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IL. LINH VUC HO TICH
1. Thi tuc ding ky khai sinh
a) Trinh ty thue hién

- Nguoi ¢6 yéu cau dang ky khai sinh nép hd so tai B phén tiép nhan hd so
va tra két qua cap xa cd tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hod so, doi chiéy

théng tin trong To khai va tinh hop I¢ ctia gidy to trong hd so do nguoi yéu cau
nop, xuat trinh.

- Néu hd so déy du, hop 1€, nguoi tiép nhan ho so viét giéy tiép nhan, trong
d6 ghi 15 ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi huéng dan
ngudi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung,
hoan thién hé so ngay thi phai 1ap thanh van ban huéng dan, trong d6 néu s loai
giéy to, ndi dung can b sung, hoan thién, ky, ghi rd ho, chiy dém, tén cua nguoi
tiép nhan.

- Ngay sau khi nhén du gidy tor theo quy dinh, néu thay théng tin khai sinh
day du va phu hop, cong chirc tu phap - ho tich béo cdo Chu tich Uy ban nhan dan
cép Xa. Trudng hop Chu tich Uy ban nhan dan cap xa dong y giai quyét thi cong
chire tu phap - h¢ tich cap nhat théng tin khai sinh theo huéng dan dé ldy Sé dinh
danh ¢4 nhan, ghi néi dung khai sinh vao S& dang ky khai sinh, huéng dan nguoi di
dang ky khai sinh kiém tra ndi dung Gidy khai sinh va S6 dang ky khai sinh,ctng
nguoi di dang ky khai sinh ky tén vao S3. Chu tich Uy ban nhan dan cip xa ky01
ban chinh Gidy khai sinh c4p cho nguoi dugc dang ky khai sinh, s¢ luong ban sao

A

Gidy khai sinh duoc cdp theo yéu cau,
*Luuy:

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me cé trich nhiém
dang ky khai sinh cho con; truong hop cha, me khong the dang ky khai sinh cho
con thi éng hodc ba hodic nguot than thich khdc hode cd nhdn, 16 chire dang nuoi
dudng tré em cé trdach nhiém dang ky khai sinh cho tré em.

- Truong hop ding ky khai sinh cho tré bi bo roi thi sau khi nhén duoc
thong bdo, Chii tich Uy ban nhdn déan cdp xd hodc Truong cong an cdp xa cé trich
nhiém t6 chirc ldp bién ban vé vige tré bi bo roi.

Sau khi ldp bién ban, Uy ban nhén dén cdp xa tién hanh niém Vét tai try so
Uy ban nhén din trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém yét
néu khdng c6 théng tin vé cha, me dé cua tré, Uy ban nhdn dén cdp xd théng bdo
cho cd nhdn hodic t6 chire dang tam thoi nuéi dudng tré dé tién hanh dang ky khai
sinh cho tré.

- Truong hop tré chua xdc dinh duoc cha thi ho, dan toc, qué qudn, qud'c
tich cua con dugc xdc dinh theo ho, ddn 16¢, qué quan, quéc tich cua me; phan ghi
vé cha ciia tré dé tréng. Néu vao thoi diém dang ky khai sinh nguoi cha yéu cdu
lam thii tuc nhén con thi két hop gidi quyét viée nhin con v dang ky khai sinh,




- Truong hop tré chua xdc dinh dupe me ma khi dang ky khai sinh cha Véu
cau lam thi tuc nhén con thi két hop giai quyét viéc nhén con vé dang ky khai sinh;
phan khai vé me cuia tré dé trong.

- Truong hop tré khong thuée dién bi bo roi, chua xde dinh dvoc ca cha va
me thi thuc hién tuong tu nhw dang ky khai sinh cho tré bi bo roi,nhung trong So
ho tich ghi ré “Tré chua xdc dinh duoc cha, me”.

b) Cach thirc thye hién:

- Nguoi ¢é yéu céu dang ky khai sinh truc tiép thuc hién hodc uy quyén cho
nguoi khéc thuc hién viée dang ky khai sinh;

- Nguoi thuce hién viée dang ky khai sinh co thé truc tiép nop ho so tai BO
phén tiép nhan ho so va tra két qua cép xa c6 tham quyén hoic gui hd so qua hé
thdng buu chinh hoic giri hd so theo hé thong dang ky ho tich truc tuyén.

¢) Thanh phan hd so-

* Gidy tor phii xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudce cong déan hoic
cac gidy to khac c6 dan anh va théng tin ca nhédn do co quan c¢6 thim quyén cap,
con gid tri st dung dé chirmg minh vé nhén than cua nguoi cé yéu cau diang ky
khai sinh;

- Gidy to ching minh noi cu tri dé chirng minh tham quyén dang ky khai
sinh; trudng hop cha, me cua tré d3 dang ky két hon thi phai xuat trinh Giay ching

’

nhén két hon (trong giai doan chuyén ti€p).

Truong hop guri hé so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 chimg thuc cac gidy to phai xudt trinh néu trén.

* Gidy tor phai nop:

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy chiing sinh; truong hop khong c6 Gidy chimg sinh thi ngp
van ban cia nguoi lam chimg xac nhan vé viéc sinh; néu khong c6 nguoi lam
chung thi phai ¢6 gidy cam doan vé viéc sinh;

- Truong hop tré em bi b roi thi phéi ¢6 bién ban vé viéc tré bi bé roi do co
quan c6 tham quyén lap.

- Trudng hop khai sinh cho tré em sinh ra do mang thai h¢ phai ¢6 van ban
xac nhén cla co s¢ y té da thuc hién k¥ thuat ho tro sinh san cho viéc mang thai ho.

- Van ban uy quyén (duoc ching thuc) theo quy dinh cua phdp luat trong
truong hop Uy quyén thuc hién viéc dang ky khai sinh.

* Luu y:

- Déi voi gidy to ndp, xuat trinh:

+ Trudng hop ngudi yéu cu ndp giy to la ban sao duoe cip tir sb gdc hoic
ban sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan ho so khéng duoc yéu



cAu xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban
chinh thi ngudi tiép nhan héd so kiém tra, dbi chiéu ban chup véi ban chinh va ky
vao ban chup xdc nhan vé viéc da dbi chidy ndi dung gidy to do, khong duogc yéu
cau nguoi di dang ky ndp ban sao gidy t&r do.

+ Déi véi gidy to xudt trinh khi dang ky ho tich, ngudi tiép nhéan 6 trach
nhiém kiém tra, ddi chiéu véi thong tin trong t& khai, chyp lai hodc ghi lai thong tin
dé luu trong hé so va tra lai cho nguoi xuat trinh, khéng duoc yéu cau nop ban sao
hodc ban chyp gidy to dé.

theo quy dinh ctia phap luat ho tich, kﬁéng duogc yéu cau nguoi dang ky h¢ tich nop
thém gidy t& ma phap luat ho tich khong quy dinh phai nop.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du hé so dang ky ho tich

- Truong hop nguoi di dang ky khai sinh cho tré em la éng, ba, nguoi
than thich khdc thi khong phdi ¢6 vin ban uy quyén cua cha, me tré em, nhung
phai thong nhat véi cha, me tré em vé cde noi dung khai sinh.

- BDoi véi vige xde dinh ho, ddn 1oc, dat tén cho tré:

+ Vige xdc dinh ho, ddn téc, dit tén cho tré em phai phit hop véi phdp ludt

va yéu cau giit gin ban sdc dan toc, 1ap qudn, truyén thong van héa 1ot dep cua Viét
Nam, khong ddt tén qua dai, khé sir dung.

+ Truong hop cha, me khéng théa thun duoc vé ho, dadn téc, qué qudn cia
con khi dang ky khai sinh thi ho, dén téc, qué quan cua con duoc xdc dinh theo tap
quan nhung phai bdo dam theo ho, dan téc, qué qudn ciia cha hodc me.

- Trucng hop cho phép nguoi yéu cau dang ky hé tich Iép van ban cam
doan vé néi dung yéu cau dang ky hé tich thi co quan dang ky hé tich phai gidi
thich & cho nguoi Idp van ban cam doan vé trach nhiém, hé qua phdp Iy cua viée
cam doan khéng diing sue thi.

Co quan dang ky hé tich tir chéi gidi quyét hodic dé nghi co quan cé tham
quyén huy bo két qua ding ky hé tich, néu cé co sé xdc dinh ngi dung cam doan
khong ding su thdt.

d) S6 lwgng hd so: 07 bo

d) Thoi han gidi quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop
nhéan ho S0 sau 15 gi¢ ma khéng giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiep theo.

e) Pbi twong thuc hién thi tuc hanh chinh: C4 nhan

g) Co quan thye hién thii tuc hanh chinh:

- Uy ban nhan dan ca“ip Xa noi cu tri clia ngudi cha hodc ngudi me thyuc hién
dang ky khai sinh cho tré em;

- Uy ban nhan dan c4p x4 noi 1dp bién ban vé viée tré bi bo roi ddi véi
truong hop déng ky khai sinh cho tré b bo roi.

- Uy ban nhan dan cAp x4 noi tré dang cu trii ¢6 trach nhiém dang ky khai



sinh cho tré chua x4c dinh dugc cha, me.
h) Co' quan phéi hgp: Khong.
i) Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).
k) L¢ phi:
- Do véi truong hop dang ky khai sinh khéng dung han: 5000 dong/lan
- Mién lé phi déi véi truong hop khai sinh ding hf;:m, nguoi thude gia dinh ¢
cOng vai cach mang; ngudi thude hd nghéo; nguoi khuyét tat.
I) Miu don, miu to khai: Té khai dang ky khai sinh
m) Can cir phap ly:
- Luat H¢ tich nam 2014;
_- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh
chi tiet mét s6 dicu va bién phap thi hanh Luat Ho tich;
~ -Thong tu sof 04/2020/TT-BTP ngay 28/5/2020 cia Bo Tw phdp quy dinh chi
tiét thi hanh mét so diéu ciia Ludt Ho tich va Nghj dinh sé 123/2015/ND-CP ngay

A

15/11/2015 ciia Chinh phii quy dinh chi tiét mot 56 diéu vi bién phap thi hanh Ludt
Ho tich;

_ - Thong tw $6 85/201 9/ZT-BTQ ngay 29/11/2019 cua Bo Tai chinh heong
dan vé phi va l¢ phi thude tham quyén quyeét dinh cua Hgi dong nhén dan tinh,
thanh phé triee thuge Trung uwong.

- Nghi quyet s 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, ndp, quan ly va su
dung phi, 1 phi trén dia ban tinh Haj Duong.

2. Thii tuc ding ky két hon
a) Trinh tu thue hién

- Ngudi ¢6 yéu ciu dang ky két hon ndp ho so tai B phan tiép nhan hé so
va tra ket qua cap xa c6 thdm quyén.

- Nguoi tiép nhén cé trach nhiém kiém tra ngay toan bd hoé so, doi chiéy

thong tin trong T& khai va tinh hop 1€ cta gidy to trong ho so do nguoi yéu cau
ndp, xuat trinh.

- Néu hd so ddy di, hop 18, ngudi tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi 1 ngay, gid trd két qua; néu hd so chua ddy du, hoan thién thi huéng dan
ngay dé nguoi ndp hd so bd sung, hoan thién theo quy dinh; truong hop khong thé
b6 sung, hoan thién ho so ngay thi nguoi tiép nhan phai 18p véan ban huéng dan,
trong d6 néu rd loai gidy to, noi dung can bd sung, hoan thién, ky, ghi 1 ho, tén
clia nguoi tiép nhan.

- Ngay sau khi tiép nhan du hd so hop 18, néu thay du diéu kién két hon theo
quy dinh, cong chirc tu phép - hd tich bdo cdo Chy tich Uy ban nhan dan cap xa.



Trudng hop Chu tich Uy ban nhéan dan cap xa dong v giai quyég thi cong chire tu
phap - ho tich ghi viéc két hon vao Sé ding ky ket hon. Khi tra két qua dang ky két
hon, cdng chirc tu phap - ho tich hudng dan hai bén nam, nr kiém tra ndi dung
trong S6 ding ky két hon va Gidy chimg nhan két hén. Néu cac bén thdy ndi dung
ding, phu hop véi hd so ding ky két hon thi cong chuc tu phép - ho tich cing hai
bén nam, nir ky tén vao SO va huéng dan cac bén cung ky vao Gidy chimg nhan két
hén, Chi tich Uy ban nhén dén cdp xa t6 chic trao Gidy chig nhan két hon cho
hai bén nam, nit, m6i bén dwoc nhan 01 ban chinh Gidy chimg nhan két hon: s
lugng ban sao Trich luc két hon duoc cap theo yéu cau.

b) Cach thirc thue hién:

Nguoi ¢6 yéu cau dang ky két hon tryc tiép nop ho so tai Bo phén tiép nhan
ho so va tra két qua cap x4 c6 tham quyén (bén nam hodc bén nit ¢o thé truc tiep
ndp ho so ma khéng can c6 vin ban tiy quyén ctia bén con lai).

¢) Thanh phan hd so:
* Gidy 10 phai xudt trinh
- Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cOng dan hodc céac

gidly to khac ¢6 dén anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con
gia tri sir dung dé chirmg minh vé nhan than cua nguoi co yéu cau dang ky két hon.

- Gidy to chimg minh noi cu trii dé xac dinh thim quyén (trong giai doan
chuyén tiép).

- Trich luc ghi chu ly hén ddi véi truong hop cong dan Viét Nam ding ky
thuong trti tai dia ban xa lam thu tyc dang ky ket hon, da duoc giai quyét viéc ly
hon, hiy viéc két hon trude do tai co quan c6 thdm quyén nudc ngoai.

* Gidy tor phai ngp

- To khai déng ky két hon theo mau. Hai bén nam, nit ¢é thé khai chung vao
mot To khai dang ky két hon;

- Ban chinh Gidy xé4c nhén tinh trang h6n nhan do Uy ban nhén déan cap xa
co thdm quyén cap trong truong hop nguoi yéu cau dang ky két hon khoéng dang ky
thudng tru tai dja ban xa, phuong, thi tran lam thu tuc dang ky két hon (trong giai
doan chuyén ti€p).

*Luuy:

- Pbi véi gidy to ndp, Xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to 14 ban sao duge cap tir s6 gbe hodc
ban sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan ho so khong duoc yéu
céu xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan hd so kiém tra, déi chiéu ban chup voi ban chinh va ky
vao ban chup xac nhan veé viéc da ddi chiéu ndi dung giay to do, khong duoc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ DOi v6i gidy tor xut trinh khi dang ky ho tich, ngudi tiép nhéan 6 trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chup lai hosc ghi lai thong tin




dé luu trong hd so va tra lai cho ngudi xuat trinh, khong duge yéu cau nop ban sao
hodc ban chup gidy to dé.

+ Nguoi tiép nhén c6 trach nhiém tidp nhan ding, du ho so dang ky ho tich

theo quy dinh ctia phép luat ho tich, kﬁéng dugc yéu ciu nguoi dang ky h¢ tich nop
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

d) S6 lwgng hd so: 0/ bo

d) Thoi han gidi quyét: Ngay trong ngay tiép nhéan hd so: truong hop nhin
hd so sau 15 gi0 ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo.Truong hop cin xdc minh didy kién két hon cua hai bén nam, nit thi thoi
han gidi quyét khéng qua 05 ngay lam viéc.

e) Poi twgng thue hién thi tuc hanh chinh: C4 nhan

g) Co quan thyc hién thi tuc hanh chinh: Uy ban nhén dan cép xa noi cu
tri cua bén nam hoic bén nit.

h) Co quan phéi hop: Khéng.

i) Két qué thyuc hién thii tyc hanh chinh: Gidy ching nhan két hon(ban
chinh), moi bén vo, chong 01 ban.

.k Lg¢ Bhl’:.f)éi VOl truong hop dang ky két hon khéng ding han: 25.000
dong/lan. Mieén 1€ phi déi véi truong hop két hon ding han, nguoi thude gia dinh
¢d cong voi cach mang; nguoi thude ho nghéo; ngudi khuyet tat.

