khong qua 02 (hai) ngay lam viéc hodc co thé dai hon theo thoa thuan
bang vin ban véi nguoi yéu cau ching thuc. Trudng hop tra két qua
trong ngay lam viéc tiép theo hoic phai kéo dai thoi gian theo thoa
thuan thi ngudi tiép nhan hd so phai ¢ phiéu hen ghi rd thoi gian
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(ngay, gid) tra két qua cho ngudi yéu cau ching thyc.

Poi twong thuc hién:

Ca nhan, t6 chuc

Co quan thuc hién:

UBND cép huyén (Phong Tu phép).

Két qua:

Ban sao dugc chirng thuc tir ban chinh.

Lé phi:

- Lé phi chung thuc ban sao tir ban chinh: 2.000 dong/trang; tir trang
thir 3 tré 1én mdi trang thu 1.000 ddng/trang, téi da thu khong qua
200.000 dong/ban

Ap dung mirc thu 18 phi 50% @i voi ca nhan ¢6 ho khau thudng trii
tai huyén Kon Pléng va Tu Mo Rong; ¢4 nhan c6 ho khau thuong tri
tai cac x4 theo Quyét dinh s6 229/1999/QP-TTg ngayl16/12/1999 cia
Thu tudng Chinh phu; xa bién gidi, xa dac biét kho khan; xa mién
nai, ving sau; vung xa; ca nhan 1a ngudi ddng bao dan toc thiéu sd,
ngudi nghéo (c6 s6 nghéo) trén cac dia ban khac.

Tén mau don, to khai:

Khong

Yéu cau, diéu Kkién
thuc hién TTHC:

- Ban chinh gidy to, vin ban can ching thuec.

- Ban chinh gidy to, vin ban khong dugc dung lam co s¢ dé ching
thuc ban sao bao gom:

+ Ban chinh bi téy x0a, stra chira, thém, bot, ndi dung khong hop 1€.
+ Ban chinh bi hu hong, cli nat khong xac dinh dugc ndi dung.

+ Ban chinh dong diu mat cta co quan, to chirc c6 thim quyén hoic
khong dong dau mat nhung ghi rd khong duge sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén,
kich dong chién tranh, chéng ché d6 xd hoi chu nghia Viét Nam;
xuyén tac lich su cua dan toc Viét Nam; xc pham danh duw, nhén
pham, uy tin cua c nhan, to chure; vi pham quyen cong dan.

+ Ban chinh do co quan, t6 chtrc c6 thim quyén cua nudc ngodi cip,
cong chirng hoac chirng nhan chua dugc hop phap héa lanh su theo
quy dinh tai khoan 1 Diéu 20 cua Nghi dinh 23/2015/ND-CP. Trur
glay to tiy than do co quan, to chirc ¢6 thim quyén cua nudc ngoai
cép cho ca nhan nhu: ho chiéu, thé can cudc hodc cac glay to khac
nhu thé thuong tra, thé cu tra, gidy phép 1ai xa, bang tét nghiép,
ching chi va bang diém kém theo bang tét nghiép, ching chi.

+ Glay to, van ban do ca nhan ty 1ap nhung khong c6 xac nhan va
dong dau ciia co quan, t6 chirc ¢6 tham quyén.

Co sé phap ly:

- Nghi dinh s 23/2015/ND-CP, ngay 16/02/2015 cua Chinh phu vé
cdp bdn sao tir s6 goc, chitng thwc ban sao ti ban chinh, chirng thuc
chit ky va chitng thwe hop dong giao dich.

- Théng tw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mize thu, ché dé thu, ngp
va quadn ly ¢ phi ching thuc ban sao ter ban chinh, ching thuc chi
ky, chirng thuc hop dong, giao dich.

- Théng tw 56 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tu phdp quy
dinh chitiét va hwong ddn thi hanh mét so diéu cua Nghj dinh
$6 23/2015/NP-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao
tir 6 goc, ching thuc ban sao tir ban chinh, chimg thuc chit ky va
ching thuc hop dong, giao dich

- Quyét dinh so 45/2009/0P-UBND, ngay 04/8/2009 ciia Uy ban
nhan dan tinh Kon Tum vé viéc ban hanh mirc thu, ché dé thu, nop,
quan 1y va sir dung 1é phi cdp bdn sao, 1é phi chirng thiee trén dia ban
tinh Kon Tum.
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4. Thu tuc chirng thuc chir ky cua ngwoi dich ma nguwoi dich la cong tac vién
dich thudt ciia Phong Tw phap.

Trinh ty thuc hién:

Bwéc 1. Nguoi yéu cau ching thuc chir ky chuan bi cac gidy to phuc
vu cho viéc chung thuc chir ky va ndp tai bd phan tlep nhan va tra két
qua (Phong Tu phap) thugc UBND huyén, thanh phd.

- Thoi gian: Tur thir 2 dén tha 6 hang tuan (tror cac ngay nghi, 1€).
Budc 2. Nguoi thue hién chimg thuce kiém tra gidy to yéu cau chimg
thuc xudt trinh, néu thiy day du gidy to theo quy dinh va gidy t0, vin
ban dugc dich khong thudc cac truong hop giay to, van ban khong
duoc dich dé chimg thue chit ky ngudi dich thi thuc hién chimg thuc
nhu sau:

+ Khi thyc hién ching thuc, ngudi thuc hién ching thyc phai dbi
chiéu chit ky cua nguoi dich trén ban dich véi chit ky mau trude khi
thye hién ching thue; truong hop nghi ngd chir ky trén ban dich so
voi chir ky mau thi yéu cau nguoi dich ky trude mat.

+ Ghi day du 16i chimg thuc chit ky theo mau quy dinh

+ Ky, ghi 0 ho tén, dong du ciia co quan, to chic thyc hién chimng
thuc va ghi vao so ching thuc

Déi voéi ban sao co tir 02 (hai) trang tr¢ 1en thi ghi 161 ching thuc
vao trang cudi, néu ban sao co tir 02 (hai) trang tro 1én thi phai dong
dau gip lai.

Buwéc 3. Ngudi yéu cau ching thuc nop 1€ phi va nhan két qua tai noi
nop hd so.

- Thoi gian: Tur thir 2 dén tha 6 hang tuan (trir cde ngay nghi, 16).

Cach thirc thuc hién:

Nop hd so truc tiép tai tru s co quan hanh chinh

Thanh phan, sé lwong
ho so:

a) Thanh phan hé so bao gom:
- Ban dich va giy to, vin ban can dich.
b) So lwong ho so: Tuy theo yéu cau cua ngudi yéu cau chung thuc

Thai gian giai quyét:

Trong ngay co quan, t6 chuc tiép nhan yéu cau hodc trong ngay lam
viéc tlep theo néu tiép nhan sau 15 gio hodc co thé kéo dai hon thoa
thuan bang van ban v&i ngudi yéu cau chimg thuc. Truong hop tra
két qua trong ngay lam viéc tiép theo hoac phai kéo dai thoi gian theo
thoa thuan thi nguoi tiép nhan hd so phai c6 phiéu hen ghi 16 thoi
gian (ngay, gio) tra két qua cho ngudi yéu cau ching thyc.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

UBND cip huyén (Phong Tu phap).

Két qua:

Giay to, van ban duoc ching thuc chir ky nguoi dich

Lé phi:

- L& phi Chung thuc chir ky: 10.000 dong/truong hop (trwong hop
dugc tinh 1a mot hoac nhiéu chir ky trong mot gidy to, van ban)

Ap dung muc thu 1& phi 50% d6i voi ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Réng; c4 nhan c¢6 ho khau thuong tra
tai cac xa theo Quyét dinh s§ 229/1999/QP-TTg ngay 16/12/1999
cia Thu tuéng Chinh phu; xa bién gidi, xa dac biét kho khan; xa
mién nui, ving sdu; ving xa; ca nhan 1a ngudi dong bao dan toc thiéu
s6, ngudi nghéo (c6 s6 nghéo) trén cac dia ban khac.

Tén méu don, to khai:

Khong

Yéu cau, diéu Kkién
thwc hién TTHC:

Gidy to vian ban khong duoc dich dé chimg thue chit ky nguoi dich:

- Giéy to, van ban da bi téy x06a, stra chira; thém, bdt ndi dung khong
hop 1&.

- Glay to, van ban bi hu hong, cti nat khong xac dinh duoc néi dung.

- Gidy t0, van ban dong dau mat cua co quan, to chirc c6 thim quyén
hodc khong dong ddu mat nhung ghi rd khong duoc dich.
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- Gidy t0, van ban c6 noi dung quy dinh tai Khoan 4 Diéu 22 cia
Nghi dinh 23/2015/ND-CP.

- Gidy to, vin ban do co quan, td chirc ¢6 thim quyén ciia nudc ngoai
cap, cong chimg hodc chimg nhan chua dugc hop phap hoa lanh su
theo quy dinh tai Khoan 1 Diéu 20 ciia Nghi dinh 23/2015/NDb-CP.
Tru glay to tiy than do co quan, to chic c6 tham quyén caa nudc
ngoai cip cho ca nhan nhu: ho chiéu, the can cudc hodc cac gidy to
khac nhu thé thuong tra, thé cu tru, glay phep lai xa, bang tét nghiép,
ching chi va bang diém kém theo bang tt nghiép, chiing chi.

Co sé phap ly:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu veé
cap ban sao tir sé goc, chieng thyc ban sao tir ban chinh, chimg thuc
chit ky va chiing thuc hop dong giao dich.

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP, ngdy 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mizc thu, ché dé thu, ngp
va quan ly ¢ phi ching thuc ban sao tie ban chinh, ching thuc chiz
ky, chirng thuc hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiét va hwong ddn thi hanh mét so diéu cua Nghi dinh
6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phivé cap ban sao
tir s6 goc, ching thuc ban sao tir bdan chinh, chimg thuc chit ky va
chitng thuec hop dong, giao dich

- Quyét dinh s6 45/2009/0P-UBND ngay 04/8/2009 cia Uy ban
nhén dan tinh Kon Tum vé viéc ban hanh mitc thu, ché dg thu, ngp,
qudn 1y va sir dung 1¢ phi cap bdn sao, 1¢ phi chimg thuee trén dia ban
tinh Kon Tum.
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5. Thu tuc chirng thuc chir ky nguwoi dich ma nguwoi dich khong phdi la cong tic
vién dich thudt cua Phong Tw phap.

Trinh ty thuc hién: Bu6c 1. Ngudi yéu cau ching thuc chit ky chuan bi cac gidy to phuc
vu cho viéc chung thuc chir ky va ndp tai bd phan tlep nhan va tra két
qua (Phong Tu phap) thugc UBND huyén, thanh phd.

- Thoi gian: Tur thir 2 dén tha 6 hang tuan (tror cac ngay nghi, 1€).
Budc 2. Nguoi thue hién chimg thuce kiém tra gidy to yéu cau chung
thuc xut trinh, néu thay day du gidy to theo quy dinh va gidy to, van
ban duoc dich khong thudc cac truong hop gidy to, vin ban khong
duoc dich dé ching thuc chir ky nguoi dich thi thuc hién chimg thuc
nhu sau:

+ Khi thyc hién ching thuc, ngudi thuc hién ching thyc phai dbi
chiéu chit ky cua ngudi dich trén ban dich véi chit ky mau trude khi
thyc hién chung thue; truong hop nghi ngd chir ky trén ban dich so
voi chir ky mau thi yéu cau nguoi dich ky trude mat.

+ Ghi day du 16i chimg thuc chit ky theo mau quy dinh

+ Ky, ghi 0 ho tén, dong du ciia co quan, to chtrc thuc hién chimg
thuc va ghi vao so ching thuc

Déi voéi ban sao co tir 02 (hai) trang tr¢ 1én thi ghi 101 ching thyc
vao trang cudi, néu ban sao co tir 02 (hai) trang tro 1én thi phai dong
dau gip lai.

Buwéc 3. Ngudi yéu cau ching thuc nop 1€ phi va nhan két qua tai noi
nop hd so.

- Thoi gian: Tur thir 2 dén tha 6 hang tuan (trir cde ngay nghi, 16).

Cich thirc thuc hién: | Nop ho so truc tiép tai tru so co quan hanh chinh

Thanh phan, sé lweng | a) Thanh phan hé so bao gom:

ho so: - Ban chinh hodc ban sao c6 ching thuc Gidy chimg minh nhan dan
hodc Ho chiéu con gia tri str dung ;

- Ban chinh hodc ban sao tir s6 gdc, ban sao co ching thuc bang cir
nhan ngoai ngir tré 1én vé tht tiéng nudc ngoai can dich hodc bang
t6t nghiép dai hoc trd 1én d6i voi thi tiéng nudce ngoai can dich; trir
truong hop dich nhitng ngdn ngr khong pho bién ma nguoi dich
khong c6 bang cir nhan ngoai ng, bang tot nghiép dai hoc nhung
thong thao ngdn ngil can dich.

- Ban dich dinh kém gidy to, vin ban can dich.

b) S6 lwong hé so: Tuy theo yeu cau cua ngum yéu cau chtng thuc

Thai gian giai quyét: Trong ngay co quan, to chuce tiép nhan yéu cau hodc trong ngay lam
viée tiép theo, néu tlep nhan yéu cau sau 15 gid hodc ¢ thé kéo dai
hon theo thoa thuan bang van ban véi ngudi yéu cau chimg thyc.
Truong hop tra két qua trong ngay lam Vigc tiép theo hoic phai kéo
dai thoi gian theo thoa thuén thi nguoi tiép nhan ho so phai c6 phiéu
hen ghi rd thoi gian (ngay, giod) tra két qua cho ngudi yéu cau ching

thuec.
Poi twong thuc hién: | Ca nhan
Co quan thuc hién: UBND cap huyén (Phong Tu phap).
Két qua: Gidy t0, vin ban duoc chimg thuc chir ky nguoi dich
L¢ phi: - L& phi Chung thuc chir ky: 10.000 dong/tru’orng hop (truong hop

dugc tinh 1a mot hodc nhiéu chir 'ky trong mot gidy to, van ban)

Ap dung muc thu 1& phi 50% d6i voi ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Réng; c4 nhan c¢6 ho khau thudng tra
tai cac xa theo Quyét dinh sb 229/1999/QP-TTg ngay 16/12/1999
ciaa Thu tudéng Chinh phu; xa bién gioi, xa dac biét kho khan; xa
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mMién nui, vung sau; vung xa; ca nhan la nguoi dong bao dan toc thieu
S0, nguoi nghéo (cd s6 ngheo) trén cac dia ban khac.

Tén méu don, to kKhai:

Khong

Yéu cau, diéu kién
thwc hién TTHC:

* Phong Tu phap chi chung thuc chitr ky nguoi dich khong phai 1a
cong tac vién khi nguoi d6 tu dich gidy to, van ban phuc vu muc dich
ca nhan cua ho.

* Gidy t0, van ban khong duoc dich dé ching thyc chit ky nguoi
dich:

- Giéy td, van ban da bi téy x0a, stra chita; thém bt ndi dung khong
hop I¢.

- Giéy to, van ban bi hu hong, cli nat khong xac dinh dugc ndi dung.

- Gidy to, van ban dong ddu mat ctia co quan, to chitc c6 thim quyén
hoic khong dong dau mat nhung ghi rd khong duoc dich.

- Gidy to, van ban c¢6 nodi dung quy dinh tai khoan 4 Diéu 22 cua
Nghi dinh s6 23/2015/ND-CP.

- Gidy t0, van ban do co quan, to chtic c6 tham quyén ctia nudc ngoai
cap, cong ching hodc chimg nhan chwa duge hop phép lanh sy theo
quy dinh tai khoan 1 Diéu 20 cua Nghi dinh 23/2015/ND-CP. Trur
glay to tiy than do co quan, t chirc c6 tham quyén cia nudc ngoai
cap cho ca nhan nhu: ho chiéu, the can cudc hodc cac glay to khac
nhu thé thuong tra, thé cu tra, gidy phép 1ai xa, bang tét nghiép,
chung chi va bang diém kém theo bang tét nghiép, chang chi.

Co sé phap ly:

- Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé
cdp bdn sao tir s6 goc, chitng thuc ban sao ti ban chinh, chirng thuc
chit ky va chitng thwe hop dong giao dich.

- Théng tw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mize thu, ché dé thu, ngp
va quan Iy 1é phi ching thuc ban sao tir ban chinh, chirng thuc chir
ky, ching thuc hop dong, giao dich.

- Théng tie s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bé Tu phdp quy
dinh chitiét va hwong ddn thi hanh mét so diéu cua Nghj dinh
S6 23/2015/NP-CP ngay 16/02/2015 cua Chinh phii vé cdp ban sao
tir 6 goc, chieng thuc ban sao tir ban chinh, chimg thuc chit ky va
chitng thuc hop dong, giao dich

- Quyét dinh s6 45/2009/0P-UBND ngay 04/8/2009 ciia Uy ban
nhdan dan tinh Kon Tum vé viéc ban hanh muec thu, ché do thu, nop,
quan 1y va sir dung 1é phi cdp ban sao, 1é phi chirng thiee trén dia ban
tinh Kon Tum.
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6. Tha tuc chimng thuc chir ky trong cdc gidy 1o, van bdn (dp dung cho cd truong
hop chang thue diém chi va trwong hgp ngwoi yéu cau chirng thue khéong thé ky,
khéng diém chi dworc).

Trinh tu thuc hién: Buéc 1. Nguodi yéu cau chung thuc chit ky/diém chi/khong thé
ky/khong thé diém chi dwoc chuin bi cac gidy to phuc vu cho viéc
chang thuc chit ky va nop tai bo phan tiép nhan va tra két qua (Phong
Tu phap) thuoc UBND huyén, thanh phd. Thoi gian: Tur thir 2 dén
ther 6 hang tuan (trer cde ngay nghi, 1é).

Trong trwong hop nguoi yéu cau chimg thue khéng théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phdi la nguoi co
nang luc hanh vi dan sy day di theo quy dinh cia phdp ludt, thong
thao tieng Viét va ngén ngit ma nguoi yéu cau chirng thyec si dung.
Nguroi phién dich do nguoi yéu cau chirng thuc moi hodc do co quan
thirc hién chieng thuec chi dinh. Thii lao phién dich do ngiweoi yéu cau
chizng thyc tra.

Buéc 2. Nguoi tiép nhan hoac cong chuc cua bo phan tlep nhéan va
tra két qua kiém tra gidy to yéu cau ching thuc, néu thay du gidy to
theo quy dinh, tai thoi diém chang thuc ngudi yéu cau ching thuc
minh man, nhan thirc va 1am chu dugc hanh vi ctia minh va viéc
ching thue khong thude cac truong hop khong dugc chirng thuc chi
ky thi yéu cau nguoi yéu cau chung thue ky/diém chi trudc mat.

- Sau d6, co quan thuc hién chang thuc tién hanh chung thuc nhu
sau:

+ Ghi day du loi chung ching thuc chir ky theo mau quy dinh.

+ Ky, ghi 18 ho tén, dong diu cua co quan, to chic thuc hién chang
thue va ghi vao s chiing thuc.

Péi vai gidy to, vin ban c6 tir 02 (hai) trang tro 1én thi ghi 1o ching
vao trang cudi, néu gidy to, van ban co tir 02 (hai) to tro 1én thi phai
dong dau giap lai.

- Pbi voi truong hop chung thuc chir ky/diém chi/khong thé ky,
khong thé diém chi duogc tai bo phan tiép nhan va tra két qua theo co
ché mot cira, mot cira lién thong thi cong chic tiép nhan hd so kiém
tra cac gidy to, néu nhan thay ngudi yéu cau chang thuc co du diéu
kién quy dinh tai Khoan 2 Biéu 24 Nghi dinh s6 23/2015/ND-CP thi
dé nghi nguoi yéu cau chang thuc ky/dlem chi vao gidy to can ching
thuc va chuyén cho nguoi co tham quyén ky chung thyc.

Bwéc 3. Ngudi yéu cau ching thuc nop 1€ phi va nhan két qua tai noi
nop hd so.

Thoi gian: Tir tha 2 dén thir 6 hang tuan (trir cdc ngay nghi, 18).

Cach thirc thuc hién: Nop ho so truc tiép tai try s& co quan hanh chinh hoic ngoai try so
co quan thuc hién ching thuc néu nguoi yéu cau ching thuc thudc
dién gia yéu, khong thé di lai duoc, dang bi tam gitr, tam giam, thi
hanh &n phat tu hoac c6 Iy do chinh dang khéc.

Thanh phan, s6 lwong | @) Thanh phan hé so bao gom:

hd so: - Ban chinh hodc ban sao c6 ching thuc Gidy chimg minh nhan dan
hozdc Ho chiéu con gia tri sir dung ;

- Gidy to vin ban ma minh s& ky/dlem chi. Truong hop ching thuc
chit ky trong gidy to, vin ban bang tiéng nudc ngoai, néu ngudi thuc
hién ching thue khong h1eu rd ndi dung cua giay to, van ban thi co
quyen yéu cau ngudi yéu cau ching thyc nop kém theo ban dich ra
tiéng Viét ndi dung cua gidy to, van ban d6 (Ban dich gidy to, van
ban khong can coéng ching hodc ching thyc chir ky nguoi dich,
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ngudi yéu cau ching thuc phai chiu trach nhiém vé néi dung cua ban
dich).
b) So lwong ho so: Tuy theo yéu cau ctia nguoi yéu cau chirng thuc

Thoi gian giai quyét:

Trong ngay co quan, to chuc tiép nhan yéu cau hoic trong ngay lam
viéc tiép theo néu tiép nhan sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan ho so phai ¢6 phiéu hen
ghi o thoi gian (ngdy, gio) tra két qua cho nguoi yéu cau ching thyc.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

UBND cép huyén (Phong Tu phép).

Két qua:

Giay to, van ban di dugc chiing thuc chit ky, diém chi.

Lé phi:

- Lé phi Chung thuc chir ky: 10.000 dong/truong hop (truong hop
duoc tinh 13 mot hodc nhiéu chir 'ky trong mot giay t0, van ban)

Ap dung muc thu 18 phi 50% dbi Vi ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Réng; c4 nhan c¢6 ho khau thuong tra
tai cac xi theo Quyét dinh s6 229/1999/QD-TTg ngay 16/12/1999
cua Thu tuéng Chinh phu; xa bién gioi, xa dac bi¢t kho khan; xa
mlen nui, vung sau; vung xa; ca nhan la nguoi dong bao dan toc thiéu
s6, ngudi ngheo (c6 s6 nghéo) trén cac dia ban khéc.

Tén mau don, to khai:

Khong

Yéu cau, diéu kién
thuc hién TTHC:

Truong hop khong dugc ching thuc chir ky:

- Tai thoi diém chang thuc, nguoi yéu cau chiing thuc chit ky khong
nhan thirc va lam chu dugc hanh vi ctia minh.

- Nguoi yéu cau ching thuc chir ky xuét trinh gidy ching minh nhan
dan hozc ho chiéu khong con gia tri str dung hoac gia mao.

- Gidy to, vin ban ma ngudi yéu cau ching thye ky vao co nodi dung
quy dinh tai khoan 4 Biéu 22 cua Nghi dinh 23/2015/ND-CP.

- Gidy to, van ban ¢ noi dung 1a hop ddng, giao dich trir cac truong
hop quy dinh tai diém d khoan 4 Piéu 24 cua Nghi dinh s6
23/2015/ND- CP hodc truong hop phap luat c6 quy dinh khac.

Co sé phap ly:

- Ngh; dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé
cap ban sao tir sé gac, chiing thuc ban sao tir ban chinh, chimg thuc
chiz ky va chiing thuc hop déong giao dich.

- Thong tuw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mize thu, ché dé thu, ngp
va quadn ly ¢ phi ching thuc ban sao ter ban chinh, ching thuc chi
ky, chirng thuc hop dong, giao dich.

- Théng tie s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bé Tu phdp quy
dinh chitiét va hwong ddn thi hanh mét so diéu cua Nghj dinh
S6 23/2015/NP-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao
tir 6 goc, chieng thuc ban sao tir bdan chinh, chimg thuc chit ky va
chitng thuc hop dong, giao dich

- Quyér dinh s6 45/2009/0P-UBND ngay 04/8/2009 cia Uy ban
nhén déan tinh Kon Tum vé viéc ban hanh mirc thu, ché dg thu, ngp,
qudn Iy va sir dung 1é phi cdp ban sao, 1é phi chimng thuce trén dia ban
tinh Kon Tum.

76



http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=23/2015/N%C4%90-CP&area=2&type=0&match=False&vc=True&lan=1

V.3. Cép xa:

1. Thii tuc cdp bén sao cé chirng thuwc tiv ban chinh hop dong, giao dich dd dwoc
chirng thuc.

Trinh ty thuc hién: Buée 1. Nguoi yéu cau cap ban sao ¢6 chimg thyc tir ban chinh hop
dong, giao dich phai xuét trinh cac gidy to theo quy dinh ndp tai Bo
phan bd phan tlep nhan va tra ket qua thuoc UBND cap xa. Thoi
gian: Tu thir 2 den thir 6 trong tuan (trir cac ngay nghi, 18. )

Buéc 2. Ngudi tiép nhan hodc cong chirc cua bo phan tiép nhan va
tra két qua kiém tra glay to do nguoi yéu cau cép ban sao ¢ chimg
thue tir ban chinh hop déng, giao dich xuat trinh. Viéc cip ban sao
c¢6 chtng thye tir ban chinh hop ddng, giao dich di dwgc ching thuc
duoc thuc hi¢n tai co quan luu trit hop déng, giao dich.

Co quan thyc hién ching thyc tién hanh chup tir ban chinh hop
déng, giao dich dang dugc luu trir va thuc hién ching thuc nhu sau:
+ Ghi ddy du 10i ching chimg thuce ban sao tir ban chinh theo mau
quy dinh.

+ Ky, ghi 16 ho tén, dong dau cua co quan, to chic thyc hién chimg
thuc va ghi vao sb chung thuc.

- Pbi véi ban sao ¢o tir 02 (hai) trang trd 18n thi ghi 1oi ching vao
trang cudi, néu ban sao co tir 02 (hai) to trd 1én thi phai dong diu
giap lai.

- Mdi ban sao dugc ching thyc tir 01 ban chinh gidy to, vin ban
hodc nhiéu ban sao dugc ching thyc tir 01 ban chinh gidy t0, vin
ban trong cung mot thoi dlem dugc ghi mot sé ching thuye.

Buéc 3. Ngudi yéu cau cap ban sao ¢6 ching thuc ndp 1€ phi va
nhén két qua tai noi ndp hd so. Thoi gian: Tir thir 2 dén th 6 trong
tun (tru cac ngay nghi, 18).

Cach thirc thue hién: Nop h6 so truc tlep tai tru s6 UBND cap Xa.

Thanh phan, s6 lwong | @) Thanh phdn ho so:

hé so: - Ngudi yéu cau chimg thyc xuat trinh ban chinh hogc ban sao ¢
ching thyc Gidy chirng minh nhan dan hozc Ho chiéu con gia tri sir
dung.
b) 86 lwong hé so: Tuy theo yéu ciu cua nguoi yéu cau

Thoi han giai quyét: Trong ngay co quan, t6 chtrc tiép nhén yéu cau hodc trong ngay lam

viéc tiép theo néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tiép theo thi nglr()[ tiép nhan ho so phai co
phiéu hen ghi ro thoi gian (ngay, gio) tra két qua cho nguoi yéu cau

chtng thyc.
Poi twong thue hién: Cé nhan, t6 chiic
Co quan thyec hién: UBND cap xa.
Két qua: Ban sao hgp dong, giao dich duoc chimg thuc.
Lé phi (néu cé) - L& phi Ching thuc ban sao tir ban chinh: 2.000 dong/trang; tir

trang thir 3 trd 1én thi mdi trang thu 1.000 dong/trang, tdi da thu
khong qua 200.000 dong/ban.

Ap dung mtrc thu 1& phi 50% ddi v6i ca nhan c¢6 ho khau thuong tra
tai huyén Kon Pléng va Tu Mo Réng; ca nhan c6 h khau thuong
tra tai cic x3 theo Quyét dinh s6 229/1999/QP-TTg
ngay16/12/1999 cua Thu tudéng Chinh phu; xa bién gioi, xa dac biét
khé khin; xa mién nui, vung sdu; vung xa; ca nhan la nguoi dong
bao dan toc thiéu sb, nguoi nghéo (co s6 nghéo) trén cac dia ban
khac.

Tén miu don, t& khai: | Khong
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Yéu cau, diéu kién thuc
hién TTHC:

Khong

Can cu phap ly:

- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé
cdp ban sao tir s6 goc, chimng thuc ban sao tir ban chinh, chirng thuc
chit ky va chimg thwe hop dong giao dich.

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bo Tw phap quy dinh muc thu, ché dé thu, nop
va quan Iy 1é phi ching thuc ban sao tur ban chinh, ching thuc chi
ky, chimg thuc hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tuw phdp
quy dinh chi tiét va huéng dan thi hanh mét sé diéu cia Nghi dinh
S6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap bdan sao
tir $6 goc, ching thyc ban sao tir bdan chinh, chimg thyc chit ky va
chitng thuec hop dong, giao dich ,

- Quyér dinh s 45/2009/0D-UBND ngdy 04/8/2009 cua Uy ban
nhén ddan tinh Kon Tum Vé viéc ban hanh mirc thu, ché dé thu, ngp,
quan Iy va sir dung 1é phi cdp ban sao, 1é phi chirng thue trén dia
ban tinh Kon Tum.
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2. Thii tuc chirng thwe chiv ky trong cdc gidy to, vin ban, trir vi¢c chirng thuc
chiv ky ngwoi dich (dp dung cho cd truong hop chirng thuc diém chi va truwong hop
nguwoi yéu cau chirng thwe khéong thé ky, khong thé diém chi dwoc).

Trinh ty thuc hién: Buée 1. Nguoi yéu ciu chung thuc chir ky/diém chi/khong thé
ky/khong thé diém chi dwoc chuin bi cac gidy td phuc vu cho viée
ching thuc chit ky va ndp tai Bo phan bo phan tiép nhén va tra két
qua thuéc UBND cép xd. Thoi gian: Tir thir 2 dén thir 6 trong tuin
(trr cac ngay nghi, 18.)

Trong trwong hop nguoi yéu cau ching thue khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi co
nang luc hanh vi dan sw day di theo quy dinh cia phdp ludt, thong
thao tieng Viét va ngon ngit ma nguoi yéu cau ching thuc sir dung.
Nguoi phién dich do nguoi yéu cau chimg thuc moi hodce do co quan
thirc hién chieng thuec chi dinh. Thit lao phién dich do nguwoi yéu cau
chung thuc tra.

Bwéc 2. Nguoi tlep nhan hodc cong chue cua bo phén tlep nhén va
tra két qua thuc kiém tra glay to yéu cau chung thuc, néu thay du gidy
to' theo quy dinh, tai thoi diém chung thue ngudi yéu cau chimg thuc
minh man, nhan thirc va lam chi dugc hanh vi cia minh va viéc
ching thyc khong thudc cac truong hop khong duge chung thuc chir
ky thi yéu cau ngudi yéu cau ching thuc ky/diém chi trudc mait.

- Co quan thyce hién ching thyc tién hanh chtng thue nhu sau:

+ Ghi day du 1oi chimg ching thue chir ky theo mau quy dinh.

+ Ky, ghi 16 ho tén, dong dau cua co quan, t6 chirc thuc hién chimg
thue va ghi vao sb chimg thuc.

- D6i v6i gidy to, van ban o tir 02 (hai) trang tré 18n thi ghi 161 chtng
vao trang cudi, néu gidy to, van ban c6 tir 02 (hai) to tré 1én thi phai
dong dau giap lai.

- Poi voi truong hop ching thuc chir ky/diém chi/khong thé ky,
khong thé diém chi duogc tai bo phén tiép nhan va tra két qua theo co
ché mot cura, mot cua lién thong thi cong chire tiép nhan ho so kiém
tra cac gidy to, néu nhan thay ngudi yéu cau ching thuc c6 du didu
kién quy dinh tai Khoan 2 Diéu 24 Nghi dinh s6 23/2015/ND-CP thi
dé nghi nguoi yéu cau ching thyc ky/diérn chi vao gidy to can ching
thuc va chuyén cho nguoi co tham quyén ky chung thyc.

Budre 3. Nguoi yéu cau chimg thuc ndp 1¢ phi va nhan két qua tai noi
ndép hd so. Thoi gian: Tur thir 2 dén thir 6 trong tuln (trir cac ngdy
nghi, 18).

Cach thirc thue hién: | Nop ho so truc tiép tai tru s6 UBND cép xa hodc ngoai tru s& co quan
thyc hién ching thuc néu ngudi yéu cau ching thyc thudc dién gia
yéu, khong thé di lai dugc, dang bi tam gitt, tam giam, thi hanh an
phat tu hodc c6 ly do chinh dang khac.

Thanh phan, so lwong | a) Thanh phén hé so:

hé so: - Ban chinh hoic ban sao c¢6 chimg thuc Gidy chimg minh nhan dan
hodc HO chiéu con gia tri su dung ;

- Gidy to, van ban ma minh s& ky/diém chi. Truong hop ching thuc
chit ky trong gidy to, vin ban bang tiéng nudc ngoai, neu nguoi thuc
hién ching thuc khong hleu ro ndi dung cua giay to, van ban thi co
quyen yéu ciu nguoi yéu cau chung thuc ndp kem theo ban dich ra
tiéng Viét noi dung cua gidy to, van ban d6 (Ban dich gidy to, van
ban khong can cong ching hoic ching thuc chit ky nguoi dich,
ngudi yéu cau chiing thuc phai chiu trach nhiém vé noi dung cua ban
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dich)
b) 86 lwong hé so: Tuy theo yeu cau cua ngu:m yéu cau

Thoi han giai quyét:

Trong ngay co quan, to chirc tiép nhan yéu cau hodc trong ngay lam
viéc tiép theo néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tiép theo thi ngudi tiép nhan ho so phai co
phiéu hen ghi 5 thoi gian (ngay, gio) tra két qua cho nguoi yéu cau
chung thuc.

Poi twong thue hién:

Ca nhan, t0 chirc

Co quan thuc hién:

UBND cap xi

Két qua:

Gidy t0, van ban duoc ching thuc chit ky, diém chi.

L¢ phi (néu c0)

- L¢ phi Chang thuc chir ky: 10.000 dong/truong hop (truong hop
duoc tinh 13 mot hodc nhiéu chir ky trong mot gidy to, van ban)

Ap dung muc thu 18 phi 50% ddi v6i ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Réng; ¢4 nhan c6 ho khau thuong tra
tai cac xa theo Quyét dinh s6 229/1999/QD-TTg ngay16/12/1999 cia
Thu tuéng Chinh phu; xa bién gidi, xa dac bi¢t kho khan; xa mién
nai, ving sdu; ving xa; ca nhan 13 ngudi dong bao dan toc thiéu sb,
ngudi nghéo (c6 s6 nghéo) trén cac dia ban khac.

Tén mau don, to khai:

Khong

Yéu cau, diéu Kkién
thuc hién TTHC:

Truong hop khong duge ching thuc chir ky:

- Tai thoi diém chimg thuc, ngudi yéu cdu ching thuc chir ky khong
nhan thirc va lam cha dugc hanh vi ciia minh.

- Nguoi yéu cau chimg thuc chit ky xut trinh gidy chimg minh nhan
dan hodc ho chiéu khong con gia tri sir dung hodc gia mao.

- Gidy to, vin ban ma nguoi yéu cau chung thuc ky vao c6 ndi dung
quy dinh tai khoan 4 Piéu 22 ctia Nghi dinh 23/2015/ND-CP.

- Gidy to, van ban c6 ndi dung 13 hop ddng, giao dich trir cac truong
hop quy dinh tai diém d khoan 4 Diéu 24 cia Nghi dinh sb
23/2015/ND- CP hodc truong hop phép ludt c6 quy dinh khac.

Can cu phap ly:

- Nghi dinh $6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé
cdp ban sao tir s6 goc, chitng thuc ban sao tir ban chinh, chirng thuc
chit ky va chitng thwe hop dong giao dich.

- Théng tw lién tich sé 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va B Tw phdp quy dinh mic thu, ché dé thu, ngp
va quan ly 1¢ phi ching thyc ban sao tur ban chinh, ching thuc chi
ky, chimng thyec hop dong, giao dich

- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cia Bé Tuw phdp quy
dinh chitiét va hwong ddn thi hanh mét sé diéu cua Nghi dinh
S6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao
tir 6 goc, ching thuc bdn sao tir ban chinh, chiing thuc chit ky va
chitng thuc hop dong, giao dich

- Quyér dinh sé 45/2009/0D-UBND ngdy 04/8/2009 cua Uy ban
nhédn ddn tinh Kon Tum vé viéc ban hanh mirc thu, ché d@é thu, nép,
qudn Iy va sir dung 1¢ phi cdp ban sao, 1¢ phi chimg thue trén dia ban
t/nh Kon Tum.
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3. Thii tuc chitng thwe ban sao tiv ban chinh cdc gidy to, van bdn do co quan cé
tham quyén cua Viét Nam cap hodc chirng nhan.

Trinh ty thuc hién: Budée 1. Ngudi yéu cau ching thuc chudn bi ho so theo quy dinh va
nop hd so tai BO phan by phan tiép nhan va tra Kkét qua thuoc UBND
cap xd. Thoi gian: Tur thtr 2 dén tht 6 hang tuln (trir cdc ngay nghi,
1é).

- Truong hop nguoi yéu cau chtng thyuc chi xuat trinh ban chinh thi
co quan, to chirc tién hanh chup tir ban chinh dé thyc hién chung
thuce, trir truong hop co quan td chirc khong co phuong tién dé chup.
Budée 2. Nguoi tiép nhan hodc cong chirc ciia bd phan tiép nhan va
tra két qua kiém ban chinh, d6i chiéu v&i ban sao, néu noi dung ban
sao dung voi ban chinh, ban chinh gidy to, vin ban khong thudc cac
truong hop ban chinh gidy to, vin ban khong duoc dung lam co s dé
ching thyc ban sao thi co quan chig thyuc thyc hién ching thyc nhu
Sau:

+ Ghi day du 10i ching ching thuc ban sao tir ban chinh theo mau
quy dinh;

+ K, ghi 16 ho tén, dong diu ctia co quan, to chic thuc hién ching
thuc va ghi vao s ching thyc.

- P6i v6i ban sao ¢6 tir 02 (hai) trang tré 1én thi ghi 16 ching vao
trang cudi, néu ban sao c¢6 tir 02 (hai) to trd 1én thi phai dong dau
giap lai.

- Mdi ban sao duoc ching thyc tor mgt ban chinh giéy to, van ban
hodc nhiéu ban sao duoc chimg thuc tir mot ban gidy td, vin ban
trong cling mot thoi diém duge ghi mot sé ching thyec.

Buéc 3. Ngudi yéu cau ching thuc ndp 1 phi va nhan két qua tai noi
ndép hod so. Thoi gian: Tir thir 2 dén th 6 hang tudn (frir cdc ngdy
nghi, Zé~)

Cich thire thwe hién: | Nop ho so trye tiép tai tru sc’y UBND cép xa.

Thanh phan, s6 lwong | a) Thanh phan hé so bao gom:

hd so: - Ban chinh gidy to, van ban lam co s¢ dé chimg thuc ban sao va ban
sao can chimng thuyc.

- Trudng hop ngudi yéu cau ching thuc chi xuét trinh ban chinh thi
co quan, t6 chirc tién hanh chup tir ban chinh dé thuc hién chimg
thuc, trir trudng hop co quan, td chirc khong c6 phuong tién dé chup.
Ban sao, chup tir ban chinh dé thyc hién chung thuc phai c6 day du
cac trang dé ghi thong tin cua ban chinh.

b) S6 lwong ho so: Tuy theo yeu ciu cua ngucn yéu cau chung thyc.

Thoi han gidi quyét: - Trong ngay co quan, don vi tlep nhén yéu cau hodc trong ngay lam
viéc tlep theo néu tiép nhan yéu cau sau 15 gio.

- Dbi véi truong hop cing mot liic yéu cau chimg thyc ban sao tir
nhiéu loai ban chinh gidy td, van ban; ban chinh ¢ nhiéu trang; yéu
cau s6 luong nhiéu ban sao; ndi dung gidy t& van ban phirc tap kho
kiém tra, ddi chiéu ma co quan, t6 chirc thuc hién chimg thuc khong
thé dap tmg duoc thoi han quy dinh néu trén thi thoi han chimg thuc
duogc kéo dai thém khong qua 02 (hai) ngay 1am viéc hodc co thé dai
hon theo thoa thuan bang vin ban voi ngudi yéu cau ching thyc.
Truong hop tra két qua trong ngay lam Vigc tiép theo hoic phai kéo
dai thoi gian theo thoa thuén thi nguoi tiép nhan ho so phai c6 phiéu
hen ghi rd thoi gian (ngay, giod) tra két qua cho ngudi yéu cau ching
thuc.

Poi twong thue hién: Cé4 nhan, t6 chtic
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Co quan thuc hién:

UBND cap xi.

Két qua:

Ban sao dugc chung thyc tir ban chinh.

L¢ phi (néu c0)

- L& phi Chimg thuc ban sao tir ban chinh: 2.000 dong/trang; tir trang
ther 3 trd 1én thi mdi trang thu 1.000 dong/trang, tbi da thu khong qua
200.000 ddng/ban.

Ap dung mirc thu 18 phi 50% ddi véi ca nhan c¢6 ho khau thudng tri
tai huyén Kon Pléng va Tu Mo Rong; ¢4 nhan c6 ho khau thuong tri
tai cac x4 theo Quyét dinh s6 229/1999/QD-TTg ngayl16/12/1999 cta
Thu tuéng Chinh phu; xa bién gidi, xa dac biét kho khan; xa mién
nli, vung sau; vung xa; ca nhan la nguoi déng bao dan toc thiéu s,
ngudi nghéo (c6 s6 nghéo) trén céc dia ban khéc.

Tén mau don, to khai:

Khong

Yéu cau, diéu Kién
thwe hién TTHC:

- Ban chinh gidy to, vin ban can ching thuec.

- Ban chinh gidy to, van ban khong duoc dung 1am co s& dé chimg
thue ban sao bao gdm:

+ Ban chinh bi téy x0a, stra chira, thém, bot, ndi dung khong hop 1€.
+ Ban chinh bi hu hong, cli nat khong xac dinh duoc ndi dung.

+ Ban chinh dong diu mat cta co quan, to chirc c6 thim quyén hoic
khong dong dau mat nhung ghi rd khong duge sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén,
kich dong chién tranh, chéng ché d6 xd hoi chu nghia Viét Nam;
xuyén tac lich su cua dan toc Viét Nam; xc pham danh dw, nhén
pham, uy tin cua c nhan, to chure; vi pham quyen cong dan.

+ Ban chinh do co quan, t6 chtrc c6 thim quyén cua nudc ngoai cip,
cong chirng hoac chirng nhan chua dugc hop phap héa lanh su theo
quy dinh tai khoan 1 Diéu 20 cua Nghi dinh 23/2015/ND-CP.

+ Glay to, van ban do ca nhén tu 18p nhung khoéng c6 xac nhén va
dong dau cua co quan, t6 chirc c6 tham quyén.

Can cu phap ly:

- Nghi dinh 6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé
cdp bdn sao tir s6 goc, chitng thwc ban sao ti ban chinh, chitng thuc
chit ky va chitng thwe hop dong giao dich.

- Théng tw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mize thu, ché dé thu, ngp
va quan ly ¢ phi ching thuc ban sao ter ban chinh, chung thuc chi
ky, chirng thuc hop dong, giao dich.

- Théng tie s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bé Tu phdp quy
dinh chitiét va hwong ddn thi hanh mét so diéu cua Nghj dinh
S6 23/2015/NP-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao
tir 6 goc, chieng thuc ban sao tir ban chinh, chimg thuc chit ky va
ching thuc hop dong, giao dich

- Quyét dinh s6 45/2009/0P-UBND ngay 04/8/2009 ciia Uy ban
nhan dan tinh Kon Tum vé viéc ban hanh mirc thu, ché dé thu, nop,
quan 1y va sir dung 1é phi cdp bdn sao, 1é phi chirng thiee trén dia ban
tinh Kon Tum.
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4. Thii tuc chiing thwc hgp dong, giao dich lién quan dén tii sin la dpng sin,
quyén sw dung dat va nha o.

Trinh ty thuc hién: Buée 1. Ngudi yéu cau chimg thue chuan bi ho so yéu cau ching thyc
va nodp tai Bo phan bo phan tiép nhan va tra két qua thuoc UBND cip
x4. Thoi gian: Tir thir 2 dén tht 6 trong tudn (trir cac ngay nghi, 18)
Buére 2. Nguoi tiép nhan hodc cong chirc cua by phan tiép nhan va tra
két qua kiém tra gidy to trong hd so yéu cdu chimg thuc, néu day du,
tai thoi diém ching thuc cac bén tham gia hop dong, giao dich tu
nguyén, minh man va nhan thirc, lam chu duge hanh vi cia minh thi
chuyén cho ngudi c6 thim quyen thuc hién ching thuc.

- C4c bén tham gia hop dong, giao dich phai ky truéc mat nguoi thuc
hién chung thyc. Truong hop nguoi co thAm quyén giao két hop dong
ctia cac to chue tin dung, doanh nghiép da dang ky chir ky mau tai co
quan thuc hién chimg thyuc thi c6 thé ky trude vao hop dong, nguoi
thyc hién chimg thyuc phai dbi chiéu chit ky cua ho trong hop dong véi
chit ky mau trudce khi thuc hién chimg thue, néu nghi ngo chir ky trong
hop dong khéac vai chit ky mau thi yéu cdu ngudi do ky trude mit.

- Truong hop ngudi yéu cau chimg thuc khong ky dugc thi phai diém
chi; néu ngudi 6 khong doc duoc, khong nghe dugc, khong ky, khong
diém chi duogc thi phai ¢ 02 (hai) ngudi 1am ching. Ngudi 1am ching
phai c¢6 du nang luc hanh vi dan sy va khong c6 quyén, lgi ich hodc
nghia vu lién quan dén hop dong, giao dich. Nguoi lam ching do
ngudi yéu cu chung thuc bd tri. Truong hop ngudi yéu ciu ching
thuc khong b tri dugc thi dé nghi co quan thuc hién ching thuc chi
dinh nguoi lam chung.

- Nguoi thuc hién ching thyc ghi 161 chimg tuong Umg véi timg loai
hop dong, giao dich theo mau quy dinh; ky, ghi 16 ho teén, dong dau
ctia co quan thyc hién chimg thuc va ghi vao sd ching thuc. Pdi voi
hop dong, giao dich ¢6 tir 02 (hai) trang tr¢ I1€n, thi tung trang phai
dugc danh s6 thir ty; c6 chir ky cua nguoi yéu cau chung thuc va nguoi
thuc hién ching thuc; sb lugng trang va 161 chung duogc ghi tai trang
cudi ctia hop dong, giao dich. Truong hop hop dong, giao dich co tir 02
(hai) trang tr¢ 1€n thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thue khong thong thao tiéng
Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a nguoi co
nang lyc hanh vi dan su day du theo quy dinh cta phap luat, thong thao
tiéng Viét va ngdn ngit ma ngudi yéu cau chtng thyuc sir dung. Nguoi
phién dich do nguoi yéu cau chitng thuc moi hoac do co quan thuc
hién chtng thyuc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thyc tra. Nguoi phién dich c6 trach nhiém dich dﬁy du, chinh xac ndi
dung cta hop dong, giao dich, ndi dung 10i chirng cho ngudi yéu cau
chimg thyc va ky vao timg trang hop dong véi tu cach 1a nguoi phién
dich.

Budce 3. Nguoi yéu cau chung thuc ndp 1€ phi va nhén két qua tai noi
nop ho so. Thoi gian: Tir thir 2 dén thir 6 trong tuan (trir cic ngay nghi,
1€)

Cach thirc thuc hién: | Nop ho so truc tiép tai tru s6& UBND cép xa. Viéc thuc hién céac hop
ddng, giao dich lién quan dén quyén cua ngudi st dung duoc thyc hién
tai UBND cép x4 noi co dat. Viée chtng thuc cac hop déng, giao dich
lién quan dén nha ¢ dugc thuc hién tai UBND cép x4 noi c6 nha.

Thanh . phﬁn, 50 a) Thanh pht‘in ]15 SO
lwgng ho so: - Dy thao hop dong, giao dich;
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- Ban sao gidy ching minh nhan dan hodc ho chiéu con gia tri su dung
clia nguoi yéu cau chung thuc (xudt trinh kém ban chinh dé doi chiéu).
- Ban sao gidy chirng nhan quyén s& hiru, quyén st dung hodc ban sao
gidy to thay thé duoc phap luat quy dinh dél voi1 tai san ma phap luat
quy dinh phai dang ky quyén s& hiru, quyén st dung trong truong hop
hop dong, giao dich lién quan dén tai san d6 (xudt trinh kém theo bdn
chinh dé doi chiéu).

b) 86 lwong hé so: 01 bd

Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau
chirng thyc hodc co thé kéo dai hon theo thoa thuan bﬁng van ban véi
ngudi yéu cau ching thuc. Truong hop kéo dai thoi han giai quyét thi
ngudi tiép nhan hd so phai cé phiéu hen ghi 1 thoi gian (ngay, gio) tra
két qua cho ngudi yéu cau ching thuc.

Poi twong thue hién:

Ca nhan, t0 chirc

Co quan thuc hién:

UBND cép xA.

Két qua:

Hop dé)ng, giao dich dugc chung thuc

L¢ phi (néu c0)

- Lé phi chimg thuc hop dong, giao dich: 30.000 dong/hop dong, giao
dich

Tén miu don, to

khai:

Khong

Yéu cau, diéu kién | Khong
thuc hién TTHC:
Can cir phap ly: - Nghi dinh so 23/2015/ND-CP, ngay 16/02/2015 cua Chinh phu vé

cdp ban sao tir ban chinh, chitng thiee chi ky va chimg thire hop dong,
giao dich;

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015 cia
B Tai chinh va Bé Tw phdp quy dinh mic thu, ché d@é thu, nép va
qudan Iy I¢é phi chung thuc bdn sao tie ban chinh, chung thuc chir ky,
chitng thuc hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiér va huéng ddn thi hanh mét sé diéu cua Nghi dinh
$6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir
s6 goc, ching thyc ban sao tir ban chinh, ching thuc chi ky va ching
thirc hop dong, giao dich
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5. Thii tuc cdp bén sao tir s6 goc (triv ban sao gidy to vé ho tich).

Trinh tu thwe hién:

Buwéce 1. Nguoi yéu céu cép ban sao tir s6 goc chuan bi ho so theo
quy dinh va ndp truc tiép ho so tai B6 phan bo phén tiép nhan va tra
ket quéa hodc qua duong buu dién dén UBND cép x@ noi luu trix 5O
gbc. Thoi gian: Tur thir 2 dén thir 6 trong tudn (trir cac ngdy nghi, 18).
Buéc 2. Can bo tiép nhan kiém tra tinh hop 18 ciia hd so. Truong hop
hd so hop 1¢ thi thu Iy va viét phiéu hen (néu ndp truc tiép). Truong
hop hd so chwa hop 1¢ thi huéng dan chinh stra, b6 sung.

Buéc 3. Nguoi yéu cau cap ban sao tir s6 gbc ndp 18 phi va nhan két
qua tai noi nop hd so (néu nép truc tiép) hoic qua dudng buu dién
(néu nép qua buwu dién). Thoi gian: Tir thir 2 dén thir 6 trong tudn (trir
céc ngay nghi, I¢).

Cach thirc thyc hién:

- Truc ti€p tai tru s& co quan hanh chinh nha nudc hoac qua duong
buu di¢n.

Thanh phén, so lwong
ho so:

a) Thanh phan hé so bao gom:

- Trudng hop ndp truc tiép thi xuét trinh ban chinh hoic ban sao c6
chimg thue Gidy ching minh nhan dan hozc hd chiéu con gia tri sir
dung dé ngudi tiép nhan ho so kiém tra.

- Trudng hop ngudi yéu cau cip ban sao tir s6 gbc giri qua buu dién
thi phai giri kém theo ban sao c¢6 chung thuc gidy ching minh nhan
dan hodc ho chiéu con gia tri st dung, phong bi dan tem ghi 16 ho
tén, dia chi nguoi nhan cho co quan, don vi cAp ban sao.

- Truong hop nguoi yéu cau la nguoi dai dién theo phap luat, nguoi
dai dién theo y quyén ca nhan, t6 chitc duoc cip ban chinh; cha, me,
VO, chong, anh, chi, em rudt; nguoi thira ké khéc cua nguoi dugce cap
ban chinh trong trudng hop nguoi d6 da chét thi phai xuat trinh gidy
t& chting minh quan hé v&i nguoi duge cip ban chinh.

b) S6 lwong hé so: Tuy theo yéu cAu cta ca nhan t6 chuc.

Thoi han gidi quyét:

- Trong ngay co quan, t6 chuc tlep nhan yéu cau hoic trong ngay lam
viéc tiép theo néu tiép nhan yéu cau sau 15 gio.

- Truong hop gui qua dudng buu dién thi thoi han dugce thuc hién
ngay sau khi co quan, t6 chtrc nhan du hd so hop 18 theo déu buu
dién dén.

Poi twong thue hién:

Ca nhan, t6 chtre

Co quan thuc hién:

UBND cép x4 n01 luu tru so goc.

Két qua:

Bén sao dugc cap tir sO goc

L¢ phi (néu c0)

- Lé phi Cap ban sao tir s6 gbc: 3.000 dong/ban

Ap dung mirc thu 1& phi 50% d6i voi ca nhan c6 ho khau thuong tra
tai huyén Kon Plong va Tu Mo Rong; ca nhan ¢ ho khau thuong tri
tai cac xa theo Quyét dinh s6 229/1999/QD-TTg ngay16/12/1999 cia
Thu tuéng Chinh phu; x3 bién gidi, x4 dic biét kho khin; xd mién
nui, ving siu; ving xa; ca nhan 1a ngudi dong bao déan tdc thiéu sb,
ngudi nghéo (c6 s6 nghéo) trén cac dia ban khac.

Tén méu don, to khai:

Khong.

Yéu cau, diéu Kién
thuc hién TTHC:

Phai c6 s6 goc con dugc luu trir.

Can cu phap ly:

- Nghi dinh s6 23/2015/ND-CP, ngay 16/02/2015 cua Chinh phu vé
cdp ban sao tir s6 goc, chitng thwc ban sao ti ban chinh, chirng thuc
chit ky va chitng thwe hop dong giao dich.

- Théng tie lién tich sé6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bo Tai chinh va Bé Tuw phdp quy dinh mizc thu, ché do thu, ngp
va quan Iy 1¢ phi chung thuc ban sao tir ban chinh, ching thuc chir
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ky, ching thuc hop dong, giao dich.

- Quyét dinh s6 45/2009/0D-UBND ngay 04/8/2009 cia Uy ban
nhan dan tinh Kon Tum vé viéc ban hanh mirc thu, ché do thu, nop,
quan 1y va sir dung 1é phi cdp bdn sao, 1é phi chirng thiee trén dia ban
tinh Kon Tum.
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VI. Linh vuc H9 tich:

VI.1. Cép huyén:

01. Tén thii tuc hanh chinh: Thii tuc déing ky khai sinh cé yéu té nwéc ngodi.

Trinh ty thuc hién:

Buéc 1. Nguoi ¢o yéu cau dang ky khai sinh ndp ho so ding ky khai
sinh tai B phan tlep nhan va tra két qua (Phong Tu phap) hodc qua
duong buu dién dén Uy ban nhan dan cip huyén co tham quyén. Thoi
gian: Tu tha 2 den th{r 6 (trr cac ngay nght, le)

Buwéc 2. Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so,
d6i chiéu thong tin trong T khai va tinh hop 1€ cua gidy to trong ho
so do ngudi yéu cau nop, xuét trinh.

Trudng hop hd so diy du, hop 18, nguoi tiép nhan ho so viét gidy tiép
nhan, trong d6 ghi rd ngay, gid tra két qua; truong hop hd so chua day
du, hoan thién thi huéng dan ngudi nop ho so bd sung, hoan thién theo
quy dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai
1ap thanh van ban hudng dan, trong d6 néu rd loai gidy to, noi dung can
b6 sung, hoan thién, ky, ghi rd ho, chir dém, tén ctia nguoi tlep nhan.
Buéc 3. Ho so dang ky khai sinh sau khi d3 duoc huéng dan theo quy
dinh ma khong dugc bd sung, hoan thién thi nguoi tiép nhén tir chdi
tiép nhan ho so. Viéc tir chdi tiép nhan hd so phai dugc thé hién bang
van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky, ghi rd ho,
chir dém, tén.

Budée 4. Ngay sau khi tiép nhan hd so, néu thiy thong tin khai sinh
day du va phu hop, Phong Tu phép bao cédo Chiu tich Uy ban nhan dan
cap huyén. Truong hop Cha tich Uy ban nhan dan cép huyén dong y
giai quyét thi ky Gidy khai sinh cdp cho ngudi duge dang ky khai
sinh; cong chirc 1am cong tac ho tich ghi noi dung khai sinh vao S6
dang ky khai sinh va cing ngudi di ding ky khai sinh ky tén vao S6.
Truong hop cha, me lya chon quéc tich Viét Nam cho con thi cong
chirc 1am cong tac ho tich cap nhat thong tin khai sinh theo huéng dan
dé lay S dinh danh ca nhan (d6i voi cac dia phuong da trién khai cap
S6 dinh danh ca nhan khi dang ky khai sinh).

Budre 5. Nguoi yéu cau cép dang ky khai sinh nop 1¢ phi va nhan két
qua tai noi nop hd so (néu ndp truc tiép) hoic qua dudng buu dién
(néu ngp qua buu dién). Thoi gian: Tur thir 2 dén thir 6 (trir cac ngay
nghi, 18).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc cap tir 56
goc hodc ban sao dwoc chimg thyc tir ban chinh thi nguoi tiép nhan
hé so khéng dwoc yéu cau xudt trinh bdan chinh; néu nguoi yéu cau
chi nop ban chup va xudt trinh ban chinh thi nguoi tiép nhdan ho so
kiém tra, doi chiéu bdn chup voi ban chinh va ky vao ban chup xac
nhdn vé viéc da doi chiéu néi dung gidy to do, khong duwoc yéu cau
nguoi di dang ky ngp ban sao co ching thyc gzay to do.

+ Truong hop phap ludt quy dinh xudt trinh glay to khi dang ky ho
tich, nguwoi tiép nhdan cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va trd lai cho ngwoi xudt trinh,
khong dwoc yéu cau nguoti dang ky ho tich nop thém ban sao gidy to
d6. Nguoi tiep nhan c6 the chup 01 ban glay to xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.

+ Gidy to do co quan co tham quyén ciia nudc ngodi cdp, cong chimg
hodc xdc nhdn dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
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duogc hop phdp hoa lanh su, trir truong hop duoc mlen theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng mede ngodi phdi
dwoc dich ra tleng Viét va cong chirng ban dich hoac chung thyc chir ky
nguoi dich theo quy dinh cua phap ludt.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dii ho so dang ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguoi dang ky ho tich ndp thém gidy to ma phdp ludt hé tich khong
quy dinh phai nop.

Cach thire thwe hién:

- Nguoi c6 yéu cau diang ky khai sinh truc tiép thyc hién hoic uy
quyén cho nguoi khac thyuc hién viée dang ky khai sinh;

- Nguoi thue hién viéc dang ky khai sinh c6 thé nop hd so truc tiép tai
Uy ban nhan dan cdp huyén c6 thim quyén hodc gui hd so qua hé
thong buu chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh phan hé so bao gom:

* Gidy to phdi xudt trinh:

- Hd chiéu hodc ching minh nhan dan hodc thé can cudc cong dan
hodc cac gidy to khac co dan anh va thong tin c4 nhan do co quan ¢
thim quyén cip, con gia tri st dung dé chimg minh vé nhan than cua
ngudi co yéu cau diang ky khai sinh;

- Gidy to chimg minh noi cur trii d&é xac dinh thdm quyén ding ky khai
sinh.

- Gidy chig nhén két hon néu cha, me da dang ky két hon.

- Truong hop tré em sinh ra ¢ nudc ngoai vé cu tra tai Viét Nam thi
xudt trinh gidy to chimg minh viée tré¢ em nhap canh (ho chiéu, gidy
to c6 gia tri di lai quoc té co dau xac nhan nhap canh clia co quan
quan 1y xuét, nhdp canh) va gidy to chimg minh viéc tré em cu trd tai
Viét Nam (vian ban xac nhan ctia co quan cong an c¢6 tham quyén).
Trudng hop gui hd so qua hé thdng buu chinh thi phai gui kem theo
ban sao co chung thyc cac gidy to phai xuat trinh néu trén.

Luwu y: Doi véi cong dan Viét Nam, gidy to chitng minh noi cw trii va
Gzay chimg nhdn két hon chi xudt trinh trong giai doan Co s6 dit liu
quoc gia vé dan cu va Co so dit lieu ho tich dién tir toan quéc chira
dwgc xdy dwng xong va thuc hién thong nhdt trén toan quéc.

* Gidy to phdi ngp

- To khai ding ky khai sinh (theo mau).

- Gidy chimg sinh.

+ Trudong hop khong co Gidy ching sinh thi ndp vin ban cta ngudi
lam chung x4c nhan vé viéc sinh; néu khong co van ban ciia ngudi
1am chimg thi phai ¢6 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 co quan co tham quyén nudc ngoai cap xac nhan
vé viée tré em duoc sinh ra & nudc ngoai va quan hé me - con (néu
c0);

- Truong hop cha hoac me hodc ca cha, me 1a nguodi nudc ngoai thi
phai nop van ban thoa thudn cua cha, me vé viéc lya chon quéc tich
cho con. Truong hop cha, me chon quéc tich nudc ngoai cho con thi
vin ban thoa thuan phai c6 xac nhan cta co quan nha nudc co tham
quyén ciia nuéc ma cha me Iya chon quéc tich cho con.

- Vin ban y quyén theo quy dinh cta phéap luat trong truong hop ay
quyén thyc hién viéc dang ky khai sinh.

b) 86 lwgng hé so: 01 b.

