Phu luc s6 03

THU TUC HANH CHINH LINH VUC TU PHAP THUQC THAM QUYEN GIAI QUYET
CUA UBND CAP XA TREN DIA BAN TINH BAC GIANG ,
(Kem theo Quyér dinh so 110/0OD-UBND ngay 17/01/2020 cua Chu tich UBND tinh Bac Giang)

PHAN I. DANH MUC THU TUC HANH CHINH

Théi han Thuc hién qua
P e g dich vu buwu chinh
Co ché glal quyet : cén ich
STT Thi tuc hanh chinh giai Phi, 1€ phi — g Ghi chu
A1 z Tlep o 1K
quyet Theo Sau cat ~ x| Traket
) ., nhan ho .\
quy dinh | giam .s0' qua
1) i} (2) ‘ ®) (4) () (6)) () (8)
[ | |LINH VUC BOI
THUONG NHA NUOC
Thu tuc giai quyét yéu cau
111 b_(31 thuong tai co _qua_n t‘ruc Mot cira 75-%35 75-%35 Khong «
tiep quan ly nguoi thi hanh ngay ngay
cdng vu gay thiét hai
Il | 1l | LINHVUC HOQ TICH
Truong hop nhan
ho so sau 15 gio
< , . Trong Trong 5.000d/truong ma khong giai
1| 1 | Dangky khai sinh MC ngay ngay hop quyét duoc ngay
thi tra két qua
trong ngay lam

(Y)Co ché giai quyét: MCLT: Thuc hién theo co ché mot cira lién thong; MC: Thuc hién theo co ché mot cira; K: Khong thuc hién theo co ché mot cira, mét cira lién thdng



Co ché Thai han Thuec hién qua
STT Thi tuc hanh chinh giai e g Phi, 1€ phi dich vu buu chinh Ghi cha
A1 glal quyet N
guyet cong ich
viéc tiép theo
Truong hop nhan
hd so sau 15 gioy
ma khoéng giai
quyét dugc ngay
‘ thi tra két qua
2 | 2 | Pang ky két hon MC 'I;]r;;)? -Ir_]g);)? 20.00(r)lcl/;mong trong ngay lam
i viéc tiep theo.
Néu phai xac
minh kéo dai
thém khong qué
05 ngay
3 | 3 | Dingky gidm ho MC 03 ngay | 03 ngay khong
4 | 4 D_ang ky cham dut thay doi MC 02 ngay | 02 ngay khéng
gidm ho
Truong hop phai
Dang ky viéc nhan cha, me, s . 10.000d/truong xac minh kéo dai
5|5 con MC 03 ngay | 03 ngay hop thém khong qua
05 ngay
Truong hop phai
6 | g | Pangky thay d6i, cai chinh, MC 03ngay | 03 ngay 10.000d/trudng xac minh kéo dai
bo sung ho tich hop thém khong qua
03 ngay
. Trong Trong 10.000d/truong Tmbng hop nhan
7 | 7 | bang ky b6 sung ho tich MC ngay ngay ' hop ho so sau 15 gioy
i ma khdng giai




Co ché Thai han Thuec hién qua
STT Thi tuc hanh chinh giai .t Phi, 1€ phi dich vu buu chinh Ghicha
* A1 glal quyet : ) ~
guyet cong ich
quyét dugc ngay
thi tra két qua
trong ngay lam
viéc tiép theo
Truong hop nhan
hd so sau 15 gio
. ma khdng giai
Tron Tron 5.000d/truon )
8 | 8 | bang ky khai tir MC nga)? ngéﬁ ho;m g quyet du’qc ngay
i thi tra két qua
trong ngay lam
viéc tiép theo
Truong hop phai
5 A . N 5.000d/truong xac minh kéo dai
9 9 Dang ky lal khai sinh MC 05 ngay 03 ngay hO‘p thém khéng C]Ué
10 ngay
. X N 20.000d/truon
10 | 10 | bang ky lai két hon MC 05 ngay | 03 ngay hop :
X N 5.000d/truon
11 | 11 | Dang Ky lai khai tir MC | 05ngdy | 03 ngay ho;u ond
Dang ky khai
sinh: Truong hop phai
Ding ky khai sinh két hop . X 5.000d/t/hop; xac minh kéo dai
12112 nhan cha Mme con MC 03 ngay 03 ngay bk nhan cha, thém kh()ng qua
me, con: 05 ngay
10.000d/tr
13 | 13 | Piang ky khai sinh cho tré bi MC Trong Trong 5.000d/truong Truong hop nhan




Co ché Thai han Thuec hién qua
STT Thi tuc hanh chinh giai .t Phi, 1€ phi dich vu buu chinh Ghicha
* A1 glal quyet : ) ~
guyet cong ich
bo roi ngay ngay hop ho so sau 15 gio
ma khong giai
quyét duoc ngay
thi tra két qua
trong ngay lam
viéc tiép theo
Truong hop nhan
ho so sau 15 gio
14 | 14 | PAng Ky Khai sinh cho tré v | Trong | Trong | 5.000d/truong an;efgf’IZ% ?\;‘;y
em sinh ra do mang thai ho ngay ngay hop thi tra két qua
trong ngay lam
viéc tiép theo
15 | 15 Déng ky khe}i sinh cho nguoi MC 05ngay | 05 ngay 5.000d/truong
cb ho so, giay to ca nhan hop
16 | 16 Xac nhan tinh trang hén MC 03ngdy | 03 ngay 10.000d/truong
nhan hop
17 | 17 | C4p ban sao trich luc ho tich MC -Ir_]g):)? T}g);f 8.000d/ban X X
e LINH VUC CHUNG
THUC
Truong hop nhan
18 | 1 | Cép ban sao tir s6 goc MC 'Ir']r;;yg Er;;f khong X X h%;i;?;; Sg;czig
quyét duoc ngay




Co ché Thai han Thuec hién qua
STT Thi tuc hanh chinh giai .t Phi, 1€ phi dich vu buu chinh Ghicha
) A1 glal quyet : ) ~
quyet cong ich
thi tra két qua
trong ngay lam
viéc tiép theo
2.000
ddng/trang. T
trang thir ba tré
Ién thu 1.000
Chuang thyuc ban sao tir ban ddng/trang,
chinh gidy to, van ban do co nhung muc thu
: . \ Trong Trong Z. . ,
19 | 2 | quan, t6 chirc c6 tham quyen | MC ngdy ngdy t6i da khong qua
caa Viét Nam cép hoic _200.000
ching nhan dong/ban. Trang
' 1a can cir dé thu
phi duogc tinh
theo trang cua
ban chinh.
Chung thuc chit ky trong céc
gidy to vin ban ap dung cho
ca truong hgp chang thuc
2 R Trong Trong ,
20 | 3 | diém -Chl va ‘tru'(yng hop MC ngdy ngdy 10.000d/ban
nguoi yYéu cau chang thuc
khong ky, khong diém chi
duoc
Chung thuc viéc stra ddi, bd Trong Trong 30.000d/hop
21| 4 ) ) MC . s X S
sung, hay bo hop dong giao ngay ngay | dong, giao dich




Co ché Thai han Thuec hién qua
STT Thu tuc hanh chinh giai e g Phi, 1€ phi dich vu buu chinh Ghi chu
A1 glal quyet ~
quyet cong ich
dich
Stra 16i sai st trong hop Trong Trong 25.000d/hop
22 | 5 < . MC . . X . )
dong giao dich ngay ngay | dong, giao dich
2.000
dong/trang. T
trang tha ba tro
I&n thu 1.000
ddngl/trang,
Cép ban sao c6 ching thuc nhung murc thu
| \ . Trong Trong ‘. R ,
23 | 6 | tir ban chinh hop dong giao MC ngdy ngdy toi da khong qua X X
dich da duoc chang thuc _200.000
dong/ban. Trang
1a can cir dé thu
phi duoc tinh
theo trang cua
ban chinh.
Chung thuc hop ddng giao
dich lién quan dén tai san la Trong Trong 50.000d/hop
24 | 7 \ . MC \ X A . .
dong san, quyén sir dung dat ngay ngay | dong, giao dich
va nha ¢
25 | 8 | Chitng thyc di chic MC | 02ngay | 02ngay | 50.000d/di chuc
26 | 9 Chu:ng_thu:c van ban tur choi MC 02ngay | 02 ngay §0.00Qd/hqp
nhan di san dong, giao dich
27 | 10 Chung thAuc Va_m b_an thOa\ _ MC 02ngay | 02 ngay f0.00Qd/hqp
thuan phan chia di san ma di dong, giao dich




Co ché Thai han Thuec hién qua
STT Thu tuc hanh chinh giai e g Phi, 1€ phi dich vu buu chinh Ghi chu
X1 giai quyet N
guyet cong ich
san la dong san, quyén st
dung dét, nha ¢
Chtng thuc van ban khai
28 | 11 nhan di san mzf\ disan la , MC 02ngay | 02 ngay §0.00Qd/hqp
dong san, quyén sir dung dat, dong, giao dich
nha &
IV | IV | LINH VUC CON NUOI
29| 1 Dang ky viéc nudi con nudi MC 30 ngay | 22 ngay 400.000d/truong
trong nudc hop
30| 2 Dang ky lai viéc nudi con MC 05ngay | 05 ngay 400.000d/truong
nuoi trong nuwdeC hop
31 | 3 | Pangky viéc nuor con nuol MC | 12ngay | 12 ngay Khong
thuc te ] ’
v v LINH VUC PHO BIEN,
GIAO DUC PHAP LUAT
32 |1 gic;?g nhan £ trurong to hoa MC 5 ngay 5 ngay Khéng
33 | 2 | Thoi lam hoa giai vién MC 10 ngay | 10 ngay Khéng
34 | 3 | Cong nhan hoa giai vién MC 5 ngay 5 ngay Khoéng
Cho thdi 1am tuyén truyén . \ .
35 |4 vién phap luat MC 3 ngay 3 ngay Khéng
Cong nhan tuyén truyén vién . . o
36 |5 ohép luat MC 5 ngay 5 ngay Khong
37 Thanh toan thu lao cho hoa MC 5 ngay 5 ngay Khéng




Co ché Thai han Thuec hién qua
STT Thi tuc hanh chinh giai gii quilét Phi, 1€ phi dich vu buu chinh Ghicha
quyét* cong ich
[ giai vién | |

Ghi chu:

- Thoi han giai quyét dugc tinh bang ngay 1am viéc;

- Noi tiép nhan hd so: B§ phan Tiép nhan va tra két qua caa xa, phwong, thi tran.




PHAN I1. NQI DUNG THU TUC HANH CHINH

A.LINH VUC BOI THUONG NHA NUOC

1. Thi tuc giai quyét yéu cau béi thudng tai co quan truc tiép quan ly
ngwoi thi hanh cong vu gay thiét hai

* Trinh tu thuc hién

- Tiép nhan va xu 1y ho so;

- Thu Iy hd so;

- Cur nguoi giai quyét boi thuong;

- Tam tng kinh phi bdi thuong thiét hai;

- Xac minh thiét hai;

- Thuong luong viéc boi thuong;

- Ra quyét dinh giai quyét boi thuong (sau khi ra quyét dinh giai quyét boi
thuong, co quan truc tiep quan ly nguoi thi hanh céng vu gay thiét hai phai lap
ho so dé nghi cap kinh phi boi thuong deén Bo Tai chinh dé d¢ nghi cap kinh phi
boi thwong va chi tra tién boi thuong cho ngudi yéu cau boi thuong).

* Céach thuc thuc hién:

- Ngudoi yéu cau boi thuong cé thé nop ho so truc tiép tai tru sé co quan
giai quyét boi thuong hoac qua hé thong buu chinh.

- Nguoi yéu cau boi thudng nhan quyét dinh giai quyét béi thuong ngay
tai bu6i thuong luong.

* Thanh phan hd so:

. 2 Trudng hop nguoi bi thiét hai tryc tiép yéu cau boi thuong thi ho so yéu
cau boi thuong (sau day goi la ho so) bao gom: Van ban yéu cau boi thuong;
Vin ban 1am cin ctr yéu cau boi thudng, trir truong hop nguoi bi thiét hai khong
dugc guri hoic khong thé co van ban 1am cin ctr yéu cau boi thuong; Gidy to
chung mm\h nhan than cua pgu:m bi thiét hai; Tai liéu, ching ¢t ¢6 lién quan dén
viéc yéu cau boi thuong (néu co).

b. Truong hop nguoi yéu cau boi thuong 1a nguoi thira ké (néu cé nhieu
ngudi thura ké thi nhitng nguoi thura ké do phai cir ra mot nguoi dai dién) hoac la
nguoi dai dién cia ngu:(‘yi bi thiét hai thi ngoai cac tai liéu quy dinh tai cac diém
a, b va d khoan 1 bieu 41 Luat TNBTCNN nam 2017, ho so con phai cé céc tai
liéu sau day: Giay to chiing minh nhan ;hén cua nguoi thua ke, nguoi dai dién
cua nguoi bi thi¢t hai; Van ban uy quyen hop phép trong truong hop dai dién
theo uy quyén; Truong hop nguoi bi thiét hai chét ma co di chuc thi nguoi yéu
cau bdi thuong phai cung cap di chuc, trudng hop khong cé di chic thi phai c6
van ban hop phap vé quyén thira ké.

Truong hop ngudi Yéu cau bdi thudng truc tiép nop hd so thi cac gidy to,
tai liéu va chang cu quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2 Dbicu 41
Luat TNBTCNN nam 2017 1a ban sao nhung phai c0 ban chinh dé doi chieu;
truong hop nguoi yéu cau boi thuong guri ho so qua dich vu buu chinh thi cac
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gidy to, tai liéu va chung ct quy dinh tai cac diém b, ¢, d khoan 1 va khoan 2
Piéu 41 Luat TNBTCNN nam 2017 14 ban sao ¢ chang thuc theo quy dinh cua
phap luat vé chiing thuc.

* Thoi han giai quyét hd so:

- Trong truong hop nguoi yeu cau boi thuong nop hd so truc tlep, co' quan
giai quyét boi thuong tiép nhan ho s0, ghi vao s6 nhan hd so va cip gidy xac
nhan da nhan hd so cho ngudi yéu cau bdi thuong. Truong hop hd so dugc guri
qua dich vu buu chinh thi trong thoi han 02 ngay lam viéc ké tir ngay nhan dugc
hd so, co quan giai quyet bdi thuong phai thdng bao bang van ban vé viéc nhan
hd so cho ngudi yéu cau boi thuong. Trong thoi han 05 ngay lam viéc ké tor
ngay nhan dugc hé so, Thu trueong co quan gial quyét boi thuong c6 thé yeu cau
ngudi yeu cau bdi thuong bod sung hd so trong truong hop hd so chua day du
theo quy dinh tai khoan 1 va khoan 2 Diéu 41 cua Luat TNBTCNN nam 2017.
Trong thoi han 05 ngay lam viéc ké tir ngay nhan duoc yéu cau cia Tha truong
co quan giai quyét bdi thuong, ngudi yeu cau boi thuong phai bd sung hd so.
Khoang thoi gian c6 sy kién bat kha khang hoic tré ngai khach quan theo quy
dinh ctia Bo luat Dan su khong tinh vao thoi han quy dinh tai khoan nay.

- Trong thoi han 02 ngay lam viéc ké tir ngay nhan duoc ho so hop 18 theo
quy dinh tai Diéu 41 caa Luat Trach nhiém boi thuong cua Nha nudc ndm 2017
(Luat TNBTCNN niam 2017), co quan giai quyét bdi thuong phai thy ly ho so va
vao sb thu ly.

- Trong thoi han 02 ngay lam viéc ké tir ngay thu Iy ho so, co quan giai
quyét boi thuong phai cir ngudi giai quyét bdi thuong.

- Trudng hop, ngudi yéu cau bdi thuong dé nghi tam tng kinh phi bdi
thuong theo quy dinh tai diém e khoan 3 Diéu 41 cua Luat TNBTCNN nim
2017, co quan giai quyét boi thuong tién hanh tam @ng kinh phi bdi thuong doi
véi nhiing thiét hai quy dinh tai khoan 1 Diéu 44 TNBTCNN niam 2017. Cu thé,
thoi han thyc hién tam ung kinh phi boi thuong duoc thuc hién nhu sau: (1)
Ngay sau khi thu Iy hd so, nguoi giai quyét boi thuong cé trach nhiém xac dinh
gia tri cac thiét hai quy dinh tai khoan 1 Diéu 44 TNBTCNN nim 2017 va dé
xuat Tha truéng co quan giai quyét boi thuong viéc tam ung kinh phi boi
thuong va mac tam tng cho ngudi yéu cau bdi thuong; (2) Trong thoi han 05
ngay lam viéc ké tir ngay nhan dugc dé xuat, néu con du todn quan ly hanh
chinh dugc cap c6 tham quyén giao, co quan giai quyét bdi thuong phai hoan
thanh viéc tam ung kinh phi va chi tra cho nguoi yéu cau bdi thuong. Truong
hop khong con du du toan quan Iy hanh chinh dugc cap c6 tham quyén giao,
trong thoi han 02 ngay lam viéc ké tir ngay nhan duoc dé xuat, Thua trudng co
quan giai quyét boi thuong co van ban dé nghi co quan tai chinh c6 tham quyén
tam Gng kinh phi dé chi tra cho ngudi yéu cau boi thuong. Co quan tai chinh cé
trach nhiém cap kinh phi cho co quan giai quyét boi thuong trong thoi han 07
ngay lam viéc ké tir ngay nhan duoc van ban dé nghi, co quan tai chinh c6 tham
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quyén c6 trach nhiém cép kinh phi cho co quan giai quyét boi thuong. Tha
tredng co quan giai quyét boi thuong quyét dinh mac tam tng cho ngudi yéu
cau boi thudng nhung khong dudi 50% gia tri cac thiét hai quy dinh tai khoan 1
Diéu 44 TNBTCNN nam 2017.

- Trong thoi han 15 ngay ké tir ngay thu Iy hd so, nguoi giai quyét boi
thuong phai hoan thanh viéc xac minh thiét hai. Truong hop vu viéc giai quyét
y&u cau bdi thudng c6 nhiéu tinh tiét phac tap hodc phai x4c minh tai nhiéu dia
diém thi thoi han xac minh thiét hai 12 30 ngay ké tir ngay thu 1y hd so. Thai han
xac minh thiét hai c6 thé duoc kéo dai theo thoa thuan gitra nguoi yéu cau boi
thuong va ngudi giai quyét bdi thuong nhung t6i da 1a 15 ngay ké tir ngay hét
thoi han quy dinh tai khoan nay. Trong thoi han 03 ngay 1am viéc ké tir ngay két
thic viéc xac minh thiét hai, nguoi giai quyét boi thuong phai hoan thanh béo
c40 xac minh thiét hai 1am can cur dé thuong luong viéc boi thuong.

- Trong thoi han 02 ngay lam viéc ké tir ngay hoan thanh béo céo xac
minh thiét hai, co quan giai quyét boi thuong phai tién hanh thuong lugng viéc
bdi thuong. Trong thoi han 10 ngay ké tir ngay tién hanh thwong luong, viéc
thuong lugng phai dugc hoan thanh. Truong hop vu viéc giai quyét yéu cau boi
thuong c6 nhiéu tinh tiét phuc tap thi thoi han thuong luong ti da 1a 15 ngay
Thoi han thuong luong c6 thé dugc kéo dai theo thoa thuan giita ngu:ol y&u cau
boi thudng va ngudi giai quyét boi thudng nhung toi da 1a 10 ngay ké tir ngay
hét thoi han quy dinh tai khoan nay.

- Ngay sau khi c6 bién ban két qua thuong lwong thanh, Tha trudng co
quan giai quyét boi thuong ra quyét dinh giai quyét boi thuong va trao cho
nguoi Yéu cau boi thuong tai budi thuong lwong. Trudng hop ngudi yéu cau boi
thuong khong nhan quyét dinh giai quyét boi thuong thi ngudi giai quyét boi
thuong 1ap bién ban vé viéc khong nhan quyét dinh. Bién ban phai c6 chir ky
cua dai dién cac co quan tham gia thuong lugng. Bién ban phai néu rd hau qua
phap ly cua viéc khong nhan quyét dinh giai quyét boi thuong theo quy dinh tai
diém d khoan 1 Piéu 51 cua Luat TNBTCNN nim 2017. Co quan giai quyét boi
thuong phai gui cho ngudi yéu cau boi thuong trong thoi han 05 ngay 1am viéc
ké tir ngay lap bién ban.

* Co quan thuc hién thu tuc hanh chinh: Co quan giai quyét boi thuong la
co quan tryc tiép quan 1y ngudi thi hanh cong vu gay thiét hai trong hoat dong
quan ly hanh chinh quy dinh tai Piéu 33 ctia Luat TNBTCNN nam 2017 & cap
Xa.

* Pdi twong thyc hién tha tuc hanh chinh: Nguoi yéu cau bdi thuong theo
quy dinh tai khoan 3 Piéu 3 Luat TNBTCNN nam 2017.

* Tén mau don, mau to khai: Vin ban yéu cau boi thuong (Mau 01/BTNN
ban hanh kém theo Thong tu s6 04/2018/TT-BTP.

* L¢ phi: khong.
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* Két qua thuc hién thi tuc hanh chinh: Quyét giai quyét bdi thuong.

* Y8u cau, diéu kién thuc hién tha tuc hanh chinh: Tha tuc hanh chinh
duogc thuc hién khi c6 mét trong cac can cir sau day:

- C6 mdt trong cdc can cu xac dinh hanh vi trai phap luat cua nguoi thi
hanh cong vu gay thiét hai va yéu cau boi thuong twong tmg quy dinh tai khoan 2
biéu 7 Luat TNBTCNN nam 2017;

- C6 thiét hai thyc té caa nguoi bi thiét hai thudc pham vi trach nhiém boi
thuong cia Nha nudc theo quy dinh cua Luat TNBTCNN nam 2017;

- C6 méi quan hé nhan qua giita thiét hai thuc té va hanh vi gy thiét hai.

*, Can ctr phap ly cua tha tuc hanh chinh:

- Luat TNBTCNN nam 2017;

- Nghi dinh s6 68/2018/ND-CP;

- Thong tu s6 04/2018/TT-BTP.
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Mau 01/BTNN

(Ban hanh kém theo Théng tw s6 04/2018/TT-BTP ngay 17/5/2018)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

VAN BAN YEU CAU BOI THUONG

Kinh gui: coooovviiiiiieeeiieee (1) et

Ho va tén ngudi yéu cau bdi thudng:...................... (2) v
Gidy to ching minh nhan than:.................. (3
biachi: ...................... (B) e

SO dieN thoai (NEU CO).evv e e et

T (LTI oTe) LT

[ (5) et

Can ct

e oot easrete s veeasen (6) e, (néu c0)

- Hanh vi gay thiét hai cua nguoi thi hanh cdng vu gay thiét hai:..............

Trén co sé do, t6i dé nghi Quy co quan xem xét, giai quyét boi thudng thiét hai
theo quy dinh ctia Luat Trach nhiém boi thuong ciia Nha nudc, bao gom cac noi dung
sau:

I. THIET HAI YEU CAU BOI THUONG (7)
1. Thiét hai do tai san bi xdm pham (néu c6), cach tinh, muc yéu cau bdi thudng

2. Thiét hai do thu nhap thuc t& bi mét hodc bi giam sut (néu co), cach tinh, mirc
yéu cau boi thuong

3. Thiét hai vé vat chat do ngudi bi thiét hai chét (néu c6), cach tinh, mic yéu
ciu bdi thuong
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4. Thiét hai vé vat chat do suc khoe bj xAm pham (néu c6), cach tinh, mtrc yéu
ciu bdi thudong

6. Cac chi phi khac duoc bdi thudng (néu co), cach tinh, mirc yéu cau boi
thuong

Tong so tién yéu cAu boi thuwong: ...........o.oovovvvveeeeeeeeeeeeeea. (d6ng)

(VIBE BANG CRIE: ..ottt )
II. PE NGHI TAM UNG KINH PHi BOI THUONG (néu cé)

1. Kinh phi dé nghi tam tng

Cin ¢t quy dinh tai Diéu 44 Luat Trach nhiém boi thudng cua Nha nude, t6i dé
nghi dugc tam tng kinh phi bdi thuong ddi véi cac khoan sau:

1.1. Thiét hai vé tinh than

S6 1180 d€ NEhi tam TNE LAz ...o.vevoveeeieeeee e dong

(VIBE BANG CRIE: ..ottt )
Tai lidu, ching ¢ kém theo (08U COY:....cvuvvverreeeeeeeeeeeeeeeeeese e,

1.2. Thiét hai khac c6 thé tinh duoc ngay ma khong can xac minh: ....(8)

S6 1180 A€ nghi tam TNE 1A....o.veeeeeeeeeeeeeeee e, dong

(VIBt DANG CRIE: <.voveeveeveseeeeeereeeeeeess sttt san s )
Tai li¢u, ching ctr kém theo (néu [o10) PSSP

1.3. Tong s6 tién d& nghi tam tng: .............ooevvereeeeeeeeeennn...dONg.
(VIBt DANG CRIE: <.voveeveeveseeeeeereeeeeeess sttt san s )
2. Thong tin ngudi nhan tam tng kinh phi bdi thuong:

-Hovateni.. oo (D) e

14



III. CAC NQI DUNG KHAC CO LIEN QUAN

1. P& nghi thu thap van ban lam cin ¢ yéu cau bdi thuong (néu co)

2. Yéu cau phuc hdi danh du (néu €O).......vevveeeeeene.. (14) oo,
3. Khéi phuc quyén va cac loi ich hop phap khac (néu co)

Pé nghi Quy Co quan xem xét, giai quyét bdi thuong cho toi/...(15).. theo quy
dinh cua phap luat.

