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

XA TUAN VIET Péc 1ap — Tu do — Hanh phuc
Sb: 51 /KH-UBND Tudn Viét, ngay 28 thang 8 ndm 2023
KE HOACH

Thuc hién mé hinh “Ngay Thir hai khong hen” tai B) phan tiép nhan
va tra két qua xa Tuan Viét

bPé tiép tuc trién khai c6 hiéu qua cac muc ti€u, nhiém vu trong cong tac cai
cach hanh chinh (CCHC), trong tdm Ia thuc hién cai cach thu tuc hanh chinh
(TTHC), nang cao chat luong, hiéu qua viéc giai quyét TTHC thong qua dich vu
cong truc tuyén nam 2023, UBND x4 Tuén Viét xay dung ké hoach thuc hién mé
hinh “Ngay Thir hai khong hen” tai Bo phan Tiép nhan va Tra két qua x4 Tuan
Viét cu thé nhu sau:

I. MUC PiCH, YEU CAU
1. Muc dich

- M6 hinh “Ngay Thi hai khdng hen” nham muyc dich tao khong khi gan
giii gifra can bo, cong chirc va cong dan khi dén giao dich, gbp phan dap tGng su
hai 1ong ciia to chirc, cong dan.

- M@ hinh “Ngdy Thit hai khéng hen” nham muc dich giai quyét va tra két
qua ngay cho to chire, cong dan ddi véi cac TTHC day du thanh phan ho so theo
yéu cau khi t6 chtrc, cong dan dén giao dich vao cac ngay thir hai hang tudn, qua
d6 nang cao ty 18 ho so dugc giai quyét dung va trudce hen.

- Thyc hién md hinh “Ngay Thit hai khéng hen” nham nang cao chét
luong, hi€u qua cua viéc cung ung dich vu cong truc tuyén, tao dong luc khuyén
khich t6 chirc, cong dan thuong xuyén st dung dich vu cong truc tuyén trong
ndp ho so va nhan két qua giai quyét TTHC qua do tiét ki€m thoi gian, giam chi
phi trong thuc hién cac TTHC.

2. Yéu cau

- Viéc thuc hién mo hinh “Ngay Thir hai khdng hen” phai thuc hién theo
nhu cau cua to chirc, cong dan va dam bao ding quy trinh giai quyét TTHC theo
co ché mdt ctra, mot cura lién thong.

- Nang cao nang luc, y thirc trach nhi¢m, dao dic cong vu cia can bo, cong
chtrc 1am viéc tai B6 phan Tiép nhan va Tra két qua cap x4 trong thuc thi nhiém
vu.



I1. NOI DUNG THU'C HIEN

1. M6 hinh “Ngay Thir hai khong hen” duogc ap dung tir ngay 28/8/2023 tai
Bo phan Tiép nhan va Tra két qua x4 Tuan Viét.

2. M hinh “Ngay Thir hai khéng hen” 14 khi to chte, ca nhan dén yéu cau
thuc hién mot s6 thi tuc hanh chinh giai quyét tai BO phan Tiép nhan va Tra két
qua x3 Tuan Viét vao thir hai hang tuan, néu diy du thanh phan hd so theo quy
dinh s& duoc tiép nhan va giai quyét ngay nham giam thoi gian di lai trong qué
trinh giai quyét TTHC, qua d6 mang dén sy hai long cho nguoi dan va gbp phan
nang cao ty 1& hd so duoc giai quyét ding va trude hen.

3. Pé thyc hién tbt mé hinh “Ngay Thit hai khéng hen”, Chu tich UBND
X4 bo tri 1anh dao, sip xép can bd, cong chirc chuyén mon tiép nhan va giai quyét
hd so dam bao thoi gian nhanh nhat dé tra két qua cho nguoi dan.

- UBND x4 c6 thé bd tri luc luong can bd, cong chirc tham gia truc tai Bo
phan Tiép nhan va Tra két qua vao thir hai hang tuan dé giup d& ngudi dan ké
khai TTHC, hudng dan tao tai khoan va nop h so truc tuyén cho ngudi dan khi
c6 nhu cau; tuyén truyén, van dong td chie, cong dan thuong xuyén sir dung
dich vu cong truc tuyén (ndp ho so tric tuyén, thanh todn trc tuyén....).

- Pinh ky hang thang, quy danh gia két qua thuc hién mé hinh “Ngay Thit hai
khong fen ” thue hién Bo phan Tiép nhan va Tra két qua Xa.

I11. TO CHUC THUC HIEN

1. Cong chirc van Phong HDND va UDND x& thong bao rong rai, cong
khai mé hinh “Ngay Thir hai khéng hen” tai Bo phan Tiép nhan va Tra két qua xa
dé to churc, cong dan biét va thue hién khi ¢6 nhu cau. Kiém tra, huéng dan can
bd, cong chuc 1am viéc tai Bo phan Tiép nhan va Tra két qua x& trién khai, thuc
hién c6 hiéu qua md hinh “Ngay Thir hai khong hen”.

2. Cong chirc van phong Pang ty-Noi vu xa tham muu cho UBND x3 gan két
qué thuc hién mo hinh “Ngay Thir hai khéng hen” véi viée danh gia thi dua tap thé,
c& nhan dam bao cong bang, chinh xac nham thic ddy nhiém vu cai cach hanh
chinh nam 2023. Tang cuong viéc kiém tra ky luat, ky cwong hanh chinh déi véi
can bg, cong chirc trong qua trinh thuc thi cong vu tai Bo phan Tiép nhén va Tra
két qua x4,

3. Cac cong chue chuyén mon thuoc UBND xa theo chire ndng, nhi¢ém vu
tiép nhan va giai quyét TTHC dam bdo thoi gian nhanh nhat dé tra két qua cho
nguoi dan, dam bao thuc hién hiéu qua mo hinh “Ngay Thir hai khong hen”.

4. UBND x4 trién khai t6 chirc, thuc hién mo hinh “Negdy Thit hai khéng hen”
Bo phan Tiép nhan va Tra két qua x&. Gan két qua thuc hién mo hinh “Ngay Thir
hai khong hen” véi viéc danh gia xép loai chat lugng va binh xét thi dua khen
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thuong ddi véi can bo, cong chie 1am viée BO phan Tiép nhan va Tra két qua x&
trong nam 2023.

5. Dai Truyén thanh xa day manh cdng tac tuyén truyén, phd bién mo hinh
“Ngay Thir hai khong hen” & ngudi dan biét, theo ddi, danh gia qua trinh thuc
hién giai quyét TTHC tai BO phan Tiép nhan va Tra két qua x4; tiép tuc tuyén
truyén nang cao nhan thirc cua can bd, cong chirc va nhan dan vé 1oi ich cua viéc
giai quyét TTHC qua dich vu cong truc tuyén va sd hoa két qua giai quyét
TTHC.

Trén day 1a Ké hoach trién khai, thuc hién mé hinh “Ngay Thit hai khéng
hen” tai BO phan Tiép nhan va Tra két qua x4 Tuan Viét. Yéu cau can bo, cong
chizc UBND x& nghiém tuc trién khai thyc hién bao dam chét luong./.

Noi nhén: TM. UY BAN NHAN DAN XA
- Nhu Kinh gri; )

- Lanh dao VP HDND&UBND huyén; PN

- Pang, iy, TTHDND, Lanh dao UBND x3; V7NN

- Can bo, CC UBND xA: (=17 ¥ X0\

- Luu: Vp. W s ey

Ninh Van Khanh



Tén thu
tuc

Linh vuc

Co quan
thuc hién

Cach
thire
thuc hién

Poi
tuong
thuc hién

Trinh tw
thuc hién

Thi tuc chirg thwe ban sao tir ban chinh gidy to, van béan do co
quan t6 chirc cO thAm quyen cia Viét Nam cap hoac chirng
nhan

Ching thuc

Uy ban nhan dan cép xa.

Nop hd so truc tiép tai B0 phan tiép nhan va tra két qua thudc
UBND cap xa

To chtre

- Nguoi yéu cau ching thuc phai xuat trinh ban chinh giy to, vin
ban lam co s¢ d€ chung thyc ban sao va ban sao can ching thuc.