Thoi han giai quyét:

Ngay trong ngay t1ep nhan ho so; truong hop nhan ho so sau 15 gio
ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc
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tiép theo.

Poi twong thue hién:

Ca nhan.

Co quan thuc hién:

UBND cép huyén (Phong Tu phap cip huyén tiép nhan ho so va tham
muu Chu tich Uy ban nhan dan cip huyén xem xét, quyét dinh).

Két qua:

Gidy khai sinh.

Lé phi (néu c6)

- L& phi déng ky khai sinh: 50.000 dong ,
- Mi¢n 1€ phi: Bang ky khai sinh cho tré em cua hd nghéo, khuy¢t tat.

Tén mau don, to khai:

TS khai dang ky khai sinh (theo Thdng fur s6 15/2015/TT-BTP ngay
16/11/2015 cua B Tuw phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

Khong.

Can cu phap ly:

- Ludt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngdy 15/11/2015 ciia Chinh phi;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bé T phdp;

- Quyét dinh s6 29/2007/0D-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI PANG KY KHAI SINH

Kinh gtri: et e ettt

Ho, chi dém, tén NZUOT YU CAUL .......ooovieeeereieceeeee et
Gidy to tuy than: ettt

et et R

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

HQ, Chit A€M, TEI: .....cvviiiiiiii e srb e e nrre e nnes

QUE QUAN ..ottt ettt st e e bt e e e b bt e e b b e e e e et e e e e anb e e e e br e e nees
Ho, chir dém, tén cha: ... ... e,
Nam sinh: .......ccccoovveeeeee Dantoc: .....oovvvvvvviiiiiiiinns Quéc tich: ...,

NI CU T D e,

Ho, chir dém, t€n Me: ... ... e e
Nam sinh: ...................... Dan tdc: vvveeviiiiieeeee QuBC tCh: vovneeei e,

NI CU T D e,

To61 cam doan ndi dung dé nghi dang ky khai sinh trén day la ding su that, duoc su
thoa thudn nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudce phap luit vé ndi dung cam doan ctia minh.
Lamtqi: ............... , NEAY ... thang ......... 717177 RO
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)
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Chii thich:

@ Ghi 16 tén co quan dang ky khai sinh

@ Ghi thong tin v€ gidy to tuy than cua nguoi di dang ky, ghi 16 50, co quan cép, ngay cap ho
chiéu, chirng minh nhan déan hodc gidy to hop 1€ thay thé

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

) Trudng hop sinh tai co so y té thi ghi rd tén co s¢ y té va dia danh hanh chinh

Truong hop sinh ra ngoai co sd y té thi ghi dia danh cua 03 cip hanh chinh (x4, huyén, tinh), noi
sinh ra.
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02. Tén thii tuc hanh chinh: Thii tuc ding ky két hon cé yéu to nuwéc ngodi.

Trinh tu thwe hién:

Budére 1. Ngudi co yéu cau dang ky két hon ndp ho so dang ky két hon
tai B6 phan tiép nhan va tra két qua (Phong Tu phéap) cia Uy ban
nhan déan cép huyén co6 thim quyén. Thoi gian: Tur thir 2 dén tha 6
(trtr cac ngay nghi, 18).

Budc 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hé so,
dbi chiéu thong tin trong To khai va tinh hop 18 cua gidy to trong hd so
do ngudi yéu cau nop, xuét trinh.

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

Hb so ding ky két hon sau khi d3 duoc huéng dan theo quy dinh ma
khong duge b sung, hoan thién thi nguoi tiép nhan tir chdi tiép nhan
hd so. Viée tir chdi tiép nhéan hd so phai duoc thé hién bfmg van ban,
trong d6 ghi rd 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir dém,
tén.

Buéc3. Trong thoi han 10 ngay lam viéce, ké tir ngay nhan da ho so hop
1€, Phong Tu phap tién hanh nghién cuu, thAm tra hd so va xac minh
(néu thay can thiét).

Néu thay hd so hop 18, cic bén co du didu kién két hon theo quy dinh
ctia Luat hon nhan va gia dinh, khong thudc truong hop tir chdi ding
ky két hon theo quy dinh, Phong Tu phap bao cao Chu tich Uy ban
nhan dan cap huyén xem xét, quyét dinh. Truong hop Chu tich Uy
ban nhan din dong ¥ giai quyét thi ky 02 ban chinh Gidy chtng nhan
két hon.

Budre 4. Trong thoi han 03 ngay lam viée, ké tir ngay Chu tich Uy ban
nhan dan cap huyén ky Glay ching nhan két hon, Phong Tu phap t6
chtrc trao Glay chimg nhan két hon cho hai bén nam, nit.

Khi dang ky két hon ca hai bén nam, nit phai c6 mat tai try s& Uy ban
nhan déan, céng chiic 1am cong tac ho tich hoi y kién hai bén nam, nit,
néu cac bén ty nguyén két hon thi ghi viéc két hon vao S6 dang ky két
hon, ciing hai bén nam, nit ky tén vao So; hai bén nam, nit cing ky
vao Gidy chtng nhan két hon.

Truong hop mdt hodc hai bén nam, nit khong thé c6 mat dé nhan Giéy
ching nhan két hon thi theo dé nghi bang vin ban cua ho, Phong Tu
phap gia han thoi gian trao Gidy ching nhan két hon nhung khong
qua 60 ngay, ké tir ngay Chu tich Uy ban nhan dan cap huyén ky Gidy
chimg nhén két hon.

Hét 60 ngay ma hai bén nam, nit khong dén nhan Gidy ching nhén
két hon thi Phong Tu phap bao cao Chu tich Uy ban nhéan dan cép
huyén huy Gidy chting nhan két hon da ky.

* Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwgc cdp tir 56
goc hodc ban sao dwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khéng dwge yéu cau xudt trinh bdn chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdan chinh thi nguoi tiép nhan hé so
kiém tra, déi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhén vé viéc da doi chiéu noi dung gidy to do, khong duwoc yéu cau
ngueoi di dang ky nép ban sao cé chirng thue gidy to do.

+ Truong hop phdp ludt quy dinh xudt trinh gidy to khi dang ky hé
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tich, ngueoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiép nhan c6 the chup 01 ban gzay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luu ho so.

+ Gidy to do co quan c6 tham quyén ciia nuwde ngodi cdp, cong chimg
hodc xdc nhin dé sir dung cho viéc diang ky hé tich tai Viét Nam phai
duoc hop phdp hoa lanh su, trir trueong hop duwoc mzen theo diéu wéc
quoc té ma Vzet Nam la thanh vién; giay to bang tzeng nuwoc ngoadi phai
duoc dich ra z‘zeng Viét va cong chirng ban dich hodc chung thuc chir ky
nguoi dich theo quy dinh cua phap ludt.

+ Ngueoi tiép nhdn cé trach nhiém tiép nhdn ding, i ho so dang ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguwoi dang ky ho tich ndp thém gidy to ma phdp ludt hé tich khéng
quy dinh phai nop.

Cach thirc thue hién:

Nguoi yéu cau dang ky két hoén trye tiép nop ho so tai Uy ban nhan
dan cap huyén co tham quyén (bén nam hodc bén nir c6 thé truc tiép
nop hd so ma khong can ¢ van ban iy quyén ctia bén con lai).

Thanh phan, so lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy tor ' phai xudt trinh

- Ho chiéu hodc chimg minh nhén déan hodc thé can cude cong dan
hodc céc glay to' khac ¢6 dan anh va thong tin ca nhan do co quan c6
thAm quyén cip, con gia tri sir dung dé chimg minh vé nhan than cia
cong dan Viét Nam.

- Gidy to chimg minh noi cu tri dé xac dinh tham quyén trong giai
doan Co so dir liéu qudc gia vé dan cu va Co s¢ dir liéu ho tich dién
to toan quoc chua duge xay dung xong va thyc hién théng nhat trén
toan quoc (giai doan chuyén tiép).

* Gidy to phdi ngp

- To khai ding ky két hon (theo mau), co di thong tin cua hai bén
nam, nit. Hai bén nam, nit c6 thé khai chung vao mot To khai ding ky
két hon;

- Gidy x4c nhan cua t6 chirc y té ¢6 tham quyén cua Viét Nam hoic
nudc ngoai xac nhan cac bén két hon khong méc bénh tdm than hodc
bénh khac ma khong c6 kha nang nhén thtrc, lam chu dugc hanh vi
ctia minh;

- Gidy to chirng minh tinh trang hon nhan cua nguoi nudce ngoai do co
quan c6 tham quyén nudc ngoai cap con gia tri sit dung, xac nhan
hién tai nguoi do khong c6 vo hodc khong co chdng; truong hop nuée
ngoai khong cip xac nhén tinh trang hon nhan thi thay bang gidy to
do co quan ¢ tham quyén nudc ngoai xac nhan ngudi dé c6 du dicu
kién két hon theo phap luat nudc do.

Gia tri st dung cta gidy to ching minh tinh trang hon nhan cia ngudi
nudc ngoai duge xac dinh theo thoi han ghi trén gidy to d6. Truong
hop gidy to chimg minh tinh trang hén nhan khong ghi thoi han st
dung thi gidy to ndy va gidy xac nhan cua to chirc y té co gia trj trong
thoi han 06 thang, ké tir ngay cap.

- Nguoi nude ngoai, cong dan Viét Nam dinh cu ¢ nude ngoai phai
ndp ban sao ho chiéu/ gidy to co gia tri thay ho chiéu hodc xudt trinh
ban chinh ho chiéu/gidy to c6 gia tri thay ho chiéu trong trudng hop
tryc tiép nop ho so.

- Gidy xac nhan tinh trang hon nhan cia cong dan Viét Nam cu tri
trong nudc (trong giai doan chuyén tiép).
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* Ngoai gzay 10 néu trén, tiy ting truong hop, bén nam, bén nit phai
nép hodc xudt trinh gzay to twong ung sau day:

- Cong dan Viét Nam da ly hon hodc hity viéc két hén tai co quan c6
thAm quyén cta nudc ngoai phai ndp ban sao trich luc ho tich vé viée
da ghi vao sb viéc ly hon hodc huy viéc két hon trai phap luat (Trich
luc ghi chu ly hon);

- Cong dan Vi¢t Nam la cong chuc, vién chic hodac dang phuc vy
trong luc luong vii trang phai ndp van ban cua co quan, don vi quan
1y xac nhan viéc két hon voi nguoi nudc ngoai khong trai véi quy
dinh cta nganh do;

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

b) S6 lwong ho so: 01 bo.

Thoi han giai quyét:

15 ngay lam viéc, ké tir ngdy nhan di ho so hop 1¢.

Poi twong thue hién:

C4 nhan.

Co quan thyuc hién:

UBND cép huyén (Phong Tu phap cap huyén tiép nhan ho so va tham
muu Chil tich Uy ban nhan dan cip huyén xem xét, quyét dinh).

Két qua:

Gidy ching nhan két hon.

L¢ phi (néu c0)

L¢é phi dang ky két hon. Mirc thu: 1.000.000 dong.

Tén mau don, to khai:

To khai dang ky két hon (theo Théng tr sé6 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tw phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

- Nam tir di 20 tudi tr 1én, nit tlr dti 18 tudi trd 1én;

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

- Cac bén khong bi mét ning lyc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac trudng hop cAm két hon
theo quy dinh tai cac diém a, b, ¢ va d khoan 2 Piéu 5 ctua Luat Hon
nhan va gia dinh, gom:

+Két hon gia tao;

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

+ Nguoi dang ¢6 vo, c6 chong ma két hon véi nguoi khac hodc chua
¢6 v, chua c6 chong ma két hon véi ngudi dang ¢ chong, cd vo;

+ Két hon giira nhitng ngudi cing dong mau vé tryc hé; giita nhiing
nguoi cd ho trong pham vi ba doi; gitta cha, me nudi vo1 con nuoi;
gitta nguoi di timg 1a cha, me nudi voi con nudi, cha chong véi con
dau, me vo voi con ré, cha duong véi con riéng cua vg, me ké vé6i con
riéng ciia chong.

* Nha nwoc khong thiea nhdn hon nhdn giita nhitng nguoi cung gioi
tinh.

Can cu phap ly:

- Ludt hon nhdn va gia dinh nam 2014,

- Ludt ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phi;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tw phdp;

- Quyét dinh s6 29/2007/0P-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.
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CONG HOA XA HOQI CHU NGHIA VIET NAM

(1) TO KHAI PANG KY KET HON )

Kinh gm

Poc lap — Tw do — Hanh phiic

Thong tin

Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Quéc tich

Noi cu tra @
Gidy to tiy than®

Két hon lan thir may

Chang t61 cam doan nhiing 101 khai trén day l1a dung sy that, viéc két hon cua
chiing t61 1a tw nguyén, khong vi pham quy dinh cia Luat hon nhén va gia dinh Viét

Nam.

Chung t6i chiu hoan toan trach nhiém trudc phép ludt vé cam doan ctia minh.
Pé nghi Quy co quan ding ky.

Chu thich:

Bén nir

(Ky, ghi r0 ho, chitr dém, tén)

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

(1), (2) Trudng hop lam thu tuc ding ky két hon ¢ yéu td nude ngoai, thi phai dan anh cua hai bén nam,

nar.

(3) Ghi 15 tén co quan dang ky két hon.
(4) Ghi theo noi dang ky thuong tri, néu khong c6 noi ding ky thuong tri thi ghi theo noi ding ky tam tri;
truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.
(5) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay
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03. Tén thii tuc hanh chinh: Thii tuc ding ky khai ti cé yéu té nwéc ngoai.

Trinh tu thwe hién:

Buée 1. Nguoi co yéu cau ding ky khai tir ndp ho so dang ky khai tir
tai BO phan tiép nhan va tra két qua ctia Uy ban nhan dan cap huyén
c6 tham quyén. Thoi gian: Tir thir 2 dén thar 6 (trir cac ngay nghi, 18).
Buwéc 2. Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so,
d6i chiéu thong tin trong T¢ khai va tinh hop 1¢ cua gidy to trong hod
s0 do nguoi yéu cau nop, xuat trinh.

- Truong hop hd so diy du, hop 1¢, nguoi tiép nhan ho so viét g1ay tiép
nhan, trong d6 ghi ro ngay, gio tra két qua; néu hd so chua day du,
hoan thién thi huéng dan nguoi nop hé so bd sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai lap
thanh vin ban hudéng din, trong d6 néu rd loai gidy to, ndi dung can bd
sung, hoan thién, ky, ghi rd ho, chir dém, tén ctia nguoi tlep nhéan.

- H6 so dang ky khai tir sau khi da duoc hudng dan theo quy dinh ma
khong duoc bd sung ddy du, hoan thién thi ngudi tiép nhan tir chdi
tiép nhan hd so. Viéc tir chdi tiép nhan hd so phai dugc thé hién bang
van ban, trong d6 ghi rd 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho,
chir dém, tén.

Buée 3. Ngay sau khi tiép nhan ho so, néu thdy thong tin khai tor dy
du va phu hop, Phong Tu phap bdo cao Chu tich Uy ban nhéan dan cap
huyén. Truong hop Chu tich Uy ban nhén dan cap huyén dong y giai
quyét thi ky Trich luc khai tir cap cho nguodi c6 yéu cau; cong chirc
lam cong tac ho tich ghi vao S6 dang ky khai tir va cling nguoi di
dang ky khai tir ky vao SO.

Budic 4. Sau khi diang ky khai tir, Phong Tu phép bao cao Chu tich Uy
ban nhan dan cip huyén cé vin ban thong béo, kém theo Trich luc
khai tir (ban sao) cho Bo Ngoai giao dé thong bao cho co quan co
thAm quyén ciia nudc ma nguoi chét 1a cong dan.

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc cap tir 56
goc hodc ban sao dwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khéng dwoe yéu cau xudt trinh bdan chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdn chinh thi nguoi tiép nhdan ho so
kiém tra, déi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhén vé viéc da doi chiéu noi dung gidy to do, khong duwoc yéu cau
nguoti di dang ky ngp ban sao co chirng thyc glay to do.

+ Truong hop phdp ludt quy dinh xudt trinh gzay 10 khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va trd lai cho ngwoi xudt trinh,
khong duwoc yéu cau nguoi dang ky ho tich nop thém ban sao gidy to
do. Nguoi tiép nhan c6 the chup 01 ban glay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luu hé so.

+ Giay to do co quan co thdm quyén ciia nuwdc ngodi cdp, cong chimg
hodic xdc nhdn dé sir dung cho viéc dang ky hé tich tai Viet Nam phai
duogc hop phdp hoa lanh su, trir truong hop duoc mlen theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng mede ngodi phdi
dweoce dich ra tiéng Viét va cong chimg ban dich hodc chimg thiee chit ky
nguoi dich theo quy dinh cua phdp ludt.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, di ho so ding ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguwoi dang ky ho tich np thém gidy to- ma phdp ludt hé tich khéng
quy dinh phai nop.
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Cach thire thwe hién:

- Nguoi ¢6 yéu cau dang ky khai tir tryc tiép thuc hién hodc tiy quyén
cho nguoi khac thuc hién viéc dang ky khai tu;

- Ngudi thuc hién viée dang ky khai tir c6 thé nop ho so truc tiép hoic
giri ho so qua hé théng buu chinh.

Thanh phan, so6 lrgng
ho so:

a) Thanh phan ho so bao gom:

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc chimg minh nhén déan hodc thé can cude cong dan
hoac cac glay to' khac ¢6 dan anh va thong tin ca nhan do co quan c6
thim quyén cap, con gia tri st dung dé chimg minh vé nhéan than cia
nguoi cé yéu cau dang ky khai tu;

- Gidy to chirng minh noi cu tra cuéi cung cuia ngudi chét dé xac dinh
thAm quyén (trong giai doan Co so dir licu 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 nhét trén toan quoc) truong hop khong xac dinh dugc noi
cu tri cudi cung cua nguol chét thi xuét trinh gidy to ‘ching minh noi
ngudi d6 chét hodc noi phat hién thi thé ciia ngudi chét.

Trudng hop giri hd so qua hé thdng buu chinh thi phai giri kém theo
ban sao c¢6 ching thuc cac gidy to phai xut trinh néu trén.

* Gidy to phdi ngp

- T khai dang ky khai tir (theo mau);

- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 thim
quyén cap.

- Vin ban ty quyén theo quy dinh cta phép luat trong truong hop ay
quyén thuc hién viéc ding ky khai tur.

b) S6 lwong ho so: 01 bo

Thoi han giai quyét:

Ngay trong ngay tlep nhan ho so, truong hop nhén ho so sau 15 glo
ma khong giai quyét dugc ngay thi tra két qua trong ngdy lam viéc
tiép theo. Trudng hop can xac minh thi thoi han giai quyét khong qua
03 ngay lam viéc.

Poi twong thue hién:

Ca nhan.

Co quan thuc hién:

UBND cap huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cdp huyén xem xét, quyét dinh).

Két qua:

Trich luc khai tir

L¢ phi (néu c0)

L¢ phi dang ky khai tir. Miic thu: 50.000 dong.

Tén méu don, to khai:

To khai ding ky khai tir (theo Théng tw s6 15/2015/TT-BTP ngay
16/11/2015 cua Bé Tu phap)

Yéu cau, diéu kién | Khong.
thuc hién TTHC:
Can cwr phap ly: - Ludt hé tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu;

- Thong tw 56 15/2015/TT-BTP ngay 16/11/2015 cua B Tw phap;

- Quyet dinh so 29/2007/QP-UBND, ngay 20/6/2007 cua UBND tinh
Kon Tum.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI TU

KANR GUE Do

Ho, chit dém, t8N NEUWOT YEU CAUS ..o et sees oo
INOT CU T @ ettt ettt et ettt ettt
GHAY 10 Y thAN ) ettt
Quan hé VOT NEUOT QA CREE: ..ot oottt
Pé nghi co quan ding Ky khai tir cho nguoi cé tén dudi day:

Ho, chlt d&m, tEN: .....o.ooviceeee e, Gidi tinh: ..o
Ngay, thang, NAM SINN: ..o
DAN tOC: .o (@ ITIIeRATe) s CA
Noi cu trt cudi cing: T
GIAY 10 Y AN @ ettt
Da chét vao [0C: o o0 (o SR phut, ngay ............. thang ........... nam ...,
N ) £ SO
NGUYBN NNAN CREL: .ot
S6 Giy bao tir/ Gidy to thay thé Gidy bao tir: @ .o A0 e

........................................................................................................ cip ngay .......thang ... NAM ...

T6i cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhi€m trudc
phap luat vé cam doan ctia minh.
Lam t@i: ..., ,ngay .. thang .. nam ...

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

Chui thich:

@ Ghi 5 tén co quan thuc hién dang ky khai tir.

@ Ghi theo dia chi ding ky thuong tra; néu khong c6 noi ding ky thuong tra thi ghi theo dia chi ding ky
tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi théng tin vé gidy to tiy than nhw: ho chiéu, chimg minh nhan dén hodc gidy t& hop 18 thay thé (vi
du: Chirmg minh nhén dan s0 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

@ Néu ghi theo Gidy bao tw, thi gach cum tur “Gidy to thay Gidy bdo ti”; néu ghi theo s6 Gidy to thay
Gidy béo tur thi ghi rd tén, sd gidy to va gach cum tir “Gidy bao ti”.
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04. Tén thii tuc hanh chinh: Thii tuc ding ky nhin cha, me, con cé yéu té nwéc

ngoai.

Trinh ty thuc hién:

Buwdc 1. Nguoi co yéu cau dang ky nhan cha, me, con nop ho so tai
B0 phan tiép nhan va tra két qua cua Uy ban nhan dan cép huyén c6
thAm quyén. Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam viéc
trong tuan (trir cac ngay 18).

Buére 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho S0,
xac dinh tinh hop 1€ cua gidy to trong hd so do nguoi yéu cau nop, xuat
trinh; d6i chiéu thong tin trong TS khai voi glay to trong ho SO.

- Néu hd so day du, hop 1¢, nguoi tlep nhan hd so viét gidy tiép nhan,

trong d6 ghi rd ngay, gid tra két qua; néu hé so chwa day du, hoan thién
thi huéng dan nguoi nop h6 so bd sung, hoan thién theo quy dinh;

truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap thanh
van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can b sung,
hoan thi¢n, ky, ghi rd ho, chitr dém, tén cia nguoi tlep nhan.

- Ho so dang ky nhan cha, me, con sau khi di dugc hudng dan theo
quy dinh ma khong duoc bd sung ddy du, hoan thién thi nguoi tiép
nhan tir chdi tiép nhan hd so. Viée tir chdi tiép nhan hd so phai duoc
thé hién bang vin ban, trong d6 ghi rd 1y do tir chdi, nguoi tiép nhan
ky, ghi 16 ho, chit dém, tén.

Budre 3. Trong thoi han 15 ngay, ké tir ngay nhan da ho so hop 18, cong
chire lam cong tac ho tich xac minh, niém yét viéc nhan cha, me, con
tai try s Uy ban nhéan dén cép huyén trong thoi gian 07 ngay lién tyc,

dong thoi giri van ban dé nghi Uy ban nhan dan cap xa noi thuong tra
ctia ngudi duoc nhan 14 cha, me, con niém yét trong thoi gian 07 ngay
lién tuc tai try s& Uy ban nhan dan cap xa.

Néu thdy viéc nhan cha, me, con 1a dung va khong c6 tranh chap,
Phong Tu phép bao cdo Chu tich Uy ban nhan dan cap huyén. Truong
hop Chi tich Uy ban nhan dan dong ¥ giai quyét thi ky Trich luc ding
ky nhén cha, me, con cép cho nguoi cé yéu cau.

Budéc 4. Nguoi dang ky nhan két qua tai Bo phan tiép nhan va tra két
qua ctua Uy ban nhan dan cap huyén (theo phiéu hen). Khi nhan két
qua dang ky nhan cha, me, con cac bén phai c6 mat. Cong chuc lam
cong tac ho tich ghi vao S6 dang ky nhan cha, me, con, cung cac bén
ky vao SO.

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc cdp tir 56
goc hodc ban sao dwoc chimg thyc tir ban chinh thi nguoi tiép nhan
hé so khéng dwoc yéu cau xudt trinh bdn chinh; néu nguoi yéu cau
chi nop ban chup va xudt trinh ban chinh thi ngwoi tiép nhdan ho so
kiém tra, déi chiéu bdn chup voi ban chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to do, khong dwoc yéu cau
nguoi di dang ky ngp ban sao co chirng thyc glay to do.

+ Truong hop phap ludt quy dinh xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdan cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi xudt trinh,

khong dwoc yéu cau nguoti dang ky ho tich nop thém ban sao gidy to
d6. Nguoi tiep nhan c6 the chup 01 ban glay to xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so-

+ Giay to do co quan co tham quyén ciia nudc ngodi cdp, cong chimg
hodic xdc nhdn dé sir dung cho viéc dang ky hé tich tai Viet Nam phai
dugc hop phdp hoa lanh su, trir truong hop dwoc mzen theo diéu wéc
quoc té ma Viét Nam 1a thanh vién; gidy to bang tiéng medc ngodi phdi
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dwoc dich ra tiéeng Viét va cong chimg ban dich hodc chimg thiee chit ky
nguot dich theo quy dinh ciia phap ludt.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, i ho so ding ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguoi dang ky ho tich nép thém gidy to ma phdp ludt hé tich khong
quy dinh phai nop

Cach thire thwe hién:

Nguoi ¢6 yéu cau dang ky nhén cha, me, con (mot hodc hai bén) truc
tiép nop ho so tai Uy ban nhan dan cap huyén c6 thim quyén.

Thanh ph?m, 50 luwgng
ho so:

a) Thanh phan ho so bao gom

* Gidy tor 'phai xudt trinh

- Ho chiéu hodc ching minh nhén dén hodc thé can cudc cong dan
hodc cac glay to khac ¢6 dan anh va thong tin ca nhan do co quan c6
thim quyén cdp, con gia tri sir dung dé ching minh vé nhan than cia
cong dan Viét Nam.

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

* Gidy to phdi nop

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

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

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

+ Truong hgp khong c6 van ban néu trén thi phai co6 thu tir, phim anh,
bang, dia, dd dung, vat dung khéac chimg minh mbi quan h¢ cha con,
quan hé me con va van ban cam doan cta cha, me vé viéc tré em 1a
con chung cia hai ngudi, co it nhat hai nguoi than thich ciia cha, me
lam chung.

- Truong hop dang ky nhan cha, me, con gitra cong dan Viét Nam véi
nguol nudc ngoai hodc gitta ngudi nudc ngoai voi nhau thi nguoi
nuoc ngoai phai nop ban sao ho chleu/ gidy to co gia tri thay ho chleu
hodc xuat trinh ban chinh ho chiéu/gidy td c¢6 gia tri thay ho chiéu néu
tryc tiép nop ho so.

b) S6 lrgng hd so: 01 bo.

Thoi han gii quyét:

15 ngay lam viéc.

Poi twong thue hién:

Ca nhan.

Co quan thuec hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Trich luc ddng ky nhén cha, me, con.

L¢ phi (néu c0)

Lé phi dang ky nhan cha, me, con. Mtc thu: 1.500.000 dong.
Mién 1€ phi cho ngudi thuge gia dinh ¢6 cong voi cach mang; ngudi
thudc hd ngheo; nguoi khuyét tat.

Tén méu don, to khai:

T khai ding ky nhan cha, me, con (theo Théng twr s6 15/2015/TT-
BTP ngay 16/11/2015 cua Bo Tw phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

- Bén nhan va bén duogc nhan la cha, me, con déu con song;
- Vi¢c nhén cha, me, con khong c6 tranh chap.

Can cu phap ly:

- Luat hon nhan va gia dinh nam 2014;

- Ludt ho tich nam 2014,

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phi;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tw phdp;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

Kinh guit*?:

Ho, chir dém, tén n@Udi YEU CAU: .....ocooiiiiiiiie e

Noi cu tra®

GAY 10 Y thAN oo

Quan h¢ vd1 nguoi nhan cha/m@/con(4): ....................................................................

P& nghi Quy co quan cdéng nhin ngudi cé tén duwdi diy:

. . (2
D \L0 101 0 g 1 o BT

@

T6i cam doan viéC NhaN............ccoooievieiicee, noi trén 1a dung sy that, tu nguyén,
khong c6 tranh chap va chiu trach nhiém trude phéap luat vé cam doan cuia minh.

Kinh d& nghi Quy co quan ding ky.

Lam tqi.............. ngay ... thang........ nam

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

Y Kién ciia nguoi Y kién ciia nguoi
hién dang la me hoac cha® dwgc nhan la cha, me, con®

Tai liéu gui kem theo To khai:
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Chii thich:

@ Ghi rd tén co quan ding ky;

@ Ghi theo dia chi dang ky thuong tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi dang ky tam
trt; truong hop khong 6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song.

®) Ghi thong tin v€ gidy to tuy than nhu: ho chiéu, chimg minh nhén dén hogc gidy to hop 1¢ thay thé

® Chi can thiét trong trudng hop nguoi khai khong dong thoi 1a ngudi nhan cha/me/con;

©) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hoac nguoi da thanh nién nhung
mét ning lyc hanh vi dan su, ghi y kién ctia nguoi 1a cha néu me 1a ngudi yéu céu, y kién nguoi me néu
cha 1a nguoi yéu cau (trir treong hop nguoi do da chét, mat tich, mat nang lyc hanh vi dan sy hodc han ché
nang luc hanh vi dan su);

©) Chi can thiét trong trudng hop ngudi duoc nhén 14 tré em tir da 9 tudi trd 1én.
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05. Tén thii tuc hanh chinh: Thii tuc ding ky khai sinh két hop ding ky nhin
cha, me, con co yéu to nwdc ngoai.

Trinh ty thuc hién:

Buwdc 1. Nguoi co yéu cau dang ky khai sinh va nhan cha, me, con
nop hd so tai BO phan tlep nhan va tra két qua cta Uy ban nhan dan
cap huyén c6 thim quyén. Thoi gian: 7h30 — 11h va 13h — 16h30 cac
ngay lam viéc trong tuan (trir ngdy nghi 18).

Buwéc 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hd so,
d6i chiéu thong tin trong T khai va tinh hop 1€ cua gidy to trong ho
so do nguoi yéu cau ndp, xuét trinh.

Néu hd so day du, hop 18, nguoi tiép nhan hé so viét gidy tiép nhan,
trong d6 ghi rd ngay, gid tra két qua; néu ho so chwa day du, hoan thién
thi huéng dan nguoi nop h6 so bd sung, hoan thién theo quy dinh;
truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap thanh
van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can b sung,
hoan thién, ky, ghi 16 ho, chit dém, tén ctia ngudi tiép nhan.

H6 so dang ky khai sinh va nhan cha, me, con sau khi da dugc hudng
dan theo quy dinh ma khong dugc bd sung, hoan thién thi nguoi tiép
nhan tir chdi tiép nhan hd so. Viéce tir chdi tiép nhan ho so phai duoc
thé hién bang van ban, trong d6 ghi rd 1y do tir chdi, ngudi tiép nhan
ky, ghi 13 ho, chitr dém, tén.

Budée 3. Trong thoi han 15 ngay, ké tir ngay nhan di hd so hop 18,
cong chire 1am cong tac ho tich xac minh, niém yét viéc nhan cha, me,
con tai try s& Uy ban nhan dan cép huyén trong thoi gian 07 ngay lién
tuc, dong thoi giri van ban dé nghi Uy ban nhan dan cip xa noi thuong
trd ctia nguoi duge nhan 1a cha, me, con niém yét trong thoi gian 07
ngay lién tuc tai tru s¢ Uy ban nhan dén cép xa.

Néu thay viéc nhan cha, me, con 14 dung, khong c6 tranh chap; thong
tin khai sinh day da va phu hop, Phong Tu phép bao cdo Chu tich Uy
ban nhan dan cap huyén. Truong hop Chu tich Uy ban nhéan dan cip
huyén dong v giai quyet thi ky Trich luc dang ky nhén cha, me, con
va Gidy khai sinh cap cho nguoi co yeu céu. Truong hop cha, me lya
chon quoc tich Viét Nam cho con thi cong chtrc lam cong tac ho tich
cap nhat thong tin khai sinh theo huéng din dé 1iy S6 dinh danh ca
nhan (d6i véi cac dia phuong di trién khai cip S6 dinh danh c4 nhan
khi dang ky khai sinh).

Budc 4. Nguoi dang ky nhan két qua tai Bo phan tiép nhan va tra két
qua cua Uy ban nhan dan cdp huyén (theo phiéu hen). Khi nhan ding
ky nhén cha, me, con céc bén phai c6 mét, cong churc lam cong tac hd
tich ghi vao So6 dang ky nhan cha, me, con, SO ding ky khai sinh va
cung ngudi di dang ky ho tich ky vao So.

* Lwu y:

+ Truong hop nguoi yéu cau nép gidy to' la ban sao dige cd'p tir s6
goc hodc ban sao dwoc chitng thic tir ban chinh thi nguoi tiép nhan
ho so khéng dwoc yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdan chinh thi nguoi tiép nhdn hé so
kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to do, khong duoc yéu cau
nguoi di dang ky nop ban sao co6 chimg thuc gzay to do.

+ Truong hop phdp ludt quy dinh xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong dwoe yéu cau ngwoi diang ky ho tich ngp thém ban sao gidy to

103




dé. Nguoi tiép nhan c6 thé chup 01 ban giay to xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.

+ Gidy to do co quan c6 tham quyén ciia nudc ngodi cdp, cong chimg
hodic xdc nhdn dé sir dung cho viéc dang ky hé tich tai Viet Nam phai
duogc hop phdp hoa lanh su, trir truong hop duoc mlen theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng medc ngodi phdi
dwoc dich ra tleng Viét va cong chirng ban dich hoac chung thyc chir ky
nguoi dich theo quy dinh cua phap luat.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, i ho so dang ky
ho tich theo quy dinh cua phdp ludt ho tich, khong dwoc yéu cau
ngueoi dang ky ho tich nép thém gidy to ma phdp ludt hé tich khéng
quy dinh phai nép

Cach thire thuwe hién:

Nguoi c6 yéu cau dang ky khai sinh va nhan cha, me, con (mot hoac
hai bén) nop hd so truc tiép tai Uy ban nhan dan cép huyén c6 tham
quyén.

Thanh phan, so lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to' phdi xudt trinh:

- Hd chiéu hodc ching minh nhan dan hodc thé can cudc cong dan
hodc cac gidy to khac co dan anh va thong tin c4 nhan do co quan c6
thim quyén cip, con gia tri st dung dé chimg minh vé nhan than cua
ngudi ¢ yéu cau dang ky khai sinh va nhan cha, me, con;

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

- Truong hop tré em sinh ra 6 nudc ngoai vé cu tru tai Viét Nam thi
xuét trinh gidy to chimg minh viéc tré¢ em nhap canh (ho chiéu, gidy
to' co gia tri di lai quoc té co dau xac nhan nhap canh cia co quan
quan 1y xuat, nhip canh) va gidy to ching minh viéc tré em cu tru tai
Viét Nam (vin ban xac nhan clia co quan cong an ¢ tham quyeén).

* Gidy to phdi nop

- T khai diing ky khai sinh (theo mau);

- To khai diing ky nhan cha, me, con (theo mau).

- Gidy chimg sinh.

+ Trudong hop khong co Gidy ching sinh thi ndp vin ban cta ngudi
lam ching x4c nhan vé viéc sinh; néu khong co van ban ciia ngudi
1am chimg thi phai c¢6 gidy cam doan vé viéc sinh.

+ Truong hop tré em sinh ra tai nudc ngoai thi nop Gidy ching sinh
hodc gidy to khac do co quan co thAm quyén nudc ngoai cap xac nhan
vé viéc tré em dugce sinh ra ¢ nuéc ngoai va quan hé me - con néu co;

- Truong hop cha hodc me hodc ca cha, me 1a ngudi nude ngoai thi
phai ndp van ban thda thuan cua cha, me vé viéc lya chon quéc tich
cho con. Trudng hop cha, me chon qudc tich nudc ngoai cho con thi
van ban thoa thuan phai c6 xac nhan cua co quan nha nudc co tham
quyen ctia nuéc ma cha me Iya chon quéc tich cho con.

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

+ Vin ban clia co quan y té, co quan giam dinh hodc co quan khac co
thim quyén ¢ trong nudc hodc nudc ngoai xac nhan quan hé cha con,
quan h¢ me con.

+ Truong hgp khdng c6 van ban néu trén thi phai c6 thu tir, phim anh,
bing, dia, d6 dung, vat dung khac chimg minh mdi quan hé cha con,
quan hé me con va van ban cam doan cua cha, me vé viéc tré em la
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con chung cua hai nguoi, co it nhat hai nguoi than thich cia cha, me
lam chung.

- Truong hop dang ky nhan cha, me, con gilta cong dan Viét Nam véi
ngudi nudc ngoai hodc gitra ngudi nudc ngoai voi nhau thi nguoi
nude ngoai phai ndp ban sao ho chibu hoidc gidy t& co gia tri thay hod
chiéu dé chimg minh vé nhan than.

b) S6 lwong ho so: 01 bo.

Thoi han gidi quyét:

15 ngay lam viéc.

Poi twgng thue hién:

C4a nhan.

Co quan thyuc hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cip huyén xem xét, quyét dinh).

Két qua:

Glay khai sinh, Trich luc dang ky nhan cha, me, con.

L¢ phi (néu c0)

- Lé phi dang ky khai sinh: 50.000 dong.

- L¢ phi dang ky nhan cha, me, con: 1.500.000 déng.

Mién 1¢ phi cho ngudi thudc gia dinh c6 cong v6i cach mang; ngudi
thudc hg nghéo; nguoi khuyét tat.

Tén méu don, to khai:

- T& khai ddng ky khai sinh (theo Théng tur s6 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tu phdp)

- T& khai dang ky nhan cha, me, con (theo Théng tw s6 15/2015/TT-
BTP ngay 16/11/2015 cua Bo Tuw phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

- Bén nhan va bén dugc nhan 1a cha, me, con déu con song;
- Viéc nhan cha, me, con khong cé tranh chap.

Can cir phap ly:

- Ludt hon nhdn va gia dinh nam 2014,

- Ludt ho tich nam 2014;

- Nghij dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B¢ Tw phap;

- Quyét dinh s6 29/2007/0D-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B Tai chinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh gtri: ettt ettt et n e e e n e r e

Ho, chi dém, tén NGUoi YU CAU .......coovveeeerceeeececeee e,
GiAy O 1Y thAN: @ittt

Quan h¢ voi nguoi dugce khai Sinh: .....occoiiiiiiiiiiiii
Pé nghi co quan ding Ky khai sinh cho nguwoi dudéi day:
Ho, chit d€m, tEN: .......ooviiiiii i

INOT SN O

QUE QUAN ..t ettt e et e st e e et e e e st e e e sabeeeenteeenas
Ho, chir dém, tén cha: ........ ... e
Nam sinh: ........cccccovveeee. Dan tdc: ....oovvvvvviviiiiiiiinns Quoc tich: ...l

NI CU T D e,

Ho, chir dém, t€n me: ......... ... e,
Nam sinh: ........ccccooveeeeee Dan toc: ..covveuveeeenn... Quoc tich: ...

N U T oo,

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day la ding su that, duoc su
thoa thuan nhét tri ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phap luit vé ndi dung cam doan ctia minh.
Lam tgi: ............. , NEAY ........... thang ......... nam ..............

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

Chui thich:

) Ghi rd tén co quan ding ky khai sinh

@ Ghi thong tin v& gidy to tily than cta nguoi di dang ky, ghi rd sb, co quan cép, ngay cip ho chibu, chimg
minh nhan dan hodc gidy to hop 1¢ thay thé

®) Ghi theo dia chi ding ky thuong tri; néu khong co noi dang ky thudng tra thi ghi theo dia chi ding ky
tam tra; trudng hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo dia chi dang sinh
song.

® Truong hop sinh tai co s& y té thi ghi rd tén co s6 y té va dia danh hanh chinh

Trudng hop sinh ra ngodi co so y té thi ghi dja danh cua 03 cAp hanh chinh (x4, huyén, tinh), noi sinh ra.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON
KANR @I N1 e

Ho, chir dém, tén N@UdT YEU CAU: .....ooooiiiiiiiiic e

Noi cu tra®
GAY 10 Y thAN P
Quan h¢ vd61 nguoi nhan cha/m@/con(4): ....................................................................

P& nghi Quy co quan cdng nhin ngudi cé tén dudi diy:

To61 cam doan ViEC NNAN.........ccceeviiviiiiieiieee, noi trén 1a dung sy that, tw nguyén,
khong c6 tranh chap va chiu trach nhiém trude phap luat vé cam doan ctia minh.

Kinh dé& nghi Quy co quan dang ky.

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

Y kién ctia nguoi Y kién cia nguoi

hién dang la me hoac cha® dwgc nhan la cha, me, con®

Tai liéu guti kem theo To khai:
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Chii thich:

@ Ghi 13 tén co quan dang ky;

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

®) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay
thé

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

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhung mat nang lyc hanh vi dan s, ghi y kién ctia nguoi 14 cha néu me la nguoi yéu cau, y kién
nguoi me néu cha la nguoi yéu cau (trir trudong hop nguoi d6 di chét, mat tich, mat nang lyc hanh
vi dan sy hodc han ché ning lyc hanh vi dan su);

®) Chi can thiét trong trudng hop nguodi duoc nhan 13 tré em tir da 9 tudi tré 1én.
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06. Tén thii tuc hanh chinh: Thii tuc déing ky gidm hé cé yéu té nwéc ngodi.

Trinh tu thwe hién:

Buge 1. Nguoi c6 yéu cau dang ky giam ho nop ho so' tai BO phén
tlep nhan va tra két qua ciia Uy ban nhan dan cép huyén c6 thim
quyén. Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam viéc trong
tuan (trir ngdy nghi 18).

Buéc 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho 80,

xac dinh tinh hop 1¢ cua gidy to trong hd so do nguoi yéu cau ndp, xuit
trinh; d6i chiéu thong tin trong TS khai voi glay to trong ho SO.

Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan,

trong d6 ghi rd ngay, gio tra két qua; néu ho so chua day di, hoan thién
thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy dinh;

truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap thanh
van ban hudéng dan, trong d6 néu rd loai gidy to, noi dung can b sung,
hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi tlep nhan.

Hb so dang ky ho tich sau khi dd duoc hudng dan theo quy dinh ma
khong duoc bd sung ddy du, hoan thién thi nguoi tiép nhan tir chdi
tiép nhan ho so. Viéc tir chdi tiép nhan hd so phai dugc thé hién bang
vin ban, trong d6 ghi 15 1y do tir chdi, nguoi tiép nhan ky, ghi o ho,
chir dém, tén.

Budérc 3. Trong thoi han 05 ngay lam viéc dbi véi viéc dang ky giam
ho ctr, 03 ngay lam viéc d6i véi viée dang ky giam ho duong nhién,
ké tir ngay nhan du ho so, néu thay du diéu kién theo quy dinh phap
ludt thi Phong Tu phap bao cao Chu tich Uy ban nhén dan cép huyén.

Truong hop Chu tich Uy ban nhan cép huyén dong y giai quyét thi ky
cap Trich luc dang ky gidm h¢ cho ngudi c6 yéu cau;

Buéc 4. Nguoi diang ky nhan két qua tai Bo phan tiép nhan va tra két
qua ctia Uy ban nhan din cdp huyén (theo phiéu hen). Cong chtrc lam
cong tac ho tich ghi vao S6 dang ky giam ho, cing ngudi di diang ky
giam ho ky vao So.

* Lwu y:

+ Truong hop nguoi yéu cau nép gidy to'la ban sao diege cd'p tir 56
goc hodc ban sao dwoc chimg thuc tiw ban chinh thi nguoi tiép nhdn
ho so khéng dwoc yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdan chinh thi nguoi tiép nhdn hé so
kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to do, khong duoc yéu cau
nguoi di dang ky nop ban sao co6 chimg thuc glay to do.

+ Truong hop phdp ludt quy dinh xudt trinh glay to' khi dang ky ho
tich, nguweoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,

khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiép nhén co the chup 01 ban glay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.

+ Gidy to do co quan co tham quyén ciia nude ngodi cdp, cong chimg
hodc xdc nhdn dé sir dung cho viéc diang ky hé tich tai Viét Nam phai
duogc hop phdp hoa lanh su, trir trieong hop dwoc mzen theo diéu wéc
quoc té ma Viét Nam la thanh vién, gidy to bang tiéng nudc ngodi phdi
dwege dich ra tiéng Viét va cong chirng ban dich hodc chitng thuec chir ky
nguoi dich theo quy dinh ciia phap lugt.

+ Nguwoi tiép nhdn ¢ trach nhiém tiép nhdn ding, di hé so ding ky
ho tich theo quy dinh cua phdp ludt ho tich, khong dwoc yéu cau
ngueoi ding ky ho tich ndp thém gidy to ma phdp ludt ho tich khong
quy dinh phai nop.
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Cach thire thue hién:

- Nguoi c6 yéu cau ding ky giam ho tryc tiép thuc hién hodc uy
quyén cho ngudi khac thyc hién viée dang ky giam ho;

- Ngudi thyc hién viée diang ky giam ho c6 thé nop ho so truc tiép
hodc giri hd so qua hé thdng buu chinh.

Thanh ph?m, 50 luwgng
ho so:

a) Thanh phﬁn ho so bao g?)m:

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc ching minh nhén déan hodc thé can cude cong déan
hodc cac glay to khac ¢6 dan anh va thong tin ca nhan do co quan c6
thim quyén cap, con gié tri sir dung dé chimg minh vé nhan than cua
nguoi cd yéu cau dang ky giam ho.

- Gidy to chirng minh noi cu tri dé xac dinh thdim quyén dang ky
giam ho (trong giai doan Co s& dir liéu quéc gia vé dan cu va Co so
dir liéu ho tich dién tir toan quéc chua dugce xay dung xong va thyc
hién thdng nhét trén toan qudc).

* Gidy to' phdi ngp

- To khai dang ky giam ho (theo mau).

- Van ban ctr nguoi giam ho theo quy dinh cia B luat dan su déi voi
trudng hop ding ky giam ho cir; gidy to chimg minh diéu kién giam ho
duong nhién theo quy dinh ciia Bo ludt dan sy déi véi trudng hop dang
ky glam ho dwong nhién; truong hop ¢6 nhidu ngudi ciing di dleu kién
lam gidm ho duong nhién thi ndp thém van ban thda thuan vé viée cur
mot nguoi lam giam ho duong nhién.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop uy
quyén thuc hién dang ky giam ho. Trudng hop ngudi duge uy quyen
1a ong, ba, cha, me, con, vg, chong, anh, chi, em rudt cia ngudi ay
quyén thi vin ban uy quyén khong phai cong chung, ching thyc,
nhung phai c6 gidy to chirng minh méi quan hé v6i nguoi iy quyén.
b) S6 lrgng ho so: 01 bo.

Thoi han giai quyét:

05 ngay lam viéc df:)i voi viée dang ky gidm ho cu,
03 ngay lam viéc doi véi viée dang ky giam hg duong nhién.

Poi twong thue hién:

Ca nhan.

Co quan thuec hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Trich luc dang ky gidm ho.

L¢ phi (néu c0)

L¢ phi dang ky giam ho. Mic thu: 75.000 dong.
Mién 1€ phi cho ngudi thuge gia dinh ¢6 cong voi cach mang; ngudi
thudc hd ngheo; nguoi khuyét tat.

Tén méu don, to khai:

T khai ding ky giam ho (theo Théng tw s6 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tuw phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

Viéc gidm ho gitra cong dan Viét Nam va nguoi nudc ngoai cung cu tra
tai Viét Nam.

Can cu phap ly:

- Bo ludt Dan su.

- Ludt ho tich nam 2014,

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh ph;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tw phdp;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HOQ

QT (a1 s H

Ho, chi dém, tén nguwoi YU CAU ..o Gioi tinh ..o,
N S LA
GHAY 10 Y AN @ ettt oottt ettt
Dé nghi co quan ding Ky viéc giam hd giira nhirng ngudi cé tén dudéi day:

Nguwoi giam ho:

Ho, chit G&8m, tEN: ....co.ooooee e G161 tinh ..o
Ngay, thang, NAM SINN: ..o
DAN tOC ... (@ 1T R A1) s CAE
INOT CU T @) e es s s es et es s s
Gidy to tiy than: ettt e e e e e e oottt
Nguwoi duge giam h:

HoO, chilt &M, tEN: .....coooioee e Gio1tinh ..o
Ngay, thang, NAM SINN: ...
DAn tOC: oo Quéc EICH: e
INOT CU T @) e ees s e eseees st sttt
Gidy khai sinh/Giay t0 tly thAN: ...
Ly do dang Ky IAm MOt ..o
To61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trudc
phap luat vé cam doan cta minh.

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

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

Chii thich:

@ Ghi 16 tén co quan ding ky giam ho.

@ Ghi theo noi dang ky thuong tri, néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra;
truong hop khong c6 noi ding ky thudng tra va noi ding ky tam tré thi ghi theo noi dang sinh sdng.

®) Ghi thong tin vé gidy t& tiy than nhu: hd chiéu, chimg minh nhan dén hodc gidy t& hop 18 thay thé
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07. Tén thi tuc hanh chinh: Thi tuc ding ky chdam diet gidm hé cé yéu té nwéce

ngoadi.

Trinh ty thuc hién:

Buéc 1. Nguoi co yéu cau dang ky cham dat giam ho nop ho so tai
B¢ phan tlep nhan va tra két qua ctiia Uy ban nhan déan cp huyén c6
thAm quyén. Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam
viéc trong tuan (trtr ngay nghi 18).

Buére 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so,

xac dinh tinh hop 1¢ cua gidy to trong hd so do nguoi yéu cau nop,
xuét trinh; d6i chiéu thong tin trong To khai voi giay to trong ho SO.

- Néu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan,

trong do ghi r6 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; truong hop khong thé bd sung, hoan thién hd so ngay thi phai
1ap thanh van ban hudéng dan, trong d6 néu 13 loai gidy to, noi dung
can bd sung, hoan thién, ky, ghi rd ho, chit dém, tén ctia ngudi tiép
nhan.

- Ho so ding ky ho tich sau khi da dugc hudng din theo quy dinh
ma khong duoc bo sung diy du, hoan thién thi nguoi tiép nhan tir
chbi tiép nhan ho so. Viéc tir chdi tiép nhan hd so phai duoc thé hién
bang vin ban, trong d6 ghi rd 1y do tir chdi, nguoi tiép nhan ky, ghi
r6 ho, chir dém, tén.

Buéc 3. Trong thoi han 02 ngay 1am viée, ké tir ngay nhan du ho so,
néu thdy du diéu kién theo quy dinh phap luat thi Phong Tu phap
bao cdo Chu tich Uy ban nhéan dan cép huyén. Truong hop Chu tich
Uy ban nhéan dan cip huyén dong ¥ giai quyet thi ky cap Trich luc
dang ky cham dirt giam ho cho nguoi co yéu cau;

Buéc 4. Nguoi diang ky nhan két qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cép huyén (theo phiéu hen). Cong churc
lam cong tac ho tich ghi vao S6 dang ky chdm dut giam ho, cing
nguoi di dang ky chdm dit giam ho ky vao S6.

* Lwu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwoc cd'p tir s6
goc hodc ban sao dwgc ching thuc ti ban chinh thi nguoi tiép nhdn
ho so khéng dwoc yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi nép ban chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoe yéu cau
nguweoi di dang ky ngp ban sao cé chimg thuwce gidy to do.

+ Truong hop phdp ludt quy dinh xudt trinh gidy to khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,

khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiép nhan co thé chup 01 ban gidy to xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh de liew ho so.

+ Gidy to do co quan co tham quyén ciia nude ngodi cdp, cong chimg
hodc xdc nhin dé sir dung cho viéc ding ky ho tich tai Vit Nam phai
duogc hop phdp héa lanh sy, trir triong hop duroc mzen theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nwée ngodi phdi
dwege dich ra tiéng Viét va cong chimg ban dich hodc chiing thue chir
ky nguoi dich theo quy dinh cua phdp ludt.

+ Ngueoi tiép nhén cé trach nhiém tiép nhan ding, di hé so ding ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
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nguoi dang ky ho tich ngp thém giay to ma phap ludt ho tich khong
quy dinh phai nop.

Cach thire thwe hién:

- Nguoi co yéu cau ding ky chim dat gidm ho truc tiép hodc uy
quyén cho ngudi khac ndp ho so diang ky chdm dut giam ho;

- Ngudi ndp ho so dang ky chdm dut giam ho co thé ndp tryc tiép
hodc giri hd so qua hé thdng buu chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh ph?m ho so bao gﬁm:

* Gidy to’ phdi xudt trinh

- Ho chiéu hodc chimg minh nhén dan hodc thé can cude cong déan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan co
tham quyén cap, con gia tri sir dung dé chimg minh vé nhan than cua
nguoi co yéu cau dang ky cham dut giam ho.

Trudng hop giri hd so qua h¢ thong buu chinh thi phai gui kém theo
béan sao c6 chung thyuc gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

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

- Gidy to 1am can ctr chdm dut gidm ho theo quy dinh cta Bo luat dan
su.

- Van ban uy quyén theo quy dinh cua phap ludt trong truong hop iy
quyén thuc hién dang ky cham dirt giam ho. Trudng hop ngudi duoc
iy quyén 1a 6 ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cia
nguoi uy quyén thi van ban uy quyén khong phai cong chung, chu‘ng
thuc, nhung phéi c¢6 gidy to chimg minh méi quan hé véi nguoi iy
quyén.

b) S6 lrgng hd so: 01 bo.

Thoi han giai quyét:

02 ngay lam viéc.

Poi twong thuce hién:

C4a nhan.

Co quan thuec hién:

UBND cap huyén (Phong Tu phap tiép nhan ho so va tham muu
Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Trich lyc dang ky chim dut giam ho.

L¢ phi (néu c0)

L¢ phi dang ky cham durt giam h: 75.000 dong.
Mién 1€ phi cho nguoi thuge gia dinh c6 cong voi cach mang; nguoi
thudc ho ngheo; nguoi khuyét tat.

Tén méu don, to khai:

Td khai dang ky cham dat giam ho (theo Théng tw s6 15/2015/TT-
BTP ngay 16/11/2015 cua Bé Tu phap)

Yéu cau, diéu kién thue
hién TTHC:

Khong.

Can cu phap ly:

- Bo ludt Dan su.

- Ludt ho tich nam 2014,

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bé Tu phdp;

- Quyét dinh sé 29/2007/0P-UBND, ngay 20/6/2007 ciia UBND
tinh Kon Tum.

- Théng tw sé6 179/2015/TT-BTC ngay 13/11/2015 ciia B Tai
chinh.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY CHAM DUT GIAM HQ

Kinh @i @ oo
Ho, chit dém, t&Nn NGUOT YEU CAU .......covovvvcvceeeeeeeeee e
NOT CU T @ttt
Gy tO t0Y thAN: @

Pé nghi co quan ding ky chim dut viée giam ho giira:
Nguwoi giam h:
Ho, Chit G8m, tEN: ..o e e e

NOL CU oo i,

GIAY 10 1Y thAN @ttt e et es e ere e
Ngwoi duwge giam hg:
Ho, chilt G8m, T8N ... e a e e e e

Gidy khai sinh/Gidy t0 tiy than: @........covoviieiieeceeeeeee s
D3 dang ky giam ho tai quyen $6: .......coveeveveeennnen. 5 SO ettt

To61 cam doan nhitng ndi dung khai trén day 1a ding sy that va chiu trach
nhiém trugc phap luit vé cam doan cua minh.
Lam tai: ................ , ngay .... thang ...... 717777 A

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

Chu thich:

@ Ghi 5 tén co quan dang ky chdm dut giam hd.

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

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1€ thay thé

“ Ghi tén co quan dang ky gidm ho trude day.
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08. Tén thi tuc hanh chinh: Thii tuc thay doi, cdi chinh, bé sung hé tich, xdc

dinh lai ddn toc.

Trinh ty thuc hién:

Buwdc 1. Nguoi co yéu cau thay ddi, cai chinh, bd sung ho tich, xac
dinh lai dan tdc ndp hd so tai B phan tiép nhan va tra két qua cia Uy
ban nhan déan cdp huyén c6 thim quyén. Thoi gian: 7h30 — 11h va 13h
— 16h30 cac ngay lam viéc trong tudn (trir ngay nghi 18).

Buére 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd ho 50,
xac dinh tinh hop 1€ cua gidy to trong hd so do nguoi yéu cau ndp, xuat
trinh; d6i chiéu thong tin trong TS khai voi glay to trong ho SO.

- Néu hd so day du, hop 1¢, nguoi tlep nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gid tra két qua; néu hd so chua day du, hoan thién
thi huéng dan nguoi nop h6 so bd sung, hoan thién theo quy dinh;
truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap thanh
van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung céan b6 sung,
hoan thi¢n, ky, ghi rd ho, chitr dém, tén cia nguoi tlep nhan.

- Ho so dang ky ho tich sau khi da duoc hudng dan theo quy dinh ma
khong dugc bd sung day 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 o 1y do tir chdi, nguoi tiép nhan ky, ghi rd ho,
chir dém, tén.

Budée 3. Trong thoi han 3 ngay lam viéc ddi véi viée thay doi, cai
chinh ho tich, x4c dinh lai dan toc; ngay trong ngay lam viéc ddi voi
viéc bd sung hg tich, néu théy viéc thay ddi, cai chinh, bd sung ho
tich, xac dinh lai dan tdc 1a c6 co so, phu hop voi quy dinh cia phap
luat dan sy va phap luat c6 lién quan, Phong Tu phap bao cao Chu
tich Uy ban nhan dan cap huyén. Truong hop Chu tich Uy ban nhan
dan cap huyén dong y giai quyét thi ky Trich luc thay doi/cai ch1nh/b0
sung ho tich/xac dinh lai dan toc twong (mg cip cho nguoi co yéu cau;
Buéc 4. Nguoi dang ky nhan két qua tai Bo phéan tiép nhan va tra két
qua cta Uy ban nhéan dan cdp huyén (theo phiéu hen). Cong chirc 1am
cong tac ho tich ghi vao S6 dang ky thay doi, cai chinh, bd sung ho
tich, xac dinh lai dan toc va cung nguoi di dang ky ho tich ky vao So.
* Lwu y:

+ Truong hop nguoi yéu cau nép gidy tola ban sao diege cd'p tir 56
goc hodc ban sao dwoc chimg thuc tuw ban chinh thi nguoi tiép nhan
ho so khéng dwoc yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdan chinh thi nguoi tiép nhan hé so
kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to do, khong duoc yéu cau
nguoi di dang ky nop ban sao co6 chimg thuc glay to do.

+ Truong hop phdp ludt quy dinh xudt trinh glay to' khi dang ky ho
tich, ngueoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiép nhén co the chup 01 ban glay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.

+ Gidy to do co quan co tham quyén ciia medc ngodi cdp, cong chimg
hodc xdc nhdn dé sir dung cho viéc diang ky hé tich tai Viét Nam phai
dwogc hop phdp hoa lanh su, trie trieong hop dwoc mzen theo diéu wéc
quoc té ma Viét Nam la thanh vién, gidy to bdng tiéng nudc ngodi phdi
dwoc dich ra tzeng Viéet va cong chirng ban dich hogc chung thuc chir ky
nguoi dich theo quy dinh cua phadp ludt.

115




+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, di ho so dang ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguoi dang ky ho tich nép thém gidy to ma phdp ludt hé tich khéng
quy dinh phai nop

Cach thire thwe hién:

- Ngudi ¢6 yéu cau dang ky thay doi, cai chinh, bo sung hd tich, xac
dinh lai dan toc truc tiép hodc uy quyen cho nguoi khac thuc hién;

- Nguoi thye hién dang ky thay doi, cai chinh, bd sung h¢ tich, xac
dinh lai dan toc c6 thé ndp ho so truc tiép hodc gii hd so qua hé thong
buu chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Hd chiéu hodc ching minh nhan dan hoac thé can cudc cong dan
hodc céac giéy to khac c6 dan anh va thong tin ca nhén do co quan c6
thAm quyén cap, con gia tri sir dung dé ching minh vé nhén than cia
ngudi co yéu cau ding ky thay doi, cai chinh, bd sung ho tich, xac
dinh lai dan toc.

- Gidy to ching minh noi cu tri dé xac dinh tham quyén ding ky
trong truong hop cai chinh, b6 sung ho tich, xac dinh lai dan toc
khong phai tai Uy ban nhan dan cap huyén noi dang ky h¢ tich trude
day (trong giai doan Co so dir liéu quoc gia vé dan cu va Co so dur
liéu ho tich dién tir toan qubc chua dugc xay dung xong va thuc hién
thdng nhét trén toan quéc).

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

* Gidy to phdi nop

- To khai ding ky thay ddi, cai chinh, bo sung ho tich, xac dinh lai
dan toc (theo mau).

- Giéy to lién quan dén viée thay ddi, cai chinh, bd sung hd tich, xac
dinh lai dan toc.

- Van ban uy quyén theo quy dinh ctia phap luat trong truong hop uy
quyén thuc hién viéc ding ky thay doi, cai chinh, b6 sung ho tich, xac
dinh lai dan toc. Truong hop ngudi duoc uy quyén 14 6 _0ng, ba, cha, me,
con, vo, chong, anh, chi, em rudt cia nguoi uy quyén thi van ban uy
quyén khong phai cong chimg, chimg thuc, nhung phéi c6 gidy to chimg
minh mdi quan hé voi ngudi ay quyén.

b) S6 lwong hd so: 01 bd

Thoi han giai quyét:

- Ngay trong ngay lam vi¢c d6i véi viec b0 sung h¢ tich, truong hop
nhan ho so sau 15 gi0 ma khoéng giai quyét dugc ngay thi tra két qua
trong ngay lam viéc tiép theo.

- 03 ngay lam viéc ddi véi viee thay ddi, cai chinh ho tich, xac dinh
lai dan toc. Truong hop can phai xac minh thi thoi han duoc kéo dai
khong qua 06 ngay lam viéc.

Poi twong thue hién:

Ca nhan.

Co quan thuc hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Trich luc thay doi/cai chinh/bo sung hé tich/xac dinh lai dan tdc.