I) MAu don, mAu to khai: To khai dang ky két hon

m) Yéu ciu, didu kién thue hién thii tuc hanh chinh:

- Nam tlr dti 20 tudi r6 1én, ni¥ tir di 18 tudi tr& én:

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

- Céc bén khong bi mat nang luc hanh vi dan sur;

- Viée két hon khéng thuc mét trong cac truong hop cdm két hon, gdm:
+ Két hon gia tao;

+ Téo hon, cudng ép két hon, lira ddi két hon, can tré két hon;

+ Nguoi dang ¢6 vo, c6 chong ma két hon véi nguoi khac hodc chua cé vo,
chua c6 chong ma ket hén véi nguoi dang c6 chdng, cé vo:

+ Két hon gilta nhiing ngudi cing dong méu vé truc hé; gitra nhitg nguoi
¢6 ho trong pham vi ba doi; giita cha, me nudi voi con nudi; gitta nguoi da tung la
cha, me nudi véi con nuéi, cha chéng v0i con dau, me vo véi con ré, cha duong véi
con riéng cua vo, me ké véi con riéng cua chéng.

* Nha nude khong thiva nhdn hén nhén gitta nhitng ngudi ciing gioi tinh,
p) Can cir phap ly:

- Luét Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;



= Nghi,din‘h s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mét so diéu va bién phap thi hanh Luat Hé tich:

- Thong tw sé’ 04/2020/TT-BTP ngay 28/5/2020 ciia Bé Tu phdp quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho t;'ch’ va Nghj dz’{qh so 123/2015/ND-CP ngay
15/11/2015 cua Chinh phy quy dinh chi tiét mot s6 diéu va bién phdp thi hanh Ludt
Ho tich;

. - Thong tu 56 85/2019/TT-BTi C ngay 29/11/2019 cua B¢ Tai chinh huéng
dan ve phi va I¢ phi thuge tham quyén quyet dinh cua Hoi dong nhdn dén tinh,
thanh pho triee thuée Trung uong.

- Nghi quyet s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muec thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong

3. Thu tyc ding ky nhan cha, me, con
a) Trinh ty thye hién

- Ngudi c6 yéu cau dang ky nhan cha, me, con ndp ho so tai By phén tiép
nhén ho so va tra két qua cap xa c6 tham quyeén.

- Nguoi tiép nhén c6 trach nhiém kidm tra ngay toan bg hé so, xé4c dinh tinh
hop 1€ ctia gidy t& trong hd so do nguoi yéu cau ndp, xuét trinh; déi chiéy thong tin
trong To khai voi gidy to trong hd so.

- Néu hd so ddy du, hop 16, nguoi tiép nhan hd so viét gidy/phiéu tiép nhan,
trong do ghi rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng
dan nguoi ndp hod so bo sung, hoan thién theo quy dinh:; truong hop khong thé bo
sung, hoan thién ho so ngay thi phai 1ap thanh vin ban hudng dan, trong d6 néu rs
loai gidy to, ndi dung can bd sung, hoan thién, ky, ghi rd ho, tén cua nguoi tiép
nhan.

- Sau khi nhan du hé so, néu thdy viéc nhan cha, me, con la dung va khong
¢6 tranh chap, cong chirc tr phép - ho tich bao cdo Chu tich Uy ban nhan dén cap
xa. Truong hop Chu tich Uy ban nhan dén cap xa dong y giai quyét thi cong chirc
tu phap - ho tich ghi vao S6 ddng ky nhén cha, me, con, hudng dan nguoi yéu ciu
kiém tra néi dung Trich luc dang ky nhén cha, me, con va S6 dang ky nhéan cha,
me, con,cung cac bén ky vao S6. Chu tich Uy ban nhén dén cap xa ky cap Trich luc
déng ky nhén cha, me, con cho nguoi yéu cau.

b) Cach thirc thye hién:

Nguoi ¢ yéu cau dang ky nhan cha, me, con (mot hodc hai bén) ndp hé so
tryc ti€p tai Uy ban nhén dan cap x4 c6 thdm quyeén.

¢) Thanh phén hd so:

* Gidy tor phii xudt trinh

- Ho chiéu hodc ching minh nhéan dén hoic thé cin cude cong dan hoic cac



gidy to khéc c6 dan anh va théng tin ¢4 nhan do co quan ¢6 thim quyén cap, con
gia tri sir dung dé ching minh vé nhén than cia nguol ¢6 yéu cau ding ky nhan
cha, me, con.

- Gidy to chtmg minh noi cu tri dé xéc dinh thdm quyén déng ky nhén cha,
me, con (trong giai doan chuyén tiép).

* Gidy to' phéi ngp
- To khai dang ky nhan cha, me, con theo mau.
- Chimg ctr chimg minh quan hé cha, con hoac quan hé me, con gdm:

+ Van ban cua co quan y té, co quan giam dinh hodc co quan khéc ¢ thim
quyé€n xac nhén quan hé cha con, quan hé me con.

+ Truong hop khéng c6 vén ban néu trén thi phai c¢é van ban cam doan cua
cdc bén nhdn cha, me, con vé mdéi quan hé cha, me, con va ¢é it nhat hai nguoi lam
chitng vé moi quan hé cha, me, con.

*Luuy:

- D61 véi gidy to ndp, xudt trinh:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tlr s6 gde hodc
ban sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan hé so khong duogc yéu
cdu xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban
chinh thi nguoi tiép nhéan hod so kiém tra, doi chiéu ban chup véi ban chinh va ky
vao ban chup xac nhan vé viée da dbi chidu ndi dung giay to do, khong duoc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ Dai voi gidy to xuat trinh khi dang ky h¢ tich, nguoi tiép nhan c6 trach
nhi¢ém ki€ém tra, doi chiéu véi thong tin trong to khai, chup lai hoac ghi lai thong tin
dé luu trong ho so va tra lai cho nguoi xudt trinh, khong duoc yéu cau ndp ban sao
hoéc ban chup gidy to dé.

+ Nguoi tiép nhan c6 trach nhiém tiép nhén dung, di hd so dang ky hé tich

theo quy dinh cua phép luat hé tich, khéng dugc yéu cau nguoi dang ky ho tich nop
thém gidy to ma phép luat hé tich khong quy dinh phai nop.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp van ban cam
doan vé ngi dung yéu cau dang ky ho tich thi co quan ding ky hé tich phai giai
thich ro cho ngudi Idp vin ban cam doan vé trdch nhiém, hé qua phdp Iy ciia viée
cam doan khong dhing su thét.

Co quan dang ky hg tich tir choi giai quyét hodc dé nghi co quan cé tham
quyén huy bo két qua ding ky ho tich, néu cé co sé xdc dinh noi dung cam doan
khong diing s thdt.

d) S6 lwgng ho so: 0/ b¢

d) Thoi han gidi quyét: 03 ngay lam viéc. Truong hop can phai xdc minh
thi thoi han giai quyet khong qua 08 ngay lam viéc.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan



g) Co quan thye hién thii tuc hanh chinh: Uy ban nhan dan cap Xa noi cu
trti cua nguoi nhén hodc ngudi dugc nhan la cha, me, con.

h) Co quan phéi hop: Khong.

i) Két qua thwe hién thi tuc hanh chinh: Trich luc dang ky nhén cha, me,
con(ban chinh).

k) L¢ phi: 10.000 ddng/Ian.

Mién 18 phi cho nguoi thuge gia dinh c6 cong véi cach mang; nguoi thude
ho nghéo; nguoi khuyét tat.

I) Mau don, mAu to khai: To khai dang ky nhén cha, me, con.

m) Yéu cau, diéu ki€n thure hién thii tuc hanh chinh:

- Bén nhén va bén duoc nhan 13 cha, me, con déu con séng;

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

- Trudng hop nam, nit chung séng v6i nhau nhur vo chéng, khong dang ky
ket hon, sinh con, nguoi con song cung voi ngudi cha, khi nguoi cha lam thu tuc
nhén con ma khong lién hé duoc véi nguoi me thi khéng can cé y kién cua nguoi
me trong To khai dang ky nhén cha, me, con.

p) Can cir phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich ndm 2014;

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

- Thong tu 04/2020/TT-BTP ngay 28/5/2020 cia BS Tu phdp quy dinh chi
tiét thi hanh mét so diéu ciia Ludt Ho¢ tich va Nghj df{}?h so d ?3/201 3/ND-CP ngay
15 thang 11 nam 2015 ciia Chinh phi quy dinh chi tiét mot so diéu va bién phdp thi
hanh Ludt HP tich;,

_ - Thong tu s6 85/201 Q/ZT-BTC‘ ngay 29/11/2019 ciia B¢ Tai chinh hudng
dan vé phi va lé phi thudc tham quyén quyet dinh ciia Hoi dong nhdn dan tinh,
thanh phé truc thuge Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi ddng nhan
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, nop, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong

4. Thii tuc dang ky khai sinh két hop nhén cha, me, con
a) Trinh ty thwe hién

- Ngudi 6 yéu cau dang ky khai sinh va nhan cha, me, con ndp hé so tai Bo
phén ti€p nhén ho so va tra két qua cip xa c6 thdm quyeén.

- Ngudi tiép nhén c6 trach nhiém kiém tra ngay toan bg ho so, doi chiéu



théng tin trong T& khai va tinh hop 18 cua gidy to trong hd so do nguoi yéu cau
nop, xuat trinh.

- Néu hé so day di, hop 18, nguoi tiép nhan hé so viét gidy tiép nhan, trong
d6 ghi 1S ngay, gi tra két qua; néu ho so chua day du, hoan thién thi huéng dan
ngudi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé b sung,
hoan thién ho so ngay thi phai 1ap thanh van ban hudng dan, trong d6 néu r5 loai
gidy to, ndi dung can bd sung, hoan thién, ky, ghi 16 ho, chit dém, tén cua nguoi
tiép nhan.

- Sau khi nhan du hé so, néu théy viéc nhén cha, me, con 13 ding va khéng
c6 tranh chép; thong tin khai sinh day du va phu hop, cong chirc tu phdp - hd tich
bdo cdo Chu tich Uy ban nhan dén cdp xa. Truong hop Chu tich Uy ban nhan déan
cdp x4 dong y gidi quyét thi cong chirc tu phap - ho tich ghi néi dung nhén cha, me,
con vao S6 déng ky nhén cha, me, con; ghi ndi dung khai sinh vao S6 dang ky khai
sinh, cdp nhét théng tin khai sinh theo huéng dan dé Iay S dinh danh c4 nhan,
hudng dan nguoi yéu cau dang ky h tich kiém tra noi dung gidy t& ho tich va So
h¢ tich, cung nguoi di dang ky khai sinh va nhan cha, me, con ky tén vao So. Chu
tich Uy ban nhan dan cép Xa cép Giéy khai sinh va Trich luc nhan cha, me, con cho
ngudi yéu cAu.

b) Cach thirc thye hién:

Nguoi yéu cau dang ky khai sinh, nhén cha, me, con (mot hogc hai bén) nép
hé so truc tiép tai Uy ban nhan dan cap xa c6 tham quyén.

¢) Thanh phin hd so

* Gidy tor phii xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cuée cong déan hodc céc
gidy to khéc ¢6 dan anh va thong tin ¢4 nhan do co quan c6 tham quyén cap, con
gia tri str dung dé chimg minh vé nhan than cua nguoi ¢é yéu cau ding ky khai

sinh, nhén cha, me, con.

- Gidy to chimg minh noi cu trg dé chimg minh tham quyén dang ky khai
sinh, nhan cha, me, con (trong giai doan chuyén tiép).

* Gidy to phdi ngp:

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

- Ban chinh Gidy chimg sinh; truong hop khong c6 Gidy chimg sinh thi nop

\

van ban cla nguodi lam ching xéc nhan vé viée sinh; néu khéng ¢6 nguoi lam
chimg thi phai c6 gidy cam doan vé viéc sinh;

- Chimg ctr chimg minh quan h¢ cha, con hodc quan hé me, con gom:

*+ Van ban cia co quan y té, co quan giam dinh hodc co quan khac c¢6 thim
quyén xdc nhan quan hé cha con, quan hé me con.

+ Truong hop khdng c6 vin ban néu trén thi cde ben nhdn cha, me, con lap

van ban cam doan vé méi quan hé cha, me, con, ¢6 it nhdt hai nguoi lam ching vé
moi quan hé cha, me, con.




*Luuy:

- Déi véi gidy to ndp, xudt trinh:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir sb gde hoic
ban sao dugc chimg thuc tlir ban chinh thi nguoi tiép nhan hd so khong dugc yéu
cau xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban
chinh thi nguoi tiép nhén ho so kiém tra, d6i chiéu ban chup v6i ban chinh va ky
vao ban chup xac nhan vé viéc da doi chieu ndi dung giay t& do, khong duoc yéu
cau nguoi di dang ky ndp ban sao giay to do.

+ D0i voi gidy to xut trinh khi dang ky h tich, nguoi tiép nhan c6 trach
nhiém kiém tra, doi chiéu voi thdng tin trong t& khai, chup lai hoic ghi lai thong tin
dé luu trong ho so va tra lai cho nguoi xuat trinh, khéng duorc yéu cau ndp ban sao
hodc ban chup giay to do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, di hd so dang ky ho tich
theo quy dinh ctia phép luat ho tich, khéng duoe yéu cau nguoi diang ky ho tich nop
thém gidy to ma phap luét ho tich khdng quy dinh phai nop.

- Truong hop cho phép nguoi yéu cau dang ky ho tich ldp van ban cam
doan vé ngi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai
thich & cho nguoi ldp van ban cam doan vé trach nhiém, hé qua phdp Iy cua viéc
cam doan khéng ding s thdt.

Co quan dang ky hé tich tir chéi giai quyét hode dé nghi co quan ¢é tham
quyén huy bo két qua dang ky hg tich, néu cé co so xdc dinh ngi dung cam doan
khong diung su that.

d) S6 lwgng ho so: 07 b6

d) Thoi han gidi quyét: 03 ngay lam viée, truong hop phai xdc minh thi
thoi han gidi quyét khdng qué 08 ngay lam viéc.

e) Doi twong thue hién thi tuc hanh chinh: C4 nhan

g) Co quan thye hién thi tuc hanh chinh: Uy ban nhan dan cap x4 noi
cu tra cua ngudi cha hodc nguoi me thyc hién dang ky khai sinh két hop nhén
cha, me, con.

h) Co' quan phéi hop: Khong.

i) Két qua thyc hién thi tuc hanh chinh: Gidy khai sinh, Trich luc dang ky
nhan cha, me, con (ban chinh).

k) L€ phi: Dang ky khairsinh 5000 dong/lan; bPang ky nhan cha, me, con
10.000 dong/lan. Mién 1¢ phi doi véi trudng hop ding ky khai sinh ding han;
nguoi thude gia dinh c6 cong véi cach mang; nguoi thude hd ngheo; nguoi khuyét
tat.

) Mau dom, miu tor khai: Tor khai dang ky khai sinh, Té khai ding ky nhn
cha, me, con

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




- Bén nhén va bén dugc nhan la cha, me, con déu con song;

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

- Trudong hop nam, nit chung séng véi nhau nhu vo chong, khong dang ky
két hon, sinh con, ngudi con séng cling véi ngudi cha, khi nguoi cha lam thu tuc
nhan con ma khong lién hé dugc voi nguoi me thi khong céan ¢d y kién cua nguoi
me trong To khai dang ky nhan cha, me, con.

n) Can cir phap ly:

- Luét Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot so diéu va bién phap thi hanh Luit Ho tich;

- Thong tu sc’i’ 04/2020/TT-BTP ngay 28/5/2020 cua B6 Tu phdp quy dinh chi
tiét thi hanh mét so dieu cua Ludt HY tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Ludt
Ho tich;

_ ; Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cia B¢ Téi chinh hutng
dan vé phi va 1¢ phi thugc tham quyén quyét dinh ciia Hoi dong nhdn dan tinh,
thanh pho triec thude Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va st
dung phi, 1¢ phi trén dia ban tinh Hai Duong.