Nguoi yéu cau boi thwong (17)

DANH MUC GIAY TO, TAI LIEU GUI KEM (néu c6):

Huwong dén sie dung Mdu 01/BTNN:

(1) Ghi tén co quan giai quyét boi thuong 13 co quan tryc tiép quan 1y ngudi thi
hanh céng vu gay thiét hai.

(2) Néu nguoi yéu cau boi thudng 1a ca nhan ngudi bi thiét hai thi ghi ho tén
ctia ngudi bi thiét hai hodc nguoi dai dién theo ty quyén caa ngudi bi thiét hai; ddi voi
treong hop ngudi bi thiét hai chét thi ghi ho tén nguoi thira ké cua ngudi bi thiét hai:
d6i voi truong hop ngudi yéu cau boi thuong 1a nguoi chua thanh nién, ngudi mat
ning luc hanh vi dan sy, nguoi han ché ning luc hanh vi dan sy, nguoi c6 kho khan
trong nhan thac lam chu hanh vi thi ghi ho tén, dia chi cta nguoi dai dién theo phap
luat ciia c4 nhan d6; néu ngudi Yéu cau bdi thuong 1a to chuc thi ghi tén to chirc va ghi
ho, tén cua nguoi dai dién theo phap luat cua t chirc do.

(3) Ghi sb, ngay cap, noi cap chiang minh nhan dan hoic cin cuéc cong dan
hodc ho chiéu hozc gidy to tuong Gng ciia c4 nhan ngudi yéu cau bdi thudng 1 nguoi
bi thiét hai hodac ngudi dai dién theo phap luat cua nguoi bi thiét hai trong truong hop
nguoi bi thiét hai 1a ngudi thudc truong hop phai ¢6 nguoi dai dién theo phap luat theo
quy dinh caa Bo luat dan sy. Trudong hop ngudi yéu cau boi thuong 1a ngudi thira ké
ciia ngudi bi thiét hai hoic nguoi dai dién theo ty quyén cia nguoi bi thiét hai thi
ngoai gidy td chirng minh nhan than c& nhan cua ngudi yéu cau boi thuong can ghi
thém van ban y quyén hop phap trong trudng hop dai dién theo ay quyén; di chic
trong truong hop ngudi bi thiét hai chét ma cé di chic, truong hop khéng cé di chic
thi phai c6 van ban hop phap vé quyén thira ké; truong hop ¢ nhiéu nguoi thira ké thi
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phai cé gidy to chang minh nhan than cua ngudi dugc ctr 1am dai dién va vian ban hop
phap Vé viéc duoc cir 1am dai dién cho nhitng nguoi thira ké con lai.

Truong hop nguoi yéu cau bdi thuong 1 to chic thi ghi s6, ngay cap, noi cap
mét trong cac gidy to sau: Quyét dinh thanh lap, Gidy chung nhan ding ky doanh
nghiép, Gidy diang ky ho kinh doanh, Gidy ching nhan dang ky dau tu, gidy phép hoic
C4C gidy to c6 gia tri nhu gidy phép theo quy dinh caia phap luat chuyén nganh.

(4) Néu nguoi yéu cau bdi thudng 13 ca nhan thi ghi day du dia chi noi cu tra tai
thoi diém nop van ban yéu cau bdi thuong; néu ngudi yéu cau bdi thudng 1a co quan,
t6 chirc thi ghi dia chi tru s& chinh cua co quan, to chirc d6 tai thoi diém nop van ban
yéu cau boi thuong.

(5) Ghi moét trong cac truong hop:

- Truong hop ngudi yéu cau boi thuong 13 ngudi bi thiét hai thi ghi: “ngudi bi
thiét hai”;

- Truong hop nguoi bi thiét hai chét thi ghi: “nguoi thira ké cua.... (néu tén cua
nguoi bi thiét hai)..... ;

- Truong hop ¢6 nhiéu nguoi thira ké thi ghi: “ngudi dai dién cho nhitng nguoi
thira ké cua .... (néu tén cua nguoi bi thiét hai).....”.

- Truong hop to chic bi thiét hai da cham dat ton tai thi ghi: “dai dién cho
...(néu tén t6 chuc ké thira quyén, nghia vu)... ké thira quyén va nghia vu cia....(néu tén
t6 chue bi thiét hai da cham dit ton tai) thuc hién quyén yéu cau boi thuong™;

- Truong hop phai c6 nguoi dai dién theo phap luat theo quy dinh cua B luat
dan su thi ghi: “nguoi dai dién theo phap luat cua .... (néu tén cua nguoi bi thiét
hai).....”;

- Truong hop uy quyén thuc hién quyén yéu cau bdi thuong thi ghi:
“nguoi/phap nhan duoc ........ (néu tén cia nguoi bi thiét hai hoac nguoi thira ké cua
ngudi bi thiét hai trong truong hop nguoi bi thiét hai chét hoic to chac ké thira quyén,
nghia vu cua té chac bi thiét hai dd chdm dut ton tai hodc ngudi dai dién theo phap
luat cua nguai bi thiét hai thudc truong hop phai c6 nguoi dai dién theo phép luat theo
quy dinh cua B luat dan su) ay quyén thuc hién quyén yéu cau bdi thuong”.

(6) Ghi tén van ban 1am cin ctr y8u cau bdi thuong (s6 hiéu, ngay thang nim
ban hanh, co quan ban hanh va trich yéu cta vin ban).

(7) Ghi ting loai thiét hai cu thé, cach tinh va muc yéu cau bdi thuong theo quy
dinh twong tng tir Piéu 22 dén Diéu 28 Luat Trach nhiém bdi thuong cua Nha nudc.

(8) Ghi rd loai thiét hai nao dé nghi tam ng.

(9) Ghi ho tén ngudi nhan tam wng kinh phi bdi thuong.
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(10) Ghi sb, ngay cip, noi cap chitng minh nhan dan hoic cin cudc cong dan
hodc ho chiéu hoic loai gidy to twong (ng cta ngudi nhan tam wng kinh phi boi
thuong.

(11) Ghi noi cu tri cia ngudi nhan tam wng kinh phi boi thuong.

(12) Ghi phuong thirc nhan tam &ng kinh phi béi thuong: nhan tryc tiép bang
tién mat hodc nhan qua chuyén khoan. Trudng hop nhan qua chuyén khoan ghi rd sb
tai khoan, chu tai khoan, noi md tai khoan cia nguoi nhan tién tam &ng kinh phi boi
thuong.

(13) Truong hop nguoi yéu cau bdi thuong khdng cé kha nang thu thap van ban
1am can ctr yeu cau boi thuong thi ghi 1 tén van ban va dia chi thu thap vin ban do.

(14) Ghi rd yéu cau cua minh vé viéc co quan giai quyét boi thuong thuc hién
viéc phuc hdi danh duy.

(15) Trudng hop té chire yéu cau boi thuong thi ghi tén to churc.
(16) Ghi dia diém lam vin ban yéu cau bdi thuong (vi du: Ha Nbi).

(17) Trudng hop 1a c& nhan thi ky va ghi rd ho tén hodc diém chi; Truong hop
la t6 chire thi ngudi dai dién theo phap luat cua to chic d6 ky, ghi rd ho tén, chic vu
va dong dau.

(18) Ghi tén tai liéu, ching ca chitng minh cho nhirng thiét hai ma nguoi yéu
cau boi thudng dé nghi Nha nudc bdi thudng. CAc tai liéu nén danh s thir tu.

B. LINH VUC HOQ TICH

1. Thi tuc Pang ky khai sinh

* Trinh tw thuc hién:

Buéc 1: Nguoi yéu cau ding ky khai sinh nop ho so tai Bo phan tiép nhan va
tra két qua - UBND cap x&;

Bwéc 2: Ngay sau khi nhan da ho so theo quy dinh, néu thay thong tin khai
sinh day du va phl hop, cdng chirc tu phap - ho tich ghi néi dung khai sinh vao S6 ho
tich; cap nhat vao Co s& dir liéu ho tich dién tir, Co so dit liéu qudc gia vé dan cu dé
Iy Sé dinh danh ca nhan.

Buéc 3: Cong chirc tu phap - ho tich va nguoi di dang ky khai sinh cung ky tén
vao S6 ho tich. Chu tich Uy ban nhan dan cip xa cap Gidy khai sinh cho nguoi duoc
dang ky khai sinh.

* C4ch thic thwc hién: Nguoi yéu cau dang ky khai sinh truc tiép nop hd so
tai Bo phan tiép nhan va tra két qua - UBND cap x4 hoic giri hd so qua hé thong buu
chinh hoic guri qua hé théng dang ky ho tich truc tuyén.

* Thanh phan, s6 lwong ho so:

a) Thanh phan hé so:

- To khai theo mau quy dinh;
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- Gidy chung sinh. Truong hop khong cé gidy chang sinh thi ndp vin ban caa
ngudi 1am chang xac nhan vé viéc sinh; néu khong c6 nguoi lam ching thi phai cé
gidy cam doan vé Viéc sinh; truong hop khai sinh cho tré em bi bo roi phai c6 bién ban
x&c nhan viéc tré bi bo roi do co quan c6 thim quyén lap; truong hop khai sinh cho tré
em sinh ra do mang thai ho phai ¢6 van ban chirng minh viéc mang thai ho theo quy
dinh phéap luat.

- Vin ban uy quyén duoc cdng ching, chiing thuc theo quy dinh cua phap luat.
Truong hop ngudi duoc uy quyén la 6ng, ba, cha, me, con, vg, chdng, anh, chi, em
rudt cuia ngudi uy quyén thi van ban ay quyén khong phai cong chiing, chang thuc,
nhung phai ¢6 gidy to chitng minh méi quan hé véi ngudi uy quyén(néu co).

Gidy to xuat trinh: Ban chinh gidy to tuy than dé chirng minh vé nhan than va
gidy to chirmg minh noi cu tra. Truong hop cha, me cua tré di dang ky két hon thi con
phai xuat trinh gidy chang nhan két hon.

b) Sé lwong ho so: 01 bod

* Thoi han giai quyét: Ngay trong ngay. Truong hop nhan hd so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

* Poi twgng thuc hign thi tuc hanh chinh: Ca nhéan

* Co quan thuc hién thi tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cap x4

* Két qua thuc hién thi tuc hanh chinh: Giay khai sinh

* L& phi (néu co): 5.000d6ng/truong hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thudc gia dinh c¢6 céng voi cach mang; ngudoi
thuoc ho nghéo; nguoi khuyét tat.

+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HPND)

* Tén mau don, miu to khai: To khai diang ky khai sinh (Thong tu sd
15/2015/TT-BTP)

* Y&u ciu, diéu kién thuc hién thia tuc hanh chinh: Khang

* Can ctr phép ly caa tha tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu sb 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh sb 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh huéng din vé phi va & phi thuoc
tham quyén quyét dinh ciia Hoi ddng nhan dan tinh, thanh phé truc thudc Trung uong.
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- Nghi quyét sé 33/2016/NQ-HPND ngay 08/12/2016 cia HPDND tinh Bic
Giang quy dinh muc thu va ty & diéu tiét mot s6 loai phi va 1é phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
KIN gz D e

Ho, chir dém, t&n NG YEU CAUS .....c.ocvvereicecieeeeeee e nen
GIAY tO TUY thAN: @ttt
NOT CU T Bl ettt sttt sttt sttt
Quan hé vai ngudi dugC Khai SINN: ..o
Pé nghico quan ding ky khai sinh cho nguoi dwéi day:
Ho, Chlt d@m, TN .o e
Ngay, thang, ndm sinh: ...........c.ccoeeieen. ghi bang ...,
Noi sinh: @....................
Gidi tinh:......cooveeen, Dan toC ..o QUOC t1ch ........................................
(@ 1= o[ U T USSR
Ho, Chir dém, BN M. . ..o e
Nam Sinh: oo, DAN tOC: wevvvr e, QubcC tich: ..vvviieiieii
NOi Ut @) s
Ho, chir dém, tén cha: . et e
Nam sinh: .................. Dan toC: ..covvvvveeiiieeenn QUOC t1ch
L b a5 T
Toi cam dpan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, dugc
su thoéa thuan nhat tri ctia cac bén lién quan theo quy dinh phéap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan cua minh.

Lam tai: ............. , NQAY ..eoneee thang ......... nam ...

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chd thich:

(Ghi rd tén co quan ding ky khai sinh

Vi dy: - Uy ban nhan dan phudng Dién Bién, Ba Dinh, Ha Noi

- Uy ban nhan dan quan 1, thanh phé H5 Chi Minh
, @) Ghi thong tin vé gidy to tly than cua nguoi di diang ky, ghi 16 s, co quan
cap, ngay cap ho chiéu, chizng minh nhan dan hoic gidy to hop 1¢ thay thé

Vi du: Chitng minh nhan dan sé 001089123 do Céng an thanh phé Ha Noi cap
ngay 20/10/2014.

) Ghi theo dia chi dang ky thudng tri; néu khong cé noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tra; trueong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tré thi ghi theo dia chi dang sinh séng.

™) Truong hop sinh tai co so y té thi ghi 1 tén co sé'y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tramy té x4 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi du: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.
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2. Thii tuc Ping ky két hon

* Trinh tw thuc hién:

Bwéc 1: Hai bén nam, nit truc tiép nop hd so tai Bo phan tiép nhan va tra két
qua - UBND cép xa. Va cliing c6 mit khi dang ky két hon.

Buwéc 2: Ngay sau khi nhan da hd so theo quy dinh, néu thay du diéu kién két
hon theo quy dinh cia Luat hon nhan va gia dinh, cdng chirc tu phap - ho tich ghi viéc
két hon vao Sé ho tich, ciing hai bén nam, nix ky tén vao Sé hé tich.

- Khi ding ky két hon, hai bén nam, nir phai c6 mat va ciing ky vao Gidy ching
nhan két hdn; cong chire tw phap - hg tich béo cdo Chu tich Uy ban nhan dan cip x4 t6
chuc trao Giay chung nhan két hdn cho hai bén nam, ni.

- Truong hop can x4c minh diéu kién két hon caa hai bén nam, nit thi thoi han
giai quyét khdng quéa 05 ngay lam viéc.

* Céch thirc thyc hién: Nguoi yéu cau ding ky két hon tryc tiép nd hd so tai
B6 phan tiép nhan va tra két qua - UBND cap X4.

* Thanh phan, sé lwong hd so:

a) Thanh phan hé so:

- To khai dang ky két hén theo mau quy dinh;

- Gidy xac nhan tinh trang hon nhan do Uy ban nhan dan cap xa c6 tham quyén
cap dbi voi ngudi yéu cau dang ky két hon khong thuong tri tai xa, phuong, thi tran
noi diang ky két hon;

- Truong hop nguoi yéu cau diang ky két hon dang cong tac, hoc tap, lao dong
cd thoi han & nudc ngoai thi phai nop Gidy xac nhan tinh trang hon nhin do Co quan
dai dién ngoai giao, Co quan dai dién l&nh sy cua Viét Nam ¢ nudc ngoai (sau day goli
12 Co quan dai dién) cap;

(*) Nguoi yéu cau ding ky két hon con phai xuat trinh ban chinh gidy to tiy
than dé chitng minh vé nhan than va giay to chimg minh noi cu tru.

b) Sé lwreng ho so: 01 bo

* Thoi han giai quyét: Ngay sau khi nhan du ho so hop 1&. Truong hop can
xac minh thi thoi han giai quyét khéng qué 05 ngay lam viéc.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thi tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép x4

* Két qua thuc hién thia tuc hanh chinh: Gidy chang nhan két hon.

* ¢ phi (néu c6): 20.000ddng/ trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Dang ky ho tich cho nguoi thudc gia dinh c6 cong véi cdch mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Piang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tra ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HPND)
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*Tén miu don, miu to khai: To khai ding ky két hon (Thong tu sd
15/2015/TT-BTP)

* Y&u ciu, diéu kién thuc hién tha tuc hanh chinh:

Diéu kién két hon:

Nam, nit két hon véi nhau phai tudn theo cac diéu Kién sau day:

+ Nam tir da 20 tudi tro 18n, nir tir du 18 tudi tro 1én;

+ Viéc két hén do nam va nix ty nguyén quyét dinh;

+ Khéng bi mat ning lyc hanh vi dan su;

+ Viéc két hon khdng thudc mot trong cac trudng hop cam két hon sau day:

- Két hén gia tao;

- Tao hén, cudng ép két hon, lira dbi két hon, can tro két hon;

- Nguoi dang c6 vo, c6 chong ma két hon hoic chung séng nhu vo chong voéi
nguoi khac hoic chua c6 vo, chua co6 chong ma két hon hoic chung séng nhu vo
chdng véi nguoi dang c6 chdng, o vo;

- Két hon hoac chung song nhu vo chong gitra nhitng ngudi cling dong mau veé
truc hé; gitta nhirng nguoi ¢ ho trong pham vi ba doi; gitta cha, me nubi vai con nudi;
gilta nguoi da ting 1a cha, me nudi véi con nudi, cha chong vai con dau, me Vo Voi
con ré, cha duong véi con riéng cua vo, me ké vai con riéng caa chong.

(Luat Hon nhan va gia dinh nam 2014)

* Can ctr phép ly caa tha tuc hanh chinh:

- Luat Hon nhan va gia dinh s6 52/2014/QH13;

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu s 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phép quy dinh chi
tiét thi hanh mot so diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 stra d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh huéng din vé phi va 1é phi thuoc
tham quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc Trung uong.

- Nghi quyét s6 33/2016/NQ-HDND ngay 08/12/2016 cia HDND tinh Béc
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va I& phi trén dia ban tinh
Bic Giang.
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e CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap — Tw do — Hanh phuc

(1) e TO KHAI DANG KY KET HON

Thoéng tin Bén nir e Bénnam

Ho, chit dém, tén

Ngay, thang, nam
sinh

Dén toc

Qudc tich

Noi cu tra @

Giay to tiy than®

Két hon 1an tha

may

Chiing t6i cam doan nhitng 1oi khai trén day 1a ding sy that, viéc két hoén cia chiing
toi la tu nguyén, khéng vi pham quy dinh cta Luat hon nhan va gia dinh Viét Nam.

Chuing t6i chiu hoan toan trach nhiém trudc phép luat vé cam doan ciia minh.

Dé nghi Quy co quan ding ky.

, NEAY oo thang ............ nam...............
Bén nir Bén nam
(Ky, ghi rd ho, chiz d@ém, tén) (Ky, ghi rd ho, chir dém,
tén)

Chu thich:
(1), (2) Truong hop 1am thi tuc dang ky két hon c6 yéu td nudc ngoai, thi phai
dan anh cuaa hai bén nam, ntr.
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(3) Ghi 15 tén co quan dang ky két hon.

(4) Ghi theo noi dang ky thuong trd, néu khong c6 noi ding ky thuong tra thi
ghi theo noi dang ky tam tru; truong hop khong c6 noi dang ky thuong tri va noi dang
Ky tam tri1 thi ghi theo noi dang sinh séng.

(5) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoac
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh
phd Ha Noi cip ngay 20/10/1982).
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3. Thi tuc Pang ky giam ho

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu ciu dang ky giam ho nop hd so tai Bo phan tiép nhan va tra
két qua - UBND cap xa.

Bwéc 2: Trong thoi han 03 ngay lam viéc ké tir ngay nhan du hd so, néu thiy
du diéu kién theo quy dinh phap luat thi céng chire tu phap - ho tich ghi vao S6 ho tich
va cing ngudi di dang ky giam ho ky vao Sé ho tich, béo cao Chu tich Uy ban nhan
dan cap xa cap trich luc cho ngudi yéu cau.

* Cach thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cip x& hoac giri hd so qua hé théng buu chinh hoic gui qua hé théng dang ky ho tich
truc tuyén.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai dang ky gidm ho theo mau quy dinh;

- Vin ban cir ngudi giam ho theo quy dinh caa Bo luat dan su; (d6i vai giam ho
cu)

- Gidy to chang minh diéu kién gidm ho duong nhién theo quy dinh caa Bo luat
Dan su; (d6i voi giam ho dwong nhién). - Truong hop ¢ nhiéu ngudi cung du diéu
kién 1am giam ho dwong nhién thi ndp thém van ban thoa thuan vé viéc cir mot ngudi
lam giam ho duong nhién.

* Giay to xuat trinh: Ban chinh gidy to tuy than dé ching minh vé nhan than va
gidy to chirg minh noi cu tru.

b) Sé lweng ho so: 01 bo

* Thoi han giai quyét: 03 ngay lam viéc ké tir ngay nhan du hd so hop 18.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan, t6 chuc

* Co quan thyc hién thi tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Trich luc dang ky gidam ho.

* L¢ phi: Khong

* Tén miu don, miu to khai: To khai ding ky giam ho (Thong tu s
15/2015/TT-BTP).

* Y&u cau, diéu kién thwc hién tha tuc hanh chinh:

Nguoi dugce giam ho la:

- Nguoi chua thanh nién khong con cha, me hoac khdng xac dinh dugc cha, me;

- Ngug‘ri chua thanh nién c6 cha, m¢ nhung cha, me déu mit nang luc hanh vi dan
su; cha, me déu c6 kho khan trong nhan thic, lam cha hanh vi; cha, me déu bi han ché ning
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luc hanh vi dan su; cha, me déu bi Toa an tuyén bd han ché quyén dbi véi con; cha, me déu
khong c6 diéu kién cham soc, gido duc con va ¢d yéu cau ngudi giam ho;

- Nguoi mat nang lyc hanh vi dan su;

- Nguoi ¢6 kho khan trong nhan thac, lam cha hanh vi.

(B6 luat Dan sy nam 2015)

* Can cw phap ly cia thi tuc hanh chinh:

- B6 luat Dan sy nam 2015;

- Luat Ho tich s6 60/2014/QH13;

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phéap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP;

- Thong tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bo sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 caa Bo Tai chinh hudng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong.

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 ciia HDND tinh Bac
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ
KIND QU Q) e,

Ho, chir dém, tén ngudi YEU CAU: ....o.cvvvvereceeeeeeeereen. Gigi tinh .................
NOT CU T @) oottt ettt n st senens
GIAY tO TUY thAN: @) .ottt
Pé nghi co quandiing ky viéc giam h gitta nhitng ngwoi c6 tén dwéi day:
Nguwoi gidm h:
[ FO T o 011 Qe 1< . TR (=1 SRS Gidi tinh .
Ngay, thang, NAm SINN: ....cccooiiiiiii
DAN EOC: 1t eveeeeeeeee oottt et ee e e e QUABC tiCh: o,
NOT CU T @) oottt ettt n st teeens
GIAY tO tUY thAn: @i
Nguwoi dwgc gidm h:
[ FO Yo 011 Qe £ . AN (=] RO Gidi tinh .........
Ngay, thang, Nam SINN: ..o
DAN EOC: vt eveeeeeee ettt ettt ettt ettt QUABC tiCh: v,
P 10 a3 L TR
Gidy khai Sinh/GIay t tUY thAN: ....oeveeeeeeeeeeeeeeeesseeeee et
Ly do dang Ky giam hQ: ...
T6i cam doan nhitng Noi dung khai trén day la dtng su that va chiu trach nhiém
trudc phép luat vé cam doan caa minh.
Lam tai: oo, , ngay ...... thang ..... nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)
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Chu thich:

1) Ghi 16 tén co quan ding ky giam ho.

@ Ghi theo noi dang ky thuong trd, néu khong cé noi ding ky thuong tra thi ghi
theo noi dang ky tam tru; truong hop khong cé noi dang ky thuong tra va noi dang ky
tam tré thi ghi theo noi dang sinh song.

®) Ghi théng tin vé gidy to tuy than nhu: ho chiéu, chung minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Ching minh nhan dan sé 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/2014).
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4. Thii tuc Piing ky cham diit, thay déi giam ho

* Trinh tw thuc hién:

Buwéc 1:Ngudi yéu cau ding ky cham dut, thay doi viéc giam ho nop hd so tai
Bo6 phan tiép nhan va tra két qua - UBND cap xA.

Budéc 2: Trong thoi han 02 ngay lam viée ké tir ngay nhan du hd so theo quy
dinh, néu thay viéc cham dut giam ho du diéu kién theo quy dinh cua B luat dan su,
cdng chic tw phap - ho tich ghi viéc cham dut giam ho vao Sé hg tich, cling ngudi di
dang ky cham dut giam ho ky vao So6 ho tich va bao cao Chu tich Uy ban nhan dan cap
x4 cap trich luc cho nguoi yéu cau.

- Trudng hop Yéu cau thay doi nguoi giam ho theo quy dinh cua Bo luat dan su
vi c6 ngudi khac du diéu kién nhan lam giam ho, thi cac bén lam thu tuc ding ky
cham dat gidm ho trude d6 va dang ky giam hd mai theo quy dinh.

* Céch thirc thuc hién: Tryc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap xa hoac guri hd so qua hé thdng buu chinh hodc guri qua hé théng dang ky ho tich
truc tuyen.

* Thanh phan, sé lwong hd so:

a) Thanh phan hé so:

- To khai ding ky chidm dit, thay d6i giam ho theo miu quy dinh;

- Gidy to 1am can cr cham dut, thay d6i giam ho;

- Quyét dinh cong nhan/trich lyc dang ky giam ho da cap trude day;

b) Sé lwong ho so: 01 bo

* Thoi han giai quyét: 02 ngay lam viéc.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan, t6 chuc.