Lé phi (néu c6)

Lé phi thay doi, cai chinh ho tich cho nguoi tir du 14 tudi tré 1én, bo
sung ho tich, x4c dinh lai dan toc: 28.000 déng.

Mién 1¢ phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi
thugc ho nghéo; ngudi khuyét tat.

Tén mau don, to khai:

To khai dang ky thay doi, cai chinh, bo sung h9 tich, xéc dinh lai dan toc
(theo Thong tw so 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu
phap)
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Yéu cau, diéu Kkién | Khong.
thwe hién TTHC:
Can cw phap ly: - Ludt ho tich nam 2014,

- Nghi dinh s6 123/2015/NP-CP ngdy 15/11/2015 ciia Chinh phu;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bé T phdp;

- Quyét dinh s6 29/2007/0D-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh.
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http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

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

Kinh gui: ettt

Ho, chi d8m, tén NEUOT YU CAUL .....ovovveeeieeieeeeeseeeceeeeeee st
INOT CU T B oo et e e et et e s e et es et es e et ee e ee s e et en e et en s ees e aeseneneesens
GAY 10 Y thAN: @i
Quan hé véi nguoi dé nghi dugc thay doi, cai chinh, xac dinh lai dan toc, bo sung ho tich:
Dé nghi co quan ding ky viéc et ettt

cho nguoi co tén dudi day

DS LR et et A

bi dang ky ©) e ngay......... thang ......... NAM ...oeeenneennne tai

T61 cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhiém trude phap
luat vé cam doan ctia minh.
Lam tai: .............. ,Ngay .....thang ..... nam ..........
Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)

Y kién cua nguoi dugc thay ddi ho, tén (néu Y kién cua cha va me (néu thay dbi ho, chir
nguoi d6 tr da 9 tudi trd 1€n); xac dinh lai dan dém, tén cho nguoi dudi 18 tudi)
toc (n€u ngudi do tir du 15 tudi dén dudi 18 tUOI) coeeveieee e
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Chu thich:

1. Ghi r6 tén co quan dang ky viéc thay ddi, cai chinh, bd sung ho tich, xac dinh lai dan tdc, xac dinh lai
gidi tinh trong Gidy khai sinh.

2. Ghi theo dia chi ding ky thuong trii; 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 tri va noi dang ky tam tra thi ghi theo noi dang sinh
song.

3. Ghi thong tin vé gidy to tiry than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay thé

4. Ghi r0 loai viéc thuc hién

5. Ghi 10 loai viéc hd tich da dang ky trudce day

6. Ghi rd n¢i dung thay ddi, cai chinh, xac dinh lai dan toc

Trudng hop bd sung ho tich thi ghi rd ndi dung dé nghi bo sung.

119



09. Tén thi tuc hanh chinh: Thii tuc ghi vao S6 hé tich viéc két hon ciia cong
ddn Viét Nam da dwoc gidai quyét tai co quan co thadm quyén ciua nwdc ngoai.

Trinh ty thuc hién:

Buéc 1. Nguoi co yéu cau ghi vao S6 ho tich viéc két hon da duoc
giai quyet tai co quan c6 tham quyén cua nude ngoai (sau day goi la
ghi chu két hon) nop hd so tai Bo phan tlep nhan va tra két qua cia
Uy ban nhan dan cép huyén c6 tham quyén. Thoi gian: 7h30 — 11h va
13h — 16h30 cac ngay lam viéc trong tuan (trtr ngay nghi 18).

Budc 2. Nguoi tiép nhan ¢6 trach nhiém kiém tra ngay toan bo ho 80,
xac dinh tinh hop 1€ cua gidy to trong ho so do nguoi yéu cau nop, xut
trinh; d6i chiéu thong tin trong T& khai voi g1ay to trong ho SO.

- Néu hd so day du, hop 18, nguol t1ep nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qué; néu hé so chua ddy du, hoan thién
thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy dinh;
truong hop khong thé bo sung, hoan thién ho so ngay thi phai 1ap thanh
van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can b sung,
hoan thién, ky, ghi rd ho, chir dém, tén ciia ngudi tiép nhan.

- Ho so sau khi dd duoc huéng dan theo quy dinh ma khong duogc bd
sung ddy du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so.
Viéce tir chdi tiép nhan hd so phai duoc thé hién bang van ban, trong
do6 ghi 1o 1y do tur chéi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.
Buée 3. Néu thay yéu cau ghi chu két hon du didu kién, khong thudc
truong hop tir chéi ghi vao s viée két hon theo quy dinh, Phong Tu
phap bao cdo Chu tich Uy ban nhan déan cép huyén xem xet, quyét
dinh. Truong hop Chu tich Uy ban nhan dan dong y giai quyét thi ky
Trich luc ghi chii két hon cap cho ngudi yéu cau; Cong chic 1am cong
tac ho tich ghi vao S6 dang ky két hon.

Budre 4. Nguoi dang ky nhén két qua tai Bo phén tiép nhan va tra két
qua cua Uy ban nhan dan cap huyén (theo phiéu hen).

* Yéu cau ghi chit két hon bi tir choi trong cdc trwong hop sau:

- Viéc két hon vi pham diéu cam theo quy dinh cta Ludt hon nhan
va gia dinh.

- Cong dan Viét Nam két hon véi nguoi nude ngoai tai co quan dai
di¢n ngoai giao, co quan dai dién lanh sy nudc ngoai tai Viét
Nam.

* Luu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dwgc cd'p tir 56
goc hodac ban sao dwoc chirng thyc tuw ban chinh thi nguoi tiép nhdn
hé so khong dwege yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi nép ban chup va xudt trinh ban chinh thi ngueoi tiép nhdn ho so
kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu ndi dung gidy to do, khéng dwoc yéu cdu
nguot di dang ky ngp ban sao c6 chimg thuc gid'y to do.

+ Truong hop phdp ludt quy dinh xudt trinh gzay 10" khi dang ky hg
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong dwoc yéu cau nguot dang ky ho tich ngp thém ban sao gidy to
dé. Ngueoi tiép nhan co the chup 01 ban gzay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.

+ Gidy to do co quan co tham quyén ciia nude ngodi cdp, cong chirmg
hodc xdc nhin dé sir dung cho viéc ding ky hé tich tai Viét Nam phai
dwoc hop phdp hoa lanh sy, trie trieong hop duwoc mzen theo diéu wéc
quéc té ma Viét Nam la thanh vién; gidy to bang tiéng nudc ngodi phdi

120




duwoc dich ra tiéeng Viét va cong chirg ban dich hodc chimg thiee chit ky
nguoi dich theo quy dinh cia phdp lugt.

+ Nguweoi tiép nhdn cé trach nhiém tiép nhdn diing, i ho so ding ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguwoi dang ky ho tich ndp thém gidy to ma phdp ludt hé tich khong
quy dinh phai nop.

Cach thire thwe hién:

- Ngudi c6 yéu cau ghi chii két hon truc tiép thuc hién hodc uy quyén
cho nguoi khac thuc hién viéc ghi cha két hon;

- Ngudi thue hién viée ghi cha két hon 6 thé nop ho so truc tiép hodc
giri ho so qua hé théng buu chmh

Thanh phan, s6 hrong
ho so:

a) Thanh phan ho so bao gom

* Gidy tor ' phai xudt trinh

- Ho chiéu hodc ching minh nhan dan hodc thé can cudc cong dan
hoac cac giéy to' khac ¢6 dan anh va thong tin ca nhan do co quan c6
thim quyén cap, con gia tri sir dung dé ching minh vé nhan than cta
nguoi co yéu cau ghi chi két hon (glay to tuy than);

- Gidy to ching minh noi cu tra dé xac dinh thAm quyén (trong giai
doan Co so dir liéu quoc gia vé dan cu va Co so dit liéu ho tich dién
tr toan qudc chua dugce xdy dung xong va thuc hién théng nhat trén
toan qudc).

Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém theo
ban sao c¢6 ching thuc cac gidy to phai xut trinh néu trén.

* Gidy to phdi ngp

- To khai ghi cha két hon (theo méu);

- Ban sao gidy to chimg nhén viée két hon do co quan c6 tham quyén
cua nudc ngoa1 cap;

- Ban sao gidy to tuy than cua ca hai bén nam, nit, néu gui ho so qua
hé thong buu chinh;

- Néu cong dan Viét Nam da ly hon hoic hity viéc két hon tai co quan
¢6 thim quyén nudc ngoai thi phai ndp trich luc vé viéc da ghi vao SO
ho tich viéc ly hon hodc huy viée két hon (Trich luc ghi chu ly hon).

- Van ban uy quyén theo quy dinh cia phap luat trong truong hop ty
quyen thuc hién viéc ghi chi két hon. Trudng hop nguoi duge uy
quyén la ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia nguoi
Uy quyén thi vin ban uy quyén khong phai cong ching, chimg thuc,
nhung phai ¢6 gidy to chimg minh méi quan hé véi nguoi ty quyén.
b) S6 lwong ho so: 01 bd.

Thoi han gidi quyét:

12 ngay lam viéc.

Poi twong thue hién:

Ca nhan.

Co quan thuc hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Trich lyc ghi cha két hon.

Lé phi (néu cé)

L€ phi ghi vao S6 ho tich viéc ho tich cia cong dan Viét Nam dé dugc
giai quyét tai co quan c6 thim quyén ciia nudc ngoai: 75.000 dong.
Mién 1é phi cho nguoi thudc gia dinh c¢6 cong v6i cach mang; ngudi
thudc hg nghéo; nguoi khuyét tat.

Tén méu don, to khai:

TS khai ghi chi két hon (theo Théng nr sé6 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tu phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

- Viéc két hon giira cong dan Viét Nam v6i nhau hodc véi nguoi nude
ngoai da duoc giai quyét tai co quan c6 tham quyén ciia nude ngoai &
nude ngoai duoc ghi vao S6 ho tich néu tai thoi diém két hon, cac bén
dap tmg du diéu kién két hon va khong vi pham diéu cAm theo quy
dinh cia Luat hon nhan va gia dinh Viét Nam.
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- Néu vao thoi diém ding ky tai co quan c6 tham quyén nudc ngoai,
viéc két hon khong dap umg diéu kién két hon, nhung khoéng vi pham
diéu cAm theo quy dinh ctia Luat hon nhan va gia dinh, nhung vao
thoi diém yéu ciu ghi vao SO ho tich viée két hon, hau qua da duoc
khic phuc hodc viéc ghi chii két hon 13 nhim bao vé quyén loi cia
cong dan Vi¢t Nam va tré em, thi viéc két hon cling dugc ghi vao So
hd tich.

Can cw phap ly:

- Ludt hon nhan va gia dinh,

- Ludt hé tich nam 2014,

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phi;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tw phdp;

- Quyét dinh s6 29/2007/QD-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B6 Tai chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI GHI CHU KET HON

Kinh gtri: P

Ho, chit dém, tén nguoi yéu CAL vttt ettt et ettt e et ettt et et ettt et ee et en e
INOT CU T @ et
Gidy to tuy than: ettt ettt et
D& nghi co quan ghi vao sb viéc két hon sau day:

Ho, chir dém, tén bén nit: .................coe. Ho, chir dém, tén bén nam: .....................

Ngay, thang, ndm sinh: ..........ccccooiiiiiinnn, Ngay, thang, ndm sinh: ..........ccoeiiiiinnn

Dan toc: ...occvvvvviiinnns Quéc tich: ................ Dantoc: ........eeee. Quéc tich: ..o,
Noi e tri: @ o, NoOi e tri: @ s

Giay to tuy than: ™ ..., Gidy to tiry than: © ..o,
ba dang ky két hon BB et
........................................................................................... T RS
cap ngay........ thang ...... 181210 1 R TP

Trudce khi két hon lan nay chua ting két hon/da timg két hon nhung hoén nhan da chadm
dat®,

To61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém
trudc phap ludt vé cam doan ctia minh.

Tai liéu gui kem theo To khai: Lam tqi: ........., ngay ...... thang ....... nam ........
............................................................ Nguoi yéu cau
............................................................ (Ky, ghi ro ho, chit dém, tén)

Chau thich:

@ Ghi 15 tén co quan thuc hién ghi cha két hon.

@ Ghi theo dia chi dang ky thuong tra; néu khéng c6 noi ding ky thuong trii thi ghi theo dia chi dang ky
ta,m tr; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tri thi ghi theo noi dang sinh
song.

®) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan ‘hodc gidy t& hop 16 thay

@ Ghi 16 tén glay to da cong nhan viée két hon ciia co quan co tham quyén cia nudc ngoai.

®) Néu da ting két hon thi ghi 16 can ctr chdm dirt quan hé hon nhan & dong phia dudi. Néu can ctr chdm
dirt quan hé hon nhan 1 ly hon thi ghi rd hinh thire van ban ly hén, ngay c¢6 hiéu luc, tén co quan cap.
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10. Tén thu tuc hanh chinh: Thi tuc ghi vao 8o hé tich vigc ly hon, huy viéc két
hén ciia cong din Vit Nam da dwoc gidi quyét tai co quan cé tham quyén ciia nude ngodi.

Trinh ty thuc hién: Bude 1. Nguoi ¢6 yéu cau ghi vao S6 ho tich viée ly hon, huy viée
két hon da duoc giai quyét tai co quan co6 thim quyén clia nudc ngoai
(sau day goi la ghi chua ly hon) nop hd so tai Bo _phén tlep nhan va tra
két qua cua Uy ban nhan dan cdp huyén c6 thdm quyén. Thoi gian:
7h30 — 11h va 13h — 16h30 cac ngay lam viéc trong tuan (trir ngay
nghi 18).

Buwée 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo ho 50,
xdc dinh tinh hop 1¢ cua gidy to trong hd so do nguoi yéu ciu ndp, xuat
trinh; ddi chiéu thong tin trong T& khai voi glay to trong ho SO.

- Néu ho so day du, hop 18, nguoi tlep nhan hd so viét gidy tiép nhan,
trong d6 ghi 16 ngay, gid tra két qua; néu hé so chwa day du, hoan thién
thi huéng dan nguoi ndp ho so bd sung, hoan thién theo quy dinh;
truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap thanh
van ban hudéng dan, trong d6 néu rd loai gidy to, ndi dung can b sung,
hoan thi¢n, ky, ghi 13 ho, chir dém, tén ctia nguoi tlep nhan.

- H6 so sau khi da dugc huéng dan theo quy dinh ma khong dugc bd
sung déy da, hoan thién thi nguoi tiép nhan tir chdi tiép nhén ho so.
Viéc tir chéi tiép nhan ho so phai duoc thé hién bang van ban, trong
d6 ghi 16 1y do tir chdi, ngudi tiép nhan ky, ghi 16 ho, chir dém, tén.
Buwéc 3. Néu thdy yéu cau ghi cha ly hon 1a phu hop quy dinh phap
ludt, viéc ly hon, huy viéc két hon khong thudc truong hop cé don yéu
cau thi hanh tai Viét Nam hodc c¢6 don yéu cau khong cong nhan tai
Viét Nam dugc dang tai trén Céng thong tin dién tir cia BO Tu phéap
thi Phong Tu phép bao cao Chu tich Uy ban nhan dén cap huyén xem
x€t, quyet dinh. Truong hop Chu tich Uy ban nhan dan dong v giai
quyét thi ky Trich luc ghi cha ly hon cdp cho ngudi yéu cau; cong
chirc 1am cong tac ho tich ghi vao S6 ghi chi ly hon.

Budc 4. Nguoi diang ky nhan két qua tai Bo phan tiép nhan va tra két
quéa cta Uy ban nhan déan cp huyén (theo phiéu hen).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc cap tir 56
goc hodc ban sao dwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khéng dwoe yéu cau xudt trinh bdn chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdan chinh thi nguwoi tiép nhdan ho so
kiém tra, déi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhén vé viéc da doi chiéu noi dung gidy to do, khong duwoc yéu cau
nguoti di dang ky ngp ban sao co chirng thyc gzay to do.

+ Truong hop phdp ludt quy dinh xudt trinh gzay 10 khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va trd lai cho ngwoi xudt trinh,
khong duwoc yéu cau nguoi dang ky ho tich nop thém ban sao gidy to
d6. Nguoi tiép nhan c6 the chup 01 ban glay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.

+ Giay to do co quan co thdm quyén ciia nude ngodi cdp, cong chimg
hodic xdc nhdn dé sir dung cho viéc dang ky hé tich tai Viet Nam phai
dugc hop phdp hoa lanh su, trir truong hop duoc mlen theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng medc ngodi phdi
dwoce dich ra tiéng Viét va cong chirng ban dich hodc chimg thie chit ky
nguoi dich theo quy dinh cua phap ludt.

+ Nguoi tiép nhdn co trach nhiém tiép nhan ding, di hé so dang ky
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ho tich theo quy dinh ciua phdp ludt ho tich, khong duwoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phap ludt ho tich khong
quy dinh phai nop.

Cach thirc thyc hién:

- Ngudi co yéu cau ghi chu ly hon truc tiép thuc hién hodc ty quyén
cho nguoi khac thyc hién viée ghi chua ly hon;

- Nguoi thuc hién viéc ghi chu ly hon cé thé nop hd so truc tiép hoiac
giri hd so qua hé thong buu chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phai xuét trinh:

- Ho chiéu hodc chimg minh nhén dan hodc thé can cudc cong dan
hodc cac glay to khac ¢6 dan anh va thong tin ca nhén do co quan c6
thAm quyén cap, con gié trj str dung dé chimg minh vé nhan thin cia
nguoi c6 yéu cau ghi cha ly hon.

- Gidy to chtirng minh noi cu tri dé xéac dinh thAm quyén trong trudng
hop cong dan Viét Nam tir nuéc ngoai vé thuong tra tai Viét Nam
¢ yéu ciu ghi cht ly hon, cong dan Viét Nam khong thuong tra tai
Viét Nam yéu cau ghi chu ly hén tai Uy ban nhan dan cap huyén noi
cur trli trude khi xuat canh (trong giai doan Co 80 dir liéu quoc gia vé
dan cu va Co so dir liéu ho tich dién tir toan qudc chua dugce xay dung
xong va thuc hién théng nhat trén toan qudc).

Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém theo
ban sao c¢6 ching thuc cac gidy to phai xut trinh néu trén.

* Gidy to phai ndp:

- T khai ghi chua ly hon (theo mau);

- Ban sao Ban an, quyét dinh ly hon, hity két hon, vin ban théa thuan
ly hén hodc gidy to khac cong nhan viéc ly hén do co quan co thim
quyén cta nudc ngoai cap da c6 hiéu luc phép luat.

- Van ban uy quyén theo quy dinh cua phap luét trong truong hop uy
quyén thyc hién viéc ghi chu ly hon. Truong hop ngudi duoc uy
quyén 1a 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia nguoi
iy quyén thi van ban uy quyén khong phai cong ching, chimg thuc,
nhung phai c6 glay td chimg minh méi quan hé véi nguoi ty quyén.

b) S6 lwong ho so: 01 bd.

Thoi han gidi quyét:

12 ngay lam viéc.

Poi twong thue hién:

Ca nhan.

Co quan thuc hién:

UBND cap huyén (Phong Tu phap cap huyén tiép nhan ho so va tham
muu Chi tich Uy ban nhan dan cip huyén xem xét, quyét dinh).

Két qua:

Trich lyc ghi chu ly hon.

L¢ phi (néu c0)

L¢ phi ghi vao S6 ho tich viéc ho tich cia cong dan Viét Nam da dugc
giai quyét tai co quan c6 thim quyén ciia nudc ngoai: 75.000 dong.
Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; ngudi
thudc hg nghéo; nguoi khuyét tat.

Tén méu don, to khai:

Td khai ghi cha ly hon (theo Théng tw sé6 15/2015/TT-BTP ngay
16/11/2015 cua Bé Tw phap)

Yéu cau, diéu Kkién
thuc hién TTHC:

- Ban 4n, quyét dinh ly hon, hity két hon, van ban thoa thuan ly hon di co
hiéu luc phap luat hodc gidy to khéc cong nhan viéc ly hon do co quan
c¢6 tham quyén cta nudc ngoai cap khong vi pham quy dinh cta Luat
hon nhan va gia dinh.

- Viée ly hon, huy két hon cua cong dan Viét Nam do co quan co
tham quyen nudc ngoai giai quyét khong thude truong hop c6 don
yéu cau thi hanh tai Viét Nam hodc ¢6 don yéu cau khéng cong nhan
tai Viét Nam.

- Cong dan Viét Nam da ly hon, hiry viéc két hon ¢ nude ngoai, sau
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dé vé nudce thuong trit hodc 1am thu tuc dang ky két hon mdi tai co
quan c6 tham quyén cua Viét Nam thi phai ghi chu ly hén. Trudng
hop da nhiéu lan ly hon hodc hity viéc két hon thi chi 1am thu tuc ghi
chu 1an ly hon, hity viéc két hon gin nhét.

Can cu phap ly:

- Ludt hé tich nam 2014,

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B¢ Tw phdp;

- Quyét dinh s6 29/2007/QD-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B6 Tai chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI GHI CHU LY HON

Kinh gtri: P

Ho, chit d€m, t&€N NEUOT YEU CAU  .evviiiiiiiiiieiiiie sttt sttt e e sbn e nbne e nnbee e

N T CU T @ oo

GHAY O 1Y thANT @ oottt ettt
Quan hé vo1 nguot dugce ghi ChUli .....ooiiii e
Pé nghi ghi vao s6 ho tich VI8C .....covvveveveeeeeenn da duoc giai quyét tai co quan cd
tham quyén cua nudc ngoai cho ngudi dudi day:

Ho, chirdém, tén: .............coc..oooiiii e, GGt
Ngay, thang, nam, SINN: ... e e

Gidy to tiy than: ettt ettt e
NOT CU T RICN NAY: ..ottt e et e et e e e e eae e anee e
NOi e tri trrdc KDi XUAL CANN: ..ottt sttt

NOi dAng KY Két NON UG GAY:.......vooeveeeeceeeeeeeeeee ettt

Pa ., vo1 ong/ba:
Ho, chir d€m t€I: ... ... e e e e e e e

TEO O oo e e et ettt r et r et r et ren e enn

T61 cam doan nhitng ndi1 dung khai trén day la dung su that va chiu trach nhi¢m
trudc phap luat vé cam doan ciia minh.

Tai liéu gui kem theo To khai: Lam tai: ........., ngay ....... thang ....... nam ........
............................................................ Nguoi yéu cau
............................................................ (Ky, ghi ro ho, chir dém, tén)

Chu thich:

@ Ghi rd tén co quan thyc hién ghi cht hd tich.

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

(3) Ghi thong tin vé gidy to tly than nhu: ho chiéu, ching minh nhan dan hoic gidy t& hop 18 thay thé

“ Ghi 5 hinh thirc viin ban: Ban an/quyét dinh/ thoa thuan/céc hinh thirc khéc.

®) Ghi 5 tén co quan nudc ngoai da giai quyét ly hon/huy két hon.
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11. Tén thii tuc hanh chinh: Thi tuc ghi vao S6 hé tich viéc hé tich khdc ciia
cong dan Viét Nam da dwoc gidi quyét tai co quan co tham quyén cua nuwdéc ngoai (khai
sinh; giam h; nhdn cha, me, con; xdc dinh cha, me, con; nudi con nuéi; khai tir; thay

doi ho tich).

Trinh tu thwe hién:

Buéce 1. Nguoi yéu cau ghi vao S6 hg tich viéc khai sinh; giam ho;
nhén cha, me, con; xac dinh cha, me, con; nudi con nudi; khai tu;
thay d6i ho tich da dwoc giai quyét tai co quan ¢ tham quyen cua
nudc ngoai (sau day goi la ghi chu thay dbi ho tich co yéu té nudc
ngoai) nop ho so tai B§ phén tlep nhan va tra két qua cua Uy ban
nhan dan cap huyén c6 thim quyén. Thoi gian: 7h30 — 11h va 13h
— 16h30 cac ngay 1am viéc trong tuln (trir ngay nghi 18).

Buwére 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo ho 50,
xdc dinh tinh hop 1¢ cua gidy to trong hd so do nguoi yéu ciu ndp, xuat
trinh; d6i chiéu thong tin trong T& khai voi glay to trong ho SO.

- Néu ho so day du, hop 18, nguoi tlep nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién
thi huéng dan ngudi ndp hd so bd sung, hoan thién theo quy dinh;
truong hop khong thé bo sung, hoan thién ho S0 ngay thi phai 1ap thanh
van ban hudng dan, trong d6 néu rd loai gidy to, ndi dung can b sung,
hoan thién, ky, ghi rd ho, chitr dém, tén ctia ngudi tiép nhan.

- H6 so sau khi da dugc hudng dan theo quy dinh ma khéng dugc bd
sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so.
Viéc tir chéi tiép nhan hd so phai duoc thé hién bang vin ban, trong
d6 ghi 16 1y do tir chdi, ngudi tiép nhan ky, ghi 16 ho, chir dém, tén.
Buwéc3.: Néu thdy yéu cau ghi cha thay d6i ho tich co yéu t6 nude
ngoai du diéu kién, phu hop quy dinh phap luat, Phong Tu phap bao
cao Chu tich Uy ban nhan dan cap huyén. Truong hgp Chu tich Uy
ban nhan dan dong ¥ giai quyét thi ky Trich luc ho tich tuong tng cp
cho nguoi yéu cau; cong chirc lam cong tac ho tich ghi ndi dung ghi
chi vao S6 ho tich theo quy dinh.

Buéc 4. Nguoi dang ky nhan két qua tai Bo phén tiép nhan va tra két
quéa cta Uy ban nhan déan cip huyén (theo phiéu hen).

* Lwu y:

+ Truong hop nguoi yéu cau ndp gidy to la ban sao dige cd'p tir 56
goc hodc ban sao dwoc chirng thyc tir ban chinh thi nguoi tiép nhan
hé so khéng dwege yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi nép ban chup va xudt trinh ban chinh thi ngueoi tiép nhdn ho so
kiém tra, doi chiéu ban chup véi ban chinh va ky vao bdan chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to do, khéng dwoc yéu cdu
nguoi di dang ky ngp ban sao c6 chimg thuc gicfy to do.

+ Truong hop phdp ludt quy dinh xudt trinh gzay to khi dang ky hg
tich, ngueoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong duwoc yéu cau nguoi dang ky ho tich nop thém ban sao gidy to
d6. Nguoi tiép nhan c6 the chup 01 ban glay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luu hé so.

+ Giay to do co quan co thdm quyén ciia nude ngodi cdp, cong chimg
hodic xdc nhdn dé sir dung cho viéc dang ky hé tich tai Viet Nam phai
duogc hop phdp hoa lanh su, trir truong hop duoc mlen theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng medc ngodi phdi
dwoc dich ra tleng Viét va cong chung ban dich hoac ching thyc chit ky
nguoi dich theo quy dinh cua phap luat.
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+ Nguweoi tiép nhdn cé trach nhiém tiép nhdn ding, di ho so dang ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguwoi dang ky ho tich ndp thém gidy to ma phdp ludt hé tich khéng
quy dinh phai nop.

Cach thire thwe hién:

- Ngudi co yéu cau ghi cha thay d6i ho tich co yéu td nudc ngoai truc
tiép thuc hién hoac uy quyén cho nguodi khac thyc hién viéc ghi chu;

- Nguoi thue hién viée ghi chu ¢ thé ndp hd so truc tiép hodc gui hd
so qua hé théng buu chinh.

Thanh phan, s6 hrong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phai xuit trinh:

- Ho chiéu hoac ching minh nhan dan hodc thé can cudc cong dan
hoac cac giéy to' khac ¢6 dan anh va thong tin ca nhan do co quan c6
thim quyén cap, con gia tri sir dung dé ching minh vé nhan than cua
nguoi co yéu cau ghi cha thay dbi ho tich co yeu tb nudc ngoai;

- Glay to chirmg minh noi cu tra dé xac dinh thadm quyén ghi chu thay
d6i ho tich c6 yéu td nudc ngoai (trong giai doan Co sO dir liéu quoc
gia vé dan cu va Co so dir liéu ho tich dién tir toan qudc chua duge
xay dung xong va thuc hién thong nhét trén toan qudc).

Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém theo
ban sao c¢6 ching thuc cac gidy to phai xut trinh néu trén.

* Gidy to phai ndp

- To khai theo quy dinh cho timg trudng hop cu thé (theo mau).

- Ban sao gidy to ching minh viéc ho tich da dugc giai quyét tai co
quan c6 tham quyén clia nudc ngoai.

- Vin ban thoa thuan lya chon qubc tich Viét Nam cho con cua cha,
me d6i v6i trudng hop ngudi yéu cau ghi vao SO ho tich viée khai
sinh ¢6 cha hodc me 1a cong dan Viét Nam, nguoi kia 1a ngudi nude
ngoai, trong truong hop Gidy khai sinh va gidy to di lai quoc té do co
quan c6 tham quyén nudc ngoai cip khong ghi qudc tich ctia ngudi
con.

- Vin ban uy quyén theo quy dinh cta phép luét trong trudng hop uy
quyén thyc hién viéc ghi chi. Truong hop nguoi duge ty quyén la
ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua nguoi uy
quyén thi van ban uy quyén khong phai cong chung, ching thyc,
nhung phai c¢6 gidy to chirg minh mbi quan hé véi nguoi Gy quyén.

b) S6 lwong ho so: 01 bd

Thoi han giai quyét:

Ngay trong ngay tlep nhan ho so, truong hop nhan ho so sau 15 gio
ma khong giai quyét dugc ngay thi tra két qua trong ngay lam vige
tiép theo. Trong truong hop phai xac minh thi thoi han giai quyét
khong qua 3 ngay lam viéc.

Poi twong thue hién:

Ca nhan

Co quan thuc hién:

UBND cap huyén (Phong Tu phap cap huyén tiép nhan ho so va tham
muu Chi tich Uy ban nhan dan cip huyén xem xét, quyét dinh).

Két qua:

Trich luc ghi vao s6 ho tich viéc khai sinh/Trich luc ghi chu thay doi
ho tich.

Lé phi (néu cé)

L¢ phi ghi vao S6 h¢ tich viéc h¢ tich cia cong dan Viét Nam da dugc
g1a1 quyét tai co quan c6 tham quyén cua nude ngoai: 75.000 dong.
Mién 1¢ phi cho ngudi thudc gia dinh co cong v6i cach mang; ngudi
thudc ho ngheo; nguoi khuyét tat.

Tén méu don, to khai:

;i"rl;g. khai ghi vao s6 ho tich viéc khai (theo Théng r o
NV ST n . | 15/2015/TT-BTP ngay
tﬁTo khai ghi vao so h¢ tich viéc khai 16/11/2015 ciia B6 Tue phdp)
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- To khai ghi vao s6 ho tich viéc nudi
con nudi;

- To khai ghi chu viéc giam hQ, nhan
cha, me, con;

- To khai ghi chu thay d6i ho tich

Yéu cdu, diéu kién | Khong.
thuc hién TTHC:
Can cw phap ly: - Ludt ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tuw phdp;

- Quyét dinh s6 29/2007/QD-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B6 Tai chinh.

130



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

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI GHI VAO SO HQ TICH VIEC KHAI SINH

Kinh gtri: ettt
Ho, chit dém, t8n NEWOT YAU CAUS ......oeoveeeieceeeeeeeee e e s,
GIAY 1O 1Y thAN: @ittt
NOT CU T @ittt ettt ettt et n e
Quan hé vo1 ngudl uoc Khat SINh: ....ooviiiiiiiice e
Dé nghi ghi vao s6 ho tich viéc khai sinh cho ngudi c6 tén dudi day:
HQ, Chit A€M, T8I: ... ..eiiiiiii i
Gidi tinh:....ccooooiieeen. Dan tdc: v QUOC tCh: o
Ngay, thang, ndm sinh: ........cccccviiiiiiiiicee e ghi bang Chi:........ovvveceeeeeeeceeeeans
NOT SINNL oo
QUE QUAN ..o
Ho, chir dém, tén cha: ...,
Nam sinh: .................... Dan toc: .vveviiiiiies e Qude tich: oo
NOT CU T @) ottt en s

Ho, chit dém, ten me: ...

Nam sinh: .....cccooeeneennne. Dan tOc: ..coveiiiiii e QUOC HCR: .o
NOT CU T @) ottt n et ees s
Da dugc dang kY khai sinh tai® ..o
Gidy khai sinh $6® .........cccooovvvciii. cAp ngay......... Lo i

T61 cam doan nhitng ndi1 dung khai trén day la dung su that va chiu trach nhi¢m
trude phap luat vé cam doan ctia minh.
Lamtai: ..., ‘ngay...... thang ....... nam ...

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

Chu thich:

Y Ghi rd tén co quan ghi vao sd hé tich viéc khai sinh

@ Ghi thong tin vé gidy to tily than cua ngudi di dang ky, ghi rd sb, co quan cép, ngay cip ho chibu, chimg
minh nhan dan hodc gidy to hop 1¢ thay thé

®) Ghi theo dia chi ding ky thuong tri; néu khong ¢ noi dang ky thudng tri 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
song.

“) Ghi rd tén co quan, tén qudc gia nudc ngoai di ding ky su kién ho tich.

®) Ghi s6, ngay, thang, ndm co quan nudc ngoai cAp Gidy khai sinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HQ TICH VIEC KHAI TU

Kinh gui: et

Ho, chit dém, tén nguoi yéu 1S LY
NOT OU T @ sttt
GHAY 10 Y ThANT @ oo s s e s es e s s es s st ess s et ers e
Quan hé VOT NEUOT Q8 CREE: ..ottt
D& nghi ghi vao s6 ho tich viéc khai tir cho ngudi cé tén duwdi day:

Ho, chlt G&m, tEN: ..., Gidi tinh: o
Ngay, thang, NAM SINN: ..o
DAN tOC: oo Quéc tICh: s
Noi cu trii cudi cung: ) ettt ettt
GHAY 10 Y AN @ ettt
Da chét vao 10C: v Joa (o SRS phut, ngay ............. thang .......... nam ...............
N ) £ SO
NGUYBN NNAN CREL: ..o

T80 ) e,

To61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Tai liéu gui kem theo To khai: Lamtai: ..., §ngay...... thang ....... nam ...
....................................................................... Ngu’(‘)'i yéu cau
....................................................................... (KJ}: ghl ]/‘5 hO, chz} dém, tén)

Chii thich:

@ Ghi 15 tén co quan thyc hién ghi chu ho tich.

@ Ghi theo dia chi ding ky thudng trii; néu khéng c6 noi dang ky thuong tra thi ghi theo dia chi ding ky
tam tru; truong hop khong c6 noi dang ky thuong tril va noi dang ky tam tra thi ghi theo dia chi noi sinh
sdng thyec té.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chu’ng minh nhan dan hodc gidy to hop 16 thay thé @
Ghi 16 tén gidy to ho tich duoc co quan c6 tham quyén nudc ngoai cap.

®) Ghi 5 tén co quan nudc ngoai da dang ky sy kién ho tich.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI VAO SO HO TICH VIEC NUOI CON NUOI

Kinh gui: e

Ho, chit dém, tén nguoi yéu CAULL woveeeeeee ettt et et e et et ee et e et et et et et et ettt ee et et en et en et e
NOT CU T @ ettt
GHAY 1O Y ThANT @ oottt
Dé nghi ghi vao s6 ho tich viéc nudi con nudi di duge giai quyét tai co quan co thim
quyén ctia nudc ngoai cho nguoi duodi day:

Ho, chit d€m, tEN: .........cc..oooovriiec e Gi6i tinh ..o,
Ngay, thang, NAM SINN: ...
DAn tOC ... Quéc TICH: e
DL R R 4 LA
Gidy khai sinh/Gidy t& thy thAn: @.......oo.iveeeeeeeeee e

La con nuéi caa:

Ho, chivr dém, tén cha: ...

Nam sinh: .....oocovvvvevivnnnnnn. Dan toc: cvvveevviiiiieeeeeiiien, Qudc tiCh: oo
NOT CU T @ ottt n st aneeeas

Ho, chir dém, t€n M. ...

Nam sinh: .......cccovvvvvininnns Dan toc: ...ovvvvvvriviiiiiiiiiiinnnns Quéc tich: ...

N OT U T @ oo et e et e,

CAp ngay....... thang ........ 101111 RO
To61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém
trudce phap luat vé cam doan ctia minh.

Tai liéu gui kem theo To khai: Lamtai: ..., §ngay..... thang ....... nam ...
....................................................................... Ngu’(‘)'i yéu cau

(Ky, ghi r0 ho, chit dém, tén)

Chu thich:

@ Ghi rd tén co quan thyc hién ghi chu hd tich.

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

® Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy t& hop 1¢ thay thé

“ Ghi 15 tén gidy to chirng minh sy kién h¢ tich da dugc co quan co tham quyén ciia nude ngoai cip.

®) Ghi rd tén co quan nude ngoai da giai quyét sy kién ho tich.

133



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

TO KHAI GHI CHU VIEC GIAM HQ, NHAN CHA, ME, CON

Kinh gui: e

Ho, chit d8m, 18N NEUTT YU CAUL ..voveeeeeeeeeeees e eeeeeis seeeeseseesst s es s tese et sesseses seesesssnessenes
NOTOU T @ oottt
GHAY 10 R AN @ ettt
Dé nghi ghi vao sb hd tich Viéc(4) ........................................................................................................... cho
nguoi dudi day:

HOQ, chit d€m, teN: ..o Gioi tinh ..o
Ngay, thang, NAM SINN: ..o
DAN tOC: ..., (O TR 3 1<) s CA
INOT CU T @ et es e oot es et ees ettt
Gidy t0 tly thAn: @ ..o

| O T cia nguoi c6 tén duwdi day:

Ho, chit @8m, tEN: ... Gi6i tinh ..o
Ngay, thang, NAM SINN: ..o
DAn tOC: ..o, Quéc EICH: e
INOT CU T @ et ses ettt es ettt ettt
GHAY 1O 1Y thAN: @ et
DA dugc iai qUYSETNE0 © e

SO et G0 e

To61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhiém
trude phap luat vé cam doan ctia minh.

Tai lieu gui kem theo To khai: Lamtai: ..., §ngay..... thang ....... nam ...
....................................................................... Ngu’(‘)’i yéll cﬁu
....................................................................... (K);, ghl r5 ho’ Chl;' dém’ tén)

Chu thich:

& Ghi 5 tén co quan thuc hién ghi vao s ho tich.

@ Ghi theo dia chi dang ky thuong tra; néu khong co noi dang ky thuong tra thi ghi theo dia chi dang ky tam tri;
truong hop khong c6 noi dang ky thuong tri va noi ding ky tam tréi thi ghi theo dia chi noi dang sinh song.

®) Ghi thong tin v& gidy to tdy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé

“ Ghi 15 loai viée ho tich da duoc giai quyét tai co quan c6 thAm quyén ciia nuéc ngoai (gidm hd, nhan cha, me, con).

®) Ghi r5 mdi quan hé: 1a cha/me/nguoi giam ho.

©) Ghi 15 tén gidy t& ching minh sy kién hé tich di dwoc co quan c6 thim quyén ctia nuée ngoai cap.

() Ghi 5 tén co quan nudc ngoai da giai quyét su kién ho tich.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI GHI CHU THAY POI HQ TICH
Kinh gui: e

HO, Chif d8M, 18N NEUGT YU CAUL  .ooooeeseeeeeeeeees oo seses et sees et ee s seees oo
NOTOU T @ ettt
GHAY 10 Y AN @ ettt ettt ettt
D& nghi ghi vao sé ho tich Viéc(4) ..................................................................................... cho nguoi co
tén duwoi day:

HO, Chl GEIM, tEI: ..o
Ngay, thang, NAM SINN: ..o s
DaAn tOC: ..o QLo e L) HAO
NOTCU T @ oottt
GIAY 10 Y AN @ oottt ettt et ettt oottt ettt oo

No6i dung ghi vao s6 ho tich(4): ........................................................................................................................

T61 cam doan nhitng ndi1 dung khai trén day la dung su that va chiu trach nhi¢m
trude phap luat vé cam doan ctia minh.

Tai liéu gui kém theo To khai: Lamtai: ..., §‘ngay..... thang ....... nam ...
....................................................................... Ngll’(‘)'i yéu cé‘iu
....................................................................... (KJ}’ ghl ’/-5 hO, chﬁa dém, lén)

Chi thich:

@ Ghi rd tén co quan thyc hién ghi chu ho tich.

(2) Ghi theo dia chi ding ky thuong tr; néu khong c6 noi dang ky thuong tri thi ghi theo dia chi dang ky
tam tru; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo dia chi noi dang
sinh sdng.

(3) Ghi thong tin vé gidy to ity than nhu: h chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay

“ Ghi 15 loai viéc ho tich da dang ky (thay d6i ho tich, Kkhai tw).

® Ghi 15 tén gidy to ho tich dugc co quan c6 thim quyén nudc ngoai cép.

®) Ghi 5 tén co quan nudc ngoai da dang ky su kién ho tich.
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12. Tén thi tuc hanh chinh: Thii tuc ding ky lai khai sinh cé yéu té nwéc ngoai

Trinh tu thwe hién:

Buée 1. Ngudi co yéu cau dang ky lai khai sinh nop ho so tai Bo
phan tiép nhan va tra két qua ctia Uy ban nhan dan cap huyén c6 tham
quyén Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam viéc trong
tuan (trir ngay nghi 18).
Budrc 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so,
xac dinh tinh hop 1¢ cua gidy to trong hd so do nguoi yéu cau ndp,
xudt trinh; d6i chiéu thong tin trong T6 khai voi gidy to trong ho SO.
- Néu hd so day du, hop 1¢, nguoi tiép nhén hd so viét gidy tiép nhan,
trong do ghi 6 ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan nguoi ‘nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bo sung, hoan thién ho so ngay thi phai
1ap thanh van ban huéng dan, trong d6 néu rd loai gidy to, noi dung
can bd sung, hoan thién, ky, ghi & ho, chit dém, tén cia ngudi tiép
nhan.
- H6 so sau khi da dugce huéng dan theo quy dinh ma khong dugc bd
sung déy da, hoan thién thi nguoi tiép nhan tir chdi tiép nhén ho so.
Viéc tir chéi tiép nhan ho so phai duoc thé hién bang vin ban, trong
d6 ghi 13 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chit dém, tén.
Budére 3. Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so,
Phong Tu phap kiém tra, xac minh ho so.
Truong hop viéc diang ky khai sinh trudc day dugc thuc hién tai Uy
ban nhan déan cap x4 hoic S¢ Tu phap thi Ph(‘)ng Tu phap c6 van ban
dé nghi Uy ban nhan dan cip x3/S¢ Tu phap noi thue hién viéc dang
ky khai sinh truéc ddy kiém tra, xac minh vé viéc luu giit s6 ho tich.
Buéc 4. Trong thoi han 05 ngay 1am viéc, ké tir ngdy nhan dugc vin
ban dé nghi, Uy ban nhan dan/S¢ Tu phap di dang ky khai sinh trudc
day tién hanh kiém tra, x4c minh va tra 10i bang vin ban vé viéc con
luu gilr hoac khong luu gitr dugce s6 ho tich.
Buére 5. Sau khi kiém tra, x4c minh, néu thay ho so day du, chinh xac,
dang quy dinh phap luét, Phong Tu phap bao cdo Chu tich Uy ban
nhan dan cap huyén xem xet, quyet dinh. Truong hop Chu tich Uy
ban nhan dan dong v giai quyét thi ky cip Gidy khai sinh cho ngudi
yéu cau;
Budc 6. Nguoi dang ky nhan két qua tai Bo phan tiép nhan va tra két
qua ctia Uy ban nhan dan cip huyén (theo phiéu hen). Cong chirc lam
cong tac ho tich ghi ndi dung khai sinh vao S6 dang ky khai sinh,
cung ngudi di ding ky lai khai sinh ky tén vao So.
* Luu y:
+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc ccfp tir 56
goc hodc ban sao dwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khéng dwge yéu cau xudt trinh bdn chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdan chinh thi nguwoi tiép nhdan ho so
kiém tra, déi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhén vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu cau
ngueoi di ding ky nép ban sao cé chirng thue gidy to do.
+ Truong hop phap ludt quy dinh xudt trinh gicfy 1o khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi xudt trinh,
khéng dwoc yéu cau nguoi dang ky hé tich ndp thém bdn sao gidy to
dé. Nguoi tiép nhan c6 thé chup 01 ban gicfy 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luu hé so.
+ Gidy 1o do co quan cé tham quyén ciia nieée ngodi cdp, cong chirng
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hodc xdac nhdn dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
dwgc hop phdp hoa lanh su, trie truong hop duwoc mzen theo diéu wéc
quoc té ma Viét Nam la thanh vién; giay to bdng tiéng nwéc ngodi
phdi dwoc dich ra tiéng Viét va cong chitng ban dich hodc chitng thuc
chit ky nguoi dich theo quy dinh ciia phap ludt.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn ding, di ho so ding ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguoi dang ky ho tich nop thém gicfy to ma phap ludt ho tich khong
quy dinh phai nop.

Cach thirc thyc hién:

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

- Nguoi thue hién viée dang ky lai khai sinh c6 thé truc tiép ndp hd so
hodc giri hd so qua hé thdng buu chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phai xuit trinh:

Ho6 chiéu hodc ching minh nhén dan hodc thé can cude cong dan
hodc cac glay to khac ¢6 dan anh va thong tin ca nhén do co quan c6
thim quyén cap, con gia tri sir dung dé chirng minh vé nhan than cia
nguoi cd yéu cau dang ky lai khai sinh;

* Gidy to phai ndp:

- Td khai ding ky lai khai sinh (theo mau), trong d6 c6 cam doan ctia
ngudi yéu cau vé viéc di diang ky khai sinh nhung khong luu giit
dugc ban chinh Gidy khai sinh.

- Béan sao toan bd hd so, gidy to ciia ngudi yéu cau hodc hd so, gidy
to, tai liéu khac trong d6 c6 thong tin lién quan dén nodi dung khai
sinh, gom:

+ Ban sao Gidy khai sinh do co quan c¢6 tham quyén ctia Viét Nam
cép (ban sao dugc cong chirng, ching thuc hop 1€, ban sao dugc cép
tir SO dang ky khai sinh); Ban chinh hodc ban sao gidy to c¢6 gia tri
thay thé Gidy khai sinh dugc cép trude nam 1945 & mién Béc va trude
nim 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co glay to' néu trén thi phai nop
ban sao gidy to do co quan co tham quyén cta Viét Nam cap hop 18
nhu: Gidy chimg minh nhan dan, Thé cin cudc cong dan hodc Ho
chiéu; S6 ho khau, SO tam tra, giéy to chiing minh vé noi cu tri; Béng
t6t nghiép, Gidy chimg nhan, Chimg chi, Hoc ba, Hb so hoc tap do co
quan dao tao, quan 1y gido duc c6 thim quyén cdp hodc xac nhan;
Giéy to khac c6 thong tin vé ho, chit dém, tén, ngay, thang, nam sinh
cua ca nhan; Giéy to chirng minh quan hé cha con, me con.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day du ban sao
cac gidy to néu trén (néu co) va phai cam doan da ndp du cac gidy to
minh c6. Truong hop nguodi yéu cau dang ky khai sinh cam doan
khong dung su that, cd ¥ chi ndp ban sao gidy to c6 loi dé dang ky
khai sinh thi viéc dang ky khai sinh khong c6 gia tri phép 1y.

b) S6 lwong ho so: 01 bo

Thoi han gidi quyét:

05 ngay lam viéc.

Poi twong thuce hién:

Ca nhan.

Co quan thuc hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Gidy khai sinh.

Lé phi (néu cé)

L¢ phi xac nhan hoac ghi vao ‘Sé ho tich cac viéc ho tich khac hoac
dang ky ho tich khac: 75.000 dong.
Mién 1€ phi cho nguoi thude gia dinh c6 cong vai cach mang; nguoi
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thudgc ho nghéo; ngudi khuyét tat.

Tén mau don, to khai:

To khai dang ky lai khai sinh (theo Thong tw so 15/2015/TT-BTP
ngay 16/11/2015 cua Bé Tw phap)

Yéu cau, dieu Kién

- Cong dan Viét Nam dinh cu ¢ nuéc ngoai hodc nguoi nude ngoai da

thuc hién TTHC: dang ky khai sinh tai co quan c6 thAm quyén cua Viét Nam trudc
ngay 01/01/2016 nhung S6 ding ky khai sinh va ban chinh Gidy khai
sinh déu bi mat.
- Nguoi ¢6 yéu cau con sdng tai thoi diém yéu cau ding ky lai khai
sinh.
- Nguoi yéu cau co trach nhiém ndp day du ban sao gidy to, tai liéu co
noi dung lién quan dén viéc ding ky lai khai sinh.

Can cw phap ly: - Ludt ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tuw phdp;

- Quyét dinh s6 29/2007/0D-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B Tai chinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Kinh gri: ettt

Ho, chir dém, t&n NGUoT YU CAUS .......ooovvevreeeeeceeceeeeeee e
Gidy 1O Y thAN: @ ..o

Quan h¢ v&i ngudi Guoc khai SINh: ..o
Pé nghi co quan ding ky lai khai sinh cho nguwdi c6 tén dwéi diy:
HOQ, Chil @M, TIN: ..o e

QUE QUAN ittt b bbbt et e e b e e e e nneas
Ho,chiv dém, tén cha: ...... ... ... e,

Nam sinh: .........cccueeee. Dan tdc: .oovvvveeiiiieeeeeie e QubC tiCh: «ovveiee

NOT CU T @ oo ettt e e e et e et e e e et et e e e e e ea e et e et e et e e e e e e e eeees e e enrens

Ho, chit d€m, t€N IN€: ... ..o i et

Nam sinh: .........cccvveee. Dan tdc: .oovvvveeiiiieeeeeie e QubC tich: «.veeeei e

NOT CU T @ oottt et et e e e e e e e e e e et e e e e e et e et e et e et e e e e e e e e e e s eereesens

Pa dang ky khai sinh tai: © .o
Giéy khai sinh s6: © ... ,NEAY ... [ [ oo
LY do dang KY L0 ..ottt et
T61 cam doan nhitng ndi dung khai trén day la dung su that va chiu trach nhi¢ém trudc phép luat vé
viéc cam doan cua minh.
Lamtai: ....................... , NGAY e thang ......... nam .............
Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Chau thich:

@ Ghi 16 tén co quan dang ky lai khai sinh

@ Ghi thong tin vé gidy to tiy than clia nguoi di dang ky, ghi rd sb, co quan cép, ngay cip ho chiéu, chirng minh nhan
dan hodc giay to hop 1¢ thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong co noi dang ky thuong tra thi ghi theo dia chi dang ky tam tr;
truong hop khong c6 noi dang ky thuong tri va noi ding ky tam tréi thi ghi theo dia chi dang sinh song.

@ Trudng hop sinh tai co s y té thi ghi rd tén co sd y té va dia danh hanh chinh noi sinh ra; truong hop sinh ra ngoai
co s y té thi ghi dia danh ctia 03 cdp hanh chinh (xa, huyén, tinh); truong hop khéng 1 noi sinh diy di thi chi ghi
dia danh hanh chinh cap tinh.

®) Ghi tén co quan da ding ky khai sinh trudc day, s, ngay, thang, nim cip Gidy khai sinh trudc day (néu c6 ban sao
Giéy khai sinh).
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13. Tén thi tuc hanh chinh: Thii tuc dang ky khai sinh c6 yéu té6 nwéc ngoai cho
ngwoi da co ho so, gidy to' ca nhdn.

Trinh ty thyc hién:

Budre 1. Nguoi ¢6 yéu cau dang ky khai sinh nop ho so tai Bo phan
tlep nhan va tra két qua cua Uy ban nhan dan cap huyén c6 thim
quyen Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam viéc trong
tuan (trir ngdy nghi 18).

Buwéc 2. Ngudi tiép nhan cd trach nhiém kiém tra ngay toan bd hd so,
xac dinh tinh hop 1€ cua gidy to trong hd so do ngudi yéu ciu nop,
xuét trinh; d6i chiéu thong tin trong T6 khai voi giay to trong ho SO.

- Néu ho so day du, hop 1¢, nguoi tiép nhén ho so viét gidy tiép nhan,
trong do ghi 6 ngay, gio tra két qua; néu hd so chwa day du, hoan
thién thi huéng dan nguoi ndp hd so bo sung, hoan thién theo quy
dinh; truong hop khong thé bo sung, hoan thién hod so ngay thi phai
1ap thanh van ban hudéng dan, trong d6 néu rd loai gidy to, noi dung
can bd sung, hoan thién, ky, ghi rd ho, chit dém, tén cua ngudi tiép
nhan.

- Ho so sau khi dd duoc huéng dan theo quy dinh ma khong duogc bd
sung ddy du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so.
Viéce tir chdi tiép nhan hd so phai duoc thé hién bang van ban, trong
d6 ghi 18 1y do tir chdi, ngudi tiép nhan ky, ghi 13 ho, chir dém, tén.
Buére 3. Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so,
Phong Tu phap kiém tra, xac minh hd SO va c6 van ban dé nghi Uy
ban nhén dan cép xa noi nguoi c6 yéu cau cu tri trude khi xuat canh
kiém tra, xac minh vé viéc diang ky khai sinh cta ngudi yéu cau va
viéc luu gittr s6 ho tich.

Trong thot han 05 ngay lam viée, ké tir ngdy nhan dugc van ban dé
nghi, Uy ban nhan dan cip xi noi nhan duogc yéu cau xac minh tlen
hanh kiém tra, x4c minh va tra 101 bang vin ban vé viéc ngudi yéu cau
da duoc dang ky khai sinh hay chua dugc dang ky khai sinh; vi¢c con
luu gitr hoac khong luu gitr dugce s6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan duoc két qua xac
minh, néu thdy hd so day du, chinh xac, dung quy dinh phap luét,
Phong Tu phap bao cao Chu tich Uy ban nhan dan cip huyén xem
X€t, quyet dinh. Truong hop Chu tich Uy ban nhéan dén dong y giai
quyét thi ky Gidy khai sinh cap cho ngudi yéu cau;

Budc 4. Nguoi dang ky nhan két qua tai Bo phan tlép nhan va tra két
qua ctia Uy ban nhan dan cip huyén (theo phiéu hen). Cong chirc lam
cong tac ho tich ghi ndi dung khai sinh vao S dang ky khai sinh,
cung ngudi di ding ky khai sinh ky tén vao SO.

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc ccfp tir 56
goc hodc ban sao dwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khéng dwoe yéu cau xudt trinh bdn chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguwoi tiép nhan ho so
kiém tra, déi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhén vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu cau
nguoti di dang ky ngp ban sao co chirng thyc gzay to do.

+ Truong hop phap ludt quy dinh xudt trinh gzay 1o khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi xudt trinh,
khong duwoc yeéu cau nguoi dang ky ho tich nop thém ban sao gidy to
d6. Ngwoi tiép nhdn cé thé chup 01 ban gidy to xudt trinh hodc ghi lai
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thong tin cua gidy to xudt trinh dé luru ho so.

+ Gidy to do co quan co tham quyén cia nwede ngodi cdp, cong chirng
hodc xdc nhdn dé sir dung cho viéc dang ky hé tich tai Viét Nam phai
dwgc hop phdp hoa lanh su, trir truong hop duwoc mzen theo diéu wéc
quoc té ma Viét Nam la thanh vién; giay to bdng tiéng nwéc ngodi
phdi dwoc dich ra tiéng Viét va cong chitng ban dich hodc chirng thuc
chit ky nguoi dich theo quy dinh ciia phdp ludt.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn ding, di ho so dang ky
ho tich theo quy dinh cua phdp ludt ho tich, khong dwoc yéu cau
nguwoi dang ky ho tich ndp thém gidy to ma phdp ludt hé tich khéng
quy dinh phai nop.

Cach thirc thyc hién:

- Ngudi ¢6 yéu cau ding ky khai sinh tryc tiép hodc ty quyén cho
nguoi khéac thue hién viée dang ky khai sinh;

- Nguoi thuc hién viée dang ky khai sinh c¢6 thé nop ho so truc tiép
hodc giri hd so qua hé thdng buu chinh.

Thanh phan, so lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phai xuit trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan
hodc cac giéy to khac ¢6 dan anh va thong tin ca nhén do co quan c6
thim quyén cap, con gia tri sir dung dé ching minh vé nhan than cta
nguoi c6 yéu cau dang ky khai sinh (gidy to tay thén).

- Glay td ching minh noi cu tra trude khi xuat canh dé xac dinh thim
quyéen dang ky khai sinh.

Trudng hop gii hd so qua hé thdng buu chinh thi phai gii kém theo
ban sao c6 chung thyc cac gidy td phai xuét trinh néu trén.

* Gidy to phai ndp

- To khai ding ky khai sinh (theo mau).

- Vin ban cam doan vé viéc chua duoc ding ky khai sinh.

- Ban sao toan bd hd so, gidy to ctia ngudi yéu cau hodc hd so, gidy
to, tai liéu khac trong d6 co thong tin lién quan dén ndi dung khai
sinh, gdm: Gidy chimg minh nhan dan, Thé cin cudc cong dan hoic
Ho chiéu S6 ho khau, SO tam tra, gidy to ching minh vé noi cu tri;
Bang tt nghiép, Gidy chting nhan, Chiing chi, Hoc ba, Ho so hoc tap
do co quan dao tao, quan ly giao duc co thim quyén cip hodc xac
nhéan; Glay td khac c6 thong tin vé ho, chit dém, tén, ngay, thang, nam
sinh cua ca nhan; Gidy to ching minh quan hé cha con, me con.
Nguoi yéu cau ding ky khai sinh c6 trach nhiém nop day du ban sao
cac gidy to néu trén (néu co) va phai cam doan da nop du cac gidy to
minh c0. Truong hop nguoi yéu cau dang ky khai sinh cam doan
khong dung su that, ¢d ¥ chi ndp ban sao gidy to co loi dé ding ky
khai sinh thi viéc dang ky khai sinh khong c6 gia tri phép 1y.

- Vin ban uy quyén theo quy dinh ctia phéap luat trong truong hop iy
quyén thuc hién viéc ding ky khai sinh. Truong hop ngudi duoc uy
quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi
iy quyén thi van ban ity quyén khong phai cong chimg, chimg thuc,
nhung phai c¢6 gidy to chirg minh mbi quan hé véi nguoi Gy quyén.
b) S6 lwong ho so: 01 bo

Thoi han gidi quyét:

05 ngay lam viéc.

Trudng hop phéi ¢6 van ban xac minh thi thoi han giai quyét khong
quéa 13 ngay lam viéc (khong tinh thoi gian giri van ban yéu cau xéac
minh va thoi gian gui vin ban tra 16i két qua xac minh qua hé thdng
buu chinh).

Poi twong thue hién:

Cé nhén.
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Co quan thuc hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cip huyén xem xét, quyét dinh).

Két qua:

Gidy khai sinh.

Lé phi (néu c6)

L¢ phi ding ky ho tich khac: 75.000 dong.
Mién 1¢ phi cho nguoi thuge gia dinh ¢6 cong véi cach mang; nguoi
thudc ho nghéo; nguodi khuyét tat.

Tén mau don, to khai:

T khai ding ky khai sinh (theo Théng tw s6 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tw phap)

Yéu cau, diéu Kkién

Nguoi Viét Nam dinh cu ¢ nudc ngoai, chqa dugc dang ky khai sinh

thwe hién TTHC: tai co quan c6 tham quyén Viét Nam, c6 hd so, gléy to ca nhan (ban
chinh hodc ban sao duoc ching thuc hop 1€) nhu: gidy to tuy than; So
ho khau; Sb tam trd; gidy to khac do co quan nha nudc c¢6 thim quyén
ctia Viét Nam cip trong do c6 ghi noi sinh tai Viét Nam.

Can cw phap ly: - Ludt ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B6 Tur phdp;

- Quyét dinh s6 29/2007/0P-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B Tai chinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

QT 11 s EE O
Ho, chitr dém, tén N@Woi YEU CAU: .....ooovvvviiiiiiii i

Gidy to tuy than: ettt ettt ettt ettt e

N U T .o

Quan h¢ vo1 ngudi duoc khai sinh: ...
bé nghi co quan dang ky khai sinh cho nguwoi dwdi day:
Ho, chit d€m, tEN: ...

QUE UAN ..ttt ettt e et e e et e e e ta e e e esasaeeesnnseeeensssaeeensseeeannneaseens
Ho, chir dém, tén cha:

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

Nam sinh: ........ccceeee. Dan toc: ....ccovveveeeeennn. Quoctich: ...l
. , 3

INOT CU T ) ettt ettt e et e eeee e eneee e

Ho, chlr dém, ten me: .......... ... e

Nam sinh: .....ceeeeeeninn. Dan toc: ......coeevr uveeeee Quoctich: .................... .
. , 3

INOT U T ) ettt ettt ee et eee et ene et eneenn,

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, dugc
su thoa thuan nhét tri cia cac bén lién quan theo quy dinh phép luat.
T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtaqi: ............. , NEAY e thang ......... nam ..............

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

Chu thich:

@ Ghi 16 tén co quan dang ky khai sinh

@ Ghi thong tin vé gidy to tity than cua ngudi di ding ky, ghi rd s, co quan cip, ngay cip ho chiéu, chimng
minh nhan dan hodc gidy to hop 16 thay thé

®) Ghi theo dia chi ding ky thuong tri; néu khong ¢ noi dang ky thudng trii 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.

@ Trudng hop sinh tai co sé y té thi ghi 1o tén co sé y té va dia danh hanh chinh

Trudng hop sinh ra ngodi co so y té thi ghi dia danh cua 03 cip hanh chinh (x4, huyén, tinh), noi sinh ra.
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14. Tén thi tuc hanh chinh: Thi tuc dang ky lai két hon cé yéu to nwéc ngodi.