3. Thu tuc dang ky khai tir
a) Trinh ty thuc hién

- Nguoi cé yéu cau dang ky khai ttr nop ho so tai BO phan tiép nhan ho so va
tra két qua cap xa c6 tham quyén.

- Nguoi tiép nhan ¢4 trach nhiém kiém tra ngay toan bo hd so, déi chidu
thong tin trong To khai va tinh hop 1 cua gidy tor trong hé so do ngudi yéu cau
ndp, xuat trinh.

- Néu ho so day du, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
do ghi & ngdy, gi¢ trd két qua; néu hd so chua diy du, hoan thién thi huéng din
ngudi ndp hd so bd sung, hoan thién theo quy dinh; trudng hop khong thé bd sung,
hoan thién hd so ngay thi phai 1ap thanh van ban hudng dan, trong dé néu rd loai
giéy t0, ndi dung cén bd sung, hoan thién, ky, ghi rd ho, tén ctia nguoi tiép nhan.

- Ngay sau khi nhan di hé so theo quy dinh, néu thdy théng tin khai tir day
du va phu hop, céng chire tu phap - hd tich bao cdo Chu tich Uy ban nhan dan cép
xa. Trudng hop Chu tich Uy ban nhén dan cap xa dong ¥ giai quyét thi ky Trich luc
khai tir cdp cho nguoi co yéu céu; cong chuc tu phap - ho tich ghi vao SH dang ky
khai t,huéng dan nguoi yéu cau dang ky ho tich kiém tra noi dung Trich luc khai




tr va S6 ding ky khai tir, ciing ngudi di dang ky khai tir ky tén vao Sé.

b) Cach thire thuce hién:

- Nguoi ¢6 yéu cau ding ky khai tir truc tiép thuc hién hodc ty quyén cho
nguoi khéc thuc hién viée dang ky khai tu;

- Ngudi thye hién viée ding ky khai tir c6 thé truc tiép ndp ho so tai Bo phén
tiép nhén ho so va tra két qua cap xa cd tham quyén hodc gui hé so qua h¢ thong
buu chinh hogc gui ho so theo hé thong dang ky hé tich truc tuyén.

¢) dThanh phan hd so:

* Gidy to phai xudt trinh

- Ho chiéu hoic chitng minh nhan dén hogc thé can cude cong déan hodc céc
gidy t0 khéc c¢6 dén anh va thdng tin c4 nhan do co quan c6 tham quyén cap, con
gia tri s dung dé chimg minh vé nhén than cia ngudi co yéu cau dang ky khai tu;

- Gidy to chimg minh noi cu tri cudi cling cua nguoi chét dé xac dinh thim
quyén (trong giai doan chuyén tiép).

- Truong hop khéng xé4c dinh duoc noi cu tri cudi cung cua nguoi chét thi
xudt trinh giay t& ching minh noi ngudi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

Trudng hop glri hd so qua hé théng buu chinh thi phai gui kem theo ban sao
0 chimg thuc cac gidy to phai xuat trinh néu trén.

* Gidy to phdi nop

- To khai dang ky khai ttr theo mau;

e Gidy béo tir hodc gidy to thay thé Gidy béo tir do co quan c6 tham quyén
cap.

- Gidy t0, tai lidu, chitng cir do co quan, t6 chire ¢6 thim quyén cap hode
xdc nhdn hop 1é chimg minh sw kién chét déi véi truong hop dang ky khai tir cho
nguoi chét da lau, khéng co Giay bdo tir hodc gidy to thay thé Giay bdo tu.

- Vén ban iy quyén (duogc chimg thyc) theo quy dinh cta phép luét trong
trudng hop ty quyen thyc hién viée dang ky khai tir. Truong hop nguci cé trach
nhiém ddng ky khai ti iy quyén cho nguoi khdc the hién viéc dang ky khai tr ma
nguoi dwoc 1y quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua
nguoi 1ty quyén thi vin ban 1wy quyén khong phai chiing thue.

*Luuy:
- Trong thoi han 15 ngay ké tir ngay c6 ngudi chét thi vg, chdng hodc con,
cha, me hoac nguoi than thich khac cta nguoi chét ¢o trach nhiém di dang ky khai

tlr; trudng hop ngudi chét khong ¢ nguoi than thich thi dai dién cua co quan, to
chire, ¢ nhan lién quan c6 trach nhiém di khai tu.

- D61 voi giay to ndp, xuat trinh:

*+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cép tir sb gbe hodc




ban sao dugc chung thuc tir ban chinh thi nguoi tiép nhan ho so khong duge yéu
cau xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban
chinh thi ngudi ti€p nhén ho so kiém tra, doi chiéu ban chup vai ban chinh va ky
vao ban chup xac nhén vé viéc da doi chiéu ndi dung gidy t& do, khong duoc yéu
cau nguoi di dang ky ndp ban sao giay to do.

+ Dadi voi gléy to xuat trinh khi dang ky ho tich, nguoi tiép nhan ¢6 trach
nhiém kiém tra, d6i chiéu vai thong tin trong to khai, chup lai hodc ghi lai thong tin
dé luu trong hd so va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao
hodc ban chup gidy t& do.

+ Nguoi tlep nhan co6 trach nhiém tiép nhén dt’lpg, du hd so dang ky ho tich
theo quy dinh cua phép lut hd tich, khong dugc yéu cau nguoi dang ky ho tich nop
thém gidy to ma phép luat ho tich khong quy dinh phai nop.

d) S6 lwong hd so: 01 bo

d) Thoi han glal quyet Ngay trong ngay tlep nhan yéu cau, truong hop
nhén hd so sau 15 gio ma khéng giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

e) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan

g) Co quan thuc hién thi tuc hanh chinh:

- Uy ban nhan dan cép x4 noi cu trii cudi cung cua ngudi chét thuc hién viéc
dang ky khai tur;

- Uy ban nhén dan cép x4 noi ngudi dé chét hodc noi phét hién thi thé ngum
chét thyc hién viéc dang ky khai tu trong truong hop khong xac dinh dugc noi cu
tri cudi ciing ctia ngudi chét.

h) Co' quan phdi hop: Khong,

i) Két qua thue hién thi tuc hanh chinh: Trich luc khai tir (ban chinh).

k) Lé phi: 5000 dong/lan.

Mién 1& phi doi véi trudng hop ding ky khai tir ding han, nguoi thudc gia
dinh ¢6 cong vdi cach mang; nguoi thude hd ngheo; nguoi khuyét tat.

I) Mau don, mau to khai: To khai dang ky khai tir

m) Can cir phap ly:

- Luat Ho tich nam 2014,

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

- Thong tw 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phdp quy dinh chi
tiét thi hanh mét s6 diéu cua Ludt Ho tich va Nghi dinh s6 1 23/2015/ND-CP ngay

15 thdng 11 ndm 2015 ciia Chinh phit quy dinh chi tiét mét s6 diéu va bién phdp thi
hanh Ludt Ho tich,

- Théng tw s6 85/2019/TT-BTC ngay 29/11/2019 cua Bé Tai chinh huong



dan vé phi va ¢ phi thugc tham quyén quyer dinh ciia Hoi dong nhdn dan tinh,
thanh phé truc thuée Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoéi dong nhan
dan tinh Hai Duong ban hanh Quy dinh murc thu, ché d§ thu, ndp, quan ly va sir
dung phi, I€ phi trén dia ban tinh Hai Duong.

6. Thu tuc diang ky khai sinh lwu dong
a) Trinh tu thyc hién:

- Cong chure tu phép - ho tich cap xa dugc giao nhiém vu dang ky khai sinh
luu ddng co6 trach nhiém chuén bj day di mau To khai dang ky khai sinh, gidy to
ho tich va dleu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodac tai
dia diém t6 chue dang ky luu dong, bao dam thuan lgi cho nguoi dan.

Tai dia dlem dang ky ho tich luu dong, cong chuc tu phap - hd tich hudng
dan nguoi yéu cau dién day du thong tin trong To khai dang ky khai sinh; kiém tra
cac gidly to lam co s& cho viée dang ky khai sinh; viét Phiéu tiép nhan hd so.

- Sau khi tlep nhan du hd so, cong chire tu phap - hd tich bdo cao Chu tich
Uy ban nhén dan cép xa ky Gidy khai sinh va ghi noi dung vao S6 dang ky khai
sinh.

- Cong chire tu phap - hd tich dem theo Glay khai sinh va S6 dang ky khai
sinh dé tra ket qua cho nguoi co yéu cau tai dia diém dang ky luu dong; hudng dan
ngudi yéu cau kiém tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, ky, ghi rd
ho, tén trong S6 dang ky khai sinh;tai muc “Ghi cha” tr ong S6 dang ky khai sinh
ghi r0 “Pang ky luu dong”.

- Trudong hop ngudi yéu cau khong biét chir thi cong chuc tu phap ho tich
truc txep ghi T¢ khai, sau d6 doc cho nguoi yéu cau nghe lai ndi dung va hudng dan
nguoi d6 diém chi vao To khai. Khi tra két qua dang ky ho tich, cong chirc tu phap
- h¢ tich phai doc lai n6i dung Gidy khai sinh cho ngudi yéu ciu nghe va hudng
dan nguoi d6 diém chi vao S6 ding ky khai sinh.

* Luu y:
- P61 voi viée xéc dinh ho, dan tdc, dét tén cho tre:
+ Viée xdc dinh ho, ddn tgc, dat tén cho tre em phai phi hop voi phap luat

va yéu cdu giit gin ban sdic dan téc, tdp qudn, truyén thong vin héa tot dep cua Viét
Nam; khéng dat tén qua dai, kho su dung.

+ Truong hop cha, me khong thoa thudn dwoc vé ho, dan téc, qué qudn cia
con khi dang ky khai sinh thi ho, dan téc, qué quan ciia con duoc xdc dinh theo tdp
quan nhung phai bao dam theo ho, ddn téc, qué quan cua cha hodc me.

- Truong hop cho phép nguoi yéu cau dang ky hé tich ldp vén ban cam doan
vé néi dung yéu cau ding ky hé tich thi co' quan dang ky ho tich phai giai thich ré
cho nguoi ldp vin ban cam doan vé trach nhiém, hé qua phdp 1y ciia viée cam doan
khong dung su thdt.



Co quan ddng ky hé tich tir choi giai quyét hodc dé nghi co quan cé tham
quyén hiy bo két qua dang ky ho tich, néu cé co so xdc dinh néi dung cam doan
khong ding sw thdt.

b) Thanh phén hé so:
* Gidy 1o phai xudt trinh

- Ho chiéu hoic chimg minh nhéan dan hoac thé can cudc cong dan hoac cac
glay to khac cd dan anh va thong tin ca nhan do co quan co tham quyén cap, con
gié tri st dung dé chimg minh vé nhan than cta nguoi yéu cau ding ky khai sinh.

- Gidy to chitng minh noi cu tri dé chung minh tham quyen dang ky khai
sinh; truong hop cha, me cta tré da dang ky két hon thi phai xuat trinh Gidy chimg
nhén két hon (tr ong giai doan chuyén tiép).

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

- Ban chinh Giay chting sinh; truong hop khong co Glay ching sinh thi ngp
van ban cua nguoi lam chimg xéc nhdn vé viéc sinh; néu khéng c6 nguoi lam
ching thi phai c6 gidy cam doan vé viéc sinh;

- Tmong hop khai sinh cho tré em sinh ra do mang thai h$ phai ¢6 vén ban
x4c nhan ctia co sy té da thuc hién k¥ thuét hd tro sinh san cho viéc mang thai ho.

¢) S6 lwong ho so: 01 bo
d) Thoi han giai quyét: 05 ngay lam viéc.
d) P6i twong thwe hién thi tuc hanh chinh: C4 nhan

e) Co quan thye hién thi tuc hanh chinh: Uy ban nhan dan cip xa noi cu
tra cua nguoi cha hodc nguoi me.

g) Co quan phoi hop: Khong.

h) Két qua thye hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

i) Lé phi:

- Pbi véi truong hop dang ky khai sinh khong dting han: 5000 dong/lan.

- Mién 1é phi déi véi truong hop khai sinh ding han, nguoi thue gia dinh c6
cong voi cach mang; ngudi thude hd nghéo; ngudoi khuyeét tat.

k) MAu don, miu t& khai: To khai dang ky khai sinh

I) Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

Tré em sinh ra ma cha me bi khuyét tat, om bénh khong thé di dang ky khai
sinh cho con; cha me bj bét, tam giam hodc dang thi hanh 4n phat ti ma khéng con
o6ng ba ndi, ngoai va nguoi than thich khéc hodc nhitng nguoi nay khong cé diéu
kién di dang ky khai sinh cho tré.

m) Can cir phap ly:

- Luat Ho tich nam 2014;



- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot sb diéu va bién phép thi hanh Luat Ho tich;

- Théng tw so 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tw phap quy dinh chi
tiét thi hamh mét s6 diéu ciia Ludt Ho tich va Nghi dinh s6 123/2015/NP-CP ngay
15/11/2015 cua Chinh phi quy dinh chi tiét mot sé diéu va bién phap thi hanh Ludt
Ho tich;

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019 cua B Tai chinhhuéng
dain vé phi va l¢ phi thuéc tham quyén quyét dinh cia Héi dong nhdn dan tinh,
thanh pho truee thude Trung wong.

- Nghi quyét sb 17/2016/NQ-HDND ngay 05/10/2016 clia Hoi dong nhén
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va su
dung phi, 1¢ phi trén dia ban tinh Hai Duong,

7. Thii tuc diing ky két hon lwu dong
a) Trinh tu thyc hién

- Cong chirc tu phép - ho tich cdp xa duoc giao nhiém vy déng ky két hon
lvu dong c6 trach nhi¢m chuan bi day du cac loai mau To khai, gidy to ho tich va
diéu kién can thiét dé thuc hién déng ky luu dong.

- Tai dia diém ding ky ket hon luu dong, cong chic tu phap - hé tich c6
trach nhiém kiém tra, xac minh vé didu kién két hon ctia cac bén; hudng dan nguoi
dan dién day du thong tin trong To khai déng ky két hon. Néu hé so day du, hop 1€,
cong chire tu phap - ho tich tiép nhan ho so viét Phiéu tiép nhan hé so.

- Sau khi tlep nhan hod so, cong chie tu phéap - ho tich béo cdo Chu
tich Uy ban nhan dén cép xa. Truong hop Chu tich Uy ban nhén dan dong y giai
quyét thi ky cdp 02 Gidy chung nhan két hon cho ngudi cod yéu cau. Cong chuce tu
phap — ho tich ghi ndi dung dang ky vao S6 dang ky két hon ,hudng dan céc bén
kiém tra noi dung Gidy chimg nhan két hon va So dang ky két hon ,cung cac bén
nam, nit ky vao S6 dang ky két hon, Gidy chimg nhéan két hon theo quy dinh; tién
hanh trao Gidy chting nhan két hon cho céc bén tai dia diém dang ky Iuu dong. Tai
muc “Ghi cht” trong S6 dang ky két hon ghi 15 “Dang ky luu dong”

- Trudng hop nguoi yéu cau khong biét chir thi cong chitc tu phép - 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 T khai. Khitrao Gidy chimg nhén két hon, cong chie tu
phap - hé tich phai doc lai ni dung Gidy chimg nhan ket hén cho nguoi yéu cau
nghe va huéng dan ngudi d6 diém chi vao S6 dang ky két hon.

b) Thanh phan hé so:
* Gidy to phai xudt trinh
- Ho chiéu hodc chimg minh nhan dén hodc thé cin cude cong dén hoac cac

gidy to khéc co dan anh va thong tin ca nhan do co quan co tham quyén cap, con
gid tri st dung dé chimg minh vé nhan than ctia nguoi ¢é yéu cau dang ky két hén.



- Glay to chimg minh noi cu tri dé xac dinh tham quyén (trong giai doan
chuyén tiép).

* Gidy to phai ngp

- To khai dang ky két hon theo mau. Hai bén nam, nit ¢6 thé khai chung vao
mot To khai dang ky két hon.