- Truong hop nguoi yéu cau chung thue chi xuat trinh ban chinh thi
UBND cép x4 tién hanh chup tir ban chinh dé thuc hién chtng thuc,
trir trudng hop UBND cép xd khong c6 phuong tién dé chup.

- Nguoi thue hién ching thuc kiém tra ban chinh, d6i chiéu véi ban
sao, néu ndi dung ban sao dung voi ban chinh, ban chinh giy to,
van ban khong thudc cac truong hop ban chinh gidy to, vin ban
khong duoc dung 1am co s¢ dé chimg thuc ban sao nhu quy dinh
dudi day thi thuc hién chiing thuc ban sao, nhu sau:

- Ghi day du 10i chimg chung thyc ban sao tir ban chinh theo miu
quy dinh;

- Ky, ghi 16 ho tén, dong dau ctia UBND cép x4 thyuc hién chimng
thuc va ghi vao s6 chirng thuec.

Péi véi ban sao co tur 02 (hai) trang tro 1én thi ghi 101 ching vao
trang cudi, néu ban sao co tir 02 (hai) to tré 1én thi phai dong dau

giap lai.

Moi ban sao duoc chung thuc tir mot ban chinh giéy td, van ban
hodc nhi€u ban sao dugc chimg thuc tir mgt ban chinh gidy to, van
ban trong cung mdt thoi diém dugce ghi mot s6 ching thuc.

- Khéng duge dung lam co s dé chimg thue ban sao cac gidy to,
van ban sau:
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- Ban chinh bi tiy x0a, stra chita, thém, b6t ndi dung khong hop 16.
- Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh déng dau mat ctia co quan, to chirc c6 thim quyén hoic
khong dong dau mat nhung ghi rd6 khong dugc sao chup.

- Ban chinh ¢6 nd1 dung trai phap luat, dao dic xa hoi; tuyén
truyén, kich dong chién tranh, chéng ché d6 xa hoi chu nghia Viét
Nam; xuyén tac lich str cia dan toc Viét Nam; xtic pham danh du,
nhan pham, uy tin cta ca nhan, to chirc; vi pham quyén cong dén.

- Ban chinh do co quan, t6 chitc c6 thim quyén ctia nudc ngoai cap,
cong chung hodc chung nhan chua dugc hop phép hoa 1anh su theo
quy dinh.

- Gidy to, vin ban do ca nhan ty 1ap nhung khong c6 xac nhén va
dong dau ciia co quan, to chiic ¢6 tham quyén.

+ Nguoi yéu cau chung thuc nhan két qua tai noi ndp ho so.

Trong ngay UBND cép x4 tiép nhan yéu cau hoic trong ngay lam
viec tiép theo, néu tiép nhan yéu cdu sau 15 gid.
Pbi v6i truong hop cung mdt luc yéu cau ching thuc ban sao tir
nhicu loai ban chinh gidy to, vén ban; ban chinh c6 nhicu trang; yéu
cau sd luong nhiéu ban sao; noi dung gidy to, van ban phirc tap kho
kiém tra, d6i chiéu ma co quan, to chtc thuc hién ching thuc
khéng thé dap tng dugc thdi han quy dinh néu trén thi thoi han
ching thuc duge kéo dai thém khong qua 02 (hai) ngay lam viéc
hodc c6 thé dai hon theo thoa thuan bang vin ban véi ngudi yéu cau
chtng thuc. Truong hop tra két qua trong ngay lam viéc tiép theo
hozc phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhan ho so
phai co phiéu hen ghi 1 thoi gian (gid, ngay) tra két qua cho nguoi
yéu cau chimg thuc.

2.000 dong/trang; tir trang tha 3 tro 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban

Khéng

Ban chinh gidy to, van ban lam co so dé ching thyc ban sao va ban
sao can ching thyc. Truong hop nguoi yéu cau chimg thue chi Xuat
trinh ban chinh thi co quan, to chuc tién hanh chup tur ban chinh dé
thue hién chtng thyc, trir truong hop co quan, to chic khong co
phuong tién dé chup. Ban sao, chup tir ban chinh dé thuc hién
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chtng thuc phai co ddy du céc trang da ghi thong tin ctia ban chinh.
01 bd

Khdng

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé
cap ban sao tir ban chinh, chimg thuc chir ky va chung thuc hop
déng, giao dich;
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé diéu ciia Nghi dinh
s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao
tir ban chinh, chung thyc chit ky va chung thyc hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai
chinh Quy dinh mtc thu, ché do thu, ndp, quan ly va st dung phi
chung thuec.

Thi tuc chirmg thue chir ky trong cac gidy to, vin ban (4p dung
cho ca trudng hep chirng thue diém chi va truong hgp ngudi
yéu cau chirng thue khong thé ky, khong thé diém chi dworc)

Chung thuc
UBND cép xi

Nop ho 80' tryc tiép tai BO phan tiép nhan va tra két qua thudc
UBND cap xa hodc ngoai tru s6 cua co quan thyc hién ching thuc
néu ngudi yéu cau chimg thuc thudc dién gia yéu, khong thé di lai
duoc, dang bi tam gitr, tam giam, thi hanh an phat ti hodc c6 ly do
chinh dang khac.

To chuce



Trinh tw
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- Ngudi yéu cau chimg thyc chit ky/diém chi/khong thé ky, khong
thé diém chi dugc phai xuat trinh cac gidy to phuc vu viéc ching
thuc chir ky.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao
tiéng Viét thi phai co nguori phién dich. Ngudi phién dich phai la
nguoi c6 ning luc hanh vi dan su day du theo quy dinh cua phap
luat, thong thao tiéng Viét va ngdn ngit ma nguoi yéu cau chung
thuc st dung. Nguoi phién dich do nguoi yéu cau chimg thuc moi
hoac do co quan thuc hién chung thuc chi dinh. Thu lao phién dich
do ngudi yéu cau chimg thyc tra.

- Nguoi thyc hién chiung thuc kiém tra gidy to yéu cau ching thuec,
néu thay du gidy to theo quy dinh, tai thoi diém ching thuc, ngudi
yéu cau chung thyc minh man, nhan thic va lam chu duge hanh vi
cua minh va viéc chimg thuc khong thudc cac truong hop khong
dugc chimg thyc chir ky thi yéu cau nguoi yéu cau ching thuc
ky/dlem chi truéc mat nguoi thuc hién ching thuc va thuc hién
ching thyc nhu sau:

- Ghi day du 10i chimg chtmg thuc chir ky theo mau quy dinh;

- Ky, ghi 16 ho tén, dong dau ctia UBND cép x4 thyc hién ching
thuc va ghi vao s6 chung thyc.

Péi voi gidy to, van ban co tu (02) hai trang tr¢ 18n thi ghi loi
ching vao trang cubi, néu gidy to, van ban c6 tir 02 (hai) to tré 1én
thi phai dong dau giap lai.

+ Truong hop khong dugc ching thuc chir ky:

- Tai thoi diém ching thyc, nguoi yéu cau chimg thuc chir ky
khong nhan thirc va 1am chi dugc hanh vi cua minh.

- Nguoi yéu cau ching thuc chit ky xuét trinh Gidy chimg minh
nhan dan hodac HS chiéu khong con gia tri st dung hoac gia mao.

- Gidy to, vin ban ma ngudi yéu cau chimg thyuc ky vao co nodi dung
trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh,
chéng ché d6 xa hoi chu nghia Vi¢t Nam; xuyén tac lich st ciia dan
tdc Viét Nam; xtic pham danh dy, nhan phﬁm, uy tin ctia ca nhan, to
chtrc; vi pham quyén cong dan

- Gidy to, van ban c6 ndi dung la hop dong, giao dich, trur cac
truong hop chimg thyc chir ky trong Gidy ty quyén dbi véi trudong
hop uy quyén khong c6 thu lao, khong c6 nghia vu bdi ‘thuong cua
bén duoc uy quyén va khong lién quan dén viéc chuyén quyén so
hitu tai san, quyén st dung bat dong san hodc trudng hop phap luat
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c6 quy dinh khéc.