Trinh tu thwe hién:

Bude 1. Ngudi co yéu cau dang ky lai két hon ndp ho so tai Bo phan
tiép nhan va tra két qua ctia Uy ban nhin dan cip huyén c6 thim
quyén Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam viéc trong
tuan (trir ngay nghi 18).
Budre 2: Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hé so,
xac dinh tinh hop 1¢ cua gidy to trong hd so do nguoi yéu cau ndp,
xudt trinh; d6i chiéu thong tin trong T¢ khai vdi gidy to trong ho SO.
- Néu hd so day du, hop 1¢, nguoi tiép nhén hd so viét gidy tiép nhan,
trong do ghi 6 ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bo sung, hoan thién hd so ngay thi phai
1ap thanh van ban huéng dan, trong d6 néu rd loai gidy to, noi dung
can bd sung, hoan thién, ky, ghi & ho, chit dém, tén cia ngudi tiép
nhan.
- H6 so sau khi da dugce hudng dan theo quy dinh ma khong duge bo
sung déy da, hoan thién thi nguoi tiép nhan tir chdi tiép nhén ho so.
Viéc tir chdi tiép nhan ho so phai duoc thé hién bang vin ban, trong
d6 ghi 13 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chit dém, tén.
Budérc 3. Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so,
Phong Tu phap kiém tra, xac minh ho so.
Truong hop viée ding ky két hon trude day thuc hién tai Uy ban nhan
dan cdp xi hodc S¢ Tu phap thi Phong Tu phap c6 van ban dé nghi
Uy ban nhan dan cap x@/S6¢ Tu phap noi dang ky két hon trude day
kiém tra, xac minh vé viéc luu glu s0 ho tich.
Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc van ban dé
nghi, S& Tu phap/Uy ban nhan dan cdp x4 tién hanh kiém tra, xac
minh va tra 15i bang van ban vé viéc con luu gitr hodc khong luu giit
duoc s6 ho tich.
Sau khi kiém tra, x4c minh, néu thiy hd so diy du, chinh x4c, ding
quy dinh phap luat, Phong Tu phap bao cao Chu tich Uy ban nhan dan
cap huyén xem x¢t, quyet dinh. Truong hop Chu tich Uy ban nhén
dan dong ¥ giai quyét thi ky 02 Gidy chimg nhan két hon cap cho
ngudi ¢ yéu cau.
Budc 4. Phong Tu phap to chiic trao Gidy chimg nhan két hon cho
hai bén nam, nir; cong chirc lam cong tac ho tich ghi viéc két hon vao
S6 dang ky két hon, cung hai bén nam, nit ky tén vao So; hai bén
nam, nit cung ky vao Gidy ching nhan két hon.
* Luu y:
+ Truong hop nguoi yéu cau ngp gidy to la ban sao dwgc ccfp tir 56
goc hodc ban sao dwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khéng dwge yéu cau xudt trinh bdn chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, déi chiéu ban chup voi ban chinh va ky vao ban chup xdc
nhén vé viéc da doi chiéu noi dung gidy to do, khong duoc yéu cau
ngueoi di ding ky nép ban sao cé ching thue gidy to do.
+ Truong hop phdp ludt quy dinh xudt trinh gid'y to khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi xudt trinh,
khéng dwoc yéu cau nguoi dang ky h tich nép thém ban sao gidy to
dé. Nguoi tiép nhan c6 thé chup 01 ban gicfy 1o xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luu hé so.
+ Gidy 1o do co quan cé tham quyén ciia nieée ngodi cdp, cong chirng
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hodc xdac nhan dé sir dung cho viéc dang ky hé tich tai Viét Nam phai
dwgc hop phdp hoa lanh su, trir truong hop duwoc mlen theo diéu wéc
quoc té ma Viét Nam la thanh vién; giay to bdng tiéng nwéc ngodi
phdi dwoc dich ra tiéng Viét va cong chitng ban dich hodc chitng thuc
chit ky nguoi dich theo quy dinh ciia phdp ludt.

+ Nguoi tiép nhdn c6 trach nhiém tiép nhdn ding, dit hé so ding ky
ho tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau
nguoi dang ky ho tich nop thém gicfy to ma phap ludt ho tich khong
quy dinh phai nop.

Cach thirc thyc hién:

Nguoi ¢6 yéu cau dang ky lai két hén phai truc tiép ndp ho so tai Uy
ban nhén dén cap huyén cé tham quyén (bén nam hoac bén nir co thé

truc tiép nop hd so ma khong can co van ban Gy quyén cua bén con
lai).

Thanh phan, s6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phai xuit trinh

Ho6 chiéu hodc ching minh nhén dan hodc thé can cude cong dan
hodc cac glay to khac ¢6 dan anh va thong tin ca nhén do co quan c6
thim quyén cip, con gia tri sir dung dé chimg minh vé nhan than cua
c4 hai bén c6 yéu cau diang ky lai két hon.

® Gléy to' phai ngp

- To khai dang ky lai két hon (theo mau);

- Ban sao Glay chimg nhan két hén duge cép trude day. Neu khong
¢6 ban sao Gidy chimg nhan két hon thi ndp ban sao ho so, gidy to ca
nhan c6 cac thong tin lién quan dén ndi dung diang ky két hon.

b) S6 lwong ho so: 01 bd.

Thoi han giai quyét:

05 ngay lam viéc

Trudng hop phéi ¢6 van ban xac minh thi thoi han giai quyét khong
qua 13 ngay lam viéc (khong tinh thoi gian giri vin ban yéu ciu xac
minh va thoi gian gii van ban tra 10i két qua xac minh qua hé thong
buu chinh).

Poi twong thue hién:

Ca nhan.

Co quan thuc hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cap huyén xem xét, quyét dinh).

Két qua:

Gidy ching nhan két hon.

L¢ phi (néu c0)

Lé phi ding ky ket hon: 1.000.000 dong.
Mién 1¢ phi cho ngudi thuge gia dinh ¢6 cong voi cach mang; ngudi
thudc ho ngheo; nguoi khuyét tat.

Tén méu don, to khai:

T khai ding ky lai két hon (theo Théng tur s6 15/2015/TT-BTP ngay
16/11/2015 cua B Tw phdp)

Yéu cau, diéu Kkién

- Viéc két hon di duoc dang ky tai co quan c6 tham quyén cta Viét

thye hién TTHC: Nam trudc ngay 01/01/2016 nhung S6 diang ky két hon va ban chinh
Gidy chitng nhan két hon déu bi mat.
- C4 hai bén yéu cau dang ky két hon con sdng vao thoi diém yéu cau
dang ky lai két hon.

Can cwr phap ly: - Ludt hon nhdn va gia dinh;,

- Ludt ho tich nam 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tuw phdp;

- Quyét dinh s6 29/2007/Q0D-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

Kinh gtri: et

Ho, chit dém, t8Nn NEUOT YU CAU: ....o.veeeeeeieeeeeeeeeeee e en e,
Gidy tO ty thAn: @ ..ot
NOT CU T @ittt sttt en st s e

Pé nghi co quan ding ky lai két hon theo ndi dung duéi day:

Ho, chit d€m, tEN CUA VO ....c.oiiiiiii e
Ngay, thang, Nam SINN: .....c.oocoiiiiiii
DAN tOC: wvvviiiiiiiiii e QUAC tCh: oo

N OT CU T oo e,

Ho, chit dém, tén clia ChONG: ...
Ngay, thang, NAm STNN: ....c..ooiiiii e

DaAn tOC: wvvvvvviieei i QUAC R oo

N O CU D e e,

Theo Gidy chting nhan két hon so: O e ,Quyénsd:

Ly do daAng KY 1a5: ..o
To61 cam d\oan nhitng nd1 dung khai trén day la dung su that va chiu trach nhi¢m
trude phap luat vé cam doan ctia minh.
Lamtqi: ........................ , NEAY ... thang ......... 717177 R

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

Chui thich:

@ Ghi rd tén co quan ding ky lai két hon

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

®) Ghi thong tin vé gidy t& tiy than nhu: hd chiéu, chimg minh nhan dén hodc gidy t& hop 18 thay thé

®) Ghi 15 tén co quan da dang ky két hon trudc day.

®) Chi khai trong trudng hop biét rd.
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15. Tén thi tuc hanh chinh: Thii tuc ding ky lai khai tiv c6 yéu t6 nwéc ngodi.

Trinh tu thwe hién:

Budce 1. Nguoi co yéu cau dang ky lai khai tor ndp hd so tai Bo phan
tiép nhan va tra két qua cua Uy ban nhan din cip huyén c6 tham
quyén. Thoi gian: 7h30 — 11h va 13h — 16h30 cac ngay lam viéc trong
tuan (trir ngay nghi 18).
Budc 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd ho so,
xac dinh tinh hop 1€ cua gidy to trong hd so do nguoi yéu cau ndp,
xudt trinh; d6i chiéu thong tin trong T6 khai véi giay to trong h0 SO.
- Néu hd so day da, hop 1¢, nguoi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua diy du, hoan
thién thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bo sung, hoan thién ho so ngay thi phai
1ap thanh van ban huéng dan, trong d6 néu rd loai gidy to, noi dung
can bd sung, hoan thién, ky, ghi & ho, chit dém, tén cua nguoi tiép
nhan.
- Ho so dang ky lai khai tir sau khi dd dugc huéng dan theo quy dinh
ma khong duogc bd sung day dii, hoan thién thi nguoi tiép nhan tir chdi
tiép nhan ho so. Viéc tir chdi tiép nhan hd so phai dugc thé hién bang
van ban, trong d6 ghi o 1y do tir chdi, nguoi tiép nhan ky, ghi rd ho,
chir dém, tén.
Budée 3. Phong Tu phap kiém tra ho so, tién hanh xac minh (néu thiy
can thiét).
- Sau khi kiém tra, x4c minh, néu thay thong tin khai tr day du, chinh
xdc, viéc dang ky lai khai tir dang phdp luét thi Phong Tu phap bao
cao Chu tich Uy ban nhan dan cap huyén xem xét, quyet dinh. Truong
hop Chu tich Uy ban nhén déan cap huyén dong y giai quyét thi ky
Trich lyc khai tir cdp cho ngudi co yéu cau;
Buéc 4. Nguoi diang ky nhan két qua tai Bo phan tiép nhan va tra két
qua ctia Uy ban nhéan dén cdp huyén (theo phiéu hen). Cong chtrc lam
cong tac ho tich ghi vao S6 dang ky khai tir va cung ngudi di dang ky
lai khai tir k¥ vao S6.
* Lwu y:
+ Truong hop nguoi yéu cau nép gidy to'la ban sao diege cd'p tir 56
goc hodc ban sao dwoc chimg thuc tiw ban chinh thi nguoi tiép nhdn
ho so khéng dwoc yéu cau xudt trinh ban chinh; néu nguoi yéu cau
chi nép ban chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
kiém tra, doi chiéu ban chup véi ban chinh va ky vao bdan chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to do, khéng dwoc yéu cdu
nguoi di dang ky nop ban sao co6 chimg thuc gicfy to do.
+ Truong hop phdp ludt quy dinh xudt trinh glay to' khi dang ky ho
tich, nguweoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiép nhén co the chup 01 ban glay 10 xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé luru hé so.
+ Gidy to do co quan co tham quyén ciia nwede ngodi cdp, cong chirng
hodc xdc nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai
dwoc hop phdp héa lanh si, triv trieong hop dwoc mién theo diéu wéc
quoc té ma Viét Nam la thanh vién; gidy to bang tiéng nwéc ngodi
phdi dwge dich ra tiéng Viét va cong chimg bdn dich hodc chitng thuc
chit ky nguoi dich theo quy dinh ciia phdp ludt.
+ Nguwoi tiép nhdn c6 trach nhiém tiép nhdn ding, di ho so dang ky
ho tich theo quy dinh cua phadp ludt ho tich, khong dwoc yéu cau
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nguoi dang ky ho tich ndp thém gidy to ma phdp ludt ho tich khéng
quy dinh phai nop.

Cach thire thwe hién:

- Ngudi ¢6 yéu cau diang ky lai khai tir truc tiép thyc hién hoic ty
quyén cho nguoi khac thyuc hién dang ky lai khai tu;

- Nguoi thye hién viée dang ky lai khai tir ¢6 thé tryc tiép ndp hd so
hodc giri hd so qua hé thong buu chinh.

Thanh ph?m, 50 luwgng
ho so:

a) Thanh phan ho so bao gom

* Gidy to phai xuit trinh

- Ho chiéu hodc ching minh nhén déan hodc thé can cude cong déan
hodc cac glay to khac ¢6 dan anh va thong tin ca nhan do co quan c6
thim quyén cap, con gié tri sir dung dé chimg minh vé nhan than cua
ngudi ¢ yéu cau dang ky lai khai tu.

Trudng hop gii hd so qua hé thdng buu chinh thi phai giri kém theo
ban sao c6 chung thyc gidy to néu trén.

* Gidy to phai ndp

- To khai dang ky lai khai tir (theo mau);

- Ban sao Gidy chimg tir trude ddy duoc cip hop 16. Néu khong co
ban sao Gidy ching tir trude day dugc cap hop 1¢ thi nop ban sao ho
50, gidy to lién quan c6 ndi dung chimg minh su kién chét.

- Vian ban oty quyén theo quy dinh ctia phap luat trong truong hop oy
quyén thyc hién dang ky lai khai tir. Truong hop ngudi duoc uy
quyén la dng, ba, cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi
iy quyén thi vin ban uy quyén khong phai céng chimg, chimg thuc,
nhung phai c6 gidy to chirng minh méi quan hé v6i nguoi iy quyén.
b) S6 lrgng ho so: 01 bo.

Thoi han giai quyét:

05 ngay lam viéc.
Truong hop phai tién hanh xac minh thi thoi han khong quéa 10 ngay
lam viéc.

Poi twong thue hién:

Ca nhan.

Co quan thuec hién:

UBND cép huyén (Phong Tu phap tiép nhan ho so va tham muu Chu
tich Uy ban nhan dan cdp huyén xem xét, quyét dinh).

Két qua:

Trich luc khai tir.

L¢ phi (néu c0)

Lé phi ghi vao S6 ho tich cac viéc ho tich khac: 75.000 dong.
Mién 1€ phi cho nguoi thude gia dinh c¢6 cong véi cach mang; nguoi
thudc hd ngheo; nguoi khuyét tat.

Tén mau don, to khai:

T khai dang ky lai khai t (theo Théong twr s6 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tu phap)

Yéu cau, diéu kién

Vi¢e khai tr cua cong dan Vi¢t Nam dinh cu ¢ nudc ngoai hodc cua

thuc hién TTHC: nguol nude ngoai da dang ky tai co quan co thim quyén cia Viét
Nam truéc ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh
Gidy chimng tir déu bi mat.

Can cu phap ly: - Luat ho tich nam 2014,

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bé Tuw phép;

- Quyét dinh s6 29/2007/QD-UBND, ngay 20/6/2007 ciia UBND tinh
Kon Tum.

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia B6 Tai chinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

TO KHAI PANG KY LAI KHAI TU
Kinh guri: NS

Ho, chil dém, tén NEUOT YU CAU ......oovvieieeieeeseeeeceeee et
INOT CU I @ et
GHAY O 1Y thAN®) oottt ettt ettt
Quan hé VOi NEUGT A8 CHEE: .....vovveeceieeceeee ettt
Dé nghi co quan ding ky lai khai tir cho nguoi c6 tén dudéi day:

Ho, chit d&m, te€Nn: .....cooeeiiiii e Gidi tinh: ...
Ngay, thang, NAM SINN: ....ooiiiiii e
DAN TOC: wvvvviiiiieeii it QUAEC HCR: v
Noi cu trii cudi cung: Y
GIAY 10 Y thAN: @ oo
Pa chét vao 1Uc: .vvvververenenen, g0 e phut, ngay ............. thang ......... nam ..............
INOT CHEL: vttt ettt ettt s st n s s st s st a st nten et en e s e anens s
NGUYEN NNAN CREL: ..ottt ettt es st aneanes

S6 Gidy béao tir/ Gidy to thay thé Gidy bao tr: @ oo, 3 [o YR

ba dang ky khai tur tai: O ngay .......... thang .......... 10F:010 EUURRRRRR
Theo Trich luc khai tir s6: O
Ly do dang Ky lai: ...,
To61 cam QOan nhiing ndi1 dung khai trén day la ding su that va chiu trach nhi¢m
trude phap luat vé cam doan ctia minh.
Lam tai: .....cccoooveviiiinnn, , ngay ... thang ... nam ...

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

Chii thich:

@ Ghi 5 tén co quan thyc hién dang ky lai khai tt.

@ Ghi theo dia chi ding ky thuong tra; néu khong c¢6 noi ding 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 noi dang sinh
song.

®) Ghi thong tin vé gidy t& tiy than nhu: hd chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé

® Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy bao tir’”; néu ghi theo sb Gidy to thay
Gidy bao tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy bao t”.

®) Ghi 5 tén co quan da dang ky khai tir true day.

©) Chi khai trong truomg hop biét rd.
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16. Tén thi tuc hanh chinh: Thii tuc cdp bén sao trich luc Hg tich.

Trinh ty thuc hién:

Buéc 1. Nguoi co yéu cau cap ban sao trich Iuc ho tich nop hd so tai
Bo6 phan tiép nhan va tra két qua cia Uy ban nhan dan cip huyén.
Thoi gian nhan hd so tir 7h30° — 10h30° va 13h30° — 16h30° cac ngay
lam viéc trong tuan.

Trudng hop co quan, td chirc ¢6 thim quyén dé nghi cip ban sao trich
luc ho tich cua ca nhan thi giri van ban yéu cau néu rd 1y do cho Co
quan quan ly di liéu ho tich.

Buwéc 2. Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu thong tin
trong T khai va tinh hop 1& cua gidy to do ngudi yéu ciu xuat trinh
hoac nop.

- Néu ho so day da, hop 18, nguoi tiép nhan hd so viét glay tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan ngudi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap
thanh van ban hudng dan, trong d6 néu rd loai gidy td, noi dung can bo
sung, hoan thién, ky, ghi r6 ho, chir dém, tén cta nguoi tiép nhan.

- Ho so yéu cau cap ban sao trich luc sau khi da duoc huéng dan theo
quy dinh ma khong dwoc bd sung diy du, hoan thién thi ngudi tiép
nhan tir chéi tiép nhan hd so. Viéc tir chéi tiép nhan hd so phai duoc
thé hién bang van ban, trong d6 ghi rd 1y do tir chéi, ngudi tiép nhan
ky, ghi o ho, chir dém, tén.

Buwdéc 3. Ngay sau khi tiép nhan hd so, néu thay ho so day du va phu
hop, cong chirc lam cong tac ho tich can cr vao dir liéu ho tich, ghi
noi dung ban sao trich luc ho tich, bao cao Thu truéng co quan quan
ly co s¢ dix liéu ho tich ky cap ban sao trich luc ho tich cho ngudi yéu
cau.

Buéc 4. Nguoi ding ky nhan két qua tai Bo phan tiép nhan va tra két
qua cua Uy ban nhan déan cap huyén (theo phiéu hen).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tir S6
goC hoac ban sao dioc chung thuc tir ban chinh thi nguoi tiép nhan
hé so khong dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi nop ban chup va Xudt trinh ban chinh thi nguoi tiép nhdn hé so
kiém tra, doi chiéu ban chup Véi ban chinh va ky vao ban chup xac
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao cé chimg thuc glay to do.

+ Truong hop phdp ludt quy dinh Xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguwoi xudt trinh,
khong duwoc yéu cau ngieoi dang ky ho tich Nop thém ban sao gidy to
dé. Ngwoi tiép nhan c6 thé chup 01 ban giay to Xudt trinh hodc ghi
lgi théng tin cuia gidy to xudt trinh dé heu ho so.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dit hé so dang ky
ho tich theo quy dinh cua phap luat ho tich, khong dwoc yéu cau
nguoi dang ky hé tich ngp thém gid'y to ma phdp ludt ho tich khong
quy dinh phai ngp.

Cach thirc thuc hién:

- Nguoi c6 yéu cau cap ban sao trich luc ho tich tryc tiép hoac ay
quyén cho ngudi khac thyc hién yéu cau cap ban sao trich luc h tich;

- Nguoi thuc hién yéu cau cap ban sao trich luc h¢ tich co thé truc
tiép nop hd so; co quan, t6 chirc co yéu cau cip ban sao trich luc ho
tich co thé truc tiép giri vin ban yéu cau tai Co quan quan ly dir liéu
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ho tich co tham quyén hoic giri ho so, van ban yéu cau qua hé thong
buu chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh:

- Ho chiéu hoic chimng minh nhan dan hoac thé can cudc cong dan
hodc cac gidy to khac c6 dan anh va théng tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chirng minh vé nhan than cia
ngudi c6 yéu cau cép ban sao trich luc ho tich.

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

* Gidy to' phdi ngp

- To khai cap bén sao trich luc ho tich (theo mau-déi vei truong hop
nguoi yéu cau la ca nhén).

- Vian ban yéu cau Cap ban sao trich luc ho tich néu 15 1y do trong
truong hop ngudi yéu cdu 1a co quan, to chic.

- Vén ban uy quyen theo quy dinh cua phép lut trong truong hop uy
quyén thyc hién yéu Ccau cap ban sao trich luc ho tich. Truong hop
ngudi dugc Uy quyen la 6ng, ba, cha, me, con, vo, chdng, anh, chi,
em rudt caa ngudi uy quyén thi vin ban uy quyén khéng phai cong
ching, chiing thuc, nhung phai c6 gidy to chizng minh méi quan hé
V6i nguoi iy quyén.

b) S6 luwgng hé so: 01 bd

Thai han giai quyét:

Ngay trong ngay tlep nhan hé so; trudng hop nhén ho so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo.

Poi twong thuc hién:

C4 nhan, co quan, to chuc.

Co quan thuc hién:

Co quan quan 1y dir liéu ho tich.

Két qua:

Ban sao trich luc ho tich

L¢é phi (néu c0)

- L¢ phi Cap ban sao trich luc h tich cap huyén: 8.000 dong/ban sao.
Mien 1€ phi cho nguoi thude gia dinh c6 cdng véi cach mang; ngudi
thuoc hd nghéo; nguoi khuyet tat.

Tén méu don, to khai:

To khai cip ban sao trich luc ho tich (theo Théong tw 15/2015/TT-BTP
ngay 16/11/2015 cua Bo Tu phap)

Yéu cau, diéu kién | Khong
thuc hién TTHC:
Cin cw phap ly: - Ludt ho tich nam 2014;

- Nghj dinh 6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phi;
- Thong tw s0 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tuw phdp;
- Thong tw so 179/2015/TT-BTC ngay 13/11/2015 cua Bg Tai chinh
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH

Kinh gtri: e ees st

Ho, chit dém, tén NEWOT YEU CAU: ........coooovviiicec s

N[ R B o (T —

GIAY 1O TUY ThAN: @ttt
Quan hé v&i nguoi dugc cap ban sao Trich Tuc ho tCh: ...

Pé nghi co quan cip ban sao trich ll_lc(4) .............................................................
cho nguoi cé tén dwdi day:

Ho, chir dém, t&€n: .....c..cocovovveeeeeeceeeeeeeeee e G101 tinh: oo,

DAn tOC: oo, Quéc tICh: o

NOL CH T e

GIAY 1O TV ThAN: @) oo orteees ettt ettt
S6 dinh danh ca NhAN (NEU CO): vvvvveveeeeesecceeeeees ceeeeeeeseees s
ba dang ky tai: ettt ettt et

To61 cam doan nhitng ndi dung khai trén day l1a dtng su that va chiu trach nhiém
trude phap luat vé cam doan ctia minh
Lam tai: ..., L, ngay . thang ....nam ...

Ngudi yéu cau
(ky va ghi rvo ho, chir dém, tén)

Chii thich:

@ Ghi rd tén co quan thyc hién viéc cép ban sao trich luc ho tich.

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

®) Ghi théng tin vé gidy to tdy than nhu: hd chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé
Ghi r0 loai viéc ho tich da dang ky trudce day.

®) Ghi 15 tén co quan di dang ky ho tich trude day.

®) Ghi 15 loai giéy to ho tich da duoc cép truoc day.

™ Chi khai khi biét 5.

O
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VI.1. Cép xa:

01. Tén thu tuc hanh chinh: Thu tuc dang ky khai sinh.

Trinh ty thuc hién:

Bwéc 1. Ngudi co yéu cau ding ky khai sinh nop hd so tai Bo phan
tiép nhan va tra két qua cua Uy ban nhan dan cap xa co thim quyén.
Thoi gian nhan h so: tir 7h30° dén 10h30° va 13h30” dén 16h30° cac
ngay lam viéc trong tuan (trir ngay nghi 18).

Bwéc 2: Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bd hd so,
d6i chiéu thong tin trong T khai va tinh hop 18 ciia gidy to trong hd so
do nguoi yéu cau nop, Xuat trinh.

- Néu hé so ddy du, hop I¢, nguoi tiép nhan ho so viét gidy tiép nhan,
trong do ghi 16 ngay, gio tra két qua; neu hd so chua diy du, hoan thién
thi huéng dan ngudi Nop hd so bd sung, hoan thién theo quy dinh;
truong hop khong thé b6 sung, hoan thién ho so ngay thi phdi 1ap thanh
van ban hudng dan, trong d6 néu 5 loai gidy td, ndi dung can bd sung,
hoan thién, ky, ghi 1 ho, chit dém, tén ciia nguoi tiép nhan.

- Néu ho so sau khi di duoc huéng dian ma khéng dugc bo sung day
du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va lap van
ban tir chdi tiép nhan ho so, trong d6 ghi 16 1y do tir chéi, ky, ghi rd ho,
chir dém, tén cta nguoi tiép nhan.

Buoc 3. Ngay sau khi nhan du gidy to theo quy dinh, néu thay thong
tin khai sinh day du va phu hop, cong chirc tu phap - ho tich bao cao
Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan
dan cip xa dong y giai quyét thi cong chirc tu phap - ho tich cap nhat
thong tin khai sinh theo huéng dan dé lay S6 dinh danh ca nhan (d6i
Vi cac dia phuong da trién khai cap Sb dinh danh c4 nhan khi ding
ky khai sinh), ghi ndi dung khai sinh vao S6 dang ky khai sinh, cling
ngudi di dang ky khai sinh ky tén vao S6. Chu tich Uy ban nhan dan
cap xa ky Giay khai sinh cap cho ngudi dugc dang ky khai sinh.
Buéc 4. Nguoi ¢6 yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cip xi noi nop hd so. Thoi gian: tir
7h30” dén 10h30° va 13h30° dén 16h30° cac ngay lam viéc trong tuan
(trir ngay nghi 18).

* Lwu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tor S0
goC hoac ban sao dwogc ching thuc tir ban chinh thi nguoi tiép nhdn
hé so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp bdn chup va xudt trinh ban chinh thi ngueoi tiép nhdn ho so
Kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao cé ching thuc gia'y to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi xudt trinh,
khong duoc yéu cau ngieoi dang ky h¢ tich ngp thém ban sao giay to
dé. Ngwoi tiép nhan co thé _chyp 01 ban giay to Xudt trinh hodc ghi
lgi théong tin cua gidy to xudt trinh dé heu ho so.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dii hé so dang ky
ho tich theo quy dinh cua phdp luat ho tich, khong dwoc yéu cau
nguweoi dang ky hé tich nép thém gidy to- ma phdp ludt hg tich khong
quy dinh phdi ngp.

Cach thirc thuc hién:

- Nguoi co yéu cau dang ky khai sinh nop truc tiép hoic uy quyén
cho nguoi khac thuc hién viéc dang ky khai sinh;
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- Nguoi th}_rc hién viéc Qéng ky khai sinh c6 thé truc tiép nop hd so
hoac gui ho so qua hé thong bu'u chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh:

- Ho chiéu hogc ching minh nhén dan hodc thé cén cudc cong dan
hoac cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén Cap, con gia tri sir dung dé ching minh vé nhén than cua
nguoi co yéu cau dang ky khai sinh;

- Giay to chimg minh noi cu tra dé ching minh tham quyén ding ky
khai sinh; tredng hop cha, me cua tré da dang ky két hon thi phai XUat
trinh Gidy chiing nhan két hon (trong giai doan Co sé dit liéu qudc
gia vé dan cu va Co sé dit liéu ho tich dién tir toan qudc chua dugc
xdy dung xong va thyc hi¢n théng nhat trén toan qudc).

Truong hop gui hd so qua h¢ thong buu chinh thi phai guri kem theo
ban sao ¢ chirng thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp:

- To khai déng ky khai sinh (theo mau).

- Ban chinh Gidy ching sinh; truong hop khéng c6 Glay chirng sinh
thi ndp van ban cua ngudi lam ching xac nhén vé viéc sinh; néu
khong c6 ngudi lam ching thi phai cé 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 c6 tham quyeén 14ap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6
vin ban xac nhan cta co s y té da thuc hién ki thuat hd tro sinh san
cho viéc mang thai ho.

- Van ban y quyén theo quy dinh cta phap luat trong trudng hop uy
quyén thuc hién viéc ding ky khai sinh.

b) S6 lwong ho so: 01 bo

Thai han giai quyét:

Ngay trong ngay tlep nhan yéu cau, truong hop nhan ho so sau 15 gid
ma khong gidi quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

- Uy ban nhén dan cap x4 noi cu tri cua ngudi cha hodc nguodi me
thuc hién dang ky khai sinh cho tré em;

- Uy ban nhan dan cép x4 noi lap bién ban vé viéc tré bi bo roi ddi
vai truong hop dang ky khai sinh cho tré bi bo roi.

Két qua:

Giay khai sinh

L¢& phi (néu co)

- L& phi dang ky khai sinh: 8.000 dong.
Miéen 1€ phi doi véi truong hop khai sinh ding han, nguoi thudc gia
dinh c6 cong vdi cach mang; ngudi thuoc ho nghéo; nguoi khuyet tat.

Tén mau don, to khai:

To khai dang ky khai sinh (theo Théong tw sé 15/2015/TT-BTC ngay
16/11/2015 cua Bo Tu phap)

Yéu cau, diéu kién
thwc hién TTHC:

Khong

Can cu phap ly:

- Ludt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phi;

- Théng twr s6 15/2015/TT-BTP ngay 16/11/2015 cua Bé Tu phap;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh .
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KInh G ) oot

Ho, chit dém, tén NGUOT YU CAUS .....c..coveieeeieeieeeeeeeeee e
GIAY 1O 1Y thAN: Pt er e en e reereeeon

N U T oo

Quan h¢ vo1 ngudi duoc khai sinh: ...
Dé nghi co quan dang ky khai sinh cho nguoi dudi day:

QUE UAN ..ttt e ettt e et e e st e e e eateeeesssbeeesssaeeeenssseeesssaeeannneeseeanns
Ho, chir dém, tén cha:

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

Nam sinh: ....cccoceennnnnnnn. Dan toc: oovvveeeeeeeeeeeee, Quoctich: ...
. , 3

INOT U T ) oot et e et eeee et esee et e s ee et e s se e et eeeeteseneeteseneeseaeeas

Ho, chlr dém, ten me: ......... .. e e

Nam sinh: .....cceeeeeeenn. Dan toc: .....ccoeevr uveeeene Quoctich: ...t
. , 3

INOT CU T @) oo oo e et e e e e et e s e s et ee e e e eesesen e e e e eren s

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day la dung sy that, dugc sy
thoa thuan nhét tri cia cac bén lién quan theo quy dinh phép lut.
T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.
Lamtaqi: ............. , NEAY .. thang ......... nam ..............
Nguoi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:

@ Ghi 15 tén co quan ding ky khai sinh

@ Ghi théng tin vé& gidy to tuy than cia ngudi di dang ky, ghi rd s, co quan cp, ngay cap ho chiéu,
chimg minh nhan dén hodc gidy to hop 1¢ thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thuong trii thi ghi theo dia chi ding ky
tam tr; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam trd thi ghi theo dia chi dang sinh
song.

® Truong hop sinh tai co sé y té thi ghi 13 tén co s y té va dia danh hanh chinh

Trudng hop sinh ra ngoai co s& v té thi ghi dia danh cua 03 cdp hanh chinh (x4, huyén, tinh), noi sinh ra.
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02. Tén thi tuc hanh chinh: Thii tuc ding ky két hén.

Trinh ty thuc hién:

Buéc 1. Nguoi co yéu cau ding ky két hon nop ho so tai BY phéan tiép
nhan va tra két qua cia Uy ban nhan dan cdp xi c6 tham quyén. Thoi
gian nhan hd so tir 7h30° dén 10h30° va 13h30° dén 16h30° cac ngay
lam viéc trong tuan (trir ngay nghi 18).

Buéc 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan by hd so,
dbi chiéu thong tin trong T khai va tinh hop 1é cua gidy to trong hd so
do ngudi yéu cau nop, Xuat trinh.

- Néu hd so day du, hop 18, nguoi tlep nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua diy du, hoan thién
thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy dinh;
truong hop khong thé bo sung, hoan thién ho so ngay thi phai 1ap thanh
van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung,
hoan thién, ky, ghi rd ho, chir dm tén cua nguoi tlep nhan.

- Ho so sau khi dd duoc huéng din ma khéng dugc bd sung day du,
hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va 1ap vin ban tir
chdi tiép nhan hé so, trong d6 ghi rd 1y do tir chdi, ky, ghi & ho, chit
dém, tén clia nguoi tiép nhan.

Buéc 3. Ngay sau khi tiép nhan du hd so hop 18, néu thay du diéu
kién két hon theo quy dinh, cong chitrc tu phap - h¢ tich bao céo Chu
tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan
cap xa dong y giai quyet thi cong chirc tu phéap - ho tich ghi viéc két
hén vao S6 dang ky két hon, hudng dan hai bén nam, nit ky vao Glay
chang nhan két hon, cuing hai bén nam, nir ky tén vao S6, Chii tich Uy
ban nhan dén cdp xa t6 chic trao Giéy chung nhan két hon cho hai
bén nam, ni¥.

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duoc Ccip tir S6
goC hoac ban sao duot chirg thuc tir ban chinh thi nguoi tiép nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdn chinh thi nguoi tiép nhdn hé so
kiém tra, doi chiéu ban chup Véi ban chinh va ky vao ban chup xdac
nhdn vé viée da dai chiéu ngi dung gidy to do, khong duwoc yéu cau
nguoi di dang ky nop ban sao ¢é ching thuc glay to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho ngwoi xudt trinh,
khong duoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiép nhan ¢ the chup 01 ban glay to Xudt trinh hodc ghi lai
théng tin cua gidy toxudt trinh dé lwu ho so-

+ Nguoi tiép nhdn c¢6 trach nhiém tiép nhdn diing, di hé so ding ky
ho tich theo quy dinh cua phdp luat ho tich, khong dwoc yéu cau
ngueoi dang ky ho tich ngp thém gidy to- ma phdp ludt hé tich khéng
quy dinh phai ngp.

Cach thuc thuc hién:

Ngudi c6 yéu cau dang ky két hon truc tiép nop ho so tai co quan co
tham quyén (bén nam hodc bén nir c6 thé truc tiep nop ho so ma
khong can c6 van ban uy quyen ctia bén con lai).

Thanh phan, s6 hrong
ho so:

a) Thanh phan h so bao gom:

* Gidy to' phdi xudt trinh

- Ho chiéu hoac chimg minh nhan dan hoic thé cin cude cong dan
hodc cac gidy to khac ¢ dan anh va thong tin ¢ nhan do co quan c6
tham quyen cip, con gia tri s dung dé chitng minh vé nhan than cia
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ngudi c6 yéu cau dang ky két hon.

- Gidy to chimg minh noi cu tri dé xac dinh thim quyén (trong giai
doan Co s& dit liéu quéc gia vé& dan cu va Co s dir lidu ho tich dién
ttr toan qudc chua dugce xdy dung xong va thuc hién théng nhat trén
toan qudc).

- Trich luc ghi cha ly hon déi véi truong hop coéng dan Viét Nam
dang ky thuong tra tai dia ban xi 1am thu tuc ding ky két hon, da
duogc giai quyét viéc ly hon trude d6 tai co quan cd thim quyén nudc
ngoai.

* Gidy to' phdi ngp

- T khai dang ky két hon (theo mau). Hai bén nam, nit c6 thé khai
chung vao mét To khai dang ky két hon;

- Ban chinh Gidy x4c nhan tinh trang hén nhan do Uy ban nhan dan
cap xa c6 thim quyén cap trong truong hop nguoi yéu cau ding ky
két hon khong dang ky thuong tra tai dia ban xa lam thu tuc ding ky
két hon (trong giai doan Co s dit lidu quéc gia vé dan cu va Co so dir
liéu ho tich dién tir toan qubc chua duge xay dung xong va thuc hién
théng nhat trén toan quoc)

- Trudng hop ngudi yéu cau ding ky két hon dang cong tac, hoc tap,
lao dong c6 thoi han & nudc ngoai thi phai nop Gidy xac nhan tinh
trang hon nhan do Co quan dai dién ngoai giao, Co quan dai dién 1anh
su cuia Viét Nam & nudc ngoai cap.

b) S6 lweng hé so: 01 bo

Thoi han giai quyét:

Ngay trong ngay tlep nhan ho so; truong hop nhan ho so sau 15 gio
ma khong 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, ni thi thoi han giai quyét khong qua 05 ngay lam viéc.

Péi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhéan dan cap xa noi cu tra cua bén nam hodc bén ntr.

Két qua:

Giay chiing nhan két hon

L¢é phi (néu c0)

Mian I& phi

Tén méu don, to khai:

To khai dang ky két hon (theo Théng tur sé6 15/2015/TT-BTP ngay
16/11/2015 cia BG Tu phdp)

Yéu cau, diéu kién
thwc hién TTHC:

- Nam tir dit 20 tudi trg 1én, nit tir da 18 tudi tré 1én;

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

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

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

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, Iira déi két hon, can trg két hon;

+ Nguoi dang ¢6 vo, ¢6 chong ma két hon véi ngudi khac hodc chua
¢6 vo, chua c6 chdng ma két hon véi ngudi dang c¢6 chdng, co vo;

+ Két hon gitta nhitng ngudi cung dong mau vé truc hé; gitra nhitng
nguoi co ho trong pham vi ba doi; gitra cha, m¢ nuoéi voi con nudi;
gitta nguoi da timg 1 cha, me nudi v4i con nudi, cha chdng véi con
dau, me Vg Vi con ré, cha duong voi con riéng cia vo, me ké véi con
riéng cua chong.

* Nha nuoc Khong thera nhdn hon nhan gitra nhitng nguoi cung gioi tinh.

Can cu phap ly:

- Lugt ho tich nam 2014;

- Ludt hon nhdn va gia dinh nam 2014,

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phu;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bé Tuw phdp;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh.
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phic

(1) TO KHAI PANG KY KET HON (2)

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Québc tich

Noi cu tra @
Gidy to tiy than®

Két hon 1an tha may

Chung t6i cam doan nhing 10i khai trén day 1a ding su that, viéc két hon cia chung t6i
1a tg nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Vi¢t Nam.

Chung t6i chiu hoan toan trach nhiém trudc phép ludt vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

, NEAY ......... thang ....... nam..........
Bén nir Bén nam
(Ky, ghi 0 ho, chit dém, tén) (Ky, ghi r6 ho, chit dém, tén)

Chui thich:

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

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

(4) Ghi theo noi ding ky thuong tri, néu khong cé noi ding ky thuong tri thi ghi theo noi ding k}'l tam tri;
truong hop khong co noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.

(5) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay
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03. Tén thi tuc hanh chinh: Thu tuc dang ky nhan cha, me, con.

Trinh ty thuc hién:

Budéc 1. Nguoi co yéu cau ding ky nhan cha, me, con nop hd so tai
B6 phan tiép nhan va tra két qua cua Uy ban nhan dan cip xa c6 tham
quyén. Thoi gian nhan hd so tir 7h30° dén 10h30° va 13h30° dén
16h30” cac ngay lam vi¢c trong tuan (true ngay nghi 18).

Buéc 2. Nguoi tiép nhan co trach nhiém Kiém tra ngay toan bo hd so,
xéc dinh tinh hop 18 cua gidy to trong hd so do ngudi yéu cau nop, xuat
trinh; d6i chiéu thong tin trong T& khai Véi giéy to trong hd so.

- Néu hd so day du, hop 18, nguoi tlep nhan hd S0 viét glay/phleu tiép
nhan, trong d6 ghi 3 ngay, gio tra két qua; néu hd so chua day du,
hoan thién thi huéng dan ngudi nop hd so b sung, hoan thién theo quy
dinh; truong hop khong thé b6 sung, hoan thién ho so ngay thi phai lap
thanh van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bo
sung, hoan thién, ky, ghi rd ho, chitr dém, tén ciia ngudi tiép nhan.

- Néu hd so sau khi da dugce hudng d&n ma khong duoc bd sung day
du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so va lap vin
ban tir chéi tiép nhan ho so, trong d6 ghi 1 1y do tir chdi, ky, ghi 13 ho,
chir dém, tén cta ngudi tiép nhan.

Budéc 3. Trong thoi han 03 ngdy, ké tir ngay nhan di hd so, néu thiy
viéc nhan cha, me, con la dung va khong c6 tranh chap, cong chuc tu
phap - h¢ tich bao cdo Chu tich Uy ban nhan dan cap xa. Truong hop
Chu tich Uy ban nhan dan cdp xa dong y giai quyét thi cong chic tu
phap - ho tich ghi vao S6 dang ky nhan cha, me, con, cing cic bén
dang ky nhan cha, me, con ky vao S6. Chu tich Uy ban nhéan dan cip
xa ky cép Trich luc dang ky nhan cha, me, con cho ngudi yéu cau.
Buéc 4. Nguoi cé yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua caa Uy ban nhan dan cép xa noi nop hd so. Thoi gian: tur
7h30° dén 10h30° va 13h30° dén 16h30° cac ngay lam viéc trong tuan
(trir ngdy nghi 18).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la bdan sao dwoc Cdp tir 56
goC hodc ban sao dugc ching thuc tir ban chinh thi nguo tiep nhan
ho so khdng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi ngwoi tiép nhan ho so
kiém tra, doi chiéu bdn chup véi ban chinh va ky vao ban chup xac
nhdn vé viéc da dsi chiéu ngi dung gidy to do, khong dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc glay to do.

+ Truwong hop phap ludt quy dinh Xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn ¢ trach nhiém kiém tra gidy to xuat trinh, doi
chiéu véi théng tin trong To khai va trd \ai cho ngwoi Xudt trinh,
khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to
dé. Nguoi tiep nhdn cé the chup 01 ban glay to xudt trinh hodc ghi lgi
thong tin cua gidy to xudt trinh dé lheu hé so-

+ Nguweoi tiép nhdn c6 trach nhiém tiép nhdn diing, di ho so dang ky
h tich theo quy dinh cia phdp ludt ho tich, khéng dwoc yéu cau
nguwoi dang ky ho tich ngp thém gidy to- ma phdp ludt hé tich khéng
quy dinh phdi ngp.

Cach thurc thuc hién:

Nguoi ¢6 yéu cau dang ky nhan cha, me, con (m6t hodc hai bén) nop
hd so truc tlep tal Uy ban nhan dan cép x4 co tham quyen.

Thanh phan, so lwong
ho so:

a) Thanh phan ho so bao gom:
* Giay to phai xuat trinh
- HO chiéu hoac ching minh nhan dan hoac thé can cudc cong dan
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hodc cac glay to khac ¢6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri str dung dé ching minh vé nhan than cua
nguoi ¢ yéu cau dang ky nhén cha, me, con.

- Gidy to ching minh noi cu tri dé xac dinh tham quyen dang ky
nhén cha, me, con (trong giai doan Co s¢ dir li¢u qudc gia vé dan cu
va Co s6 dir liéu ho tich dién tir toan quéc chua duoc xay dung xong
va thuc hién théng nhit trén toan quéc).

* Gidy to phdi ngp

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

- Gidy to, @6 vat hoic ching ct khac ching minh quan hé cha, con
hoac quan hé me, con gom:

+ Vin ban cia co quan y té, co quan giam dinh hoic co quan khac co
tham quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c¢6 van ban néu trén thi phai c6 thu tir, phim anh,
bang, dia, dd dung, vat dung khac ching minh mdi quan hé cha con,
quan hé me con va vin ban cam doan cia cha, me vé viéc tré em 1a
con chung cua hai ngudi, co it nhat hai nguoi than thich cua cha, me
lam chung.

b) S6 lwong hé so: 01 bo

Thoi han giai quyét:

03 ngay lam viéc. Truong hop can phai xac minh thi thoi han giai
quyet khong qua 08 ngay lam viéc.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhan dén cip x3 noi cu tri cua nguoi nhan hoic nguoi duoc
nhan la cha, me, con.

Két qua:

Trich luc dang ky nhan cha, me, con.

L& phi (néu cé)

- L¢ phi dang ky nhan cha, me, con: 15.000 dong.
- Mién I¢ phi cho nguoi thude gia dinh c6 cong voi cach mang; ngudi
thudc hd nghéo; nguoi khuyet tat.

Tén mau don, to khai:

To khai dang ky nhan cha, me, con (theo Théng tir s6 15/2015/TT-
BTP ngay 16/11/2015 cua B Tu phdp)

Yéu cau, diéu kién
thuc hién TTHC:

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

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

- Truong hop nam, nir chung séng voi nhau nhu v chong, khong
dang ky két hon, sinh con, ngudi con séng cing véi nguoi cha, khi
nguoi cha lam thu tuc nhan con ma khong lién hé duoc véi nguoi me
thi khong can c¢6 ¥ kién cta nguoi me trong To khai dang ky nhan
cha, me, con.

Can cu phap ly:

- Ludat hon nhan va gia dinh nam 2014;

- Ludt hg tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh ph;

- Théng twr s6 15/2015/TT-BTP ngay 16/11/2015 cua Bé Tu phap;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh .
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KANh @Y7 e

Ho, chir dém, tén n@Udi YEU CAU: .....ocooiiiiiiiie e

Noi cu tra®
GAY 10 Y thAN oo

Quan h¢ v61 nguoi nhan cha/m@/con(4): ....................................................................

P& nghi Quy co quan cdéng nhin ngudi cé tén duwdi diy:

. . (2
D \L0 1 0] 0 g 1 o BT

T6i cam doan viéC NhaN............ccoooievieiicee, noi trén 1a dung sy that, tw nguyén,
khong c6 tranh chap va chiu trach nhiém trude phap luat vé cam doan ctia minh.

Kinh d& nghi Quy co quan ding ky.
Lam tqi.............. ngay ... thang........ nam
Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)

Y kién cia nguoi Y kién cia nguoi

hién dang la me hoac cha® dwgc nhan la cha, me, con®

Tai liéu gui kem theo To khai:
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Chii thich:

@ Ghi 13 tén co quan dang ky;

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

®) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18 thay
thé

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

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc nguoi da thanh nién
nhung mat nang lyc hanh vi dan s, ghi y kién ctia ngudi 1a cha néu me la nguoi yéu cau, y kién
nguoi me néu cha la nguoi yéu cau (trir trudong hop nguoi d6 da chét, mat tich, mat nang lyc hanh
vi dan sy hodc han ché ning lyc hanh vi dan su);

®) Chi can thiét trong trudng hop nguoi duoc nhan 13 tré em tir dt 9 tudi tré 1én.
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04. Tén thii tuc hanh chinh: Thii tuc ding ky khai sinh két hop nhgn cha, me,
con.

Trinh tw thuc hién: | Bwéc 1. Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me, con nop
ho so tai Bo phan tiép nhan va tra két qua cua Uy ban nhan dan cép xa
c6 tham quyen. Thoi gian nhan ho so tir 7h30° dén 10h30° va 13h30°
dén 16h30° cac ngay lam viéc trong tuan (trr ngay nghi 18).

Bwéc 2: Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hd so,
dbi chiéu thong tin trong To khai va tinh hop 1é cua gidy to trong hd so
do nguoi yéu cAu nop, Xuit trinh.

- Néu hd so day du, hop I8, nguoi tlep nhan hd so viét gidy tiép nhan,
trong do ghi 16 ngay, gio tra két qua; néu hd so chua diy du, hoan thién thi
huéng dan ngudi Nop hd so bd sung, hoan thién theo quy dinh; truong hop
khong thé bd sung, hoan thién ho so ngay thi phdi lp thanh van ban
hudng dan, trong d6 néu rd loai gidy to, ndi dung can bd sung, hoan thién,
ky, ghi 13 ho, chir dém, tén ctia nguoi tiép nhan.

- Ho so dang ky khai sinh va nhan cha, me, con sau khi da duoc hudng
dan theo quy dinh ma khéng dugc bd sung, hoan thién thi nguoi tiép
nhan tir chdi tiép nhan ho so. Viéc tir chdi tiép nhan hd so phai dugc
thé hién bang van ban, trong d6 ghi 1d 1y do tir chdi, ngudi tiép nhan
ky, ghi o ho, chir dém, tén.

Buwdéc 3. Trong thoi han 03 ngay, ké tir ngdy nhan da hd so, néu thay
viéc nhan cha, me, con 1a dung va khong co tranh chap; thong tin khai
sinh day du va phu hop, cong chirc tu phap - ho tich bao cdo Chu tich
Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan déan cap x4
dong y giai quyét thi cong chirc tu phap - ho tich ghi noi dung nhan
cha, me, con vao S ding ky nhan cha, me, con; ghi noi dung khai sinh
vao S6 dang ky khai sinh, cap nhat thong tin khai sinh theo huéng dan
dé liy S6 dinh danh ca nhan (di véi cac dia phuong da trién khai cap
S6 dinh danh ca nhan khi dang ky khai sinh), ciing nguoi di dang ky
khai sinh va nhan cha, me, con ky tén vao S6. Chu tich Uy ban nhan
dan cap xa cip Giay khai sinh va Trich lyc nhan cha, me, con cho
nguoi yéu cau.

Buwéc 4. Nguoi co yéu cau nhan két qua tai Bo phan tiép nhan va tra két
qua cua Uy ban nhan dan cdp xa noi nop hd so. Thai gian: tir 7h30° dén
10h30” va 13h30° dén 16h30° cac ngay lam viéc trong tuan (trir ngay
nghi 18).

* Luu y:

+ Truong hop ngueoi yéu cau nép gidy to la ban sao dioc Cdp tir 6 gdc
hogc ban sao duwgc ching thuc tir ban chinh thi nguoi tiép nhan hé so
khong duwoc yéu cau Xudt trinh ban chinh; néu _nguoi yéu cau chi ngp
ban chup va xudt trinh ban chinh thi nguoi tiép nhdn hé so kiém tra,
doi chiéu ban chup Véi ban chinh va ky vao ban chup xdc nhdn vé viéc
da déi chiéu ngi dung gidy to do, khong dwoc yéu cau nguoi di dang ky
ngp bdn sao c¢é chimg thurc giay to do.

+ Truwong hop phap ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to XUat trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguwoi Xudt trinh, khong
dugc yéu cau nguoi dang ky ho tich ngp thém ban sao gidy to doé.
Ngueoi tiép nhan cé thé _Chup 01 ban giay to Xudt trinh hodc ghi lgi
théng tin cua gidy to-xudt trinh dé lwu ho so-

+ Nguoi tiép nhdn ¢ trach nhiém tiép nhdn ding, dii ho so dang ky ho
tich theo quy dinh cua phap ludt ho tich, khong dwoc yéu cau nguol
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dang ky hé tich ngp thém giay to ma phap lugt hg tich khong quy dinh
phai nop.

Cach thiwc thuc Nguéi‘ yéu cau dejlng k}'/ﬁ khai sinh, nhan Cha, me, Conn(mét hgajc hai bén)
hién: nop ho so truc tiep tai Uy ban nhan dan cap xa co6 tham quyen.
Thanh phan, s6 | a) Thanh phan ho s0' bao gom:

lwong ho so:

* Gidy to phdi xudt trinh:

-Ho Chleu hoac ching minh nhan dan hoac thé can cudc cong dan hoac
cac glay to khac co dan anh va thong tin ca nhan do co quan co tham
quyén Cap, con gia tri s dung dé ching minh vé nhan than cua ngudi
c6 yéu cau dang ky khai sinh, nhan cha, me, con.

- Gidy to ching minh noi cu tra dé chiing minh tham quyén dang ky
khai sinh, nhan cha, me, con (trong giai doan Co s¢& dir liéu quoc gia vé
dan cu va Co s¢& dir liéu ho tich dién tir toan quéc chua dugc xay dung
xong va thuc hién thong nhit trén toan qudc).

* Gidy tor phdi ngp:

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

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

- Giy to, d6 vat hoic chiang ci khac chang minh quan hé cha, con
hoac quan hé me, con gom:

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

+ Truong hgp khong c6 van ban néu trén thi phai cé thu tir, phim anh,
bang, dia, dd dung, vat dung khac chitng minh mdi quan hé cha con,
quan hé me con va vin ban cam doan cia cha, me vé Viéc tré em 1a con
chung cua hai ngudi, c6 it nhat hai nguoi than thich cia cha, me lam
chtng.

b) S6 lwgng ho so: 01 bd

Thai han giai quyét:

03 ngay lam viéc, truong hop phai xac minh thi khong qua 08 ngay lam
Viéc.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhan dan cap xa noi cu tri cia ngudi cha hoic ngudi me thuc
hién dang ky khai sinh két hop nhan cha, me, con.

Két qua:

Gidy khai sinh, Trich luc nhan cha, me, con.

L¢é phi (néu c0)

- Lé phi ding ky khai sinh: 8.000 dong.

- L& phi dang ky nhan cha, me, con: 4 15.000 dong.

Mién 1& phi cho truong hop ding ky khai sinh dung han; nguoi thuoc
gia dinh c¢6 céng v4i cach mang; ngudi thudc ho ngheéo; ngudi khuyét
tat.

Tén miu don, to

khai:

(theo Théng tw so 15/2015/TT-
BTP ngay 16/11/2015 cua Bé Tuw

phap)

- To khai dang ky khai sinh;
- To khai dang ky nhan cha, me, con

Yéu cau, diéu kién
thuc hién TTHC:

- Bén nh4n va bén duoc nhan 1a cha, me, con déu con song;

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

- Truong hop nam, nir chung song voi nhau nhu vo chdng, khong diang
ky két hon, sinh con, ngudi con séng ciing v6i ngudi cha, khi ngudi cha
lam thu tuc nhan con ma khong lién hé dugc véi nguoi me thi khong
can co y kién cta nguoi me trong T khai dang ky nhan cha, me, con.

Can cu phap ly:

- Lugt hon nhan va gia dinh nam 2014;
- Lugt ho tich nam 2014;
- Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu;
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- Thong tu Sé 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tw phap;
- Thong twr so0 179/2015/TT-BTC ngay 13/11/2015 cua B Tai chinh .
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KInh G ) oot

Ho, chit dém, tén NEUOT YU CAUS .....c..ovvveeeieeieeeeeee e
GIAY 10 1Y thAN: @t ene s e

N U T oo

Quan h¢ vo1 ngudi duoc khai sinh: ...
Dé nghi co quan dang ky khai sinh cho nguwoi duéi day:

QUE UAN ..ttt e e e e et e e e eteeeessntaeeennaeesennssaesnsneeean sreeeeas
Ho,chirdém, téncha: ......... ... e,
Nam sinh: ........ccceeee. Dan toc: ...ccoovveveeeeenn. Quoc tich: ...l

N U T ) oo

Ho, chlr dém, ten me: ......... ... e
Nam sinh: ..o, Dan toc: .......ceeuvvneneene. Quoctich: .................... .

NOE CU T ) oo e,

To61 cam doan ndi dung dé nghi dang ky khai sinh trén day l1a dung sy that, dugc su

thoa thuan nhét tri cia cic bén lién quan theo quy dinh phép luét.

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

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

Chu thich:

@ Ghi 16 tén co quan dang ky khai sinh

@ Ghi thong tin v& gidy to tiy than cta ngudi di dang ky, ghi rd sd, co quan cip, ngay cép ho chiéu,
chtng minh nhan dan hodc gidy to hop 18 thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong co noi ding ky thuong trii thi ghi theo dia chi ding 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 s6 y té thi ghi rd tén co s¢ y té va dia danh hanh chinh

Trudng hop sinh ra ngoai co s6'y té thi ghi dia danh ciia 03 cap hanh chinh (x4, huyén, tinh), noi sinh ra.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON
KA GUY: oo

Ho, chit dém, t€n NEWOT YU CAU: .....oooiviiiiiiiei ittt

Noi cu tra®:

La...oooonene. cua nguoi co tén dudi day:
| (O TR Wd 1 e 35 VO () s S OSSPSR

O]

Noi cu tra

To6i cam doan viéC NNAN...........ccovveeeeieeieiieeee. noi trén la dang su that, tu nguyén,
khong c6 tranh chap va chiu trach nhiém trude phap ludt vé cam doan ctia minh.

Kinh dé& nghi Quy co quan dang ky.
Lam tai.............. ngay ... thang........ nam

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

Y kién ciia nguoi Y kién ciia nguoi
hién dang la me hoac cha® dwgc nhan la cha, me, con®

Tai liéu guti kem theo To khai:
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Chii thich:

@ Ghi 13 tén co quan dang ky;

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

®) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay
thé

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

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da thanh nién
nhung mat nang lyc hanh vi dan s, ghi y kién ctia ngudi 1a cha néu me la nguoi yéu cau, y kién
nguoi me néu cha la nguoi yéu cau (trir truong hop nguoi d6 da chét, mét tich, mat ning luc hanh
vi dan sy hodc han ché ning lyc hanh vi dan su);

®) Chi can thiét trong trudng hop nguoi duoc nhan 13 tré em tir dt 9 tudi tro 1én.
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05. Tén thu tuc hanh chinh: Thi tuc ding ky khai tii.

Trinh ty thuc hién:

Budéc 1. Ngudi co yéu cau ding ky khai tir nop ho so tai Bo phan tiép
nhan va tra két qua caa Uy ban nhan dan cap xi c6 tham quyeén. Thoi
gian nhan hd so tir 7h30” d&én 10h30° va 13h30° dén 16h30° cic ngay
lam viéc trong tuan (trr ngay nghi 18).

Bué6c 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd hd so,
dbi chiéu thong tin trong T& khai va tinh hop 1& cua gidy to trong hd
so do ngudi yéu cau nop, Xuat trinh.

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

- Néu ho so sau khi dd dugc hudng din theo quy dinh ma khong dugc
bd sung day du, hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so
va 1ap van ban tir chdi tiép nhan ho so, trong d6 ghi 1 1y do tir chdi,
ky, ghi rd ho, chir dém, tén cia ngudi tiép nhan.

Budéc 3. Ngay sau khi nhan da hd so theo quy dinh, néu thiy thong
tin khai tor day du va phu hop, cong chiic tu phap - ho tich bao céo
Chu tich Uy ban nhan dan cép xa. Truong hgp Chu tich Uy ban nhan
dan cép xa dong ¥ giai quyét thi ky Trich luc khai t cip cho ngudi
¢6 yéu ciu; cong chire tu phap - ho tich ghi vao S6 dang ky khai tir,
cung nguoi di dang ky khai tir ky tén vao So.

Bu6c 4. Ngudi ¢ yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua caa Uy ban nhan dan cip xd noi nop ho so. Thoi gian: tir
7h30° dén 10h30° va 13h30” dén 16h30° cac ngay lam viéc trong tuan
(trir ngay nghi 18).

* Luu y:

+ Truwong hop nguoi yéu cau ngp gidy to la ban sao dwoc Cdp tir 6
goC hodac ban sao dirgc ching thuc tir ban chinh thi nguo tiep nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi nép ban chup va xudt trinh ban chinh thi ngweoi tiép nhan ho so
Kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc glay to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu vdi théong tin trong To khai va tra lai cho nguwoi xudt trinh,
khong dwoc yéu cau nguwoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhdn cé thé _chup 01 ban giay to Xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luu hé so.

+ Nguoi tiép nhédn cé trach nhiém tiép nhdn ding, dii hé so ding ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khong
quy dinh phdi nop.

Cach thurc thuc hién:

- Nguoi co yéu cau dang ky khai tir tryc tiép hoac uy quyén cho
nguoi khac thuc hién viéc dang ky khai tur;

- Nguoi thyc hién viéc dang ky khai tir c6 thé tryc tiép nop hd so
hodc giri hd so qua hé théng buu chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:
* Giay to phdi xuat trinh
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- Ho chiéu hogc ching minh nhén dén hodc thé cén cudc cong dan
hoac cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gid tri sir dung dé chiing minh vé nhan than cua
nguoi ¢ yéu cau dang ky khai tu;

- Gidy to ching minh noi cu tr cuéi cung cua ngudi chét dé xac dinh
tham quyén (trong giai doan Co sé dir lidu qudc gia vé dan cu va Co
so dir liéu ho tich dién tur toan quéc chua dugc xay dung xong va
thuc hién théng nhit trén toan qudc).

- Truong hop khong xac dinh dugc noi cu tri cudi cung cua ngudi
chét thi xut trinh gidy to chimg minh noi ngudi dé chét hodc noi
phat hién thi thé cua ngudi chét.

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

* Gidy to' phdi ngp

- To khai dang ky khai tir (theo mau);

- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan ¢ tham
quyén cap.

- Vin ban uy quyén theo quy dinh cta phap luat trong truong hop ay
quyén thuc hién viéc dang ky khai t. Truong hop nguoi dugc uy
quyén la ong, ba, cha, me, con, Vo, chdng, anh, chi, em rudt cua
nguoi uy quyeén thi van ban uy quyén khong phai cong chimng, chung
thuc, nhung phai c6 gidy to chitng minh mdi quan hé véi nguoi uy
quyén.

b) S6 lwong ho so: 01 bo

Thai han giai quyét:

Ngay trong ngay tlep nhan yéu cau, truong hop nhan ho so sau 15 gid
ma khong giai quyét dugc 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.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

- Uy ban nhén dan cip x4 noi cu tri cudi cing ctia nguoi chét thuc
hién viéc dang ky khai tur;

- Uy ban nhan dan cp xi noi ngudi d6 chét hodc noi phat hién thi thé
ngudi chét thyc hién viéc dang ky khai tir trong truong hop khong
xac dinh dugc noi cu trii cudi ciing ctia ngudi chét.

Két qua:

Trich luc khai tu

L¢& phi (néu co)

- L¢ phi dang ky khai tir: 8.000 dong;

Miéen 1€ phi cho truong hop dang ky khai tir dung han, nguoi thuge
gia dinh c6 cong voi cach mang; nguoi thudc hg nghéo; nguoi khuyeét
tat.