¢) S6 lwong hé so: 01 bo
d) Thoi han giai quyét: 05 ngay lam viéc.
d) Poi twong thue hién thi tuc hanh chinh: Ca nhén

e) Co quan thuc hién thi tuc hanh chinh: Uy ban nhén dan cap Xd noi cu
tru cua hai bén nam, nir.

g) Co quan phoi hop: Khong.

h) Ket qua thye hién thd tuc hanh chinh: Gidy ching nhan két hon(ban
chinh), mdi bén v, chong 01 ban.

i) Lé phi: béi voi truong hop dang ky két hén khong dung han: 25.000
dong/lan. Mién 1é phi dbi véi truong hop két hon dung han, nguoi thude gia dinh
c6 cong voi cach mang; nguoi thude ho ngheo; nguoi khuyét tat.

k) Mau don, miu to khai: To khai déng ky két hon.
1) Yéu céu, diéu kién thywe hién thu tuc hanh chinh:

- Hai bén nam, nit cling thuong tru trén dia ban cap x4 ma mot hoic ca hai
bén nam, nir la ngudi khuyét tat, dm bénh khong thé di dang ky két hon duoc.

- Nam tir d0 20 tudi tré lén, nit tr du 18 tudi tré 1én

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

- Khong bi mat nang luc hanh vi dan su;

- Viée két hon khong thude mét trong cac truong hop cdm két hén, gom:
+ Két hon gia tao;

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

+ Ngudi dang c6 vg, ¢6 chong ma két hon véi nguoi khac hodc chua ¢o vo,
chua cé chong ma két hon voi nguoi dang cd chong, cO VO;

+ Két hon giira nhitng nguoi cung dong mau veé truc hé; gitra nhiing nguoi
co ho trong pham vi ba doi; gilta cha, me nudi voi con nudi; gilta ngudi da timg 1a
cha, me nudi voi con nudi, cha chong vo1 con dau, me vg véi con r€, cha duong vai
con riéng ctia vg, me ké véi con riéng cua chdng;

* Nha nude khong thira nhdn hén nhan gitta nhiing nguoi cung gioi tinh.
m) Can cir phap ly:

- Luat Hon nhén va gia dinh nam 2014,

- Luat Ho tich nam 2014;



- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh
chi tiét mét so diéu va bién phap thi hanh Luét Ho tich;

- Thong tu so:’ 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phdp quy dinh chi
tiét thi hanh mot so diéu cia Ludt HE tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ciia Chinh phii quy dinh chi tiét mot s6 dieu va bién phdp thi hanh Ludt
Ho tich;

. - Thong tu 56 85/20]9/ZT—BTC‘ ngay 29/11/2019 cia Bo Tai chinh huéng
dan vé phi va lé phi thude tham quyén quyet dinh cua Hoi dong nhén ddan tinh,
thanh pho truc thuge Trung wong.

- Nghi quyét sé 17/2016/NQ-HDND ngay 05/10/2016 cta Hoi ddng nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d9 thu, nop, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.

8. Thu tuc ding ky khai ti lvu dong
a) Trinh ty thue hién

- Cong chuc tu phép - ho tich dugc giao nhiém vu dang ky khai tir luu dong
¢6 trach nhiém chuan bi day du mau T khai dang ky khai tir, gidy to hé tich va
diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia diém td
chirc déng ky luu dong, bao dam thuén loi cho nguoi dan.

- Tai dja diém dang ky khai tir luu dong, céng chirc tu phap - ho tich huéng
dan ngudi yéu cau dién day du thong tin trong T khai déng ky khai tu, kiém tra
cac gidly to 1am co s¢ cho viée ding ky khai tir; viét Phiéu tiép nhén ho so.

- Sau khi tiép nhan h6 so, edng chire tur phap - h tich bdo cdo Cha tich Uy
ban nhén dén cap xa. Truong hop Chu tich Uy ban nhan dan dong y giai quyeét
thi ky Trich luc khai tir va ghi noi dung vao S6 dang ky khai tu.

- Cong churc tu phép -hé tich dem theo Trich luc khai ttr va S6 dang ky khai
tlr dé tra két qué cho ngudi c6 yéu cau tai dia diém dang ky luu dong; huéng dan
ngudi yéu cau kiém tra noi dung Trich luc khai tir va S6 dang ky khai tir,ky, ghi 5
ho, tén trong S6 dang ky khai tir; tai myc “Ghi chd” trong Sé dang ky khai t ghi 5
“Déng ky luu dong”.

- Trudng hop nguoi yéu cau khéng biét chir thi cong chirc phap - ho
tich truc tiép ghi To khai, sau dé doc cho nguoi yéu céu nghe lai ndi dung va
huéng dan nguoi do diém chi vao To khai. Khi tra ket qua, cong chirc tu phap - ho
tich doc lai ndi dur}g Trich luc khai tir cho nguoi yéu cau nghe va hudng dan nguoi
do diém chi vao S6 dang ky khai tu.

b) Thanh phan hd so:

* Gidy to phai xudt trinh

- HO chiéu hodc chimg minh nhan dan hoic thé cin cude cong dén hodc céc
gidly 10 khac c6 dan anh va théng tin ¢4 nhan do co quan co tham quyén cap, con
gia tri str dung dé chimg minh vé nhan than cta nguoi c6 yéu cau dang ky khai tur;



- Gidy to chig minh noi cu trti cudi cling ctia nguoi chét dé xac dinh thim
quyen (trong giai doan chuyen tlep)

- Truong hop khong xdc dinh duoc noi cu tri cudi cung ctia nguoi chét thi
xudt trinh gidy to chimg minh noi ngudi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

* Gidy to' phdi njp

- To khai ding ky khai tir theo mau;

- Gidy bao tir hoac gidy to thay thé Gidy béo tir do co quan ¢6 tham quyén cap.

¢) S6 lwgng hd so: 01 bo

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

d) Poi twong thue hién thii tuc hanh chinh: C4 nhan

e) Co quan thuye hién thi tuc hanh chinh:

- Uy ban nhan dén c¢dp x4 noi cu tra cudi cling ctia ngudi chét;

- Uy ban nhan dén cép xa noi ngudi d6 chét hodc noi phat hién thi thé nguoi
chét thye hién viée dang ky khai tur trong truong hop khéng xac dinh dugc noi cu
trd cudi cing clia nguoi chét.

g) Co quan phdi hop: Khong,

h) Két qua thwe hién thi tuc hanh chinh: Trich luc khai tir (ban chinh).

i) Lé phi: 5000 dong/lan.

Mién 1é phi dbi véi truong hop dang ky khai t ding han; dang ky cho nguoi
thugc gia dinh c6 cong voi cach mang; ngudi thude ho ngheo; nguoi khuyét tit.

k) MAu don, miu to khai: To khai dang ky khai tir

I) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh

Nguoi chét khong co nguoi than thich, nguoi than thich khéng song cling
dia ban x4 hoic 1a ngudi gia, yéu, khuyét tat khong di diang ky khai tir duge.

m) Can cir phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu 04/20?0/TT-BTP quy dinh chi tiét thi hanh mét s6 diéu cua Ludt
Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 ndm 2015 cua Chinh
phu quy dinh chi tiét mot so diéu va bién phadp thi hanh Ludt HO tich;

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019cua Bo Tai chinh hudng

dan vé phz va ¢ phi thugc tham quyén quyét dinh cia Hoi dong nhéan dén tinh,
thanh phé truc thuée Trung wong.

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 cta Hoi dong nhan



dan tinh Hai Duong ban hanh Quy dinh mic thu, ché do thu, ndp, quan ly va sir
dung phi, 1€ phi trén dia ban tinh Hai Duong.

9. Thi tuc dang ky giam ho
a) Trinh tu thuc hién

- Nguoi ¢6 yéu cau (dang ky giam h¢ ndp ho so tai B6 phén tiép nhan hd so
va tra két qua cap xa ¢ thAm quyén.

- Nguoi tiép nhan cé trach nhiém klem tra ngay toan bo hé so, xé4c dinh tinh
hop 1€ cta giay to trong hé so do nguoi yéu cau nop, xudt trinh; déi chidu thong tin
trong To khai véi gidy to trong hd so.

- Néu ho so ddy du, hop 18, ‘nguoi tiép nhan hd so viét gidy tiép nhan, trong
do ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan
ngudi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung,
hoan thién hé so ngay thi phai lap thanh van ban huéng dan, trong do néu rd loai
gidy to, noi dung can bd sung, hoan thién, ky, ghi rd ho, tén cta nguoi tiép nhan.

- Sau khi nhan du hé so, néu thdy yéu céu dang ky gidm ho du diéu kién theo
quy dinh phép luét thi céng chire tu phép - hé tich bao cao Chu tich Uy ban nhan
dan cap xa. Truong hop Chu tich Uy ban nhan dan cap xi dong y giai quyét thi
cong chue tu phap - ho tich ghi vao S6 dang ky giam ho,hudng dan nguoi yéu cau
dang ky ho tich kiém tra ndi dung Trich luc dang ky giam ho va S6 dang ky giam
ho, cung nguoi di dang ky giam h¢ ky vao So Chu tich Uy ban nhan dan cép xa
cap Trich luc dang ky gidm hé cho nguoi yéu cdu.

b) Cach thirc thue hién:

- Ngudi ¢6 yéu cau dang ky gidm h truc tiép thuc hién hodc ay quyén cho
nguoi khéac thue hién viée dang ky giam ho;

- Nguoi thye hién viée dang ky giam ho co thé truc tiép nop ho so tai Bo

phan tiép nhan hé so va tra két qua cap xa ¢ thdm quyén hodc gui ho so qua hé
thong buu chinh hodc giri hd so theo hé thong dang ky hé tich truc tuyén.

¢) Thanh phan hd so:
* Gidy to phii xudt trinh:
- Ho chiéu hoac chimg minh nhén dan hogc thé cin cude cong dan hogc céc

gidy to khéc c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia tri st dung dé chig minh vé nhéan than cta nguoi cd yéu ciu dang ky giam ho.

- Gidy to chimg minh noi cu trt dé xac dinh thim quyén ding ky gidam ho
(trong giai doan chuyén tlep)

* Gidy to phdi nop
- T& khai déing ky giam ho theo mau.



- Vén ban cur nguoi giam ho theo quy dinh cua B luat dan su déi voi truong
hop dang ky giam hd cu.

- Gidy to chu’ng minh diéu kién glam ho duong nhién theo quy dinh cia Bo
luat dan su ddi véi truong hop dang ky giam ho dwong nhién. Truong hop ¢ nhiéu

ngucn cling du diéu kién lam giam hd dwong nhién thi ndp thém van ban thoa thuan
vé viéc ctr mot nguoi lam gidam ho duong nhién.

- Vén ban uy quyen theo quy dinh cua phap luét trong trudng hop ty quyeén
thue hién viée dang ky giam ho. Truong hop nguoi duoc uy quyén la ong, ba, cha,
me, con, vo, chong, anh, chi, em rudt cia nguoi wy quyén thi van ban iy quyén
khong phai chitng thue.

* Lwu y:

- Péi v6i gidy to ndp, xudt trinh:

+ Trudng hop ngudi yéu ciu ndp gidy tor 1a ban sao dugc cap tir s6 goc hodc
ban sao dugc ching thyc tir ban chinh thi nguoi tiép nhan ho so khong duoc yéu
cau xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuat trinh ban
chinh thi nguoi tlep nhan hé so kiém tra, dbi chiéu ban chup voi ban chinh va ky

vao ban chup xac nhan vé viéc da 601 chiéu ndi dung glay to do, khong duogc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ Pdi voi glay td xuat trinh khi dang ky ho tich, ngudi tiép nhan co trach
nhiém kiém tra, d6i chiéu vdi thong tin trong to khai, chup lai hodc ghi lai théng tin
dé luu trong ho 50 va tra lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban sao
hozc ban chup gidy to& do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhén dung, du hé so dang ky ho tich
theo quy dinh cua phap luét h¢ tich, khong duge yéu cau ngudi dang ky ho tich ndp
thém gidy t& ma phap luat ho tich khong quy dinh phai ndp.

d) S6 lwgng hé so: 01 bo

d) Thoi han giai quyét: 03 ngay lam viéc.

e) Poi twgng thuc hién thi tuc hanh chinh: Cé nhan, phap nhan.

g) Co quan thue hién thi tuc hanh chinh: Uy ban nhéan dén cdp xd noi cu
tri cia nguoi duoc giam ho hodc ngudi giam ho.

h) Co' quan phéi hop: Khong,

i) Két qua thwe hién thi tuc hanh chinh: Trich luc dang ky giam hd (ban
chinh).

k) Lé phi: Mién 1é phi.

1) Mau don, mau to khai: To khai dang ky giam hd.
m) Can cir phap ly:

- B luat Dan su;

- Luat Ho tich ndm 2014;



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

- Thong tw 04/2020/TT-BTP ngay 28/5/2020 cua B9 Tu phdp quy dinh chi
tiét thi hamh mét s6 diéu ciia Ludt Ho tich va Nghi dinh 56 1 23/2015/ND-CP ngay

15 thang 11 ndm 2015 ciia Chinh phii quy dinh chi tiét mét sé diéu va bién phdp thi
hanh Ludt Ho tich,

- Thong tw 56 85/2019/TT- BTC ngay 29/11/2019 cua B¢ Tai chinh hudong
dan vé phi va l¢ phi thugc tham quyén quyét dinh cia Hoi dong nhan dén tinh,
thanh pho truc thuée Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 ctia Hoi ddng nhén
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, nop, quan ly va s
dung phi, 1€ phi trén dia ban tinh Hai Duong,.

10. Thii tuc diing ky cham dit giam ho
a) Trinh tu thuc hién

- Nguoi co yéu cau dang ky cham dut giam ho ndp hé so tai Bo phan tiép
nhén ho so va tra két qua cap xi c6 thim quyén.

- Ngu‘orl tiép nhan c6 trach nhiém klem tra ngay toan by hé so, x4c dinh tinh
hop 1€ cua giay to trong hé so do nguoi yéu cau ndp, xuat trinh; dbi chidu thong tin
trong To khai véi gidy to trong hd so.

- Néu hd so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhén, trong
do gh1 rd ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi hudng 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 lép thanh van ban hudng dan, trong do néu ro loai
gidy to, noi dung can bo sung, hoan thién, ky, ghi d ho, tén ctia ngudi tiép nhan.

- Sau khi nhan du hd so, néu théy yéu ciu dang ky cham dut gidm ho du diéu
kién theo quy dinh phap luat thi cng chirc tu phap - ho tich bao cao Chu tich Uy
ban nhén dan cap xa. Truong hop Chu tich Uy ban nhan dan cip xi dong y giai
quyet thi cong chure tu phdp - ho tich ghi vao So dang ky chim dut giam ho, hucmg
dan nguoi yéu cau kiém tra ndi dung Trich luc dang ky cham dut giam ho va S6
ding ky cham dut gidm ho ,cung nguoi di dang ky chédm durt giam ho ky vao So.
Chu tich Uy ban nhén dan cap xa cap Trich luc diang ky chdm dit gidm hd cho
nguodi yéu cau.

b) Cach thire thye hién:

- Nguoi ¢6 yéu cau ding ky chim dut giam hd truc tlep thuc hién hoac uy
quyén cho nguoi khéc thue hién viée dang ky chdm durt giam ho;

- Nguoi thuc hién viéc dang ky cham dut giam ho co the truc tlep nop ho so
tai B6 phan tiép nhan hd so va tra két qua cap xd ¢ thdm quyén hodc gui ho so qua
hé théng buu chinhhogc guri hd so theo hé théng ding ky ho tich truc tuyén.

¢) Thanh phan ho so



* Gidy 1o phai xudt trinh
- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudce cong dan hogc cac

gidy to khéc ¢ dén anh va théng tin ca nhén do co quan c6 tham quyen cp, con

gi4 tri sir dung dé chimg minh vé nhan than cua ngudi ¢o yéu cau dang ky chim
dut giam ho.

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

* Gidy to phdi nop

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

- Giy to 1am can cir chdm dirt gidm ho theo quy dinh ctia B4 luat dan su.