+ Pbi voi truong hop chung thuc chit ky/diém chi/khong thé ky,
khong thé diém chi duoc tai bd phan tiép nhan va tra két qua thi
cong chuc tiép nhan hd so kiém tra cac gidy to, néu nhan thay
nguol yéu cau ching thuce co du diéu kién quy dinh tai Khoan 2
Piéu 24 Nghi dinh s6 23/2015/ND-CP thi dé nghi nguoi yéu cau
chtng thuc ky/diém chi vao gidy to can ching thuc va chuyén cho
nguoi co tham quyén ky ching thuc.

Trong ngay UBND cap xa tlep nhan yéu cau hodc trong ngay lam
viée tiép theo, néu tiép nhén yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tiép theo thi nguoi tiép nhan ho so phai co
phiéu hen ghi 1 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau
chirng thyec.

10.000 déng/tru(‘)'ng, hop (trudong hop duoc tinh 1a mot hodc nhiéu
chir ky trong mot gidy to, van ban)

Khong

- Ban chinh hodc ban sao ¢6 ching thuc HO chiéu hodc chimg minh
nhan dan hodc thé¢ can cudc cong dan con gia tri s dung.
- Gidy to, vin ban ma minh s& ky/dlem chi. Truong hop chimg thuc
chit ky trong gidy to, vin ban bang tiéng nudc ngoai, néu nguoi
thue hién ching thuc khong hiéu 10 no1 dung cua gidy tO, van ban
thi co6 quyén yéu cu nguoi yéu cau chig thuc ndp kém theo ban
dich ra tiéng Viét noi dung cua gidy to, van ban d6 (ban dich khong
can cong chimg hodc chimg thuc chir ky nguoi dich, ngudi yéu cau
chung thyc phai chiu trach nhiém vé ndi dung ciia ban dich).

01 bo

Khéng

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi vé
cap ban sao tir ban chinh, chimg thuc chir ky va chung thuc hop
dong, giao dich;
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap
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quy dinh chi tiét va huéng dan thi hanh mot sb diéu ciia Nghi dinh
$6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao
tir ban chinh, chung thuc chir ky va chung thuyc hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai
chinh Quy dinh muc thu, ché do thu, ndp, quan ly va st dung phi
chung thyc.

Thi tuc dang ky khai sinh

Ho tich

- Co quan thyc hién tha tuc hanh chinh:
- Uy ban nhan dan cap xa noi cu tri cua nguoi cha hodc ngudi me
thuc hién dang ky khai sinh cho tré em;

- Uy ban nhan dan cdp xa noi lap bién ban vé viéc tré bi bo roi ddi
v6i truong hop dang ky khai sinh cho tré bi bé roi.

- Uy ban nhan dén cap x4 noi tré dang cu tra ¢6 trach nhiém dang ky
khai sinh cho tré chua xac dinh duoc cha, me.

- Co quan phoi hop: Co quan quan Iy CSDLQGVDC

- Nguoi co yéu cau dang ky khai sinh truc tiép thuc hién hodac uy
quyén cho ngudi khac thyc hién ndp hé so truc tiép tai BO phan mot
ctra cia UBND cép xa hodc gui h6 so qua hé thong buu chinh hoac
ndp ho so truc tuyén trén Cong dich vu cong quoc gia
(https://dichvucong.gov.vn) hodc Cong dich vu cong tinh Hai Duong
(https://dichvucong.haiduong.gov.vn).

To6 chuce

- Néu lya chon hinh thirc ndp hod so truc tiép, nguoi co yéu cau ding
ky khai sinh nop hd so dang ky khai sinh tai Bo phan mét ctra cua
UBND cép x4 c¢6 thim quyén; ndp 1¢ phi néu thudc truong hop phai
ndp 1é phi dang ky khai sinh; ndp phi cip ban sao Gidy khai sinh néu
c6 yéu cau cap ban sao Giéy khai sinh.

- Néu lya chon hinh thirc ndop ho so truc tuyén, nguoi cd yéu cau
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dang ky khai sinh truy cdp Cong dich vu cong qudc gia hodc Cong
dich vu cong cép tinh, ding ky tai khoan (néu chua cé tai 'khoan),
xac thyc nguoi dung theo huong dan, dang nhap vao hé thdng, xac
dinh dung Uy ban nhan dan cap xi c6 tham quyén.

Nguoi co yéu cau dang ky khai sinh truc tuyén cung cép thong tin
theo biéu mau dién tir twong tac ding ky khai sinh (cung cép trén
Cong dich vu cong), dinh kém ban chup hodc ban sao dién tir cac
gidy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi théng qua chiic ning
thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phap
luat, hoan tt viéc ndp hd so.

- Can bo tiép nhan hd so tai BO phan mdt cua c6 trach nhiém kiém
tra tinh chinh xac, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop ho so day di, hop 1¢ thi tiép nhan ho so; néu tiép
nhén hé so sau 15 gio thi co Phiéu hen, tra két qua cho nguoi co yéu
cau trong ngay lam viéc tlep theo (néu nguoi ¢ yéu cau lua chon
hinh thtrc ndp ho so truc tiép) hodc giri ngay Phiéu hen, tra két qua
qua thu dién tir hodc gui tin nhan hen tra két qua qua di¢n thoai di
dong cho nguoi ¢ yeu cau (neu nguoi c6 yéu cau lya chon hinh thirc
ndp ho so truc tuyén); chuyén ho so dé cong chirc 1am cong tac hod
tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thic nodp truc tiép, can bd tiép
nhan ho so tai BO phan mot ctra thyc hién sb6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong thong tin, co so dit liéu) va ky sb
vao tai liéu, ho so giai quyét thil tuc hanh chinh di duoc s6 hoa theo
quy dinh.

(ii) Truong hop ho so chua day du, hop 1€ thi co thong bao cho
nguoi yéu cau bd sung, hoan thién ho so, néu ro loai gidy to, ndi
dung can bd sung dé ngudi cd yéu cau bd sung, hoan thién. Sau khi
ho so duge bd sung, thuc hién lai buoc (i);

(iii) Truong hop ngudi cé yéu cau dang ky khai sinh khong b sung,
hoan thién dugc ho so thi bao cao Trudng bd phan mot cira co thong
béo tir chéi giai quyét yéu cau dang ky khai sinh.

- Cong chuc tu phap - ho tich tham tra hd S0 (thAm tra tinh thong
nhit, hop 1€ cua cac thong tin trong hd so, gidy to, tai liéu do ngudi
yéu cau ndp, xuit trinh hodc dinh kem).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so t6i
Bo phan mot ctra dé thong bao cho ngudi ndp hd so — thuc hién lai
budc (i1) hoac (iii);
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+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén
nhan khic ma khong thé tra két qua ding thoi gian da hen thi cong
chtrc 1am cong tac hd tich 1ap Phiéu xin 18i va hen lai ngay tra két
qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két
qua, chuyén Bo phian mot cira dé tra cho ngudi c¢d yéu ciu (néu
ngudi ¢6 yéu cau lya chon hinh thic ndp ho so truc tiép), hodc gui
Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhan qua dién thoai di dong cho nguoi c6 yéu cau (néu nguoi co yéu
cau Iya chon hinh thirc ndp ho so truc tuyén).

+ Néu thay hd so day du, hop 1¢, dang quy dinh, truong hop tiép
nhan ho so ding ky khai sinh theo hinh thirc truc tiép, thi cong chirc
tu phap - ho tich thuc hién viéc ghi vao S6 dang ky khai sinh, cap
nhat thong tin dang ky khai sinh trén Phan mém dang ky, quan ly ho
tich dién tir dung chung, luu chinh thuc va chuyén thong tin dén
CSDLQGVDC d¢ lay S6 dinh danh ca nhan.

Truong hop tiép nhan ho so dang ky khai sinh theo hinh thirc tryc
tuyén, cong chuc tu phap - ho tich gui lai bleu mau Gidy khai sinh
dién tir voi thong tin day di cho nguoi yéu cau qua thu dién tir hodc
thiét bi sb.

Nguoi yéu cau cd trach nhiém ki€m tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Gidy khai sinh di¢n tr va xac nhan (t61
da mot ngay).