Tén méu don, to khai:

To khai dang ky khai tir (theo Thong tw sé6 15/2015/TT-BTP ngay
16/11/2015 cua Bé Tw phdp)

Yéu cau, diéu kién
thwc hién TTHC:

Khong

Can cu phap ly:

- Ludt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh ph;

- Théng twr s6 15/2015/TT-BTP ngay 16/11/2015 cua Bé Tu phap;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI TU

KANR GUE D oot

Ho, chit dém, t8N NEWOT YEU CAUS ..ooccccoeeeeoeeeeeeeeseeesee oot eees et ees et
INOT CU T @ ettt ettt ettt ettt
GHAY 10 Y thAN D ettt ettt
Quan hé VOT NEUGT A8 CREE: ...ooooceeeeeeeeeeeee e eres ettt
Pé nghi co quan ding ky khai tir cho ngudi c6 tén dwoi day:
Ho, chit @&m, tE€N: ......cooooieeeeeeeeee e, G161 tinh:
Ngay, thang, NAM SINN: ...
DAN tOC: oo Quéc tICh: e,
Noi cu trt cudi cling: T
GIAY 1O TUY thANT @ ettt ettt et ettt
Da chét vao [UC: e o (o S phut, ngay .............. thang ............ nam ...
INOT CREE oot oottt
NGUYBN NNAN CREE: ..ot
S6 Gidy béao tir/ Gidy to thay thé Gidy bao tor: @ e 3 1o YO
........................................................................................................ cAp ngay ....... thang ...... nam .............
To61 cam dqan nhitng nd1 dung khai trén day la dang sy that va chiu trach nhiém trudc
phép ludt vé cam doan ctia minh.

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

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

Chii thich:

@ Ghi 5 tén co quan thyc hién dang ky khai tir.

@ Ghi theo dia chi ding ky thuong tra; néu khong c6 noi ding ky thuong tra thi ghi theo dia chi ding ky
tam tra; truong hop khong c6 noi dang ky thuong tra va noi déng ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi théng tin vé gidy to tuy than nhw: ho chiéu, ching minh nhan dén hodc gidy to hop 18 thay thé (vi
du: Chimg minh nhan déan s 001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

“ Néu ghi theo Gidy bao tur, thi gach cum tir “Gidy to thay Gidy bao ti”; néu ghi theo s6 Gidy to thay
Gidy béo tur thi ghi rd tén, sb gidy to va gach cum tir “Gidy bao ti”.

171



06. Tén thi tuc hanh chinh: Thii tuc dang ky khai sinh luu dong.

Trinh ty thuc hién:

Buéc 1. Cong chire tu phap - ho tich cap xa duoc giao nhiém vu ding
ky khai sinh luu dong c6 trach nhiém chuan bi day du mau T khai
dang ky khai sinh, gidy to ho tich va didu kién can thiét dé thuc hién
dang ky luu dong tai nha riéng hodc tai dja diém t6 chirc ding ky luu
dong, bao dam thuan lgi cho nguoi dan.

Tai dia diém ding ky h¢ tich luu dong, cong chire tw phap - h¢ tich
huéng dan nguol yéu cau dlen day du thong tin trong To khai ding
ky khai sinh; kiém tra cac gidy to lam co s& cho viéc dang ky khai
sinh.

Bwéc 2. Trong thoi han 02 ngay 1am viéc, ké tir ngdy tiép nhan da hd
s0, cong chue tu phap - hd tich bao céo Chu tich Uy ban nhan dén
cap xa. Truong hop Chu tich Uy ban nhan dan ddng v giai quyét thi
ky Gidy khai sinh cip cho ngudi c6 yéu cau.

Budc 3. Trong thoi han 05 ngay ké tir ngay tiép nhan du hd so, cong
chire tu phap - ho tich dem theo Gidy khai sinh va S6 ding ky khai sinh
dé tra két qua cho nguoi co yéu cau tai dia diém dang ky luu dong; cong
chirc tu phap - ho tich ghi noi dung dang ky vao S6 dang ky khai sinh,
cting ngudi yéu cau ky S6 theo quy dinh. Tai myc “Ghi chi” trong S6
dang ky khai sinh ghi r6 “Dang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chirc tu phap -
ho tich tryc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai
ndi dung va hudéng din ngudi dé diém chi vao To khai. Khi tra két
qua dang ky ho tich, cong chue tu phap - h¢ tich phai doc lai noi
dung giay to h¢ tich cho ngudi yéu cau nghe va hudéng dan ngudi dé
diém chi vao S hd tich.

Cach thic thuc hién:

Truc tiép tai hién truong

Thanh phan, so lweng
ho so:

a) Thanh phan ho so bao gom:

* Gidy to' phdi xudt trinh

- Ho chiéu hoic chtng minh nhan dan hodc thé cin cude cong dan
hoic cac gidy to khac co dan anh va thong tin c4 nhan do co quan c6
tham quyen cap, con gia tri sir dung dé ching minh vé nhan than cia
nguoi yéu cau dang ky khai sinh.

- Gidy to chtmg minh noi cu tra dé ching minh tham quyén ding ky
khai sinh; truong hop cha, me cua tré da dang ky két hon thi phai Xuat
trinh Gidy chiing nhan két hon (trong giai doan Co sé dir liéu qudc
gia vé dan cu va Co sé dit liéu ho tich dién tir toan quéc chua duoc
xdy dung xong va thuc hién thdng nhat trén toan qudc).

* Gidy to phdi ngp:

- To khai déng ky khai sinh (theo mau).

- Ban chinh Gidy ching sinh; truong hop khong c6 Glay ching sinh
thi ngp van ban cua nguoi lam chimg xac nhan vé viéc sinh; néu
khong c6 ngudi lam chimng thi phai ¢6 gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6
vin ban xac nhan cua co s y té da thuc hién ki thuat hd tro sinh san
cho viéc mang thai ho.

b) S6 lwgng ho so: 01 bo

Thai han giai quyét:

05 ngay lam vi¢c

Poi twong thuc hién:

Ca nhan.

Co quan thuc hién:

Uy ban nhan dan cip x4 noi cu trt cia nguoi cha hoic nguoi me.

Két qua:

Giay khai sinh

L¢& phi (néu co)

- L& phi dang ky khai sinh: 8.000 dong.
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Mién 18 phi doi véi truong hop ding ky khai sinh diing han; ding ky
cho nguoi thude gia dinh c6 cdng v6i cach mang; nguoi thuoc ho
ngh¢o; nguoi kKhuyet tat.

Tén mau don, to khai:

T khai dang ky khai sinh (theo Théng tuw s6 15/2015/TT-BTP ngdy
16/11/2015 cua By Tu phdp)

Yéu cau, diéu kién
thwc hién TTHC:

Tré em sinh ra ma cha me bi khuyét tat, 5m bénh khong thé di dang
ky khai sinh cho con; cha me bi bat, tam giam hodc dang thi hanh an
phat th ma khéng con 6ng ba ndi, ngoai va nguoi than thich khac
hodc nhimg ngudi nay khong c6 didu kién di dang ky khai sinh cho
tré.

Can cu phap ly:

- Lugt hé tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 cua BG Tw phdp;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh gtri: et

Ho, chit dém, t&n NGUOT YU CAU: .....c..ovveieeeieieieeeee e
GiAy tO ty thAN: @ittt

Quan hé voi1 nguoi dugce khai SInh: ....ooviiiiiiiiic
Dé nghi co quan ding ky khai sinh cho nguoi dudéi day:
HQ, chil d@m, tRIN: ..o

Ngay, thang, ndm sinh: ..........cccoccerennn ghi bAng ChT: ..o,

NI ST e

Gidi tinh:....ccooeeeein. Dan tdc: .o Qudc tich: ..o,

QUE QUAN ..ot

Ho, chir dém, tén cha: ...,

Nam sinh: ..........cceee Dan toc: vvveeviiiiieee e Qubc tich: oo,

INOT CU T ) oottt ettt ettt ettt ettt e eneeeens

Ho, chit dém, ten me: ...

Nam sinh: ...................... Dan tdc: ....oovvvveeeiiieeen, Qubc tich: oo,

INOT CU T ) ettt ettt et e et en e e e eeen e,

To61 cam ﬁoan ndi dung dé nghi dang ky khai sinh trén day la dang su that, dugc sy thoa

thuan nhat tri ctia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trudce phép luat vé nodi dung cam doan cta minh.
Lamtqi: ................... , NEAY ... thang ......... 717177 R

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

Chu thich:

@ Ghi rd tén co quan ding ky khai sinh

@ Ghi thong tin v& gidy to tiy than cta nguoi di dang ky, ghi rd sd, co quan cip, ngay cép ho chiéu,
chimg minh nhan dan hodc gidy to hop 1¢ thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thudng trii thi ghi theo dia chi ding 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 s6 y té thi ghi rd tén co s¢ y té va dia danh hanh chinh

Trudng hop sinh ra ngoai co s6 v té thi ghi dia danh cua 03 cip hanh chinh (x, huyén, tinh), noi sinh ra.
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07. Tén thi tuc hanh chinh: Thii tuc ding ky két hon lwu déng.

Trinh ty thuc hién:

Buéc 1. Nguoi yéu cau cap ban sao ¢ ching thuc tir ban chinh -
Cong chire tu phap - ho tich cap x3 duoc giao nhiém vu ding ky két
hén luu dong c6 trach nhiém chuan bi day du cac loai mau To khai,
gidy to ho tich va diéu kién can thiét dé thyc hién ding ky luu dong.
Buwéc 2. Tai dia diém dang ky két hon luu dong, cong chirc tu phap
- hd tich c6 trach nhiém kiém tra, xac minh vé diéu kién két hon cua
cac bén; hudng dan ngudi dan dién day du thong tin trong To khai ding
ky két hon. Néu hd so day da, hop 18, cong chire tu phép - ho tich tiép
nhan hé so viét Phiéu tiép nhan.

Budéc 3. Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho SO,
cong chire tu phap - ho tich bao cao Chu tich Uy ban nhan dan cap xa.
Truong hop Chu tich Uy ban nhan dan dong ¥ giai quyét thi ky cap 02
Gidy ching nhan két hon cho nguoi 6 yéu cau. .

Cong chirc tu phap - ho tich ghi noi dung dang ky vao S6 ding ky két
hén; trao Gidy ching nhan két hon cho cac bén tai dia diém dang ky luu
dong; ciing cac bén két hon ky vao S6 theo quy dinh. Tai muc “Ghi cha”
trong SO dang ky két hon ghi r6 “Dang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chue tu phap -
ho tich truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai
nodi dung va huéng dan nguoi dé diém chi vao To khai. Khi trao Gidy
chimng nhan két hon, cong chirc tu phap - ho tich phai doc lai ndi dung
Giay chang nhan két hon cho ngudi yéu cau nghe va hudng din ngudi
d6 diém chi vao S6 dang ky két hon.

Cach thirc thuc hién:

Truc tiép tai hién truong

Thanh phan, s lrong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hoac chimg minh nhan dan hoic thé cin cudc cong dan
hoac cac giéy to khac ¢6 dan anh va thong tin ca nhan do co quan c6
tham quyén Cap, con gia trj str dung dé ching minh vé nhan thin cua
nguoi co yeéu cau dang ky két hon.

- Gidy to chung minh noi cu tri d¢é xac dinh tham quyén (trong giai
doan Co s dit lieu qudc gia vé& dan cu va Co sd dit liéu ho tich dién
tr toan qudc chua dugce xdy dung xong va thuc hién théng nhat trén
toan qudc).

* Gidy to phdi ngp

- To khai ding ky két hon (theo mau). Hai bén nam, nit ¢6 thé khai
chung vao mét To khai dang ky két hon.

b) S6 lweng ho so: 01 bo

Thai han giai quyét:

05 ngay lam viéc

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhéan dan cap xa noi cu tra cua hai bén nam, ni.

Két qua:

Giay chiing nhan két hon

L& phi (néu cé)

Mian I¢ phi

Tén méu don, to khai:

To khai dang ky két hon (theo Théng fur s6 15/2015/TT-BTP ngay
16/11/2015 cua By Tu phap)

Yéu cau, diéu kién
thwc hién TTHC:

- Hai bén nam, nir cung thuong trt trén dia ban cép x4 ma mot hoac
ca hai bén nam, nit 1a ngudi khuyét tat, 5m bénh khong thé di dang ky
két hon duoc.

- Nam tir du 20 tudi tré 1én, nit tir di 18 tudi tré lén;

- Viéc két hon do nam va nit tw nguyén quyét dinh:

- Khong bi mét nang lyc hanh vi dan sy;
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- Viéc két hon khong thugc mot trong cac truong hop cam két hén,
gom:

+ Két hon gia tao;

+ Tao hon, cudng ép két hon, lra dbi két hon, can tré két hon;

+ Nguoi dang c6 vo, co chéng ma két hon véi nguoi khac hodc chua
¢6 v, chua co chong ma két hon véi ngudi dang co chdng, c6 vo;

+ Két hon giira nhimg nguoi cung dong mau vé tryc h¢; giira nhing
nguoi co ho trong pham vi ba doi; gitra cha, me nudi vdi con nudi;
gitta nguoi da timg 1a cha, me nudi v6i con nudi, cha chong véi con
dau, me Vg v&i con ré, cha duong vai con riéng cia Vg, me ké vai con
riéng ctia chong:

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

Can cw phap ly:

- Ludt hon nhan va gia dinh nam 2014;

- Lugt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phit;

- Théng tir 6 15/2015/TT-BTP ngay 16/11/2015 cia B Tw phdp;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phic

(1) TO KHAI PANG KY KET HON )

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Québc tich

Noi cu tra @

Gidy to tiy than®

Két hon 1an tha may

Chung t6i cam doan nhing 10i khai trén ddy 1a ding su that, viéc két hon cia chung t6i
la tu nguyén, khong vi pham quy dinh cia Luat hon nhan va gia dinh Viét Nam.

Chung t6i chiu hoan toan trach nhiém trudc phép ludt vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

, NEAY ......... thang ....... nam..........
Bén nir Bén nam
(Ky, ghi r0 ho, chit dém, tén) (Ky, ghi o ho, chir dém, tén)

Chii thich:

(1), (2) Trudong hop lam tha tuc dang ky két hon ¢ yéu td nudc ngoai, thi phai dan anh cta hai bén nam,
nir.

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

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

(5) Ghi thong tin vé gidy to tity than nhu: h chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay
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08. Tén thi tuc hanh chinh: Thi tuc dang ky khai tir luu djong.

Trinh ty thuc hién:

Bwéc 1. Cong chirc tu phap - ho tich dugc giao nhiém vu dang ky
khai ttr luu dong c6 trach nhiém chuan bj day du mau T khai ding
ky khai tir, gidy to ho tich va diéu kién can thiét dé thuc hién dang ky
lwu dong tai nha riéng hoic tai dja diém té chic dang ky luu dong,
bao dam thuan lgi cho nguoi dan.

- Tai dia diém dang ky khai tur luu dong, cong chirc tu phép - ho tich
huéng dan nguol yéu cau dién day du thong tin trong T khai ding
ky khai tir, kiém tra cac gidy to 1am co sé cho viée dang ky khai tu.
Buéc 2. Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan ho SO,
cong chirc tu phap - ho tich bao cao Chu tich Uy ban nhan dan cap Xa.
Truong hop Chu tich Uy ban nhan dan dong y giai quyét thi ky cip
Trich luc khai tir cho ngudi c6 yéu cau.

Budéc 3. Trong thoi han 05 ngay ké tir ngay tiép nhan hd so, cong
chte tu phap — ho tich dem theo Trich luc khai tir va S6 diang ky khai
tir dé tra két qua cho ngudi co yéu cau tai dia diém (dang ky luu dong;
cong chirc tw phap — hd tich ghi noi dung vao S6 dang ky khai ti,
cing ngudi yéu cau ky vao So6. Tai muc “Ghi cha” trong S6 dang ky
khai tir ghi ro “Dang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chir thi cong chuc tu phap -
ho tich truc tiép ghi T khai, sau d6 doc cho nguoi yéu cau nghe lai
noi dung va huéng dan ngudi d6 diém chi vao To khai. Khi tra két
qua, cong churc tu phap - ho tich doc lai ngi dung Trich luc khai ti
cho ngudi yéu cau nghe va hudng dan ngudi d6 diém chi vao S6 dang
ky khai t.

Cach thirc thuc hién:

Tryc tiép tai hién truong

Thanh phan, so lweng
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hoac chimg minh nhén dan hodc thé cén cude cong dan
hodc cac glay to khac co dan anh va thong tin ca nhan do co quan c6
tham quyén Cap, con gié tri sir dung dé ching minh vé nhan than cia
nguoi ¢ yéu cau dang ky khai tu;

- Gidy to chimg minh noi cu trii cuéi cling ctia ngudi chét dé xac dinh
tham quyén (trong giai doan Co s dit liéu quéc gia vé dan cu va Co
so dir liéu ho tich dién tir toan qudc chwa duge xay dung xong va
thuc hién thong nhat trén toan qudc).

- Truong hop khong xac dinh dugc noi cu trii cudi cing clia nguoi
chét thi xuét trinh gidy t& chimg minh noi ngudi d6 chét hoic noi
phat hién thi thé ciia nguoi chét.

* Gidy to phdi ngp

- To khai dang ky khai tw (theo mau)

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

b) S6 lwong ho so: 01 bo

Thai han giai quyét:

05 ngay lam vi¢c

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

- Uy ban nhén dan cap x4 noi cu trt cudi cung cta ngudi chét;

- Uy ban nhan dan cp xa noi ngudi d6 chét hodc noi phat hién thi thé
ngudi chét thyc hién viéc dang ky khai tir trong truong hop khong
xac dinh dugc noi cu tri cudi cling ctia ngudi chét.

Két qua:

Trich luc khai tu

L¢& phi (néu co)

- L¢& phi dang ky khai ti: 8.000 dong.
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Mién I& phi d6i véi truong hop ding ky khai tir dung han; ding ky
cho nguoi thude gia dinh c6 cdng v6i cach mang; nguoi thuoc ho
nghéo; nguoi khuyet tat.

Tén mau don, to khai:

To khai ding ky khai tir (theo Théng tuw sé6 15/2015/TT-BTP ngay
16/11/2015 cua By Tu phdp)

Yéu cau, diéu kién
thwc hién TTHC:

Nguoi chét khong ¢6 nguoi than thich, ngudi than thich khong song
cung dia ban xa hoac 1a nguoi gia, yeu, khuyet tat khong di dang ky
khai tir duoc.

Can cu phap ly:

- Lugt ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 cua BG Tw phdp;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI TU

Kinh gtri: e ere s s ere e

Ho, chil d8m, tén NGUWOT YU CAUL ...
INOT CU I @ ettt ettt oottt ettt
GHAY 1O Y ThAN®) .o s e s s e s s ees e s s st ers e
Quan hé VOT NEUOT 8 CHEE: ..ottt
Pé nghi co quan ding ky khai tir cho ngudi cé tén dudi day:
Ho, chit @8m, t€N: ...cocoovoioeeee e, Gidi tinh: ..o
Ngay, thang, NAM SINN: ..o
DAN tOC: .o (@ I TIIeRATe) s CA
Noi cu trii cudi cung: ) ettt ettt
GHAY 10 Y AN @ ettt
Da chét vao 10C: v o (o SRS phut, ngay ............. thang .......... nam ...............
N ) £ SO
NGUYBN NNAN CREL: ..o et
S6 Gidy béao tir/ Gidy to thay thé Gidy bao tir: @ .o 3 1o
........................................................................................................ cap ngay ... thang ... nam ...
T6i cam doan nhiing ndi dung khai trén day la ding su that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

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

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

Chui thich:

@ Ghi 15 tén co quan thyc hién ding ky khai tur.

@ Ghi theo dia chi ding ky thuong tra; néu khong 6 noi ding ky thuong tra thi ghi theo dia chi dang ky
tam tru; truong hop khong ¢6 noi dang ky thuong tra va noi déng ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi thong tin vé gidy to ty than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé (vi
du: Ching minh nhan déan s6 001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

® Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy bao tir’”; néu ghi theo sé Gidy to thay
Gidy bao tir thi ghi rd tén, s6 gidy to va gach cum tir “Gidy bao ti”.
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09. Tén thi tuc hanh chinh: Pdng ky khai sinh cé yéu té nwéc ngoai tai khu vuce
bién gidi.

Trinh ty thuc hién: Bugc 1. Nguoi co yéu cau dang ky khai sinh nop ho so tai Bo phén
tiép nhan va tra két qua cia Uy ban nhan dan cip x3 c6 tham quyén.
Thoi gian nhan hd so tr 7h30° dén 10h30° va 13h30° dén 16h30’ cac
ngay lam viéc trong tuan (trir ngay nghi 18).

Buéc 2. Nguoi tiép nhan c6 trach nhiém kiém tra hd so, xdc dinh tinh
hop 1& cuia gidy to trong hd so do ngudi yéu cau nop, xuat trinh; ddi
chiéu thong tin trong T khai véi gidy to trong hd so.

- Néu hé so day du, hop 18, ngudi tiép nhan ho so viét gidy tiép nhan,
trong d6 ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién
thi huéng dan ngudi Nop hd so bd sung, hoan thién theo quy dinh;
truong hop khong thé b6 sung, hoan thién ho so ngay thi phai 1ap thanh
van ban hudng dan, trong d6 néu 5 loai gidy td, ndi dung can bd sung,
hoan thién, ky, ghi & ho, chir dém, tén cta ngudi tiép nhan.

- Néu hé so sau khi da duoc huéng dian ma khéng dugc bo sung day
du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va lap van
ban tir chdi tiép nhan ho so, trong d6 ghi 13 1y do tir chéi, ky, ghi 16 ho,
chir dém, tén cta nguoi tiép nhan.

Budéc 3. Ngay sau khi nhan du gidy to theo quy dinh, néu thay thong
tin khai sinh day du va phu hop, cong chirc tu phap - ho tich bao cao
Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan
dan cp xa dong y giai quyét thi cong chic tu phap - ho tich ghi noi
dung khai sinh vao SO dang ky khai sinh, cting nguoi di dang ky khai
sinh ky tén vao S6 ding ky khai sinh. Chu tich Uy ban nhan dan cép
x4 cap Giay khai sinh cho ngudi duoc dang ky khai sinh.

Bugc 4. Nguoi co yéu cau nhan ket qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cip xa noi nop hd so. Thoi gian: tir
7h30” dén 10h30° va 13h30° dén 16h30° cac ngay lam viéc trong tuan
(trir ngay nghi 18).

*Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tor S0
goC hoac ban sao dwoc ching thuc tir ban chinh thi nguoi tiép nhdn
hé so khéng dwoc yéu cau XUdt trinh ban chinh; néu nguoi yéu cau
chi ngp bdn chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
Kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khong dwoc yéu cau
nguoi di dang ky nop ban sao cé chimg thuc gia'y to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguwoi xudt trinh,
khong dwoc yéu cau nguoi dang ky ho tich ngp thém ban sao giay to
dé. Ngwoi tiép nhan co thé _chyp 01 ban giay to Xudt trinh hodc ghi
lgi théng tin cua gidy to xudt trinh dé heu ho so.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dii hé so dang ky
ho tich theo quy dinh cua phdp luat ho tich, khong dwoc yéu cau
nguoi dang ky hé tich nép thém gidy to- ma phdp ludt hg tich khong
quy dinh phdi ngp.

Ciach thirc thuc hién: | - Nguoi ¢6 yéu cau ding ky khai sinh truc tiép hoic ay quyen cho
nguoi khac thyc hién viéc dang ky khai sinh;

- Ngudi thuc hién viéc ding ky khai sinh c6 thé truc tiép nop hd so
hoic giri hd so qua hé thng buu chinh.
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Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hogc ching minh nhén déan hodc thé cén cudc cong dan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gié tri sir dung dé chiing minh vé nhan than cua
nguodi ¢ yéu cau dang ky khai sinh.

- Gidy to chirng minh noi cu tra cta céng dan Viét Nam dé chimg
minh thdm quyén ding ky khai sinh; trudng hop cha, me cua tré da
dang ky két hon thi phai xuét trinh Gidy ching nhan két hon (trong
giai doan Co so dir ligu quéc gia vé& dan cu va Co so dit liéu ho tich
dién tir toan qudc chua duoc xdy dung xong va thuc hién théng nhat
trén toan qudc).

Truong hop gui hd so qua h¢ théng buu chinh thi phai guri kem theo
ban sao ¢ chirng thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

- To khai déng ky khai sinh (theo mau).

- Ban chinh Gidy ching sinh; truong hop khong c6 Glay ching sinh
thi ndp van ban cua nguoi lam chimg xac nhén vé viéc sinh; néu
khong c6 ngudi lam ching thi phai co gidy cam doan vé viéc sinh;
truong hop khai sinh cho tré em sinh ra do mang thai h phai c6 van
ban xac nhan cia co sd y té di thuc hién ky thuat hd tro sinh san cho
viéc mang thai ho.

- Vin ban thoa thuan cua cha, me vé viéc lva chon quéc tich cho con.
Truong hop cha, me chon quéc tich nudc ngodi cho con thi van ban
thoa thuan phai co xac nhan cia co quan nha nudce c6 thim quyén cua
nudc ma cha me lya chon qudc tich cho con.

- Ban sao gidy to ching minh nhan than, gidy to chimg minh noi
thudng tra & khu vuc bién giGi cua cong dan nude lang giéng.

- Vin ban uy quyén theo quy dinh cta phap luat trong truong hop uy
quyén thyuc hién viéc dang ky khai sinh.

b) S6 lwgng hd so: 01 bd

Thai han giai quyét:

Ngay trong ngay tlep nhan yéu cau, truong hop nhan ho so sau 15 giod
ma khong giai quyét dugc ngay thi tra két qua trong ngay lam viéc
tiép theo.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhan dan cép xi ¢ khu vyc bién gidi noi cong dan Viét Nam
thuong tru.

Két qua:

Giay khai sinh

Lé phi (néu co)

- Lé phi ding ky khai sinh: 8.000 dong.

Mién I¢ phi ddi véi truong hop dang ky khai sinh ding han; ding ky
cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thuoc ho
nghéo; ngudi khuyét tat.

Tén mau don, to Khai:

To khai ding ky khai sinh (theo Théng ti so 15/2015/TT-BTP ngdy
16/11/2015 cua Bg Tw phdap)

Yéu cau, diéu kién
thwc hién TTHC:

Khong

Can cu phap ly:

- Lugt ho tich nam 2014;

- Nghi dinh sé 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phit;

- Théng tir s6 15/2015/TT-BTP ngay 16/11/2015 cia Bé Tw phdp;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh .
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Kinh gtri: ettt

Ho, chir dém, t&n NGUOT YEU CAUS .....c.oovvvereiceceeeeeeese et
GIAY 10 tUY thAN: @ ..ottt

Quan hé vo1 nguot duge khai SInh: ...
Pe nghi co quan ding ky khai sinh cho ngwoi dwéi day:
HQ, Chit A€M, T8I: ... ..eiiiiiii i e

QUE QUAN ..ottt e e R s
Ho, chir dém, tén cha: ...,
Nam sinh: ...................... Dan toc: ..oooeeevvvviiiiiiine, QUAC tCH: oo
INOT CU T ) oottt ettt ettt ettt ettt eeeeas
Ho, chir d€m, t€n M@: ...
Nam sinh: ..................... Dan toc: .vvvveviiiiiees i Qudc tich: ..o
INOT CU T ) oottt e ettt e et et et e e et en e e eeeean

T61 cam doan nd1 dung dé nghi dang ky khai sinh trén day la ding su that, dugc su
thoa thuan nhat tri cia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trudce phép luat vé ndi dung cam doan ctia minh.

Lamtqi: .................. , NEAY oo thang ......... 717177 R

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

Chui thich:

@ Ghi rd tén co quan ding ky khai sinh

@ Ghi thong tin v& gidy to tiy than cta ngudi di dang ky, ghi 16 s, co quan cdp, ngay cip ho chiéu,
chtng minh nhan dan hodc gidy to hop 18 thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thudng trii thi ghi theo dia chi ding ky
tam tr; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tru thi ghi theo dia chi dang sinh
song.

® Truong hop sinh tai co s6 y té thi ghi rd tén co s¢ y té va dia danh hanh chinh

Trudng hop sinh ra ngoai co so y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén, tinh), noi sinh ra.
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10. Tén thi tuc hanh chinh: Thii tuc ding ky két hon cé yéu t6 nwéc ngodi tai khu
vue bién gioi.

Trinh ty thuc hién: Budge 1. Nguoi co yéu cau dang ky két hon nop ho so tai Bo phén
tiép nhan va tra két qua cia Uy ban nhan dan cép xa c6 thim quyeén.
Thoi gian nhan ho so 7h30° — 10h30” va 13h30° — 16h30’ cac ngay
lam viéc trong tuan (trir ngay nghi 18).

Bwéc 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so,
d6i chiéu thong tin trong T khai va tinh hop 1€ cua gidy to trong hd
50 do nguoi yéu CAU NP, XUat trinh.

- Néu ho so day du, hop 1&, ngudi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan ngudi ndp hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién hd so ngay thi phai
lap thanh véan ban hudng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi r ho, chir dém tén cua ngudi tiép
nhan.

- Néu hd so sau khi da duoc huéng dan ma khong duoc bd sung day
du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan ho so va lap vin
ban tir chdi tiép nhan hd so, trong d6 ghi 15 1y do tir chéi, ky, ghi o
ho, chir dém, tén ctia ngudi tiép nhan.

Budc 3. Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan du hd so
hop 1€, cong chtrc tu phéap - ho tich Kiém tra, xac minh ho so, néu hai
bén nam, nit da diéu kién két hon theo quy dinh thi bao cdo Chu tich
Uy ban nhan dan cip xd xem xét, quyét dinh. Truong hop Chu tich
Uy ban nhén dan xa dong y giai quyét thi ky 02 Giy chimg nhan két
hén; cong chic tu phap - ho tich ghi viéc két hon vao S6 ding ky két
hoén, cing hai bén nam, nit ky vao So; Hai bén nam, nit ciing ky vao
Gidy chang nhan két hon;

Bwéc 4. Chu tich Uy ban nhéan dan t6 chic trao Gidy chiing nhan két
hon cho hai bén nam, nit.

* Lwu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tir S6
goC hoac ban sao dioc chung thuc tir ban chinh thi nguoi tiép nhan
hé so khong dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp bdn chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
Kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao cé ching thuc giciy to do.

+ Truong hop phdp ludt quy dinh Xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn ¢é trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguwoi xudt trinh,
khong duwoc yéu cau ngueoi dang ky ho tich ngp thém ban sao gidy to
dé. Ngwoi tiép nhan c6 thé chup 01 ban giay to Xudt trinh hogc ghi
lgi théng tin ciia gidy to xudt trinh dé heu ho so.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dii hé so dang ky
ho tich theo quy dinh cua phdap luat hg tich, khong dwoc yéu cau
ngueoi dang ky hé tich nép thém gidy to- ma phdp ludt hg tich khong
quy dinh phdi ngp.

Céch thic thuc hign: | Nguoi c6 yéu cau dang ky ket hén truc tiép nop ho so tai Uy ban
nhan dan cap xa co tham quyén (bén nam hodc bén nir co thé truc tiép
nop hd so ma khong can c6 van ban iy quyén cia bén con lai).

Thanh phan, so lweng | a) Thanh phan ho so bao gom:
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ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc ching 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 co
tham quyén cip, con gié tri str dung dé chitng minh vé nhan than cua
cong dan Vi¢t Nam.

- Gidy to chimg 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 lidu ho tich dién
ttr toan qudc chua duoc xdy dung xong va thuc hién théng nhit trén
toan qudc).

* Gidy to' phdi ngp

- T khai dang ky két hon (theo mau). Hai bén nam, nit c6 thé khai
chung vao mét To khai dang ky két hon;

- Gidy to do co quan ¢ tham quyen ctia nude lang giéng cap khong
qua 06 thang tinh dén ngay nhan hd so, xac nhan cong dan nudce lang
giéng hién tai 13 nguoi khong c6 vo hoic khong co chdng;

- Ban sao gidy to chimg minh nhan than, gidy to' chimg minh noi
thuong tra & khu vuc bién gidi cua cong dan nudc lang giéng.

b) S6 lweng ho so: 01 bo

Thai han giai quyét:

03 ngay lam viéc. Trudng hop can xac minh thi thoi han giai quyét
khong qua 08 ngay lam viéc.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhan dan xa ¢ khu vuc bién giéi noi cong dan Viét Nam
thuong tru.

Két qua:

Giay ching nhan két hon

Lé phi (néu c0)

Mién 1& phi

Tén mau don, to khai:

To khai ding ky két hon (theo Théng tir sé6 15/2015/TT-BTP ngay
16/11/2015 cia Bg Tuw phdp)

Yéu cau, diéu kién
thuc hién TTHC:

- Nam tir du 20 tudi tré 1én, nit tir dii 18 tudi tré lén;

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

- Khong bi mat nang luc hanh vi dan sy;

- Viéc két hon khong thudoc mot trong cac truong hop cdm két héon,
gom:

+ Két hon gia tao;

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

+ Nguoi dang c6 vo, co chdong ma két hon véi ngudi khac hodc chua
¢6 vo, chua c6 chong ma két hon véi nguoi dang ¢ chong, ¢b vo;

+ Két hon gitra nhimg nguoi cung dong mau veé truc hé; gitra nhitng
nguoi c6 ho trong pham vi ba doi; gitta cha, me nudi vdi con nudi;
gitta nguoi da timg 1a cha, me nudi voi con nudi, cha chdng vai con
dau, me Vo Véi con ré, cha duong véi con riéng cua vg, me ké vai
con riéng ctia chong;

* Nha nuoc khong thia nhgn hon nhan gira nhitng nguoi cung gioi
tinh.

Can cu phap ly:

- Lugt hon nhdn va gia dinh nam 2014,

- Lugt ho tich nam 2014;

- Ngh; dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phi;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 cia B Tu phdp;
- Théng tw s6 179/12015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh
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CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phic

(1) TO KHAI PANG KY KET HON (2)

Kinh gm ........................................................................................

Thong tin Bén nir Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan toc

Quéc tich

Noi cu tra @
Gidy to tiy than®

Két hon lan th may

Chung t6i cam doan nhimg 161 khai trén ddy 1 dang su that, viéc két hon cta ching toi
la tu nguyén, khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chung t6i chiu hoan toan trach nhiém trudc phéap ludt vé cam doan ctia minh.

Pé nghi Quy co quan ding ky.

, Ngay ... thang ........ nam..........
Bén nir Bén nam
(Ky, ghi r0 ho, chir dém, tén) (Ky, ghi rd ho, chir dém, tén)

Chii thich:

(1), (2) Trudng hop lam thu tuc ding ky két hon c6 yéu tb nudc ngoai, thi phai dan anh cua hai bén nam,
ni.

(3) Ghi rd tén co quan ding ky két hon.

(4) Ghi theo noi ding ky thuong tri, néu khong c6 noi ding ky thuong tri thi ghi theo noi ding k}'l tam tri;
truong hop khong c6 noi dang ky thudng tra va noi dang ky tam tra thi ghi theo noi dang sinh song.

(5) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy t& hop 18 thay
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11. Tén thi tuc hanh chinh: Thi tuc ding ky nhin cha, me, con c¢6 yéu té nwéc
ngoai tai khu vuc bién gioi

Trinh ty thuc hién: Bu6c 1. Ngudi co yéu cau dang ky nhan cha, me, con truc tiép nop ho
so tai Bo phan tiép nhan va tra két qua cua Uy ban nhan dan cép xa co
tham quyen. Thoi gian nhan hd so 7h30° — 10h30° va 13h30° — 16h30’
cac ngay lam viéc trong tuan (trir ngay nghi le)

Buwéc 2. Ngudi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd S0,
xéc dinh tinh hop 1¢ cua giy to trong hd so do ngudi yéu cau nop, Xuét
trinh; ddi chiéu thong tin trong T khai véi gidy to trong hd so.

- Néu hé so ddy du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan,
trong d6 ghi 1d ngay, gid tra két qua; néu hd so chua day du, hoan thién
thi huéng dan ngudi nop hd so bd sung, hoan thién theo quy dinh;
truong hop khong thé b6 sung, hoan thién ho so ngay thi phai l&p thanh
van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can b sung,
hoan thién, ky, ghi 15 ho, chir dém tén cua nguoi tiép nhan.

- Néu hd so sau khi da dugce huéng din ma khong duoc bod sung day
du, hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so va 1ap vin
ban tir chéi tiép nhan ho so, trong d6 ghi 16 1y do tir chéi, ky, ghi rd ho,
chir dém, tén cua ngudi tiép nhan.

Buwéc 3. Trong thoi han 07 ngay 1am viéc, ké tir ngdy nhan du hd so
hop 18, cong chirc tu phap - ho tich kiém tra hd so, niém yét viéc nhan
cha, me, con tai tru s& Uy ban nhan dan.

- Néu thay viéc nhan cha, me, con la ding va khong c6 tranh chap,
cong chire tu phap - hd tich bao cao Chu tich Uy ban nhéan dan céap xA.
Trudng hop Chu tich Uy ban nhan dan cép xi dong y giai quyét thi
cong chic tu phap - ho tich ghi vao S6 dang ky nhan cha, me, con,
cung nguoi dang ky nhan cha, me, con ky vao S6. Chu tich Uy ban
nhan dan xa ky cap cho mdi bén 01 ban chinh Trich luc dang ky nhan
cha, me, con.

Bu6c 4. Ngudi co yéu cau nhan két qua tai Bo phan tiép nhan va tra két
qua cia Uy ban nhan dan cdp xi noi nop hd so. Thoi gian: 7h30’-
10h30” va 13h30°-16h30” cac ngay lam viéc trong tuan (trir ngay nghi
1e).

* Luu y:

+ Truwong hop nguoi yéu cau ngp giay to la ban sao dwoc Cdp tir 6
goC hoac ban sao dwoc chimng thuc tir ban chinh thi nguoi tiép nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhan hé so
kiém tra, déi chiéu ban chup véi ban chinh va ky vao ban chup xdc
nhdn vé viéc da dai chiéu ngi dung gidy to do, khong dwoc yéu cau
ngueoi di dang ky nép ban sao cé chirng thuc gidy to dé.

+ Truong hop phdp ludt quy dinh xudt trinh giay to khi dang ky hé
tich, nguoi tiép nhdn c6 trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi Xudt trinh,
khong dwoc yéu cau nguoi dang ky ho thh Ngp thém ban sao gidy to
d6. Nguoi tiép nhdn cé the chup 01 ban glay to xudt trinh hodc ghi lai
thong tin cua gidy to xudt trinh dé liu ho so.

+ Ngueoi tiép nhdn ¢é trach nhiém tiép nhdn dung, du ho so dang ky
hg tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cdu
nguwoi dang ky h tich nép thém gidy to ma phap lugt hg tich khéng
quy dinh phai nop.

Cich thic thuc hién: | Nguoi c¢6 yéu cau dang ky nhan cha, me, con (mot hozc hai bén) nop
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ho so tryc tiép tai Uy ban nhan dan cap xa c6 tham quyen.

Thanh phan, so lwgng
ho so:

a) Thanh phan ho so bao gom:

* Gidy tor phdi xudt trinh:

- Ho chiéu hoic chimg minh nhan dan hoic thé cin cudc cong dan
hoic cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan ¢
tham quyén cip, con gia tri st dung dé chiing minh vé nhan than cua
ngudi c6 yéu cau dang ky nhan cha, me, con.

- Gidy to ching minh noi cu trd dé xac dinh thim quyén ding ky
nhan cha, me, con (trong giai doan Co s¢ dit liéu qubc gia vé dan cu
va Co s6 dir liéu ho tich dién tir toan qudc chua dugce xay dung xong
va thuc hién théng nhit trén toan quéc).

- Ban sao gidy to ching minh nhan than, gidy t& ching minh noi
thuong tri & khu vye bién gidi cua cong dan nudc lang giéng.

* Gidy to phdi ngp

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

- Gidy to, d6 vat hodc chung ctr khac chang minh quan hé cha, con
hoac quan hé me, con gom:

+ Vin ban ciia co quan y té, co quan giam dinh hodc co quan khéc c6
tham quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hgp khong c6 van ban néu trén thi phai ¢ thu tir, phim anh,
bing, dia, d6 dung, vat dung khac ching minh méi quan hé cha con,
guan hé me con va vin ban cam doan cua cha, me Vé viéc tré em 1a
con chung ciia hai ngudi, c6 it nhat hai nguoi than thich cua cha, me
lam chang.

b) S6 lwong ho so: 01 bo

Thoi han giai quyét:

07 ngay lam viéc. Truong hop phai xac minh thi thoi han giai quyét
khong qua 12 ngay lam viéc.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhan dan x3 ¢ khu vuc bién gi6i noi cong dan Viét Nam
thuong tru.

Két qua:

Trich luc dang ky nhan cha, me, con.

L¢& phi (néu co)

- L¢ phi dang ky nhan cha, me, con: 15.000 dong.
Mien 1€ phi cho ngudi thuge gia dinh c6 cong véi cach mang; nguoi
thudc ho nghéo; nguoi khuyet tat.

Tén miu don, to

khai:

To khai dang ky nhan cha, me, con (theo Théng tw sé 15/2015/TT-
BTP ngay 16/11/2015 cua B Tu phdp)

Yéu cau, diéu kién
thuc hién TTHC:

- Bén nhan va bén dugc nhan 1a cha, me, con déu con séng.

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

- Truong hop nam, nir chung séng v6i nhau nhu vo chong, khong
dang ky két hon, sinh con, nguoi con séng cung véi nguoi cha, khi
nguoi cha lam thu tuc nhan con ma khong lién hé dugc véi nguoi me
thi khong can c6 y kién cia ngudi me trong To khai dang ky nhan
cha, me, con.

Can cu phap ly:

- Lugt ho tich nam 2014;
- Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 cia Chinh phu;
- Thong tu so 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh .
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON
KA GUY: oo

Ho, chir dém, t€n NEWOT YU CAU: .....ooocviiiiiiiiii ittt sane s

Noi cu tra®:

La...oooonene. cua nguoi co tén dudi day:
| (O TV 1 e 35 VO () s S USSR

O]

Noi cu tra

To6i cam doan viéC NNAN.........cccovvieecieeceieeee. noi trén la dang su that, tu nguyén,
khong c6 tranh chap va chiu trach nhiém trude phap ludt vé cam doan ctia minh.

Kinh dé& nghi Quy co quan dang ky.

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

Y Kién ciia nguoi Y Kién ciia nguoi
hién dang la me hoac cha® dwgc nhan la cha, me, con®

Tai liéu gui kem theo To khai:
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Chii thich:

@ Ghi 13 tén co quan dang ky;

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

®) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay
thé

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

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc nguoi déa thanh nién
nhung mat nang lyc hanh vi dan s, ghi y kién ctia ngudi 1a cha néu me la nguoi yéu cau, y kién
nguoi me néu cha la nguoi yéu cau (trir truong hop nguoi d6 da chét, mt tich, mat nang luc hanh
vi dan sy hodc han ché ning lyc hanh vi dan su);

®) Chi can thiét trong trudng hop nguoi duoc nhan 13 tré em tir dt 9 tudi tro 1én.
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12. Tén thi tuc hanh chinh: Thii tuc déing ky khai tie ¢é yéu té nudc ngodi tai khu
vue bién gioi

Trinh tu thuc hién: Bu6c 1. Nguoi co yéu cau dang ky khai tir nop ho so tai B phan tiép
nhan va tra két qua cua Uy ban nhan dan cip xa & khu vuc bién gidi
c6 tham quyén. Thoi gian nhan hd so 7h30’-10h30° va 13h30’-
16h30° cac ngay lam viéc trong tudn (trir ngay nghi 18).

Bwéc 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd hd so,
d6i chiéu thong tin trong T khai va tinh hop 1¢ cua gidy to trong hd
so do ngudi yéu cAu nop, Xuit trinh.

- Néu ho so day du, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi 1d ngay, gio tra két qua; néu hd so chua ddy du, hoan
thién thi huéng dan ngudi Nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé b6 sung, hoan thién ho so ngay thi phai 1ap
thanh van ban huéng dén, trong d6 néu rd loai gidy to, ndi dung can bd
sung, hoan thién, ky, ghi r ho, chit dém, tén cta ngudi tiép nhan.

- Néu ho so sau khi da dugce hudng dan theo quy dinh ma khong duoc
bd sung ddy du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so
va lap van ban tir chdi, trong d6 ghi o 1y do tir chéi, ky, ghi 16 ho,
chir dém, tén cta ngudi tiép nhan.

Budéc 3. Ngay sau khi tiép nhan ho so, néu thiy thong tin khai tir day
du va phu hop, cong chire tu phép - hd tich bdo cao Chu tich Uy ban
nhan dan cap xa. Truong hop Chu tich Uy ban nhan dan cap xd dong
v giai quyét thi ky cAp Trich luc khai tr cho ngudi yéu ciu; cong
chuc tu phap - ho tich ghi vao S6 dang ky khai tir va cung ngudi di
dang ky khai tir ky tén vao So.

Bu6c 4. Nguoi ¢ yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cdp xa noi nop ho so. Thoi gian: 7h30’-
10h30° va 13h30°-16h30° cac ngay lam viéc trong tuan (trir ngay nghi
1e).

* Luu y:

+ Truwong hop nguoi yéu cau ngp gidy to la ban sao dwoc Cdp tir 6
goC hoac ban sao dirgc ching thuc tir ban chinh thi nguo tiep nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdn chinh thi ngweoi tiép nhan hé so
kiém tra, doi chiéu bdn chup véi ban chinh va ky vao ban chup xdac
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc glay to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théong tin trong To' khai va tra lai cho nguoi Xudt trinh,
khong dwoc yéu cau nguwoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhan co thé _chup 01 ban giay to Xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luu hé so.

+ Nguoi tiép nhén cé trach nhiém tiép nhdn ding, dii hé so ding ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khong
quy dinh phdai ngp.

Cich thic thuc hién: | - Nguoi co yéu cau ding ky khai tir truc tiép hoac uy quyén cho
nguoi khac thuc hién viéc dang ky khai tur;

- Nguoi thyc hién viéc dang ky khai tir c6 thé tryc tiép nop hd so
hodc giri hd so qua hé théng buu chinh.

Thanh phan, s6 lwong | a) Thanh phan hd so bao gom:
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ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirng minh nhan dan hodc thé cin cude cong dan
hoic cac gidy to khac co dan anh va thong tin ¢4 nhan do co quan c6
tham quyén cép, con gié trj st dung dé chitng minh vé nhan than cta
ngudi co yéu cau dang ky khai tir;

- Giéy t& chimg minh noi cu tra cudi ciing ciia ngudi chét dé xac dinh
thim quyén (trong giai doan Co sé dit liéu quéc gia vé dan cu va Co
s& dir liéu ho tich dién tir toan qudc chwa dugce xdy dung xong va
thuc hién théng nhit trén toan qudc).

Trudng hop khong xac dinh duoc noi cu tra cudi cing ciia ngudi chét
thi xudt trinh gidy to chimg minh noi ngudi d6 chét hoic noi phat
hién thi thé cua nguoi chét.

- Trudng hop guri hd so qua h¢ théng buu chinh thi phai gti kém theo
ban sao ¢ chirng thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

- To khai ding ky khai tir (theo mau);

- Gidy bao tir hoic gidy to thay thé Gidy bao tir do co quan ¢ thim
quyén cap.

- Vian ban ty quyén theo quy dinh cta phap luat trong trudng hop uy
quyén thuc hién viéc dang ky khai tu. Truong hop nguoi dugc uy
quyen la 6ng, ba, cha, me, con, Vg, chdng, anh, chi, em rudt cua
ngudi Gy quyén thi vin ban uy quyén khong phai cong ching, ching
thuc, nhung phai c6 gidy to chitng minh mdi quan hé véi nguoi uy
quyén.

b) S6 lwong hé so: 01 bo

Thoi han giai quyét:

Ngay trong ngay tlep nhan yéu cau, truong hop nhan ho so sau 15 gid
ma khong giai quyét dugc 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.

Poi twong thuc hién:

Ca nhan

Co quan thuc hién:

Uy ban nhéan dan cap xa o khu vyc bién giéi noi ngudi chét 1a nguoi
nudc ngoai cu tru.

Két qua:

Trich luc khai tu

L¢& phi (néu co)

- Lé& phi khai tir: 8.000 dong.

Mién I¢ phi dbi véi truong hop ding ky khai tir dung han; ding ky
cho nguoi thude gia dinh ¢6 cong véi cach mang; nguoi thuoc ho
nghéo; nguoi khuyét tat.

Tén méu don, to khai:

To khai dang ky khai tir (theo Thong tw sé6 15/2015/TT-BTP ngay
16/11/2015 cua Bé Tw phdp)

Yéu cau, diéu kién
thwc hién TTHC:

Khong

Can cu phap ly:

- Lugt ho tich nam 2014;

- Ngh; dinh 6 123/2015/NB-CP ngay 15/11/2015 ciia Chinh phii;

- Théng twr s6 15/2015/TT-BTP ngay 16/11/2015 cua Bé Tu phap;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia Bé Tai chinh .
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI TU

Kinh gtri: e eese s ser e e

Ho, chil d8m, tén NGUWOT YU CAU ...
INOT CU T @ ettt ettt ettt et ettt eet ettt
GHAY 10 Y ThAN®) oottt ettt et
Quan hé VOT NEUTT A8 CREE: ...ooooeeeseeeeeeeee e eee ettt
D& nghi co quan ding ky khai tir cho ngudi ¢ tén dudi day:
Ho, chlt @&m, tEN: ....cooivi s Gidi tinh: oo
Ngay, thang, NAM SINN: ..o
DAN TOC: .o (@ LTI IeR A1) s CA
Noi cu trt cudi cing: T
GIAY 10 Y AN @ oottt ettt et ettt ettt ettt
Da chét vao [UC: e o (o S phut, ngay .............. thang ............ nam ...
N ) T OO
NGUYEN TNAN CREE: ..oooeeeeeee oo eeee ettt ettt
S6 Gidy béao tir/ Gidy to thay thé Gidy bao tor: @ e 3 (o J
........................................................................................................ cap ngay ... thang ... nAmM ............
T61 cam dqan nhitng nd1 dung khai trén day la dang sy that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

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

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

Chii thich:

@ Ghi 6 tén co quan thyc hién dang ky khai tir.

@ Ghi theo dia chi ding ky thuong tra; néu khong c¢6 noi ding ky thuong tra thi ghi theo dia chi dang ky
tam tru; truong hop khong c6 noi dang ky thuong tra va noi déng ky tam tra thi ghi theo noi dang sinh
song.

®) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé (vi
du: Chimng minh nhan déan s6 001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

“ Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy t& thay Gidy bao ti”; néu ghi theo s6 Gidy to thay Gidy
béo tir thi ghi rd tén, sb gidy to va gach cum
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13. Tén thu tuc hanh chinh: Thii tuc dang ky giam hg.

Trinh ty thuc hién:

Buéc 1. Ngudi co yéu cau dang ky giam ho nop ho so tai B phan
tiép nhan va tra két qua caa Uy ban nhan dan cép xa c6 thim quyeén.
Thoi gian nhan ho so tir 7h30° — 10h30° va 13h30° — 16h30° cac ngdy
lam viéc trong tuén (trir ngay nghi 18).

Bud6c 2. Nguoi tiép nhan c6 trach nhiém Kiém tra ngay toan bo hd so,
xac dinh tinh hop I€ cua gidy to trong hé so do nguoi yéu cau nop, Xuat
trinh; d6i chiéu thong tin trong T& khai V6i glay to trong ho SO.

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

- H6 so dang ky ho tich sau khi dd dugc hudng dan theo quy dinh ma
khong duoc bo sung day du, hoan thién thi nguoi tiép nhan tir chdi
tiép nhan ho so. Viéc tir chéi tiép nhan hd so phai dugc thé hién bang
van ban, trong d6 ghi rd 1y do tir chéi, nguoi tiép nhan ky, ghi rd ho,
chir dém, tén.

Bwéc 3. Trong thoi han 03 ngay lam viéc, ké tir ngay nhan du hd so,
néu thiy yéu cau ding ky giam ho du diéu kién theo quy dinh phap
luat thi cong chire tu phap - ho tich bao cdo Chu tich Uy ban nhan
dan céap xa. Truong hop Chu tich Uy ban nhan dan cap xa dong y giai
quyét thi cong chuc tu phap - ho tich ghi vao S6 dang ky giam hg,
cung nguoi di dang ky giam ho ky vao S6. Chu tich Uy ban nhan dan
cap x4 cap Trich luc dang ky giam ho cho ngudi yéu cau.

Bu6c 4. Nguoi ¢ yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua ctia Uy ban nhan déan cap xa noi nop hd so. Thoi gian: 7h30’-
10h30° va 13h30°-16h30” cac ngay lam viéc trong tudn (trir ngay nghi
1e).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tir 6
goC hodc ban sao dieoc ching thuc tir ban chinh thi nguoi tiep nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, déi chiéu ban chup Vvéi ban chinh va ky vao ban chup xac
nhdn vé viéc da doi chiéu ngi dung gidy to do, khéng dwoc yéu cau
ngueoi di dang ky nép ban sao cé chirng thuc gidy to dé.

+ Trieong hop phdp ludt quy dinh xudt trinh gidy to khi dang ky ho
tich, nguwoi tiép nhdn cé trdch nhiém kiém tra gidy to xudt trinh, doi
chiéu véi thong tin trong To khai va tra lai cho nguoi Xudt trinh,
khong dwoc yeu cau nguoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhdn co thé chyup 01 ban giay to Xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luru hé so-

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn ding, di ho so ding ky
ho tich theo quy dinh cua phdp ludat ho tich, khong dwoc yéu cau
nguwoi dang ky hé tich nép thém gidy to ma phdp ludt ho tich khong
quy dinh phai nop.

Cach thuc thuc hién:

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

- Nguoi thuc hién viéc dang ky giam ho co thé tryc tiép nop ho so
hoac gui hd so qua hé thdng buu chinh.
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Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh:

- Ho chiéu hoic ching minh nhan dan hoac thé can cudc cong dan
hodc cac gidy to khac c6 dan anh va théng tin ca nhan do co quan c6
tham quyen cép, con gi4 tri sir dung dé ching minh vé nhén than cua
nguoi co yéu cau dang ky giam ho.

- Gidy to chung minh noi cu tri dé xac dinh tham quyén dang ky
giam h¢ (trong giai doan Co s¢ dit licu qudc gia vé dan cu va Co s&
dir liéu ho tich dién tir toan qudc chua dugc xdy dung xong va thuc
hién thong nhét trén toan qudc).

* Gidy to phdi ngp

- To khai dang ky giam ho (theo mau).

- Vian ban cir ngudi giam ho theo quy dinh cua B luat dan sy di voi
truong hop dang ky giam ho cur.

- Gidy to chimg minh diéu kién giam ho duong nhién theo quy dinh
cta Bo luat dan sy do6i véi truong hop dang ky giam ho duong nhién.
Truong hop c6 nhiéu ngudi cing di diéu kién lam giam ho dwong
nhién thi ndp thém van ban thoa thuan vé viéc car mot nguoi lam
giam hg duong nhién.

- Vin ban ay quyén theo quy dinh cta phap luat trong truong hop ay
quyén thuc hién viéc dang ky giam hd. Truong hop nguoi duoc uy
quyén 1a ong, ba, cha, me, con, Vg, chéng, anh, chi, em rudt cua
nguoi uy quyeén thi van ban uy quyén khong phai cong chung, chung
thuc, nhung phai cé gidy to chang minh méi quan hé voi ngudi ay
quyén.

b) S6 lweng ho so: 01 bo

Thoi han giai quyét:

03 ngay lam vi¢c

Péi twong thuc hién:

Ca nhan.

Co quan thuc hién:

Uy ban nhan dan cap xa noi cu tru cua nguoi dugc giam hd hoac
nguoi giam ho.

Két qua:

Trich luc dang ky gidm h¢.

L¢& phi (néu co)

Mién I¢ phi

Tén mau don, to khai:

To khai dang ky giam ho (theo Théng tw s6 15/2015/TT-BTP ngay
16/11/2015 cia BG Tu phdp)

Yéu cau, diéu kién
thuc hién TTHC:

Khong

Can cu phap ly:

- B¢ ludt Dan sur;

- Lugt ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phdp;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh .
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ

QT (1 s H Y
Ho, chi dém, tén nguwoi yeu CAU ... Gioi tinh ..o
INOT CU T @) ettt ettt sttt ettt
GHAY 10 Y AN @ ettt

Dé nghi co quan ding Ky viéc giam hd giira nhirng ngudi cé tén dwdéi day:
Nguwoi giam ho:
Ho, chit @8m, tE€N: ...oooovveeeee e Giditinh ..o
Ngay, thang, NAM SINN: ..o
DAN tOC: ... (O T R 3 1<) s CA
INOT CU EET Z) et ee et es st es et et
Gidy to tiy than: ettt e e e e e e e et e ettt ettt e
Nguwoi duge giam h:
HO, chilt &M, tEN: .....coooiee s Gioitinh ..o
Ngay, thang, NAM SINN: ..o s
DaAn tOC: oo Quéc EICH: e
INOT CU T @) oo eee et s ettt et
Gidy khai sinh/Giay t0 10y thAN: ..o
Ly do dang KY 1AM hQ: ..o
To61 cam doan nhitng ndi1 dung khai trén day la dung su that va chiu trach nhi¢m
truée phap ludt vé cam doan ctia minh.

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

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

Chui thich:

@ Ghi rd tén co quan ding ky glam ho.

@ Ghi theo noi dang ky thuong tra, néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tru;
truong hop khong 6 noi dang ky thudng tra va noi dang ky tam trd thi ghi theo noi dang sinh song.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy t& hop 16 thay thé
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14. Tén thii tuc hanh chinh: Thii tuc ding ky chim dit giam hj.

Trinh ty thuc hién:

Budéc 1. Ngudi co yéu cau dang ky cham dat giam ho nop ho so tai
B6 phan tiép nhan va tra két qua cia Uy ban nhan dan cip xa c6 tham
quyén. Thoi gian nhan hé so tir 7h30° — 10h30° va 13h30° — 16h30°
cac ngay lam viéc trong tuan (trir ngay nghi le)

Bué6c 2. Nguoi tiép nhan c6 trach nhiém Kiém tra ngay toan bo hd so,
xdc dinh tinh hop 1€ cua gidy to trong ho so do nguoi yéu cau nop, Xuat
trinh; d6i chiéu thong tin trong T& khai véi glay to trong ho SO.

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

- H6 so sau khi di duoc huéng dan theo quy dinh ma khong duoc bd
sung ddy du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan ho so.
Viéc tir chéi tiép nhan hd so phai dugc thé hién bang vin ban, trong d6
ghi 15 1y do tir chdi, nguoi tiép nhan ky, ghi rd ho, chir dém, tén.

Budéc 3. Trong thoi han 02 ngay, ké tir ngay nhan di hd so, néu thiy
yéu cau dang ky chdm dut giam ho da diéu kién theo quy dinh phap
luat thi cong chirc tu phéap - ho tich bao cao Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan déan cap xa dong y giai
quyét thi cong chirc tu phép - ho tich ghi vao S6 dang ky cham dut
giam hg, cung ngudi di dang ky cham dit giam ho ky vao S6. Chu
tich Uy ban nhan dan cap xa cap Trich luc ding ky chdm dut giam ho
cho nguoi yéu cau.

Buo6c 4. Nguoi c¢o yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cdp xa noi ndp ho so. Thoi gian: 7h30’-
10h30° va 13h30°-16h30’ cac ngay lam viéc trong tuan (trir ngay nghi
1e).

* Luu y:

+ Truwong hop nguoi yéu cau ngp gidy to la ban sao dwoc Cdp tir 6
goC hoac ban sao dirgc ching thuc tir ban chinh thi nguo tiep nhan
ho so khéng dwoc yéu Cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh bdn chinh thi ngweoi tiép nhan hé so
kiém tra, doi chiéu bdn chup véi ban chinh va ky vao ban chup xdac
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc glay to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théong tin trong To khai va tra lai cho nguwoi xudt trinh,
khong diwroC yéu cau nguwoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhan co thé _chup 01 ban giay to Xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luu hé so.

+ Nguoi tiép nhédn cé trach nhiém tiép nhdn ding, dii hé so ding ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khong
quy dinh phdi nop.

Cach thurc thuc hién:

- Ngudi ¢6 yéu cau ding ky cham dut giam ho truc tiép hoic ay
quyén cho nguoi khac thuc hién viéc diang ky cham dit giam ho;

- Ngudi thyc hién viéc dang ky chim dut giam ho c6 thé truc tiép nop
hd so hodc giri hd so qua hé théng buu chinh.
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Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hogc ching minh nhén dan hodc thé cén cudc cong dan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gié tri sir dung dé chiing minh vé nhan than cua
nguoi co yéu cau dang ky cham dut giam ho.

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

* Gidy to' phdi ngp

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

- Gidy to 1am can cir chdm dut giam ho theo quy dinh caa Bo luat dan
Su.

- Vén ban uy quyén theo quy dinh cua phap luat trong trudng hop ay
quyeén thuc hién viéc dang ky cham dut giam ho. Truong hop ngudi
duoc ty quyén 1a 6 ong, ba, cha, me, con, vo, chdng, anh, chi, em ruot
clia ngudi iy quyén thi van ban 1y quyén khong phai cong ching,
chang thuc, nhung phéi co gidy to chang minh mdi quan hé voi
ngudi ay quyén.

b) S6 lwong hé so: 01 bo

Thoi han giai quyét:

Khong qué 02 (hai) ngay lam viéc

Poi twong thuc hién:

C4a nhan.

Co quan thuc hién:

Uy ban nhan déan cép x4 noi di dang ky giam ho trudc day.

Két qua:

Trich luc dang ky cham dirt giam ho .