- Van ban iy quyén theo quy dinh cua phap ludt trong truong hop uy quyen
thue hién viée dang ky cham dut giam ho. Truong hop nguoi duoc uy quyén la

ong, ba, cha, me, con, vo, chong, anh, chi, em rudt cua nguoi iy quyén thi van ban
1y quyén khong phai chitng thiee.

*Luuy:

- Péi voi gidy to ndp, xuét trinh:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao dugc cép tir s6 gbe hodc
ban sao dugc ching thye tir ban chinh thi nguoi tiép nhan ho so khéng duge yéu
cau xuét trinh ban chinh; néu nguol yéu cdu chi ndp ban chup va xuat trinh ban
chinh thi ngudi tiép nhén hd so klen} tra, 5101 chiéu ban chup voi ban chinh va ky
vgio ban chup xéac nhan vé viéc da d@i chiéu nd1 dung giay to do, khéng duoc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ DPéi voi glay to xuat trinh khi dang ky ho tich, nguoi tiép nhan co trach
nhiém kiém tra, doi chiéu véi thong tin trong to khai, chyp lai hoac ghi lai thong tin
dé luru trong hd so va tra lai cho ngudi xuét trinh, khong dugc yéu cau ndp ban sao
hoéc ban chup gidy to do.

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

d) S6 lwong ho so: 01 bé

d) Thoi han giai quyét: 02 ngay lam viéc.

e) Poi twong thue hién thi tuc hanh chinh: C4 nhan, phap nhan

g) Co quan thwe hién thi tuc hanh chinh: Uy ban nhan déan cip xa noi da
dang ky gidm ho trude day.

h) Co quan phoi hgp: Khong.

i) Két qua thue hién thi tuc hanh chinh: Trich luc dang ky chdm dut gidm
hd (ban chinh).

k) Lé phi: Mién 1& phi.




1) Mau don, mau to khai: To khai dang ky cham dut gidam ho.
m) Can cir phap ly:

- B0 luat Dan su;

- Luéat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cta Chinh phu quy dinh
chi tiét mot sb didu va bién phap thi hanh Luat Ho tich;

- Thong tw SO 04/2020/TT-BTP ngay 28/5/2020 cua Bé Tu phap quy dinh chi
tiét thi hanh mét s6 diéu cua Ludt Ho tich va Nghi dinh $6 1 23/2015/ND-CP ngay

15 thang 11 nam 2015 cua Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Ludat Ho tich;

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019 cua B¢ Tai chinh hudng
dan vé phi va I¢ phi thugc tham quyén quyét dinh cia Hoi dong nhdn dan tinh,
thanh phé truc thude Trung wong.

- Nghi quyét sé 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhén
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché d¢ thu, ndp, quan ly va s
dung phi, [ phi trén dia ban tinh Hai Duong,

11. Thi tuc thay doi, cai chinh, b6 sung thong tin hd tich
a) Trinh tu thwe hién

- Nguoi ¢o yéu cau thay doi, cai chinh, bo sung thong tin ho tich ndp hé so
tai BO phan tiép nhan ho so va tra két qua cap x4 c6 tham quyén.

- Nguoi tlep nhén c6 trach nhiém k1em tra ngay toan bd hé so, xac dinh tinh
hop 1€ cua giay to trong hé so do ngudi yéu cau ndp, xudt trinh; déi chiéu thong tin
trong T khai véi gidy to trong ho so.

- Néu hd so déy du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghi o ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan
ngudi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khéng thé bo sung,
hoan thién hé so ngay thi phai 1ap thanh vén ban hudéng dan, trong dé néu 1o loai
gidy 10, ndi dung can b sung, hoan thién, ky, ghi ré ho, tén cua nguoi tiép nhén.

- Sau khi nhan du giay to theo quy dinh, néu thdy viéc thay ddi, cai chinh,
bo sung thong tin ho tich la c¢6 co s6, phu hgp véi quy dinh cua phap luat dan su
va phap luat c6 lién quan, cong chire tu phap - hd tich béo cdo Chu tich Uy ban
nhén déan cap xa. Truong hop Chi tich Uy ban nhan dén cap xa dong y giai
quyét thi ky Trich luc ho tich twong tmng (Trich luc thay doi ho tich/Trich luc cai
chinh ho tich/Trich luc bd sung théng tin ho tich) cp cho nguoi yéu cau; cong
chure tur phap - ho tich ghi néi dung thay doi, cai chinh, b6 sung thong tin ho tich
vao S6 dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dén
toc; huong dan nguoi yéu cau kiém tra noi dung gidy to ho tich va Sé hd tich,
cling ngudi yéu cau ky vao So.



Truong hop thay doi, cai chinh, bo sung thong tin h tich lién quan dén Gidy
khai sinh, Gidy chimg nhan két hon thi cong chue tu phap - hé tich ghi ndi dung
thay doi, cai chinh ho tich vao Glay khai sinh, Gidy chimg nhan két hon; bo sung
thdng tin hé tich vao muc tuong tmg va déng dau vao noi dung bd sung.

Truong hop déng ky thay doi, cai chinh h¢ tich khéng phai tai noi dang ky
ho tich trude day thi Uy ban nhan dén cip xa phai théng béo bang van ban kém
theo ban sao trich luc hd tich dén Uy ban nhan dén noi ding ky ho tich trudc day dé
ghi vao S6 ho tich.

Truong hop noi déng ky h tich truée day la Co quan dai dién thi Uy ban
nhan dan cap xa phai thong béo bang van ban kém theo ban sao trich luc ho tich
dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao S6 ho tich.

b) Cach thirc thuc hién:

- Ngudi ¢6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin ho tich
truc tiép thuc hién hodc Gy quyén cho nguoi khac thue hién;

- Nguoi thuc hién viéc dang ky thay doi, cai chinh, bd sung ho tich co the
truc tiép nop hd so tai Bo  phén tiép nhan hd so va tra két qua cap xd ¢6 tham quyén
hodc giri hd so qua hé théng buu chinh hoac glri qua hé thong dang ky ho tich truc
tuyen

¢) Thanh phan hd so:

* Gidy to phai xudt trinh

- Ho chiéu hogc chimg minh nhén dan hodc thé can cude cong dan hodc cac
glay to khac c6 dan anh va thong tin cd nhan do co quan ¢6 tham quyén cép, con

g1a tri sir dung dé chimg minh vé nhén than ctia nguoi 6 yéu cau dang ky thay déi,
cai chinh, b6 sung thong tin ho tich.

- Glay td chiing minh noi cu trii dé xac dinh thdm quyen dang ky thay doi,
cai chinh, bd sung théng tin ho tich (trong giai doan chuyén tiép).

Trudng hop g hd so qua hé thong buu chinh thi phai giri kém theo ban sao
¢6 chimg thuc céc gidy to phai xuét trinh néu trén.

* Gidy to' phdi nép

- To khai dang ky thay doi, cai chinh, bd sung théng tin ho tich, xéc dinh lai
dan toc theo mau.

- Gidy to lam can cr thay doi, cai chinh, b sung thong tin hé tich.

- Vin ban iy quyén theo quy dinh clia phap luat trong truong hop uy quyén
thuc hién viéc dang ky thay doi, cai chinh, bd sung théng tin ho tich. Truong hop
nguoti dwoc uy quyén la ong, ba, cha, me, con, vo, chéng, anh, chi, em ruét cua
nguoi 1y quyén thi van ban 1ty quyén khéng phai chimg the.

*Luuy:

- Doi voi gidy to ndp, xuat trinh:



+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 goe hodc
ban sao dugc chimg thuc tir ban chinh thi nguoi tiép nhén ho so khéng dugc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban
chinh thi nguoi tiép nhan hé so kiém tra, d6i chiéu ban chup véi ban chinh va ky
vao ban chup xdac nhan vé viée da dm chiéu noi dung gidy to do, khong duoc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ Dbi véi glay td xuat trinh khi dang ky ho tich, nguoi tiép nhén co trach
nhiém kiém tra, d6i chiéu véi théng tin trong to khali, chup lai hodc ghl lai thong tin
dé luu trong hd s0 va tra lai cho nguoi xuét trinh, khong dugc yéu cau nop ban sao
hozc ban chup gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du ho so dang ky ho tich
theo quy dinh cua phép luat h tich, khdng duoc yéu cau nguoi dang ky ho tich ndp
thém gidy t& ma phap luét ho tich khong quy dinh phai nop.

d) S6 lwong hé so: 01 bo
d) Thoi han giai quyét:

- 03 ngay lam viéc dbi véi yéu cau thay doi, cai chinh hé tich; trudng hop
phai xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

- Ngay trong ngay lam viéc doi véi yéu cau bd sung thong tin ho tich, truong
hop nhan ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong
ngay lam viéc tiép theo.

e) Poi twgng thuc hién thii tuc hanh chinh: Ca nhan
g) Co quan thye hién thi tuc hanh chinh:

- Uy ban nhan dan cdp x4 noi di dang ky ho tich trude dy hodc Uy ban
nhén dan cip xd noi cu tri clia nguoi ¢6 yéu cau co thdm quyén giai quyét viéc
thay ddi, cai chinh cho ngudi chua di 14 tudi, bo sung ho tich cho cong dan Viét
Nam cu tril ¢ trong nudc.

-Uy ban nhdn dén cap xd noi da dang ky khai tir truée day thiee hién viée cdi
chinh noi dung dang ky khai tu.

h) Co quan phoi hop: Khong.

e) Két qua thuc hién thi tuc hanh chinh: Trich luc thay doi ho tich/Trich
luc cai chinh ho tich/Trich luc b6 sung thdng tin ho tich (ban chinh).

k) Lé phi: 10.000 dng/lan

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

I) MAu don, miu to khai: TO khai dang ky thay doi, cai chinh, b6 sung
thong tin ho tich, xéac dinh lai dan tc.

m) Yéu cau, diéu kién thue hién thi tuc hanh chinh:

+ Viéc thay doi ho, chir dém, tén cho ngudi dudi 18 tudi phai co su dong ¥



ctia cha, me nguoi dé va duogc thé hién 13 trong To khai; doi voi nguoi tir du 9 tudi
tr¢ [én thi con phai c6 su dong y ctia nguoi do.

+ Viéc cai chinh h¢ tich chi dwoe gidi quyét sau khicé di cin cir dé xdc dinh
c6 sai sot do 161 ciia céng chire lam cong tic ho tich hodc cua nguoi yéu cau dang

ky ho tich; khdng cai chinh ndi dung trén gidy to hé tich dd dwoc cdp hop 1é nham
hop thikc héa théng tin trén hé so, gidy to cd nhdankhdc.

g Gidy to hé tich quy dinh da cdp cho cd nhan theo quy dinh cia phap
ludt vé hé tich trudc ngay 01/01/2016 (ngay Ludt Ho tich ¢o hiéu lyc) cé gia tri
si dung ma khong phai bé sung thong tin ho tich con thiéu so véi biéu mau hé
tich hién hanh.

i Gzay to hé tich duoc cap hop le ké tir ngay 01/01/2016 ma thong tin ho
tich con z‘hzeu thi duwoc b6 sung, néu cé gidy 1o, tai lidu do co quan, 16 chirc ¢é tham
quyén cap hop 1é chimg minh,

Yéu cau ghi b6 sung quoc tich Viét Nam chi thuc hién ddi vOi gidy 16 hé tich
duwoc cdp ké tir ngay 01/01/2016, sau khi dd xdc dinh nguoi yéu cau dang cé quéc
tich Viét Nam theo quy dinh cua Ludt Quoc tich Viét Nam.

n) Can cir phap ly:

- B0 luat Dan su;

- Luat Ho tich nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh
chi tiét mot so diéu va bién phap thi hanh Luat Ho tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 cuia B¢ Tuw phdp quy dinh
chi tiét thi hanh mét sé diéu cua Ludt HY tich va Nghi d}'nlf{ 50 ]23{20]‘ 5/ND-CP
ngay 15 thang 11 nam 2015 cua Chinh phu quy dinh chi tiét mot so diéu va bién
phap thi hanh Luat Ho tich,

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019 cua B§ Tai chinh huong

dén vé phi va lé phi thuge tham quyén quyét dinh cia Hpi dong nhén ddn tinh,
thanh pho truc thugc Trung wong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/ 1072016 cua Hoi déng nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, ndp, quan ly va su
dung phi, [€ phi trén dia ban tinh Hai Duong.

12. Thii tuc cAp Gidy xac nhén tinh trang hon nhin
a) Trinh tyu thuwe hién

- Nguoi ¢6 yéu cau cap Gidy xdc nhan tinh trang hon nhan nop ho so tai Bo
phan tiép nhan ho so va tra két qua cdp xa co tham quyén.

- Ngudi tiép nhan ¢6 trach nhiém klem tra ngay toan bo ho so, dbi chxeu
thong tin trong To khai va tinh hop 1& cua gidy to trong hé so do nguoi yéu cau
ndp, xuat trinh.




- Néu ho so day du, hop 1€, nguoi tiép nhéan ho so viét gidy tiép nhén, trong
d6 ghi o ngay, gio tra két qua; néu ho so chua day du, hoan thién thi huéng dan
ngay dé nguoi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé
b sung, hoan thién ho so' ngay thi ngudi t1ep nhén phai l1ap van ban huéng dan,
trong do néu rd loai gidy t0, noi dung can b sung, hoan thién, ky, ghi 16 ho, tén
ctia nguoi tiép nhan.

- Sau khi nhén du hd so hop ¢, cong chirc tu phép - ho tich kiém tra, xdc
minh tinh trang hon nhén cta ngudi ¢ yéu cau.

- Truong hop nguoi yéu cau xac nhan tinh trang hon nhan da ting dang ky
thuong trd tai nhidu noi khéc nhau thi nguoi do co trach nhi¢m chimg minh vé tinh
trang hon nhén ctia minh. Trudong hop nguoi yéu cau khéng chimg minh duoc thi
cong chure tu phép - ho tich béo cédo Chu tich Uy ban nhéan dan cap xa co van ban
a8 - nghi Uy ban nhén dén cdp x4 noi nguoi do da timg dang ky thuong trd tién hanh
kiém tra, x4c minh vé tinh trang hon nhan cua nguoi do.

Sau khi ngay nhan dugc van ban dé nghi, Uy ban nhan dan cap xa duge yéu
cAu, tién hanh kiém tra, xac minh va tra 1oi béng van ban ve tinh trang hon nhan
trong thoi gian thuong tra tai dia phuong clia ngudi ¢ yéu cau.

Néu két qua kiém tra, xac minh cho thdy nguoi yéu cau ¢6 du didu kién, viéc
cap Gidy x4c nhén tinh trang hon nhan la phti hop quy dinh phdp luét hodc sau thoi
han 20 ngay ké tir ngay gii van ban Yéu cau xdc minh ma khdng nhén dwoc van
ban tra loi thi cho phép nguoi yéu cdu cdp Gidy xdc nhdn tinh trang hén nhan co
van ban cam doan vé tinh trang hon nhdn cua minh, cong chirc tu phap - hé tich
trinh Chu tich Uy ban nhan dén ky cép 01 ban Glay xac nhan tinh trang hén nhan
dé str dung vao muc dich két hén cho nguoi yéu cau.

- Truong hop nguoi yéu cau cap lai Gidy xdc nhdn tinh trang hon nhan de
két hon ma khong nop lai duoc Gidy xdc nhdn tinh trang hén nhan da duoc cap
trude ddy, thi nguoi yéu cau phai trinh bay rd Iy do khong ndp lai dugc Gidy xdc
nhan tinh trang hon nhan. Trong thoi han 03 ngay lam viée ké tir ngay tiép nhan ho
80, co quan dang ky ho tich cé vin ban trao doi véi noi du dinh déng ky két hon
truGe day d@é xdc minh. T ruong hop khong xdc minh duoc hodic khong nhdn duoc
két qua xdc minh thi co quan dang ky ho tich cho phép nguoi yéu cau ldp van ban
cam doan vé tinh trang hén nhan.