* Co quan thyc hién thi tuc hanh chinh:

- Co quan c¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién tha tuc hanh chinh: Trich luyc dang ky thay ddi, chim
dut gidm ho.

* L¢ phi: khong

*Tén miu don, mau to khai: To khai ding ky cham dat giam ho (Thong tu sd
15/2015/TT-BTP).

* Y&u cau, diéu kién thwc hién tha tuc hanh chinh:

Nguoi gidm ho dugce thay di trong cac truong hop sau day:

+ Ngudi giam ho khong con du cac diéu kién quy dinh tai Diéu 49, Biéu 50 cua
B6 luat nay;

+ Ngudi gidm ho 1a ca nhan chét hoic bi Toa an tuyén bd han ché niang luc
hanh vi dan su, c6 kho khan trong nhan thac, lam chu hanh vi, mat nang luc hanh vi
dan sy, mat tich; phap nhan 1am giam ho cham duat ton tai;

+ Nguoi giam ho vi pham nghiém trong nghia vu giam ho;

+ Ngudi giam ho dé nghi dugc thay doi va co ngudi khac nhan 1am giam ho.

Viéc giam ho cham dut trong céc trudng hop sau day:
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+ Nguoi dugc giam ho da co nang luc hanh vi dan su day du;

+ Nguoi dugc giam ho chét;

+ Cha, me cta ngudi duoc gidm ho di c6 du diéu kién dé thuc hién quyén,
nghia vu cta minh;

+ Nguoi dugc gidm ho dugc nhan lam con nudi.

(Bo Ludt dan sy nam 2015)

* Can ¢t phép ly caa tha tuc hanh chinh:

- Bo luat Dan sy nam 2015;

- Luat Ho tich s6 60/2014/QH13;

, - I\!ghi‘ dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiet mot so dicu va bién phap thi hanh Luat Ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiét thi hanh mot s6 diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh huéng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong.

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 ciia HPDND tinh Bac
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1é phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

e TO KHAI PANG KY CHAM DUT GIAM HQ

KINO QUi Qe

GIAY tO TUY thAN: Gttt
Pé nghico quan ding ky cham dit viéc giam hd giira:

Nguoi giam ho:

(o (o o3 15 G (<1 1 TR (=] R

GIAY T UY ThAN: Gttt
Nguoi dwgc giam ho:
HO, Chlt d€m, tEN: ..eeeeiieee e Gidgi tinh: .............

Gidy khai sinh/Gidy to tly thAn: G)..........ocovevecieecee e,
Pa dang ky giam ho tai quyen s6: .......cccvvvvrvevnene. , S0

T6i cam doan nhitng noi dung khai trén day la ding su that va chiu trach nhiém
trudc phap luat vé cam doan cua minh.
Lam tai: oo, , hgay ...... thang ..... nam ....

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:

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

@ Ghi theo noi ding ky thuong trd, néu khong c6 noi ding ky thuong tra thi
ghi theo noi dang ky tam tru; truong hop khong ¢6 noi dang ky thuong tri va noi dang
Ky tam trd1 thi ghi theo noi dang sinh séng.

~ ® Ghi thang tin vé gidy to tuy than nhu: ho chié:u, chang minh nhan dan hoic
giay to hop 1€ thay thé (vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh
phd Ha Noi cap ngay 20/10/2014).
) Ghi tén co quan ding ky giam ho trudc day.
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5. Thi tuc Pang ky nhan cha, me, con

* Trinh tw thuc hién:

Buwéc 1: Ngudi yéu ding ky nhan cha, me, con truc tiép nop hd so tai Bo phan
tiép nhan va tra két qua - UBND cip x4.

Buwéc 2: Trong thoi han 03 ngay lam viéc ké tir ngay nhan da ho so theo quy
dinh, néu thay viéc nhan cha, me, con 1a ding va khong c6 tranh chap, cong chirc tu
phap - ho tich ghi vao S6 hé tich, cung ngudi dang ky nhan cha, me, con ky vao S6 ho
tich va béo c4o Chu tich Uy ban nhan dan cap xa cap trich luc cho ngudi yéu cau.

- Truong hop can phai xac minh thi thoi han dugc kéo dai thém khong quéa 05
ngay lam viéc.

* Cach thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
Cap Xa.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai theo mau quy dinh;

- Chtrng ctr chiing minh quan h¢ cha, me, con:

+ Vin ban cta co quan y té, co quan giam dinh hoic co quan khac co tham
quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong cé van ban xac nhan quan hé cha con, quan hé me con
theo quy thi phai co thu tir, phim anh, bang, dia, 6 dung, vat dung khéc chitng minh
méi quan hé cha con, quan hé me con va vin ban cam doan cta cha, me Vé viéc tré em
la con chung cta hai nguoi, ¢d it nhat hai nguoi than thich cua cha, me 1am ching.

Xuat trinh: Ban chinh gidy to tuy than dé chitng minh vé nhan than va gidy to
chirng minh noi cu tra.

b) Sé lweng ho so: 01 bo

* Thoi han giai quyét: 03 ngay lam viéc ké tir ngay nhan du hd so hop Ié.
Truong hop can phai xac minh thi thoi han duoc kéo dai thém khdng qué 05 ngay lam
Viéc.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢é thim quyén quyét dinh: UBND cap x&

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Trich luc dang ky nhan cha, me, con

* ¢ phi: 10.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thugc gia dinh c6 cong vai cach mang; nguoi
thuoc ho nghéo; nguoi Khuyet tat.
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+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HDND)

*Tén miu don, miu td khai: To khai dang ky nhan cha, me, con. (Théng tu s6
15/2015/TT-BTP)

* Yéu cau, diéu kién thuc hién tha tuc hanh chinh: Viéc nhan cha, me, con
khong cd tranh chap.

* Can cw phap ly cia thi tuc hanh chinh:

- Bo luat Dan sy nam 2015;

- Luat Ho tich s6 60/2014/QH13;

- Nghi dinh sb 123/2015/NB-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 sé 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP;

- Thong tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bo sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh hudng dan vé phi va 1& phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong.

- Nghi quyét sé 33/2016/NQ-HPND ngay 08/12/2016 cia HPND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va I& phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

Quan hé véi ngudi Nhan cha/me/Con®: ...,
Pé nghiQuy co quan cong nhin nguoi cé tén duéi day:

Ngay, thang, ndm sinh:..................... Dan toc:.....ccccvevveennee Qudc
tichi...cveeeinen.
INOT CU P L.ttt s s bbb b s,
Giay to thy than @ ..o, LA, ctia nguoi cO
tén duoi day:
Ho, Chit dém, téN: ..o Ngay, thang, nam sinh:
..................... DaN tdC:....vevererree.QUAC tHCH s
INOT CU TP ettt ettt ettt ettt ettt ettt ettt
Gidy to thy than®: ................

noi trén l1a dang su that, tu

To61 cam doan ViEC NNAN.........cccooevviviiiiiiiin,
nguyén, khéng co tranh chap va chiu trach nhiém truéc phap luat vé cam doan cta

minh.

Kinh dé& nghi Quy co quan ding ky.
Lam tai.....cccceveieniennnn, ngay ............

Nguwdi yéu ciu
(Ky, ghi rd ho, chir dém, tén)
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Y kién ciia ngwoi hién dang 1a Y kién ciia ngwoi dwoc nhan 1
me hoic cha® cha, me, con®

Tai liéu guri kém theo To khai:

Chd thich:

(1) Ghi 16 tén co quan ding ky;

@ Ghi theo dija chi dang ky thuong trd; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam tra; trwong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tr(1 thi ghi theo noi dang sinh song.

) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chang minh nhan dan hoac
gidy to hop Ié thay thé (vi du: Chang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/2004);

) Chi can thiét trong truong hop nguoi khai khong ddng thoi 1a nguoi nhan
cha/me/con;

) Chi can thiét trong trudng hop cha hoic me nhan con chua thanh nién hoic
nguoi da thanh nién nhung mat nang lyc hanh vi dan sy, ghi y kién ctua nguoi 1a cha
néu me 1a nguoi yéu cau, y Kién ngudi me néu cha 1a ngudi yéu cau (trir truong hop
nguoi d6 da chét, mat tich, mat ning lyc hanh vi dan sy hoic han ché nang luc hanh vi
dan su);

®) Chi can thiét trong truong hop nguoi dugc nhan 1a tré em tir da 9 tudi tra 1én.
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6. Thii tuc Ping ky thay doi, cai chinh hg tich

* Trinh tw thuc hién:

Bwéc 1:Ngudi yéu cau ding ky thay d6i, cai chinh ho tich nop hd so tai Bo
phan tiép nhan va tra két qua - UBND cap x4.

Buéc 2: Trong thoi han 03 ngay lam viée ké tir ngay nhan du hd so theo quy
dinh, néu thay viéc thay doi, cai chinh ho tich 1a c6 co s&, phu hgp véi quy dinh cua
phép luat dan su va ph:élp luat cé lién quan, céng chuc tu phap - ho tictl ghi vao S6 ho
tich, cung nguoi yéu cau dang ky thay doi, cai chinh hé tich ky vao S6 ho tich va bao
cé4o Chu tich Uy ban nhan dan cip xa cap trich luc cho ngudi yéu cau.

- Trudng hop thay doi, cai chinh ho tich lién quan dén Gidy khai sinh, Gidy
ching nhan két hon thi cong chirc tw phap - ¢ tich ghi ndi dung thay dbi, cai chinh ho
tich vao Giay khai sinh, Giay chirng nhan két hon.

- Truong hop can phai xac minh thi thoi han dugc kéo dai thém khong quéa 03
ngay lam viéc.

* Cach thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap xa hoac gui ho so qua hé thong buu chinh hoac gui qua hé thong dang ky hd tich
truc tuyén.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai theo mau quy dinh;

- Giay to lién quan 1am can cr cho viéc thay doi, cai chinh ho tich.

Xuat trinh: Ban chinh gidy to tuy than dé chiang minh vé nhan than va giay to
chuing minh noi cu tra.

b) Sé lwreng ho so: 01 bo

* Thoi han giai quyét: 03 ngay lam viéc ké tir ngay nhan du hd so hop Ié.
Truong hop phai xac minh thi thoi han dugc kéo dai thém khéng qua 03 ngay lam
VIEC.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢é thim quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Trich luc thay d6i, cai chinh ho tich

* |_& phi (néu c6): 10.000ddng/lan.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Dang ky hd tich cho nguoi thudc gia dinh c6 cong véi cdch mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudce.

(Nghi quyét s6 33/2016/NQ-HDPND)

*Tén miu don, miu to khai: To khai ding ky viéc thay doi, cai chinh ho tich
(Thong tu s6 15/2015/TT-BTP)
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* Y8u cau, diéu kién thuc hién thi tuc hanh chinh:

- Viéc thay dbi ho, chir dém, tén cho nguoi dudi 18 tudi phai c6 sy ddng y cua
cha, me nguoi d6 va duoc thé hién rd trong To khai; ddi véi nguoi tir du 9 tudi tro 1én
thi con phai ¢é su dong y cua ngudi do;

- Viéc chinh stra thdng tin c& nhan trong S6 ho tich hoic trong ban chinh gidy to
ho tich va chi dugc thuc hién khi co du cin ctr dé xac dinh c6 sai sot do 15i cua cong
chuc 1am cong tac ho tich hodc cia ngudi yéu cau ding ky ho tich.

* Can ¢t phép ly caa tha tuc hanh chinh:

- B6 Luat Dan sy nam 2015;

- Luat nuo61 con nuoi nam 2010;

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP;

- Thong tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bo sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 caa Bo Tai chinh hudng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong.

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 cia HDND tinh Bac
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

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

KINh gi: @ e

GIAY tO tUY thAN: @) .ottt
Quan hé véi ngudi dé nghi dugc thay ddi, cai chinh, xac dinh lai dan toc, bd

To6i cam doan nhitng ndi dung khai trén day la dang su that va chju trach nhiém
trude phap luat vé cam doan ciia minh,
Lam tai: .o, , ngay ...... thang ..... nam ...
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Y kién cua ngudi dugc thay ddi ho, Y kién cua cha va me (néu thay doi

tén (néu nguoi d6 tr du 9 tudi tro ho, chit dém, tén cho ngudi dudi 18
1én); xac dinh lai dan toc (néu nguoi tudi)

d6 tir @ 15 tudi dén dudi 18 tUSI) e
- Chathich:

1. Ghi 16 tén co quan ding ky viéc thay ddi, cai chinh, bd sung ho tich, xac dinh
lai dan toc, xac dinh lai gidi tinh trong Giay khai sinh.

2. Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thuong tra thi
ghi theo dia chi dang ky tam tr; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam trd thi ghi theo noi dang sinh séng.

3. Ghi théng tin vé giay to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh
phd Ha Noi cip ngay 20/10/2004).

4. Ghi r6 loai viéc thuc hién (vi du: thay doi Ho).

5. Ghi r6 loai viéc ho tich da dang ky trude day. Vi du: khai sinh ngay 05 thang
01 nam 2015 tai s6 10 quyén s6 01/2015 cua UBND x& Ha Hoi, huyén Thuong Tin,
thanh phé Ha Nai.

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

Truong hop bo sung ho tich thi ghi rd noi dung dé nghi bd sung. Vi du: bd sung
phan ghi vé qué quan trong Giay khai sinh nhu sau: Nghé An.
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7. Thii tuc Piang ky bo sung hd tich

* Trinh tw thuc hién:

Buwoc 1: Nguoi y8u cau bd sung ho tich nop hd so tai Bo phan tiép nhan va tra
két qua - UBND cap xa.

Bwéc 2: Ngay sau khi nhan du hd so theo quy dinh, néu thay yéu cau bd sung
ho tich 1a dtng, cong chirc tu phap - hd tich ghi ndi dung bo sung vao muc tuong tng
trong S6 h tich, cing nguoi yéu cau ky tén vao S6 ho tich va bao céo Chu tich Uy ban
nhan dan cap xa cap trich luc cho nguoi yéu cau.

- Trudng hop bd sung h tich vao Qiéy khai sinh, Gidy chitng nhan két hon thi
cong chure tu phap - ho tich ghi noi dung b6 sung vao muc teong ing va dong dau vao
noi dung bd sung.

* Céch thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap xa hoac gui ho so qua hé thong buu chinh hoac gui qua hé thong dang ky hd tich
truc tuyén.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai theo mau quy dinh;

- Giay to lién quan 1am cin ct cho viéc bo sung ho tich.

b) Sé lwong ho so: 01 bod

* Thoi han giai quyét: Ngay trong ngay. Truong hop nhan ho so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap xa.

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thi tuc hanh chinh: Trich luc b6 sung ho tich

* ¢ phi (néu c6): 10.000ddng/truong hop.

(Nghi quyét s6 33/2016/NQ-HDND ngay 08/12/2016)

*Tén miu don, miu to khai: To khai ding ky viéc thay doi, cai chinh, b sung ho
tich, xac dinh lai dan toc. (Thong tu s6 15/2015/TT-BTP)

* Y@u cau, diéu kién thuc hién tha tuc hanh chinh: Khang

* Can ctr phép ly caa tha tuc hanh chinh:

- Luat nuo6i con nu6i nam 2010;

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phép quy dinh chi
tiét thi hanh mot s6 diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh hudng din vé phi va 1& phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong.

42



- Nghi quyét sé 33/2016/NQ-HPND ngay 08/12/2016 cia HPDND tinh Bic
Giang quy dinh muc thu va ty & diéu tiét mot s6 loai phi va 1é phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

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

KINh gi: @ e

GIAY tO LY thAN: @) .ot
Quan hé véi ngudi dé nghi dugc thay ddi, cai chinh, xac dinh lai dan toc, bd

Pé nghi co quan ding ky viec @............cccoo....... cho ngudi cé tén dwdi day

Ho, Chlt d€m, tEN: ...oeeiiieee e Gidgi tinh: ...

Ngay, thang, nam sinh:..........ccccccoeeeneenee. Dan tocC:............. QUAC tiCh ...,

GIAY T UY ThAN: G Lottt

NOT CU T @) oottt ettt ettt n e

ba dang ky ® F ngay......... thang ......... nim
................ tal SO: ...ooeeee. QUYEN SO CUA e

T ) s

LN L] USSR

0V o [ USSP S USROS

To6i cam doan nhitng ndi dung khai trén day la dang su that va chju trach nhiém
trude phap luat vé cam doan ciia minh,
Lam tai: .o, , Ngay ...... thang ..... nam ..........
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Y kién cua ngudi dugc thay doi ho, Y kién caa cha va me (néu thay doi
tén (néu nguoi do tr du 9 tudi tré ho, chir dém, tén cho nguoi dudi 18
1€n); xac dinh lai dan toc (néu nguoi tuoi)

do tir @ 15 tudi dén dudi 18 tUGT) e
.................................................................................... hay d6|

lal uan toc, xac ainn iai giol unn wrong Giay khai Suu..

2. Ghi theo dia chi ding ky thudng trd; néu khong c6 noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tra; truong hgp khong c6 noi dang ky thuong tra va noi
dang ky tam trd thi ghi theo noi dang sinh song.
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3. Ghi thdng tin vé gidy to tuy than nhu: ho chiéu, chitng minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh
phd Ha Noi cip ngay 20/10/2004).

4. Ghi r6 loai viéc thuc hién (vi du: thay déi Ho).

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

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

Truong hop bd sung ho tich thi ghi rd ndi dung dé nghi bd sung. Vi du: bd sung
phan ghi vé qué quan trong Gidy khai sinh nhu sau: Nghé An.
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8. Thu tuc Pang ky khai tir

* Trinh tw thuc hién:

Buwéc 1: Ngudi cd trach nhiém di dang ky khai tir nop hd so tai Bo phan tiép
nhan va tra két qua - UBND cép x4.

Bwéc 2: Ngay sau khi nhan da hd so hop I8, péu thdy viéc khai tor ding thi
cong chure tu phap - ho tich ghi ndi dung khai tir vao So6 ho tich, cung nguoi di khai tir
ky tén vao Sé ho tich va bao cdo Chu tich Uy ban nhan dan cip xa cép trich luc cho
nguoi di khai tu.

~ * Céch thic thyc hign: Truc tiép tai BO phan tiép nhan va tra két qua - UBND
cap xa.

* Thanh phan, sé lwong hd so:

a) Thanh phan hé so:

- To khai dang ky khai tir theo mau quy dinh;

- Gidy bao tur hoac giay to khac thay cho gidy béo tir;

Gidy to xuat trinh: S6 ho khau hoic gidy to tuy than khac cia nguoi chét (néu
c6); Gidy chung minh nhan dan cia nguoi di khai ti.

b) Sé lwong ho so: 01 bod

* Thoi han giai quyét: Ngay trong ngay. Truong hop nhan ho so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

* Pdi twgng thuc hign thi tuc hanh chinh: Ca nhan

* Co quan thyc hién thi tuc hanh chinh:

- Co quan c¢é tham quyén quyét dinh: UBND cap x4

- Co quan thuc hién thia tuc hanh chinh: UBND cap x&

* Két qua thuc hién thia tuc hanh chinh: Trich luc khai tir

* ¢ phi: 5.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thudc gia dinh c¢6 céng voi cach mang; ngudoi
thugc ho nghéo; nguoi kKhuyet tat.

+ Piang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HPND)

*Tén miu don, miu to khai: Ty khai dang ky khai tir (Thong tu sb
15/2015/TT-BTP).

* Y&u ciu, diéu kién thuc hién tha tuc hanh chinh: Khang

* Can cw phap ly cia thi tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

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

- Théng tu sé 15/2015/TT-BTP ngay 16/11/2015 cia B$ Tu phép quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP;
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- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cia Bo Tai chinh huéng dan vé phi va Ié phi thuoc
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phd truc thudc Trung wong.

- Nghi quyét sé 33/2016/NQ-HDND ngay 08/12/2016 cia HPDND tinh Béc
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI TU

KINh QU @) Lo
Ho, chir dém, t&n NGUOT YEU CAU ....cvvvvereevcrceceeeeeeee e
NOT CU T @) Lottt ettt a et sttt s e s e
GIAY T TUY thAN G) L.ttt
QUAN N& VO NEUTT A8 CHELL ..voveececeeceeeee ettt
Pé nghi co quandiing ky khai tir cho ngwoi c6 tén dwéi day:
Ho, Chit dém, tEN: ooveeiii e Giditinh: ..o
Ngay, thang, NAM SINN: ...ccviii e
DAN EOC: wevveeeeeeeeeeeeeeeeeeeeeeeeeeer e e e eeeeeeees QUABC LICH: v,
NOi U 11 UG CUNG: @ittt
GIAY tO tUY thAN: G .ottt
Da chét vao luc: .......... QIO o phlt, Ngay ............ thang .......... naM .............
INOT CREEL oottt ettt ettt ettt ettt ettt ettt ettt ee et
NGUYBN NNAN CREL: ...ttt
S6 Giay béo ti/ Giay to thay thé Gidy bao tir: @ ......ooccvevees e, o[ J
...................................................................... CAp NQAY ....... thang ..... nam ...........
T6i cam doan nhitng Noi dung khai trén day la dtng su that va chiu trach nhiém
truéc phap luat vé cam doan ciia minh.
Lam tai: oo , ngay ...... thang ..... nam ...

Ngudi yéu cau
(Ky, ghi rd ho, chiz dém, tén)

Chu thich:
() Ghi rd tén co quan thuc hién ding ky khai ti.
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@ Ghi theo dia chi dang ky thuong tri; néu khong cé noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tra; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tra thi ghi theo noi dang sinh séng.

) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, chang minh nhan dan hoac
gidy to hop 1é thay thé (vi du: Ching minh nhan dan sé 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/2004).

) Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay Gidy béo t”; néu
ghi theo sé Gidy to thay Gidy béo tr thi ghi rd tén, sé gidy to va gach cum tir “Gidy
béo ta”.
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9. Thu tuc Pang ky lai khai sinh

* Trinh tw thuc hién:

Bwéc 1: Ngudi yéu cau ding ky lai khai sinh nop hd so tai Bo phan tiép nhan
va tra két qua - UBND cap xa.

Bwéc 2: Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so, cong
chue tu phap - ho tich kiém tra, x4 minh hd so. Néu viéc dang ky lai khai sinh 1a dung
theo quy dinh cua phéap luat thi céng chirc tu phap - ho tich ghi néi dung khai sinh vao
S6 ho tich; cap nhat vao Co sé dit liéu ho tich dién tir. Cong chirc tu phap - ho tich va
nguoi di dang ky lai khai sinh cing ky tén vao S6 ho tich. Chu tich Uy ban nhan dan
cap x4 c4p Gidy khai sinh cho ngudi dugc ding ky lai khai sinh.

- Néu viéc dang ky lai khai sinh dugc thyc hién tai Uy ban nhan dan cap xa
khéng phai 1a noi da dang ky khai sinh trude day thi cong chire tu phap - ho tich bao
c4o Chu tich Uy ban nhan dan c6 van ban dé nghi Uy ban nhan dan noi dang ky khai
sinh trudc day kiém tra, xac minh vé viéc luu giit s6 ho tich tai dia phuong.

Bwéc 3: Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan duoc két qua xac
minh vé viéc khong con luu gilr duoc s6 ho tich tai noi da ding ky khai sinh, néu thay
ho so day du, chinh xéc, diing quy dinh phap luat cong chire tu phap - ho tich ghi noi
dung khai sinh vao Sé ho tich; cap nhat vao Co s dit liéu ho tich dién tir. Cong chuc
tu phap - ho tich va nguoi di dang ky lai khai sinh ciing ky tén vao So6 ho tich. Chu tich
Uy ban nhan dan cap x4 cap Gidy khai sinh cho ngudi duoc dang ky lai khai sinh,

* Céch thic thuc hién: Truc tiép nop hd so Bo phan tiép nhan va tra két qua -
UBND cap xa hoic gui hd so qua hé théng buu chinh hoic gui qua hé théng dang ky
ho tich truc tuyén.

* Thanh phan, so lwgng hé so:

a) Thanh phdn hé so:

- To khai theo mau quy dinh, trong d6 c6 cam doan cta ngudi Yéu cau veé viéc
d3 ding ky khai sinh nhung nguoi d6 khong luu gitr duoc ban chinh Gidy khai sinh;

- Ban sao toan bo ho so, gidy to cia ngudi yéu cau hoic hd so, gidy to, tai liu
khac trong d6 c6 cac thong tin lién quan dén ndi dung khai sinh cua nguoi do;

- Trudng hop ngudi yéu cau ding ky lai khai sinh 1a can bo, cong chic, vién
chirc, nguoi dang cong tac trong luc lugng vil trang thi phai c6 van ban xac nhan cua
Thu trudng co quan, don vi vé viéc nhitng noi dung khai sinh cta nguoi d6 gom ho,
chir dém, tén; gioi tinh; ngdy, thang, nim sinh; dan toc; qudc tich; qué quan; quan hé
cha - con, me - con phil hop véi hd so do co quan, don vi dang quan Iy;

- Vin ban uy quyén duoc cdng ching, chiing thuc theo quy dinh cta phap luat.
Truong hop nguoi duoc uy quyén la 6ng, ba, cha, me, con, vog, chdng, anh, chi, em
rudt ciia ngudi uy quyén thi van ban ay quyén khong phai cong chiing, chang thuc,
nhung phai ¢6 gidy to ching minh méi quan hé véi ngudi uy quyén(néu co).

b) Sé lwreng ho so: 01 bo

* Thoi han giai quyét: 05 ngay lam viéc ké tir ngay nhan du hd so hop I8,
khong ké thoi gian xac minh.