Néu ngudi ¢ yéu cau xac nhin thong tin da théng nhat, day d hodc
khong c6 phan hoi sau thoi han yéu cau thi cong chire tu phap - hd
tich thyuc hién viéc ghi noi dung vao SO dang ky khai sinh, cap nhat
thong tin dang ky khai sinh trén Phan mém ding ky, quan ly ho tich
dién tor dung chung, luu chinh thic va chuyén thong tin dén
CSDLQGVDC d¢é lay Sé dinh danh ca nhén.

- Sau khi CSDLQGVDC tra vé S dinh danh ca nhan, cong chic tu
phép - ho tich in Glay khai sinh, trinh Lanh dao UBND ky, chuyén
t6i B phan mot ctra dé tra két qua cho ngudi ¢ yéu cau.

- Nguoi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Gidy
khai sinh, trong S6 dang ky khai sinh va ky tén vao S6 dang ky khai
sinh, nhan Gidy khai sinh.

*Luwuy:

- Trong thoi han 60 ngay ké tir ngdy sinh con, cha hodc me co trach
nhiém ding ky khai sinh cho con; trudng hop cha, me khong thé
dang ky khai sinh cho con thi 6ng hodc ba hoac nguoi than thich
khéc hodc c4 nhan, td chuc dang nudi dudng tré em c6 trach nhi€ém
dang ky khai sinh cho tré em.
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- Truong hop dang ky khai sinh cho tré bi bé roi thi sau khi nhan
dugc thong bao, Chu tich Uy ban nhan dan cap xa hodc Trudng cong
an cap xa co trach nhi¢m t6 chuc 1ap bién ban vé vi¢c tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhan dan cip xa tién hanh niém yét tai
try s& Uy ban nhan dan trong 07 ngay lién tuc Ve viéc tré bi bo roi.
Hét thoi han niém yet néu khong c6 thong tin vé cha, me d¢ cua tre,
Uy ban nhan dan cdp xa thong béo cho ca nhan hoic to chirc dang
tam thoi nudi dudng tré dé tién hanh dang ky khai sinh cho tré.

- Truong hop tré chua xac dinh dugc cha thi ho, dan toc, qué quan,
quoc tich cua con duge xac dinh theo ho, dan tdc, qué quan, quoc
tich cia me; phan ghi vé cha cua tre dé trong. Néu vao thoi diém
dang ky khai sinh ngudi cha yéu cau 1am thu tuc nhan con thi két
hop giai quyét viéc nhan con va dang ky khai sinh.

- Truong hop tré chua xac dinh duoc me ma khi dang ky khai sinh
cha yéu cau lam thu tuc nhén con thi két hop giai. quyet viéc nhan
con va dang ky khai sinh; phan khai vé me cta tré dé trong.

- Truong hop tré khong thude dién bi bé roi, chua xac dinh dugc
ca cha va me thi thuc hién tuong tu nhu dang ky khai sinh cho tré bi
bo roi, nhung trong S6 ho tich ghi rd “Tré chua xac dinh duoc cha,

2

me”.

Ngay trong ngdy tiép nhén yéu cau, truong hop nhén hé so sau 15
g10’ ma khong giai quyét dugc ngay thi tra két qua trong ngdy lam
viée tiép theo.

- Phi cdp ban sao Gidy khai sinh (néu c6 yéu cau): 8.000ddng/ban
sao trich luc.

- ‘Déi voi truong hop dang ky khai sinh khong dung han: 5000
dong/lan

- Mién 18 phi d6i vé6i truong hop khai sinh dang han, nguoi thudc gia
dinh c6 cong vdi cach mang; ngudi thudc hd ngheo; nguodi khuyét
tat.

- To khai dang ky khai sinh theo mau (néu nguoi c¢6 yéu cau lya
chon ndp ho so theo hinh thirc truc tiép);

- Biéu méu dién tr twong tac ding ky khai sinh (do nguoi yéu cau
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cung cap thong tin theo huéng dan trén Coéng dich vu cong, néu
nguoi ¢6 yéu cau lya chon ndp hd so theo hinh thirc tryc tuyén);

- Ngudi ¢6 yéu cau dang ky khai sinh thuc hién viéc ndp/xuét trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thuc truc tuyén) cac
gidy to sau:

* Gidy to phai nop:

- Ban chinh Gidy chting sinh; trudng hop khong c6 Gidy chung sinh
thi ndp van ban cua nguoi lam ching xac nhan vé viéc sinh; néu
khong c6 ngudi lam chimg thi phai cé gidy cam doan vé viée sinh;

- Truong hop tré em bi bo roi thi phai c6 bién ban vé viéc tré bi bo
roi do co quan c6 thdm quyén 14p.

- Truong hop khai sinh cho tré em sinh ra do mang thai hd phai co
van ban xac nhan cia co sy té da thuc hién k¥ thuat hd tro sinh san
cho vi¢c mang thai hg.

- Vin ban ty quyén (dugc chimg thuc) theo quy dinh cua phap luat
trong treong hop uy quyén thuc hién viéc dang ky khai sinh.

* Gidy to phai xuat trinh:

- H6 chiéu hodc Chung minh nhan dan hodac The can cude cong dan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan co
tham quyén cap, con gia tri st dung dé chimg minh vé nhén than cta
nguoi ¢d yéu cau dang ky khai sinh. Truong hop cac thong tin ca
nhén trong cac giéy to nay da c6 trong CSDLQGVDC, CSDLHTDT,
duoc hé thong dién tu dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Gidy to ¢0 gia tri chitng minh thdng tin vé cur tri trong truong hop
co quan ddang Ky hé tich khong thé khai thac duwoc thong tin vé noi
cu trl ciia cdng dan theo cac phuwong thire quy dinh tai khodn 2 Diéu
14 Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phui.
Trieong hop cac thdng tin vé gzay to Chirng minh noi cu tri da duoc
khai thac zr Co so dir ligu quoc gia ve dan cur bang Cac phuwong thirc
nay thi nguoi €O yéu cau khong phdi xudt trinh (theo hinh thitc truc
tiép) hodic tai 1én (theo hinh thirc truc tuyén);

+ Gidy chtng nhan ket hén néu cha, me di dang ky két hon. Truong
hop da c6 thong tin vé viéc két hon ciia cha, me trong CSDLHTDT,
CSDLQGVDC thi khong phai xuat trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén).

Trudng hop gti hd so qua hé thdng buu chinh thi phai gui kem theo
ban sao c6 chimg thuc cac gidy to phai xuét trinh néu trén.

*Luwuy:
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- B61 voi gidy to ndp, xuat trinh néu nguoi yéu cau nop ho so theo
hinh thtrc tryc tié€p:

+ Pdi voi gidy to xudt trinh khi ding ky ho tich, nguoi tiép nhan co
trach nhiém kiém tra, d6i chiéu véi thong tin trong to khai, chup lai
hodc ghi lai thong tin de lwu trong hd so va tra lai cho nguoi Xuat
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co the ndp ban sao chimg thuc tur
ban chinh hodc ban sao duoc cap tir s6 gbe hodc ban chup kem theo
ban chinh gidy to dé dbi chleu Truong hop ngudi yéu cau nop ban
chup kem theo ban chinh gidy to thi ngudi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di ho so dang ky
ho tich theo quy dinh cua phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich ndp thém gidy td ma phap luat ho tich khong
quy dinh phai nQp.

- Do1 vé1 gidy to gui kem theo néu nguoi yéu cau ndp ho so theo
hinh thure truc tuyén:

+ Ban chup céac gidy to gui kém theo hd so ding ky khai sinh tryc
tuyén phai bao dam r0 nét, déy du, toan ven vé ndi dung, 1a ban chup
bﬁng may anh, dién thoai hodc dugc chup, dugc quét béng thiét bi
dién tir, tir gidy to dugc cap hop 18, con gia tri sir dung; néu la gidy
td do co quan c6 tham quyén nudc ngoai cap thi phai duoc hop phap
hoéa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop duoc
mién hgp phéap hoa lanh sy.