- Truong hop yéu cau cdp Gzay xde nhdn tinh trang hén nhan dé sir dung
vao muc dich khdc, khong phai dé dang ky két hon thi trong Gidy xdc nhdn tinh
trang hon nhan phai ghi ré muc dich su dung, s6 lwong Gidy xdc nhdn tinh tr ang
hén nhdn duoc cdp theo yéu cau.

- Truong hop yéu cau cap Gidy xde nhén tinh tr ang hén whén dé két hén véi
nguoi cling gici tinh hodc két hon véi nguoi nude ngoai tai Co quan dai dién nudc
ngoai tai Viét Nam thi co quan déng ky hé tich tir choi gidi quyét.

b) Cach thire thye hién:

- Nguoi ¢6 yéu cau cdp Gidy xac nhan tinh trang hon nhan tryc tiép thuc




hién hoc iy quyén cho ngudi khéc thuc hién yéu ciu cdp Gidy xé4c nhan tinh trang
hon nhan;

- Nguoi thuc hién yéu cau cép Glay xac nhén tinh trang hon nhén co thé truce
tiép ndp ho so tai Bo phan tiép nhan hé so va tra két qua cap xd ¢ tham quyén

hodc giri hd 50 qua hé thong buu chinh hodc giri hd so theo hé théng dang ky ho
tich trure tuyén.

¢) Thanh phz:‘m ho so:

* Gidy to phai xudt trinh

- H¢ chiéu hozc chimg minh nhén dén hodc thé cin cudc cong dan hogc cac
giay to khéac c6 dan anh va thong tin cd nhén do co quan ¢6 tham quyen cap, con

gi4 tri st dung dé chimg minh vé nhan than cua ngudi ¢o yéu cau cp Gidy xac
nhén tinh trang hén nhan.

- Gidy to chung minh noi cu tra cua nguoi yéu céu cap Glay xac nhan tinh
trang hon nhan dé xac dinh thim quyén (trong giai doan chuyén tiép).

Truong h0'p gm ho so qua hé théng buu chinh thi phai gui kém theo ban sao
c6 chimg thuc céc gidy to phai xuat trinh néu trén.

* Gidy to phai ndp
- To khai cép Gidy xac nhan tinh trang hon nhan theo mau;

- Trudng hop nguoi yéu cau cap Gidy xé4c nhén tinh trang hon nhén da c6 vo
hodc chong nhung da ly hon hodc ngudi vo/chdong da chét thi phai xuét trinh (ban
chinh) hozc ndp ban sao gidy to hop 18 dé chimg minh;

- Cong dan Viét Nam da ly hon, hiy viée két hon ¢ nude ngoai thi phai nop
ban sao Trich luc ghi cha ly héon.

- Truong hop ¢4 nhén yéu cau cép lai Gidy xac nhén tinh trang hon nhén dé
st dung vao muc dich khac hodc do Giéy xac nhan tinh trang hon nhan da hét thoi
han sir dung theo quy dinh thi phai ndp lai Gidy xac nhén tinh trang hon nhan da
dugc cap trude do.

- Van ban ty quyén theo quy dinh cua phép luat trong tru{‘)'ng hop ty quyén
thuc hién viéc dang ky thay doi, cai chinh, bd sung ho tich. Truong hop nguoi duoce
uy quyén la éng, ba, cha, me, con, vo, chong, anh, chi, em rugt cria nguoi ity quyén
thi van ban 1ty quyén khéng phdi chiing thue.

*Luuy:

- Pbi voi gidy to nop, xudt trinh:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir so ge hodc
bin sao duge chimg thyc tir ban chinh thi ngudi tiép nhan ho so khong duge yéu
cau xuét trinh ban chinh; neu nguoi yéu cau chi ndp ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, d6i chiéu ban chup voi ban chinh va ky

vao ban chyp xac nhan vé viée da 601 chiéu ndi dung gidy to do, khong duge yéu
cau ngudi di ding ky nop ban sao gidy to do.



+ Pdi voi gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhén co trach
nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin
dé luu trong ho so va tra lai cho ngudi xudt trinh, khéng duoc yéu cau ndp ban sao
hodc ban chup gidy to do.

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

- Truong hop cho phép nguoi yéu cau dang ky hé tich Idp van ban cam
doan vé néi dung yéu cau dang ky hg tich thi co quan dang ky h¢ tich phai giai
thich ¥ cho nguoi Idp van ban cam doan vé trdch nhiém, hé qua phdp Iy cua viée
cam doan khong diing su that.

Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co quan cé tham
quyén hity bo két qua déing ky hé tich, néu cé co sé xde dinh néi dung cam doan
khéng dung suw thdt.

d) S6 lwong hd so: 01 b¢

d) Thoi han giai quyét: 03 ngay lam viée; truong hop phai xédc minh thi
thoi han giai quyét khong qua 23 ngay.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhéan

g) Co quan thue hién thi tuc hanh chinh:

- Uy ban nhén dan cép x& noi ngudi yéu cau cép Gidy xac nhén tinh trang
hén nhéan thuong tru.

- Trudng hop nguoi yéu cau ce”ip Giéy xac nhan tinh trang hon nhan khong
c6 noi thuong tri nhung c6 dang ky tam tri theo quy dinh cua phap luét vé cur tri
thi Uy ban nhén dan cép xa noi tam trti thuc hién viée cap Gidy xac nhan tinh trang
hon nhén.

h) Co quan pht’;")i hop: Uy ban nhan dan cp xa noi thuong trd trude day cua
ngudi yéu cau cp Glay xdc nhén tinh trang hén nhén (tmorng hop ngudi yéu cau

da thuong tra & nhiéu noi khac nhau), Uy ban nhan déan noi du dinh dang ky két
hon trudce day.

i) K&t qua thwe hién thi tuc hanh chinh: Gidy xéc nhén tinh trang hon
nhan.

L¢ phi:10.000 déng/lan.

k) Mién 1é phi cho ngudi thudc gia dinh c6 cong voi cdch mang; ngudi thude
ho ngheo; nguoi khuyet tat.

1) MAu don, mau to khai: To khai cép Giéy xac nhéan tinh trang hon nhén.
m) Yéu ciu, diéu kién thye hién thi tuc hanh chinh:

Trudng hop yéu cau xéc nhan tinh trang hon nhan nhdm muc dich két hon
thi ngudi yéu cau phai dap tmg du diéu kién két hon:




- Nam tir dti 20 tudi tré 1én, nit tir du 18 tuoi trd 1én;

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

- Khéng bi mét nang luc hanh vi dan su;

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

+ Két hon gia tao, ly hon gia tao;

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

+ Ngudi dang c6 vg, c6 chong ma két hon véi ngudi khac hofc chua c6 vo,
chua c6 chong ma két hon voi nguoi dang co chong, ¢o vo;

+ Két hon giﬁ:a nhiing ngudi cing dong méu vé truc hé; gitta nhing ngudi
c6 ho trong pham vi ba doi; gitra cha, me nudi voi con nudi; gitra ngudi da timg la
cha, me nudi véi con nudi, cha chong véi con déu, me vo véi con 1é, cha dugng véi
con riéng clia vo, me ké vai con riéng ctia chong.

- Nha nuoc khong thiea nhan hon nhan gita nhitng nguoi cung gioi tinh.

Truong hop yéu cau cd}? Gidy xdc nhan tinh trang hon nhan dé sir dung véo
muyc dich khdc, khong phai dé ddng ky ket hon, thi nguoi yéu cdu khong phai ddp
ung diéu kién két hon.

n) Can ctr phap ly:

- Luat Hon nhéan va gia dinh nam 2014;

- Luat Ho tich ndm 2014,

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot so di€u va bién phép thi hanh Luét Ho tich;

- Théng tw s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phdp quy dinh chi
tiét thi hanh mot so diéu cua Ludt HY tich va Nghi dinh so 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mgt so diéu va bién phdp thi hanh Ludt
Ho tich;

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019 cua B¢ Tai chinh huong
dan vé phi va ¢ phi thujc tham quyén quyét dinh cia Hoi dong nhdn dan tinh,
thanh phé triee thude Trung wong.

- Nghi quyét s 17/2016/NQ-HPND ngay 05/10/2016 cia Hoi dong nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, ndp, quan ly va su
dung phi, I€ phi trén dia ban tinh Hai Duong.

13. Thu tuc dang ky lai khai sinh
a)Trinh ty thuce hién

- Ngudi c6 yéu cdu dang ky lai khai sinh ndp hé so tai B§ phén tiép nhan hd
so va tra két qua cap x4 co tham quyén.

- Ngudi tiép nhén c6 trach nhiém kiém tra ngay toan bd ho so, doi chiéu



thong tin trong T¢ khai va tinh hop 1€ cta gidy to trong ho so do ngudi yéu cau
ndp, xuét trinh.

- Néu ho so day du, hop 18, nguoi tiép nhan hd so viét gidy tiép nhan, trong
do ghi o ngay, gio tra két qua; néu hd so chua ddy du, hoan thién thi hudéng dan
ngudi ndp ho so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung,
hoan thién ho so ngay thi phai lp thanh van ban huéng dan, trong do néu ro loai
gidy t0, noi dung can bo sung, hoan thién, ky, ghi rd ho, tén cua nguoi tiép nhan.

‘ - Sau khi tlep nhén hd so, cong churc tu phap - ho tichkiém tra, xac minh
ho so.

Trudng hop viée dang ky lai khai sinh duoc thuc hién tai Uy ban nhan dén
cap xa khong phai noi dang ky khai sinh trudc ddy thi cong chire tu phap - ho tich
bao cdo Chii tich Uy ban nhén dan cap Xa cd van ban de nghl Uy ban nhan dan cap
x4 noi ddng ky khai sinh trudc day kiém tra, xac minh vé viée luu gitr s6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhén dan noi da dang ky khai
sinh trude day tién hanh kiém tra, xac minh va tra 101 bang van ban vé viéc con luu
gilt hodc khong luu gitr dugc so h tich.

Truong hop gidy to cia nguoi yéu cau dang ky lai khai sinh khong cé théng
tin chimg minh quan hé cha, me, con thi co quan ding ky h¢ tich cé vin ban dé
nghi co quan céng an cé tham quyén xdc minh. Truong hop co quan cong an tra
167 khdng c6 théng tin thi co quan ddng ky hé tich cho nguoi yéu cau ding ky lai
khai sinh lgp van ban cam doan vé théng tin cua cha, me va xdc dinh ngi dung khai
sinh theo van ban cam doan.

Sau khi nhén duoc két qua xéc minh vé viéc khong con luu giir duge s6 ho
tich tai noi da dang ky khai sinh hodc sau thoi han 20 ngay ké tir ngay gui van ban
yéu cau xdc minh ma khéng nhén dwoc van ban tra 1oi, neu thay viéc dang ky lai
khai sinh chinh xac, ding quy dinh phap luat, cong churc tu phap - ho tich bao cao
Chu tich Uy ban nhan dan cép xa. Truong hop Chu tich Uy ban nhén dan dong y
giai quyét thi cong chire tu phap - ho tich ghi noi dung khai sinh vao S6 dang ky
khai sinh, huéng din nguoi yéu cu kiém tra ndi dung Gxay khai sinh va S6 dang
ky khai sinh,cung nguoi di déng ky lai khai sinh ky vao S6. Chu tich Uy ban nhén
dan ky cdp Gidy khai sinh cho ngudi cé yéu cau.

* Luuy:

- Pbi voi gidy to ndp, xuat trinh:

+ Truong hop nguoi yéu ciu nop gidy to la ban sao dugc cép tir s gbc hodc
ban sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguoi yéu céu chi nop ban chup va xuét trinh ban

chinh thi ngudi tiép nhén ho so klem tra, ddi chiéu ban chup voi ban chinh va ky
vao ban chup xéc nhan vé viée da dox chiéu ndi dung gidy to do, khong duge yéu

cau nguoi di dang ky nép ban sao gidy to do.

& Bm VOl glay to xudt trinh khi déng ky h¢ tich, nguoi tiép nhan cé tréch
nhiém kiém tra, dbi chiéu véi thong tin trong t& khai, chup lai hodc ghi lai thong tin




dé luu trong hd so va tra lai cho ngudi xuét trinh, khong duoc yéu cau nop ban sao
hoac ban chup giay to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di hd so dang ky ho tich
theo quy dinh cua phép luét hg tich, khéng dugc yéu cau nguoi ding ky hé tich ndp
thém gidy to ma phap luét ho tich khéng quy dinh phai ndp.

- Truomg hop cho phép nguoi yéu cau déing ky hé tich ldp van ban cam
doan vé ngi dung yéu cau ding ky hé tich thi co quan dang ky hé tich phai gidi
thich ré cho nguoi Idp vin ban cam doan vé trach nhiém, hé qua phap Iy cua viée
cam doan khéng diing su thdt.

Co quan dang ky h¢ tich tir chéi giai quver hodic dé nghi co quan ¢6 tham
quyén ity bo két qua ding ky hé tich, néu cé co so xdce dinh néi dung cam doan
khong dung su that.

b) Cach thire thye hién:

- Nguoi ¢6 yéu cau dang ky lai khai sinh truc tiép thuc hién hodc ty quyén
cho nguoi khac thue hién viée dang ky lai khai sinh;

- Nguoi thye hién dang ky lai khai sinh c6 thé truc tiép ndp ho so tai Bo

phén tiép nhan hd so va tra két qua cap xa co tham quyén hoéc guri ho so qua hé
thong buu chinh hodc gii hd so theo hé théng ding ky truc tuyén.

¢) Thanh phan ho so:
* Gidly to phdi xudt trinh
- Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cong dan hogc

céc gidy to khac ¢ dan anh va théng tin ca nhan do co quan ¢o tham quyen cap,

con gia tri str dung dé chimg minh vé nhan than cla nguoi cé yéu cau dang ky
lai khai sinh.

- Gidy t& chimg minh noi cu tra dé xac dinh thim quyén dang ky lai khai
sinh (trong giai doan chuyén ti€p).

Truong hop gii hd so qua hé thong buu chinh thi phai giri kém theo ban sao
¢6 ching thuc cac giay to phai xuat trinh néu trén.

* Gidy to phdi npp

- T& khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan cua ngudi
yéu cau ve viéc da ndp du cac gidy to hién co.

- Ban sao toan bo ho so, gidy to cua ngucn yéu cau hoic ho S0, glay to, tai
liéu khac trong do co thong tin lién quan dén noi dung khai sinh, gém:

+ Ban sao Gidy khai sinh do co quan c6 tham quyén cua Viét Nam cap hop
1é (ban sao dugc chimg thuc tir ban chinh, ban sao dugc cap tir S6 dang ky khai
sinh); Ban chinh hodc ban sao gidy tO co gid tri thay thé Gidy khai sinh dugc cdp
trude nam 1945 & mién Bic va trude nam 1975 ¢ mién Nam.

+ Trudng hop nguoi yéu cau khong c6 gidy to néu trén thi phai ngp ban sao
gidy to do co quan, 16 chirc c6 thdm quyén ctia Viét Nam cép hop 1& nhu: Gidy




chimg minh nhén dén, Thé cén cude cong dan hoac Ho chiéu; S6 ho khéu, Sé tam
tra, gidy to chimg minh vé noi cu tra; Béng tdt nghiép, Glay ching nhan, Chung
chi, Hoc ba, ho so hoc tap do co quan c6 thdm quyén cép hodc x4c nhan; giay to
khéc c6 thong tin vé ho, chir dém, tén, ngay, thang, ndm sinh cla cd nhan.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp day du ban sao cac
gidy to néu trén (néu c0) va phai cam doan dd ndp du céc gidy t& minh co; chiu
trach nhiém, hé qua cua viéc cam doan khong ding sur that.

- Truorng hop ngudi yéu cau dang ky lai khai sinh 13 cén bg, céng chirc,
vién chire, nguoi dang cdng tac trong luc lugng vii trang thi phai c6 van ban xéac
nhan cia Thu truéng co quan, don vj vé viée nhitng ndi dung khai sinh cua
ngudi do gom ho, chit dém, tén; gioi tinh; ngay, thang, nam sinh; dén toc; qubc
tich; qué quan; quan h¢ cha - con, me - con phu hop véi hé so do co quan, don
vi dang quan ly.