* Po6i twong thuc hién thia tuc hanh chinh: Ca nhan

50



* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢6 thim quyén quyét dinh: UBND cap x&

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép x4

* Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh

* ¢ phi: 5.000d6ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thudc gia dinh c6 cong vai cdch mang; nguoi
thuoc ho ngheo; nguoi khuyet tat.

+ Piang ky khai sinh, khai tir dung han, giam hg, két hon cua cong dan Viét
Nam cu tru ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HDND)

* Tén miu don, miu to khai: To khai ding ky lai khai sinh (Thong tu sd
15/2015/TT-BTP).

* Y@u cau, diéu kién thuc hién tha tuc hanh chinh:

- Viéc khai sinh da duoc ding ky tai co quan c6 tham quyén caa Viét Nam
trude ngay 01 thang 01 nam 2016 nhung S6 ho tich va ban chinh gidy to ho tich déu bi
mat thi dugc dang ky lai;

- Ngudi yéu cau dang ky lai khai sinh c6 trach nhiém nop day du ban sao gidy
to, tai liéu 6 noi dung lién quan dén viée ding ky lai;

- Viéc dang ky lai khai sinh chi duoc thyuc hién néu ngudi yéu cau dang ky con
s6ng vao thoi diém tiép nhan ho so.

* Can ctr phép ly caa tha tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

- Nghi dinh s 123/2015/NB-CP ngay 15/11/2015 cia Chinh phi quy dinh chi
tiét mot s6 diéu va bién phéap thi hanh Luat Ho tich;

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sé 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bo sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh hudng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong;

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 cia HPND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI SINH
KINh U D) Lo

Ho, chit dém, t8n NGUOT YEU CAU ........cvvveeeceeeeeeeeee e,
GIAY tO TUY thAN: @ ...ttt
INOT CU T Bttt sttt ettt se e
Quan hé Vo1 nguoi duoc khali sinh:
Pé nghico quan diing ky lai khai sinh cho ngudi ¢é tén dwéi diy:

Ho, Chit d@m, TEN: ..o e

GiGi tinh: e, Dan toc: ....... CQUACtICh: wene e,
QUE UAN: .ottt e s et e b e st e e b e s ae e e sneare e e
Ho, chir dém, tenme: ... ...
Nam sinh: ......coooeunnnneee. Dan toC: ...... cccceenn. Quéc tich: ............
NOT CU T B o
Ho, chir dém, ten cha: ... e
Nam sinh: ......cccoounnnneeee. Dan toC: ...... ... QUABC tICh: oo
NOTCU T ) e,
D3 dang ky khai sinh tai: © ...
Gidy khai sinhsé: ©.............................. S NGAY e [ eiiiiin, /
Ly do dang ky lai: ...,
T6i cam doan nhitng noi dung khai trén day la dtng su that va chiu trach nhiém
trudc phép luat vé viéc cam doan caa minh.
Lamtai: ................ , NQAY ........... thang ......... nam ..........
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Chu thich:
(Ghi rd tén co quan ding ky lai khai sinh
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Vi dy: - Uy ban nhan dan phuong Pién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quan 1, thanh phé H5 Chi Minh

@ Ghi théng tin vé gidy to tuy than cua nguoi di dang ky, ghi 13 s, co quan
cap, ngay cap ho chiéu, chung minh nhan dan hoic gidy to hop 16 thay thé

Vi du: Chang minh nhan dan sé 001089123 do Cong an thanh phé Ha Nai cap
ngay 20/10/2004.

) Ghi theo dia chi dang ky thuong tri; néu khong cé noi dang ky thuong trd thi
ghi theo dia chi dang ky tam trt; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tré thi ghi theo dia chi dang sinh séng.

™) Trudng hop sinh tai co s¢ y té thi ghi 1 tén co sé'y té va dia danh hanh chinh
noi sinh ra; trudng hop sinh ra ngoai co so y té thi ghi dia danh caa 03 cap hanh chinh
(x&, huyén, tinh); trudng hop khong rd noi sinh day du thi chi ghi dja danh hanh chinh
cap tinh.

) Ghi tén co quan dd ding ky khai sinh trudc ddy, sb, ngay, thang, nim cap
Giy khai sinh trudc ddy (néu c6 ban sao Giay khai sinh).
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10. Thi tuc ding ky lai két hon

* Trinh tw thuc hién:

Buwdéc 1: Hai bén nam, nix truc tiép nop hd so tai Bo phan tiép nhan va tra hd so
- UBND cép x4.

Buwéc 2: Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hd so, cong
chuc tu phap - ho tich kiém tra, xac minh hd so. Néu thdy hd so dang ky lai két hon la
day du, chinh x4ac, dung quy dinh phap luat thi céng chic tu phap - ho tich tich ghi
viéc két hon vao S6 ho tich, cung hai bén nam, nix ky tén vao S6 ho tich. Hai bén nam,
nit cung Ky vao Gidy ching nhan két hén; cong chirc tu phap - ho tich bao cao Chu
tich Uy ban nhan dan cip x4 té chuc trao Gidy chitng nhan két hon cho hai bén nam,
nir.

- Néu viéc ding ky lai két hon thuc hién tai Uy ban nhan dan cip xa khéng phai
1a noi da dang ky két hon trude ddy thi cong chire tu phap - ho tich bao cdo Chi tich
Uy ban nhan dan c¢6 vin ban dé nghi Uy ban nhin dan noi dang ky két hon truée day
kiém tra, xac minh vé viéc luu giir s6 ho tich tai dia phuong.

Bwéc 3: Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan dugc két qua xac
minh vé viéc khong con luu gitr dugc s6 ho tich tai noi da ding ky két hén, néu thay
hd so diy du, chinh xac, dung quy dinh phap luat céng chirc tu phap - ho tich thuc
hién viéc dang ky lai két hon theo quy dinh néu trén.

* Céch thirc thuc hién: Tryc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap x&

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- T& khai theo mau quy dinh;

- Ban sao Giay chang nhan két hon duoc cap trude ddy. Néu khong cé ban sao
Gidy chirng nhan két hon thi nop ban sao hd so, gidy to c& nhan cé cac thong tin lién
quan dén noi dung dang ky két hon;

(*) Gidy to xuat trinh: ban chinh gidy to tuy than dé chirng minh vé nhan than
va gidy to ching minh noi cu tri.

b) Sé lwreng ho so: 01 bo

* Thoi han giai quyét: 05 ngay lam viéc ké tir ngay tiép nhan ho so, khong ké
thoi gian xac minh.

* Po6i twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thuc hién thi tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thi tuc hanh chinh: Gidy ching nhan két hon.

* ¢ phi: 20.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thuoc gia dinh c6 cong vai cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.
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+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HDND)

*Tén miu don, miu to khai: To khai diang ky lai két hon (Thong tu sb
15/2015/TT-BTP).

* Yéu cau, diéu kién thwc hién tha tuc hanh chinh:

- Viéc két hon da duoc ding ky tai co quan c6 tham quyén cia Viét Nam trude
ngay 01 thang 01 nim 2016 nhung S6 ho tich va ban chinh gidy to ho tich déu bj mat
thi duoc dang ky lai;

- Nguoi yéu cau dang ky lai két hon co trach nhiém nop day du ban sao gidy to,
tai liéu ¢ noi dung lién quan dén viéc ding ky lai.

- Viéc dang ky lai két hon chi duoc thuc hién néu ngudi yéu cau dang ky con
séng vao thoi diém tiép nhan hd so.

* Can ctr phép ly caa tha tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B§ Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 stra d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh huéng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét s6 33/2016/NQ-HDND ngay 08/12/2016 ciia HPND tinh Bac
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va I& phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KET HON
KIN gz D e

Ho, chir dém, tén ngudi YEU CAUS .....ccoevvveeeceeeeeee e,

GiAy tO tUY thAn: @

NOT CU T @ittt n s

Pé nghico quan diing ky lai két hon theo ndi dung dwéi diy:

Ho, Chit d€m, tEN CUA VO': ...ccooeiieiecece e e
Ngay, thang, nam sinh: ..........ccccoeeviviiniiiiininnnnn, Dan toc: .......c.e.... Quadc tich:
NOT CU TGttt a bbb,

Ho, chit dém, tNn CHA CRONG: ... .....oieee oo
Ngay, thang, Nam SINN: ........cocoiiiiiiicc
DAN tOC: cvvveveveeeeeeeeeeeeeeeeeeee e e, QUBC tich: vovneee e

J L oL G oL TSP
GIAY T UY TANI ).ttt
Két hon lan thir

Theo Gidy ching nhan két hénsé: ©................... , Quyénso: ®. ...
LYy do dang KY L1a1: ..o
T6i cam doan nhitng noi dung khai trén day la dtng sy that va chiu trach nhiém
trudc phéap luat vé cam doan caia minh.
Lam tai: ....... , NQAY ... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Cha thich:
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() Ghi 13 tén co quan dang ky lai két hén

@ Ghi theo dia chi dang ky thuong trd; néu khong c6 noi diang ky thuong trd thi
ghi theo dia chi dang ky tam tr(; truong hqp khong c6 noi dang ky thudng tra va noi
dang ky tam trt thi ghi theo noi dang sinh song.

~ ® Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoac

giéy to hop I§ thay thé (vi du: Chitng minh nhan dan sé 001089123 do Céng an thanh
pho Ha Noi cap ngay 20/10/2004).

) Ghi 16 tén co quan da dang ky két hon trudc day.

() Chi khai trong truong hop biét rd.
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11. Tha tuc Pang ky lai khai tir

* Trinh tw thuc hién:

Buwéc 1: Ngudi yéu cau ding ky lai khai tir truc tiép nop hd so tai Bo phan tiép
nhan va tra két qua - UBND cép x4.

Buéc 2: Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so, cong
chuc tu phap - ho tich kiém tra ho so. Néu xeét thay cac thong tin 1a day dua, chinh xac
va viéc dang ky lai khai tur 12 ding phap lugt thi bdo cdo Chu tich Uy ban nhan dan cap
xa ky cap ban chinh trich luc ho tich cho nguoi 6 yéu cau; ghi noi dung dang ky lai
khai tir vao S6 ho tich, cing nguoi yéu cau khai tir ky, ghi rd ho tén vao Sé ho tich.

Truong hop can xac minh thi thoi han giai quyét khong quéa 10 ngay lam viéc.

* Cach thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
Cap X4,

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai theo mau quy dinh;

- Ban sao Giay ching tir trude day dugc cap hop 1é. Néu khong c6 ban sao Gidy
chang tir hop 18 thi nop ban sao ho so, gidy to lién quan c6 ndi dung ching minh sy
kign chet;

* Nguoi yéu cau xuat trinh: Giay to tiy than dé chang minh vé nhan than, xuat
trinh gidy to chimg minh noi cu tra.

b) Sé lwong ho so: 01 bo.

* Thoi han giai quyét: 05 ngay 1am viéc. Truong hop can xac minh thi thoi han
giai quyét khong qué 10 ngay.

* Poi twong thuc hién thi tuc hanh chinh: ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Trich luc khai tir

* ¢ phi: 5.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thudc gia dinh c¢6 céng voi cach mang; ngudoi
thudc ho nghéo; ngudi khuyét tat.

+ Piang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tra ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HPND)

*Tén miu don, miu to6 khai: To khai dang ky lai khai tir (Thong tu sb
15/2015/TT-BTP)

* Y@u cau, diéu kién thuc hién tha tuc hanh chinh:

- Viéc khai tir dd duoc dang ky tai co quan co tham quyén cua Viét Nam truéc
ngay 01 thang 01 nam 2016 nhung S6 ho tich va ban chinh gidy to ho tich déu bi mat
thi dugc dang ky lai;
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- Ngudi yéu cau ding ky lai khai tir ¢6 trach nhiém nop day du ban sao gidy to,
tai liéu ¢ ndi dung lién quan dén viéc ding ky lai.

* Can cw phap ly cia thi tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phéap quy dinh chi
tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 stra d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua Bd Tai chinh hudng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét sé 33/2016/NQ-HDPND ngay 08/12/2016 cia HPDND tinh Béc
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI PANG KY LAl KHAI TU
KINh gi: @ Lo

Ho, chir dém, tén ngwoi yéu cau:

NOT CU T @ittt
GIAY tO tUY thAN G)....eec e
Quan hé Vi NGUGT A3 ChAL: ...
Pé nghi co quanding ky lai khai tir cho nguoi cé tén dwéi day:

Ho, Chit dém, tEN: ooveeiii e Gidi tinh:

Ngay, thang, ndm sinh: ..........ccccooeviiiiiiiiiiee e,

DAN EOC: wevveeeeeeeeeeeeeeeeeeeeeeeeeeer e e e eeeeeeees QUABC tiCh: e,
Noi cu tra cudi cONG: @ ]

Gidy totay than: @

Da chét vao luc: .......... QIO o phlt, Ngay ............ thang .......... nam
NOT CREL: oottt

NGUYBN NNAN CREL: ...

S6 Giay béo tu/ Giay to thay thé Giay béo ti: @do............. cap

NOAY oot e thang ......ccceveee. nam .........

T6i cam doan nhitng ndi dung khai trén day la dung sy that va chiu trach nhiém
truéc phap luat vé cam doan ciia minh.
Lam tai: .o, , Ngay ...... thang ..... nam .

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chu thich:

() Ghi rd tén co quan thyc hién ding ky lai khai ti.

@ Ghi theo dia chi dang ky thuong tri; néu khong cé noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tr(; truong hqp khong c6 noi dang ky thuong tra va noi
dang ky tam tru thi ghi theo noi dang sinh song.

®) Ghi thong tin v& gidy to ty than nhu: ho chiéu, chang minh nhan dan hoic
gidy to hop 1é thay thé (vi du: Chang minh nhan dan s6 001089123 do Cong an thanh
phd Ha Noi cip ngay 20/10/2004).

) Néu ghi theo Gidy béo tir, thi gach cum tir “Gidy t& thay Gidy béo tir”; néu
ghi theo sb Gidy to thay Gidy béo tir thi ghi rd tén, sé gidy to va gach cum tir “Gidy
bao ta”.

®) Ghi 0 tén co quan da ding ky khai tir trude day.

) Chi khai trong truong hop biét rd.
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12. Thi tuc Ping ky khai sinh két hgp nhan cha, me, con

* Trinh tw thuc hién:

Buwéc 1: Ngudi yéu cau ding ky khai sinh va nhan cha, me, con nop hd so tai
Bo6 phan tiép nhan va tra két qua - UBND cap xA.

Bwéc 2: Trong thoi han 3 ngay ké tir ngdy nhan du hd so yéu cé}u dang ky khai
sinh va nhan cha, me, con theo quy dinh, néu thay thong tin khai sinh day du, phu hop;
viéc nhan cha, me, con la dl'mqg va khong c6 tranh chap thi céng chire tu phap - ho tich
ghi ndi dung khai sinh vao So6 h¢ tich; cap nhat vao Co s¢ dir liéu ho tich dién tir, Co
s& dit liéu quéc gia vé dan cu dé 1ay Sé dinh danh ca nhan.

Bwéc 3: Cong chac tu phap - hd tich va nguoi di dang ky khai sinh, nguoi
dang ky nhan cha, me, con clng ky tén vao S6 ho tich. Cha tich UBND cap xa cap
Giay khai sinh, trich luc dang ky nhan cha, me, con cho ngudi dugce dang ky khai sinh
va nguoi dang ky nhan cha, me, con.

* Cach thirc thuc hién:

- H so yéu cau ding ky khai sinh: Nop tryc tiép tai Bo phan tiép nhan va tra
két qua - UBND cap xa hoac gui ho so qua hé thong buu chinh hoac gui qua hé thong
dang ky ho tich truc tuyén.

- Ho so yéu cau dang ky nhan cha, me, con: nop truc tiép tai Bo phan tiép nhan
va tra két qua - UBND cép xa

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- T khai ding ky khai sinh va T khai ding ky nhan cha, me, con theo mau
quy dinh;

- Giay chirng sinh hoac gidy to thay Giy chtng sinh theo quy dinh;

- Chtrng ctr chitng minh quan hé cha, me, con:

+ Vin ban cia co quan y té, co quan giam dinh hoic co quan khac c6 tham
quyén & trong nudc hodc nudc ngoai xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban xac nhan quan hé cha con, quan hé me con
theo quy thi phai c6 thu tir, phim anh, biang, dia, d6 dung, vat dung khac chizng minh
moi quan hé cha con, quan hé me con va van ban cam doan cua cha, me ve viéc tré em
la con chung cua hai nguoi, ¢é it nhat hai ngudi than thich cua cha, me 1am chiang.

Xuat trinh: Ban chinh gidy to tuy than dé chitng minh vé nhan than va gidy to
chirng minh noi cu trt.

b) Sé lreng hé so: 01 bd

* Thoi han giai quyét: 03 ngay 1am viéc. Truong hop can phai xac minh thi
thoi han dugc kéo dai thém khéng qué 05 ngay lam viéc.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢6 thim quyén quyét dinh: UBND cap x&

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa
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* Két qua thuc hién tha tuc hanh chinh: Gidy khai sinh, Trich luc diang ky
nhan cha, me, con

* ¢ phi: + Dang ky khai sinh: 5.000d6ng/truong hop.

+ Piang ky nhan cha, me, con: 10.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thuoc gia dinh c6 cong vai cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Piang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HDND)

* Tén mau don, mau to khai: To khai ding ky khai sinh; Té khai déing ky nhan
cha, me, con theo mau quy dinh. (Thong tu s6 15/2015/TT-BTP)

* Yéu cau, diéu kién thwc hién tha tuc hanh chinh:

+ Khi giai quyét yéu cau dang ky khai sinh cho tré em ma c6 ngudi yéu cau dang ky
nhan cha, me, con thi UBND cap xa két hop giai quyét tha tuc dang ky khai sinh va thu tuc
dang ky nhan cha, me, con;

+ Viéc nhan cha, me, con khéng cd tranh chap.

* Can ctr phép ly caa tha tuc hanh chinh:

- Bo luat Dan sy nam 2015;

- Luat Ho tich s6 60/2014/QH13;

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

- Théng tu sb 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét thi hanh mot s diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bo sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh hudng din vé phi va 1& phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd truc thudc Trung vong;

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 ciia HPDND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.

63



CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI PANG KY KHAI SINH
KIND G o,

Ho, chit dém, t8n NGUOT YBU CAU: .....c..oveieeeeeeeeeee et
GIAY tO tUY thAN: @,
NOT CU T Bl ettt ettt n s
Quan hé vai nguoi dugC Khai Sinh: ..
Pé nghico quan ding ky khai sinh cho ngudi duwéi day:

Ho, Chir dém, tBN:. ..o e

Ngay, thang, nam sinh: .............ccccoeeeenenn. ghi bang Chil:.....c.cveveeeeeeeeeas

QUE UAN: .ttt et e e e s et e eneesbeene e reenaeneas
Ho, Chir dém, tBnme: . ... e
Nam sinh: ......cccoouvnneneee. Dan toC: ...... ... QUABC tich: «.vveeeeeeeeee .
INOT CU T ) ettt ettt et e et e e ere e e e eeeeans
Ho, chit dém, tEn cha: ... .. ... e
Nam sinh: ...................... Dan toC: ...vvveeeiiiiieeee Qudc tich: vovvevvriein.
INOT CU T ©) ettt ettt ettt ettt et et et et et e e e e ee e,
T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, duoc
su thoa thuan nhat tri cua cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.

Lam tai: ..ooeeeennns , NQay ... thang ......... nam

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)
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Chd thich:

1) Ghi 16 tén co quan ding ky khai sinh

Vi dy: - Uy ban nhan dan phudng Pién Bién, Ba Pinh, Ha Noi

- Uy ban nhan dan quan 1, thanh phé H6 Chi Minh

@ Ghi théng tin vé gidy to tiy than cua nguoi di dang ky, ghi 13 s, co quan
cap, ngay cap ho chiéu, chizng minh nhan dan hoic gidy to hop 1¢ thay thé

Vi du: Chang minh nhan dan sé 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.

) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tra; trueong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tré thi ghi theo dia chi dang sinh séng.

™) Trudng hop sinh tai co so y té thi ghi 1 tén co sé Yy té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

(1) Tramy té x4 Binh Bang, huyén Tir Son, tinh Bac Ninh.

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

Vi du: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

65



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

TO KHAI PANG KY NHAN CHA, ME, CON

To6i cam doan ViEC NNAN.......cccceeeviiciieeeeicciiieee e noi trén la dung su that, tu
nguyén, khdng c6 tranh chap va chiu trach nhiém trugc phap luat vé cam doan cia
minh.

Kinh dé& nghi Quy co quan ding ky.

Lam tai................. ngay....thang............ nam.......
Nguwoi yéu cdu
(Ky, ghi rd ho, chir dém, tén)

Y kién ciia ngudi hién dang la Y kién caa ngwoi dwgc nhan 1a
me hoic cha®) cha, me, con®
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Tai liéu guri kém theo To khai:

Chd thich:

1) Ghi 16 tén co quan ding ky;

@ Ghi theo dia chi dang ky thuong trd; néu khong c6 noi ding ky thuong tra thi
ghi theo dia chi dang ky tam tra; trwong hop khong c6 noi dang ky thuong tra va noi
dang ky tam trdi thi ghi theo noi dang sinh song.

) Ghi thdng tin vé gidy to tiy than nhu: ho chiéu, chang minh nhan dan hoac
gidy to hop Ié thay thé (vi du: Chiang minh nhan dan s6 001089123 do Céng an thanh
phd Ha Noi cap ngay 20/10/2004);

) Chi can thiét trong truong hop nguoi khai khdng dong thoi 1a nguoi nhan
cha/me/con;

) Chi can thiét trong trudng hop cha hoic me nhan con chua thanh nién hoic
nguoi di thanh nién nhung mét nang luc hanh vi dan su, ghi ¥ kién cua nguoi la cha
néu me 1a nguoi yéu cau, y kién ngudi me néu cha 1a ngudi yéu cau (trir truong hop
nguoi d6 da chét, mat tich, mat ning lyc hanh vi dan sy hoic han ché nang luc hanh vi
dan su);

®) Chi can thiét trong truong hop nguoi dugc nhan 1a tré em tir da 9 tudi tro 18n.
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13. Thi tuc Pang ky khai sinh cho tré bi bé roi

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu cau dang ky khai sinh nop truc tiép hd so tai Bo phan tiép
nhan va tra két qua - UBND cép x4.

Buwéc 2: Ngay sau khi nhan da hd so theo quy dinh, néu thong tin khai sinh day
da va phu hop, cong chure tu phap — ho tich ghi ndi dung khai sinh vao S6 ho tich; cap
nhat vao co s dix liéu ho tich dién tir, Co s dit liéu qudc gia vé dan cu dé 1ay S dinh
danh cé nhan.

7Bu’6rc 3: Cong Ch1’19 tu phap - ho tich Yé nguc‘fi di d:c‘lng ky khai sinh cung ky té€n
vao So6 ho tich. Chu tich Uy ban nhan dan cap xa cap Giay khai sinh cho ngudi duoc
dang ky khai sinh.

* Céch thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap xa.

* Thanh phan, sé lweng hd so:

a) Thanh phan hé so:

- To khai ding ky khai sinh theo mau quy dinh;

-Gidy chung sinh do co so' Y té, noi tré em sinh ra cap (néu co);

- Ban tuong trinh cua ngudi phat hién tré bi bo roi;

- Bién ban x&c nhan viéc tré bi bo roi do co quan c6 tham quyén lap;

- Vian ban xac nhan niém yét vé viéc tré bi bo roi.

Xuat trinh: H6 khau/Chang minh nhan dan cua nguoi di ding ky khai sinh cho
tré em bi bo roi hoac Gidy giGi thiéu cua t chic tam thoi nuodi dudng tré (néu nguoi di
khai sinh la dai dién cua to chic tam thoi nudi dudng tré).

b) Sé lweng ho so: 01 bo

* Thoi han giai quyét: Ngay trong ngay. Truong hop nhan ho so sau 15 gio
ma khéng giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thi tuc hanh chinh:

- Co quan ¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Giay khai sinh

* ¢ phi: 5.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thuoc gia dinh c6 cong vai cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Piang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tra ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HPND)

*Tén miu don, miu t& khai: To khai ding ky khai sinh. (Thong tu s6
15/2015/TT-BTP)

* Y&u ciu, diéu kién thuc hién tha tuc hanh chinh: Khang
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* Can ctr phép ly caa tha tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

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

- Théng tu sé 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap quy dinh chi
tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh huong dan vé phi va 1¢ phi thuac
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phd truc thudc Trung wong;

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 cia HPND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI DPANG KY KHAI SINH

KIND G o,
Ho, chit dém, t8n NGUoT YEU CAU: ........c.ovieeeeeeeeeeeeee e e s eeeeenis aeeees
GIAY tO TUY thAN: @ ..o eeenen
NOT CU T Bt ettt
Quan hé vai nguoi duoC Khai SINN: ... e e,
Pé nghico quan d:ing ky khai sinh cho ngudi duéi day:
Ho, Chit d@m, T8N ... oo e s
Ngay, thang, ndm sinh: ..........cccooviiiiiinnnn, ghi bang chit:.....o.cveveveceeenne,
Noisinh: O
GiGi tinh: e, DAN tOC: wevever e, Quiéc tich:
QUE QUAN: .o
Ho, chirdém, tenme: ...
Nam sinh: ......coooeunnnneee. Dan toC: ...... ccceeenn. Qudc tich: ..o
INOT CU T B ettt sttt st e et st e e st st et st et et sae e e
Ho, chit dém, tencha: ...,
Nam sinh: ............... Dan toC: .vveeeiviiineeeee, QUAC tich: vovvneveieian.
NOT CU T B ottt sttt sttt

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, dugc
su thoa thuan nhat tri ciia cac bén lién quan theo quy dinh phéap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.
Lam tai: coevevevevnnninnnne , NQAY .. thang ......... ndim
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Chd thich:
1) Ghi 13 tén co quan ding ky khai sinh
Vi dy: - Uy ban nhan dan phuong Pién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quan 1, thanh phé H6 Chi Minh
@ Ghi thdng tin vé gidy to tiy than cua nguoi di dang ky, ghi 18 s, co quan
cap, ngay cap ho chiéu, chung minh nhan dan hoac gidy to hop 1¢ thay thé
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Vi du: Chirng minh nhan dan sé6 001089123 do Céng an thanh phé Ha Noi cap
ngay 20/10/2014.