+ Truong hop gidy to, tai liéu phai gii kém trong hod so dang ky khai
sinh tryc tuyén da c6 ban sao dién tir hodc da co ban di¢n tir giay to
ho tich thi nguoi yéu cau dugc sir dung ban dién tur nay.

+ Khi dén co quan dang ky ho tich nhén két qua (Giy khai sinh/ban
sao Gidy khai sinh), nguoi co yéu cau dang ky khai sinh phai nop
ban chinh Gidy chung sinh; xuat trinh gidy to tuy than; ban chinh
Gidy chung nhan két hon (néu cha me tré da dang ky két hon va
thong tin vé viéc két hon chua c6 trong CSDLQGVDC,
CSDLHTDT).

Truong hop nguoi yéu cau dang ky khai sinh khong cung cap duogc
gidy t& néu trén theo quy dinh hodc gidy td ndp, xuit trinh bi tay
x0a, stra chira, lam gia thi co quan dang ky ho tich c6 tham quyén
hay bo két qua dang ky khai sinh.

- Truong hgp nguoi di dang ky khai sinh cho tré em la 6ng, ba,
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nguoi than thich khac thi khong phai c6 van ban uy quyen cua cha,
me tré em, nhung phai théng nhat voi cha, me tré em vé cac noi
dung khai sinh.

- P61 vo1 viée xac dinh ho, dan toc, dat tén cho tré:

+ Vi€c xac dinh ho, dan toc, dat tén cho tré em phai phu hop voi
phap luat va yéu cau gil gin ban sic dan toc, tip quan, truyén thdng
van hoa tot dep ctia Viét Nam; khong dit tén qua dai, kho sir dung.

+ Truong hop cha, me khong théa thuan dugc vé ho, dan toc, qué
quan cua con khi dang ky khai sinh thi ho, dan tdc, qué quan ctia con
duoc xéac dinh theo tdp quan nhung phai bao dam theo ho, dan tdc,
qué quan cua cha hoac me.

- Truong hop cho phep nguoi yéu cau dang ky ho tich 14p vin ban
cam doan vé ndi dung yéu céu dang ky ho tich thi co quan dang ky
ho tich phai gidi thich 10 cho nguoi 13p van ban cam doan vé trach
nhiém, hé qua phap ly cua viéc cam doan khong ding su that.

Co quan dang ky ho tich tur chéi giai quyét hoac dé nghi co quan co
tham quyén hay bo két qua ding ky ho tich, néu co co s¢ xac dinh
ndi dung cam doan khdong dliing sy that.

01 bo

- Khéng

- Luat Hon nhan va gia dinh ndm 2014;

- Luat HO tich nam 2014;

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

- Nghi dinh sO 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy
dinh vé Co s& dit liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phii
sika doi, bé sung mot sé diéu ciia CAC nghi dinh lién quan dén viéc
ndp, xudt trinh s6 hé khau, s6 tam tra gidy khi thuee hién thi tuc hanh
chinh, cung cdp dich vu cong;

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

- Thong tw s6 01/2022/TT-BTP ngay 04/01/2022 ctia Bo Tu phap
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh
s0 87/2020/ND-CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co
s& dir liéu ho tich dién tir, ddng ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi khai thac,
st dung thong tin trong co s& dir li¢u hd tich, phi x4c nhan co quéc
tich Viét Nam, phi xac nhan l1a nguoi géc Viét Nam, 1€ phi quéc tich.

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va 1¢ phi thugc tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh pho tryc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh
sira doi, bo sung mot sd diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh huéng din vé phi va 1é phi thuc tham
quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phd truc thudc
Trung vong.

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ciia Hoi dong

nhan dan tinh Hai Duong ban hanh Quy dinh muc thu, ché do thu,
nop, quan ly va stt dung phi, 1€ phi trén dia ban tinh Hai Duong.

X&c nhan thong tin ho tich

Ho tich

Co quan thwe hién tha tuc hanh chinh: Co quan quan ly Co s dir
liéu

ho tich dién tr (Co quan dang ky ho tich, B6 Tu phap, S¢ Tu phap
cac tinh, thanh phé tryc thudc trung uong, Phong Tu phap cac
huyén, quan, thi xa, thanh pho thudc tinh, thanh pho truc thudc trung
uong).

Co quan phdi hop: Co quan cong an, cac co quan khac co lién
quan.
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- Nguoi co yéu cAu x4c nhan thong tin ho tich truc tiép thuc hién
hodac uy quyén cho nguoi khéac thuc hién ndp ho so truc tiép tal BO
phén mét cira/Trung tam hanh chinh cong cia Co quan quan ly Co
O dir liéu ho tich dién tr hoac gui h6 so qua hé thong buu chinh
hoic nop hd so truc tuyén trén Cong dich vu coéng qudc gia
(https://dichvucong.gov.vn) hodc

Cong dich vu cong cp tinh (https://dichvucong.haiduong.gov.vn).

Canhan

- Néu lwra chon hinh thirc ndp hd so truc tiép, nguoi c6 yéu cau cap
xé4c nhan thong tin ho tich ndp hd so dé nghi cip xac nhan thong tin
ho tich tai BO phan mot ctra/Trung tdm hanh chinh cong cia Co quan
quan 1y Co s& dit liéu ho tich dién tir ¢6 tham quyén; ndp phi, 18 phi
theo quy dinh phap luat.

- Néu lua chon hinh thtrc ndp hd so truc tuyén, nguoi co yéu cau cap
xac nhan thong tin ho tich truy cap Cong dich vu cong quoc gia hodc
Cong dich vu cong cip tinh, dang ky tai khoan (néu chua c6 tai
khoan), xac thyc nguoi dung theo hudng dan, ding nhap vao hé
thong, xac dinh dung Co quan quan ly Co s¢ dir liéu ho tich dién tur
c6 tham quyén.

Nguoi c6 yéu ciu cdp xac nhan thong tin ho tich truc tuyén cung cap
thong tin theo biéu mau dién tir twong tac (cung cap trén Cong dich
vu cong), dinh kém ban chup hodc ban sao dién tir cac giéy to, tai
li¢u lién quan dén noi dung dé nghi xac nhan thong tin hd tich; ndp
phi thong qua chirc ning thanh toan truc tuyén hodc bang cach thirc
khac theo quy dinh phap luat, hoan tt viéc ndp hd so.

- Can bo tiép nhéan ho so tai BO phan mot ctra c6 trach nhiém kiém
tra tinh chinh xac, day du, thong nhat, hop 1€ ctia ho so.

(1) Truong hop hé so day du, hop 1¢ thi tlep nhan hod so, co Phleu
hen, tra két qua cho nguoi co yéu cau (néu ngudi co yéu cau lua
chon hinh thtrc ndp ho so tryc tiép) hodc giri ngay Phiéu hen, tra két
qua qua thu dién tr hodc gui tin nhin hen tra két qua qua dién thoai
di dong cho ngudi cd yéu cau (néu ngudi cd yéu cau lya chon hinh
thire ndp ho so tryc tuyén), dong thoi chuyén hd so dé cong chirc
lam cong tac ho tich xur 1y.



18

Sau khi tiép nhan hd so theo hinh thirc nop truc tiép, can bd tiép
nhan ho so tai BO phan mot ctra thuc hién s6 hoa (sao chup, chuyén
thanh tai liéu dién tir trén hé thong thong tin, co so dit lidu) va ky sb
vao tai liéu, ho so giai quyét thi tuc hanh chinh da duoc s6 hoa theo
quy dinh.

(i) Truong hop hd so chua day du, hop 1€ thi co6 thong bado cho
nguoi yéu cau bd sung, hoan thi¢n ho so, néu 10 loai gidy to, ndi
dung can bd sung dé ngudi co yéu cau bd sung, hoan thién. Sau khi
hd so duge bd sung, thuc hién lai budc (i);

(iif) Truong hop nguoi c6 yéu cau cdp xac nhan thong tin ho tich
khong bo sung, hoan thién duoc hod so thi bao cao Truong bo phén
mot clra c6 thong bao tir chdi giai quyét yéu cau xac nhan thong tin
ho tich.