- Viin ban ty quyén theo quy dinh cua phap ludt trong truong hop uy quyén
thuc hién viéc dang ky lai khai sinh. Truong hop nguoi dige uy quyén la ong, ba,
cha, me, con, vo, chong anh, chi, em rudt ciia nguoi uy quyén thi vin ban 1y quyén
khong phai ching thuc.

d) S6 lwgng hé so 01 bé

d) Thoi han gidi quyét: 05 ngay lam viéc; truong hop phéi xac minh thi
thoi han giai quyét khong qua 25 ngay.

e) Di twgng thue hién thi tuc hanh chinh: C4 nhin

g) Co quan thyc hién thi tuc hanh chinh: Uy ban nhéan dén cép xa noi da
dang ky khai sinh trude ddy hoac Uy ban nhan dan cép x4 noi ngudi yéu cau dang
ky lai khai sinh thuong tru.

h) Co quan phéi hop: Uy ban nhan dan cap xa noi ngudi yéu cau dang ky
lai khai sinh da déng ky khai sinh truéc ddy trong trudong hop thuce hién ding ky lai
khai sinh tai Uy ban nhan dén cap xa noi thuong tru.

i) Két qua thue hién thi tuc hanh chinh:Gidy khai sinh (ban chinh).
k) Lé phi:
- 5000 dong/lan.

- Mién 1€ phi cho nguoi thude gia dinh 6 cong voi cach mang; nguoi thudce
ho ngheo; nguoi khuyet tat.

I) MAu don, miu to khai: To khai dang ky lai khai sinh
m) Yéu ciu, diéu kién thwe hién thi tuc hanh chinh

- Viéc khai sinh da duoc dang ky tai co quan co thAm quyén cua Viét Nam
trude ngay 01/01/2016 nhung S6 dang ky khai sinh va ban chinh Gidy khai sinh
déu bi mat.

- Ngudi ¢6 yéu cau con song tai thoi diem yéu cau dang ky lai.



n) Can cir phap ly:
- Luat HO tich nam 2014;

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

- Thong tu so 04/2020/TT-BTP ngay 28/5/2020 cva Bg Tw phdp quy dinh chi
tiét thi hamh mét s6 dieu ciia Ludt HP tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ciia Chinh phit quy dinh chi tiét m¢t s6 diéu va bién phdp thi hanh Ludt
Ho tich;

- Thong twe s6 85/2019/TT- BTC ngay 29/11/2019 cua Bg Tai chinh hudng

dan vé phz va I¢ phi thude tham quyén quyét dinh ciia Hoi dong nhdn dan tinh,
thanh phé triee thude Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 cua Hoi dong nhan
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, ndp, quan Iy va su
dung phi, 1€ phi trén dia ban tinh Hai Duong.

14. Thi tuc dang ky khai sinh cho ngudi da co ho so, gidy to ca nhin
a) Trinh ty thuc hién

- Nguoi ¢o yéu cau dang ky khai sinh ndp ho so tai B phéan tiép nhén ho so
va tra két qua cap xa co tham quyén.

- Ngudi tiép nhan cé trach nhiém klem tra ngay toan bd hd so, dbi chleu
thong tin trong T khai va tinh hop & cua gidy to trong ho so do ngudi yéu cau
nop, xuét trinh.

- Néu hd so day du, hop 18, nguol tiép nhan hd so viét gidy tiép nhan, trong
d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan
ngudi ndp hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung,
hoan thién ho so ngay thi phai lap thanh van ban hudng dan, trong d6 néu rd loai
gidy t0, ndi dung can b sung, hoan thién, ky, ghi rd ho, tén clia nguoi tiép nhan.

- Sau khi tiép nhan hé so, cong chire tu phap - ho tich kiém tra, xac minh hd
s0. Trong truong hop can thiét, cong chuc tu phép - hd tich bao cao Chu tich Uy
ban nhén dén cap xa c6 van ban dé nghi Uy ban nhén dan cap xa noi cu tr trude
day cua nguorl yéu cdu dang ky khai sinh dé kiém tra, xdc minh vé viéc dang ky
khai sinh va viéc luu gitr s6 ho tich.

Sau khi nhan duogc van ban dé nghi, Uy ban nhan dan cap X3 noi nguoi yéu
cau ding ky khai sinh cu tra trude day tién hanh kiém tra, x4c minh va tra 101 bang
vin ban vé viécnguol yéu cau da duoc dang ky khai sinh hay chua duoc dang ky
khai sinh; viéc con luu gitr hoac khong luu gitr duoc s0 ho tich.

Truong hop gidy to clia nguoi yéu cau dang ky khai sinh khong cd thong tin
chimg minh quan hé cha, me, con thi co quan ddng ky h¢ tich co van ban dé nghi
co quan cong an co tham quyen xdc minh. Truong hop co quan cong an tra loi
khéng cé thong tin thi co quan ddng ky hé tich cho nguoi yéu cdu dang ky khai sinh




lap van ban cam doan vé thong tin cua cha, me va xdc dinh noi dung khai sinh theo
van ban cam doan.

Sau khi nhan duge két qua xac minh hodc sau thoi han 20 ngay ke fir ngay
gui véin ban yéu cau xac minh ma khéng nhdan dwoc van ban tra 16i, néu thdy hd
so ding ky khai sinh 1a day du, chinh xé4c, dung quy dinh phap luét, cong chuc
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 phép - ho tich
ghi ndi dung khai sinh vao So6 déng ky khai sinh, hudng dan nguoi yéu cau kiém
tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, cling ngu’m di dang ky khai
sinh ky tén vao S6. Chu tich Uy ban nhan dan cip xa cép Gidy khai sinh cho
nguoi dugce dang ky khai sinh.

b) Cach thirc thue hién:

- Nguoi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién viéc dang ky khai sinh;

- Ngudi thyce hién viée dang ky khai sinh ¢6 thé truc tiép ndp ho so tai B
phan t1ep nhan hd so va tra két qua cap xa co tham quyen hoac giri ho so qua hé
thong buu chinh hodc giri qua hé thdng dang ky truc tuyén.

¢) Thanh phan hd so

* Gidy to' phai xudt trinh

- Ho chiéu hodc chng minh nhan dan hodc the can cudce cong dén hode cac
gidy to khac cé dan anh va thong tin ca nhan do co quan co tham quyén cdp, con

gia tri sur dung dé chung minh vé nhan than clia ngudi c6 yéu cau dang ky khai sinh
(gidy to thy than).

- Gidy to ching minh noi cu trii dé xéc dinh thdm quyén dang ky khai sinh
(trong giai doan chuyén tiép).

Trudng hop gini ho so qua hé thong buu chinh thi phai giri kém theo ban sao
co chimg thure cac gidy to phai Xudt trinh néu trén.

* Gidy to phdi njp
- T& khai dang ky khai sinh theo mau.
- Vin ban cam doan ctia ngudi yéu ciu vé viée chua duoc dang ky khai sinh.

- Ban sao toan bo ho so, gidy to ctia ngudi yéu cau hodc ho 50, giay to, tai
liéu khéc trong d6 c¢6 thong tin lién quan dén noi dung khai sinh, gom Glay ching
mmh nhan dan, The can cudc cong dan hogc Ho chiéu; S6 ho khau, So tam tru,
gidy tO chimg minh vé noi cu tri; Bang tot nghlep, Giay chung nhén, Chung chi,
Hoc ba, H6 s0 hoc tp do co quan co thdm quyén cdp hodc xac nhan; gidy to khac
c6 thdng tin vé ho, chir dém, tén, ngay, thdng, nam sinh clia cd nhén.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém ndp day du ban sao cdc
gidy to néu trén (néu c6) va phai cam doan d& ndp di céc gidy t& minh c6; chiu
trach nhiém, hé qua cua viéc cam doan khong dung su that.




- Trudng hop ngudi yéu cau ding ky khai sinh 14 can b, cong chirc, vién
chirc, nguoi dang cong tac trong luc luong vii trang thi phai co van ban xac nhan
ctia Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh ctia nguoi dé
gé“)m ho, chit dém, tén; gidi tinh; ngay, thang, ndm sinh; dan tdc; quéc tich; qué
quén; quan hé cha - con, me - con phi hop véi hd so do co quan, don vi dang
quan ly.

- Vin ban Uy quyén theo quy dinh ctia phap ludt trong truong hop uy quyén
thuc hién viéc dang ky khai sinh. Truong hop nguoi duoc uy quyén la ong, ba, cha,

me, con, vo, chong, anh, chi, em rudt cia nguoi 1y quyén thi van ban iy quyén
khong phai chung thuc.

* Luu y:
- Bai véi gidy to ndp, xuat trinh:

+ Truong hop ngudi yéu cau ndp gidy to la ban sao dugc cép tir sO gbc hodc
ban sao dugc chimg thue tir ban chinh thi ngudi tiép nhéan ho so khong dugc yéu
cau xuét trinh ban chinh; néu nguol yéu cau chi ndp ban chup va xuét trinh ban
chinh thi nguoi tlep nhéan ho so kiém tra, ddi chiéu ban chup vé1 ban chinh va ky
vao ban chup xéc nhan vé viéc da ddi chiéu noi dung giéy to do, khong dugc yéu
cau ngudi di dang ky nop ban sao gidy to do.

+ i véi gidy t& xudt trinh khi déng ky ho tich, nguoi tiép nhan c6 trich
nhiém kiém tra, d6i chiéu voi thong tin trong to khai, chyp lai hodc ghi lai thong tin
dé luu trong hd so va tra lai cho ngudi xuat trinh, khong dugc yéu cau nép ban sao
hodc ban chup gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhén dung, du hé so dang ky ho tich
theo quy dinh cua phép luat ho tich, khong duge yéu cau nguoi dang ky hé tich nop
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

- Truong hop cho phép nguoi yéu cdu déang ky hé tich ldp van ban cam
doan vé néi dung yéu cau ding ky ho tich thi co quan dang ky hg tich phai giai

thich r6 cho nguoi Igp vin ban cam doan vé trdch nhiém, hé qua phdp 1y ciia viéc
cam doan khong dving sy that.

Co quan ddng ky ho tich tir choi giai quyet hode dé nghi co quan ¢é tham
quyén hiy bo két qua ding ky ho tich, néu cé co so xdc dinh néi dung cam doan
khong dung suw that.

d) S6 lwong ho so: 01 bo

d) Thoi han giai quyét: 05 ngay lam viée; truong hop phai xac minh thi
thoi han giai quyét khong qua 25 ngay.

e) Poi twong thue hién thii tuc hanh chinh: C4 nhan

g) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan cip xa noi
nguoi yéu cau cu tra.

h) Co quan phdi hop: Uy ban nhan dan cap xa noi nguoi yéu cau dang ky
khai sinh cu tri trude day.




i) Két qua thue hién thi tuc hanh chinh: Gidy khai sinh (ban chinh).

k) Lé phi:

- 5000 dong/lan. Mién 1é phi cho nguoi thude gia dinh ¢ cong voi cach
mang; nguoi thudce hd ngheo; nguoi khuyét tat.

I) MaAu don, mau to khai: To khai ding ky khai sinh

m) Yéu cau, diéu kién thwe hién thi tuc hanh chinh

Coéng dén Viét Nam cu tra tro’ng nudc, sinh trude ngay 01/01/2016, chua
duoc dang ky khai sinh, ¢6 ho so, gidy to cd nhén (ban chinh hogc ban sao dugc
chimg thuc hop 18) nhu: gidy to tuy than; S6 ho khau S6 tam tr; gidy to khéc do
co quan nha nude cé tham quyén ctia Viét Nam cép.

n) Can cur phap ly:

- Luat Ho tich nam 2014;

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

chi tiét mot s6 di€u va bién phdap thi hanh Luat Ho tich;

g Théng tu Sof 04/2020/TT-BTP ngay 28/5/2020 cua Bé Tu phdp quy dinh chi
tiet thi hanh moét so diéu cua Ludt HO t_z'ch’ va Ngh;i d;’{?h 5o 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét m¢t so diéu va bién phdp thi hanh Ludt
Ho tich;

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019 cua B Tai chinh huong

dan vé phz va 1é phi thude tham quyén quyét dinh cia Hoi dong nhdn dan tinh,
thanh phé triee thude Trung wong.

- Nghi quyét s 17/2016/NQ-HDND ngay 05/10/2016 cua Héi ddng nhén
dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong

15. Thii tuc diing Ky lai két hon
a) Trinh tu thye hién

- Nguoi co yéu cau dang ky lai két hon nop hd so tai B6 phan tiép nhan ho
S0 va tra két qua cap xa co tham quyen

- Ngucn tiép nhén co trach nhiém kiém tra ngay toan bo hd so, xac dinh tinh
hop 1€ cua giay to trong hd so do ngudi yéu cau ndp, xudt trinh; ddi chiéu thong tin
trong To khai véi gidy to trong hd so.

- Néu hé so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghi r6 ngay, glor tra két qua; néu hd so chua day du, hoan thién thi huéng dan
ngay dé nguoi nop hé so bd sung, hoan thién theo quy dinh; truong hop khong thé
bd sung, hoan thién ho so ngay thi nguoi tlep nhén phai lap van ban huéng dan,
trong d6 néu rd loai gidy t0, ndi dung can bo sung, hoan thién, ky, ghi rd ho, tén
ctia ngudi tiép nhan.




- Sau khi tiép nhén ho so, cong chire tu phap - ho tich kiém tra, xac minh
ho so.

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cap X3
khong phai noi da dang ky két hon trude day thi cong chire tw phép - ho tich bao
cao Chii tich Uy ban nhan dén c6 van ban dé nghi Uy ban nhan dan noi dang ky két
hén trude day kiém tra, xdc minh vé viée luu git s6 h tich tai dia phuong.

Sau khi nhén duoc van ban & nghi, Uy ban nhan dan noi da dang ky két hon
trude day tién hanh kiém tra, xdc minh va tra 1o bang van ban vé viée con luu gilr
hodc khéong luu gitt dugc S6 ho tich.

- Sau khi nhan dugc két qua xéc minh vé viéc khéng con luu giit duoc Sé hd
tich tai noi dé dang ky két hon hodc sau thoi han 20 ngay ke twr ngay gui van ban
yéu cau xdc minh ma khéng nhdn dwgc van ban tra loi, néu thiy hd so day du,
chinh xac, ding quy dinh phéap ludt thi céng chuc tu phép - h tich bao cao Chu
tich Uy ban nhén dén cap xa. Truong hop Chu tich Uy ban nhén dan cap xa dong y
giai quyét thi cong chirc tu phap - ho tich ghi viée két hon vao S6 dang ky két
hon,hudng dan cac bén kiém tra ndi dung Glay chimg nhan két hon va S6 dang ky
két hon,cing hai bén nam, ni ky tén vao S6 va hudng dan cac bén cung ky vao
Gidy ching nhéan két hon, Chu tich Uy ban nhan dan cép xa to chic trao Gidy
chimg nhan két hén cho hai bén nam, nir.

b) Cach thirc thyue hién:

Nguoi ¢6 yéu cau dang ky lai két hén trire tiép ndp hd so tai Bo phan tiép
nhén hd so va tra két qua cap xd co tham quyen (bén nam hodc bén nir c6 thé truc
tlep nop hd so ma khéng can c¢6 van ban ty quyén ctia bén con lai).

¢) Thanh phan hd so:

* Gidy to phai xudt trinh

- Ho chiéu hodc chimg minh nhan din hodc thé cin cudce cong dan hodc
cac glay to khac c6 dan dnh va thong tin ca nhan do co quan co tham quyen cép,

con gia tri sir dung dé chimg minh vé nhan than cta ngudi c6 yéu cau dang ky
lai két hon.

- Gidy to ching minh noi cu tra dé xac dinh tham quyen trong truong hop
viéc dang ky lai két hén thuc hién tai Uy ban nhan dan cap xa khong phai 1a noi
dang ky két hon trude day (trong giai doan chuyén tiép).