) Ghi theo dia chi dang ky thuong tri; néu khong c6 noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tra; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tré thi ghi theo dia chi dang sinh séng.

™) Trudng hop sinh tai co so y té thi ghi 1 tén co sé'y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

(2) Tramy té xa Binh Bang, huyén Tir Son, tinh Béc Ninh.

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

Vi du: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.
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14. Thi tuc Pang ky khai sinh cho tré em sinh ra do mang thai hg

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu cau ding ky khai sinh nop hd so tai Bo phan tiép nhan va
tra két qua - UBND cap XA.

Buwéc 2: Ngay sau khi nhan du ho so hop 1é, néu thiy thong tin khai sinh day
da va phu hop, céng chirc tu phap - h tich ghi néi dung khai sinh vao So6 ho tich; cap
nhat vao Co sé dit liéu ho tich dién tir, Co s dix liéu qudc gia vé dan cu dé 1y S dinh
danh cé nhan.

7Bu’6rc 3: Cong Chl:l’C tu phap - ho tic}} va ngllrc‘ri di, dang ky khai sinh cung ky tén
vao So hd tich. Chu tich Uy ban nhan dan cap xa cap Giay khai sinh cho ngudi dugc
dang ky khai sinh.

* Céch thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap xa hoac gui ho so qua hé thong buu chinh hoac gui qua hé thong dang ky hd tich
truc tuyén.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai diang ky khai sinh theo mau quy dinh;

- Giay chang sinh;

- Van ban chirng minh viéc mang thai ho;

- Vian ban x&c nhan cua co s y té da thuc hién ki thuat hd tro sinh san cho viéc
mang thai ho.

b) Sé lwong ho so: 01 bod

* Thoi han giai quyét: Ngay trong ngay. Truong hop nhan ho so sau 15 gid
ma khong giai quyet dugc ngay thi tra két qua trong ngay lam viéc tiép theo.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢é thim quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Giay khai sinh

* ¢ phi: 5.000d0ng/trudng hop.

- Mién I¢& phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thuoc gia dinh c6 cong vai cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudce.

(Nghi quyét s6 33/2016/NQ-HDPND)

*Tén miu don, miu to khai: To khai diang ky khai sinh. (Thong tu s6
15/2015/TT-BTP)

* Y&u ciu, diéu kién thuc hién tha tuc hanh chinh: Khang

* Can ctr phép ly caa tha tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;
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- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 didu va bién phap thi hanh Luat Ho tich;

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phéap quy dinh chi
tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 stra d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua Bo Tai chinh hudng dan vé phi va 1& phi thuoc
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét sé 33/2016/NQ-HPND ngay 08/12/2016 cia HPDND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI DPANG KY KHAI SINH
KIND G o,

Ho, chit dém, t8n NGUoT YEU CAU: ........c.oveeeeeeeeeeeeee e eeeeenis e
GIAY tO TUY thAN: @ttt eeees o
NOT CU T s ettt

Quan hé vai nguoi duoC Khai SINN: ... e e,
Pé nghico quan d:ing ky khai sinh cho ngudi duéi day:

Ho, Chit d@m, T8N ... oo e s

GiGi tinh: e, DAN tOC: wevever e, Quiéc tich:
QUE QUAN: .o
Ho, chirdém, tenme: ...
Nam sinh: ......coooeunnnneee. Dan toC: ...... ccceeenn. Qudc tich: ..o
INOT CU T ) oottt ettt ettt ettt et et et et et e et e e ee e eeeanes
Ho, chit dém, tencha: ...
Nam sinh: ............... Dan toC: .vveeeiviiineeeee, QUAC tich: vovvneveieian.
NOT CU T B ottt sttt sttt
T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, dugc
su thoa thuan nhat tri ciia cac bén lién quan theo quy dinh phéap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.
Lam tai: coovevevninnnnnenn. , NQAY .. thang ......... ndim
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Chu thich:

1) Ghi 13 tén co quan ding ky khai sinh

Vi dy: - Uy ban nhan dan phuong Dién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quan 1, thanh phé H6 Chi Minh
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@ Ghi thdng tin vé gidy to tiy than cua nguoi di dang ky, ghi 18 s, co quan
cap, ngay cap ho chiéu, chung minh nhan dan hozc gidy to hop 16 thay thé

Vi du: Chang minh nhan dan sé 001089123 do Cdng an thanh phé Ha Nai cap
ngay 20/10/2014.

®) Ghi theo dia chi dang ky thuong tri; néu khong cé noi dang ky thuong trd thi
ghi theo dia chi dang ky tam trt; trueong hop k,héng c6 noi dang ky thuong trii va noi
dang ky tam tra thi ghi theo dia chi dang sinh song.

™) Trudng hop sinh tai co sd y té thi ghi 1 tén co sé 'y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

(3) Tramy té xa Binh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi dy: xa Binh Bang, huyén Tir Son, tinh Bac Ninh.
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15. Thii tuc Ping ky khai sinh cho nguéi d c6 hd so, gidy to ca nhan

* Trinh tw thuc hién:

Bwéc 1: Ngudi yéu cau ding ky khai sinh nop hd so tai Bo phan tiép nhan va
tra két qua - UBND cap XA.

Buéc 2: Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so, cong
chuc tu phap — ho tich kiém tra ho so, néu thay thong tin khai sinh day du va phu hop,
cong chae tu phap - ho tich ghi noi dung khai s[nh Vao Sc;)qh(:) tich; cap nhat vao Co so
dir liéu ho tich dién tir, Co s¢ dir liéu quoc gia vé dan cu dé lay So dinh danh ca nhan.

7Bu’6rc 3: Cong Chﬁg tu phap - h tich ‘,’é ngu:(‘y,i di d?lng ky khai sinh cung ky tén
vao So6 ho tich. Chu tich Uy ban nhan dan cap xa cap Giay khai sinh cho ngudi duoc
dang ky khai sinh.

* Céch thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap xa hoac gui ho so qua hé thong buu chinh hoac gui qua hé thong dang ky hd tich
truc tuyén.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai diang ky khai sinh theo mau quy dinh;

- Vian ban cam doan vé Viéc chua dang ky khai sinh;

- Ban sao toan bo ho so, gidy to ciia ngudi yéu cau hoic ho so, gidy to, tai liéu
khac trong d6 c6 cac thong tin lién quan dén noi dung khai sinh;

- Trudng hop nguoi yéu cau diang ky khai sinh 1a can bo, cng chic, vién chuc,
nguoi dang cong tac trong lyc lugng vii trang thi phai c6 van ban xac nhan cua Thu
treong co quan, don vi Ve viéc nhitng ndi dung khai sinh cua nguoi do6 gom ho, chi
dém, tén; gigi tinh; ngay, thang, ndm sinh; dan toc; qudc tich; qué quan; quan hé cha -
con, me - con phi hop vai hd so do co quan, don vi dang quan ly.

b) Sé lwreng ho so: 01 bo

* Thoi han giai quyét: 05 ngay lam viéc ké tir ngay nhan du hd so hop 18.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢é thim quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thia tuc hanh chinh: Giay khai sinh

* ¢ phi: 5.000d0ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Dang ky hd tich cho nguoi thudc gia dinh c6 cong véi cdch mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudce.

(Nghi quyét s6 33/2016/NQ-HDPND)

*Tén miu don, miu to khai: To khai ding ky khai sinh. (Thong tu s
15/2015/TT-BTP)
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* Y&u cau, diéu kién thuc hién tha tuc hanh chinh:

Cong dan Viét Nam cu tra trong nudc, sinh trudc ngay 01 thang 01 nam 2016 ma
chua duoc ding ky khai sinh nhung ¢ hé so, gidy to ¢4 nhan (ban chinh hodc ban sao duoc
chiing thuc hop 18) nhu: gidy to ty than; S6 hd khau; So tam tra; gidy to khac do co quan
nha nudc ¢ tham quyén caa Viet Nam cap va 6 yéu cau ding ky khai sinh.

* Can cw phap ly cia thi tuc hanh chinh:

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 caa Bo Tai chinh hudng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd tryc thudc Trung wong;

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 ciia HPDND tinh Bac
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phac

TO KHAI DPANG KY KHAI SINH

KIND G o,
Ho, chit dém, t8n NGUOT YEU CAU ........coveeeeceeeeeeeeeeeeee e ee eeevnies oo,
GIAY tO TUY thAN: @ttt eeees o
NOT CU T Bt ettt
Quan hé vai nguoi duoC Khai SINN: ... e e,
Pé nghico quan d:ing ky khai sinh cho ngudi duéi day:
Ho, Chit d@m, T8N ... oo e s
Ngay, thang, nam sinh: .........cccccceevirennenen. ghi bang ChiT:.....vvveeeeeeiaee,
Noisinh: O
GiGi tinh: e, DAN tOC: wevever e, Quiéc tich:
QUE QUAN: .o
Ho, chirdém, tenme: ...
Nam sinh: ......coooeunnnneee. Dan toC: ...... ... Qudc tich: ..o
INOT CU T B ettt sttt st e et st e e st st et st et et sae e e
Ho, chit dém, tencha: ...
Nam sinh: ............... Dan toC: .vveeeiviiineeeee QuBC tich: vevvneveieien.
NOT CU T B ottt sttt sttt

T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding sy that, dugc
su thoa thuan nhat tri ciia cac bén lién quan theo quy dinh phéap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé noi dung cam doan caa minh.
Lam tai: coevevevevnnninnnne , NQAY .. thang ......... ndim
Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Chd thich:
1) Ghi 13 tén co quan ding ky khai sinh
Vi dy: - Uy ban nhan dan phuong Pién Bién, Ba Pinh, Ha Noi
- Uy ban nhan dan quan 1, thanh phé H6 Chi Minh
@ Ghi thdng tin vé gidy to tiy than cua nguoi di dang ky, ghi 18 s, co quan
cap, ngay cap ho chiéu, chung minh nhan dan hoac gidy to hop 1¢ thay thé
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Vi du: Chirng minh nhan dan sé6 001089123 do Céng an thanh phé Ha Noi cap
ngay 20/10/2014.

) Ghi theo dia chi dang ky thuong tri; néu khdng cé noi dang ky thuong trd thi
ghi theo dia chi dang ky tam tra; treong hop khong c6 noi dang ky thuong tra va noi
dang ky tam tré thi ghi theo dia chi dang sinh séng.

™) Trudong hop sinh tai co so y té thi ghi 1 tén co sé'y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

(4) Tramy té xa Binh Bang, huyén Tir Son, tinh Béc Ninh.

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

Vi du: xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.
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16. Thi tuc cap Gidy xac nhan tinh trang hdn nhan

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu cau cip Gidy xéac nhan tinh trang hén nhan nop hé so tai Bo
phan tiép nhan va tra két qua - UBND cap x4.

Bwéc 2: Trong thoi han 03 ngay 1am viéc, ké tir ngdy nhan du hd so hop 1§,
cdng chirc tu phap - ho tich kiém tra, x4c minh tinh trang hdn nhan cua nguoi ¢ yéu
cau. Néu nguoi yéu cau co du diéu kién, viéc cap Gidy xéac nhan tinh trang hén nhan 1a
phu hop quy dinh phap luat thi cong chie tu phap - hé tich trinh Chu tich Uy ban nhan
dan ky cap 01 ban Gidy x&c nhan tinh trang hon nhan cho ngudi ¢ yéu cau. Noi dung
Gidy xac nhan tinh trang hén nhan phai ghi ding tinh trang hdn nhan cua ngudi c6 yéu
cau va muc dich sir dung Gidy xé&c nhan tinh trang hén nhan.

- Truong hop ngudi Yéu cau xac nhan tinh trang hon nhin da ting ding ky
thudng tra tai nhiéu noi khac nhau, ngudi d6 ¢o trach nhiém chiing minh vé tinh trang
hén nh&n cta minh. Truong hop nguoi d6 khong ching minh duoc thi cdng chuc tu
phap - ho tich bao co Chu tich Uy ban nhan dan cip xa c6 van ban dé nghi Uy ban
nhan dan cip xi noi nguoi d6 da timg ding ky thuong trd tién hanh kiém tra, x4 minh
vé tinh trang hon nhan caa nguoi do.

Buwéc 3: Ngay trong ngay nhan duoc vin ban tra loi, néu thiy du co sa, Uy ban
nhan dan cip xa cip Gidy xac nhan tinh trang hon nhan cho ngudi yéu cau theo quy
dinh.

- Truong hop ca nhan yéu cau cap lai Gidy xéac nhan tinh trang hon nhan dé sir
dung vao muc dich khac hoic do Gidy xac nhan tinh trang hon nhan da hét thoi han st
dung, thi phai nop lai Gidy xac nhan tinh trang hon nhan d duoc cip trude do.

* Cach thirc thuc hién: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap x& hoac giri hd so qua hé thong buu chinh hoic gui qua hé thong dang ky ho tich
truc tuyén.

* Thanh phan, so lweng ho so:

a) Thanh phan hé so:

- T& khai theo mau quy dinh;

- Ban an/quyét dinh ly hon cua Toa an;

- Giay ching ta/Trich luc khai ti/ Ban an;

- Trich luc ghi chu ly hon (d6i véi Cong dan Viét Nam da ly hon, hiy viéc két
hdn & nudc ngoai, sau d6 vé nude thuong tri hoic 1am thu tuc dang ky két hén mai tai
co quan c6 tham quyén cua Viét Nam);

Xuét trinh: Ban chinh gidy to tuy than dé chitng minh vé nhan than va giay to
chirng minh noi cu tri .

b) Sé lweng hé so: 01 bd

* Thoi han giai quyét: 03 ngay lam viéc ké tir ngay nhan da hd so hop 18,
khong ké thoi gian xac minh.

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan

* Co quan thuc hién thia tuc hanh chinh:

- Co quan c¢é thim quyén quyét dinh: UBND cap x4
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-Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép x4

* Két qua thuc hién thia tuc hanh chinh: Gidy xac nhan tinh trang hon nhan

* ¢ phi (néu c6): 10.000d6ng/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thudc gia dinh c6 cong vai cdch mang; nguoi
thuoc ho ngheo; nguoi khuyet tat.

+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tra ¢ trong nudc.

(Nghi quyét s6 33/2016/NQ-HDND)

*Tén miu don, miu to khai: To khai cAp Gidy xac nhan tinh trang hon nhan.
(Thong tu s6 15/2015/TT-BTP)

* Y@u cau, diéu kién thuc hién tha tuc hanh chinh:

Nguoi yéu cau xac nhan tinh trang hén nhan nham muc dich két hon thi phai
dap tng du dieu ki¢n két hon theo quy dinh cua Luat Hon nhan va gia dinh.

* Can ¢t phép ly caa tha tuc hanh chinh:

-Luat Hon nhéan va gia dinh s6 52/2014/QH13;

- Luat Ho tich s6 60/2014/QH13;

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

- Thong tu sé 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bo sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua B Tai chinh hudng dan vé phi va 1& phi thuoc
tham quyén quyét dinh caa Hoi dong nhan dan tinh, thanh phd tryc thudc Trung wong;

- Nghi quyét s6 33/2016/NQ-HPND ngay 08/12/2016 ciia HPDND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bac Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

e TO KHAI CAP GIAY XAC NHAN TINH TRANG HON NHAN

KINN QUL oo

DAN TOC: cvvveveveeeeeee e eeeeeeeeet et e e et et ee et e e et ettt e seeeeeee e eeee et en e, Quéc tich: ..........
INOT CU T @) Lottt ettt et terns
Quan hé véi ngudi dugc cap Gidy xac nhan tinh trang hén nhan: ........................
Pé nghi cap Giay xac nhan tinh trang hén nhan cho ngudi cé tén dwéi day:
HO, Chlt d€m, tEN: .eeeeieee s Gidgi tinh: ........
Ngay, thang, n8m SINh: ..o
D2 31 Yo PRSPPI
DAN EOC: vt eveeeeeee et eeeeeee e et et et et et et et e et et et et et et et et et et e ettt ettt Qudc tich; ............

NGNE NGNIEP: ettt ettt
Trong thoi ian Cu trl ta1 .o..eeeeeeiiiecieie e
................................... tir Ngay.........thang..........nam .............., d&n ngay ..........

To1 cam doan nhitng nd1 dung khai trén day la dang su that va chiu trach nhiém
trude phap luat vé 161 khai ciia minh.

Ngudi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Chu thich:
@) Truong hop cong dan Viét Nam cu tra trong nude thi ghi theo noi ding ky

thuong trd, néu khong c6 noi dang ky thudng tra thi ghi theo noi ding ky tam tra;
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trrong hop khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi
dang sinh sng.

Truong hop cong déan Viét Nam cu tri ¢ nudc ngoai thi ghi theo dia chi thuong
trd hoac tam trd & nudc ngoai.

() Ghi théng tin vé gidy to tiiy than nhu: ho chiéu, ching minh nhan dan hoac
gidy to hop 1é thay thé (vi du: Chiing minh nhan dan s6 001089123 do Céng an thanh
phé Ha Noi cap ngay 20/10/2004).

®) Khai trong cac truong hop:

- Cong dan Viét Nam dang cu tra & nudc ngodi cd yéu cau xac nhan tinh trang hon
nhan trong thoi gian cu tra 6 nudc ngoai hodc trong thoi gian cu tra tai Viét Nam trude
khi xuat canh,;

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

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

) Péi véi cong dan Viét Nam cu tra & trong nude thi ghi rd tinh trang hon nhan
hién tai: dang c6 vg hodc cé chéng; hodc chua dang ky két hon 1an nao; hoac da dang
ky két hon, nhung da ly hon hay nguoi kia da chét.

Dé6i véi cong dan Viét Nam cu trii & nudc ngoai co yéu cau xac nhan tinh trang
hdn nhan trong thoi gian cu tra tai Viét Nam trude khi xuat canh, thi khai vé tinh trang
hén nh&n cta minh trong thoi gian da cu tra tai noi d6 (Vi du: trong thoi gian cu tra tai
............................................ , tir ngay...... thang ... ndm ......... dén ngay ........ thang .......
nam ........ chua dang ky két hon vai ai).

Déi voi cong dan Viét Nam dang cu tra & nudc ngoai, co yéu cau xac nhan tinh
trang hén nhan trong thoi gian cu trii & nudce ngoai, thi khai vé tinh trang hdn nhan cua
minh trong thoi gian cu tra tai nude d6 (Vi du: trong thoi gian cu tr tai CHLB Dac tur
ngay ....... thang ..... nam ....... dén ngay ........ thang ....... nam........ khong ding ky két
hén vai ai tai Dai st quan Viét Nam tai CHLB buc).

®) Ghi r& muc dich str dung Gidy xac nhan tinh trang hon nhan. Truong hop sir
dung Giay x&c nhan tinh trang hon nhan dé két hon, thi phai ghi ré két hon vei ai (ho
va tén; ngay, thang, nam sinh; qudc tich; noi thuong tri/tam trt); noi ding ky két hon.
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17. Thi tuc Cap ban sao trich luc hé tich

* Trinh tw thuc hién:

Bwéc 1: Ngudi yéu cau cap ban sao trich luc hé tich truc tiép hoic théng qua
ngudi dai dién gui to khai theo mau quy dinh tai Bo phan tiép nhan va tra két qua -
UBND cap xa.

- Truong hop co quan, to chic ¢6 tham quyén dé nghi cap ban sao trich luc ho
tich ciia ca nhan thi gui vin ban yéu cau néu rd ly do.

Buwéc 2: Ngay sau khi nhan dugc yéu cau, néu dua diéu kién thi UBND cap xa
noi quan 1y Co s dit liéu ho tich cap ban sao trich luc ho tich cho nguoi yéu cau.

~ * Céch thic thyc hign: Truc tiép tai Bo phan tiép nhan va tra két qua - UBND
cap x& hoac gui ho so qua hé thong buu chinh hoac gui ho so theo hé thong dang ky
ho tich truc tuyén.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

- To khai theo mau quy dinh;

- Vin ban yéu cau (d6i voi to chic);

- Van ban ay quyén (néu co);

- Ban sao ¢ ching thuc gidy to chimg minh nhin dan (trudng hop gii hd so
qua hé thong buu chinh).

Xuat trinh: Ban chinh gidy to tiy than dé chitng minh vé nhan than (d6i véi cé
nhan nop hd so truc tiép)

b) Sé lwreng hé so: 01 bd

* Thoi han giai quyét: Ngay trong ngay. Truong hop nhan ho so sau 15 gio
ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

* Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chic

* Co quan thyc hién thia tuc hanh chinh:

- Co quan c¢é tham quyén quyét dinh: UBND cap x4

- Co quan truc tiép thuc hién thi tuc hanh chinh: UBND cép xa

* Két qua thuc hién thi tuc hanh chinh: Trich luc ban sao ho tich

* ¢ phi (néu c6): 2.000d (Hai nghin dong)/trudng hop.

- Mién I¢ phi ho tich trong nhiing truong hop sau:

+ Pang ky ho tich cho nguoi thuoc gia dinh c6 cong vai cach mang; nguoi
thudc ho nghéo; ngudi khuyét tat.

+ Pang ky khai sinh, khai tir dung han, giam ho, két hon cua cong dan Viét
Nam cu tru ¢ trong nudce.

(Nghi quyét s6 33/2016/NQ-HDPND)

*Tén mau don, miu to khai: To khai cip trich luc ho tich (Thong tu sd
15/2015/TT-BTP)

* Y&u ciu, diéu kién thuc hién tha tuc hanh chinh: Khang

* Can ctr phép ly caa tha tuc hanh chinh:
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- Luét Ho tich s 60/2014/QH13;

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phéap quy dinh chi
tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP;

- Théng tu s6 179/2015/TT-BTC ngay 13/11/2015 sira d6i, bd sung Thong tu sb
02/2014/TT-BTC ngay 02/01/2014 cua Bo Tai chinh hudng dan vé phi va 1é phi thuoc
tham quyén quyét dinh caa Hoi ddng nhan dan tinh, thanh phé truc thudc Trung wong;

- Nghi quyét sé6 33/2016/NQ-HPND ngay 08/12/2016 cia HPND tinh Bic
Giang quy dinh muc thu va ty Ié diéu tiét mot s6 loai phi va 1& phi trén dia ban tinh
Bic Giang.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

] TO KHAI
CAP BAN SAO TRICH LUC HO TICH

KIND QUi Qe

Ho, Chir dém, t&n NGUoT YEU CAU: .....oovovereevecececeeeeeee et

I 10 a5 1 EL AT
GIAY tO TUY thAN: @) .ottt
Quan hé véi ngudi duoc cap ban sao Trich luc hd tich: ..o
Pé nghi co quan cap ban sao trich TCH...........ccoveveveveceeeeee e

cho nguoi co6 tén dudi day:

Ho, chit dém, tEN: ..vvviiiiiie e Giditinh: v
DAN TOC: weveeeeeeeeeeeeeeeeee et eeeeeeeeeeeeeee et et eeeeeeeeees QUABC ICN: v,
INOT CU T @) ettt ettt ettt ettt e et e et e e e
Gidy to thy than: @ ..o S6 dinh danh ca nhan (néu co): ...

DA AN KY tai: © Lo

T6i cam doan nhitng noi dung khai trén day la dtng su that va chiu trach nhiém
truéc phap luat vé cam doan ciia minh
Lam tai: ..ooooveiieieeee, , Ngay ...... thang ..... nam ...

Ngudi yéu cau
(ky va ghi rd ho, chiz dém, tén)
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Chu thich:

() Ghi 13 tén co quan thuc hién viéc cap ban sao trich luc ho tich.

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

~ ® Ghi thang tin vé gidy to tuy than nhu: ho ch[éu, chang minh nhan dan hoic
giay to hop 1€ thay thé (vi du: Chiing minh nhan dan s6 0010891235 do Cong an thanh
phd Ha Noi cip ngay 20/10/2004).

) Ghi r6 loai viéc ho tich da ding ky trude day.

®) Ghi rd tén co quan di ding ky ho tich trudc day.

©) Ghi r5 loai gidy to ho tich da duoc cap trudc day.

() Chi khai khi biét rd.
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B. LINH VUC CHUNG THUC

1. Thi tuc cap ban sao tir s6 goc

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu cau cip ban sao tir s6 goc phai xuét trinh céc gidy to phuc
vu cho y&u cau cap ban sao tir s6 goc. Truong hop ngudi yéu céu, cap ban sao tir s6 gc
gui qua buu dién thi phai giri kéem theo ban sao c6 chang thuc giay to theo quy dinh.