- Cong chirc 1am cong tac ho tich tham tra hd so (thAm tra tinh thong
nhat, hop 1€ cua cac thong tin trong hé so, gidy to, tai liéu do nguoi
yéu cau ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi gui thong bao vé tinh trang hd so toi
B6 phan mot ctra dé thong bao cho nguodi ndp ho so — thyuc hién lai
budc (ii) hoac (ii1);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén
nhan khac ma khong thé tra két qua ding thoi gian da hen thi cong
chtrc 1am cong tac ho tich 1ap Phiéu xin 18i va hen lai ngay tra két
qua, trong do néu rd ly do cham tra két qua va thoi gian hen tra két
qua, chuyén B phin moét cira dé tra cho nguot co yéu cau (néu
nguoi co yéu cau lya chon hinh thirc nop hd so truc tlep), hoac gui
Phiéu xin 13i va hen lai ngay tra két qua qua thu dién tir hodc gui tin
nhan qua dién thoai di dong cho nguoi co yéu cau (néu nguoi co yéu
cau lya chon hinh thirc ndp hd so truc tuyén).

Trudng hop can xac minh, cong chic 1am cong tac ho tich bao céo
Thu truong Co quan quan ly Co sé dir li¢u hd tich dién tir c6 van ban
dé nghi co quan coéng an, cac co quan khac cé lién quan xac minh
theo quy dinh tai Khoan 3 Piéu 13 Nghi dinh s6 87/2020/ND-CP.
Truong hop két qua xac minh khong c6 thong tin hodc théng tin
khong théng nhat véi gidy to ngudi yéu cau cung cap thi tir chdi cap
Vian ban xac nhan thong tin ho tich.
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DPdi véi yéu cAu x4ac nhan thong tin ho tich cia ca nhan, néu théy
thong tin ho tich ctia ca nhan khong c6 su thay dbi thi cong chirc 1am
cong tac ho tich bao cdo Thu truong Co quan quan ly Co s¢ dir ligu
ho tich dién tir khong cdp Van ban xac nhan thong tin ho tich ma
huéng din ngudi yéu cau lam thi tuc cdp ban sao Gidy khai sinh
hodc ban sao trich luc h¢ tich twong ung, trir truong hop co quan, t6
chtic c6 tham quyen dé nghi cdp van ban xac nhan dé giai quyét vu
viéc lién quan dén ca nhén.

+ Néu thay ho so ddy du, hop 1¢, dung quy dinh, thong tin trong Co
s& dir liéu ho tich dién tor va thong tin dé nghi xac nhan la dang,
truong hop tiép nhan ho so cip xac nhan thong tin ho tich theo hinh
thire tryc tiép, thi cong chire 1am cong tac ho tich in Vin ban xac
nhan thong tin hg tich, trinh Tha truéng Co quan quan 1y Co s¢ dir
li¢u ho tich dién tr ky, chuyén t61 BO phan mot cua dé tra két qua
cho ngudi ¢ yéu cau.

Truong hop tiép nhan ho so xin cp xac nhan thong tin ho tich theo
hinh thirc truc tuyén, cong chirc lam cong tac hd tich giri lai biéu
mau Xac nhan thong tin ho tich dién tr v6i thong tin day du cho
ngudi yéu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Xac nhan thong tin ho tich dién tir va xac
nhan (t61 da mdt ngay).

Néu ngudi cd yéu cau xac nhan thong tin da thong nhat, diy du hoic
khong c6 phan hoi sau thoi han yéu cau thi cong chirc 1am cong tac
ho tich in Van ban xac nhan thong tin ho tich, trinh Thu truéng Co
quan quan Iy Co s& dit liéu ho tich dién tir ky cap Vin ban xac nhan
thong tin ho tich, chuyén Bo phian mot ctra tra két qua cho nguoi cé
yéu cau.

- Nguoi c6 yéu cau cip xac nhan thong tin ho tich dwoc nhan két qua
theo mdt trong cac phuong thirc sau day:

+ Nhan ban di¢n tir Van ban x&c nhan thong tin ho tich gui qua thu
dién tr, Kho quan Iy dir li€u dién tir cua t6 chirc, ca nhan do;

+ Nhén ban dién t&r Van ban xac nhan thong tin hd tich gui vao thiét
bi s0, thong qua phuong phap truyén so liéu phu hgop, ddm bao an
toan, bao mat thong tin;
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+ Nhém két qua la Van ban x4c nhan thong tin ho tich thong qua hé
thong buu chinh;

+ Nhan két qua la Van ban xac nhan thong tin ho tich tai co quan
dang ky ho tich.

03 ngay. Trudng hop phai kiém tra, xac minh thi thoi han c6 thé kéo
dai nhung khong qué 10 ngay lam viéc

Khéng

8.000 déng/Vén ban x4c nhan vé mot viéc ho tich cta ca nhan da
dang ky

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

- T& khai dé nghi x4c nhan thong tin ho tich theo mau (néu nguoi co
yéu cau luya chon ndp hod so theo hinh thirc truc tiép);

- Biéu mau dién tir tuong tac yéu cﬁu cap van ban xac nhan thong tin
ho tich (do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cong dich vu cong, néu nguoi c6 yéu cau lwa chon ndp hd so theo
hinh thtc truc tuyén);

- Nguoi co6 yéu cAu xac nhan thong tin ho tich thuc hién viéc
ndp/xuat trinh (theo hinh thirc truc ti€p) hodc tai 1én (theo hinh thirc
truc tuyén) cac giay to sau:

* Giay to phai ndp:
- Gidy t0, tai liéu c6 lién quan dén ndi dung dé nghi xac nhan thong

tin ho tich;

- Vin ban uy quyén (dugc chimg thuc) theo quy dinh ciia phép luat
trong truong hop Gy quyén thuc hién viée xin cap xac nhan thong tin
ho tich. Trudng hop nguoi duge Gy quyén 1a ong, ba, cha, me, con,
VO, chong, anh, chi, em rudt clia nguoi Uy quyén thi van ban uy
quyén khong phai chiig thuec.

* Gidy to phai xuat trinh:
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- Ho chiéu hodc ching minh nhan dan hodc thé can cude cong dan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan co
thAm quyén cap, con gia tri sir dung dé chimg minh vé nhan than cia
nguoi ¢d yéu cau cdp xac nhan thong tin ho tich. Trudng hop céc
thong tin c4 nhan trong cic gidy to ndy da co trong Co so dir liéu
quéc gia vé dan cu (CSDLQGVDC), Co sé dit liéu ho tich dién tir
(CSDLHTDT), duoc hé théng dién ty dong thi khong phai xuét trinh
(theo hinh thtrc trirc tiép) hodc tai 1én (theo hinh thtc truc tuyén);

- Giay to chimg minh noi cu tra. Trudng hop céac thong tin vé gidy td
chimg minh noi cu trd da c¢6 trong CSDLQGVDC, duogc dién tu
dong thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thire tric tuyén).

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

*Luuy

- D061 véi gidy to ndp, xuat trinh néu nguoil yéu cau ndp ho so theo
hinh thuec truc tiép:

+ Déi voi gidy to xudt trinh khi dang ky ho tich, nguoi tiép nhan co
trach nhiém kiém tra, d6i chiéu voi thong tin trong to khai, chup lai
hodc ghi lai thong tin dé luu trong ho so va tra lai cho ngudi xuat
trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich co the nop ban sao chung thyc tur
ban chinh hodc ban sao dugc cap tir s6 gdc hodc ban chup kem theo
ban chinh gidy to dé dbi chleu Truong hop nguoi yéu cau nop ban
chup kem theo ban chinh gidy to thi nguoi tiép nhan c6 trach nhiém
kiém tra, d6i chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau ngudi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di ho so dang ky
ho tich theo quy dinh cua phap luat hd tich, khong duge yéu cau
nguoi dang ky ho tich ndp thém gidy td ma phap luat ho tich khong
quy dinh phai nop.

- D61 voi gidy to giri kem theo néu nguodi yéu cau ndp ho so theo
hinh thtrc tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cip x4c nhan thong tin ho
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tich truc tuyén phai bao dam rd nét, diy du, toan ven vé noi dung, la
ban chup bing may anh, dién thoai hoac dugc chup, dugce quét bang
thiét bi dién tur, tur gidy to duogc cap hop 1€, con gia tri st dung; néu
1a gidy to do co quan c6 tham quyén nudc ngoai cap thi phai duoc
hop phép hoa 1anh sy, dich sang tiéng Viét theo quy dinh, trir trudong
hop dugc mién hop phap héa lanh su.