L& phi (néu cé)

Mién I¢ phi

Tén mau don, to khai:

To khai dang ky chdm dut giam ho (theo Théng tur sé6 15/2015/TT-
BTP ngay 16/11/2015 cua Bo Tu phap)

Yéu cau, diéu kién
thuc hién TTHC:

Khong

Can cu phap ly:

- B ludt Dan su;

- Lugt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phit;

- Théng twr s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bé Tu phdp h;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI PANG KY CHAM DUT GIAM HQ

Kinh gtri: et
Ho, chit dém, t&n NEWOT YEU CAU ........ccovveeverceeeeeeeeeees e
NOT CU T @i
Giy tO 0y thAN: @i

Peé nghi co quan ding ky chim diet viéc giam h giira:
Nguwoi giam h§:
| L™ 010 <30 TR 1<) s

NOL CU D oo,

Gy tO t0Y thAN: @ .o
Nguwoi dwge giam h:
Ho, chit G8m, T8N ... e e e e e e e

NOL CU T D oo,

Gidy khai sinh/Gidy t& thy thAn: ©......o.ovieeeeeeeeeeeeeeeeee et
Pi dang ky gidm ho tai quyén s6: .......coveveeeeeenne.. 5 SO ettt

T61 cam doan nhimg ndi dung khai trén day la ding sy that va chiu trach
nhiém trudc phép luat vé cam doan cua minh.
Lam tai: ................ , ngay .... thang ...... naMm ............
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:

@ Ghi 6 tén co quan dang ky chAm dit giam ho.

@ Ghi theo noi dang ky thuong tri, néu khong c6 noi dang ky thuong tra thi ghi theo noi ding ky tam trii; 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 t& tiy than nhu: hd chiéu, chimg minh nhan dan hodc gidy t& hop 18 thay thé

“ Ghi tén co quan dang ky giam ho trude day.
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15. Tén thi tuc hanh chinh: Thii tuc thay doi, cdi chinh, bé sung hé tich

Trinh ty thuc hién:

Bud6c 1. Nguoi co yéu cau thay doi, cai chinh, bo sung h tich nop ho
so tai BO phan tiép nhan va trd két qua ciia Uy ban nhéan dan cap xa
c6 tham quyén. Thoi gian nhan hd so tir 7h30” — 10h30” va 13h30° —
16h30” cac ngay lam vigc trong tuan (true ngay nghi 18).

Bud6c 2: Nguoi tiép nhan c6 trach nhiém Kiém tra ngay toan bo hd so,
xac dinh tinh hop I€ cua gidy to trong hé so do nguoi yéu cau nop, Xuat
trinh; d6i chiéu thong tin trong T& khai V6i glay to trong ho SO.

- Néu hd so day du, hop 1, nguoi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huong dan ngudi ndp hd so bo sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap
thanh van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bo
sung, hoan thién, ky, ghi rd ho, chir dém tén cua ngudi tiép nhan.

- H6 so sau khi d duoc hudng dan theo quy dinh ma khong duoc bd
sung ddy 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 18 1y do tir chéi, ngudi tiép nhan ky, ghi 13 ho, chir dém, tén.
Buéc 3. Trong thoi han 03 ngay lam viéc ké tir ngay nhan du gidy to
theo quy dinh di véi yéu cau thay doi, cai chinh ho tich; ngay trong
ngay lam viéc d6i V4i yéu cau bd sung ho tich; néu thay viéc thay doi,
cai chinh, bd sung hé tich 13 c6 co so, phu hop véi quy dinh caa phap
luat dan su va phap luét c6 lién quan, cong chure tu phap - ho tich bao
cao Chu tich Uy ban nhan déan cap xa. Truong hop Chu tich Uy ban
nhan dan cip xa dong ¥ giai quyét thi ky Trich lyc ho tich tuong tng
(Trich lyc thay d6i ho tich/Trich luc cai chinh ho tich/Trich luc bo
sung ho tich) Cép cho nguoi yéu cau; cong churc tu phap - ho tich ghi
noi dung thay d6i, cai chinh, bo sung ho tich vao S6 dang ky thay dol
cai chinh, b6 sung ho tich, xac dinh lai dan tdc; cing ngudi yéu cau
ky vao SO.

Truong hop thay doi, cai chinh, bd sung thong tin ho tich lién quan
dén Giay khai sinh, Giay chting nhan két hon thi cong chie tu phép -
ho tich ghi noi dung thay doi, cai chinh ho tich vao Giay khai sinh,
Gidy chang nhan két hon; bo sung thong tin ho tich vao muc tuong
g va dong dau vao nodi dung bd sung.

Buéc 4. Nguoi ¢6 yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua ctia Uy ban nhan dan cép xa noi ndp ho so. Thoi gian: 7h30°-
10h30” va 13h30°-16h30” cac ngay lam viéc trong tuan (trir ngay nghi
18).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tir S6
goC hoac ban sao duwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khong dwoc yéu cau Xudt trinh ban chinh; néu nguot yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc gidy to do.

+ Truong hop phdp ludt quy dinh Xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi xudt trinh,
khong duwoc yéu cau ngueoi dang ky ho tich ngp thém ban sao gidy to
dé. Newoi tiép nhan c6 thé chup 01 ban giay to Xudt trinh hodc ghi
lai théng tin cua gidy to xudt trinh dé luu ho so.
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+ Nguoi tiép nhédn cé trdach nhiém tiép nhdn ding, di ho so dang ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khéng
quy dinh phdi nop.

Cach thwrc thuc hién:

- Nguoi c6 yéu cau ding ky thay doi, cai chinh, b6 sung ho tich truc
tiép hoac ty quyén cho ngudi khac thuc hién;

- Ngudi thuc hién viéc dang ky thay doi, cai chinh, bo sung hé tich c¢6
thé truc tiép nop hd so hodc giri hd so qua hé thong buu chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hoic chimng minh nhan dan hoac thé can cudc cong dan
hodc cac gléy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén Cap, con gid tri str dung dé chiing minh vé nhén than cua
ngudi c6 yéu cau dang ky thay dbi, cai chinh, bd sung ho tich.

- Glay td chimg minh noi cu tra dé xac dinh tham quyén ding ky thay
dol cai chinh, bd sung ho tich (trong giai doan Co s¢ dir liéu quoc gia
vé dan cu va Co sé dir liéu ho tich dién tir toan qudc chua duoc xay
dung xong va thuc hién thong nhat trén toan quéc).

Trudng hop gui hd so qua hé¢ thdng buu chinh thi phai guri kém theo
ban sao ¢ chiing thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky thay d6i, cai chinh, b sung ho tich, xac dinh lai
dan toc (theo mau).

- Giay to lam can ctr thay dbi, cai chinh, bb sung ho tich.

- Vén ban uy quyén theo quy dinh caa phap ludt trong truong hop uy
quyén thuc hién viéc dang ky thay d6i, cai chinh, bd sung ho tich.
Truong hop nguoi dugc uy quyén la ong, ba, cha, me, con, vg,
chdng, anh, chi, em rudt cua ngudi Gy quyén thi vin ban uy quyén
khong phai cong chung, ching thyuc, nhung phai ¢ gidy to ching
minh méi quan hé véi nguoi uy quyén.

b) S6 lweng ho so: 01 bo

Thai han giai quyét:

- 03 ngay lam viéc ddi véi yéu cau thay déi, cai chinh hg tich; truong
hop phai xac minh thi thoi han giai quyét khong qua 06 ngay lam
viéc.

- Ngay trong ngay lam viéc dbi véi yéu cau bo sung ho tich, truong
hop nhan hé so sau 15 gio ma khong gidi quyét dugc ngay thi tra két
qua trong ngay 1am viéc tiép theo.

Poi twong thuc hién:

Ca nhan.

Co quan thuc hién:

Uy ban nhan dan cap xi noi da dang ky ho tich trude day hoac Uy
ban nhén dan cap X3 noi cu tri ciia nguoi cd yéu cau.

Két qua:

Trich luc thay doi ho tich/Trich luc cai chinh ho tich/Trich luc bo
sung ho tich.

L& phi (néu co)

- Lé phi ding ky thay d6i, cai chinh ho tich, bd sung ho tich: 15.000
dong.

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

Tén mau don, to Khai:

To khai dang ky thay doi, cai chinh, bo sung hd tich, xéc dinh lai dan toc
(theo Thong tw so 15/2015/TT-BTP ngay 16/11/2015 cua B Tu
phap)

Yéu cau, dieu kién

thuc hién TTHC: Khong
Can cir phap ly: - Bé ludt Dan su;
- Lugt ho tich nam 2014,
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- Ngh; dinh s 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phii;
- Thong tw 56 15/2015/TT-BTP ngay 16/11/2015 cua Bg Tuw phap;
- Thong tw so 179/2015/TT-BTC ngay 13/11/2015 cua Bg Tai chinh
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

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

Kinh gui: et

Ho, chit dém, t8Nn NEUOT YU CAUS ....o.veovieeeeeeeeeeeeee et
INOT CU T @ ettt ettt ettt et et et e e ee e e e e s et et et eneenenees
Gidy to tuy than: ettt ettt
Quan h¢ voi nguoi dé nghi dugc thay ddi, cai chinh, xac dinh lai dan toc, bd sung ho tich:
Pé nghi co quan ding ky viéc s et

cho nguoi c6 tén dudi day

T61 cam doan nhiing ndi dung khai trén déy la ding su that va chiu trach nhiém truéc phap
luat vé cam doan ctia minh.
Lam tqi: .............. , ngay .....thang . ... nam .........
Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Y kién ctia nguoi duoc thay ddi ho, tén (néu Y kién cua cha va me (néu thay déi ho, chir
nguoi do tir da 9 tuoi trd 1€n); xac dinh lai dan dém, tén cho nguoi dudi 18 tudi)
toc (n€u ngudi do6 tir du 15 tudi dén dudi 18 tU01) v
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Chu thich:

1. Ghi 0 tén co quan dang ky viéc thay déi, cai chinh, bd sung hd tich, xac dinh lai dan tdc, xéac
dinh lai gi6i tinh trong Giy khai sinh.

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

3. Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy t& hop 18 thay
the

4. Ghi 106 loai viéc thuc hién

5. Ghi 10 loai vi¢e hd tich da dang ky trude day

6. Ghi r0 nd1 dung thay ddi, cai chinh, xac dinh lai dan toc

Trudng hop bd sung ho tich thi ghi rd ndi dung dé nghi b sung.
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16. Tén thii tuc hanh chinh: Thii tuc cip Gidy xdc nhin tinh trang hén nhan.

Trinh ty thuc hién:

Buéc 1. Ngudi c6 yéu cau cip Gidy xac nhan tinh trang hon nhan
nop ho so tai B phan tiép nhan va tra két qua cia Uy ban nhan dan
cap xd co thim quyén. Thoi gian nhan hd so tir 7h30° — 10h30° va
13h30” — 16h30’° cac ngay lam viéc trong tuan (trir ngay nghi 18).
Bué6c 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so,
dbi chiéu thong tin trong T khai va tinh hop 1é caa gidy to trong hd so
do ngudi yéu cau nop, xuit trinh.

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

- Néu hd so sau khi dd duoc huéng ddn ma khéng dugc bd sung day
du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan ho so va lap vin
ban tir chéi tiép nhan hd so, trong d6 ghi rd 1y do tir chdi, ky, ghi 15 ho,
chir dém, tén cta nguoi tiép nhan.

Budéc 3. Trong thoi han 03 ngay lam viéc, ké tir ngay nhan du ho so
hop 1&, cong chic tu phéap - ho tich Kiém tra, x4c minh tinh trang hon
nhan cta ngudi co yéu cau.

Truong hop nguoi yéu cau xac nhan tinh trang hon nhan di ting
dang ky thuong tra tai nhiéu noi khac nhau thi ngudi do co trach
nhiém chung minh vé tinh trang hon nhan cia minh. Truong hop
ngudi yéu cau khong chimg minh dugc thi cong chuc tu phap - ho
tich bao cao Chu tich Uy ban nhan dan cap xa c6 vin ban dé nghi Uy
ban nhan dan cap x3 noi nguoi do da tung dang ky thu’ong tra tién
hanh kiém tra, x4c minh vé tinh trang hén nhan cta nguoi do.

Budéc 4. Trong thoi han 03 ngay lam viéc, ké tir ngay nhén dugc van
ban dé nghi, Uy ban nhan dan cép x4 dugc yeu cau, tién hanh kiém
tra, xc minh va tra 10i bang van ban vé tinh trang h6n nhén trong
thoi gian thuong tra tai dia phuong cta nguoi c6 yéu cau

- Néu két qua Kiém tra, xAc minh cho thay nguoi yéu cau co du diéu
kién, viéc cap Gidy xac nhan tinh trang hon nhan 1a phi hop quy dinh
phap luat thi cong chirc tu phap - hd tich trinh Chu tich Uy ban nhéan
dan ky cap 01 ban Gidy xac nhan tinh trang hon nhan cho ngudi yéu
cau.

Bu6c 5. Nguoi ¢ yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua ctiia Uy ban nhan dan cép xa noi ndp ho6 so. Thoi gian: 7h30°-
10h30” va 13h30°-16h30” cac ngay lam vi€c trong tuan (trir ngdy nghi
1e).

* Lwu y:

+ Truwong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tor S0
goc hogc ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhdn
hé so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xdac
nhdn vé viéc da doi chiéu néi dung gidy to dé, khong dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thyc glay to do.

+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguwoi xudt trinh,
khong dwoc yéu cau ngwoi dang ky hé tich ndp thém ban sao gidy to
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dé. Nguoi tiép nhan c6 thé chyp 01 ban glay to xuat trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luru hé so-

+ Nguoi tiép nhén ¢é trach nhiém tiép nhdn ding, di ho so ding ky
ho tich theo quy dinh cua phdp ludt ho tich, khong dwoc yéu cau
nguwoi dang ky hé tich nép thém gidy to ma phdp ludt ho tich khong
quy dinh phai nop.

Cach thirc thuc hién:

- Ngudi ¢b yéu cau cap Gidy xac nhan tinh trang hon nhan truc tiép
hoac uy quyén cho ngudi khac thyuc hién;

- Nguoi thuc hién yéu cau cip Gidy xac nhan tinh trang hon nhan c6
thé tryc tiép nop ho so hoic gfri hd so qua hé théng buu chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hogc ching minh nhén déan hodc thé cén cudc cong dan
hoac cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gia tri sir dung dé chting minh vé nhén than cua
ngudi co yéu cau cap Gidy xac nhan tinh trang hon nhén.

- Giay to chimg minh noi cu tra ctia ngudi yéu cau cap Gidy xac nhan
tinh trang hon nhan dé xac dinh thim quyén (trong giai doan Co s6
dir liéu qudc gia vé dan cu va Co so dit liéu ho tich dién tir toan qubc
chua dugc xdy dung xong va thuc hién théng nhit trén toan quéc).
Truong hop gui hd so qua hé théng buu chinh thi phai gui kém theo
ban sao ¢ chitng thuc cac gidy to phai xuét trinh néu trén.

* Gidy tor phdi ngp

- To khai cap Giay xac nhan tinh trang hon nhan (theo mau);

- Truong hop ngual yéu cau cap Gidy xac nhén tinh trang hon nhén
da c6 vo hoic chong nhung da ly hon hodc nguoi vo/chong da chét
thi phai xuat trinh (ban chinh) hodc nop ban sao gidy to hop I¢ dé
ching minh;

- Cong dan Viét Nam da ly hon, hay viéc két hon & nude ngoai thi
phai nop ban sao Trich luc ghi cha ly hon.

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

b) S6 lwong ho so: 01 bo

Thai han giai quyét:

03 ngay lam viéc. 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 10i két qua xac
minh qua hé thong buu chinh).

Poi twgng thuc hién:

Ca nhan.

Co quan thuc hién:

- Uy ban nhan dan cp xi noi ngudi yéu cau cap Giay xac nhan tinh
trang hon nhan thuong tra.

- Truong hop ngudi yéu cau Cép Gidy xac nhan tinh trang hon nhan
khong ¢6 noi thuong tri thi Uy ban nhéan déan cip xi noi tam tra thuc
hién viéc cip Gidy xac nhan tinh trang hon nhén.

Két qua:

Gidy x4c nhan tinh trang hon nhéan (theo Théng i s6 15/2015/TT-
BTP ngay 16/11/2015 cua Bo Tu phap)

L¢& phi (néu co)

- L& phi cap Gidy xac nhan tinh trang hén nhan: 15.000 dong.
Mien I¢€ phi cho ngudi thude gia dinh c6 cong v6i cach mang; nguoi
thudc hd nghéo; nguoi Khuyet tat.

Tén mau don, to Khai:

To khai cap Giay xac nhan tinh trang hon nhan (theo Théng ti s6
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15/2015/TT-BTP ngay 16/11/2015 cua Bo Tw phap)

Yéu cau, diéu Kkién
thwc hién TTHC:

Truong hop yéu céu x4c nhan tinh trang hon nhan nham muc dich két
hén thi ngudi yéu cau phai dap tng du didu kién két hon:

- Nam tir da1 20 tudi tro 1én, nir tir du 18 tUOI tro 1én;

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

- Khong bi mat nang luc hanh vi dan su;

- Viéc két hon khong thugc mat trong cac truong hop cam két hon,
gom:

+ Két hon gia tao, ly hon gia tao;

+ Tao hon, cudng ép két hon, lra dbi két hon, can tré két hon;

+ Nguoi dang c6 v, c6 chong ma két hon véi ngudi khac hodc chua
¢6 vo, chua c6 chdng ma két hon véi ngudi dang ¢ chong, ¢ vo;

+ Két hon gitra nhitng ngudi cing dong méau vé truc hé; gitra nhiing
ngudi co ho trong pham vi ba doi; gitta cha, me nudi véi con nudi;
gitra nguoi da timg 1a cha, me¢ nudi véi con nudi, cha chdng vai con
dau, me Vo VGi con ré, cha duong véi con riéng cua vg, me ké voi
con riéng cuia chong;

* Nha nudc khong thira nhdn hon nhan giira nhitng nguoi cung gidi
tinh.

Can cir phap ly:

- Lugt hon nhdn va gia dinh nam 2014,

- Lugt h¢ tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phit;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phdp;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 cia B Tai chinh .
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI CAP GIAY XAC NHAN TiNH TRANG HON NHAN

KiInh @U: oo
Ho, chit dém, t8N NEWOT VAU CAU ..o
DAN TOC: .oeiiiiiieieeee e Quéc tich: o,
INOT CU T M) ettt e e e ereneeas
Quan hé véi ngudi duge cap Gidy xac nhan tinh trang hon nhan: .........occcoeeveeeevieeeeeriennnns

Dé nghi cip Gidy xac nhén tinh trang hén nhan cho ngwoi c6 tén dwéi diy:

Ho, chir dém, tEN: ...ovveeeeeeeceeceeeeeeeee e Gio1 tinh: .o,
Ngay, thang, NAM SINN: .....oiiiii e sree e
B2 31 Yo TSRO PRTPRPIN
DAN tOC ... Quéc tich: .,
INOT CU T T ettt
NN NERIEP: vttt ee sttt s st s ettt en s ensas sttt saneas
Trong thOt 1an CU T A1 ..ovvveiiivieiiiie et e s b e e et e e s rae e nnes
...................... tir ngay.....thang.......nam .........., @n ngay .......... thang ......... nam“.........

Tinh trang hon NHAND L.

T6i cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhiém trudc

phap luat vé 16i khai ctia minh.
Lamtai:................ ,ngay ....... thang .... nam ..............
Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)
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Chii thich:

Truong hop céng dan Viét Nam cu trt trong nude thi ghi theo noi ding ky thuong tra, néu
khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop khong c6 noi dang
ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh séng.

Truong hop cong dan Viét Nam cu tra & nudc ngoai thi ghi theo dia chi thuong tra hodc tam tra
O nudc ngoai.

@ Ghi thong tin vé& gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18
thay thé

®) Khai trong cac truong hop:

- Cong dan Viét Nam dang cu trii & nudc ngodi ¢6 yéu cau xac nhan tinh trang hén nhén trong thoi
gian cu tra & nudc ngoai hodc trong thoi gian cu tra tai Viét Nam trudce khi xuét canh;

- Ngudi dang co vo/chdng yéu cau xac nhan tinh trang hon nhan tir thoi diém du tudi ding ky két
hén cho dén trude thoi diém ding ky két hon;

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

Dbi véi cong dan Viét Nam cu tra & trong nudce thi ghi 1 tinh trang hén nhan hién tai: dang
¢6 vo hodc c¢6 chong; hoic chua ding ky két hon lan nao; hodc da dang ky két hon, nhung da ly
hoén hay nguoi kia di chét.

Dbi v6i cong dan Viét Nam cu tra ¢ nude ngoai c6 yéu cﬁu xac nhan tinh trang hon nhan trong
thot glan cu tra tai Viét Nam trude khi xudt canh, thi khai vé tinh trang hon nhan cta minh trong
thoi gian da cu tra tai noi do (Vi dy: trong thoi gian cur trl tal coccveeveeeeeieeienienieieieiesienee , tu
ngay...... thang ... nam......... dén ngay ........ thang ....... nam ........ chua dang ky két hon vdi ai).

Dbi voi cong dan Viét Nam dang cu tri & nudc ngoai, o yéu ciu xac nhan tinh trang hén nhan
trong thoi gian cu trd & nudc ngoai, thi khai vé tinh trang hon nhan cta minh trong thoi gian cu
tra tai nude do6 (Vi du: trong thoi gian cu tra tai CHLB Drc tur ngay ....... thang ..... nam ....... dén
ngay ........ thang ....... nam ........ khong dang ky két hon véi ai tai Dai st quan Viét Nam tai CHLB
buc).

®) Ghi 5 myc dich su dung Glay xac nhan tinh trang hon nhan. Truong hop sir dung Gidy xac
nhan tinh trang hén nhan dé két hon, thi phai ghi & két hon vé6i ai (ho va tén; ngdy, thang, nim
sinh; quéc tich; noi thuong trii/tam tri1); noi dang ky két hon.
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17. Tén thu tuc hanh chinh: Thi tuc dang ky lai khai sinh

Trinh ty thuc hién:

Bu6c 1. Nguoi co yéu cau dang ky lai khai sinh nop ho so tai Bo
phan tiép nhan va tra két qua cua Uy ban nhan dan cdp xd c6 tham
quyén. Thoi gian nhan hd so tir 7h30° — 10h30° va 13h30° — 16h30°
cac ngay lam viéc trong tuan (trir ngay nght 18).

Buéc 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd hd so,
dbi chiéu thong tin trong To khai va tinh hop 16 cua gidy to trong hd so
do ngudi yéu cau nop, Xuit trinh.

- Néu hd so day du, hop 1, nguoi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huong dan ngudi ndp hd so b sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap
thanh van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bo
sung, hoan thién, ky, ghi rd ho, chir dém tén cua ngudi tiép nhan.

- H6 so sau khi d duoc hudng dan theo quy dinh ma khong duoc bd
sung ddy du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan ho so.
Viéc tir chéi tiép nhan hd so phai duoc thé hién bang van ban, trong
d6 ghi 18 1y do tir chéi, ngudi tiép nhan ky, ghi 10 ho, chir dém, tén.
Budc 3. Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so,
cong chirc tu phap - ho tich kiém tra, xac minh ho so.

Truong hop viéc ding ky lai khai sinh duoc thuc hién tai Uy ban
nhan dan cap xi khong phai noi dang ky khai sinh trudc day thi cong
chirc tu phap — ho tich bdo céo Chu tich Uy ban nhéan dan cip xi ¢
van ban dé nghi Uy ban nhan dan cap xd noi dang ky khai sinh tru6c
day kiém tra, xac minh vé viéc luu giir s6 ho tich.

Bwéc 4. Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc van
ban dé nghi, Uy ban nhan dén noi da dang ky khai sinh truéc day tién
hanh Kiém tra, x4c minh va tra 15i bang vin ban vé viéc con luu gitr
hodc khong luu giit duoc s6 ho tich.

Bwéc 5. Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két
qua xac minh vé viéc khong con luu giit duoc s6 ho tich tai noi da
dang ky khai sinh, néu thay viéc ding ky lai khai sinh chinh xAc,
dung quy dinh phap luat, cong chic tu phap - hd tich bao cao Chu
tich Uy ban nhan dan cip xi. Trudng hop Chu tich Uy ban nhan dan
dong y giai quyét thi cong chirc tir phap - ho tich ghi noi dung khai
sinh vao S6 dang ky khai sinh, cting nguoi di dang ky lai khai sinh ky
vao S6. Chii tich Uy ban nhan déan ky cap Giay khai sinh cho nguoi
6 yéu cau.

Bu6c 6. Nguoi ¢ yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua ctia Uy ban nhan déan cap xa noi nop hd so. Thoi gian: 7h30’-
10h30° va 13h30°-16h30” cac ngay lam viéc trong tudn (trir ngay nghi
18).

* Luu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tir 0
goC hoac ban sao dwoc chung thuc tir ban chinh thi nguoi tiep nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, déi chiéu ban chup Vvéi ban chinh va ky vao ban chup xac
nhdn vé viée da doi chiéu néi dung gidy to do, khong dwoc yéu cau
ngueoi di dang ky nép ban sao cé chirng thuc gidy to dé.

+ Trwong hop phdp ludt quy dinh xudt trinh gidy to khi dang ky ho
tich, nguwoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu Vi théng tin trong To khai va trd lai cho nguwoi Xudt trinh,
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khong duoc yéu cau ngueoi dang ky ho tich ngp thém ban sao giay to
dé. Negwoi tiép nhan co thé _chup 01 ban giay to Xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh d@é leu ho so.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dii hé so ding ky
ho tich theo quy dinh cua phdp luat ho tich, khong dwoc yéu cau
nguoi ding ky hé tich nép thém gidy to- ma phdp ludt hg tich khong
quy dinh phdi ngp.

Cach thic thyc hién:

- Nguoi c6 yéu cau dang ky lai khai sinh truc tiép hodc uy quyén cho
nguoi khac thyc hién viéc dang ky lai Khai sinh;

- Nguoi thuc hién ding ky lai khai sinh c6 thé truc tiép nop hd so
hoic giri hd so qua hé thong buu chinh.

Thanh phan, s6 lweng
ho so:

a) Thanh phan ho so bao gom:

* Gidy to' phdi xudt trinh

- Ho chiéu hoac chimg minh nhén dan hodc thé cén cude cong dan
hodc cac glay to khac c6 dan anh va théng tin ca nhan do co quan c6
tham quyén Cap, con gia tri str dung dé chitng minh vé nhan than cua
nguoi cd yéu cau dang ky lai khai sinh.

- Gidy to chting minh noi cu tri dé xac dinh thim quyén dang ky lai
khai sinh (trong giai doan Co s dit liéu qudc gia vé dan cu va Co so
dir liéu ho tich dién tir toan qudc chua dugc xdy dung xong va thuc
hién théng nhat trén toan quéc).

Truong hop gui hd so qua hé théng buu chinh thi phai gui kém theo
ban sao c¢6 chiing thuc cac gidy to phai Xuat trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky lai khai sinh (theo mau), trong d6 c6 cam doan cua
nguoi yéu cau veé viéc da dang ky khai sinh nhung khong luu gilr
duoc ban chinh Giay khai sinh.

- Ban sao toan bd hd so, gidy to cia ngudi yéu cau hoic hd so, gidy
to, tai liéu khac trong d6 c6 thong tin lién quan dén noi dung khai
sinh, gdom:

+ Ban sao Gidy khai sinh do co quan c6 tham quyén cuaa Viét Nam cip
(ban sao dugc cong ching, ching thuc hop 18, ban sao dwoc cap tir S6
dang ky khai sinh).

+ Ban chinh hodc ban sao gidy to co gia tri thay thé Gidy khai sinh
dugc cip truée nim 1945 & mién Bic va trudc nam 1975 ¢ mién
Nam.

+ Trudng hop nguoi yéu cau khong co gidy to trén thi gidy to do co
quan c6 thim quyén cua Viét Nam cap hop 1€ sau day 1a co s¢ dé xéac
dinh noi dung dang ky lai khai sinh: Gidy ching minh nhéan déan, Thé
cin cude cong dan hodc Ho chiéu; S6 ho khau, S6 tam tra, giéy to
ching minh vé noi cu tra; Bang tét nghiép, Gidy chung nhan, Ching
chi, Hoc ba, Ho so hoc tap do co quan dao tao, quan 1y gido duc co
tham quyén cap hoic xac nhan; Gidy to khac c6 thong tin vé ho, chir
dém, tén, ngay, thang, ndm sinh ctia c4 nhan; Gidy to chung minh
quan h¢ cha con, me con.

Nguoi yéu cau ding ky khai sinh c6 trach nhiém nop day du ban sao
cac gidy to néu trén (néu co) va phai cam doan dé n¢p du cac gidy to
minh cd. Truong hgp nguoi yéu cau dang ky khai sinh cam doan
khong ding su that, cd v chi nop ban sao gidy to c6 loi dé ding ky
khai sinh thi viéc dang ky khai sinh khong c6 gia tri phép 1y.

- Trudng hop ngudi yéu cau dang ky lai khai sinh 1a can bg, cong churc,
vién chirc, nguoi dang cong tac trong luc luong vii trang thi phai co
van ban xac nhan cua Thu truong co quan, don vi vé viéc nhitng noi
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dung khai sinh cua nguoi d6 gom ho, chit dém, tén; gidi tinh; ngay,
thang, nam sinh; dan toc; quéc tich; qué quan; quan hé cha - con, me -
con phut hop véi hd so do co quan, don vi dang quan 1y.

- Vin ban uy quyén theo quy dinh cta phap luat trong trudng hop ay
quyén thyuc hién viéc dang ky lai khai sinh. Truong hop nguoi dwoc
ay quyén la ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua
nguoi uy quyen thi van ban uy quyén khong phai cong ching, ching
thue, nhung phai co gidy to chang minh mdi quan hé véi ngudi ay
quyén.

b) S6 lwgng hd so: 01 bo

Thoi han giai quyét:

05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
giai quyét khoéng qua 13 ngay lam viéc (khong tinh thoi glan gui van
ban yéu cau x4ac minh va thoi gian gui van ban tra 10i két qua xac
minh qua hé théng buu chinh).

Poi twong thuc hién:

C4 nhan.

Co quan thuc hién:

Uy ban nhan dan cap xi noi di dang ky khai sinh tru6e day hoac Uy
ban nhéan dan cip xi noi nguodi yéu cau ding ky lai khai sinh thuong

tru.

Két qua:

Giay khai sinh

Lé phi (néu c0)

- L¢ phi dang ky ho tich khac: 8.000 dong.
Micn 1€ phi cho nguoi thuge gia dinh c6 cong véi cach mang; nguoi
thuoc hd nghéo; nguoi Khuyet tat.

Tén mau don, to khai:

To khai ding ky lai khai sinh (theo Théng tw s6 15/2015/TT-BTP
ngay 16/11/2015 cua B Tu phdp)

Yéu cau, dieu kién
thuc hién TTHC:

- Viéc khai sinh di dugc dang ky tai co quan c6 tham quyén cua Viét
Nam truéc ngay 01/01/2016 nhung S6 dang ky khai sinh va ban
chinh Gidy khai sinh déu bi mét.

- Ngudi ¢6 yéu cau con s6ng tai thoi diém yéu cau ding ky lai.

Can cu phap ly:

- Lugt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phit;

- Théng tir 6 15/2015/TT-BTP ngay 16/11/2015 cia B Tw phdp;

- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 cua B Tai chinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH
Kinh gtri: ettt

Ho, chit dém, t&n NGUOT YU CAU: .....c..ovveieieeeieieeeeee s
GIAY tO 1Y thAN: @ttt

Quan hé vo1 nguot duge khai SInh: ...
Dé nghi co quan ding ky lai khai sinh cho ngwoi c6 tén dwéi day:
HQ, Chit A€M, T8I: ... .eeiiiiiii i e e bee e

Ngay, thang, ndm sinh: .........cccocoiiiiiiiiiiin ghi DAng Chi:...cv.vveceeceeeeee e

QUE QUAN ..t e e
Ho, chir dém, tén cha: ...
Nam sinh: ........ccoovveeeeee Dan toc: ....vvvvvvvviriervvreenee, Quéc tich: ...
NOT CU T @) ettt ettt ettt n st en et an e
Ho, chir dém, t€n M. ... e,
Nam sinh: .......cccovvneeeen. Dan toc: ..vevvveeeeeiiiiiirrieenen. QUAC tCH: ©ovovioeeeeeeee
NOT CU T @) ottt sttt n et
D3 dang ky khai sinh tai: ®.......o e,
Gidy khai sinh s6: © ... , NEAY .......... [ Lo,
Ly do dang KY L0 ..o e
T6i cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trude
phap luat vé viéc cam doan ctia minh.
Lamtai: ........................ , NQAY v, thang ......... 717177 R
Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:

@ Ghi 15 tén co quan ding ky lai khai sinh

@ Ghi thong tin vé gidy to tuy than cta ngudi di dang ky, ghi rd sb, co quan cip, ngay cap ho chiéu,
chtng minh nhan dan hodc gidy to hop 18 thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thuong trii thi ghi theo dia chi ding 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 1o tén co s¢ y t& va dia danh hanh chinh noi sinh ra; truong hop
sinh ra ngoai co so y té thi ghi dia danh ciia 03 cdp hanh chinh (xa, huyén, tinh); truong hop khong rd noi
sinh ddy du thi chi ghi dia danh hanh chinh cp tinh.

®) Ghi tén co quan da diang ky khai sinh trude ddy, sb, ngay, thang, nim cip Gidy khai sinh truéc day
(néu c6 ban sao Gidy khai sinh).
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_ 18. Tén thi tuc hanh chinh: Tha tuc dang ky khai sinh cho nguwoi di cé hé so,
gidy to' ca nhan

Trinh ty thuc hién: Bugc 1. Nguoi c6 yéu cau dang ky khai sinh nop ho so tai Bo phén
tiép nhan va tra két qua cia Uy ban nhan dan cip xa c6 thim quyeén.
Thai gian nhan hd so tir 7h30° — 10h30° va 13h30° — 16h30° cac ngdy
lam viéc trong tuan (trir ngay nghi I8).

Buwéc 2. Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan by hd so,
dbi chiéu thong tin trong To khai va tinh hop 1¢ cua gidy to trong hd so
do nguoi yéu cau nop, XUat trinh.

- Néu ho so day da, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua diy du, hoan
thién thi huéng dan ngudi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap
thanh vin ban huéng dan, trong d6 néu 13 loai gidy to, ndi dung can bd
sung, hoan thién, ky, ghi 6 ho, chir dém tén cua nguoi tiép nhan.

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

Buwéc 3. Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hd so,
cong chirc tu phap - ho tich Kiém tra, x4c minh hd so. Trong trudng
hop can thiét, cong chirc tu phéap - ho tich bao cao Chu tich Uy ban
nhan dan cdp xi c6 van ban dé nghi Uy ban nhan dan cip x4 noi cu
tra trude day ciia ngudi yéu cau dang ky lai khai sinh dé kiém tra, xac
minh vé viéc ding ky khai sinh va viéc luu giit s6 ho tich.

Buwéc 4. Trong thoi han 05 ngay lam viéc, ké tir ngdy nhan duoc van
ban d& nghi, Uy ban nhan dan cép x4 noi nguoi yéu cau ding ky khai
sinh cur trii trudc day tién hanh kiém tra, x4c minh va tra loi bang vin
ban vé viéc ngudi yéu cau da duoc dang ky khai sinh hay chua dugc
dang ky khai sinh; viéc con luu giit hodc khong luu gitt duoc s6 hod
tich.

Bwéc 5. Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két
qua xac minh, néu thiy ho so ding ky khai sinh 1a ddy d, chinh xéc,
dung quy dinh phap luat, cong chue tu phap - ho tich bao cao Chu
tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhéan dan
cap xa dong ¥ gidi quyét thi cong chire tu phap - ho tich ghi noi dung
khai sinh vao S6 ding ky khai sinh, cung nguoi di dang ky khai sinh
ky tén vao S6. Chu tich Uy ban nhan déan cép xa cip Gidy khai sinh
cho nguoi dugce dang ky khai sinh.

Buéc 6. Nguoi c6 yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cap xa noi nop hd so. Thoi gian: 7h30’-
10h30” va 13h30°-16h30° cac ngay lam viéc trong tuan (trir ngy nghi
1e).

* Lwu y:

+ Truong hop ngueoi yéu cau nop gidy to la ban sao diwoc Cdp tir S0
goC hoac ban sao duwoc chimg thuc tir ban chinh thi nguoi tiép nhan
hé so khong dwoc yéu cau Xudt trinh ban chinh; néu nguot yéu cau
chi nop ban chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup xac
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguwoi di dang ky ngp bdn sao c6 chimg thuec gidy to do.
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+ Truong hop phdp luat quy dinh Xuat trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu vdi théng tin trong To khai va tra lai cho nguoi Xudt trinh,
khong diwoc yéu cau nguwoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhan co thé _chyp 01 ban glay to xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luu hé so.

+ Nguwoi tiép nhén cé trdach nhiém tiép nhdn ding, di ho so dang ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khéng
quy dinh phdi ngp.

Cach thirc thuc hién:

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

- Nguoi thyc hién viéc dang ky khai sinh c6 thé tryc tiép nop hd so
hodc giri hd so qua hé théng buu chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh

- Ho chiéu hoic ching minh nhan dan hoic thé cin cudc cong dan
hodc cac giéy to khac c6 dan anh va théng tin ca nhan do co quan c6
tham quyén Cap, con gia tri str dung dé chitng minh vé nhan than cua
nguoi co yéu cau dang 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 so dir li¢u qudc gia vé dan cu va Co so dix
liéu ho tich dién tir toan qudc chua dugc xay dung xong va thyc hién
théng nhat trén toan qudc).

Truong hop gui hd so qua hé¢ thdng buu chinh thi phai guri kém theo
ban sao ¢ chiing thuc cac gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky khai sinh (theo mau)

- Vin ban cam doan ciia nguoi yéu cau vé viéc chua duoc dang ky
khai sinh.

- Ban sao toan bd hd so, gidy to cua ngudi yéu cau hoic ho so, gidy
to, tai liéu khac trong d6 c6 thong tin lién quan dén noi dung khai
sinh, gdm: Gidy chiing minh nhan dan, Thé cin cudc cong dan hoic
Ho chiéu; S6 ho khau, S6 tam tra, gidy to ching minh vé noi cu tru;
Bang tot nghiép, Giay chting nhan, Chang chi, Hoc ba, H6 so hoc tap
do co quan dao tao, quan 1y gido duc c6 tham quyén cip hoidc xac
nhan; Gidy to khac c6 thong tin vé ho, chit dém, tén, ngay, thang,
nam sinh cta ca nhan; Gidy to chitng minh quan hé cha con, me con.
- Trudng hop nguoi yéu cau dang ky khai sinh 1 can b, cong chiic,
vién chirc, nguoi dang cong tac trong lyc lugng vii trang thi phai c6
van ban xac nhan cia Thu truong co quan, don vi V& viéc nhitng noi
dung khai sinh cua nguoi do6 gém ho, chit dém, tén; gidi tinh; ngay,
thang, nam sinh; dan toc; quéc tich; qué quan; quan hé cha - con, me -
con phtt hop véi hd so do co quan, don vi dang quan 1y.

- Van ban uy quyén theo quy dinh ctia phap luat trong truong hop ay
quyen thuc hi¢n viée dang ky khai sinh. Truong hop nguoi dugc uy
quyén la 6ng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua
ngudi Gy quyén thi van ban uy quyén khong phal cong chung, chirng
thuc, nhung phai c6 gidy to ching minh mdi quan hé voi ngudi uy
quyén.

b) S6 lwgng hd so: 01 bo

Thai han giai quyét:

05 ngay lam viéc. Truong hop phai ¢6 van ban xac minh thi thoi han
giai quyet khong qua 13 ngay lam viéc (khong tinh thoi gian giri van
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ban yéu cau x4ac minh va thoi gian gui van ban tra 10i két qua xac
minh qua hé thong buu chinh).

Poi twong thuc hién:

C4 nhan.

Co quan thuc hién:

Uy ban nhan dan cap xa noi nguoi yéu cau cu tru.

Két qua:

Giay khai sinh

L& phi (néu c6)

- L¢ phi dang ky khai sinh: 8.000 dong.
Miéen I¢ phi cho ngudi thude gia dinh c6 cong v6i cach mang; ngudi
thudc ho nghéo; ngudi Khuyet tat.

Tén méu don, to kKhai:

To khai ding ky lai khai sinh (theo Théng tw sé6 15/2015/TT-BTP
ngay 16/11/2015 cua Bo Tuw phdp)

Yéu cau, diéu Kkién
thuc hién TTHC:

Cong dan Viét Nam cu tru trong nudc, sinh trudc ngay 01/01/2016,
chua dugc ding ky khai sinh, c6 hd so, gidy to ca nhan (ban chinh
hodc ban sao dugc chuang thuc hop [€) nhu: gidy to tuy than; So ho
khau; Sb tam tro; gidy to khac do co quan nha nuéce c6 tham quyén cua
Viét Nam cap.

Can cu phap ly:

- Lugt ho tich nam 2014;

- Ngh; dinh s6 123/2015/NB-CP ngay 15/11/2015 ciia Chinh phii;

- Théng tir s6 15/2015/TT-BTP ngay 16/11/2015 cia B Tw phdp;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI DPANG KY KHAI SINH

Kinh guri: O

Ho, chitr dém, té€n NEWOT YEU CAU: .....oooovviiiiiiiiiiiie e

GIAY 10 Y AN @it
(3

Quan hé vo1 nguol Guoc Khai SINh: ....ooviiiiiiicc e e
Pé nghi co quan ding ky khai sinh cho ngwoi duéi day:
HQ, chil d@Im, tRIN: ...

QUE UAN ...ttt ettt ettt e e b e e e e bt e e s bbb e e ek b e e e e Rb e e e aR e e e enbr e e e nnbe e e nnree e
Ho, chir dém, tén cha: ... ... e

Nam sinh: .......ccccuvvneeeee. Dan toc: ....vvveeeeiiiiiiiennns QUAC HCH: «vvee e

NOT G T D e,

Ho, chir d€m, t€n ME: ... ... i e

Nam sinh: ........cccoooveeeee. Dan tOc: ....vvvvvvvvirinr e, Quéc tich: ...

NOT G T D e,

To61 cam goan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc sy thoa
thudn nhat tri cia cac bén lién quan theo quy dinh phép luat.
T6i chiu hoan toan trach nhiém trudce phap luit vé ndi dung cam doan ctia minh.

Lamtqi: ...........cooviiiiiiil. , NGAY . thang ......... 717777 R

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

Chu thich:

@ Ghi rd tén co quan dang ky khai sinh

@ Ghi thong tin v& gidy to tiy than cta ngudi di dang ky, ghi rd sb, co quan cip, ngiy cép ho chiéu,
chtng minh nhan dan hodc gidy to hop 18 thay thé

®) Ghi theo dia chi dang ky thuong tra; néu khong c6 noi ding ky thudng trii thi ghi theo dia chi ding ky
tam tr; truong hop khong co6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo dia chi dang sinh
song.

® Truong hop sinh tai co s¢ y té thi ghi rd tén co s¢ y té va dia danh hanh chinh

Trudng hop sinh ra ngoai co so'y té thi ghi dia danh ctia 03 cap hanh chinh (x4, huyén, tinh), noi sinh ra.
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19. Tén thi tuc hanh chinh: Thii tuc déing ky lai két héon.

Trinh tw thuc hién:

Buéc 1. Nguoi co yéu cau dang ky lai két hon nop ho so tai Bo phén
tiép nhan va tra két qua caa Uy ban nhan dan cép xa c6 thim quyeén.
Thoi gian nhan ho so tir 7h30° — 10h30° va 13h30° — 16h30° cac ngdy
1am viéc trong tuan (trir ngay nghi 18).

Buwéc 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hé so,
xéc dinh tinh hop 1& cua gidy to trong hd so do ngudi yéu cau nop, xuat
trinh; d6i chiéu thong tin trong T& khai V6i giéy to trong h6 SO.

- Néu hd so day du, hop 18, nguoi tiép nhan hd so viét glay tiép nhan,
trong d6 ghi o ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap
thanh van ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bo
sung, hoan thién, ky, ghi ro ho, chir dém tén cua nguoi tlep nhan.

- Hb so sau khi dd dugc huéng dan ma khong dugc bd sung day du,
hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so va lap van ban tir
chdi tiép nhan hd so, trong d6 ghi rd 1y do tir chéi, ky, ghi 1 ho, chi
dém, tén clia nguoi tiép nhan.

Budc 3. Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so,
cong chirc tu phap - ho tich kiém tra, xac minh ho so.

Truong hop viée ding ky lai két hon thuc hién tai Uy ban nhan dan
cap xa khong phai noi di dang ky két hon trude day thi cong chirc tu
phap - ho tich bao cdo Chu tich Uy ban nhan dén c6 van ban dé nghi
Uy ban nhan déan noi ding ky két hon trude ddy kiém tra, xac minh vé
viéc luu giit s6 ho tich tai dia phuong.

Bugc 4. Trong thoi han 05 ngay lam viéc, ké tur ngay nhén dugc van
ban dé nghi, Uy ban nhéan dan noi da dang ky két hén truge day tién
hanh kiém tra, xac minh va tra loi bang van ban vé viéc con luu giir
hoac khong luu giir dugc s6 ho tich.

Budc 5. Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc két
qua xac minh vé viéc khong con luu gitt duoc 6 ho tich tai noi da
dang ky két hon, néu thiy ho so day du, chinh xac, dung quy dinh
phap luat thi cong chirc tu phap - ho tich bao cdo Chu tich Uy ban
nhan dan cép xa. Trudng hop Chu tich Uy ban nhan dan cép xa df)ng
y giai quyet thi cong chirc tu phap — ho tich ghi viéc két hon vao S6
dang ky két hon, cung hai bén nam, nit ky tén vao S6; hai bén nam,
nit cung ky vao Gidy chang nhan két hon; Chu tich Uy ban nhan dan
cap x4 td chuc trao Gidy chang nhan két hon cho hai bén nam, ni.
Buwéc 6. Nguoi c6 yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua ctia Uy ban nhéan dan cép xa noi ndp ho so. Thoi gian: 7h30°-
10h30° va 13h30°-16h30’ cac ngay lam viéc trong tuan (trir ngay nghi
1e).

* Lwu y: ‘
+ Truong hop nguwoi yéu cau nop gidy to la ban sao diwoc Cdp tir S0
goC hoac ban sao dioc chung thuc tir ban chinh thi nguoi tiép nhan
hé so khong dwoc yéu cau Xudt trinh ban chinh; néu nguot yéu cau
chi ngp ban chup va xudt trinh ban chinh thi nguoi tiép nhdn hé so
kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc giciy to do.

+ Truong hop phdp ludt quy dinh Xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
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chiéu vdi théng tin trong To khai va tra lai cho nguoi Xudt trinh,
khong diwoc yéu cau nguwoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhan co thé _chyp 01 ban glay to xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luu hé so.

+ Nguoi tiép nhén cé trdach nhiém tiép nhdn ding, di ho so dang ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khéng
quy dinh phdi nop.

Cach thirc thuc hién:

Nguoi ¢6 yéu cau dang ky lai két hon tryuc tiép nop hd so (bén nam
hodc bén nir co thé truc tiép nop hd so ma khong can c6 van ban ty
quyén cia bén con lai).

Thanh phan, s6 lweng
ho so:

a) Thanh phan ho so bao gom:

* Gidy to' phdi xudt trinh

- Ho chiéu hoac chimg minh nhén dan hodc thé cén cude cong dan
hodc cac glay to khac c6 dan anh va théng tin ca nhan do co quan c6
tham quyén Cap, con gid tri su dung dé chung minh vé nhan than cua
ngudi ¢ yéu cau dang ky lai két hon.

- Gidy to ching minh noi cu tra dé xac dinh tham quyén trong truong
hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cip xa
khong phai 1a not dang ky két hon trude day (trong giai doan Co 80
dir liéu qudc gia vé dan cu va Co so dir liéu ho tich dién tir toan qubc
chua duoc xay dung xong va thuc hién théng nhat trén toan quéc).

* Gidy to phdi ngp

- To khai dang ky lai két hon (theo mau);

- Ban sao Giay chung nhan két hon duoc cip trudce day. Néu khong
¢6 ban sao Gidy ching nhan két hon thi nop ban sao ho so, gidy to ca
nhan c6 cac thong tin lién quan dén noi dung dang ky két hon.

b) S6 lweng hé so: 01 bo

Thai han giai quyét:

05 ngay lam viéc. Truong hop phai c6 van ban xac minh thi thoi han
giai quyét khong qua 13 ngay lam viéc (khong tinh thoi glan gui van
ban yéu ciu xac minh va thoi gian guri van ban tra 10i két qua xac
minh qua hé thong buu chinh).

Poi twong thuc hién:

Ca nhan.

Co quan thuc hién:

Uy ban nhén dén cap xa noi da dang ky két hon trudc day hoic Uy
ban nhan dan cdp x3 noi ngudi yéu cau cu tri.

Két qua:

Giay chiing nhan két hon

L¢é phi (néu c0)

- L¢ phi dang ky ho tich khac: 8.000 dong.
Mien 1€ phi cho nguoi thude gia dinh c6 cdng véi cach mang; ngudi
thuoc h nghéo; nguoi Khuyet tat.

Tén mau don, to khai:

T khai dang ky lai két hon (theo Théng tw s6 15/2015/TT-BTP  ngay
16/11/2015 ciia Bg Tu phdp)

Yéu cau, diéu kién
thwc hién TTHC:

- Viéc két hon da duoc ding ky tai co quan c6 tham quyén cua Viét
Nam trudc ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh
Gidy chiing nhan két hon déu bi mat;

- Nguoi yéu cau dang ky lai két hon con séng vao thoi diém yéu cau
dang ky lai két hon.

Can cu phap ly:

- Lugt ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

- Ngh; dinh s6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phi;

- Théng tw s6 15/2015/TT-BTP ngay 16/11/2015 cia Bé Tu phdp;
- Théng tw s6 179/2015/TT-BTC ngay 13/11/2015 cia BG Tai chinh.
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY LAI KET HON

QT 11 s E

Ho, chit dém, t8N NGUOT YU CAU: .....ovveeeeececeeeeeee e,
GIAY tO 1y thAN: @ttt
INOT CU T @ittt n ettt en e

Dé nghi co quan ding ky lai két hon theo ndi dung dudi day:

Ho, chit d€m, t€N CUA VO .....coooiiiiiiii it
Ngay, thang, NAmM SINN: ..o
DaAn tOC: wvvvvvviieeii i QUAC R oo

N O G T oo i

Ho, chir dém, t8n clia ChOME: ........o.oo oo
Ngay, thang, nam SINN: ....c..ooiiiii e

DAN tOC: wvvviiiiiiiiiie e QUAC tCh: oo

NI C T oo e,

Theo Gidy chting nhan két hon so: O ,Quyénsd:

LY do dang KY L0: ..o
To61 cam d‘oan nhiing ndi dung khai trén day la dung su that va chiu trach nhiém
trude phap luat vé cam doan ctia minh.
Lamtai: ....................... , NEAY v, thang ......... 717177 RO

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

Chui thich:

@ Ghi 5 tén co quan dang ky lai két hon

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

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc giy t& hop 1& thay thé

“ Ghi 5 tén co quan di diang ky két hon trude day.

®) Chi khai trong truong hop biét rd.
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20. Tén thi tuc hanh chinh: Thi tuc dang ky lai khai tii.

Trinh ty thuc hién:

Budéc 1. Nguoi co yéu cau dang ky lai khai tar nop ho so tai Bo phan
tiép nhan va tra két qua cua Uy ban nhan dan cép x3 c6 tham quyen.
Thoi gian nhan hd so tir 7h30° — 10h30° va 13h30° — 16h30° cac ngay
lam viéc trong tuan (trir ngay ngh 18).
Bu6c 2. Nguoi tiép nhan co trach nhiém kiém tra ngay toan bd hd so,
dbi chiéu thong tin trong T& khai va tinh hop 1& cua gidy to trong hd
so do ngudi yéu cau nop, Xuat trinh.
- Néu hé so day du, hop 1&, nguoi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi & ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan ngudi nop hd so bo sung, hoan thign theo quy
dinh; truong hop khong thé bo sung, hoan thién ho so ngay thi phai 1ap
thanh vin ban huéng dan, trong d6 néu rd loai gidy to, ndi dung can bd
sung, hoan thién, ky, ghi rd ho, chit dém, tén ctiia ngudi tiép nhan.
- H so sau khi d3 duoc huéng dan ma khéng dugc bd sung day du,
hoén thién thi ngudi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tir
chdi tiép nhan ho so, trong d6 ghi rd 1y do tir chéi, ky, ghi 15 ho, chir
dém, tén ctia ngudi tiép nhan.
Budéc 3. Ngay sau khi tiép nhan ho so, néu thiy thong tin khai tir day
du va phu hop, cong chirc tu phap - h¢ tich béo cao Chu tich Uy ban
nhan dan cap xa. Truong hop Chu tich Uy ban nhén déan cap xi dong
¥ giai quyét thi cong chirc tu phap - ho tich ghi vao S6 dang ky khai
tfr, cung nguoi di dang ky khai tir ky vao S6. Chu tich Uy ban nhéan
dan céap xa ky cap Trich luc khai tir cho ngudi di ding ky khai tur.
Buo6c 4. Nguoi c¢o yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua cua Uy ban nhan dan cdp xa noi nop ho so. Thoi gian: 7h30°-
10h30” va 13h30°-16h30° cac ngay lam viéc trong tuan (trir ngy nghi
18).
* Luu y:
+ Truwong hop nguoi yéu cau ngp gidy to la ban sao dwoc Cdp tir 6
goC hodc ban sao duroc ching thuc tir ban chinh thi nguo tiep nhan
ho so khéng dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi nép ban chup va xudt trinh ban chinh thi ngweoi tiép nhan ho so
Kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao c6 chung thuc glay to do.
+ Truong hop phdp ludt quy dinh Xudt trinh glay to khi dang ky ho
tich, nguoi tiép nhdn cé trach nhiém kiém tra gidy to xudt trinh, doi
chiéu vdi théong tin trong To khai va tra lai cho nguwoi xudt trinh,
khong dwoc yéu cau nguwoi dang ky ho tich Nop thém ban sao gidy to
dé. Nguoi tiép nhdn cé thé _chup 01 ban giay to Xudt trinh hodc ghi
lai thong tin cua gidy to xudt trinh dé luu hé so.
+ Nguoi tiép nhédn cé trach nhiém tiép nhdn ding, dii hé so ding ky
hé tich theo quy dinh cia phdp ludt hg tich, khéng dwoc yéu cau
nguwoi dang ky hé tich ngp thém gidy to ma phdp ludt hé tich khong
quy dinh phdi nop.

Cach thurc thuc hién:

- Ngudi co yéu cau dang ky lai khai tir tryc tiép hodc uy quyén cho
nguoi khac thuc hién viéc dang ky lai khai tir;

- Nguoi thyc hién viéc ding ky lai khai tir co thé nop hd so truc tiép
hodc giri hd so qua hé théng buu chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:
* Giay to phdi xuat trinh
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- Ho chiéu hogc ching minh nhén dén hodc thé cén cudc cong dan
hoac cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gid tri sir dung dé chiing minh vé nhan than cua
nguoi co yéu cau dang ky lai khai tu;

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

* Gidy to' phdi ngp

- To khai dang ky lai khai tir (theo mau);

- Ban sao Giay chung tir trudc day duoc cap hop 16. Néu khong c6
ban sao Gidy ching tir trude ddy duoc cap hop 18 thi nop ban sao hd
s0, gidy to lién quan c6 ndi dung ching minh su kién chét.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop ty
quyen thuc hién viéc dang ky lai khai tu. Truong hop nguoi dugc uy
quyén 1a ong, ba, cha, me, con, Vo, chdng, anh, chi, em ruét cua
ngudi uy quyeén thi van ban uy quyén khong phai cong ching, chung
thuc, nhung phai c6 gidy to chitng minh mdi quan hé véi nguoi uy
quyén.

b) S6 lwong ho so: 01 bo

Thai han giai quyét:

05 ngay lam viéc. Truong hop can xac minh thi thoi han giai quyét
khong qua 10 ngay lam viéc.

Poi twong thuc hién:

C4a nhan.

Co quan thuc hién:

Uy ban nhan dén cip x4, noi da dang ky khai tir trudc day.

Két qua:

Trich luc khai tu

L& phi (néu cé)

- L¢ phi dang ky ho tich khac: 8.000 dong.
Mien I¢€ phi cho ngudi thuge gia dinh c6 cong v6i cach mang; ngudi
thudc hd nghéo; nguoi khuyet tat.

Tén mau don, to khai:

To khai dang ky lai khai t& (theo Thong tw 15/2015/TT-BTP ngay
16/11/2015 cua Bo Tue phdp)

Yéu cau, diéu kién
thuc hién TTHC:

Viéc khai tur da duoc dang ky tai co quan co tham quyén cua Viét
Nam trudc ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh
Giay ching tr déu bi mat.

Can cu phap ly:

- Lugt ho tich nam 2014;

- Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 ciia Chinh phit;

- Théng tir s6 15/2015/TT-BTP ngay 16/11/2015 cia B Tw phdp;
- Théng twr s6 179/2015/TT-BTC ngay 13/11/2015 ciia BG Tai chinh
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CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

TO KHAI PANG KY LAI KHAI TU
Kinh guri: NS

Ho, chil dém, tén NGUOT YU CAUL ......covrvieieeiesesececeeceee et
INOT CU T @ ettt
GHAY O 1Y thAN®) <ottt ettt
Quan hé VOT NEUIT A8 CHEE: ......eoeeeeeeeceeeeee ettt
Dé nghi co quan ding ky lai khai tir cho nguoi c6 tén dudéi day:

Ho, chlt d&m, t€N: ....ovvveeiiiiii e Gidi tinh: ...
Ngay, thang, NAM SINN: ....ooiiiiii e
DAN tOC: .ovvviiiiiiiiiiiiiiiiiiiiiir i Quéc tich: .o,
Noi cu trii cudi cung: s
Gy tO Y thANT @ L.t
Da chét vao 1UC: .vvvveveceneee, g0 e phut, ngay ............. thang ......... nam ..............
ST <1 =TT
NGUYEN NNAN CREL: ..ottt ettt sttt s s st

S6 Gidy béo tir/ Gidy to thay thé Gidy bao tir: @ .o.ooveee, 3 [o YRR

ba dang ky khai tu tai: O s ngay .......... thang .......... NAM .eoveeiiieeiiiennn
Theo Trich luc khai ttr s: O
Lydodang Ky Iai: ...........ooooiiiiii e
T61 cam doan nhitng ndi1 dung khai trén day la dung su that va chiu trach nhi¢m
trudc phap ludt vé cam doan ctia minh.
Lam t@i: ....ccccoooviviiiniiinnns , ngay ... thang ..... nam ...

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

Chii thich:

@ Ghi 5 tén co quan thyc hién dang ky lai khai tt.

@ Ghi theo dia chi ding ky thuong tra; néu khong 6 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 tra thi ghi theo noi dang sinh
song.

®) Ghi thong tin vé gidy t& tiy than nhu: hd chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé

®) Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy to thay Gidy bao t”; néu ghi theo sé Gidy to thay
Gidy bao tir thi ghi 16 tén, s6 gidy to va gach cum tir “Gidy bao t”.

®) Ghi 5 tén co quan da dang ky khai tir true day.

©) Chi khai trong truomg hop biét rd.
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21. Tén thi tuc hanh chinh: Thii tuc cdp bén sao trich luc Hg tich.

Trinh ty thuc hién:

Budéc 1. Nguoi co yéu cau cap ban sao trich Iuc ho tich nop hd so tai
Bo phan tiép nhan va tra két qua ciia Co quan quén ly dit liéu h tich
c¢6 tham quyén. Thoi gian nhan hd so tir 7h30” — 10h30” va 13h30° —
16h30” cac ngay lam viéc trong tuan.

Trudng hop co quan, to chirc ¢6 thim quyén de nghi cap ban sao trich
luc ho tich cta ca nhén thi giri van ban yéu cau néu rd 1y do cho Co
quan quan ly di liéu ho tich.

Buwéc 2. Ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu thong tin
trong T khai va tinh hop 1& cua gidy to do ngudi yéu ciu xuat trinh
hoac nop.

- Néu ho so day da, hop 18, nguoi tiép nhan hd so viét glay tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan
thién thi huéng dan ngudi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong thé bd sung, hoan thién ho so ngay thi phai 1ap
thanh van ban hudng dan, trong d6 néu rd loai gidy td, ndi dung can bo
sung, hoan thién, ky, ghi r6 ho, chir dém, tén cta nguoi tiép nhan.

- Ho so yéu cau cap ban sao trich luc sau khi da duoc huéng dan theo
quy dinh ma khong dwoc bd sung diy du, hoan thién thi ngudi tiép
nhan tir chéi tiép nhan hd so. Viéc tir chéi tiép nhan hd so phai duoc
thé hién bang van ban, trong d6 ghi rd 1y do tir chéi, ngudi tiép nhan
ky, ghi o ho, chir dém, tén.

Buwdéc 3. Ngay sau khi tiép nhan hd so, néu thay ho so day du va phu
hop, cong chirc lam cong tac ho tich can ctr vao Co so dir liéu ho tich,
ghi ndi dung ban sao trich luc h tich, bao cao Thu trudng co quan
quan 1y co so dit lieu ho tich ky cap ban sao trich luc ho tich cho
ngudi yéu cau.

Buéc 4. Nguoi ¢6 yéu cau nhan két qua tai Bo phan tiép nhan va tra
két qua ciia Co quan quan 1y dit liéu ho tich noi nop hd so. Thoi gian:
7h30°-10h30° va 13h30°-16h30° cac ngiy lam viéc trong tuan (trir
ngay nghi 18).

* Lwu y:

+ Truong hop nguoi yéu cau ngp gidy to la ban sao duwoc Cdp tir S6
goC hoac ban sao dioc chung thuc tir ban chinh thi nguoi tiép nhan
hé so khong dwoc yéu cau Xudt trinh ban chinh; néu nguoi yéu cau
chi ngp bdn chup va xudt trinh ban chinh thi nguoi tiép nhdn ho so
Kiém tra, doi chiéu ban chup Véi bdn chinh va ky vao ban chup xdc
nhdn vé viéc da doi chiéu néi dung gidy to dé, khéng dwoc yéu cau
nguoi di dang ky nop ban sao cé ching thuc giciy to do.