Buéc 2: Co quan, t chirc can ctr vao s6 goc dé cap tzén,sao cho ngudi yéu cau;
noi dung ban sao phai ghi theo dting ndi dung da ghi trong s6 goc.

+ Trong truong hop khdng tim thay s6 géc hoic trong sé gc khong co thong
tin vé noi dung yéu cau cap ban sao thi co quan, t6 chizc dang luu gitr s6 gbc cd trach
nhiém tra loi bang van ban cho nguoi yéu cau.

+ Ngudi yeu cau cap ban sao tir sd goc nhan két qua tai noi nop hd so hoidc qua
buu dién (néu ndp qua buu dién).

* Cach thic thuc hién: Nop hd so truc tiép tai co quan, to chirc luu sé gbc
hodc guri yéu cau qua buu dién.

* Thanh phan, so lwong ho so:

a) Thanh phan hé so:

+ Truong hop nop truc tiép thi xuét trinh ban chinh hozc ban sao c6 ching thuc
giay chizng minh nhan dan hoac ho chiéu con gia tri sir dung.

+ Truong hop nguoi yeu cau cap ban sao tir s6 goc giri qua buu dién thi phai
giri kém theo ban sao c6 chung thuc gidy chirng minh nhan dan hoac ho chiéu con gia
tri sir dung, phong bi dan tem ghi rd ho tén, dia chi ngudi nhan cho co quan, to chirc
cap ban sao.

+ Truong hop ngudi yéu cau 1a nguoi dai dién theo phéap luat, ngudi dai dién
theo iy quyén cua ca nhan, t6 chtrc duoc cap ban chinh; cha, me, con; vo, chong; anh,
chi, em rudt; nguoi thira ké khac cua nguoi duoc cip ban chinh trong trudng hop
ngudi d6 da chét thi phai xuat trinh gidy to chitng minh quan hé véi nguoi dugc cap
ban chinh.

b) Sé lweng ho so: 01 bo

* Thoi han giai quyét: Trong ngay co quan, té chac tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

Trong trudng hop yéu ciu cip ban sao tir s6 goc duoc giri qua buu dién thi thoi
han duoc thuc hién ngay sau khi co quan, t6 chtrc nhan da hd so hop 1 theo diu buu
dién dén.

* Poi twogng thuc hién thia tuc hanh chinh: Ca nhan, t6 chuc

* Co quan thyc hién thi tuc hanh chinh: Co quan, to chitc dang quan Iy s6
gc

* Két qua thuc hién thi tuc hanh chinh: Ban sao duoc cap tir s6 goc

* ¢ phi (néu c6): Khong

* Tén mau don, mau to khai: Khong

* Y@u ciu, diéu kién thuc hién tha tuc hanh chinh (néu cd): Phai ¢ s6 goc
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* Can cw phap ly caa thi tuc hanh chinh:
- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao
tir ban chinh, ching thyc chit ky va ching thuc hop dong, giao dich;
, - Thong tu 6 20/2015/TT—BTP ngay 29/ 12/201,5 cua BO Tu phép quy dinh chi
tiét va huong dan thi hanh mdt s6 diéu ciia Nghi dinh s6 23/2015/ND-CP;
- Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
murc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thyec.

89



2. Thii tuc chieng thuc ban sao tir ban chinh gidy to, vin ban do co’ quan, to
chirc ¢6 tham quyén caa Viét Nam cap hoic chitng nhan

* Trinh tw thywc hién:

Buéc 1: Nguoi yéu ciu chimg thuc phai xuat trinh ban chinh gidy td, van ban
1am co s¢ dé chung thuc ban sao va ban sao can ching thuc.

+ Truong hop ngudi yeu cau ching thuc chi xuat trinh ban chinh thi co quan, to
chuc tién hanh chyp tir ban chinh dé thuc hién chiing thyc, trir trudng hop co quan, to
chic khong c6 phuong tién dé chup.

Budée 2: Nguoi thyce hién chimg thuc kiém tra ban chinh, d6i chiéu véi ban sao,
néu ndi dung ban sao dung v6i ban chinh, ban chinh gidy to, vin ban khong thudc cac
truong hop ban chinh gidy to, van ban khong duge ding 1am co s¢ dé chimg thyc ban
sao thi thuc hién chiing thuc nhu sau:

- Ghi day du loi chting chiing thuc ban sao tir ban chinh theo mau quy dinh;

- Ky, ghi 1 ho tén, dong dau ciia co quan, to chic thuc hién chung thyuc va ghi
vao so ching thuec.

Déi véi ban sao c6 tir 02 (hai) trang trg Ién thi ghi loi ching vao trang cudi, néu
ban sao c6 tir 02 (hai) to trg 1én thi phai dong dau giép lai.

MJdi ban sao duoc chirng thuc tir mot ban chinh gidy to, van ban hoic nhiéu ban
sao dugc ching thyc tir mot ban chinh gidy to, van ban trong cling mot thoi diém dugc
ghi mot sb chirng thuc.

Bwéc 3: Nguoi yéu cau chiing thuc nhan két qua tai noi nop ho so.

* Céch thic thuc hién: Nop hd so truc tiép tai Bo phan Tiép nhan va tra két
qua ciia UBND cap xa.

* Thanh phan, s6 lwong ho so: Ban chinh gidy to, van ban 1am co s¢ dé chiing
thuc ban sao va ban sao can chang thuc. Trudng hop nguoi yéu cau chang thuc chi
Xuat trinh ban chinh thi co quan, t6 chirc tién hanh chup tir ban chinh dé thuc hién
chang thyc, trir truong hop co quan, t6 chic khong c6 phuong tién dé chup.

* Thoi han giai quyét: Trong ngay co quan, té chac tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Ddi voi truong hop
cling mdt lc yéu cau chieng thyc ban sao tir nhiéu loai ban chinh gidy to, vin ban; ban
chinh cé nhiéu trang; yéu cau sb luong nhiéu ban sao: noi dung gidy to, vin ban phuc
tap kho kiém tra, d6i chiéu ma co quan, t6 chirc thuc hién ching thuc khong thé dap
ung duogc thoi han quy dinh néu trén thi thoi han chang thuc duoc kéo dai thém khong
qua 02 (hai) ngay lam viéc hoic c6 thé dai hon theo théa thuan bang vin ban Véi
ngudi yéu cau chang thuc.

* Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chic

* Co’ quan thyc hién thi tuc hanh chinh: UBND cép x4

* Két qua thwc hién tha tuc hanh chinh: Ban sao duoc chiing thuc tir ban
chinh

* L¢ phi (néu ¢6):2.000 dong/trang. T trang th ba trd 1én thu 1.000
dong/trang, nhung mirc thu t6i da khong qua 200.000 dong/ban. Trang 14 cin ctr dé thu
phi dugc tinh theo trang ctia ban chinh.

90



(Thong tu sé 226/2016/TT-BTC)

* Tén mau don, miu to khai: Khong

* Y8u cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Ban chinh gidy
t&, van ban can ching thuc.

Ban chinh gidy to, vin ban khong dugc dung 1am co sé dé chiing thuc ban sao:

+ Ban chinh bi tiy x6a, sira chita, thém, b6t noi dung khong hop 6.

+ Ban chinh bi hu hong, cii nat, khong xac dinh duoc noi dung.

+ Ban chinh déng diu mat cia co quan, to chic ¢ tham quyén hoic khdng
dong ddu mat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 noi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché d6 xa hoi chii nghia Viét Nam; xuyén tac lich st cua dan toc
Viét Nam; xtc pham danh du, nhan pham, uy tin ciia ca nhan, to chac; vi pham quyén
cong dan.

+ Ban chinh do co quan, to chuc c6 tham quyén cua nuéc ngoai cap, cong
chirng hoac ching nhan chua dugc hgp phap hoa l&nh sy theo quy dinh tai Khoan 1
Diéu 20 cua Nghi dinh sé 23/2015/ND-CP

+ Gidy to, vin ban do ca nhan tu lap nhung khong c6 xac nhan va dong dau cua
co quan, to chirc ¢ tham quyén.

* Can ¢t phép ly caa tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cp ban sao
ttr ban chinh, chung thuc chit ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot s6 diéu ciia Nghi dinh s6 23/2015/ND-CP;

- Théng tu s 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy dinh
mure thu, ché d6 thu, ndp, quan 1y va str dung phi ching thuc.
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3. Thi tuc chitng thuc chir ky trong c&c gidy to, vin ban (ap dung cho ca
trudng hep chiing thye diém chi va truong hep ngwoi yéu ciu chieng thuc khong
ky, khong diem chi dwerc)

* Trinh tu thuc hién:

Buwéc 1: Ngudi yéu cau ching thuc chir ky/diém chi/khdng thé ky, khéng thé
diém chi duoc phai xuat trinh cac gidy to phuc vu viéc chung thuc chi ky.

~ Budée 2: Ngudi thuc hign ching thuc kiém tra gidy to yéu cau ching thuc, néu
thay du giay to theo quy dinh, tai thoi diém chung thuc, nguoi yéu cau chung thuc
minh man, nhan thac va lam chi duoc hanh vi cia minh va viéc chiing thuc khong
thudc cac truong hop khdng duoc ching thuc chir ky thi yéu cau ngudi yéu cau ching
thue ky/diém chi truéc mat va thuc hién ching thue nhu sau:

- Ghi day du 1oi chting chiing thuc chit ky theo mau quy dinh;

- Ky, ghi 1 ho tén, dong dau ciia co quan, to chic thuc hién chung thyc va ghi
vao so ching thuec.

Déi véi gidy to, van ban ¢ tir (02) hai trang tro 18n thi ghi loi ching vao trang
cudi, néu giay to, van ban co tir 02 (hai) to trg 1én thi phai dong dau gidp lai.

+ Poi voi truong hop ching thuc chit ky/diém chi/khong thé ky, khong thé
diém chi duoc tai bo phan tiép nhan va tra két qua theo co ché mot cira, mot cira lién
thong thi cong chic tiép nhan ho so kiém tra cac gidy to, néu nhan thiy ngudi yéu cau
chang thuc c6 du diéu kién quy dinh tai Khoan 2 Diéu 24 Nghi dinh s6 23/2015/ND-
CP thi dé& nghi ngudi yéu cau chiing thue ky/diém chi vao gidy to can chang thuc va
chuyén cho ngudi ¢ tham quyén ky ching thyc.

* Cach thirc thuwc hién: Nop ho sotryc tiép tai UBND cap xa.

*Thanh phan, s6 lwong ho so:

a) Thanh phan hé so:

+ Ban chinh hoic ban sao ¢ ching thuc Gidy chang minh nhan dan hoic Ho
chiéu con gia trj sir dung.

+ Gidy to, van ban ma minh s& ky/diém chi.

b) Sé lweng ho so: 01 bo

* Thoi han thuc hién yéu cau chirng thuc: Trong ngay co quan, to chic tiép
nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

* Poi twong thue hién thi tuc hanh chinh: Ca nhan

* Co quan thyc hién thi tuc hanh chinh: UBND cap x4

* Két qua thwe hién thi tuc hanh chinh: Gidy to, vin ban duoc chung thuc
chir ky/diém chi.

* L& phi (néu ¢6):10.000 ddéng/trudng hop. Truong hop duoc hiéu 1a mot hoic
nhiéu chit ky trong cling mét giay to, van ban.

(Théng tu sé 226/2016/TT-BTC)

* Tén méiu don, miu to khai: Khong

* Y@u cau, diéu kién thuc hién tha tuc hanh chinh (néu co):

Truong hop khong dugc chung thuc chix ky:
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+ Tai thoi diém chiing thue, nguoi yéu cau chang thuc chit ky khéng nhan thirc
va lam chu duoc hanh vi caa minh.

+ Ngudi yéu cau chirng thuc chix ky xuat trinh Gidy chang minh nhan dan hoic
Ho chiéu khdng con gia tri s dung hoic gia mao.

+ Gidy to, vin ban ma ngudi yéu cau chiing thuc ky vao c6 noi dung quy dinh
tai Khoan 4 Diéu 22 cta Nghi dinh sé 23/2015/ND-CP

+ Gidy to, vin ban c6 noi dung la hop ddng, giao dich, trir cac trudng hop quy
dinh tai Diém d Khoan 4 Diéu 24 cua Nghi dinh s6 23/2015/ND-CP hoic trudng hop
phap luat c6 quy dinh khac.

(Nghi dinh s6 23/2015/ND-CP)

* Can ¢t phép ly caa tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao
tir ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bo Tu phap quy dinh chi
tiét va huéng dan thi hanh mot s6 diéu cuia Nghi dinh s6 23/2015/ND-CP;

- Thong tu s6 226/2016/TT- BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh
mitc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thyc.
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4. Thi tuc chitng thyc viéc sira @i, bé sung, hity bé hop @dng, giao dich

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu cau ching thuce nop 01 bd hd so.

+ Viéc sira ddi, bd sung, huy bo hop ddng, giao dich da duoc chung thuc chi
dugc thuc hién khi c6 thoa thuan bang vian ban cua cac bén tham gia hop dong, giao
dich.

+ Viéc stra d6i, bd sung, huy bo hop ddng, giao dich duoc thuc hién tai co quan
d3 chirng thuc hop dong, giao dich.

Bwéc 2: Nguoi thuc hién ching thuc kiém tra gidy to trong hd so yéu cau
chang thuc, néu day du tai thoi diém chang thuc cac bén tham gia hop déng, giao dich
ty nguyén, minh man va nhan thac, 1am cha dugc hanh vi caa minh thi thyc hién
chirng thuc.

+ Cac bén tham gia hop dong, giao dich phai ky truéc mit nguoi thuc hién
chuang thuc. Truong hop nguoi co tham quyén giao két hop dong cua céac to chuc tin
dung, doanh nghiép da ding ky chit Ky miu tai co quan thuc hién chiing thyc thi c6 thé
ky truéc vao hop dong; nguoi thuc hién chiing thuc phai ddi chiéu chit ky cua ho trong
hop ddng véi chit ky mau truéc khi thuc hién ching thuc, néu nghi ngd chit ky trong
hop dong khac véi chit ky mau thi yéu cau nguoi d6 ky trudc mat.

+ Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi duoc thi phai
¢6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang lyc hanh vi dan sy va
khong c6 quyén, loi ich hodc nghia vu lién quan dén hop ddng, giao dich.

+ Nguoi thuc hién chang thuc ghi loi chimg twong tng véi ting loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, dong dau cia co quan thuc hién ching
thue va ghi vao sb ching thuc. B4i véi hop dong, giao dich c6 tir 02 (hai) trang tro
lén, thi ting trang phai duoc danh s thir ty, ¢6 chit ky cua ngudi yéu cau ching thuc
va nguoi thuc hién ching thuc; sé lwong trang va 16i ching dugc ghi tai trang cudi cua
hop dong, giao dich. Truong hop hop dong, giao dich co tir 02 (hai) to trg Ién thi phai
dong dau giap lai.

+ Truong hop phai phién dich thi nguoi phién dich ¢ trach nhiém dich day du,
chinh xac noi dung cua hop dong, giao dich, noi dung loi chimg cho ngudi yéu cau
chang thuc va ky vao tirng trang hop dong véi tu cach 1a nguoi phién dich.

Buwéc 3: Nguoi yéu cau chiing thuc nhan két qua tai noi nop ho so.

* Cach thirc thwc hién: Nop ho so truc tiép tai UBND cap x4

* Thanh phan, s6 lweng hd so:

a) Thanh phdn hé so:

+ Ban sao Giay chirng minh nhan dan hoic Ho chiéu con gia tri sir dung caa
ngudi Yeu cau chang thuc (xuat trinh ban chinh dé d6i chiéu);

+ Vin ban thoa thuan vé viéc stra doi, bé sung, hay bo hop ddng, gia dich cua
céc bén tham gia hop dong, giao dich

+ Hop dong, giao dich da dugc chiing thyc;
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+ Ban sao gidy ching nhan quyén sé hitu, quyén sir dung hoic ban sao gidy to
thay thé duoc phép luat quy dinh d6i vé6i tai san ma phap luat quy dinh phai ding ky
quyén so hit, quyén st dung trong trudng hop hop d6ng, giao dich lién quan dén tai
san d6 (xuat trinh ban chinh dé doi chiéu).

b) Sé lweng ho so: 01 bd

* Thoi han giai quyét:

:I'h(‘yi hanrthu:c hign yéu‘ cau chang thuc phai duoc bég dam ngay trong ngay co
quan, to chuc tiep nhan yéu cau hoac trong ngay lam viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio;

* Pobi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chuc

* Co' quan thuc hién thi tuc hanh chinh: UBND cép x4

* Két qua thuc hién thi tuc hanh chinh: Hop dong, giao dich duoc ching thuc

* ¢ phi (néu c6): 30.000 dong/hop dong, giao dich

(Théng tu s6 226/2016/TT-BTC)

* Tén mau don, miu to khai: Khéng

* Y@u cau, diéu kién thuc hién thi tuc hanh chinh (néu co):

Viéc stra doi, bo sung, hay bo hop dong, giao dich da dugc chiing thyc chi dugc
thue hién khi 6 thoa thuan bang van ban cua cac bén tham gia hop dong, giao dich.

(Nghi dinh sé 23/2015/ND-CP)

* Can ctr phép ly caa tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cip ban sao
tir ban chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va huong dan thi hanh mdt s6 di€u ctia Nghi dinh s6 23/2015/ND-CP;

- Thong tu s& 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh quy dinh
mure thu, ché d6 thu, ndp, quan 1y va st dung phi ching thuc.
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5. Thii tuc sira 18i sai sot trong hop ddng, giao dich

* Trinh tw thuc hién:

Buwéc 1: Nguoi yéu cau ching thuce nop 01 bd hd so.

+ Viéc stra 131 sai sot trong khi ghi chép, danh may, in hop dong, giao dich da
duoc gh&ng thuc duoc :[huc hién theo thoa thuan b,allng vé‘n ban cua cac bén tham gia
hop dong, giao dich, néu khéng lam anh hudng dén quyén, nghia vu cua cac bén va
duogc thyc hién tai co quan da chang thuc hop ddng, giao dich.

Buwéc 2: Ngudi thuc hién ching thuc gach chan 15i sai s6t can sira, dong dau
ctia co quan thuc hién chung thuc va ghi vao bén Ié cua hop dong, giao dich noi dung
da sura, ho tén, chir ky cua nguoi sua, ngay thang nam stra.

Buwéc 3: Nguoi yéu cau chiing thuc nhan két qua tai noi nop hd so.

* Cach thirc thuc hién: Nop ho so truc tiép tai UBND cép x&

* Thanh phan, sé lweng hd so:

a) Thanh phan hé so:

+ Ban sao Gidy chitng minh nhan dan hoiac Ho chiéu con gié tri s dung cua
ngudi Yeu cau chuang thuc (xuat trinh ban chinh dé d6i chiéu);

+ Vian ban thoa thuan vé viéc sira 16i sai sot trong hop dong, giao dich da dugc
chung thuc

+ Hop dong, giao dich da dugc ching thuyc;

+ Ban sao giay chirng nhan quyén sé hitu, quyén st dung hodc ban sao gidy to
thay thé duoc phép luat quy dinh d6i vé6i tai san ma phap luat quy dinh phai ding ky
quyeén s¢ hiru, quyén st dung trong truong hop hop dong, giao dich lién quan deén tai
san d6 (xuat trinh ban chinh dé d4i chiéu).

b) Sé lwreng hé so: 01 bd

* Thoi han giai quyét:

Thai han thuc hién yéu cau chang thuc phai duoc bao dam ngay trong ngdy co
quan, to chire tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio;

* Poi twong thuc hién thia tuc hanh chinh: Ca nhan, t6 chuc

* Co quan thyc hién thi tuc hanh chinh: UBND cap x4

* Két qua thwc hién thi tuc hanh chinh: Hop dong, giao dich duoc sta 16i ki
thuat

* ¢ phi (néu c6): 25.000 ddng/hop dong, giao dich

(Thong tu s6 226/2016/TT-BTC)

* Tén mau don, miu to khai: Khong

* Y@&u cau, diéu kién thuc hién tha tuc hanh chinh (néu co):

* Can ctr phép ly caa tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cp ban sao
tur ban chinh, chirng thuc chir ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP;
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- Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh
mure thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thyc.
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6. Thii tuc cap ban sao cd chirng thuc tir ban chinh hgp dong, giao dich da
dwgc chirng thuc

* Trinh tw thywc hién:

Buwéc 1: Ngudi yéu cau cap ban sao c6 ching thuc tir ban chinh hop dong, giao
dich phai xuét trinh céc gidy to theo quy dinh.

Buwéc 3: Nguoi thuc hién chung thuc kiém tra gidy to do ngudi yéu cau cap ban
sao co chizng thyc tir ban chinh hop déng, giao dich xut trinh.

Co quan thuc hién ching thuc tién hanh chup tir ban chinh hop ddng, giao dich
dang duoc luu trir va thuc hién chirng thuc nhu sau:

- Ghi day du 1oi chting chiing thuc ban sao tir ban chinh theo mau quy dinh;

- Ky, ghi r8 ho tén, déng du cua co quan, t chtc thuc hién chung thuc va ghi
vao so ching thuec.

- Pbi véi ban sao cé tir 02 (hai) trang trg 1én thi ghi loi chiang vao trang cudi,
néu ban sao co tir 02 (hai) to trg 1én thi phai dong dau giép lai.

MJdi ban sao duoc chirng thuc tir mot ban chinh gidy to, van ban hoic nhiéu ban
sao dugc ching thyc tir mot ban chinh gidy to, van ban trong cling mot thoi diém dugc
ghi mot sb ching thuyc.

* Cach thirc thwc hién: Nop ho so truc tiép tai UBND cap x4

* Thanh phan, sé lweng hd so: Nguoi yéu cau chung thuc xuat trinh ban
chinh hoic ban sao ¢d ching thuc Giay chirng minh nhan dan hozic Ho chiéu con gia
tri sur dung.

* Thoi han giai quyét: Trong ngay co quan, té chac tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

* Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chic

* Co quan thyc hién thi tuc hanh chinh: UBND cap x4

* Két qua thwc hién thi tuc hanh chinh: Ban sao hop dong, giao dich da
duoc chung thyc

* L¢ phi (néu c6):2.000 ddng/trang. Tir trang thi ba tro 1én thu 1.000
dong/trang, nhung mirc thu t6i da khong qua 200.000 déng/ban. Trang 1a cin ctr dé thu
phi dugc tinh theo trang cua ban chinh

(Thong tu s6 226/2016/TT-BTC)

* Tén mau don, miu to khai: Khong

* Y8u cau, diéu kién thuc hién thi tuc hanh chinh (néu c6): Hop dong, giao
dich d3 dugc ching thuc con dang luu trit tai UBND cap XA.

(Nghi dinh s6 23/2015/ND-CP)

* Can cw phap ly cia thi tuc hanh chinh:

- Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé& cap ban sao
tu ban chinh, chimg thyc chir ky va ching thuc hop dong, giao dich;

’ - Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua B¢ Tu phap quy dinh chi
tiét va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP;

- Thong tu sO 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi ching thyec.
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7. Thi tuc chitng thwe hop dong, giao dich lién quan dén tai san 1a dong
san, quyén sir dung dat va nha ¢

* Trinh tu thuwe hién:

Buée 1: Nguoi yéu cau ching thue ndp 01 bd hd so yéu cau ching thuc.

Buéc 2: Nguoi thuc hién ching thuc kiém tra gidy td trong hd so yéu cau
chtng thue, néu ddy du, taithoi diém ching thue cac bén tham gia hop dong, giao dich
ty nguyén, minh man va nhan thirc, 1am cht dugc hanh vi ciia minh thi thuc hién
chirng thuc.

+ Cac bén tham gia hop dong, giao dich phai ky trudéc mit nguoi thyc hién
chtng thyc. Trudng hop ngudi c6 thim quyén giao két hop dong cia cac td chirc tin
dung, doanh nghiép d3 ding ky chit ky miu tai co quan thuc hién chimg thyc thi c6 thé
ky trude vao hop ddéng; ngudi thuc hién ching thue phai ddi chiéu chir ky cua ho trong
hop dong voi chit ky mau trude khi thuc hién ching thuc, néu nghi ngd chir ky trong
hop ddng khac vé6i chir ky mau thi yéu cau ngudi do6 ky trude mit.

+ Truong hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi; néu
nguoi d6 khong doc dugce, khong nghe duoc, khong ky, khong diém chi dugc thi phai
c6 02 (hai) nguodi lam ching. Nguoi lam chirng phai ¢6 di nang lyc hanh vi dan sy va
khong c¢6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich.

+ Nguoi thuc hién ching thuc ghi 161 chiing tuong Ung véi tung loai hop
dong, giao dich theo mau quy dinh; ky, ghi rd ho tén, dong dau cia co quan thuc hién
chtng thue va ghi vao s6 chimg thyc. Di voi hop dong, giao dich cé tir 02 (hai) trang
tré 1én, thi ting trang phai duoc danh so tha tu, co chit ky ciia ngudi yéu cau ching
thyc va nguoi thuc hién chiung thuc; sb lugng trang va 101 ching dugc ghi tai trang
cudi ctia hop dong, giao dich. Truong hop hop dong, giao dich ¢o tir 02 (hai) to trd 1én
thi phai dong dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich co trach nhiém dich day du,
chinh xac ndi dung ciia hop dong, giao dich, ndi dung 10i ching cho nguoi yéu cau
chtng thuc va ky vao timg trang hop dong véi tu cach 13 nguoi phién dich.