+ Trudng hop nhan két qua (Vian ban xac nhén thong tin ho tich) tai
co quan dang ky ho tich, nguoi co yéu cau cap xac nhén thong tin ho
tich xuat trinh gidy to tuy than; ndp ban chup cac gidy t0, tai lidu co
lién quan dén nodi dung dé nghi xac nhén thong tin ho tich theo quy
dinh phap luat ho tich. Trudng hop gidy to, tai liéu phai giri kém
trong ho so cép xac nhan thong tin ho tich truc tiép hoac truc tuyén
da c6 ban sao dién tir hoac da c6 ban dién tir giéy to ho tich thi ngudi
yéu cau dugce sir dung ban dién tir nay.

01bo

Khong

- Luat HO tich nam 2014;

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

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

- Thong tu s6 04/2020/TT- BTP ngay 28/5/2020 cua Bo Tu phap quy
dinh chi tiét thi hanh mot sé diéu cta Luat Ho tich va Nghi dinh 50
123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét
mot s& diéu va bién phép thi hanh Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 ctia Bo Tu phap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s&
dwr 1i€u ho tich dién ti, dang ky ho tich truc tuyén;

- Théng tu sé 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh
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quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi khai thac,
st dung thong tin trong co s¢ dir li¢u hc} tich, phi xac nhan c,() quodc
tich Viét Nam, phi xac nhan l1a nguo1 goc Viét Nam, 1¢ phi quoc tich;

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huong dan vé phi va 1€ phi thudc tham quyén quyet dinh cua Hoi
dong nhan dan tinh, thanh pho truc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh
stra doi, bo sung mot sd diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1¢ phi thudc tham
quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phd truc thudc
Trung vong

Thi tuc dang ky khai tir
Ho tich

- Co quan thyc hién va quyét dinh tha tuc hanh chinh:
+ Uy ban nhan déan cap xa noi cu tra cudi cung cua ngudi chét thuc
hién viéc dang ky khai tu;
+ Uy ban nhan dan cp xi noi nguodi d6 chét hodc noi phat hién thi
thé nguoi chét thuc hién viéc diang ky khai tir trong trudng hop
khéng xac dinh dugc noi cu tra cudi cing ciia ngudi chét.

- Ngudi ¢o yéu cau ding ky khai tir truc tiép thuc hién hodc uy
quyén cho nguoi khiac thuc hién viéc ding ky khai tu;
- Nguoi thue hién viéc dang ky khai tir cé thé truc tiép nop hd so tai
Bo phan tiép nhan va tra két qua thudc Uy ban nhan dan cap xa c0
tham quyén hodc gui hd so qua hé thong buu chinh.

To chtrc

- Néu Iwra chon hinh thirc ndp hé so truc tiép, ngudi c6 yéu cau ding
ky khai tir nop hd so dang ky khai tu tai BO phan mot cua cua
UBND cép xi c6 thim quyén; nop 1& phi néu thudc trudong hop phai
ndp 1€ phi dang ky khai tir; ndp phi cap ban sao Trich luc khai tur
néu co yéu cau cip ban sao Trich luc khai tir.
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- Néu lya chon hinh thirc nop hd so truc tuyén, nguoi co yéu cau
dang ky khai tir truy cap Cong dich vu cong qudc gia hodc Cong
dich vu cong cép tinh, dang ky tai khoan (néu chua c6 tai khoan),
xac thyc nguoi dung theo hudng dan, dang nhép vao h¢ thong, xac
dinh dung Uy ban nhan dan cap xi c6 tham quyén.

Nguoi ¢6 yéu cau dang ky khai tir tryc tuyén cung cép thong tin
theo biéu mau dién tir twong tac dang ky khai tr (cung cép trén
Cong dich vu cong), dinh kém ban chup hodc ban sao dién tur cac
gidy to, tai liéu theo quy dinh; ndp phi, 1& phi thong qua chirc ning
thanh toan truc tuyén hoic bang cach thic khac theo quy dinh phap
luét, hoan tit viéc nop ho so.

- Can bd tiép nhan hd so tai BO phan mot cira c¢6 trach nhiém kiém
tra tinh chinh xac, day du, thong nhat, hop 1¢ cta ho so.

(i) Trudng hop ho so day du, hop 16 thi tiép nhan ho so; néu tiép
nhan ho so sau 15 gio thi co Phleu hen, tra két qua cho nguoi co
yéu cau trong ngay lam viéc tlep theo (néu ngudi cd yéu cau lua
chon hinh thtrc ndp ho so truc tiép) hodc gui ngay Phiéu hen, tra két
qua qua thu dién tur hodc gui tin nhan hen tra két qua qua dién thoai
di dong cho nguoi c6 yéu cau (neu nguoi c6 yéu cau luya chon hinh
thire ndp hd so truc tuyén); chuyén hd so dé cong chuc lam cong
tac ho tich xur 1y.

- Sau khi tiép nhan hd so theo hinh thuc nop tryc tiép, can bo tiép
nhan hd so tai B6 phan mot ctra thuc hién sé hoa (sao chup, chuyen
thanh tai li¢u dién tir trén he thong thong tin, co sé dit lidu) va ky so
vao tai liéu, ho so giai quyét thu tuc hanh chinh da dugc s6 hoa theo
quy dinh.

(i1) Truong hop hd so chua day du, hop 1¢ thi co thong bao cho
nguoi yéu cau bd sung, hoan thién ho so, néu 10 loai gidy to, noi
dung can bd sung dé ngudi c6 yéu cau bd sung, hoan thién. Sau khi
ho so duge bd sung, thuc hién lai budc (i);

(iii) Trudng hop ngudi co yéu cau ding ky khai tir khong bo sung,
hoan thién dugc hd so thi bdo céo Truong bo phan mdt ctra co
thong bao tir chdi giai quyét yéu cau ding ky khai tir.

- Cong chure tu phap - ho tich tham tra hd S0 (thAm tra tinh théng
nhat, hop 1€ cua cac thong tin trong hd so, gidy to, tai liéu do ngudi
yéu cau ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu
kién giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so
tGi B phan mot cira dé thong bao cho ngudi ndp hd so — thue hién
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lai budce (ii) hodc (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hodc do nguyén
nhan khac ma khong thé tra két qua diing thoi gian da hen thi cong
chie 1am cong tac ho tich 1ap Phiéu xin 18i va hen lai ngay tra két
qua, trong do néu rd 1y do cham tra két qua va thoi gian hen tra két
qua, chuyén B0 phén mot cua dé tra cho nguoi ¢ yéu cau (néu
nguoi co yéu cau lua chon hinh thire ndp hd so truc tiép), hodc gui
Phiéu xin 16i va hen lai ngay tra két qua qua thu dién tu hodc gui tin
nhin qua dién thoai di dong cho nguoi c6 yéu cau (néu nguoi co
yéu cau lua chon hinh thitrc ndp hd so truc tuyén).

+ Néu thay hé so day du, hop 1¢, dung quy dinh, truong hop tiép
nhan ho so diang ky khai tir theo hinh thic truc tiép, thi cong chirc
tu phap - ho tich thuc hién viéc ghi vao S6 ding ky khai ti, cap
nhat thong tin dang ky khai tir va luu chinh thic trén Phin mém
dang ky, quan ly hd tich dién tr dung chung.

Truong hop tiép nhan ho so dang ky khai tur theo hinh thurc truc
tuyén, cong chirc tu phap - ho tich giri lai biéu mau Trich luc khai
ttr dién tr voi thong tin day du cho ngudi yéu cau qua thu dién tir
hodc thiét bj so.

Nguodi yéu cau cd trach nhiém ki€m tra tinh chinh xac, day du cua
cac thong tin trén biéu mau Trich luc khai tir dién tir va xac nhan
(to1 da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin di thong nhat, day du
hodc khong c6 phan hoi sau thoi han yéu cau thi cong chirc tu phap
- ho tich thuc hién viéc ghi ndi dung vao S6 dang ky khai tu, cap
nhat thong tin dang ky khai tir va luu chinh thic trén Phan mém
dang ky, quan ly hd tich dién tor dung chung.