+ Truwong hop phdp ludt quy dinh Xudt trinh gzay to khi dang ky ho
tich, nguoi tiép nhdn ¢é trach nhiém kiém tra gidy to xudt trinh, doi
chiéu véi théng tin trong To khai va tra lai cho nguoi xudt trinh,
khong duwoc yéu cau ngueoi dang ky ho tich ngp thém ban sao gidy to
dé. Ngwoi tiép nhan c6 thé chup 01 ban giay to Xudt trinh hodc ghi
lgi théng tin ciia gidy to xudt trinh dé heu ho so.

+ Nguoi tiép nhdn cé trach nhiém tiép nhdn diing, dii hé so dang ky
ho tich theo quy dinh cua phdap luat hg tich, khong dwoc yéu cau
ngueoi dang ky hé tich nép thém gidy to- ma phdp ludt hg tich khong
quy dinh phdi ngp.

Cach thirc thuc hién:

- Nguoi c6 yéu cau cap ban sao trich luc ho tich tryc tiép hoac ay
quyén cho nguoi khac thyc hién yéu cau cap ban sao trich luc hé tich;
- Nguoi thuc hién yéu cau cap ban sao trich luc hd tich c6 thé truc
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tiép nop ho so; co quan, t6 chirc co yéu cau cap ban sao trich luc ho
tich co thé truc tiép gui van ban yéu cau tai Co quan quan ly di liéu
hé tich co tham quyén hozc giri hd so, vin ban yéu cau qua hé thong
buu chinh.

Thanh phan, so6 lwong
ho so:

a) Thanh phan ho so bao gom:

* Gidy to phdi xudt trinh:

- Ho chiéu hogc chimg minh nhén déan hodc thé can cudc cong dan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén Cap, con gid tri st dung dé chiing minh vé nhén than cua
ngudi co yéu cau Cap ban sao trich luc ho tich.

Truong hop gii ho so qua h¢ thong buu chinh thi phai gui kém theo
ban sao c6 chiing thuc gidy to phai xuat trinh néu trén.

* Gidy to' phdi ngp

- To khai cap ban sao trich luc ho tich (theo mau - ddi véi truong hop
ngudi yéu cau 1a ca nhan).

- Vin ban yéu cau cap ban sao trich luc ho tich néu 15 1y do trong
truong hop ngudi yéu cau 1a co quan, to chic.

- Vian ban 1y quyén theo quy dinh caa phap luat trong truong hop ty
quyén thyc hién yéu cAu cap ban sao trich luc ho tich. Truong hop
ngudi dugc Uy quyen la 6ng, ba, cha, me, con, vo, chdng, anh, chi,
em rudt caa ngudi uy quyén thi vin ban uy quyén khéng phai cong
ching, chiing thuc, nhung phai c6 gidy to chiang minh méi quan hé
V6i nguoi iy quyén.

b) S6 luwgng hé so: 01 bd

Thai han giai quyét:

Ngay trong ngay tlep nhan hé so; trudng hop nhén ho so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo.

Poi twong thuc hién:

C4 nhan, co quan, t6 chuc.

Co quan thuc hién:

Co quan quan 1y dir liéu ho tich.

Két qua:

Ban sao trich luc hé tich

L¢é phi (néu c0)

- L& phi cap bén sao trich luc h tich tai cap xa 3.000 dong/ban sao.
Mien 1€ phi cho nguoi thude gia dinh c6 cdng véi cach mang; ngudi
thuoc hd nghéo; nguoi Khuyet tat.

Tén mau don, to khai:

T khai cip ban sao trich luc ho tich (theo Théong tw 15/2015/TT-BTP
ngay 16/11/2015 cua Bo Tu phap)

Yéu cau, diéu kién | Khong
thuc hién TTHC:
Cin cw phap ly: - Ludt ho tich nam 2014;

- Nghj dinh 6 123/2015/ND-CP ngay 15/11/2015 ciia Chinh phi;
- Thong tw s0 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tuw phdp;
- Thong tw so 179/2015/TT-BTC ngay 13/11/2015 cua Bé Tai chinh
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH

Kinh gtri: e ees st

Ho, chir dém, t€n NEWOT YEU CAUL ..o

N R B o (T —

GAY 1O TUY ThAN: @ttt ettt
Quan hé v&i nguoi dugc cap ban sao Trich Tuc ho tCh: ...

Pé nghi co quan cip ban sao trich ll_lc(4) .............................................................
cho nguoi co tén duwdi day:
Ho, chit dém, te€n: .....cccooooveiieeeeeeeeceee e Gio1 tinh: oo,

DAN tOC: o QUAC tCN: oo
INOT CU T @ es s ses s s s es s
GIAY 1O TV ThAN: @) oo sttt ettt
S6 dinh danh ca NhAN (NEU CO): vvvvveveeeeesecceeeeees ceeeeeeeseees s

ba dang ky tai: T,

To61 cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém
trude phap luat vé cam doan ctia minh

Nguoi yéu cau
(ky va ghi rvo ho, chir dém, tén)

Chii thich:

@ Ghi 5 tén co quan thyuc hién viéc cép ban sao trich luc ho tich.

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

®) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, ching minh nhén dan hodc gidy to hop 16 thay thé
Ghi r0 loai viéc ho tich da dang ky trudc day.

®) Ghi 13 tén co quan da dang ky ho tich trudce day.

©) Ghi 15 loai gidy to h tich dd dugc cap trude day.

® Chi khai khi biét 5.

O
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_ B. Danh muc thii tuc hanh chinh dwgc sita ddi, bo sung hodc thay thé thujc
tham quyén gidi quyét cua cap tinh (So Tw phdap), UBND cap huyén; UBND cap xd

1. Linh vwc nudi con nuoi:
L.1. Cép tinh:

1. Thu tuc: Dang ky lai viéc nudi con nudi co yéu to nwdc ngoai

Trinh ty thuc hién: Budée 1. Nguoi co yéu cau diang ky lai viéc nudi con nudi ndp To
khai dang ky lai vi¢c nudi con nuoi tai Bo phan tiép nhén va tra két
qua cua S& Tu phap noi cha me nudi va con nudi thuong tra hodc noi
da dang ky viéc nudi con nudi trudc day.

- bia chi: 211 Tran Hung DPao, thanh phé Kon Tum, tinh Kon Tum

- Thoi gian: thtr 2 dén thtr 6 hang tuan (trir cac ngay nghi, 18).

Buéc 2. Can bo tiép nhan kiém tra tinh hop 18 cua hd so. Trudng hop
hd so hop 16 thi thu 1y va viét phiéu hen; Trudng hop hd so chwa hop
1¢ thi hudng dan chinh stra, bd sung.

Buée 3. Giam ddc S& Tu phép trinh Uy ban nhan dan tinh ky Quyét
dinh cho tré em Viét Nam 1am con nudi nudc ngoai dé cap cho nguoi
yéu cau ding ky lai.

Buéc 4. Nguoi co yéu cau nhan két qua tai bo phan "tiép nhan va tra
két qua" cua SO Tu phép noi cha me nudi va con nudi thuong tra
hodc noi da dang ky viéc nuodi con nudi.

- Thoi gian: Tir thir 2 dén thir 6 hang tuan (trir cac ngay nghi, 18).

Cich thire thuce hién: | Truc tiép tai tru so S6 Tu phép

Thanh phan, so lwong | a) Thanh phén hé so bao gom:

ho so: - To khai dang ky lai viéc nudi con nuoi (theo mau). Trudng hop yéu
cau dang ky lai tai S& Tu phap khong phai 1a noi trudc day da dang
ky viéc nu6i con nuéi, thi To khai phai c6 cam két ciia nguoi yéu cau
dang ky lai vé tinh trung thyc cia viéc dang ky nudi con nudi trude
d6 va co chir ky clia it nhat hai nguoi lam chimg,

b) S6 lwong hé so: 01 (bo)

Thoi han giai quyét: 05 ngay lam viéc, ké tir ngdy nhan du ho so hop 18.

Poi twong thuc hién: | Ca nhan

Co quan thyce hién: - Co quan c6 tham quyén quyét dinh: UBND tinh

- Co quan thyc hién TTHC: S¢ Tu phép tinh Kon Tum.
Két qua: Quyét dinh cho tré em Viét Nam 1am con nudi nudc ngoai
L¢ phi: Khong (Mién)

Tén mau don, t& khai: | To khai dang ky lai viéc nudi con nudi (Mau TP/CN-2011/CN.04 -
Thong tu so 12/2011/TT-BTP ngay 27/06/2011 cua Bé Tu phdp)

Yéu ciu, diéu kién: - Viéc nuoi con nudi da dugc dang ky tai co quan nha nudc co tham
quyén ciia Viét Nam nhung sO ho tich va ban chinh gidy to dang ky
nudi con nudi bi mat hodc hu hong khong st dung dugc;

- Cha, me nudi va con nudi déu con sdng vao thoi diém yéu cau ding
ky lai.

Can cwr phap ly: - Ludt Nuoi con nuoi nam 2010,

- Nghi dinh sé 19/2011/NP-CP, ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mot s6 diéu ciia Ludt nudi con nudi;

- Théng tw s6 12/2011/TT-BTP, ngay 27/6/2011 ciia Bé Tu phap ve
viéc ban hanh va hwéng dan viéc ghi chép, luu trit, sir dung biéu mau
nuoi con nuoi.

- Théng twr s6 24/2014/TT-BTP, ngay 29/12/2014 ciia B6 T phdp sira
déi, b6 sung mét so diéu cua Thong tw sé6 12/2011/TT-BTP ngdy
27/6/2011 cua Bo Tu phap.

227




Méu TP/CN-2011/CN.04

CONG HOA XA HOQI CHU NGHIA VIET NAM

Doc 1ap - Tu do - Hanh phuc

Anh 4x 6 cm Anh 4x 6 cm
(Chup cl}ua (chup chua
qua 6 thang) TO KHAI qua 6 théng)
PANG KY LAI VIEC NUOI CON NUOI
KA U et
Chung t6i /t6i la:
Ong Ba
Ho va tén
Ngay, thang, nam sinh
Noi sinh
Dan toc
Quéc tich
Noi thuong tra
S Gidy CMND/HO chiéu
Noi cap
Ngay, thang, nim cip
Dia chi lién hé
Dién thoai/fax/email
Pa nhin nguwoi c6 tén dudi day lam con nuoi:
| (T2 1< SO Gio1 tinh:
Ngay, thang, NAM SINN: ..o
INOT SINN s s
DAN tOC: .....oooooeceeceeeesess e QUOBC HHCR: e :
INOT tRUIONE TITLL s e e
Phan khai vé bén giao con nudi trudc day”:
Ong Ba

Ho va tén

Y Truong hop nuéi con nuéi trong nuée, thi giri UBND xd/ phuwong/thi tran noi cé tham quyén dang ky lai viéc nuoi
con nuoi. Truong hop nudi con nudi co yéu to nuoc ngodi, thi gui So Tw phdp, noi co tham quyén dang ky lgi viéc

nuoi con nuoi.
2 A , ’ A . S
Néu co dwoc cdc thong tin nay.
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Ngay, thang, nam sinh
Noi sinh

Dan toc

Québc tich

Noi thuong tra/tam tra

S6 Giay CMND/H0 chiéu
Noi cap

Ngay, thang, nim cip
Dia chi lién hé

Dién thoai/fax/email

TEN CO SO MUOT AUGNIE: ..o e s
Churc vu ctia nguo1 dai dién co s6 nudl dudng: ...

Chung t61 cam doan 101 khai trén day 1a dang su that va chiu trach nhiém
trudc phap luat vé cam doan cua minh.

DE NGOl dang ky
.................................. ,ngay ....thang.......nam......
Nguoi khai

(Ky, ghi r6 ho tén)

Xac nhan cia Nguwoi 1am ching thir nhat* Xac nhan cia Ngudi lam chirng thi hai
Toiten la. .o, sinh ndm ............ Toitén la...cooiieiiie, sinh ndm ...........
S6 CMND.......ovrvenrieriinens , CU 0 R S6 CMND.......ovvvvriinnns CLR0 LR
To1 xin lam chig viéc nudi con nudi néu trén la To1 xin lam chig viéc nudi con nudi néu trén
dang sy that va xin chiu trach nhiém vé viéc lam la dung su that va xin chiu trach nhiém vé
chirng cua minh. viéc lam chung cua minh.

................. , ngay.........thang......... nam........... cerveeeneenenes, NGAY...... thdng......... NAM...........

(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

3 Ghi 16 la cha, me dé; nguoi gidm ho hay co sé nudi dudng. Néu la co sé nudi dudng thi ghi 6 tén co sé nudi dudng,
chirc vu cia nguoi dai dién co' so nudi duong.

* Khéng can ¢é xdc nhén ciia ngueoi lam chimg néu dang ky lai viée nuéi con nudi tai UBND cdp xalSTP noi da dang ky
viéc NCN trude day.
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2. Thii tuc: Ghi chii viéc nuéi con nuéi da ding ky tai co quan cé thim

quyén cua nwoc ngoai

Trinh tu thwe hién:

Bude 1. Ngudi ¢ yéu cau ghi cht viée nudi con nudi xuat trinh véi
So Tu phap ban chinh Gidy to ding ky viéc nudi con nudi do co
quan ¢6 thim quyen clia nudc ngoai cap;

- Pia chi: 211 Tran Hung DPao, thanh pho Kon Tum, tinh Kon Tum

- Thoi gian: tht 2 dén tht 6 hang tuan (trir cac ngay nghi, 1).

Budre 2. S6 Tu phap ghi chu viée nudi con nudi vao s6 dang ky nudi
con nudi va cip cho duong su Gidy xac nhan di ghi chi viéc nudi
con nudi do.

- Thoi gian: Tur thir 2 dén thtr 6 hang tuan (trir cac ngay nghi, 18).

Cach thirc thuc hién:

Truyc tiép tai tru s S& Tu phap

Thanh phan, s6 lwong
ho so:

a) Thanh phan hé so bao gom:

- Ban chinh gidy to ding ky viéc nudi con nudi do co quan c6 tham
quyén & nudc ngoai cap.

b) 86 lwgng ho so: Khong quy dinh

Thoi han giai quyét: Khong quy dinh

Poi twong thue hién: Cé nhan

Co quan thuc hién: S¢ Tu phép tinh Kon Tum.

Két qua: Gidy x4c nhan di ghi cha viéc nudi con nudi
L¢ phi: Khong (Mién)

Tén miu don, t& khai: | Khong

Yéu ciu, diéu kién: Khong

Can cir phap ly:

- Ludt Nuoi con nuoi nam 2010;

- Nghi dinh s6 19/2011/ND-CP, ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mot s6 diéu ciia Ludt nudi con nudi;

- Théng tw s6 12/2011/TT-BTP, ngay 27/6/2011 ciia Bé Tw phdp vé
viéc ban hanh va huong dan viéc ghi chép, heu triv, sir dung biéu
madu nudi con nuér;

- Théng tw s6 24/2014/TT-BTP ngay 29/12/2014 ciia B¢ Tw phdp
sira doi, bé sung mot sé diéu ciia Thong tw sé 12/2011/TT-BTP ngay
27/6/2011 cua B Tu phap.
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3. Thii tuc: Gidi quyét viéc ngwoi nudéc ngoai thwong trii 6 Viét Nam nhén
tré em Viét Nam lam con nuoi

Trinh tu thwe hién: Budc 1. Nguoi nhan con nudi ndp hd so ctia minh va ctia nguoi dugc
nhan lam con nudi tai S& Tu phap noi nguoi dugce gidi thi¢u [am con
nuoi thuong tra.

- Pia chi: 211 Tran Hung Dao, thanh phé Kon Tum, tinh Kon Tum

- Thoti gian: thr 2 den thr 6 hang tudn (trir cac ngdy nghi, 1).

Budc 2. Can bd t1ep nhan kiém tra tinh hop 1¢ cua hd so.

- Trudng hop hd so hop 1¢ thi thu 1y va viét phiéu hen; Truong hop
hd so chua hop 1é thi hudng din chinh stra, bd sung hoan thién.

- Lay y kién cua nhiing ngudi c6 lién quan.

Buwéc 3. SO Tu phép trinh Uy ban nhan dan tinh xem xét, quyét dinh;
Trudng hop tir chdi thi phai tra 101 bang van ban va néu rd 1y do.
Buéc 4. Uy ban nhan dan tinh quyét dinh cho nguoi nuéc ngoai
thuong tra ¢ Viét Nam nhan con nuoi.

Buwéc 5. S¢ Tu phap dang ky viéc nudi con nudi theo quy dinh cua
phap luat vé dang ky ho tich, to chirc 1& giao nhan con nudi tai try so
S& Tu phap véi su c6 mét cua dai dién S& Tu phéap, ngudi duge nhin
1am con nudi, cha me nudi, dai dién co so nudi dudng dbi véi tré em
dugc xin nhén lam con nuoi tir co s¢ nudi dudng hoac cha me dé,
ngudi giam ho dbi v6i ngudi duoc xin nhan 1am con nudi tir gia dinh
va gii quyét dinh cho Uy ban nhan dan cdp xi noi thuong tra cla
nguodi nhan con nudi.

- Thoi gian: TUr thir 2 dén thtr 6 hang tuan (trir cac ngay nghi 18).

Céch thirc thuc hién: | Tryc tiép tai tru s6 S Tu phap

Thanh phan, so lwong | @) Thanh phan hé so bao gom:

ho so: - Hé so ciia nguwoi nhan con nudi: (vé co ban hod so cta nguoi nudc
ngoai thuong trit & Viét Nam theo quy dinh tai Diéu 17 cua Luét Nudi
con nudi nhung thim quyén cip mot sé loai gidy to chua dugc xac
dinh ro)

+ Don xin nhan con nudi (theo miu - Ban chinh)

+ Ho chiéu/Ching minh nhan dén hoic gidy to c6 gid tri thay thé;
(Ban sao)

+ Phiéu 1y lich tu phap (Ban chinh, duoc cap chwa qua 06 thang)

+ Vén ban xac nhén tinh trang hon nhan (Ban sao néu la Gidy ching
nhan két hon hodc ban gdc néu la gidy xac nhén tinh trang doc than).
+ Giay kham suc khoe do co s& y té cAp huyén trd 1én cip (Ban
chinh, dugc cap chua qua 06 thang);

+ Vin ban x4c nhan hoan canh gia dinh, tinh trang chd &, diéu kién
kinh té do UBND cip xi noi nguoi nhan con nudi thuong tra cip
(truong hop cha dugng, me ké hodc co, cau, di, chf, bac rudt cua
ngudi duoc nhan lam con nudi thi khéng cin vin ban nay) (ban
chinh, dugc cip chua qua 06 thang).

- Ho so ciia ngwdi dwge nhin 1am con nudi:

+ Gidy khai sinh;

+ Gidy kham strc khoe do co quan y té cAp huyén trd 1én cép;

+ Hai anh toan than, nhin thang chup khong qua 06 thang;

+ Bién ban xac nhan do Uy ban nhan dan hodc Cong an cip xa noi
phat hién tré bi bo roi 1ap dbi véi tré em bi bo roi; Gidy chimg tir clia
cha d¢, me dé hoac quyét dinh ctia Toa an tuyén b6 cha dé, me dé cua
tré em 1a da chét ddi véi tré em mod cbi; quyét dinh cua Toa 4n tuyén
bd cha dé, me dé ciia nguoi dugc gidi thiéu 1am con nudi mat tich ddi
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voi nguodi dugce gidi thiéu lam con nudi ma cha d¢, me dé mat tich;
quyét dinh cua Toa 4n tuyén bd cha dé, me dé cia nguoi dugc gidi
thiéu lam con nudi mat nang lyc hanh vi dan sy ddi vai nguoi dugc
gidi thiéu lam con nudi ma cha dé, me dé mat nang lyc hanh vi dan
Su;

+ Quyét dinh tiép nhan ddi véi tré em ¢ co s& nudi dudng.

b) $6 lwong hé so: 01 bo.

Thoi han giai quyét:

35 ngay lam viéc, ké tir ngdy nhan du hd so hop 18. Trong dé:

- S& Tu phap kiém tra hd so va lay ¥ kién: 20 ngay, ké tir ngay nhan
dt hd so hop 1¢;

- Uy ban nhan dén tinh Quyét dinh: 15 ngiy, ké tir ngay nhan duoc
hd so do S& Tu phap trinh.

Poi twgng thue hién:

C4a nhan

Co quan thyuc hién:

- Co quan c6 tham quyén quyét dinh: UBND tinh
- Co quan thyc hi¢n TTHC: S¢ Tu phap tinh Kon Tum.

Két qua:

Quye¢t dinh vé viéc cho tré em Viét Nam lam con nu6i nudc ngoai

Lé¢ phi:

- L¢ phi dang ky nudi con nudi trong nudc. Muc thu: 400.000
ddng/trudong hop

- Mién 1& phi dang ky nudi con nudi trong nude ddi véi trudng hop
cha duong hodc me ké nhan con riéng cua vo hodc chong lam con
nudi; ¢o, cau, di, cha, bac rudt nhan chau lam con nudi; nhén tré em
Tré em khuyét tat, tré em méic bénh hiém nghéo va viéc nudi con nudi
O vung sau, vung xa.

Tén mau don, to khai:

- Pon xin nhan con nudi (Mdu TP/CN-2014/CN.02-Théng tu s6
24/2014/TT-BTP ngay 29/12/2014 cua By Tw phap);

- To khai hoan canh gia dinh ctia nguoi nhan con nudi (mau sir dung
cho ngudi nhan con nudi tai Uy ban nhan dan cip x3 va Co quan dai
dién Viét Nam & nu6c ngoai - Mdu s6 TP/CN-2011/CN.06 Théng tur
s6 12/2011/TT-BTP ngay 27/06/2011 ciia B¢ Tw phdp)

Yéu cau, dieu kién:

- Nguoi nhan con nudi phai cé di diéu kié¢n nhw sau:

+ C6 nang lyc hanh vi dan sy day di;

+ Hon con nudi tir 20 tudi trd 1én - khong ap dung ddi véi truong hop
cha dugng nhan con riéng cua vg, me ké nhan con riéng cua chéng
lam con nuoi hoac cd, cau, di, cht bac rudt nhan chau lam con nuoi;

+ C6 diéu kién vé stic khoe, kinh té, chd & bao dam viéc cham soc,
nudi dudng, gido duc con nudi - khong ap dung ddi véi trudong hop
cha dugng nhan con riéng cua vg, me ké nhan con riéng cua chéng
lam con nuoi hoac cd, cau, di, cht bac rudt nhan chau lam con nuoi;
+C6 tu cach dao dire tot.

- Cac trwong hgp khong dugc nhin con nuéi:

+ Pang bi han ché mot s6 quyén ctia cha, me ddi v6i con chua thanh
nién;

+ Pang chap hanh quyét dinh xir Iy hanh chinh tai co s& giao duc, co
sO chita bénh,;

+ Pang chép hanh hinh phat tu;

+ Chua duogc xo6a an tich vé mot trong cac t6i ¢d y xdm pham tinh
mang, strc khoé, nhan pham, danh du ctia ngudi khac; nguoc dai hoic
hanh ha 6ng ba, cha me vo chdng, con, chau, ngudi c6 cong nudi
dudng minh; du dd, ép budc hoic chira chap nguoi chua thanh nién vi
pham phap luat; mua ban, danh tréo, chiém doat tré em.

Can cu phap ly:

- Ludt Nuoi con nuoi nam 2010;
- Nghi dinh so 19/2011/ND-CP ngay 21/3/2011 cua Chinh phu quy
dinh chi tiet mot so diéu cua Ludt nudi con nudi;
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- Théng twr s6 12/2011/TT - BTP ngay 27/6/2011 ciia Bo T phdp ve
viéc ban hanh va hudng dan viéc ghi chép, leu tri¥, sir dung biéu mdu
nuoi con nuoi;

- Thong tir s6 24/2014/TT-BTP ngay 29/12/2014 cua B T phdp sira
doi, b6 sung mét s6 diéu cua Thong tw so 12/2011/TT-BTP ngdy
2716/2011 cua Bo Tu phdap.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Pgc l1ap - Tw do - Hanh phic

Anh 4 x 6¢cm Anh 4 x 6 cm
PON XIN NHAN CON NUOI
(Dung cho truong hgp nudi con nudi trong nudC)
KANN G st
Chung to6i/toi la:
Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi1 sinh

Dan toc

Qudc tich

Nghé nghiép

Noi thuong tra

S6 Giay CMND/H0 chiéu

Noi cap

Ngay, thang, nim cap

Pia chi lién hé

Dbién thoai/fax/email

C6 nguyén vong nhén tré em dudi day lam con nudi:

HO VA TEN:. ...ttt Giditinh: ...
Ngay, thang, NAm SINN: ....c.oooiiiiiiiee e e e
INOT SN Lo ettt e et e et e e e tbeeesstaee e sseee e sbeeennsaeesnnseseas
DA EOC: v QUAC N oo
Tinh trang SUC KROEG: .......ooviieieee e e et

1 N e A A N ’ Je s 2. ~ N . A . r R A

Truong hop nguoi nhdn con nudi thuong tru trong nuoc, thi gui UBND xd/ phuwong/thi tran noi cé tham quyén
dang ky viéc nuoi con nuoi. Truong hop nguoi nhan con nudi va nguoi dwoc nhdn lam con nudi tam tru 0 nuwoc
ngoai, thi gui Co quan dai dién Viét Nam, noi co tham quyén dang ky viéc nudi con nudi.
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Noi dang cu tru:
0 Gia dinh:

Ho va tén

Ngay, thang, ndm sinh

bia chi lién hé

bién thoai,/fax/ email

Quan h¢ voi tré em dugc nhan
lam con nudi

3 CO SG NUOT AUTIIZ: oottt

Néu duogc nhan tré em 1am con nuéi, chuing t61/t61 cam két s& cham séc, nudi
dudng, gido duc tré em nhu con dé cuia minh va thuc hién moi nghia vu ctia cha me
d6i voi con theo quy dinh cta phéap luat. Chung t6i/téi cam két trong thoi han ba
nam, ké tir ngdy giao nhan con nudi, dinh ky 06 thang mot 1an, giri thong bao vé
tinh trang phat trién moi mit cua con nudi (c6 kém theo 4&nh) cho

.................................................................................. 3 noi chung t6i/t6i thudng tru.
LI 11 1) R, xem xét, giai quyét.
.................. , NZAY e thANG ......... NAM..............
ONG BA
(Ky, ghi r6 ho tén) (Ky, ghi r6 ho tén)

2 Ghi ré tén va dia chi co s¢ nudi duong.
% Ghi tén UBND xd/phwong/thi tran hodc Co quan dai dién Viét Nam ¢ nudc ngodi.
* Nhue kinh giri.
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Mdu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HOQ VA T8N e Ngay sinh: ..o,
INOT SN oot SRR
S6 Gidy CMND: ....ooocoeeccees NOT CAP: o NGAY CAP oo
DS TC Y1 YT S
INOT TRIOTIE TITL: oo S8R
Tinh trang NOM NIANTT ...ttt sttt ottt ettt

2. Ba:
HOQ VA T8N e Ngay sinh: ..o,
INOT SITNL oo SRR
S6 Gidy CMND: ...ocooooooveeecesessee NOi CAP: oo NEAY CAP oo
D YR 1Y 1Y) S
INOT TRIOTIE TITL: oo SRR
Tinh trang hon TANZ, ettt ettt e oo e

T\ V2 T o 2o

1 .~ A N 7A A A , A B N A Ae N r.
Khai ro ddy la lan két hon thir mdy cua nguwoi nhdn con nuoi, tinh trang con cdi.
2 : L
Khai nhuw chu thich 1.
3 Khai ro hién nay nguoi nhdn con nudi dang song ciing voi ai; thai dg ciia nhitng nguoi trong gia dinh vé viéc nhdn
con nuoi.
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= CAC A1 SAN KIAC: oottt ettt ettt ettt et ee et ene e bt ee et et eee e et sttt s st en e

............... , Ngay...... thang........nam..............
Ong Ba
(K, ghi ro ho tén) (K, ghi 6 ho tén)

Y kién ciia T truwéng to6 dan phd/Trudng thon vé ngudi nhan con nudi:

To trwéng dan pho/Truéng thon
(Ky, ghi ro ho tén)

Xdc minh cia cong chirc tw phap - ho tjch4:

Nguwoi xac minh
(Ky, ghi 1o ho tén)

Xac nhén ciia UBND xi/phuwong/thi tran

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r6 ho tén, chirc vu va déng ddu)

4 71 X > , A , . A , A \ N A A . o P , .7 N, A A
Y kién cua can b xdac minh vé cdac noi dung ma nguoi nhdn con nuoi ty khai o trén. Danh gida nguoi nhdn con nudi
du hay khong du diéu kién dé nhan con nuoi.
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I.2. Cép xa:

1. Thu tuc: Dang ky nuoi con nuoi trong nuwdc

Trinh ty thuc hién:

Buwéc 1. Ngudi nhan con nudi ndp ho so ciia minh va cua ngudi dugc
nhén con nudi tai B phan tiép nhén va tra két qua cua UBND cép xa
noi nguoi duoc nhan lam con nudi thuong tra (déi voi truong hop
thong thuong) hodc tai B phén tiép nhan va tra két qua cia UBND
cap x3 noi ngudi nhan con nudi thudng tra (néu 1a cha duong, me ké
hodc c0, cdu, di, chu, bac rudt cua nguoi dugc nhan lam con nuodi
hodc c6 su thdéa thuan gitta ngudi nhan con nuodi voi cha, me deé,
nguoi giam hg cua nguoi duge nhan lam con nudi).

- Thoi gian: tht 2 dén thir 6 hang tudn (trir cac ngay nghi, 18).

Budrc 2. Can bo tiép nhan kiém tra tinh hop 1¢ ciia hd so. Truong hop
hd so hop 16 thi thy 1y va viét phiéu hen va 4y y kién cua nhimg ngudi
c6 lién quan; Truong hop hd so chua hop 18 thi huéng dan chinh sta,
b sung.

Buéc 3. Can bd Tu phap - Ho tich cip xi ghi vao so ding ky viéc
nudi va Gidy chimg nhan nudi con nuéi. Trinh Chu tich Uy ban nhan
dan cip xi ky Gidy ching nhan dang ky nudi con nudi.

Budc 4. Nguoi nhan con nudi nhan két qua tai UBND x4 (nhan tai L&
giao nhéan con nudi).

- Thoi gian: Tir thir 2 d@én thir 6 hang tuan (trir cac ngay nghi, 18).

Cach thire thuwe hién:

Truc tiép tai tru s6 UBND cip x4

Thanh phan, so lwong
ho so:

a) Thanh phan hé so bao gom:

- Ho so ciia ngwdi nhan con nudi:

+ Pon xin nhan con nudi (theo mau - Ban chinh)

+ Ho chiéu/Chtrng minh nhan dan hodc gidy to c6 gia tri thay thé
(Béan sao)

+ Phiéu 1y lich tu phap (Ban chinh, duoc cip chua qua 06 thang)

+ Vian ban xac nhan tinh trang hon nhan (Béan sao néu 1a Gidy chimg
nhan két hon hodc ban gbc néu 1a gidy xac nhan tinh trang doc than).
+ Gidy kham stc khoe do co so y t& cip huyén tré 1én cip (Ban
chinh, dugc cip chua qua 06 thang);

+ Van ban xac nhén hoan canh gia dinh, tinh trang chd &, diéu kién
kinh t¢ do UBND cép xi noi nguoi nhan con nudi thuong tri cap
(truong hop cha duong, me ké hodc cd, cau, di, chl, bac rudt cua
ngudi duoc nhan 1am con nudi thi khong can vin ban nay) (ban
chinh, dwgc cap chwa quéa 06 thang).

- Ho so ctia nguoi dwoc nhin 1am con nudi:

+ Gidy khai sinh;

+ Gidy kham stc khoe do co quan y té cip huyén trd 1én cp;

+ Hai anh toan than, nhin thang chup khong qua 06 thang;

+ Bién ban x4c nhan do Uy ban nhan dan hodc Céng an cdp xa noi
phat hién tré bi bo roi lap dbi véi tré em bi bo roi; Giéy ching tir ciia
cha dé, me dé hoac quyét dinh cua Toa an tuyén bd cha dé, me dé cua
tré em 13 da chét dbi vai tré em md coi; quyét dinh ciia Toa 4n tuyén
bd cha dé, me dé cua nguoi dugc gidi thi¢u lam con nudi mat tich d6i
voi nguodi dugce gidi thiu lam con nudi ma cha d¢, me dé mét tich;
quyét dinh cua Toa 4n tuyén bd cha dé, me dé cia nguoi duoc gidi
thiéu lam con nudi mat nang lyc hanh vi dan sy ddi vai nguoi dugce
gidi thi¢u lam con nudi ma cha dé, me dé mat nang lyc hanh vi dan
su;
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+ Quyét dinh tiép nhan ddi véi tré em & co s¢ nudi dudng.
b) So lwong ho so: 01 (bJ)

Thoi han gidi quyét:

30 ngay lam viéc, ké tir ngdy nhan du ho so hop 16. Trong do:

- 10 ngay lam viéc, ké tir ngdy nhan du ho so hop 1& (Kiém tra hd so
va lay y kién).

- 20 ngay lam viéc, ké tur ngay co y kién dong y cua nhimg ngudi co
lién quan theo quy dinh tai Piéu 21 Luét nudi con nudi (Ghi vao sb
dang ky viéc nudi con nudi va Gidy chirng nhan nudi con nudi, giao-
nhan con nudi).

Poi twong thue hién:

Ca nhan

Co quan thuc hién:

UBND cap xa noi thuong tru cia ngudi nhdn con nudi hodc cua
nguoi dugc nhan lam con nudi.

Két qua:

Giay chirng nhan nu6i con nudi

Lé phi:

- L¢ phi dang ky nudi con nudi trong nudc. Muc thu: 400.000
déng/truong hop

- Mién 1& phi ding ky nudi con nudi trong nude ddi véi trudng hop
cha duong hodc me ké nhan con riéng cua vo hoic chong 1am con
nuoi; cd, cau, di, cht, bac rudt nhan chau lam con nuoi; nhén tré em
khuyét tat, tré em mac bénh hiém nghéo lam con nudi va viéc nudi
con nudi & vung sau, vung xa.

Tén méu don, to khai:

- Pon xin nhan con nudi (Mdu TP/CN-2014/CN.02-Théng tw s6
24/2014/TT-BTP ngay 29/12/2014 cua Bo Tu phdap);
- To khai hoan canh gia dinh cia ngudi nhén con nudi (mau sir dung
cho nguoi nhan con nudi tai iy ban nhan dan cép xi va Co quan dai
dién Viét Nam & nudc ngoai- Mau TP/CN-2011/CN.06, Théng tir s6
12/2011/TT-BTP ngay 27/06/2011 cua B Tu phdp)

Yéu cau, dieu kién:

- Ngudi xin nhin con nudi phai c6 da diéu kién nhw sau:

+ Co nang lyc hanh vi dan sy day du;

+ Hon con nudi tir 20 tudi trd 1én - khong ap dung dbi voi truong hop
cha duong nhédn con riéng ctia vo, me ké nhan con riéng ciia chong
lam con nudi hodc ¢d, cau,di, chu bac rudt nhan chau lam con nuoi;

+ C6 diéu kién vé stc khoe, kinh té, chd & bao dam viéc cham séc,
nudi dudng, gido duc con nudi - khong ap dung d6i véi truong hop
cha duong nhan con riéng cia vg, me ké nhan con riéng cla ch(‘A)ng
lam con nudi hodc ¢d, cau, di, chu bac rudét nhan chau lam con nuoi;

+ Co tu cach dao duc tot.

- Cac trudong hop khong dugc nhén con nudi:

+ Pang bi han ché mot s6 quyén cta cha, me d6i voi con chua thanh
nién;

+ Pang chap hanh quyét dinh xir 1y hanh chinh tai co s¢ gido duc, co
sO Chira bénh;

+ Pang chép hanh hinh phat tu;

+ Chua dugc x6a an tich vé mot trong cac toi ¢d ¥ xam pham tinh
mang, stc khoé, nhan pham, danh du ctia nguoi khac; nguoc dai hodc
hanh ha 6ng ba, cha me, vo chéng, con, chdu, nguoi c6 cong nudi
dudng minh; du dd, ép budc hoac chira chap ngudi chua thanh nién vi
pham phap luat; mua ban, danh trao, chiém doat tré em.

Can cu phap ly:

- Ludt Nuoi con nuoi 2010,

- Nghi dinh sé 19/2011/NP-CP ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mot s6 diéu cua Ludt nudéi con nudi;

- Théng tw sé 12/2011/TT - BTP ngay 27/6/2011 ciia Bé Tw phdap ve
viéc ban hanh va hwéng dan viéc ghi chép, luu trit, sir dung biéu mau
nuoi con nuoi;
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- Théng tw s6 24/2014/TT-BTP ngay 29/12/2014 ciia B Tw phdp sira
doi, bé sung mét sé diéu cia Théng tw s6 12/2011/TT-BTP ngay
27/6/2011 ciia B¢ Tw phdp vé viéc ban hanh va huwdng dan viéc ghi
chep, luu triv, sw dung biéu mau nudi con nudi.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc l1ap - Tw do - Hanh phic

Anh 4 x 6cm Anh 4 x 6 cm
PON XIN NHAN CON NUOI
(Dung cho truong hgp nudi con nudi trong nudC)
KANN G s
Chung toi/toi la:
Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Quéc tich

Nghé nghiép

Noi thuong tra

S0 Giay CMND/HS
chicu

Noi cap

Ngay, thiang, nim cap

Dia chi lién hé

bién thoai/fax/email

Co nguyén vong nhén tré em dudi day lam con nudi:

..................................... Gioitinh: ..o,

Ngay, thang, NAM STNN: ....ccoooiiiiiii e e e e

Noisinh: oeeeveeeeeeen.
Dan toc: .ccooveveeeeeeeee.

Tinh trang strc khoé: ...

......................... QUABEC HICH v,

1 \ N A A \ , P \ 2 . ~ ‘ . A . r R A

Truong hop nguoi nhdn con nudi thuong tru trong nwoc, thi guwi UBND xa/ phuong/thi tran noi co tham quyén
dang ky viéc nuoi con nuoi. Truong hop nguoi nhdn con nudéi va nguoi duwoc nhdn lam con nudi tam tru 0 nuoc
ngoai, thi gui Co quan dai dién Viét Nam, noi co tham quyén dang ky viéc nudi con nudi.
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Noi dang cu tru:
0 Gia dinh:

Ho va tén

Ngay, thang, ndm sinh

Dia chi lién hé

Dién thoai,/fax/ email

Quan hé véi tré em duoc
nhan lam con nudi

3 CO SG NUOT AUTNIZ: .ottt sn s

Néu duogc nhan tré em 1am con nuéi, ching t61/t61 cam két s& cham sdc, nudi
dudng, gido duc tré em nhu con dé cua minh va thuc hién moi nghia vu cua cha me
d6i voi con theo quy dinh cta phéap luat. Chung t6i/téi cam két trong thoi han ba
nam, ké tir ngdy giao nhan con nudi, dinh ky 06 thang mot 1an, giri thong bao vé
tinh trang phat trién moi mit cua con nudi (c6 kém theo 4&nh) cho

.................................................................................. 3 noi chung t6i/t6i thudng tru.
LI 1) xem xét, giai quyét.
.................. , NZAY e thANG ......... NAM..............
ONG BA
(Ky, ghi r6 ho tén) (Ky, ghi r6 ho tén)

2 Ghi ré tén va dia chi co s¢ nudi duong.
% Ghi tén UBND xd/phwong/thi tran hodc Co quan dai dién Viét Nam ¢ nudc ngodai.
* Nhue kinh giri.
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Mdu TP/CN-2011/CN.06

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VA T8N s Ngay sinh: ..o
INOT SINNL oot R
S6 Gidy CMND: ....ooocoeser NOT CAP: oo NGAY CAP oo
DS CTC Y1111 S
INOT ERIOTIE TITL: oo e
Tinh trang NOM NIANTT ..ottt ettt ettt ottt

2. Ba:
HO VA TEI1I e Ngay sinh: ..o,
INOT SN oot
S6 Gidy CMND: ..o NOi CAP: oo NEAY CAP oo
D YR 1T 1Y) S

INOT HRIOME TITL: e S8
Tinh trang hon O T

1\ 1 OSSOSO

1 .~ A N 7A A A ’ A ” N A Ae N ,.
Khai ro ddy la lan két hon thir mdy cua nguoi nhdn con nuoi, tinh trang con cdi.
2 ; A
Khai nhw chu thich 1.
3 Khai 6 hién nay nguoi nhdn con nudi dang song cing véi ai; thai @ cia nhitng nguwdi trong gia dinh vé viée nhin
con nuoi.
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= CAC AL SAN KINAC: oottt ettt et et e ettt et s ettt ettt e te et e ettt et re e

............... , Ngay...... thang........nam..............
Ong Ba
(K, ghi ro ho tén) (KY, ghi 16 ho tén)

Y kién ciia T truwéng to6 dan phd/Truwdng thon vé ngwdi nhan con nudi:

T6 trudmg dan phd/Truéng thon
(Ky, ghi ré ho tén)

Xdc minh cua cong chirc tw phdp - ho tjch4:

Nguwoi xac minh
(Ky, ghi ro ho tén)
Xac nhén ciia UBND xi/phwong/thi trian

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi r6 ho tén, chikc vu va dong ddu)

4 714X 5 , A , . A , A \ N P A . s A , .7 N, A A
Y kién cua cdan by xac minh vé cdc ngi dung ma nguoi nhdn con nudi ty khai ¢ trén. Panh gia nguoi nhdn con nuoéi
du hay khong du diéu kién dé nhan con nudi.
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2. Thu tuc: Daing ky lai viéc nudi con nudi trong nwoc

Trinh tu thwe hién:

Bude 1. Nguoi co yéu cau ding ky lai viéc nudi con nudi nop To
khai dang ky lai viéc nuoi con nudi tai Bo phan tiép nhan va tra két
qua ciia UBND cép x4 noi cha me nudi va con nudi thudng tri hodc
noi da dang ky viéc nuodi con nudi trudc day.

- Thoi gian: tht 2 dén thir 6 hang tuan (trir cic ngay nghi, 18).

Buwéc 2. Can bo tiép nhan kiém tra tinh hop 18 caa hd so. Truong hop
ho so hop 1é thi thu Iy va viét phiéu hen; Truong hop hd so chua hop
1¢ thi hudng din chinh stra, bd sung

Bugre 3. Chu tich Uy ban nhan dén cip x3 ky va cdp cho ngudi yéu
cau dang ky lai 01 ban chinh Gidy ching nhén nuéi con nuodi.

Budre 4. Nguoi c6 yéu cdu nhdn két qua tai bd phan "tiép nhan va tra
két qua" caa UBND cip xi noi cha me nudi va con nudi thuong tra
hodc noi da dang ky viéc nuoi con nudi.

- Thoi gian: Tir thir 2 dén thir 6 hang tuan (trir cac ngay nghi, 18).

Cach thire thwe hién:

Truc tiép tai try s6 UBND cip x4

Thanh phan, so lwong
ho so:

a) Thanh phan hé so bao gom:

- T& khai dang ky lai viéc nuoi con nudi (theo mau). Truong hop yéu
cau dang ky lai tai UBND cap xa khong phai 14 noi trudc day da ding
ky viéc nudi con nudi, thi To khai phai ¢6 cam két ctia ngudi yéu cau
dang ky lai vé tinh trung thuc cta viéc dang ky nudi con nudi trudc
d6 va co chit ky cua it nhat hai ngudi 1am ching.

b) 86 lirong ho so: 01 (bd)

Thoi han giai quyét: 05 ngay lam viéc, ké tir ngdy nhan du ho so hop 18.
Poi twong thue hién: Cé nhan

Co quan thyec hién: UBND cip xi

Két qua: Giay chimg nhan nudi con nudi

Lé phi: Khong (Mién)

Tén méu don, to khai:

T¢ khai dang ky lai viéc nu6i con nudi (Mdu TP/CN-2011/CN.04 -
Thong tu so 12/2011/TT - BTP ngay 27/06/2011 cua Bo Tu phap)

Yéu cau, dieu kién:

- S6 ho tich va ban chinh gidy to ding ky nudi con nudi bi mat hoic
hu hong khong st dung duoc;

- Cha, me nudi va con nudi déu con sdng vao thoi diém yéu cau dang
ky lai.

Can cu phap ly:

- Ludt Nudi con nudi nam 2010,

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mot $6 diéu cia Ludt nudéi con nuéi;

- Théng tw sé 12/2011/TT-BTP ngay 27/6/2011 ciia B¢ Tw phdp ve
viéc ban hanh va hidng dan viéc ghi chép, heu tri¥, sir dung biéu mau
nuoi con nuodi

- Théng twr s6 24/2014/TT-BTP ngay 29/12/2014 ciia B¢ Tu phdp sira
doi, b6 sung mét s6 diéu cua Thong tw so 12/2011/TT-BTP ngdy
27/6/2011 cua Bo Tuw phdp vé viéc ban hanh va hwéng dan viéc ghi
chép, luu triv, sir dung biéu mau nudi con nuoi.
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Mdu TP/CN-2011/CN.04

CONG HOA XA HOI CHU NGHIA VIET NAM

Déc 1ap - Tu do - Hanh phuc

Anh 4x 6 cm
(chuyp chua
qué 6 thang)

TO KHAI

PANG KY LAI VIEC NUOI CON NUOI

Anh 4x 6 cm
(chyp chua
qué 6 thang)

Chung t6i /t6i la:

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Noi thuong tra

S6 Gidy CMND/H0 chiéu

Noi cap

Ngay, thang, nim cip

bia chi lién hé

bién thoai/fax/email

Pa nhan nguoi cé tén dudi day lam con nuéi:
HO VA N ..o e Giditinh: .o
Ngay, thang, NAM SINN: ...
INOT STINN s s
DaANn tOC: ..o QUBEC HICH: s
NOT TRUEONE T s s

Phan khai vé bén giao con nudi truée day’:

Ong

Ho va tén

Ngay, thang, nam sinh

Y Truong hop nuéi con nuéi trong midéc, thi guri UBND xa/ phwong/thi trdn noi c¢é tham quyen dang ky lai viéc nuoi
con nuoi. Truong hop nudi con nuoi co Yéu t6 nuée ngodi, thi giri 86 Tu phdp, noi ¢é tham quyén dang ky lai viéc nuéi

con nuoi.
2 A ’ ’ A . N
Néu co duwoc cdc thong tin nay.




Noi sinh

Dan toc

Qudc tich

Noi thuong tra/tam tra

S6 Gidy CMND/H06 chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién hé

bién thoai/fax/email

Tén co s& NUOT dUONE: ..o

Chtrc vu cuia nguoi dai dién co SO nUOT AUONE: ...

Chung t61 cam doan 101 khai trén day la dang sy that va chiu trach nhiém trudce

phap luét vé cam doan cia minh.

Xdc nhén ciia Nguoi lam ching thir nhat*
To1ten la....c.coveniiiiiiiiiiee, sinh ndm ............

T6i xin lam chimg viéc nudi con nudi néu trén la
dung sy that va xin chiu trach nhiém vé viéc lam
ching cua minh.
................. , ngay..........thang......... nam...........
(Ky, ghi ro ho tén)

.................. dang ky
................................ ,ngay .....thang.......nam......
Nguoi khai

(Ky, ghi r6 ho tén)

X4c nhan cia Nguwoi lam ching thir hai
To1tén la....ooviiiiiiii sinh nam ...........

T6i xin lam chimg viéc nudi con nudi néu trén la
ding sy that va xin chiu trach nhiém vé viéc lam

chung cua minh.

(Ky, ghi ré ho tén)

3 Ghi ré la cha, me dé; ngieoi gidm ho hay co sé nuéi duéng. Néu la co s6 nuéi dudng thi ghi 16 tén co sé nudi dwong,

chirc vu cua nguoi dai dién co so nudi duong.

* Khong can ¢6 xdc nhdn ciia ngueoi lam chimmg néu dang ky lai viée nuéi con nuéi tai UBND cdp xalSTP noi da dang ky

viéc NCN trude day.
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3. Thu tuc: Gidi quyét viéc nguwoi nwoc ngoai thwong tru ¢ khu vuc bién gioi
nudoc lang giéng nhdn tré em Viét Nam lam con nuoi

Trinh tu thuc hién: Buée 1. Nguoi nhan con nudi ndp hod so cuia minh va ciia nguoi duge
nhan 1am con nudi tai B6 phan tiép nhan va tra két qua cia UBND cép
xd not nguoi duge gidi thidu 1am con nudi thuong tri. Khi ndp hd so,
ngudi nhan con nudi phai xuit trinh Ho chiéu hodc gidy to c6 gia tri
thay thé dé kiém tra.

- Thoi gian: Tur thir 2 dén thr 6 hang tuan (trtr cac ngay nghi, 18).

Budc 2. Can bo tiép nhén kiém tra ho so, ldy y kién cua nhiing nguol
c6 lién quan. Niém yét viéc xin con nudi tai Tru s& UBND cip x4
trong thoi han 10 ngay.

Bwéc 3. Sau khi hét thoi han niém yét, Uy ban nhan dan cap xa xin ¥
kién cua S¢ Tu phap.

Buwéc 4. S& Tu phap xem xét, tra 161 UBND cip xa.

Buéc 5. Uy ban nhan déan cp xa ding ky viéc nudi con nudi, tién hanh
giao nhan con nuoi.

- Thoi gian: Tur thir 2 dén thi 6 hang tuan (trir cac ngay nghi, 18).

Céach thire thuc hién: | Truc tiép tai tru s6 UBND cép x4, noi tré em thuong tri
Thanh phan, so lwong | @) Thanh phan ho so bao gom:
ho so: - Ho so ciia ngwdi Nhan con nuoi:

+ Pon xin nhan con nudi (theo mau - Ban chinh)

+ Ho chiéu/Chirg minh nhan dan hodc gidy to c6 gia tri thay thé; (Ban
sao)

+ Phiéu 1y lich tu phap (Ban chinh, dich tiéng Viét, dugc cap chua qua
06 thang)

+ Vin ban xac nhan tinh trang hon nhan (Ban sao néu la Gidy chung
nhan két hon hodc ban gbc néu 13 gidy xac nhéan tinh trang doc than,

dich tiéng Vigt). , ,
+ Giay kham stc khoe (Ban chinh, dich tiéng Vi¢t, dugc cap chua qua
06 thang);

+ Vin ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién
kinh té (ban chinh, dich tiéng Viét, duoc cép chua qué 06 thang).

+ 02 Anh chup toan than (Chup mdi nhat, ¢& 9x12cm hodc 10x15¢cm)

- Ho so ciia ngudi dwge nhin 1am con nudi:

+ Gidy khai sinh;

+ Gidy kham strc khoe do co quan y té cap huyén trd 1én cap;

+ Hai anh toan than, nhin thang chup khong qua 06 thang;

+ Bién ban xac nhan do Uy ban nhan dan hodc Cong an cép xi noi
phat hién tré bi bo roi lap d6i vai tré em bi bo roi; Gidy chung tir ctia
cha dé, me dé hodc quyét dinh cia Toa an tuyén b6 cha d¢, me dé cta
tré em 1a da chét ddi véi tré em mo cdi; quyét dinh cua Toa an tuyén b
cha d¢, me d¢ cuia nguoi dugce gioi thiu lam con nudi mat tich ddi Vol
ngudi duge gidi thiéu lam con nudi ma cha dé, me dé mat tich; quyét
dinh ctua Toa an tuyén bd cha dé, me dé cua nguoi dugce gidi thi¢u lam
con nudi mat nang luyc hanh vi dan sy ddi voi nguodi dugc gidi thiéu
lam con nudi ma cha dé, me dé mat nang luc hanh vi dan sy;

+ Quyét dinh tiép nhan ddi véi tré em ¢ co s& nudi dudng.

b) S6 lwgng hé so: 02 bo.

Thoi han giai quyét: 30 ngay lam viéc, ké tir ngay nhan du ho so hop 16. Trong do:

- 15 ngay, ké tir ngdy nhan dii hd so hop 1& (UBND cap xa kiém tra ho
so va lay ¥ kién nhimg ngudi c6 lién quan)

- 10 ngay, ké tir ngay nhan dugc van ban ciia UBND cap xi (S¢ Tu
phap c6 y kién).
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- 05 ngay, ké tir ngdy nhan duoc vin ban dong ¥ cua S Tu phap
(Pang ky viéc nuoi con nuoi va giao-nhan con nudi).

Poi twgng thue hién:

Cé nhan

Co quan thuc hién:

UBND cap xa, noi nguoi dugc nhan lam con nudi thuong tra

Két qua:

Giay ching nhan nu6i con nuoi

L¢ phi:

- L& phi dang ky nuéi con nudi trong nude. Muc thu: 400.000
dong/truong hop

Tén mau don, to khai:

- Pon xin nhan con nudi (Mdu TP/CN-2014/CN.02-Théng tw so
24/2014/TT-BTP ngay 29/12/2014 cua Bo Tu phap);
- To khai hoan canh gia dinh ctia ngudi nhéan con nubi (mau st dung
cho ngudi nhan con nudi tai Uy ban nhan dan cap xi va Co quan dai
dién Viét Nam & nudc ngoai - Mdu sé TP/CN-2011/CN.06 Théng twr s6
12/2011/TT-BTP ngay 27/06/2011 cua Bo Tw phap)

Yéu cau, dieu kién:

- Ngwoi nhan con nudi phai c6 di diéu kién nhw sau:

+ C6 nang lyc hanh vi dan su dﬁy du;

+ Hon con nudi tr 20 tudi tré 1én;

+ Co diéu kién vé strc khoe, kinh té, chd & bao dam viéc cham soc,
nuoi dudng, gido duc con nudi;

+ C6 tu cach dao dirc tét.

- Cac truong hgp khong dugce nhin con nubi:

+ Pang bi han ché mot sd quyén cta cha, me d6i v6i con chua thanh
nién;

+ Pang chip hanh quyét dinh xr 1y hanh chinh tai co s gido duc, co
sO chira bénh;

+ Pang chép hanh hinh phat tu;

+ Chua dugc x6a an tich vé mot trong cac t6i cd y xdm pham tinh
mang, suc khoé, nhan phém, danh dy cta nguoi khac; ngugc dai hoac
hanh ha 6ng ba, cha me, vo chéng, con, chau, ngudi cd cong nudi
dudng minh; du dd, ép budc hoac chura chép nguodi chua thanh nién vi
pham phap luat; mua béan, danh trdo, chiém doat tré em.

Can cu phap ly:

- Ludt Nuoi con nuoi nam 2010,

- Nghi dinh s6 19/2011/NP-CP ngay 21/3/2011 ciia Chinh phii quy
dinh chi tiét mot s6 diéu cua Ludt nudi con nuéi;

- Théng tw s6 12/2011/TT - BTP ngay 27/6/2011 ciia B6 Tw phap ve
viéc ban hanh va huéng dan viéc ghi chép, heu trit, sie dung biéu mdu
nuoi con nuoi;

- Théng tw s6 24/2014/TT-BTP ngay 29/12/2014 ciia B6 Tw phdp sira
déi, bo sung mét sé diéu cia Thong tw sé 12/2011/TT-BTP ngay
27/6/2011 cua B Tu phap.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phuc

Anh 4 x 6cm Anh 4 x 6 cm
PON XIN NHAN CON NUOI
(Dung cho truong hop nudi con nudi trong nudcC)
KANR G st
Chung t6i/toi la:
Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

Qudc tich

Nghé nghiép

Noi thuong tra

S6 Giay CMND/H0 chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Co6 nguyén vong nhan tré em dudi day lam con nudi:

HO VA teN:. ...t Giditinh: ...
Ngay, thang, nam SINR: ......coooiiiii e
INOT SINNE ottt ettt sate bt e beenbae e nres
DA EOC: e QUOC HHCNT oo

Tinh trang sTC KNOG: ......oooiiiii e e

NOT AANG CU T oo
O Gia dinh:

Y Truwong hop nguoi nhdn con nudi thieong trii trong mieée, thi giei UBND xd/ phweong/thi tran noi ¢é tham quyén ding
ky viéc nuoi con nuoi. Truong hop nguoi nhdn con nudi va nguoi dwoc nhdn lam con nudi tam tru ¢ nuoc ngoai, thi
gui Co quan dai dién Viét Nam, noi co tham quyén dang ky viéc nudi con nudi.
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Ho va tén

Ngay, thang, ndm sinh

Dia chi lién hé

bién thoai,/fax/ email

Quan h¢ voi tré em dugc nhan
lam con nudi

3 CO SO MUOT AUSTIEY: .ottt s e,

Néu duoc nhén tré em 1am con nuoi, ching t61/t61 cam két s& cham séc, nudi
dudng, gido duc tré em nhu con dé cua minh va thyc hién moi nghia vu cua cha me
d6i v&i con theo quy dinh ctia phap luat. Chung t6i/toi cam két trong thdi han ba
nam, ké tir ngdy giao nhan con nudi, dinh ky 06 thang mot 1an, giri thong bao vé tinh
trang phat trien moi miat cia con nudi (c6 kém theo anh) cho

.................................................................................. ? noi chiing t6i/t6i thuong tru.
DT 1721 1 A, xem xét, giai quyét.
.................. , NGAY oo thANG ........ NAM...........
ONG BA
(Ky, ghi ro6 ho tén) (Ky, ghi r6 ho tén)

Y Ghi ré tén va dia chi co s nudi duong.
2 Ghi tén UBND xa/phwong/thi tran hodc Co quan dai dién Viét Nam ¢ nudc ngodi.
3 Nhue kinh giri.
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Méu TP/CN-2011/CN.06

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

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HOQ VA TN e Ngay sinh: ..o
INOT STINL oo SRR
S6 Gidy CMND: ....oooooecee NOT CAP: oo NGAY CAP oo
DS TC 171 YT S
INOT LAIPONIEZ TITL: oo SRR
Tinh trang ROM MNANTT ..ottt ettt ettt ottt et

2. Ba:
HOQ VA TN e Ngay Sinh: ..o,
INOT SN Lo SRR
S6 Gidy CMND: ...ocoocooooeesceeeeeee NOi CAP? oo NEAY CAP oo
D Y1 1Y
INOT TRUIONE TITL: vt S8R
Tinh trang hon 0

D\l V2 T o TP OTTOTTOTOTOTOTTOTON

1 .~ A N 7A A A - A - e A Aeon s
Khai ré day la lan két hon thir may cua nguoi nhdn con nudi, tinh trang con cdi.
2 . g
Khai nhw chu thich 1.
3 .~ gen . ) P £ \ T fe aa ~ <. . N A aa A
Khai r6 hién nay nguwoi nhdn con nudi dang song cung voi ai; thai do cua nhitng nguoi trong gia dinh vé viéc nhan
con nuoi.
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O ol 2 Y 1o T o - T

............... , ngay.......thang........nam..........
Ong Ba
(Ky, ghi ro ho tén) (K, ghi ré ho tén)

Y kién ciia T truwéng té dan phd/Trwéng thon vé nguwdi nhan con nudi:

To trwéng dan pho/Truéng thon
(Ky, ghi ré ho tén)

Xdc minh ciia cong chirc tw phdp - hé tich”

Nguwoi xac minh
(Ky, ghi ro ho tén)
Xac nhén ciia UBND xi/phuwong/thi tran

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi 16 ho tén, chire vu va déng ddu)

4 g4k , , A . A e \ .. ) e . A , ., .. ” "
Y kien cua can bg xac minh vé cac noi dung ma nguoi nhdn con nudi tw khai ¢ trén. Danh gia ngwoi nhdn con nuoi
du hay khong du diéu kién dé nhdan con nuoi.
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I1. Linh vuc Chirng thuec:

I.1. Cip huyén:

1. Thii tuc: Cép bén sao tir s6 goc (trir ban sao cac gidy to vé h tich)

Trinh tu thuc hién:

Budre 1. Nguoi yéu cau cap ban 520 tir 80 gdc chuan bi ho so theo quy
dinh va nop hod so tai BO phan tiép nhén va tra két qua hodc qua buu
dién dén UBND cép huyén noi luu trir s6 gbe. Thoi gian: Tir thir 2 dén
thr 6 trong tuan (trr cac ngay nghi, 18)

Budre 2. Nguoi tiép nhan hoic cong chire cua bo phén tiép nhan va tra
két qua kiém tra tinh hop 16 ctia hd so. Trudng hop hd so hop 1é thi thy
1y va viét phiéu hen (néu ndp truc tiép). Truong hop hd so chua hop 18
thi huéng dan chinh sira, bo sung.

Budre 3. Nguoi yéu cau cap ban sao tir s6 gbc ndp 1é phi va nhan két
qua tai noi ndp hd so (néu ndp tric tzep) hodc qua buu dién (néu nép
qua buu dién). Thoi gian: Tir tha 2 dén thir 6 trong tuan (trir cac ngay
nghi, 1¢)

Cach thire thwe hién:

- Tryc ti€p tai tru s& co quan hanh chinh nha nudc hodc qua duong buu
dién.

Thanh phan, so hrong
ho so:

a) Thanh phan hé so bao gom:

- Trudng hop ndp tryc tiép thi xuat trinh ban chinh hodc ban sao co
ching thyc Gidy chimg minh nhan dan hodc ho chiéu con gia tri st
dung dé ngudi tiép nhan hd so kiém tra.

- Trudng hop nguoi yéu cau cip ban sao tir sd gbe giri qua buu dién thi
phai giri kém theo ban sao ¢é ching thuc gidy chimg minh nhan dan
hozc ho chiéu con gia tri sit dung, phong bi dén tem ghi 6 ho tén, dia
chi nguoi nhan cho co quan, don vi cap ban sao.

- Truong hop nguoi yeu cau la nguoi dai dién theo phap luat, nguoi
dai dién theo iy quyén ca nhan, t6 chirc dugc cip ban chinh; cha, me,
v, chong, anh, chi, em rudt; ngudi thira ké khac cua nguoi duge cap
ban chinh trong trudng hop ngudi d6 da chét thi phai xuat trinh gidy to
chig minh quan hé véi ngudi dugc cip ban chinh.

b) S6 lwgng hé so: 01 (b))

Thoi han giai quyét:

- Trong ngay co quan, don vi tlep nhan yéu cau hoic trong ngay lam
viéc tlep theo néu tlep nhén yéu cau sau 15 gio.