* Cach thirc thwe hién: Nop hd so truc tiép tai Uy ban nhan dan cap xa. Viéc
chimg thuc cac hop dong, giao dich lién quan dén quyén cua ngudi str dung dat duoc
thuc hién tai Uy ban nhan dan cdp x3 noi co dat. Viéc chimg thuc cac hop dong, giao
dich lién quan dén nha & duoc thyc hién tai Uy ban nhan déan cp xa noi c6 nha.

* Thanh phan, s6 lrgng ho so:

a) Thanh phdn hé so:

Nguoi yéu cau ching thue ndp 01 (mot) bd hd so yéu cau ching thue, gdbm cac
gidy to sau day:

+ Du thao hop dong, giao dich;

+ Ban sao Giéy chirng minh nhan dan hoac Ho chiéu con gia tri st dung cua
ngudi yéu cau ching thyc (xuét trinh kém theo ban chinh dé déi chiéu);

+ Ban sao gidy chirng nhan quyén s¢ hitu, quyén str dung hodc ban sao gidy to
thay thé dugc phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai dang ky
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quyén sé hiru, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé dbi chiéu).

b) Sé lwreng hé so: 01 bo

* Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viée, ké tir ngay nhan du hd so yéu cé}u chtng
thuc hodc c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau ching
thue.

* P6i twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chirc

* Co' quan thue hién thi tuc hanh chinh: UBND cép xa

* Két qua thwe hién thi tuc hanh chinh: Hop dong, giao dich duoc ching
thuc

* L¢ phi (néu c6): 50.000 dong/hop dong, giao dich.

(Thong tu s6 226/2016/TT-BTC)

* Tén mau don, mau to khai: Khong

* Yéu ciu, diéu kién thue hién thi tuc hanh chinh (néu c6):

* Can cur phap ly cua thua tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cp ban sao
ttr ban chinh, chung thuc chit ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mét s6 diéu ciia Nghi dinh s6 23/2015/ND-CP;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh quy dinh
murc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thyc.
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8. Thu tuc chirng thuc di chic

* Trinh tu thuc hién:

Buéc 1: Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

Buwéc 2: Nguoi thuc hién chimg thuc kiém tra gidy to trong hd so yéu cau
chung thuc, néu day du, tai thoi diém ching thuc nguoi 1ap di chic ty nguyén, minh
man va nhan thire, lam cha duoc hanh vi ctia minh thi thuc hién chirng thuc.

+ Nguoi 1ap di chuc phai ky trude mat nguoi thue hién chimg thuc.

+ Truong hop ngueoi yéu cau chirng thwc khong ky dwoc thi phdi diém chi; néu
nguoi dé khéng doc dwoc, khong nghe dwoc, khong ky, khong diém chi dwoc thi phdi
c6 02 (hai) nguoi lam chung. Nguoi lam chung phai co du nang luc hanh vi dan su va
khéng c6 quyén, loi ich hodc nghia vu lién quan dén giao dich.

+ Nguwoi thuc hién chitng thwe ghi 1o chitng theo madu quy dinh; ky, ghi ré ho
tén, déng dau cia co quan thie hién chirng thwe va ghi vao s6 chimg thue. Poi voi di
chiic ¢6 tir 02 (hai) trang tré 1én, thi tirng trang phdi dwegc danh sé thir tw, c6 chir ky
ciia nguwoi yéu cau chieng thuc va nguwoi thiee hién chitng thuwe; sé lwong trang va loi
chirng dwoc ghi tai trang cudi cia di chic. Trong hop di chiic ¢6 tir 02 (hai) to tré
lén thi phai déng ddu gidp lai.

+ Trwong hop phai phién dich thi ngueoi phién dich cé trach nhiém dich ddy du,
chinh xdc néi dung ciia di chiic, ndi dung 10 chitng cho nguwoi yéu cdau chirng thiee va
ky vao tung trang di chiic voi tw cach la nguoi phién dich.

* Cach thire thue hién: Nop ho so truc tiép tai Uy ban nhan dan cip xa.

* Thanh phan, s6 lrgng hd so:

a) Thanh phan hé so:

Ngudi yéu cau ching thuc ndp 01 (mot) bd ho so yéu cau chimg thuc, gdm cac
gidy td sau day:

+ Du thao di chc;

+ Ban sao Gidy chimg minh nhan dan hodc Ho chiéu con gia tri st dung cua
ngudi yéu cau ching thyc (xuét trinh kém theo ban chinh dé déi chiéu);

+ Ban sao gidy chimg nhan quyén sé hiru, quyén st dung hodc ban sao gidy to
thay thé duoc phap luat quy dinh d6i véi tai san ma phéap luat quy dinh phai dang ky
quyén s¢ hiru, quyén st dung trong truong hop hop dong, giao dich lién quan dén tai
san do; trir truong hop nguoi 1ap di chiic dang bi cai chét de doa dén tinh mang (xuét
trinh kém theo ban chinh dé ddi chiéu).

b) Sé lweng hé so: 01 bd

* Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan dui hd so yéu cau ching
thuc hodc c6 thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cu chimng
thure.

* Poi twong thue hién thii tuc hanh chinh: Ca nhan, t6 chiic

* Co' quan thye hién thi tuc hanh chinh: Uy ban nhan déin cp xa

* Két qua thue hién thi tuc hanh chinh: Di chuc dugc chimg thuc
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* L¢ phi (néu c6): 50.000 ddng/di chuc

(Théng tu s6 226/2016/TT-BTC)

* Tén mau don, mau to khai: Khong

* Yéu cau, diéu kién thue hi¢n thi tuc hanh chinh (néu c6):

* Can cu phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tr ban chinh, ching thuc chir ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP;

- Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
mirc thu, ché do thu, ndp, quan ly va st dung phi ching thyec.
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9. Thii tuc chitng thwe vin ban tir chdi nhéan di san

* Trinh tu thuc hién:

Buéc 1: Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

Buéc 2: Nguoi thuc hién chimg thuc kiém tra gidy to trong hd so yéu cau
chtng thuc, néu day du, tai thoi diém chimg thuc ngudi tir chdi nhan di san tu nguyén,
minh man va nhan thirc, 1am chii duoc hanh vi cia minh thi thyc hién ching thyc

+ Nguoi tur chdi nhan di san ky trude mat nguoi thuc hién ching thye.

+ Trudng hop nguoi yéu cau ching thyc khong ky duogc thi phai diém chi; néu
ngudi d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duogc thi phai
c6 02 (hai) nguoi lam chirng. Nguoi lam chiing phai c6 du nang luc hanh vi dan sy va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich.

+ Nguoi thuc hién chung thuc ghi 16i chimg theo mau quy dinh; ky, ghi r& ho
tén, dong diu cua co quan thuc hién chung thuc va ghi vao s6 ching thuc. Doi
v6i van ban tir chdi c6 tir 02 (hai) trang tré 18n, thi timg trang phai duoc danh sb thir
tu, c6 chir ky ctia nguoi yéu cau ching thyc va nguoi thyc hién chung thuc; $6 lugng
trang va 10i ching dugc ghi tai trang cudi ciia van ban tir chdi nhan di san. Truong hop
van ban tir chbi nhan di san ¢6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich co trach nhiém dich day du,
chinh x4c ndi dung ciia vin ban tir chbi nhan di san, ndi dung 16i chtng cho nguoi yéu
cau chung thuc va ky vao timg trang vin ban tir chdi nhan di san vé6i tu cach 13 nguoi
phién dich.

* Cach thic thwe hién: Nop hd so truc tiép tai Uy ban nhan dan cip xa.

* Thanh phan, s6 lwgng ho so:

a) Thanh phdn hé so:

+ Dy théo vén ban tir chdi nhan di san;

+ Ban sao Gidy chimg minh nhan dan hodc Ho chiéu con gia tri st dung cua
ngudi yéu cau ching thyc (xuét trinh kém theo ban chinh dé déi chiéu);

+ Ban sao gidy chirg nhan quyén sé hiru, quyén st dung hodc ban sao gidy to
thay thé duoc phap luat quy dinh d6i v6i tai san ma phéap lut quy dinh phai diang ky
quyén sé hiru, quyén sir dung trong truong hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé ddi chiéu).

b) Sé lweng ho so: 01 bo

* Thoi han giai quyét:

Khong qua 02 (hai) ngay 1am viéc, ké tir ngdy nhan du hd so yéu cau chimg
thuc hodc ¢ thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau ching
thuc.

* Poi twong thye hién thi tuc hanh chinh: Ca nhan, t6 chic

* Co' quan thye hién thi tuc hanh chinh: Uy ban nhan déin cp xa

* Két qua thue hién thi tuc hanh chinh: Vin ban tir chdi nhan di san duoc
chirng thuc

* L¢ phi (néu ¢6): 50.000d6ng/vin ban.
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(Théng tu s6 226/2016/TT-BTC)

* Tén mau don, mau to khai: Khong

* Yéu cau, diéu kién thue hi¢n thi tuc hanh chinh (néu c6):

* Can ¢ phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tr ban chinh, ching thuc chir ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctiia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot so diéu cia Nghi dinh s6 23/2015/ND-CP;

- Thf),ng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy dinh
muc thu, ché do thu, ndp, quan ly va st dung phi chung thyec.
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10. Thi tuc chirng thuwe vian ban théa thuin phin chia di sdn ma di
san |2 dong san, quyén sir dung dat, nha &

* Trinh tu thuwe hién:

Buéc 1: Nguoi yéu cau chimg thue ndp 01 bd hd so yéu cau ching thuc.

Buéc 2: Nguoi thuc hién chimg thuc kiém tra gidy to trong hd so yéu cau
chtng thuc, néu day du, taithdi diém chimg thuc cic bén tham gia thoa thuan phan
chia di san ty nguyén, minh man va nhan thire, 1am chu dugc hanh vi ctia minh thi
thuc hién chung thuc.

+ Cac bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thuc
hién chung thuc.

+ Trudng hop ngudi yéu cau ching thue khong ky duge thi phai diém chi; néu
nguoi d6 khong doc dugce, khong nghe duoc, khong ky, khong diém chi dugc thi phai
¢6 02 (hai) ngudi lam ching. Nguoi lam ching phai ¢ du nang lyc hanh vi dan sy va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich.

+ Ngudi thue hién chirng thyc ghi 161 chimg theo mau quy dinh; ky, ghi rd ho
tén, dong dau cua co quan thuc hién ching thuc va ghi vao s6 ching thuc. Dbi vai vin
ban thoa thuan 0 tir 02 (hai) trang tr& 18n, thi timg trang phai dugc danh sé thi tu, co
chit ky ctia ngudi yéu cau chimg thuc va nguoi thuc hién ching thuc; sé lugng trang
va 101 chting duoc ghi tai trang cudi clia vin ban thoa thuin. Trudng hop vin ban thoa
thuan c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich 6 trach nhiém dich day du,
chinh xac ndi dung cta vin ban thoa thuan ndi dung 10i chimg cho ngudi yéu ciu
chung thuc va ky vao tung trang van ban thoa thuéan véi tu cach 1a nguoi phién dich.

* Cach thire thue hién: Nop ho so truc tiép tai Uy ban nhan dan cip xa.

* Thanh phan, s6 lrgng ho so:

a) Thanh phdn hé so:

+ Du thao van ban thda thuan phan chia di san;

+ Ban sao Gidy chimg minh nhan dan hodc Ho chiéu con gia tri st dung cua
ngudi yéu cau ching thyc (xuét trinh kém theo ban chinh dé déi chiéu);

+ Ban sao gidy chirmg nhan quyén sé hiru, quyén sir dung hodc ban sao gidy to
thay thé duoc phap luat quy dinh d6i véi tai san ma phéap luat quy dinh phai dang ky
quyén s¢ hiru, quyén str dung trong truong hop hop dong, giao dich lién quan dén tai
san d6 (xudt trinh kém theo ban chinh dé ddi chiéu).

b) Sé lweng hé so: 01 bd

* Thoi han giai quyét:

Khong qua 02 (hai) ngay 1am viéc, ké tir ngdy nhan da hd so yéu cau ching
thuc hodc c6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau ching
thuec.

* Poi twong thye hién thi tuc hanh chinh: Ca nhan, t6 chic

* Co' quan thye hién thi tuc hanh chinh: Uy ban nhan déin cp xa

* Két qua thyc hién thi tuc hanh chinh: Vin ban thoa thuan phan chia di san
dugc ching thuc
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* L¢ phi (néu c6): 50.000d6ng/vin ban

(Théng tu s6 226/2016/TT-BTC)

* Tén mau don, mau to khai: Khong

* Yéu cau, diéu kién thue hi¢n thi tuc hanh chinh (néu c6):

* Can cu phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tr ban chinh, ching thuc chir ky va chung thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP;

- Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
mirc thu, ché do thu, ndp, quan ly va st dung phi ching thyec.
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11. Thi tuc ching thyc van ban khai nhin di sdn ma di sdn la dong san,
quyén sir dung dit, nha &

* Trinh tu thuwe hién:

Buéc 1: Nguoi yéu cau ching thue ndp 01 bd hd so yéu cau ching thuc.

Buéc 2: Nguoi thuc hién chimg thuc kiém tra gidy to trong hd so yéu cau
chtng thuc, néu day du, tai thoi diém ching thuc cic bén tham gia vin ban khai nhan
di san tu nguyén, minh man va nhan thtc, 1am chii duoc hanh vi cia minh thi thuc
hién chirng thuc.

+ Céc bén tham gia khai nhan di san phai ky trudc mat nguot thue hién chung
thuc.

+ Trudng hop ngudi yéu cau chimg thuc khong ky duge thi phai diém chi; néu
nguoi d6 khong doc duoc, khong nghe dugce, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguodi lam chung. Nguoi lam ching phai ¢c6 di nang lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich.

+ Ngudi thuc hién chirng thuc ghi 16i ching theo mau quy dinh; ky, ghi rd ho
tén, dong dau cua co quan thuc hién ching thuc va ghi vao so6 ching thuc. Pbi véi vin
ban khai nhén c6 tir 02 (hai) trang trd 1€n, thi tung trang phai dugc danh sb thir tu, c6
chit ky ctia ngudi yéu cau chimg thuc va ngudi thuc hién ching thuc; sé lugng trang
va 101 chimg duoc ghi tai trang cudi ctia van ban khai nhan di san. Trudng hop van ban
khai nhan c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Truong hop phai phién dich thi ngudi phién dich c6 trach nhiém dich day du,
chinh x4c ndi dung cua van ban khai nhan di san, ndi dung 101 chirng cho nguoi yéu
cau chung thuc va ky vao ting trang van ban khai nhan véi tu cach 1a ngudi phién
dich.

* Cach thire thwe hién: Nop ho so truc tiép tai Uy ban nhan dan cip xa.

* Thanh phén, s6 lwrgng hd so:

a) Thanh phan hé so:

+ Du thao van ban khai nhan di san;

+ Ban sao Giéy chirng minh nhan dan hodc Ho chiéu con gia tri st dung cua
ngudi yéu cau ching thyc (xuat trinh kém theo ban chinh dé ddi chiéu);

+ Ban sao gidy chiing nhan quyén s¢ hitu, quyén sir dung hodc ban sao gidy to
thay thé dugc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai dang ky
quyén so hitu, quyén sir dung trong trudng hop van ban khai nhan di san lién quan dén
tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

b) Sé lreng hé so: 01 bd

* Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu ciu ching
thuc hodc c6 thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau chimg
thure.

* Poi twong thue hién thii tuc hanh chinh: Ca nhan, t6 chiic

* Co' quan thwe hién thii tuc hanh chinh: Uy ban nhéan dén cip x4
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* Két qua thwe hién thia tuc hanh chinh: Vin ban khai nhin di san duoc
chirng thuc

* L¢ phi (néu ¢6): 50.000d6ng/vin ban.

(Thong tu s6 226/2016/TT-BTC)

* Tén miu don, mau t& khai: Khong

* Yéu cau, diéu kién thue hi¢n thi tuc hanh chinh (néu c6):

* Can cir phap ly cia tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao
tir ban chinh, ching thyc chit ky va ching thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctiia Bo Tu phap quy dinh chi
tiét va hudng dan thi hanh mét s6 diéu ciia Nghi dinh s6 23/2015/ND-CP;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
muc thu, ché dd thu, ndp, quan 1y va sir dung phi chirng thuc.
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C.LINH VUC CON NUOI

1. Thi tuc Pang ky viéc nudi con nudi trong nwéc

* Trinh tyw thyc hién:

Buwéc 1: Nguoi nhan con nudi nop hd so ctia minh va cta ngudi dugc nhan lam
con nudi tai UBND cip xa noi nguoi duoc nhan 1am con nudi thudng tra (d6i Vi cac
truong hop thong thuong) hoic tai UBND cép x3 noi ngudi nhan con nudi thudng trd
(néu 1a cha duong, me ké hoic ¢d, cau, di, chu, bac rudt caa nguoi duoc nhan 1am con
nudi hoac co su thoa thuan gitra ngudi nhan con nudi vai cha me dé, nguoi giam ho
cta ngudi dugc nhan lam con nudi);

Bwéc 2: UBND cap xa kiém tra hd so, 1ay y kién cua nhimg ngudi co lién
quan;

- Cong chirc tu phap-ho tich ghi vao sé dang ky viéc nudi va Giay chang nhan
nubi con nuoi;

- Chi tich UBND cép xa ky Giay chung nhan dang ky nuéi con nudi.

- Nguoi nhan con nudi nhan Gidy chung nhan dang ky nudi con nudi tai try s
UBND cép xa (nhan tai L& giao nhan con nudi).

* Cach thiec thuc hién: Truc tiép tai tru so UBND cap xA.

*Thanh phan, sé lwgng hd so:

a, Thanh phan hé so:

Hé so ciia ngwoi nhan con nudi:

-Pon xin nhan con nudi theo mau quy dinh; (Ban chinh)

- Ho chiéu/Chtng minh nhan dan hoic gidy to c6 gia tri thay thé; (Bao sao)

- Phiéu ly lich tu phap; (Ban chinh, dugc cap chua qua 06 thang)

- Vin ban xé&c nhan tinh trang hon nhan (Ban sao néu la Giay chang nhan két
hdn hozc ban gbc néu 1a gidy xac nhan tinh trang doc than;

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

- Vian ban xac nhan hoan canh gia dinh, tinh trang chd &, diéu kién kinh té do
UBND cép x4 noi nguoi nhan con nudi thuong trd cap (truong hop cha duong, me ké
hoac cd, cau, di, chl, bac rudt caa nguoi duoc nhan 1am con nudi thi khong can vian
ban nay) (ban chinh, duoc cp chua qua 06 thang).

Hé so ciia ngwoi dwoc nhgn lam con nubi:

- Gidy khai sinh;

- Giay kham sirc khoe do co quan y té cap huyén tro 1én cap;

- Hai anh toan than, nhin thang chup khéng qua 06 thang:

- Bién ban xac nhan do Uy ban nhan dan hoic Céng an cip xa noi phat hién tré
bi bo roi 1ap dbi vai tré em bi bo roi; Gidy ching tir ciia cha dé, me dé hoic quyét dinh
cua Toa an tuyén bd cha dé, me dé cua tré em 1a da chét ddi véi tré em mo cdi; quyét
dinh ctia Toa an tuyén bd cha dé, me dé cua ngudi duoc gidi thidu lam con nubi mat
tich ddi véi ngudi duoc gisi thiéu 1am con nudi ma cha dé, me dé mat tich; quyét dinh
ciia TOa &n tuyén b cha dé, me dé cua ngudi duoc gigi thiéu 1am con nudi mat ning
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luc hanh vi dan su d6i véi nguoi duoc gidi thidu 1am con nudi ma cha dé, me dé mat
nang luc hanh vi dan su;

- Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.

b) Sé lweng ho so: 01 bo.

* Thoi han giai quyét: Trong thoi han 30 ngay, trong d6:

- Kiém tra ho so va 14y y kién: 10 ngay, ké tir ngay nhan dua ho so hop I¢;

- Ghi vao s6 dang ky viéc nudi con nudi va Gidy chiang nhan nudi con nudi,
giao - nhan con nudi: 20 ngay, ké tir ngay ¢ Y kién dong y cua nhimg nguoi co lién
quan (theo quy dinh cua Biéu 21 Luat nudi con nudi).

* Co quan thuc hién tha tuc hanh chinh:

- Co quan c6 tham quyén quyét dinh: UBND cip x4 noi thuong tri cia nguoi
nhan con nudi hoac cua nguoi dugc nhan lam con nuoi.

* Co' quan tryc tiép thuc hién tha tuc TTHC: Uy ban nhan dan cip xa noi
thuong tri cia nguoi nhan con nudi hoac cua ngudi dugc nhan lam con nudi.

* P6i twong thuc hién thi tuc hanh chinh: Cé nhan.

* Tén méu don, mau to khai:

- Pon xin nhan con nudi (Mau TP/CN-2014/CN.02);

- To khai hoan canh gia dinh ctia nguoi nhan con nudi (mau st dung cho ngudi
nhan con nudi tai Uy ban nhan dan cip xa va Co quan dai dién Viét Nam ¢ nudc
ngoai) - TP/CN-2011/CN.06.

(Théng tu s6 24/2014/TT-BTP)

* ¢ phi (néu c6): 400.000d

- Mién 1 phi dang ky nudi con nudi trong nude ddi véi truong hop cha duong
hoac me ké nhan con riéng cua vo hodc chong 1am con nudi; ¢, cau, di, chl, bac ruot
nhan chéau 1am con nuéi; nhan tré em khuyét tat, tré em mac bénh hiém nghéo va viéc
nudi con nudi ¢ vung sau, vung xa.

(Nghi dinh s6 114/2016/ND-CP)

* Két qua thuc hién thia tuc hanh chinh: Giay chitng nhan nudi con nuoi.

*Y@u cau, diéu kién thuc hién thi tuc hanh chinh (néu co):

Nguoi nhan con nubi phai c6 da diéu kién sau:

- C6 nang luc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi trg 1én — khong ap dung d6i vai truong hop cha
duong nhan con riéng cua vo, me ké nhan con riéng cua chong lam con nudi hoic cd,
cau,di, chu bac ruét nhan chau lam con nu6i;

- C6 diéu kién vé strc khoe, kinh té, chd & bao dam viéc cham soc, nudi dudng,
gido duc con nudi - khdng ap dung ddi voi truong hop cha duong nhan con riéng cua
vo, me ké nhan con riéng cua chong lam con nudi hoic cd, cau,di, chu bac rudt nhan
chau lam con nudi;

- C6 tu cach dao duc tot.

Cdc trwong hgp khong dwoc nhdn con nuoi

- Pang bi han ché mot s6 quyén cua cha, me ddi véi con chua thanh nién;
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- Pang chap hanh quyét dinh xtr Iy hanh chinh tai co so gido duc, co sé chira
bénh;

- Pang chap hanh hinh phat tu;

- Chua dugc x0a an tich vé mot trong céc toi ¢ y xam pham tinh mang, stc
khoé, nhan pham, danh du cua ngudi khac; nguoc dai hodc hanh ha 6ng ba, cha me, vo
chéng, con, chau, ngudi c6 cong nudi dudng minh; du dd, ép budc hodc chira chap
ngudi chua thanh nién vi pham phap luat; mua ban, danh trdo, chiém doat tré em.

* Can cw phap ly:

- Luat nubi con nudi 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21 thang 3 ndm 2011 ciia Chinh phu quy
dinh chi tiét mot sé diéu cua Luat nudi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27 thang 6 nim 2011 cua Bé Tu phap vé
viéc ban hanh va huéng dan viéc ghi chép, luu trit, st dung biéu mau nudi con nuéi.

- Thong tu sd 24/2014/TT-BTP ngay 29 thang 12 niam 2014 cua Bo Tu phap sira
d6i, b6 sung mot s6 diéu cua Thong tu s6 12/2011/TT-BTP ngay 27 thang 6 nam 2011 cua
Bo6 Tu phép vé Viéc ban hanh va huéng dan viéc ghi chép, luu trit, st dung biéu mau nudi
con nuoi

- Nghi dinh sé 114/2016/ND-CP ngay 08/7/2016 cia Chinh phii quy dinh 1& phi
ding ky nudi con nudi, 1& phi cip gidy phép hoat dong cua to chic con nudi nudc
ngoai
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

£ O T AT
HO VATEN: oo Ngay sinh: ......c.cccoveevenins
INOT STNR: Lo e e e e e e e e e e s e e e e e nees
S6 Giay CMND: ......ooovee NOT CAP: v, NQAY CAP .vvevveeeenes
NGNE NONIBP: .ottt ettt n ettt
NOT thUONG TrU: ot sr e sae e
Tinh trang hON NhANY: ...

HO VATEN: i, Ngay sinh: .....c.cccooevveveeene,
NOT SINN: oo S6 GIAY CMND: ...oovoceeeeeeee e,
NOT CAP: covveeeeeeee e NGAY CAP wooveveeeveeeeeee e

NGNE NONIBP: ..ottt ettt ettt en s
JANe 2 TR 110 o T I USSR
Tinh trang hon NNANT: ..o
3. Hoan canh gia dinh®:

4. Hoan canh kinh té:

o 1127 0 ST
= IMIGC thU NNAP: e
0% 1o = VY 1o I T (TR

A

Ong Ba

4 Khai ré day la lan két hon thir mdy ciia ngwoi nhan con nubi, tinh trang con
cai.

® Khai nhw chii thich 1.