- Cong chuc tu phéap - ho tich in Trich luc khai tr, trinh Lanh dao
UBND kY, chuyén Bo phan mot ctra tra két qua cho nguoi c6 yéu
cau.

- Nguoi c6 yéu cau dang ky khai tir kiém tra thong tin trén Trich luc
khai ttr, trong SO dang ky khai tir va ky tén vao So6 dang ky khai tir,
nhan Trich luc khai tir.

Ngay trong ngay cong chirc tu phap — h¢ tich tiép nhén yéu cau,

truong hop nhan ho so sau 15 gio ma khong giai quyét dugc ngay
thi tra két qua trong ngay 1am viéc tiép theo.

- Phi cép ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban
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Sao.

5.000 dong/lan

Mién 1& phi dbi vé6i truong hop dang ky khai tir dtng han, nguoi
thudc gia dinh c6 cong véi cach mang; nguoi thudoc hd ngheo;
nguoi khuyét tat.

- To khai dang ky khai tir theo mau (néu nguoi ¢ yéu cau lya chon
ndp ho so theo hinh thure truc tiép);

- Biéu mau dién tir twong tac dang ky khai tir (do nguoi yéu cau
cung cip thong tin theo hudng dan trén Cong dich vu cong, néu
nguoi co yéu cau lya chon ndp ho so theo hinh thirc tryc tuyén);

- Nguoi ¢6 yéu cau ding ky khai tir thue hién viéc ndp/xuét trinh
(theo hinh thurc truc ti€p) hodc tai Ién (theo hinh thirc truc tuyén)
cac giay to sau:

* Glay to' phai nop:
- Glay bao tir hodc gidy to thay thé Gidy béo tir do co quan c6 tham
quyén cap.

- Gidy t0, tai liéu, chimg ctr do co quan, t6 chirc c6 thim quyén céap
hoac xac nhan hop 1€ ching minh sy ki¢n chét dbi véi truong hop
dang ky khai tir cho ngudi chét da 1au, khong co Gidy bao tir hoic
gidy to thay thé Gidy bao tur.

- Vin ban ty quyén (dugc chung thuc) theo quy dinh ctia phap luat
trong trudng hop uy quyén thuc hién viéc dang ky khai tir. Truong
hop nguoi ¢ trach nhiém dang ky khai tir iy quyén cho nguoi khac
thue hién viéc dang ky khai tir ma ngudi dugc uy quyén 13 6 ong, ba,
cha, me, con, vo, chdng, anh, chi, em rudt ctia ngudi uy quyén thi
van ban uy quyén khong phai ching thuc.

* Gidy to phai xuat trinh:

- Hb chiéu hoac Chung minh nhan dan hoac Thé can cudc cong dan
hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan
c6 tham quyén cap, con gia tri str dung dé ching minh vé nhan than
clia ngudi co yéu cau dang ky khai tir. Trudng hop céc thong tin ca
nhan trong cic gidy t0 ndy di c6 trong CSDLQGVDC,
CSDLHTPT, dugc hé thong dién tu dong thi khong phai xuat trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thtc tryc tuyén);

- Gidy to chitng minh noi cuw tr( cudi cUng ciia nguoi chét dé xac
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dinh tham quyén trong truong hop co quan dang Ky ho tich
khong thé khai thac dioc thdng tin vé noi cur trl ciia cdng dan theo
cac phuwong thirc quy dinh tai khodn 2 Piéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cuia Chinh phu. Truwong hop cac
thong tin vé glay to chirng minh noi cu tra da duoc khai thac tr Co
so dit lieu quoc gia vé dan cur bang Cac phwong thirc nay thi nguoi
0 Yeu cdu khong phdi xudt trinh (theo hinh thite truec tiép) hodc tdi
Ién (theo hinh thitc truc tuyén);

- Truong hop khong xac dinh duoc noi cu tra cubi cung cua nguol
chét thi xuét trinh gidy to chimg minh noi nguoi dé chét hodc noi
phat hién thi thé caa ngudi chét.

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

*Luuy

- Trong thoi han 15 ngay ké tir ngdy c6 nguoi chét thi vo, chong
hoac con, cha, m¢ hodc nguoi than thich khac cua nguoi chét co
trach nhiém di dang ky khai tir; truong hop ngudi chét khong co
nguoi than thich thi dai dién cta co quan, t6 chirc, c4 nhéan lién
quan c6 trach nhiém di khai tur.

- D01 voi1 giay to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo
hinh thuc truc tiép:

+ Pbi voi gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhéan 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 xuét
trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy td do.

+ Nguoi yéu cau dang ky ho tich c6 thé nop ban sao ching thuc tir
ban chinh hogc ban sao dugc cap tir s6 gbc hodc ban chup kém theo
ban chinh gidy to dé d6i chleu Truong hop nguoi yéu cau nop ban
chup kem theo ban chinh gidy to thi ngudi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di ho so dang ky
ho tich theo quy dinh ctia phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém gidy to ma phap luat ho tich khong
quy dinh phai ndp.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thtrc truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky khai tir truc
tuyén phai bdo dam rd nét, day du, toan ven vé ndi dung, 1a ban
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chup bing may anh, dién thoai hodc duoc chup, dugc quét bang
thiét bi dién tu, tu gidy t& dugc cap hop 1€, con gia tri sir dung; néu
1a gidy to do co quan c6 tham quyén nudc ngoai cap thi phai duogc
hop phép hoa lanh sy, dich sang tiéng Viét theo quy dinh, trur
truong hop dugc mién hop phap héa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding ky
khai tir truc tuyén da c6 ban sao dién tir hoac da c6 ban dién tir giéy
to h tich thi nguoi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai
t/ban sao Trich luc khai tir), ngudi c6 yéu cau ding ky khai tir phai
Xudt trinh gidy to tuy than, ndp ban chinh cac gidy to 1a thanh phan
ho so ding ky khai tir theo quy dinh phép luat ho tich.

Truong hop nguoi yéu cau dang ky khai to khong cung cap dugc
gidy to néu trén theo quy dinh hoic gidy to ndp, xuat trinh bi tay
x0a, stra chira, lam gia thi co quan ding ky ho tich c6 tham quyén
hay bo két qua dang ky khai ti.

01 bo

Khdng

- Luat HO tich nam 2014;
- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi ti€t mdt s6 di€u va bién phap thi hanh Luat Ho tich;

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

- Nghi dinh so 104/2022/NP-CP ngay 21/12/2022 ciia Chinh phii
sita doi, b6 sung mot sé diéu ciia CAC nghi dinh lién quan dén viéc
ndp, xudt trinh sé hé khdu, sé tam tra gidy khi thuc hién thi tuc
hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi
dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phii quy dinh
chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich;

- Théng tu 6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap
quy dinh chi tiét mot s6 di€éu va bién phap thi hanh Nghi dinh
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s 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co
sO dir li€u ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia B Tai chinh
quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va sit dung phi khai
thac, str dung thong tin trong co s¢ dir liéu ho tich, phi xac nhan c6
quoc tich Viét Nam, phi xac nhan la nguoi gdc Viét Nam, 1& phi
quoc tich;

- Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
hudng dan vé phi va 1¢ phi thuc thdm quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh pho truc thudc Trung wong;

- Thong tu 5O 106/2021/TT-BTC ngay 26/11/2021 cua B Tai chinh
stra d6i, bo sung mot sd diéu cua Thong tu so 85/2019/TT-BTC
ngay 29/11/2019 ctia Bo Tai chinh hudng dan vé phi va 1& phi thudc
tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phd truc
thudc Trung wong;

- Nghi quyét s6 17/2016/NQ-HPND ngay 05/10/2016 ciia Hoi dong

nhan dan tinh Hai Duong ban hanh Quy dinh muc thu, ché d6 thu,
ndp, quan ly va sir dung phi, I¢ phi trén dia ban tinh Hai Duong