- Truong hop gui qua duong buu dién thi thoi han dugc thyc hién ngay
sau khi co quan, don vi nhén du hd so hop 1€ theo dau buu dién dén.

Poi twong thure hién:

Ca nhan, t6 chirc

Co quan thuc hién:

UBND cép huyén noi luu trit s6 goc.

Két qua:

Ban sao

L¢ phi:

- Lé phi Cap ban sao tir s6 goc: 3.000 dong/ban

Ap dung murc thu 18 phi 50% dbi v6i ca nhan c¢6 ho khau thuong tri tai
huyén Kon Pléng va Tu Mo Rong; ca nhan c6 ho khau thuong trd tai
cac xa theo Quyét dinh s6 229/1999/QD-TTg ngay16/12/1999 cta Thu
tudng Chinh phu; xa bién gioi, xa dac bi¢t khd khan; xa mién nui,
ving sau; viing xa; ¢ nhan 1a ngudi dong bao dan toc thiéu sb, nguoi
nghéo (c6 s6 nghéo) trén cac dia ban khac.

Tén méu don, to khai:

Khong.

Yeéu cau, dieu ki€én:

Phai c6 s6 goc con dugc luu trir.

Can cur phap ly:

- Nghi dinh s6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cdp
ban sao tir s6 goc, chirng thie ban sao tiv ban chinh, chitng thiee chiv
ky va chitng thue hop dong giao dich.

- Théng tw lién tich so 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va Bé Tuw phdp quy dinh mirc thu, ché dg thu, ngp va
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quan Iy I¢é phi chung thyc ban sao tur ban chinh, chuing thuc chir ky,
chitng thuec hop dong, giao dich.

- Quyét dinh sé6 45/2009/0P-UBND ngay 04/8/2009 ciia Uy ban nhin
dén tinh Kon Tum vé viéc ban hanh murc thu, ché do thu, nop, quan ly
va sir dung 18 phi cdp ban sao, 1é phi chimg thuce trén dia ban tinh Kon
Tum.
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2. Thi tuc chieng thwc hop ddng, giao dich lién quan dén tai san 1a dong san.

Trinh tw thuc hién:

Bwéc 1. Nguoi yéu cau ching thuc chuan bi cac giay to phuc vu cho
viéc chiing thuc va nop bo hd so yéu cau chimg thuc tai bo phan tiép
nhan va tra két qua (Phong Tu phap) thuoc UBND huyén, thanh phé.
Thoi gian: Tur tha 2 dén tha 6 hang tuan (trir cde ngay nghi, 1é).

Buéc 2. Nguoi tiép nhan hogc cong chuc cua by phan tiép nhén va tra
két qua kiém tra gidy to trong hd so yéu cau ching thuc, néu hd so
day du, tai thoi diém ching thuc cac bén tham gia hop dong, giao
dich ty nguyén, minh man va nhan thtc, lam cha duoc hanh vi cua
minh thi thuc hién ching thuc.

- Cac bén tham gia hop ddng, giao dich phai ky tru6c mat nguoi thuc
hién ching thue. Truong hop ngudi co tham quyén giao két hop dong
ctia cac t6 chie tin dung, doanh nghiép da dang ky chir ky mau tai co
quan thuc hién chang thyc thi co thé ky trudc vao hop ddng; ngudi
thuc hién chang thuc phai d6i chiéu chir ky ciia ho trong hop dong
Vi chir ky miu trudc khi thuc hién chang thuc, néu nghi ngo chix ky
trong hop dong khac véi chir ky miu thi yéu cau nguoi d6 ky trudc
mat.

- Trudng hop ngudi yéu cau ching thuc khong ky duoc thi phai diém
chi; néu nguoi d6 khong doc duoc, khong nghe duge, khong ky,
khong diém chi duoc thi phai c¢6 02 (hai) nguoi 1am ching. Nguoi
lam chiing phai c6 du nang lyc hanh vi dan sy va khong c6 quyén, loi
ich hodc nghla vu lién quan dén hop ddng, giao dich. Ngu:01 lam
chtng do ngudi yéu cau ching thuc b tri. Truong hop ngudi yéu cau
chuang thyc khong bd tri duoc thi dé nghi co quan thuc hién chang
thuc chi dinh nguoi lam ching.

- Nguoi thuc hién ching thyc ghi 161 chimg twong ung véi ting loai
hop dong, giao dich theo miu quy dinh; ky, ghi 16 ho tén, dong dau
clia co quan thyc hién ching thuc va ghi vao s6 chung thuc. Déi Voi
hop dong, giao dich c6 tir 02 (hai) trang tro 1én, thi ting trang phai
dugc danh s6 thir ty, c6 chir ky ctia ngudi yéu cau ching thuc va
ngudi thuc hién chang thuc; sé luong trang va 10i ching duoc ghi tai
trang cudi cua hop dong, giao dich. Truong hop hop dong, giao dich
c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chimng thyc khong thong thao tiéng
Viét thi phai c¢6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢
nang lyc hanh vi dan sy ddy du theo quy dinh ciia phap luat, thong
thao tiéng Viét va ngdn ngir ma ngudi yéu cau ching thuc sir dung.
Ngudi phién dich do ngudi yéu cau ching thyc moi hoic do co quan
thue hién chang thuc chi dinh. Thu lao phién dich do ngudi yéu cau
chung thuc tra. Nguoi phién dich co trach nhiém dich dﬁy du, chinh
x4c ndi dung cua hop ddng, giao dich, ndi dung 10i ching cho ngudi
yéu cau chung thuc va ky vao ting trang hop dong véi tu cach 1a
nguoi phién dich.

Budre 3. Ngudi yéu cau ching thuc nop 1é phi va nhan két qua tai noi
nop hé so.

Thoi gian: Tir thir 2 dén thir 6 hang tuan (trir cdc ngay nghi, 1).

Cach thirc thuc hién:

Truyc tiép tai tru s6 co quan hanh chinh.

Thanh phan, s6 lwong
ho so:

a) Thanh phan hé so bao gom:

- Dy thao hop dong, giao dich;

- Ban sao Gidy chiing minh nhan dan hoac Ho chiéu con gia tri su
dung clia nguoi yéu cau ching thyc (xuat trinh ban chinh dé ddi
chiéu)
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- Ban sao gidy ching nhan quyén s¢ hitu, quyén sir dung hogc ban sao
glay to thay thé duoc phéap luat quy dinh phai ding ky quyén so hitu,
quyén sir dung trong trudng hop hop dong giao dich lién quan dén tai
san do6 (xuét trinh ban chinh dé déi chiéu)

b) Sé Iwong hé so: Khong quy dinh cu thé

Thoi han giai quyét:

Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau
chung thuc hoidc co thé kéo dai hon theo thoa thuan biang vin ban voi
ngudi yéu cau chung thuc. Truong hop kéo dai thoi han giai quyét thi
ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau ching thuc.

Poi twong thuc hién:

C4 nhan, to chuc.

Co quan thuc hién:

UBND cip huyén (Phong Tu phap)

Két qua:

Hop dong, giao dich dugc ching thuc.

Lé phi (néu c0)

Lé phi ching thuc hop dong, giao dich: 30.000 dong/hop dong, giao
dich

Tén mau don, to khai:

Khong

Yéu cau, diéu kién thuc
hién TTHC:

Khoéng

Can cu phap ly:

- Nghi dinh s6 23/2015/ND-CP, ngay 16/02/2015 ciia Chinh phii vé
cap ban sao tir ban chinh, chimg thuc chiz ky va chirng thuc hop
dong, giao dich;

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bé Tai chinh va Bé T phdp quy dinh mic thu, ché dé thu, ngp va
quan Ly ¢ phi ching thuc ban sao te ban chinh, ching thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng tie s6 20/2015/TT-BTP, ngay 29/12/2015 cia BG Tw phdp quy
dinh chitiét va huéng ddn thi hanh mét sé diéu cua Nghi dinh
6 23/2015/NP-CP ngay 16/02/2015 cua Chinh phii vé cap ban sao tir
s6 goc, ching thuec ban sao tir ban chinh, chimg thuc chit ky va ching
thurc hop dong, giao dich
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3. Thi tuc chirng thyc van ban khai nhan di sdn ma di san la dong san

Trinh ty thuc hién:

Buwéc 1. Ngudi yéu cau chung thuc chudn bi ho so yéu cau ching thyuc
va ndp tai bd phan tiép nhan va tra két qua (Phong Tu phap) thudc
UBND huyén, thanh phd. Thoi gian: Tir th 2 dén thi 6 hang tuan (trir
cac ngay nghi, Ie)

Budre 2. Nguoi t1ep nhan hoac cong chirc cia bo phan tiép nhén va tra
két qua kiém tra gidy to trong hd so yéu cau chimng thuc, néu day du,
tai thoi diém ching thuc cac bén tham gia van ban khai nhan di san ty
nguyén, minh man va nhén thire, lam chil duwgc hanh vi ctia minh thi co
quan thuc hién chung thuc tién hanh ching thuc nhu sau:

- Cac bén tham gia khai nhan di san phai ky trudc mat nguoi thue hién
chung thuc.

- Trudng hop ngudi yéu cau ching thuc khong ky duogc thi phai diém
chi; néu nguoi d6 khong doc duoc, khong nghe dugc, khong ky, khong
diém chi duogc thi phai c6 02 (hai) nguoi lam chimg. Nguoi l1am ching
phai c6 du nang lyc hanh vi dén sy va khong c6 quyén, loi ich, hoac
nghia vu lién quan dén giao dich. Nguoi lam chang do nguoi yéu cau
chang thyc bé tri. Truong hop nguoi yéu cau chirng thuc khong bé tri
duogc thi dé& nghi co quan thuc hién ching thuc chi dinh nguoi lam
chtng.

- Nguoi thyc hién chung thuc ghi 1oi ching twong ung vaéi tung loai
hop dong, giao dich theo mau quy dinh; ky, ghi rd ho tén, dong dau
ctia co quan thuc hién ching thuc va ghi vao s6 ching thuc. Di Voi
van ban khai nhan di san co tir 02 (hai) trang tr¢ 1én, thi tung trang
phai duoc danh sb thi ty, co chir ky cua nguoi yéu cau ching thyc va
ngudi thuc hién chang thuc; sé lugng trang va 10i chimg dugc ghi tai
trang cudi cua van ban khai nhan di san. Trudng hop van ban khai
nhan di san co tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng
Viét thi phai c¢6 nguoi phién dich. Nguoi phién dich phai 1a nguoi cé
nang lyc hanh vi dan sy day du theo quy dinh cta phap luat, thong
thao tiéng Viét va ngdn ngit ma ngudi yéu cau chang thuc st dung.
Ngudi phién dich do ngudi yéu cau chung thuc moi hoic do co quan
thuc hién chting thuc chi dinh. Thu lao phién dich do ngudi yéu cau
chang thyc tra. Ngudi phién dich c6 trach nhiém dich day du, chinh
xac ndi dung cua van ban khai nhan di san, ngi dung loi chiing cho
ngudi yéu cau ching thuc va ky vao ting trang van ban khai nhan di
san vai tu cach 1a nguoi phién dich.

Budée 3. Ngudi yéu cau chung thuc nop 18 phi va nhan két qua tai noi
nop hé so.

Thoi gian: Tir tha 2 dén thi 6 hang tuan (trir cdc ngay nghi, 16).

Cach thirc thuce hién:

Nop truc tiép tai tru sO co quan hanh chinh.

Thanh phan, s6 hrong
ho so:

a) Thanh phan hé so:

- Du thao van ban khai nhan di san

- Ban sao Gidy ching minh nhan dan hodc HO chiéu con gia tri st
dung cua nguoi yéu céu chimg thuce (xuét trinh kém theo ban chinh dé
dbi chiéu).

- Ban sao gidy ching nhan quyén s& hitu, quyén sir dung hodc ban sao
gidy to thay thé duogc phap luat quy dinh déi vo1 tai san ma phap luat
quy dinh phai dang ky quyén sé hitu, quyén sir dung trong trudng hop
vin ban khai nhan di san lién quan dén tai san d6 (xuat trinh kém theo
ban chinh dé ddi chiéu).

b) S6 lwgng hé so: 01 bd
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Thoi han gidi quyét:

Khong quéa 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau
chirng thuc hodc cé thé kéo dai hon theo thoa thuan b'fmg van ban véi
ngudi yéu cau ching thuc. Trudng hop kéo dai thoi han giai quyét thi
ngudi tiép nhan hd so phai c¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau ching thuc

Poi twong thue hién:

Ca nhan, t6 chirc

Co quan thuc hién:

UBND cip huyén (Phong Tu phap)

Két qua:

Vin ban khai nhén di san dugc chung thyc.

Lé phi (néu c6)

Lé phi chiing thuc hop dong, giao dich: 30.000 dong/hop dong, giao
dich

Tén mau don, to khai: | Khong.

Yéu cau, diéu kién Khong.

thwe hién TTHC:

Cin cir phap Iy: - Nghi dinh sé 23/2015/ND-CP, ngay 16/02/2015 ciia Chinh phi vé

cdp ban sao tir ban chinh, chitng thue chit ky va chitng thiee hop dong,
giao dich;

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bé Tai chinh va Bé Tw phdp quy dinh mic thu, ché dé thu, ngp va
qudn ly 1¢ phi chung thyc ban sao tu bdan chinh, ching thuc chi ky,
chiing thyc hop dong, giao dich

- Théng tw s6 20/2015/TT-BTP, ngay 29/12/2015 cua Bé Tuw phdp quy
dinh chitiér va hwong dan thi hanh mét sé diéu cua Nghi dinh
s6 23/2015/NP-CP ngay 16/02/2015 cia Chinh phii vé cdap ban sao tir
s6 goc, ching thyrc ban sao tir ban chinh, chimg thuec chit ky va chimg
thirc hop dong, giao dich
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4. Thu tuc chirng thuc van ban théa thuian phan chia di sin ma di sin la dong

san.

Trinh ty thuc hién:

Buréc 1. Nguoi yéu cau chang thyc chuan bj ho so yéu cau ching thuc
va nop tai bo phan tlep nhan va tra két qua (Phong Tu phap) thudc
UBND huyén, thanh phé. Thoi gian: Tir thir 2 dén tha 6 hang tuan (tre
cac ngay nghi, 16).

Bwéc 2. Nguoi thuc hién ching thuc kiém tra gidy to trong hd so yéu
cau ching thyuc, néu hd so day du, tai thoi diém ching thuc cac bén
tham gia vin ban thoa thuan phan chia di san ty nguyén, minh man va
nhan thic, lam chi dugc hanh vi cua minh thi thyc hién chang thuc.

- Cac bén tham gia théa thuan phan chia di san phai ky trudc mat
nguoi thuc hién chung thuc.

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

- Nguoi thyc hién chang thuc ghi 161 chimng theo mau quy dinh; ky, ghi
rd ho tén, dong dau cua co quan thuc hién ching thuc va ghi vao sb
chung thue. Di Vi van ban thoa thuén c6 tr 02 (hai) trang tro 1€én, thi
ting trang phai dugc danh sé tha tu, co chir ky cia nguoi yéu cau
chang thuc va nguoi thuc hién ching thuc; sé lugng trang va 1oi chuang
duoc ghi tai trang cudi cta van ban thoa thuan. Truong hop vin ban
thoa thuan cé tir 02 (hai) to tra 1én thi phai dong dau giap lai.

- Trong truong hop nguoi yéu cau ching thuc khong théng thao tiéng
Viét thi phai c6 ngudi phién dich. Nguoi phién dich phai la nguoi co
nang lyc hanh vi dan sy day du theo quy. dinh cua phap luat, thong thao
tiéng Viét va ngdn ngir ma nguoi yéu cau chirng thuc sur dung. Nguoi
phién dich do nguoi yéu cau ching thuc moi hoac do co quan thuc
hién ching thyc chi dinh. Thu lao phién dich do nguoi yéu cau chang
thuc tra. Nguoi phién dich c¢6 trach nhiém dich day du, chinh xac noi
dung cua vin ban thoa thuan, noi dung 1oi chimg cho ngudi yéu cau
chiing thyc va ky vao tung trang van ban thoa thuan véi tu cach la
nguoi phién dich.

Buwéc 3. Nguoi yéu cau chiung thuc nop 18 phi va nhan két qua tai noi
nop ho so.

Thoi gian: Tir thi 2 d&én thir 6 hang tuan (trir cdc ngay nghi, 18).

Cach thirc thuc hién:

Truc tiép tai tru sé co quan hanh chinh.

Thanh phan, so lweng
ho so:

a) Thanh phan hé so bao gom:

- Dy thao van ban théa thuan phan chia di san;

- Ban sao Gidy ching minh nhan dan hodc Ho chiéu con gia tri su
dung ctia ngudi yéu cau chiing thuc (xuat trinh ban chinh dé dbi chiéu)
- Ban sao gidy chiing nhan quyén s& hitu, quyén str dung hoic ban sao
giéy to thay thé duoc phap luat quy dinh phai dang ky quyén sé hitu,
quyén st dung trong truong hop hop dong giao dich lién quan dén tai
san do (xuét trinh ban chinh dé ddi chiéu)

b) Sé Iwong hé so: 01 bd

Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau
chung thuc hoac c6 thé kéo dai hon theo toa thuan bang van ban véi
nguoi yéu cau ching thuc. Truong hop kéo dai thoi han giai quyét thi
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nguoi tiép nhan ho so phai c6 phieu hen ghi r thoi gian (gio, ngay) tra
ket qud cho nguoi yéu cau ching thyc

Poi twong thuc hién:

C4 nhan, t6 chuc.

Co quan thuc hién:

Phong Tu phap

Két qua:

Van ban thoa thuan phan chia di san dugc ching thuec.

Lé phi (néu c0)

Lé phi chung thuc hop dong, giao dich: 30.000 déng/hop ddng, giao
dich

Tén méu don, to kKhai:

Khong

Yéu cau, diéu kién
thuc hiégn TTHC:

Khong

Can cw phap ly:

- Nghi dinh sé 23/2015/NP-CP, ngay 16/02/2015 ciia Chinh phii vé
cap ban sao tir ban chinh, chimg thuec chi ky va chimg thuec hop dong,
giao dich;

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015 cia
B6 Tai chinh va Bé Tw phdp quy dinh mic thu, ché do thu, ndp va
Quan ly I¢é phi chung thuc ban sao tor bdan chinh, ching thuc chir ky,
ching thuec hop dong, giao dich

- Théng tw sé 20/2015/TT-BTP, ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiér va hwéng ddn thi hanh mét sé diéu cua Nghi dinh
S6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir
s6 goc, ching thyec ban sao tir ban chinh, chirng thuc chit ky va chimg
thurc hop dong, giao dich
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5. Thi tuc chieng thwc viéc sira d6i, bd sung, hity bé hep déng, giao dich.

Trinh ty thuc hién:

Bwéc 1. Ngudi yéu cau ching thuc chuan bj hd so yéu cau chang thuc
va nop tai by phan tiép nhén va tra két qua (Phong Tu phap) thude
UBND huyén, thanh pho Thoi gian: Tur the 2 dén tht 6 hang tuan (trer
cdc ngay nghi, 18). Xuét trinh gidy to ty than con gia tri sir dung dé
ngudi thuc hién chang thuc kiém tra.

- Viéc sira d6i, bd sung, huy bo hop ddng, giao dich da duoc chang
thuc chi duoc thuc hién khi c6 thoa thuan bang van ban cua cac bén
tham gia hop dong, giao dich.

- Viéc stra d6i, bd sung, huy bo hop dong, giao dich dugc thuc hién tai
co quan da chiing thuc hop dong, giao dich. Truong hop sira doi, bo
sung, thay thé hay bo mot phan hodc toan bd di chuc thi co thé chuang
thuc tai bat ky co quan co tham quyén ching thyc nao.

Bwéc 2. Nguoi tiép nhan hoic cong chic cua bo phan tiép nhan va tra
két qua kiém tra gidy to trong ho so yéu cau chang thuc, néu day du tai
thoi diém ching thuc cac bén tham gia hop ddng, giao dich ty nguyén,
minh man va nhan thirc, lam chi dugc hanh vi ciia minh thi co quan
thuc hién ching thuc tién hanh chang thyc.

- Céc bén tham gia hop dong, giao dich phai ky tru6c mat nguoi thuc
hién chung thyc. Truong hop ngudi c6 tham quyén giao két hop dong
cua céc t6 chirc tin dung, doanh nghiép da dang ky chir ky mau tai co
quan thuc hién chang thuc thi c6 thé ky trudc vao hop dong; ngudi
thuc hién chiing thuc phai déi chiéu chir ky cuia ho trong hgp dong voi
chir ky mau trudc khi thuc hién chung thuec, néu nghi ngo chir ky trong
hop dong khac véi chir ky mau thi yéu cau nguoi d6 ky trudc mit.

- Truong hop ngudi yéu cau ching thuc khong ky duge thi phai diém
chi, néu nguoi d6 khong doc duoc, khong nghe duogc, khong ky, khong
diém chi duoc thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching
phai c6 du nang lyc hanh vi dan su va khong c6 quyén, loi ich hoic
nghia vu lién quan dén hop dong, giao dich. Ngudi lam chung do
ngudi yéu cau chung thuc bd tri. Truong hop ngudi yéu cau ching
thuc khong b tri duge thi d& nghi co quan thuc hién ching thuc chi
dinh nguoi 1am ching.

- Nguoi thuc hién ching thuc ghi 161 chung tuong ¢ng véi tung loai
hop ddng, giao dich theo miu quy dinh; ky, ghi 13 ho tén, dong dau
ctia co quan thyc hién chiing thuc va ghi vao sé ching thuc. Boi véi
hop ddng, giao dich c6 tr 02 (hai) trang tr¢ Ién, thi tung trang phai
dugc danh so thtr ty, c6 chit ky cua ngudi yéu cau chang thyuc va nguoi
thuc hién chung thyc; s lwong trang va 1oi ching duoc ghi tai trang
cudi cua hop dong, giao dich. Truong hop hop dong, giao dich co tir 02
(hai) to tro 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng
Viét thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a nguoi c6
nang lyc hanh vi dan su day du theo quy. dinh cua phap luat, thong thao
tiéng Viét va ngdn ngir ma ngudi yéu cau ching thyc su dung. Nguoi
phién dich do nguoi yéu cau ching thuc moi hoac do co quan thuc
hién chung thuc chi dinh. Thu lao phién dich do nguoi yéu cau ching
thuc tra. Nguoi phién dich c¢6 trach nhiém dich day du, chinh xac noi
dung ciia hop ddng, giao dich, ndi dung loi chimg cho ngudi yéu cau
chung thuc va ky vao ting trang hop dong voi tu cach 1a ngudi phién
dich.

- Co quan thuc hién viéc stra ddi, bd sung, thay thé, huy bo mét phan
hodc toan bd di chiic phai thong béo bang van ban cho co quan da
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ching thuc trude day vé noi dung stra doi, bd sung, thay thé, hiy bo
mot phan hodc toan bd di chiic dé ghi cha vao S6 ching thuc hop
dong, giao dich.

Bwéc 3. Nguoi yéu cau ching thuc nop 1é phi va nhan két qua tai noi
nop hd so. Thoi gian: Tir thir 2 dén thir 6 trong tuan (trir cc ngay nghi,
13).

Cach thire thwe hién:

Nop ho so truc tiép tal tru s co quan hanh chinh

Thanh phén, s6 hrong
ho so:

a) Thanh phan hé so:

- Hop ddng, giao dich di duoc ching thuc;

- Du thao hop ddng, giao dich stra d6i, b6 sung, hay bo hop déng, giao
dich da duoc chung thyec.

- Trong trudng hop ndi dung stra ddi, bd sung cé lién quan dén tai san
thi nguoi yéu cau chimg thuc phai nop ban sao (xuét trinh ban chinh dé
dol chiéu) gidy chang nhan quyén so hit, quyen sur dung hoac ban sao
gidy to thay thé duogc phap luat quy dinh dol Véi tai san ma phap luat
quy dinh phai dang ky quyén so hitu, quyén sir dung trong truong hop
hop d6ng, giao dich lién quan dén tai san do, trir truong hop nguoi 1ap
di chtic dang bi cai chét de doa dén tinh mang.

b) Sé lireng hé so: 01 bd

Thoi han giai quyét:

Thoti han thuc hién yéu cau chung thuc phai dugc bao dam ngay trong
ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam viéc tiép
theo, néu tiép nhan sau 15 gio. Truong hop tra két qua trong ngay lam
viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau chiing thuc

Poi twong thue hién:

C4 nhan, t6 chuc

Co quan thuc hién:

UBND cap huyén (Phong Tu phap).

Két qua:

Hop dong, giao dich da duoc ching thuc.

L¢ phi (néu c0)

- Chimg thyc stra doi, bo sung, hily bo hop dong, giao dich: 20.000
dong/hop dong, giao dich.

Tén méu don, to khai:

Khong

Yéu cau, diéu Kkién

Viéc stra doi, bo sung, huy bo hop ddng, giao dich da dugc ching thuc

thwe hién TTHC: chi duoc :[huc hién khi c6 thoa thuan bang van ban cta cic bén tham
gia hop dong, giao dich.
Can cu phap ly: - Nghi dinh so 23/2015/ND-CP, ngay 16/02/2015 cua Chinh phu vé

cdp ban sao tir ban chinh, chimg thiee chiv ky va chimng thie hop dong,
giao dich;

- Théng tw lién tich sé 158/2015/TTLT-BTC-BTP, ngay 12/10/2015 cua
B6 Tai chinh va Bé Tw phdp quy dinh mic thu, ché dé thu, ndp va
qudn ly 1¢é phi ching thuc ban sao tur ban chinh, ching thuc chi ky,
ching thuc hop dong, giao dich

- Thong tu so 20/2015/TT-BTP, ngay 29/12/2015 cua Bg Tuw phap quy
dinh chi tiét va hweong dan thi hanh mét sé diéu cua Nghi dinh
$6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao tir
s6 goc, ching thyrc ban sao tir ban chinh, chirng thuc chi ky va chimg
thurc hop dong, giao dich
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6. Thii tuc sira 16i sai sét trong hop dong, giao dich di dwoc chirng thie.

Trinh ty thuc hién:

Buwéc 1. Ngudi yéu cau chimg thuc chuan bj hd so yéu cau chimg thuc
va ndp tai bo phan tiép nhan va tra két qua (Phong Tu phép) thudc
UBND huyén, thanh phd. Thoi gian: Tir thir 2 dén tht 6 hang tuan (trer
cac ngay nghi, 16).

- Viéc stra 161 sai sot trong ghi chép, danh may, in hop déng, giao dich
da dugc chung thyc dugc thyc hién theo thda thuan béng van ban cua
cac bén tham gia hop ddng, giao dich, néu khong 1am anh huéng dén
quyén, nghia vu cua cac bén va duoc thuc hi¢n tai co quan da chung
thue hop dong, giao dich.

Buére 2. Nguoi tiép nhan hoic «cong chire cua bo phén tiép nhan va tra
két qua gach chan 15i sai sot can sira, dong ddu cua co quan thuc hién
chimg thyc va ghi vao bén 1& cia hop dong, giao dich ndi dung da sira,

ho tén, chir ky cta nguoi stra, ngay thang nam sura.

Buéc 3. Nguoi yéu cau ching thuc ndp 18 phi va nhan két qua tai noi
nop hd so. Thoi gian: Tir thir 2 dén thir 6 trong tuan (trir cac ngay nghi,

I€).

Cach thire thuce hién:

Nop ho so truc tiép tai try s& co quan hanh chinh

Thanh phan, so lwong
ho so:

a) Thanh phan hé so, gom:

- Ban sao Giéy chimg minh nhan dan hodc HO chiéu con gia tri su
dung ctia ngudi yéu cau ching thue (xuat trinh ban chinh dé ddi chiéu)
- Vian ban thoa thuan vé viéc sira 15i sai sot trong hop dong, giao dich
da dugc chimng thyc.

- Hop dong, giao dich da dugc chimng thyc;

- Ban sao gidy chirmg nhén quyén s¢ hiru, quyen st dung hoac ban sao
gidy to thay thé dugc phap luét quy dinh d01 voi tai sdn ma phap luat
quy dinh phai dang ky quyén sé hitu, quyén sir dung trong truong hop
hop dong, giao dich lién quan dén tai san d6 (xuat trinh ban chinh dé
dbi chleu)

b) Sé Iwong hé so: 01 bd

Thoi han giai quyét:

Thoi han thyc hién yéu cau ching thue phai dugce bao dam ngay trong
ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan sau 15 gi0. Truong hop tra két qua trong ngay lam
viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi 5 thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc

Poi twong thue hién:

Ca nhan, t0 chic

Co quan thuc hién:

UBND cap huyén (Phong Tu phap)

Két qua:

Hop dong, giao dich dugc sira 16i ki thuat

Lé phi (néu c6)

L¢ phi sta 16i sai sot trong hop dong, giao dich di duoc chung thyc:
10.000 dong/hgp dong, giao dich

Tén miu don, to khai: | Khong

Yéu cau, diéu kién | Khong

thuc hién TTHC:

Cin ctr phap ly: - Nghi dinh sé 23/2015/NP-CP, ngay 16/02/2015 ciia Chinh phii vé

cdp ban sao tir ban chinh, chimg thiee chit ky va ching thiee hop dong,
giao dich;

- Théng tw lién tich sé6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015 cua
B6 Tai chinh va Bé Tw phdp quy dinh mic thu, ché dé thu, nép va
quan ly l¢ phi chung thuc ban sao tur bdan chinh, ching thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng twr s6 20/2015/TT-BTP, ngay 29/12/2015 cia B6 Tw phdp quy
dinh chitiér va hwéng ddn thi hanh mét sé diéu cua Nghi dinh
6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir
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s6 gac, chirng thyc ban sao ter ban chinh, ching thuc chir ky va chimg
thuc hop dong, giao dich
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I.2. Cép xa:

1. Tha tuc chang thue di chiic

Trinh ty thyc hién:

Bwéc 1. Ngudi yéu cau chang thuc chuan bi ho so yéu cau chang thuc
nop tai Bo phan tiép nhan va tra két qua cua UBND cap xa. Thoi gian:
Céc ngay tir thir 2 dén thir 6 hang tuan (trir cde ngay nghi, 1€).

Bugc 2. Nguoi tlep nhéan hoac cong chuc cua bo phén tiép nhén va tra
két qua kiém tra gidy to trong hd so yéu cau chung thuc, néu day du,
tai thoi diém ching thue nguoi 1ap di chic tw nguyén, minh man va
nhan thirc, 1am chu duoc hanh vi ctia minh thi chuyén cho ngudi co
tham quyén thuc hién chiing thuc.

- Nguoi lap di chic phai ky trudc mat nguoi thuc hién ching thuc

- Truong hop ngudi yéu cau chung thuc khéng ky duoc thi phai diém
chi; néu nguoi d6 khong doc dugc, khong nghe duoc, khong ky, khong
diém chi duoc thi phai ¢ 02 ngudi lam ching. Ngudi lam ching phai
c6 du nang luc hanh vi dan sy va khong co quyén, loi ich hoac nghia
vu lién quan dén giao dich. Nguoi 1am ching do nguoi yéu cau chimng
thuc bd tri. Truong hop nguoi yéu cau ching thuc khong bé tri duoc
thi dé nghi co quan thuc hién chang thuc chi dinh nguoi lam chang.

- Nguoi tiép nhan hodc cong chuc cua bo phan tiép nhan va tra két qua
ghi loi chiang theo mau quy dinh; ky, ghi 13 ho tén, déng dau cua co
quan thuc hién ching thuc va ghi vao so ching thyc. Déi véi di chic
cé tur 02 trang tro 1€n, thi ting trang phai danh so tha tu, ¢ chit ky cua
ngudi yéu cau ching thuc va nguoi thuc hién ching thuc; sé luong
trang va 101 chimg duoc ghi tai trang cudi caa di chuc. Trudng hop di
chic c6 tir 02 to tro 1én thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chang thuc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi ¢
nang lyc hanh vi din sy diy du theo quy dinh cua phép luat, thong
thao tiéng Viét va ngon ngit ma ngudi yéu cau ching thuc st dung.
Nguoi phién dich do nguoi yéu cau chung thuc moi hoic do co quan
thuc hién ching thyc chi dinh. Thi lao phién dich do ngudi yéu cau
chung thuc tra. Nguoi phién dich c6 trach nhiém dich day dua, chinh
xéac ndi dung cua di chuc, ndi dung 1oi ching cho ngudi yéu cau ching
thuc va ky vao tung trang di chuc vai tu cach 1a nguoi phién dich.
Buwéc 3. Nguoi yéu cau chirng thuc nop 1é phi va nhan két qua tai Bo
phan tiép nhan va tra két qua cua UBND cap xa; Thoi gian: Cac ngay
tir thir 2 dén thir 6 hang tuan (trar cac ngay nghi, 1€).

Céch thire thwe hién:

Tryc tiép tai tru s UBND cap xa

Thanh phan, s6 lrgng
ho so:

a) Thanh phan hé so:

- Dy thao di chuc.

- Ban sao Gidy ching minh nhan dan hodc Ho chiéu con gia tri su
dung cua nguoi yéu cau ching thuc (Xuat kém ban chinh dé dbi chiéu)

- Ban sao Gidy chang nhan quyén s¢ hiu, quyen st dung hoac ban sao
gidy to thay thé duoc phap luat quy dinh dol Vo1 tal sdn ma phap luat
quy dinh phai dang ky quyén sé hitu, quyén sir dung trong truong hop
hop dong, giao dich lién quan dén tai san do; trir truong hop nguoi 18p
di chuc dang bi cai chét de doa dén tinh mang (xuét trinh kém ban
chinh dé d6i chiéu).

b) Sé Iwong hé so: 01 bd

Thoi han giai quyét:

Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan du ho so yéu cau
ching thuc hoic c6 thé kéo dai hon theo thoa thuan bang vin ban véi
ngudi yéu cau chang thuc. Truong hop kéo dai thoi han giai quyét thi
ngudi tiép nhan hd so phai c6 phiéu hen ghi r5 thoi gian (gid, ngay) tra
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két qua cho ngudi yéu cau chang thuc

Poi twong thue hién:

C4 nhan, to chuc

Co quan thuc hién:

UBND cép xa.

Két qua: Di chuc duoc chang thyuc

Lé phi (néu cé) L& phi chuang thyc di chuc: 30.000 dong/di chuc

Tén miu don, t& khai: | Khong

Yéu cau, diéu kién | Khong

thuc hién TTHC:

Cin cit phap ly: - Nghi dinh s6 23/2015/NB-CP ngay 16/02/2015 ciia Chinh phii vé cap

ban sao tir s6 goc, ching thuec ban sao tir ban chinh, chimg thyc chiz
ky va chieng thuc, hop dong giao dich.

- Théng tw lién tich s¢ 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bé Tai chinh va Bé Tw phdp quy dinh mitc thu, ché dé thu, ngp va
quan Iy I¢é phi chung thyc ban sao tir ban chinh, chuing thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP, ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiér va huwong dan thi hanh mét sé diéu cua Nghi dinh
S6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phi vé cdp ban sao tir
s6 goc, ching thyrc ban sao tir ban chinh, chimg thuec chiz ky va ching
thurc hop dong, giao dich
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2. Thii tuc chirng thwe van ban tiv chéi nhén di sin

Trinh ty thuc hién:

Buwéc 1. Ngudi yéu cau chung thuc chuan bi ho so yéu cau ching thuc
ndp tai BO phan tiép nhan va tra két qua cia UBND cép x4. Thoi gian:
Tur thir 2 dén thtr 6 hang tuan (trir cde ngdy nghi, 1é).

Budre 2. Nguoi tiép nhan hoac cong chirc cia by phén tiép nhan va tra
két qua kiém tra gidy to trong hd so yéu cau chimg thuc, néu day du,
tai thoi diém chtng thuc nguoi tir chdi nhan di san tu nguyén, minh
man va nhan thic, lam chit dugc hanh vi ctia minh thi chuyen cho
ngudi co thdm quyén thyc hién ching thyc.

- Nguoi tir chdi nhan di san ky trude mat nguoi thuc hién chung thuc.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém
chi; néu nguoi d6 khong doc dugc, khong nghe duoc, khong ky, khong
diém chi duoc thi phai c6 02 ngudi 1am chimg. Nguoi lam ching phai
c6 du nang luc hanh vi dan su va khong co quyén, loi ich hodc nghia
vu lién quan dén giao dich. Ngudi 1am chting do nguoi yéu cau ching
thuc bd tri. Truong hop nguoi yéu cau ching thuc khong bé tri duoc
thi dé nghi co quan thuc hién chang thuc chi dinh nguoi lam chang.

- Ngudi tiép nhan hoic cong chuc cua bd phan tiép nhan va tra két qua
ghi 161 chang theo mau quy dinh; ky, ghi rd ho tén, dong diu cua co
quan thuc hién ching thuc va ghi vao s6 ching thue. Di Vi vin ban
tir chdi 6 tir 02 trang tré 1én, thi ting trang phai danh sé thir tw, c6 chir
ky ctia ngudi yéu cau ching thuc va nguoi thuc hién ching thuc; sé
lwong trang va 1o ching duoc ghi tai trang cudi cua van ban tir chdi
nhan di san. Truong hop vin ban tir chdi nhan di san c6 tir 02 to tro 1én
thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chang thuc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi ¢
nang lyc hanh vi dan sy ddy du theo quy dinh cua phép luat, thong
thao tiéng Viét va ngon ngit ma ngudi yéu cau ching thuc st dung.
Nguoi phién dich do nguoi yéu cau chang thuc moi hoic do co quan
thuc hién chiing thyc chi dinh. Thi lao phién dich do ngudi yéu cau
chung thuc tra. Nguoi phién dich c6 trach nhiém dich day dua, chinh
xac ndi dung ctia van ban tir chdi nhan di san, noi dung 1oi chiing cho
ngudi yéu cau ching thuc va ky vao tiing trang van ban tir chbi nhan
di san véi tu cach la nguoi phién dich.

Budc 3. Nguoi yéu cau ching thyc ndp 1€ phi va nhan két qua tai Bo
phan tiép nhan va tra két qua caia UBND cip xa. Thoi gian: Tir thir 2
dén thtr 6 hang tuan (trie cdc ngay nghz 16)

Céch thirc thuce hién:

Nop ho so truc tlep tai try s UBND cap xa.

Thanh phan, s6 lrgng
ho so:

a) Thanh phan hé so:

- Du thao vin ban tir chdi nhén di san.

- Ban sao Gidy chimg minh nhan dan hodc Ho chiéu con gia tri sir
dung cua nguoi yéu cau chimg thue (xuat kém ban chinh dé dbi chiéu).

- Ban sao Gidy ching nhan quyén s hitu, quyen str dung hodc ban sao
gidy to thay thé dugc phap luat quy dinh d01 Vo1 tal sdn ma phap luat
quy dinh phai dang ky quyén sé hitu, quyén sir dung trong truong hop
hop dong, giao dich lién quan dén tai san d6 (xudt trinh kém ban chinh
dé dbi chiéu).

b) Sé lirong hé so: 01 bo

Thoi han gidi quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau
chimg thyc hodc ¢6 thé kéo dai hon theo thoa thuan bang vin ban voi
nguol yéu cau chimg thue. Truong hop keo dai thoi han giai quyét thi
ngudi tiép nhan hd so phai c¢6 phiéu hen ghi rd thoi gian (gio, ngay) tra
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két qua cho ngudi yéu cau chang thuc

Poi twong thue hién:

Ca nhan, t6 chirc

Co quan thuc hién:

UBND cap xa.

Két qua: Vin ban tir chdi nhan di san dwoc chimg thyc

Lé phi (néu cé) L& phi chang thuc giao dich: 30.000 dong/giao dich

Tén miu don, t& khai: | Khong

Yéu cau, diéu kién | Khong

thuc hién TTHC:

Cin cit phap ly: - Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phii vé cdp

ban sao tir s6 goc, chimg thie ban sao tir ban chinh, chimg thue chiv
ky va chieng thue, hop dong giao dich.

- Théng tw lién tich sé 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bé Tai chinh va Bé Tw phdp quy dinh mitc thu, ché dé thu, ngp va
quan Iy I¢é phi chung thyc ban sao tir ban chinh, chuing thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP, ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiér va huwong dan thi hanh mét sé diéu cua Nghi dinh
6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi vé cdp ban sao tir
s6 goc, chieng thyrc ban sao tir ban chinh, chimg thuec chiz ky va chiing
thurc hop dong, giao dich
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3. Thii tuc chikng thwe vin béin khai nhin di sin ma di san la dpng sin, quyén sir
dung dat, nha o.

Trinh ty thyc hién: Buée 1. Ngudi yéu cau chimg thuc chuan bi ho so yéu cau chung thuc
ndp tai BO phan tiép nhan va tra két qua cia UBND cép x4. Thoi gian:
Tur thir 2 dén thtr 6 hang tuan (trir cde ngdy nghi, 1é).

Buwéc 2. Ngudi tiép nhan hodc cong chirc cuia bd phén tiép nhan va tra
két qua kiém tra gidy to trong hd so yéu ciu ching thyc, néu day du,
tai thoi diém ching thyc cac bén tham gia van ban khai nhan di san ty
nguyén, minh man va nhén thire, lam chi duoc hanh vi cia minh thi
chuyén cho ngudi c6 tham quyén thyc hién ching thyec.

- Céc bén tham gia khai nhan di san phai ky trudc mat nguoi thuc hién
chung thyc.

- Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém
chi; néu ngudi d6 khong doc duge, khong nghe dugc, khong ky, khong
diém chi duoc thi phai c6 02 ngudi 1am ching. Nguoi lam chung phai
¢ du nang lyc hanh vi dan sy va khong c6 quyen, loi ich hodc nghia
vu lién quan dén giao dich. Nguoi lam chung do nguoi yéu cau chung
thuc bd tri. Trudng hop ngudi yéu cau chimg thuc khong bé tri duge
thi d& nghi co quan thuc hién chimg thyuc chi dinh ngudi 1am chimg.

- Ngudi tiép nhan hodc cong chirc ciia bd phén tiép nhan va tra két qua
ghi 161 chung theo mau quy dinh; ky, ghi rd ho tén, dong déu cua co
quan thuc hién chtng thuc va ghi vao so chimg thuc. Doi voi van ban
khai nhan di san c6 tir 02 trang tré 1én, thi ting trang phai danh sé thir
tu, c6 chit ky cua ngudi yéu cau ching thuc va ngudi thue hién chimg
thue; s6 lwong trang va 101 ching duoc ghi tai trang cudi clia van ban
khai nhan di san. Truong hop van ban khai nhan c6 tir 02 to trd 1€n thi
phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chang thuc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi ¢
nang lyc hanh vi dan sy diy du theo quy dinh cua phép luat, thong
thao tiéng Viét va ngon ngit ma ngudi yéu cau ching thuc st dung.
Nguoi phién dich do nguoi yéu cau chung thuc moi hoac do co quan
thuc hién chiing thyc chi dinh. Thi lao phién dich do ngudi yéu cau
chung thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh
xac ndi dung cua van ban khai nhan di san, ndi dung 161 chiing cho
ngudi yéu cau ching thuc va ky vao timg trang vin ban khai nhan
nhén di san vai tu cach 1a nguoi phién dich.

Budc 3. Nguoi yéu cau ching thyc ndp 1€ phi va nhan két qua tai Bo
phén tiép nhan va tra két qua caia UBND cip xa. Thoi gian: Tir thir 2
dén thtr 6 hang tuan (trir cac ngay nghz 1é).

Cich thirc thuc hién: | Nop ho so truc tlep tai tru s UBND cap xa.

Thanh phan, s6 lwong | a) Thanh phan hé so:

ho so: - Du thao van ban khai nhan di san.

- Ban sao Giéy chirng minh nhan dan hodac Ho chiéu con gia tri su
dung ctia nguoi yéu cau ching thyce (xut kém ban chinh dé d6i chiéu).
- Ban sao Gidy chimg nhén quyén so hiru, quyen st dung hodc ban sao
gidy to thay thé duoc phap luét quy dinh do1 vé&i tai san ma phap luat
quy dinh phai dang ky quyén s¢ hiru, quyen st dung trong truong van
ban khai nhan lién quan dén tai san d6 (xuat trinh kém ban chinh dé
dbi chiéu).

b) Sé Iwong hé so: 01 bo

Thoi han giai quyét: Khoéng qua 02 (hai) ngay lam viéc, ké tu ngay nhén du ho so yéu cau
chirng thyc hodc c6 thé kéo dai hon theo thda thuin bang van ban véi
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nguoi yéu cau ching thue. Truong hop keo dai thoi han giai quyét thi
nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chung thyc

Poi twong thue hién:

C4 nhan, to chuc

Co quan thuc hién:

UBND cép xi.

Két qua: Vin ban khai nhan di san dugc ching thuc.

Lé phi (néu c6) L& phi chang thyc giao dich: 30.000 dong/giao dich

Tén miu don, t& khai: | Khong

Yéu cau, diéu kién | Khong

thuc hién TTHC:

Can cu phap ly: - Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cdp

ban sao tir s6 goc, chimg thyc ban sao tir ban chinh, chimg thuc chir
ky va chieng thue, hop dong giao dich.

- Théng tw lién tich sé 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va B Tw phdp quy dinh mizc thu, ché dg thu, ngp va
Quan Iy I¢é phi ching thyc ban sao tir ban chinh, ching thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP, ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiér va hwong dan thi hanh mét sé diéu cua Nghi dinh
s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi vé cdp ban sao tir
s6 goc, ching thurc ban sao tir ban chinh, chimg thuec chiz ky va ching
thurc hop dong, giao dich
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4. Thu tuc ching thuc vin bdn thoa thudn phdn chia di san ma di sdn la dong
sdan, quyén sw dung dat, nha o.

Trinh ty thyc hién: Buée 1. Ngudi yéu cau chimg thuc chuan bi ho so yéu cau chung thuc
ndp tai BO phan tiép nhan va tra két qua caia UBND cép x4. Thoi gian:
Tur thir 2 dén thtr 6 hang tuan (trir cde ngdy nghi, 1é).

Buwéc 2. Ngudi tiép nhan hodc cong chirc cuia bd phén tiép nhan va tra
két qua kiém tra gidy to trong hd so yéu ciu ching thyc, néu day du,
tai thoi diém chimg thyc cac bén tham gia thoa thuén phén chia di san
tu nguyén, minh man va nhan thirc, lam chu duoc hanh vi ciia minh thi
chuyén cho ngudi c6 tham quyén thyc hién ching thyec.

- Cac bén tham gia thoa thuan ky trudc mat nguoi thuc hién ching
thuec.

- Truong hop ngudi yéu cau ching thue khong ky duge thi phai diém
chi; néu ngudi d6 khong doc duge, khong nghe dugc, khong ky, khong
diém chi duoc thi phai c6 02 ngudi 1am ching. Nguoi lam chung phai
¢ du nang lyc hanh vi dan sy va khong c6 quyen, loi ich hodc nghia
vu lién quan dén giao dich. Nguoi lam ching do nguoi yéu cau chung
thuc bd tri. Trudng hop ngudi yéu cau chimg thuc khong bé tri duge
thi d& nghi co quan thuc hién chimg thyuc chi dinh ngudi 1am chimg.

- Ngudi tiép nhan hodc cong chic cia bd phan tiép nhan va tra két qua
ghi 161 ching theo mau quy dinh; ky, ghi rd ho tén, dong du cua co
quan thuc hién ching thuc va ghi vao s6 chimg thyc. D6i véi vin ban
thoa thuan c6 tir 02 trang trd 1én, thi timg trang phai danh sd tht tw, co
chit ky ctua ngudi yéu cau ching thuc va ngudi thuc hién chimg thuc;
s6 luong trang va 101 chimg dugc ghi tai trang cudi cta van ban thoa
thuan. Truong hop van ban thoa thuan co tir 02 to trd 1én thi phai dong
dau giap lai.

- Trong truong hop ngudi yéu cau chang thuc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi ¢
nang lyc hanh vi dan sy ddy du theo quy dinh cua phép luat, thong
thao tiéng Viét va ngon ngit ma ngudi yéu cau ching thuc st dung.
Nguoi phién dich do nguoi yéu cau chung thuc moi hoic do co quan
thuc hién chiing thyc chi dinh. Thi lao phién dich do ngudi yéu cau
chung thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh
xac ndi dung cua van ban théa thudn, ndi dung 161 chimg cho nguoi
yéu cau chimg thuc va ky vao timg trang vin ban thoa thuan véi tu
cach 1a nguoi phién dich.

Budc 3. Nguoi yéu cau ching thyc ndp 1€ phi va nhan két qua tai Bo
phén tiép nhan va tra két qua caia UBND cip xa. Thoi gian: Tir thir 2
dén thtr 6 hang tuan (trir cac ngay nghz 1é).

Cich thirc thue hién: | Nop ho so truc tlep tai tru s UBND cap xa.

Thanh phan, s6 lwong | a) Thanh phan hé so:

ho so: - Dy thdo van ban thda thuan phan chia di san.

- Ban sao Giéy chirng minh nhan dan hodac Ho chiéu con gia tri su
dung ctia nguoi yéu cau ching thyce (xut kém ban chinh dé d6i chiéu).

- Ban sao Gidy chimg nhén quyén so hiru, quyen st dung hodc ban sao
gidy to thay thé duoc phap luét quy dinh do1 vé&i 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 d6 (xudt trinh kém ban chinh
dé ddi chiéu).

b) Sé Iwong hé so: 01 bo

Thoi han giai quyét: Khoéng qua 02 (hai) ngay lam viéc, ké tu ngay nhén du ho so yéu cau
chirng thyc hodc c6 thé kéo dai hon theo thda thuin bang van ban véi
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nguoi yéu cau ching thue. Truong hop keo dai thoi han giai quyét thi
nguoi tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chung thyc

Poi twong thue hién:

C4 nhan, to chuc

Co quan thuc hién:

UBND cép xi.

Két qua: Vian ban thoa thuan phan chia di san dugc chung thuec.

Lé phi (néu cé) L& phi chang thyc giao dich: 30.000 dong/giao dich

Tén miu don, t& khai: | Khong

Yéu cau, diéu kién | Khong

thuc hién TTHC:

Can cu phap ly: - Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cdp

ban sao tir s6 goc, ching thyc ban sao tir ban chinh, chimg thuc chir
ky va chieng thue, hop dong giao dich.

- Théng tw lién tich sé 158/2015/TTLT-BTC-BTP, ngay 12/10/2015
cua Bg Tai chinh va B Tw phdp quy dinh mizc thu, ché dg thu, ngp va
Quan Iy I¢é phi ching thyc ban sao tir ban chinh, ching thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng tw s6 20/2015/TT-BTP, ngay 29/12/2015 cua Bé Tw phdp quy
dinh chitiér va hwong dan thi hanh mét sé diéu cua Nghi dinh
s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi vé cdp ban sao tir
s6 goc, ching thurc ban sao tir ban chinh, chimg thuec chiz ky va ching
thurc hop dong, giao dich

273



http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=23/2015/N%C4%90-CP&area=2&type=0&match=False&vc=True&lan=1

5. Thii tuc sira 16i sai sét trong hop dong, giao dich da dwoc chirng thuc.

Trinh ty thuc hién:

Buwéc 1. Ngudi yéu cau chimg thuc chuan bi hd so yéu cau ching thuc
va nop tai bd phan tiép nhan va tra két qua cia UBND cép xa. Thoi
gian: Tur thir 2 dén thir 6 hang tuan (trir cde ngay nghi, 16).

- Viéc stra 131 sai sot trong ghi chép, ddnh may, in hop dong, giao dich
da duogc chung thuc dugc thuc hi¢n theo thoa thuan bﬁng van ban cua
cac bén tham gia hop dong, giao dich, néu khong 1am anh huéng dén
quyén, nghia vu cta céc bén va dugc thuc hién tai co quan da ching
thuc hop dong, giao dich.

Buwéc 2. Nguoi tiép nhan hodc cong chirc ciia bo phan tiép nhan va tra
két qua gach chén 15i sai sot can stra, déng dau cua co quan thyc hién
chung thuc va ghi vao bén 1& cta hop dong, giao dich ndi dung di sira,
ho tén, chir ky ctia nguoi sira, ngay thang nam sura.

Buéc 3. Nguoi yéu céu ching thye ndp 1€ phi va nhan két qua tai noi
nop ho so. Thoi gian: Tur thir 2-thir 6 trong tuan (trir cac ngay nghi, 18).

Céch thire thuce hién:

Nop hd so truc tiép tai try sO co quan hanh chinh

Thanh phin, so lwong
ho so:

a) Thanh phan hé so, gom:

- Ban sao Glay chimg minh nhan dan hodc HO chiéu con gia tri su
dung ctia ngudi yéu cau ching thue (xuat trinh ban chinh dé doi chiéu)
- Vian ban thoa thuan vé viéc sira doi, bd sung, hiy bé hop dong, giao
dich ciia cac bén tham gia hgp dong, giao dich.

- Hop dong, giao dich da dugc ching thyc;

- Ban sao gidy chirmg nhén quyén s¢ hiru, quyen st dung hoac ban sao
gidy to thay thé dugc phap luét quy dinh d01 voi tai sdn ma phap luat
quy dinh phai dang ky quyén sé hitu, quyén st dung trong trudng hop
hop dong, giao dich lién quan dén tai san d6 (xuét trinh ban chinh dé
dbi chiéu)

b) Sé Iwong hé so: 01 bd

Thoi han giai quyét:

Thoi han thyc hién yéu cau ching thue phai dugce bao dam ngay trong
ngay co quan, t6 chic tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan sau 15 gi0. Truong hop tra két qua trong ngay lam
viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi 5 thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc

Poi twong thwe hién:

Ca nhan, t0 chic

Co quan thuc hién:

UBND cip x4

Két qua:

Hop dong, giao dich dugc sira 16i ki thuat

Lé phi (néu c0)

L¢ phi sura 16i sai sot trong hop dong, giao dich di dwoc ching thyc:
10.000 dong/hgp dong, giao dich

Tén miu don, to khai: | Khong

Yéu cau, diéu kién | Khong

thuc hién TTHC:

Cin ctr phap ly: - Nghi dinh sé 23/2015/ND-CP, ngay 16/02/2015 ciia Chinh phii vé

cdp ban sao tir ban chinh, chimg thiee chit ky va ching thiee hop dong,
giao dich;

- Thong tw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015 cua
B6 Tai chinh va Bé Tw phdp quy dinh mic thu, ché dé thu, nép va
quan ly l¢ phi chung thuc ban sao tur bdan chinh, ching thuc chir ky,
chitng thuec hop dong, giao dich.

- Théng tw s6 20/12015/TT-BTP, ngay 29/12/2015 cia Bé Tu phdp quy
dinh chitiét va hwéng ddn thi hanh mét sé diéu cua Nghj dinh
$6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir
s6 gac, ching thyc ban sao tir ban chinh, chirng thuec chir ky va chimng
thuec hop dong, giao dich
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6. Thai tuc chimng thuc vige sira déi, bé sung, hiy bé hgp dong, giao dich.

Trinh ty thuc hién:

Bwéc 1. Ngudi yéu cau ching thuce chuan bi ho so yéu cau ching thuc
va nop tai bo phan tiép nhan va tra két qua cua UBND cép xa. Thoi
gian: Tir thir 2 dén thir 6 hang tuan (trir cdc ngdy nghi, 18). Xuat trinh
gidy to tuy than con gid tri st dung dé nguoi thyc hién ching thuc
kiémtra.

- Viéc stra d6i, bd sung, huy bo hop ddng, giao dich da dwoc chung
thuc chi duoc thuc hién khi c6 thoa thuan bang vin ban caa cic bén
tham gia hop dong, giao dich.

- Viéc stra d6i, bd sung, huy bo hop dong, giao dich dugc thuc hién tai
co quan da chung thyc hop ddng, giao dich. Truong hop sta ddi, bd
sung, thay thé, hay bo mét phan hoic toan bo di chac thi ¢ thé ching
thuc tai bat ky co quan c6 tham quyén ching thue nao.

Bwéc 2. Nguoi tiép nhan hoic cong chuc cua bo phan tiép nhan va tra
két qua kiém tra gidy to trong ho so yéu cau ching thuc, néu day du tai
thoi diém chang thuc cac bén tham gia hop ddng, giao dich ty nguyén,
minh man va nhan thirc, lam chi dugce hanh vi ciia minh thi co quan
thuc hién chiing thuc tién hanh ching thuc.

- Céc bén tham gia hop dong, giao dich phai ky tru¢c mat nguoi thuc
hi¢n chung thyuc. Truong hop nguoi co tham quyén giao két hop ddng
cla céc to chirc tin dung, doanh nghiép da dang ky chir ky mau tai co
quan thuc hién chang thyuc thi ¢6 thé ky truéc vao hop dong; ngudi
thyc hién chiing thuc phai déi chiéu chir ky ciia ho trong hop dong voi
chir ky mau trudc khi thuc hién chung thuc, néu nghi ngo chit ky trong
hop ddng khac véi chir ky mau thi yéu cau nguoi d6 ky trudc mit.

- Truong hop ngudi yéu cau ching thyc khong ky dugc thi phai diém
chi, néu ngudi d6 khong doc duoc, khong nghe duogc, khong ky, khong
diém chi duoc thi phai c6 02 (hai) ngudi lam chirng. Nguoi lam chung
phai c¢6 dii nang lyc hanh vi dan sy va khong c6 quyén, loi ich hoac
nghia vu lién quan dén hop dong giao dich. Nguoi lam ching do
ngudi yéu cau ching thuc bd tri. Trudng hop ngudi yéu ciu chimng
thue khong b tri dugc thi d& nghi co quan thuc hién ching thuc chi
dinh nguoi lam ching.

- Nguoi tiép nhan hodc cong chirc ciia bo phan tiép nhan va tra két qua
ghi 161 chimg tuong @ng véi tirng loai hop ddng, giao dich theo mau
quy dinh; ky, ghi 1 ho tén, dong dau cua co quan thyc hién chiing thuc
va ghi vao sd chung thuc. Béi voi hop dong, giao dich c6 tir 02 (hai)
trang trg 1én, thi ting trang phai duge danh so thur ty, c6 chir ky cua
ngudi yéu cau ching thuc va nguoi thuc hién chung thuyc; s6 lugng
trang va 10i chimg duoc ghi tai trang cudi cua hop dong, giao dich.
Trudng hop hop dong, giao dich c6 tir 02 (hai) to tro 1én thi phai déng
dau giap lai.

- Trong trudng hop ngudi yéu cau chang thuc khong thong thao tiéng
Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi c6
nang lyc hanh vi dan sy day du theo quy dinh cua phap luat, thong thao
tiéng Viét va ngdn ngit ma nguoi yéu cau ching thuc sir dung. Nguoi
phién dich do nguoi yéu cau ching thuc moi hoac do co quan thuc
hién chtng thuc chi dinh. Thu lao phién dich do ngudi yéu cau chang
thuc tra. Nguoi nguoi phién dich c¢o trach nhiém dich dﬁy du, chinh
x4c ndi dung cua hop dong, giao dich, noi dung 16i ching cho nguoi
yéu cau chung thuc va ky vao ting trang hop dong véi tu cach 1a
nguoi phién dich.

Budéc 3. Ngudi yéu cau ching thuc nop 1& phi va nhan két qua tai noi
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nop ho so. Thoi gian: Tir thir 2 dén thir 6 trong tuan (trir cac ngay nghi,
13).

Cach thirc thwe hién:

Nop ho so truc tiép tal tru SO co quan hanh chinh

Thanh phan, s6 lwong
ho so:

a) Thanh phan hé so:

- Hop ddng, giao dich di dwoc chang thuc;

- Du thao hop ddng, giao dich stra ddi, bd sung, huy bo hop dong giao
dich da dugc chung thuc.

- Trong truong hop ndi dung stra dbi, bo sung co lién quan dén tai san
thi ngudi yéu cau chung thyc phai nop ban sao (kém theo ban chinh dé
dol chiéu) gidy chang nhéan quyen so hitu, quyen su dung hoac ban sao
gidy to thay thé dugc phép luat quy dinh dol Véi tai san ma phap luat
quy dinh phai ding ky quyén so hitu, quyén st dung trong truong hop
hop dong, giao dich lién quan dén tai san do, trir truong hop ngudi 1ap
di chuc dang bi cai chét de doa dén tinh mang.

b) Sé lweng hé so: 01 bo

Thoi han giai quyét:

Thoi han thuc hién yéu cau chang thuc phai dugc bao dam ngay trong
ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam viéc tiép
theo, néu tiép nhan sau 15 gi0. Truong hop tra két qua trong ngay lam
viéc tiép theo thi nguoi tiép nhan ho so phai c6 phiéu hen ghi 16 thoi
gian (gio, ngay) tra két qua cho ngudi yéu cau chimng thuc

Poi twong thwe hién:

C4 nhan, to chuc

Co quan thuc hién:

UBND cép xa.

Két qua:

Hop dong, giao dich da duoc chang thyc.

Lé phi (néu c0)

- Chimg thyc stra doi, bd sung, huy bé hop dong, giao dich: 20.000
dong/hgp dong, giao dich.

Tén méu don, to khai:

Khong

Yéu cau, dieu Kién

Viéc sira ddi, bo sung, hiy bo hop dong, giao dich da duoc chung thuc

thyc hién TTHC: chi duoc Fhuc hién khi c6 thoa thuan bang van ban cua cac bén tham
gia hop dong, giao dich.
Can cur phap ly: - Nghi dinh so 23/2015/NP-CP, ngay 16/02/2015 cua Chinh phu ve

cdp ban sao tir ban chinh, chirng thie chit ky va ching thiee hop dong,
giao dich;

- Thong tw lién tich s6 158/2015/TTLT-BTC-BTP, ngay 12/10/2015 cua
B6 Tai chinh va Bé Tw phdp quy dinh mic thu, ché dé thu, nép va
quan Ly 1¢é phi chung thuc ban sao tor ban chinh, ching thuc chi ky,
chitng thuee hop dong, giao dich

- Théng tw s6 20/2015/TT-BTP, ngay 29/12/2015 cia B6 Tw phdp quy
dinh chitiér va hwéng ddn thi hanh mét sé diéu cua Nghi dinh
S6 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir
s6 gac, ching thyc ban sao tir ban chinh, chirng thuec chir ky va chimng
thuec hop dong, giao dich
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