* Gidy to phii nép
- T& khai dang ky lai két hon theo mau;

- Ban sao Giay chimg nhan két hon duoc cap truoe day. Néu khong c6 ban
sao Gidy ching nhan két hon thi ndp ban sao hé so, gidy to ¢ nhan c6 cac thong
tin lién quan dén noi dung dang ky két hon.

*Luuy:

- Ddi vai gidy to ndp, xuat trinh:




+ Trudng hop ngudi yéu cau nodp gidy to la ban sao dugc cép tir s6 gbe hodc
ban sao dugc ching thyc tir ban chinh thi ng,uorl tlep nhan ho so khéng dugc yéu
céu xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban
chinh thi nguoi tlep nhan hé so kiém tra, dbi chiéu ban chup v6i ban chinh va ky
vao ban chup xac nhan vé viée da 601 chiéu néi dung gidy to d6, khong duoc yéu
cau nguoi di dang ky nop ban sao gidy to do.

+ Déi véi glay td xut trinh khi dang ky ho tich, nguoi tiép nhédn ¢ trach
nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai hodc ghi lai thong tin
dé luu trong hd so va tra lai cho nguoi xuét trinh, khéng dugc yéu cdu ndp ban sao
hoic ban chup gidy t& do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so dang ky ho tich
theo quy dinh cua phap luét h¢ tich, khong duge yéu cau nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

d) S6 lwgng hd so: 01 bé

e) Thoi han giai quyét: 05 ngay lam viéc; truong hop phai xac minh thi thoi
han giai quyét khong qua 25 ngay.

g) Pbi twong thue hién thi tuc hanh chinh: C4 nhan

h) Co quan thuc hién thi tuc hanh chinh: Uy ban nhan dan Cap xd noi
da dang ky két hén trude day hodc Uy ban nhan dén cép xa noi nguoi yéu cau
thuong tru.

i) Co quan phdi hop: Uy ban nhén dan noi ding ky két hon trudc d’ay trong
truong hop ding ky lai két hon tai Uy ban nhan dén cdp x4 noi ngudi yéu cau
thuong tru.

k) Két qua thye hién thi tuc hanh chinh: Gidy chimg nhan két hon(ban
chinh), mi bén vg, chong 01 ban.

I) Lé phi: 25.000 dong/lan.

Mién 1& phi cho nguoi thude gia dinh c¢6 cong vai cach mang; ngudi thuge
hd nghéo; nguoi khuyét tat.

m) MAu don, mAiu to khai: To khai ding ky lai két hon
n) Yéu ciu, diéu kién thue hién thii tuc hanh chinh:
- Viée két hon da duoc dang ky tai co quan co tham quyén ctia Viét Nam

trudc ngay 01/01/2016 nhung S dang ky két hon va ban chinh Gidy chimg nhan
két hon déu bi mét;

- Ngudi yéu cau dang ky lai két hon con séng vao thoi diém yéu cdu dang ky
lai két hon.

p) Cén cir phap ly:
- Luat Hon nhén va gia dinh nam 2014;
- Luat Ho tich nam 2014,




- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot so diéu va bién phap thi hanh Luat Ho tich;

- Thong tu SC?’ 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tw phdp quy dinh chi
tiét thi hanh mot sé diéu cua Ludt HO r;'ch’vd Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot so diéu va bién phap thi hanh Lugt
Ho tich;

. = Thong tu s6 85/201 Y/TT-BTC ngay 29/11/2019 cua BJ Tai chinh huong
dan vé phi va I¢é phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh pho truc thuéc Trung uong.

- Nghi quyét s6 17/2016/NQ-HDND ngay 05/10/2016 cua Hoi dong nhan
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu, ndp, quan ly va su
dung phi, 1€ phi trén dia ban tinh Hai Duong

16. Thu tuc dang ky lai khai tir

a) Trinh ty thuc hién

- Nguoi ¢6 yeu cau dang ky lai khai tir nop hd so tai B phén tiép nhan hd so
va tra két qua cap xa co tham quyén.

- Nguoi tiép nhéan c6 trach nhiém klem tra ngay toan bd hd so, doi chleu

thong tin trong T khai va tinh hop I€ cua gidy to trong hd so do ngudi yéu cau
nop, xuét trinh.

- Néu hé so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong
do ghl rd ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan
nguoi nop ho so bd sung, hoan thién theo quy dinh; trudng hop khong thé bo sung,
hoan thién hd so ngay thi phai lap thanh van ban hudng dan, trong do néu rd loai
gidy t0, ndi dung can bo sung, hoan thién, ky, ghi rd ho, tén ctia nguoi tiép nhan.

- Ngay sau khi tiép nhan ho so, néu thay thong tin khai tur day du va phu hop,
cong chirc tu phap - h tich bao cao Chu tich Uy ban nhan dan cap xa. Truong hop
Chu tich Uy ban nhéan dan cap xa dong y giai quyét thi céng chire tur phap - ho tich
ghi vao S6 dang ky khai tu, hudng dan ngudi yéu cau kiém tra ndi dung Trich luc
khai tir va S6 dang ky khai tu,cung ngudi di dang ky khai tr ky vao S$6. Chu tich
Uy ban nhan déan cap xa ky cap Trich luc khai tir cho ngudi di déng ky khai tur.

b) Cach thirc thue hién:

- Ngudi c6 yéu cau ding ky lai khai tir truc tiép thue hién hogc ty quyén cho
ngudi khac thuc hién viée dang ky lai khai t;

- Ngudi thue hién viéc dang ky lai khai tu co thé nop ho so truc tiép tai Uy

ban nhén dan cép xd co tham quyén hodc gt ho so qua hé théng buu chinh hodc
glri 4o so theo hé théng dang ky ho tich truc tuyén.

¢) Thanh phan hd so:

* Gidy to phai xudit trinh




- Ho chiéu hoac chung minh nhén dén hodc thé can cudce cong dan hoac
céc gidy to khdc ¢ dan anh va thong tin ¢& nhan do co quan co tham quyen cép,
con gia trj st dung dé chtmg minh vé nhan than cua nguoi c6 yéu cau dang ky
lai khai tur;

Trudng hop giri ho so qua hé théng buu chinh thi phai gri kém theo ban sao
co chung thuc gidy to phai xuat trinh néu trén.

* Gidy to phai nép

- To khai dang ky lai khai tir theo mau;

- Ban sao Giy ching tir trude day duoc cap hop 1&. Néu khong c6 ban sao
Gidy ching tir trude ddy duoc cp hop 1€ thi ngp ban sao hd so, gidy to lién quan
¢6 ndi dung chimg minh su kién chét,

- Vin ban ty quyén theo quy dinh ctia phap luat trong t1u0’r1g hop uy quyén
thuc hién viéc dang ky lai khai ttr. Truong hop nguoi diwoc uy quyén la ong, ba,
cha, me, con, vo, chong, anh, chi, em rudt ciia nguoi ity quyén thi vin ban iy quyén
khong phai chung thue,

* Luu y:

- D6i véi gidy to ndp, xuét trinh:

+ Trudng hop ngudi yéu ciu ndp gidy to la ban sao dugce cap tir sO gbe hodc
ban sao dugc chung thye tir ban chinh thi ngudi tiép nhan ho so khong duogc yéu
cau xudt trinh ban chinh; néu nguoi yéu cau chi ‘nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhén hd so kiém tra, dbi chiéu ban chup vai ban chinh va ky

vao ban chup xac nhén vé viée da 601 chiéu néi dung giay to do, khong dugc yéu
cau ngudi di dang ky ndp ban sao gidy to do.

+ Pbi voi glay t& xuat trinh khi dang ky ho tich, ngudi tiép nhan c6 tréch
nhiém kiém tra, d6i chiéu véi thong tin tr ong t0 khai, chup lai hodc ghi lai thong tin
dé luu trong ho 50 va tra lai cho nguoi xuat trinh, khong dugc yéu cau nop ban sao
hodc ban chup gidy t& do.

+ Nguoi tiép nhén c6 trach nhiém tiép nhén ding, di ho so dang ky ho tich
theo quy dinh cua phap luét h¢ tich, khong dugc yéu cau nguoi dang ky hd tich nop
thém gidy to ma phép ludt ho tich khéng quy dinh phai nop.

d) S6 lwong ho so: 07 bo

d) Thoi han giai quyét: 05 ngay lam viéc; truong hop can xéc minh thi thoi
han giai quyét khong qua 10 ngay lam viéc.

e) Poi twgng thwe hién thii tuc hanh chinh: C4 nhan

g) Co quan thye hién thi tuc hanh chinh: Uy ban nhan dén cp x4, noi da
dang ky khai tr truge day.

h) Co' quan phéi hop: Khong.
i) Két qua thue hién thii tuc hanh chinh: Trich luc khai tir (ban chinh).



k) Lé phi: 5000 dong/lan.

Mién 1& phi cho nguoi thude gia dinh co cong vdi cach mang; nguoi thude
hd nghéo; ngudi khuyét tat.

1) Mau don, miu to khai: To khai dang ky lai khai tir

m) Yéu cau, diéu kién thuwe hién thi tuc hanh chinh:

Viéc khai tir da duge déng ky tai co quan co tham qu),/én cua Viet Nam truge
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu bi mat.

n) Can cir phap ly:

- Luat Ho tich nam 2014,

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

- Thong tu so 04/2020/TT-BTP ngay 28/5/2020 cva BS Tuw phdp quy dinh chi
tiét thi hamh mét sé diéu cia Ludt HY tich va Nghi dinh 56 1 23/2015/ND-CP ngay

15 thang 11 néim 2015 ciia Chinh phii quy dinh chi tiét mét sé diéu va bién phap thi
hanh Ludt H¢ tich;

- Théng tw s6 85/2019/TT- BTC ngay 29/11/2019 cua Bo Tai chinh huong
dan vé phz va 1é phi thude tham quyén quyét dinh ciia Hoi dong nhdn dan tinh,
thanh phé true thude Trung wong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ctia Hoi dong nhan
dén tinh Hai Duong ban hanh Quy dinh muc thu, ché d¢ thu, ndp, quan ly va st
dung phi, 1€ phi trén dia ban tinh Hai Duong

17. Thii tuc cAp ban sao Trich luc h tich
a) Trinh tu thye hién:

- Ngudi co yéu cau cép ban sao trich luc ho tich nop hé so tai Co quan quan
ly Co s¢ dit liéu ho tich co tham quyén.

Trudng hop co quan, td chirc ¢6 thdm quyén dé nghi cép ban sao trich luc ho
tich cua ca nhan thi gui van ban yéu cau néu rd ly do cho Co quan quan ly Co so
dit liéu ha tich.

- Nguoi tiép nhan c6 trach nhiém kiém tra, dbi chiéu théong tin trong To khai
va tinh hop 1€ cua gidy to do nguot yéu cdu xuét trinh hoac ndp.

- Néu ho so day du, hop 18, ngudi tiép nhan hd so viét gidy tiép nhan, trong
do6 ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dén
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 van ban huong dan, trong do néu rd loai
gidy to, ndi dung can bo sung, hoan thién, ky, ghi o ho, tén ciia ngudi tiép nhan.

- Ngay sau khi tiép nhan hé so, néu thay hd so day di va phu hop, cong churc



lam cdng tac ho tich can ctr vao Co s¢ dir liéu ho tich, ghi néi dung ban sao trich
luc ho tich, bdo cao Thu truong co quan quan ly Co sd dit liéu ho tich ky céap ban
sao trich luc hé tich cho nguoi yéu cau.

b) Cach thirc thue hién:

- Nguoi ¢6 yéu cau cap ban sao trich luc ho tich truc tiép thuc hién hodc uy
quyén cho nguoi khéc thuc hién yéu cau cap ban sao trich luc ho tich;

- Ngudi thue hién yéu cau cap ban sao trich luc hd tich ¢ the truc tiép nop
h6 so; co quan, 6 chie ¢ yéu cau cap ban sao trich luc hd tich ¢6 thé truc tiep gui
van ban yéu cau tai B phén tiép nhén ho so va tra két qua cép xa quan ly co s¢ dir
liéu h¢ tich c¢6 tham quyén hodc gii hd so, van ban yéu cau qua hé thong buu
chinh.

¢) Thanh phan hd so:

* Gidy to phai xuat trinh:

- HO chiéu hodc ching minh nhan dan hodc thé can cudce cong dan hoac cic
gidy to khéc ¢6 dan anh va thong tin ¢ nhan do co quan c6 thim quyén cap, con
gid tri sr dung dé chimg minh vé nhén than ctia nguoi c6 yéu cdu cép bén sao trich
luc ho tich.

Truong hop gt hé so qua h¢ thong buu chinh thi phai gui kém theo ban sao
6 chimg thue giay to phai xuat trinh néu trén.

* Gidy to phdi nép

- To khai cap ban sao trich luc h tich theo mau ddi véi trudng hop nguoi
yéu céu la ca nhan.

- Vén ban yéu cau cip bén sao trich luc ho tich néu 16 1y do trong trudng hop
nguoi yéu cau la co quan, t6 chire.

- Van ban uy quyén theo quy dinh ctia phap ludt trong truong hop ty quyén
thue hign yéu cau cép ban sao trich luc hd tich. Truong hop nguoi duoc uy quyén
la ong, ba, cha, me, con, vo, chong, anh, chi, em ruét cia nguoi uy quyén thi van

ban 1y quyén khong phai chimg thue.
* Luu y:

+ Trudng hop ngudi yéu cau ndp gidy to 1 ban sao duoc cép tir s6 gde hodc
ban sao dugc chimg thuc tir ban chinh thi nguoi tiép nhan hé so khéng dugc yéu
cau xuat trinh ban chinh; néu ngudi yéu cau chi nop ban chup va xuit trinh ban
chinh thi nguoi tiép nhdn ho so kiém tra, dbi chiéu ban chup véi ban chinh va ky
vao ban chup xdc nhan vé viéc di dbi chiéu néi dung gidy toy do, khong duoc yéu
cdu ngudi di dang ky ndp ban sao gidy tor do, :

- frTruémg hop phap luat quy dinh Xuét trinh gidy to khi dang ky ho tich
nguol ti€p nhan c6 trach nhiém kiém tra gidy tor xuit trinh, d8i chiéy vei the: :
tf'ong To khai va tra lai cho nguoi xuit trinh, khong duge vay ciun o "
tich ndp thém ban sao gidy tor d. Ngudi tiép nhan c6 fhé'chup 01
#inh hojc ghi Jaj thong tin cua giay to xuat trinh dé I ho s,

—

N
8udi dang ky hg
ban giay toy xuit



+ Nguoi tlep nhan c6 trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh cta phap luat h tich, khéng dugc yéu céu nguoi dang ky ho tich nop
thém giady to ma phap luat ho tich khong quy dinh phai nop.

d) S6 lwong hd so: 01 b6

d) Thoi han giai quyet Ngay trong ngay tiép nhan hd so; trrong hop nhan
ho so sau 15 gior ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo.

e) Doi twong thuc hién thi tuc hanh chinh: C4 nhan.

g) Co quan thuc hi¢n thi tuc hanh chinh: Co quan quan ly Co so dix
liéu
ho tich.

h) Két qua thuc hi¢n thi tuc hanh chinh: Ban sao trich luc ho tich

i) Lé phi: 8.000 dong/ban sao Trich luc/su kién h¢ tich da dang ky

k) Mau don, miu to khai: To khai cép ban sao trich luc hd tich

1) Can cir phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh
chi tiét mot s6 didu va bién phap thi hanh Luét Ho tich;

- Mong tw 04/2020/TT-BTP quy dinh chi tiét thi hanh mét sé diéu cia Ludt
Hg tich va Nghi dinh 56 123/2015/ND-CP ngay 15 thang 11 ndm 2015 cua Chinh
phii quy dinh chi tiét mét sé diéu va bién phap thi hanh Ludt Ho tich,

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh quy
dinh muc thu, ché do thu, ndp, quéan ly va st dung phi khai thac, sir dung thong tin
trong Co 5o dir liéu ho tich, phi x4c nhan c6 quoc tich Viét Nam, phi x4c nhan la
nguoi gbe Viét Nam, 16 phi qudc tich.