6 Khai rd hién nay nguwoi nhdn con nudi dang song cung Véi ai; thdi dé cua
nhitng nguoi trong gia dinh vé viéc nhdn con nudi.
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(Ky, ghi rd ho tén) (Ky, ghi rd ho tén)

Y kién caia Té trwéng té dan phé/Truéng thon vé nguwoi nhan con nubi:

To truéng dan phd/Trwéng thon
(Ky, ghi r6 ho tén)

Xac minh ciia cong chire tir phdp - hé tich’:

ngay........... thang............ nam.........
Nguwoi Xac minh
(Ky, ghi rd ho tén)

X&c nhan ciia UBND xi/phuwong/thi tran

TM. UBND XA/PHUONG/THI TRAN
(Ky, ghi rd ho tén, chuc vu va dong dau)

7Y kién cuia can bg xac minh vé cac néi dung ma nguwoi nhan con nudi ty khai ¢
trén. Danh gia nguoi nhdn con nuéi du hay khong du diéu kién dé nhgn con
nuoi.
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Mdu TP/CN-2014/CN.02

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

Anh 4 x Anh4x6
6cm cm

PON XIN NHAN CON NUOI
(Dung cho truong hop nudi con nudi trong nurde)

KINA QU

Chung toi/toi la:

Ho va tén .

Ngay, thang, ndm sinh

Noi sinh

Dén toc

Quéc tich

Nghé nghiép

Noi thuong trd

S6 Giay CMND/HG6 chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email o .

C6 nguyén vong nhén tré em dudi day lam con nudi:

Ho Vaten: ... ..ot e eeeeeiriiieeeeeeen., GHOT tIND L
Ngay, thang, Nam SINN: ....c..oooiiiiiiiece e s
] ] 1] USSR
DAN OC: wvveeeeeeeeeeeeeeeeeeeeee e QUAC HCN: e,

8 Truong hgp ngudi nhan con nudi thudng tra trong nudc, thi giri UBND xa/
phuong/thi tran noi c¢6 tham quyén dang ky viéc nudi con nudi. Truong hop
ngudi Nhan con nudi va ngudi dugc nhan lam con nudi tam trd ¢ nudc ngoai, thi
gui Co quan dai dién Viét Nam, noi c6 tham quyén dang ky viéc nudi con nubi.
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Tinh trang SUC KNOG: ......cooomiieieeee e Noi

Noi dang cu tru:
0 Gia dinh:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

bia chi lién hé

bién thoai,/fax/ email

Quan hé véi tré em duoc
nhan lam con nuoi

Ly do nhan con nubi: .......ccccceevvevenane.

Néu duoc nhan tré em 1am con nudi, ching t6i/tdi cam két s& chim soc, nudi
dudng, gido duc tré em nhu con dé ciia minh va thuc hién moi nghia vu ciia cha me doi
V6i con theo quy dinh cua phap luat. Ching t6i/tdi cam két trong thoi han ba nam, ké
tir ngay giao nhan con nudi, dinh ky 06 thang mat 1an, giri thdng bao vé tinh trang phat
trién moi mit cua con nudi (co kém theo anh)
CNOL e 10 noi chung t6i/toi
thuong tra.

Pé nghj't

giai quyét.

) ONG

BA
(Ky, ghi rd ho tén) (Ky, ghi rd ho tén)

° Ghi 15 tén va dia chi co s¢ nu6i dudng.
10 Ghi tén UBND xa/phudng/thi tran hodc Co quan dai dién Viét Nam & nuéc
ngoai.
11 Nhu kinh giri.
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2. Thi tuc Pang ky lai viéc nudi con nudi trong nwéc

*Trinh tw thuc hién:

Bwéc 1: Nguoi co yéu cau dang ky lai viéc nudi con nudi nop To khai
dang ky lai viéc nudi con nubi tai Uy ban nh&n dan cap xa noi cha me nudi va
con nuoi thuong trd hodc noi da dang ky viéc nudi con nudi trudc day ;

Budéc 2: Chu tich Uy ban nhan dan cap xa ky va cip cho ngudi yéu cau
dang ky lai 01 ban chinh Gidy chting nhan nudi con nudi.

* Céch thic thuc hién: Truc tiép tai Uy ban nhan dan cip x4 .

* Thanh phan, s6é lwong ho so"

a) Thanh phdn hé so:

To khai dang ky lai viéc nudi con nudi.(Truong hop yéu cau dang ky lai
tai Uy ban nhan dan cap x& khong phai 14 noi trudc ddy da dang ky viéc nudi
con nubi, thi To khai phai c6 cam két ciia nguoi yéu cau ding ky lai vé tinh
trung thuc cua viéc dang ky nudi con nudi trude d6 va cé chir Ky cua it nhat hai
nguoi lam ching).

b) Sé lwong hé so: 01 bod

* Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan
du hd so hop 1¢.

* Co quan thyc hi¢n thu tuc hanh chinh: - Co' quan c6 tham quyén quyét
dinh: Uy ban nhan dan cap xa.

* Co quan truc tiép thyc hién thi tuc TTHC: Uy ban nhan dan cip xa

* Poi twong thuc hién tha tuc hanh chinh: Ca nhan.

* Tén miu don, mau to khai: To khai dang ky lai viéc nudi con nudi -
TP/CN-2011/CN.04.

* ¢ phi (néu c6): khong

* Két qua thwc hién thi tuc hanh chinh: Gidy chirng nhan viéc nudi con
nudi .

* Yéu cau, diéu kién thuc hién thi tuc hanh chinh (néu co):

- S6 ho tich va ban chinh gidy to ding ky nudi con nudi bi mat hoic hu
hong khong str dung duoc;

- Cha, me nudi va con nudi déu con sdng vao thoi diém yéu cau dang ky
lai.

* Can cw phap ly:

- Luat nudi con nudi 2010;

- Nghi dinh sé 19/2011/ND-CP ngay 21 thang 3 nam 2011 ctia Chinh phu
quy dinh chi tiét mot sb diéu caa Luat nudi con nudi;
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- Thong tu sb 12/2011/TT-BTP ngay 27 thang 6 nim 2011 cua Bo Tu
phap V& viéc ban hanh va huéng dan viéc ghi chép, luu trit, sir dung biéu mau nudi
con nuoi.

- Thong tu s6 24/2014/TT-BTP ngay 29 thang 12 ndm 2014 ctia B6 Tu phap
sira d6i, b6 sung mot sb diéu cua Thong tu sé 12/2011/TT-BTP ngay 27 thang 6 nim
2011 ctia B Tu phap vé viéc ban hanh va hudng dan viéc ghi chép, luu trix, s dung
biéu mau nudi con nudi

- Nghi dinh sé 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy dinh
I& phi ding ky nudi con nudi, 1& phi cap gidy phép hoat dong cua to chic con
nudi nwdc ngoai
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CONG HOA XA HQI CHU NGHIA VIET NAM

Mdu TP/CN-2011/CN.04

Anh 4x 6 Péc 1ap - Tw do - Hanh phuc Anh 4x 6
cm
cm
(chup chua (chup chua
qua 6 TO KHAI PANG KY LAI VIEC NUOI CON NUOI qua 6
thana) thana)
Kinh
U2 e
Chung t8i /t6i 1a;
Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dén toc

Qudc tich

Noi thuong trd

S6 Giay CMD/H0 chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

Pa nhan ngudi co tén dudi day lam con nuéi:

[ [ IRV (1 Gigi tinh: ............
Ngay, thang, nam sinh:

Noi sinh:

Dan toc: ...ocovvvveiienn
Noi thuong tra:..............

........................... Qudc tich:

2T, ruong hop nuoi con nudi trong nwdc, thi gii UBND xa/ phuong/thi trén noi
c6 tham quyén déing ky lai Viéc nudi con nudi. Truong hop nudi con nudi co yéu
t6 nuwéc ngoai, thi gui S Tw phdp, noi ¢é tham quyén ddang ky lai viéc nudi con

nuoi.
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Phan khai vé bén giao con nudi truéc day's:
Ong Ba

Ho va tén

Ngay, thang, ndm sinh
Noi sinh

Dén toc

Quéc tich

Noi thuong trd/tam tru

S6 Giay CMND/Ho
chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

TEn o SO NUOT AUGNG: .cvvviiiiiiiie et
Chtrc vu ctia nguoi dai dién co s& nudi duoNg: ....ooovvvevveeeieerieesieeene
Viée nuoi con nuoi da dwgc dang ky

Nguwoi Khai
(Ky, ghi rd ho tén)

7 A - LA - - Atd
Xac nhan cia Ngwoi lam chieng thir nhat X&c nhan ciia Ngudi 1am chéng thi hai

TO1teN 1a....oeieiiieieeeeeeeeee, sinh nam
£ L Toitén la.......conee.
SOCMND.....cooviiiiiiieeeeeeeee , CU tri tal...veeecieeeee,
A s , . .. A A a1y sinh ndm.....................
TOi xin lam ching viéc nu6i con nudi néu trén a
dung sy that va xin chiu trach nhiém vé viéc lam SO CMND........ccooe..... , CU trdl tai...........

ching ctia minh. T6i xin lam ching viéc nudi con nudi néu
, ngay......thang... nam........... trén la dung su that va xin chiju trach nhi¢m

(KY, ghi 15 ho tén) i/ vé viéc lam chiing ciia minh.

..., hgay.....thang.. nam...

(Ky, ghi rd ho tén)



3. Thi tuc Ping ky viéc nudi con nudi thuc té
* Trinh ty thuc hién:

Bwéc 1: Ngudoi nhan con nudi nop hd so ding ky viéc nudi con nudi tai
UBND cap xa noi minh thuong tru;

Buwéc 2: UBND cap x4 cir cong chic tu phap -ho tich phdi hop véi Cong
an x& tién hanh kiém tra va xac minh.

- Néu céac bén dap tmg du diéu kién thi céng chuc tu phap- Ho tich ghi
vao S6 dang ky viéc nudi con nudi va Gidy ching nhan viéc nudi con nuéi.

Bwéc 3: Chu tich UBND cap xa ky Giay chang nhan viéc nudi con nudi
va cap cho ngudi nhan nudi con nudi mot ban chinh.

* Cach thirc thuc hién: Tryc tiép tai tru s UBND cép xa noi nguoi nhan
con nuoi thuong tra.

* Thanh phan, sé lwong ho so"
a) Thanh phan hé so:
- To khai ding ky viéc nudi con nubi theo mau quy dinh; (Ban chinh);

- Chtng minh nhan dan va so ho khau caa ngudi nhan con nudi; (Bao
sao);

- Gidy chang minh nhan dan hoic Gidy khai sinh ctua ngudi dugc nhan
con nubi; (Ban sao);

- Giay ching nhan két hon caa nguoi nhan con nudi, néu c6 (Ban sao);

- Giay to tai liu khac dé chitng minh vé viéc nudi con nudi thyc té néu
c@; (Tuy tinh chat cua tung treong hop cu thé ma co cac giay to twong ung).

b) Sé lwong hé so: 01 bod

* Thoi han giai quyét: Trong thoi han 15 ngay, ké tir ngay nhan du hd so
hop Ié€.

* Co quan thyc hién tha tuc hanh chinh: - Co quan c6 tham quyén quyét
dinh: UBND cép x4 noi thudng tri caa ngudi nhan con nudi.

* Co' quan truc tiép thuc hién tha tuc TTHC: Uy ban nhan dan cép xa
noi thuong trd cia ngudi nhan con nuoi.

* Poi twong thuc hién thi tuc hanh chinh: C4 nhan.

* Tén mau don, mau to khai: To khai ding ky viéc nubi con nudi thuc
té - TP/CN-2014/CN.03.

* ¢ phi (néu c6): khong.
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* Két qua thuc hién thi tuc hanh chinh: Gidy ching nhan nudi con
nuoi.

* Y@u cau, diéu kién thuc hién tha tuc hanh chinh (néu co):

- Cac bén c6 du diéu kién vé nudi con nudi theo quy dinh cua phap luat tai
thoi diém phét sinh quan hé nudi con nudi;

- Pén thoi diém Luat nubi con nudi ¢ hiéu lec (ngay 01/01/2011), quan
hé cha, me va con van dang tn tai va ca hai bén con séng;

- Gitra cha me nubi va con nudi c6 quan hé cham soc, nuéi dudng, giao
duc nhau nhu cha me va con.

* Can cw phap ly:

- Luat nubi con nudi 2010;

- Nghi dinh s 19/2011/ND-CP ngay 21 thang 3 nam 2011 caa Chinh phu
quy dinh chi tiét mot s6 diéu cua Luat nudi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27 thang 6 nam 2011 cia Bo Tu
phap Vé viéc ban hanh va hudng dan viéc ghi chép, luu trit, sir dung biéu mau nudi
con nuoi.

- Thong tu s6 24/2014/TT-BTP ngay 29 thang 12 nim 2014 ctia B6 Tu phap
stra d6i, b6 sung mot s diéu cuia Thong tu s6 12/2011/TT-BTP ngay 27 thang 6
nam 2011 ctia B6 Tu phap vé viéc ban hanh va huéng dan viéc ghi chép, luu trik, sir
dung biéu mau nudi con nudi.
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Mdu TP/CN-2014
CONG HOA XA HQI CHU NGHIA VIET NAM

Poc 1ap — Tw do — Hanh phuc

Anh 4 x 6 cm

TO KHAI
PANG KY VIEC NUOI CON NUOI THUC TE

Anh 4 x6cm

KN QU o

Ho va tén

Ngay, thang, nam
sinh

Noi sinh

Dén toc

Quac tich

Nghé nghiép

Noi thuong trd

S6 Giay
CMND/Hb chiéu

Noi cap

Ngay, thang, ndm
cap

bia chi lién hé

bién
thoai/fax/email
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Chung t61/T61 da cham séc, nudi dudng nguoi co tén dudi ddy nhu con dé cua

minh:
Ho va tén: .
Ngay, thang, nam smh ..........................
NOTSIN: e,
DAN tOC: vevveveeeereereeeann, Quéc tich.........

...G161 tinh; ............

N O CU ETU: ettt e e e e e e e e e e aeaeeaan

Viéc cham soc, nudi dudng dugc thuc hién tir ngay .......... thang.........
nam............. 15, Cho dén nay, quan hé chim soc, nudi dudng van dang ton tai. Nay
chang t6i/t6i c6 nguyén vong dang ky nudi con nudi thuc te.

Chung t61/t61 cam doan nhitng ndi dung khai trén day la ding sy that va chiu
trach nhiém trudc phap luat ve 161 khai cua minh. Bé nghi co quan c6 tham quyén
dang ky nudi con nudi thuc t€ cho ching t6i theo quy dinh cua phap luét.

ONG
(Ky, ghi rd ho tén)

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

BA
(Ky, ghi rd ho tén)

Nguoi dwoc nhan 1am con nudi tir da 9 tudi tré 18n

(Ky, ghi rd ho tén)

NGUOI LAM CHUNG THU NHAT
TOU BN LA
sinh nam ........ ... SECMND ..o

LoV 5 i | O

ONG/BA...oeeeeeeeeeeeeeeeeeee, da cham soc,
nudi dudng anh/Chi........c.oeveuveeeeveeeeeeen. Cho dén
nay quan hé cham soc, nudi dudng van dang ton tai.
To61 xin cam doan 101 chirng cuia toi 1a ding sy that
va tbi chiu trach nhiém trudc phap luat vé viéc lam
chirng cua minh.

(KY, ghi r6 ho tén)

NGUOI LAM CHUNG THU HAI

TOUEN 1A,

sinh nam .......... S6 CMND.....covveen

CUTT LAl veiieieccree et
T6i c6 biét vé viec ONg/Ba...........cccvvvvrverreenen,
........................................... da cham soc, nu()i,
duong anh/chi..........cccoevevveiieiecnnn, Cho d@én

nay quan hé cham soc, nudi dudng van dang ton
tai. T6i xin cam doan 101 ching cua to6i 1a diing
su that va toi chiu trach nhiém truéc phap luat vé
viéc lam chung cua minh.

(K, ghi rd ho tén)

15 Néu ngudi nhan nudi khdng nhé rd ngay nao cua thang thi ghi ngay 01 cua thang d6. Néu ngudi nhan nudi
khong nha rd ngay, thang nao cua nam thi ghi ngay 01 thang 01 cuia nam do.
16 Néu ngudi nhan con nudi mudn gitr bi mat vé viéc nudi con nudi thi ngudi duge nhan 1am con nudi khong can

phai ky tén.
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E. LINH VUC PHO BIEN GIAO DUC PHAP LUAT
1. Thi tuc cong nhén to trwéng té hoa giai
*Trinh ty thuwe hién:

Trong thoi han 05 ngay, ke tir ngay to chic cude hop bau to truong to hoa
giai, Truong ban cong tac Mit tran 1am van ban dé nghi cong nhan t6 truong to
hoa gidi kem theo bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé
viéc bau t6 trudng to hoa giai, giri Cha tich Uy ban nhan dan cap xa. Trong thoi
han 05 ngay lam viéc, ké tir ngay nhan dugc van ban dé nghi cdng nhan to
tredng to hoa giai, Chu tich Uy ban nhan dan cap x& xem xét, quyét dinh.

* Cach thitc thue hién: Truec tiép tai B) phian Mt cira
* Thoi gian giai quyét: 5 ngay lam viéc

* Thanh phan ho so

- Van ban dé nghi cong nhan t6 truong té hoa giai

- Bién ban kiém phiéu hoac bién ban ve ket qua bicu quyet ve viéc bau to
truong to hoa giai trong truong hop bau to truong to hoa giai vién bang hinh
thac bieu quyet cong khai

* Co quan thuc hién: Uy ban Nhan dan x&, phuong, thi tran.

*Yéu cau, diéu kién: Nguoi duge cong nhan la t6 truong to hoa gidi phai
dat trén 50% s6 hoa giai vién cua to hoa giai dong v va 1a ngudi c6 s6 phiéu bau
cao nhét..

* Cian c& phap ly: Nghi quyét lién tich 01/2014/NQLT/CP-
UBTUMTTQVN ngay 18/11/2014 cua Chinh pht.

2. Tha tuc thoi lam hoa giai vién
*Trinh ty thue hién:

Trong thoi han 10 ngay, ké tir khi nhan dugc dé nghi caa to truong To hoa
giai vé viéc thoi lam hoa giai vién, Truong ban cdng tac Mt tran chu tri, phoi
hop véi truong thon, t6 truong dan phod xem x¢€t, xac minh, lam véan ban dé nghi
Chu tich Uy ban nhan dan cap xa ra quyét dinh théi 1am hoa giai vién. Déi voi
truong hop théi 1am hoa giai vién theo quy dinh tai Piém b, Piém ¢ Khoan 1
Piéu 11 cua Luat hoa giai & co s, néu Truong ban cong tac Mat tran, truong
thon, to truong té dan phé khong dong y véi dé nghi cua to truong té hoa giai
hodc Trudng ban cong tac Mat tran va truong thén, to truong to dan phd khéng
théng nhat dugc véi nhau vé dé nghi cua to truong to hoa giai, thi Truong ban
cong tac Mat tran thdng béo véi to truong to hda giai, néu rd 1y do khong dong
y, ddng thoi b4o céo Chu tich Uy ban nhan dan cip xa xem xét, quyét dinh.
Truong hop thoi 1am hoa giai vién dbi véi t truong to hoa giai thi Truong ban
cong tac Mat tran phdi hop véi truong thon, t6 truong t6 dan phd 1am vin ban dé
nghi Chu tich Uy ban nhan dan cap x& ra quyét dinh thdi lam hoa giai vién.
Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc van ban dé nghi hoic
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béo cdo ve viéc thoi lam hoa giai vién, Cha tich Uy ban nhan dan cap xa xem
Xét, quyet dinh.

* Cach thire thwe hién: Truc tiép tai Bo phan Mot cua

* Thoi gian giai quyét: 10 ngay 1am viéc

* Thanh phan ho so

- Vin ban dé nghi ra quyét dinh thoi lam hoa giai vién (Méu s6 08 tai Phu
luc ban hanh kem theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN

- Béo céo vé viéc thoi 1am hoa giai vién (Mau s6 09 tai Phy luc ban hanh
kem theo Nghi quyet lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN) trong
trudng hop Truong ban cong tac Mat tran, truong thon, to truong to dan pho
khong dong y véi de nghi cua to truong to hoa giai hoac Truong ban cong tac
Mat trén va truéng thon, t6 truong t6 dan pho khong thong nhat dugc voi nhau
vé d¢ nghi cua to truong to hoa gial

* Co quan thuc hién: Uy ban Nhan dan xa, phuong, thi tran.

* Poi twong thuc hién: Cong dan Viét Nam, Nguoi nude ngoai, Ngudi
Viét Nam dinh cu ¢ nudc ngoai.

* Yéu cau, dieu kién: Viéc thdi lam hoa giai vién duoc thuc hién trong
cac truong hop sau day:

- Theo nguyén vong caa hoa giai vién;

- Hoa giai vién khong con dap trng mét trong cac tieu chuan quy dinh tai
biéu 7 cua Luat hoa giai ¢ co so;

- Vi pham nguyén tac t6 chiic, hoat dong hoa giai ¢ co s¢ theo quy dinh
tai Dicu 4 caa Luat hoa giai ¢ co s& hoac khong cé dieéu kién tiep tuc lam hoa
giai vién do bi xir ly vi pham phéap luat.

- Theo nguyén vong cua hoa giai vién;

- Hoa giai vién khong con dap (tng mét trong cac tiéu chuan quy dinh tai
bicu 7 cua Luat hoa giai ¢ co so;

- Vi pham nguyén tic to chuc, hoat dong hda giai & co s¢ theo quy dinh
tai Dicu 4 caa Luat hoa giai ¢ co sd hoac khong co6 dieéu kién tiep tuc lam hoa
giai vién do bi xtr ly vi pham phép luat.

* Can ci phap ly: Nghi quyét lién tich 01/2014/NQLT/CP-
UBTUMTTQVN ngay 18/11/2014 cua Chinh phu.

4. Tha tuc cong nhan hoa giai vién

*Trinh tw thuc hién:

“Truong hop két qua bau hoa giai vién dép (ng yéu cau quy dinh tai Diém
a, biém b Khodn 3 Dieu 8 cua Luét hoa giai ¢ co so, Truong ban cong tac Mat
tran lap danh sach ngudi dugc dé nghi cong nhan la hoa giai vién kem theo bién
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ban kiém phiéu hoic bién ban vé két qua biéu quyét bau hoa giai vién giri Chu
tich Uy ban nhan dan c4p x&. Trong thoi han 05 ngay lam viéc, ké tir ngay nhan
dugc danh sach nguoi duge dé nghi cdng nhan hoa giai vién, Chu tich Uy ban
nhan dan cap X4 xem Xét, quyét dinh;
- Truong hop sb ngudi duge dé ‘nghi cong nhan la hoa giai vién lay theo két qua
bo phiéu tir cao XUong thap nhiéu hon sé lugng hoa giai vién duoc Chu tich Uy
ban nhan dan cip xa quyet dinh thi Truéng ban cong tac Mat tran lap danh sach
nhiing nguoi duoc dé nghi cong nhan, trong do bao gém nhimng ngudi c6 s6
phiéu bing nhau giri Chu tich Uy ban nhan dan cap x& xem xét, quyét dinh.

* Cach thirc thue hién: Truc tiép tai Bo phan Mot cta

* Thoi gian giai quyét: 5 ngay lam viéc

* Thanh phan ho so

- Danh sich nguoi dugc de nghi cong nhan 1a hoa giai vién (Mau s6 06 tai
Phu luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN)

- Bién ban kiém phicu hoac bién ban vé két qua biéu quyet bau hoa giai
vién (Mau so6 01 tai Phu lyc ban hanh kem theo Nghi quyet lién tich so
01/2014/NQLT-CP-UBTUMTTQVN trong truong hop bau hoa giai vién bang
hinh thirc biéu quyet cong khai; Mau so 02 tai Phy luc ban hanh kem theo Nghi
quyet lién tich so 01/2014/NQLT-(;P-UBT[{MTTQVN trong truong hop bau
hoa giai vién bang hinh thirc bo phiéu kin; Mau so 03 tai Phu luc ban hanh kem
theo Nghi quyet lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN trong truong
hop bau hoa giai vién bang hinh thac phéat phicu bau dén ho gia dinh).

* Co quan thuc hién: Uy ban Nhan dan x3, phuong, thi tran.

* Yéu céu, diéu kién: Nguoi dugc dé nghi cdng nhan Ia hoa giai vién
phai dat trén 50% dai dién ho gia dinh trong thon, t6 dan pho dong y.

* Can ci phap ly: Nghi quyét lién tich 01/2014/NQLT/CP-
UBTUMTTQVN ngay 18/11/2014 cua Chinh phu.

5. Thi tuc cho thdi 1am tuyén truyén vién phap luat
*Trinh ty thue hién:

Khi tuyén truyén vién phap luat thudc mot trong cac truong hop cho théi
lam tuyén truyen vién phap luét theo quy dinh, cong chire tu phap - ho tich trinh
Chu tich Uy ban nhan dan cép xa xem xét, ra quyét dinh cho thoi lam tuyén
truyén vién phap luat.

* Cach thire thwe hién: Truc tiép tai Bo phan Mot cua

* Thoi gian giai quyét: 3 ngay lam viéc

* Thanh phan hé so: Khong quy dinh

* Co quan thuc hién: Uy ban Nhan dan x&, phuong, thi tran.
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* Yéu céu, diéu kién: Viéc cho thoi lam tuyén truyen vién phap luat dugc
thuc hién khi tuyén truyén vién phap luat thuoc mot trong cac trueong hop sau
day:

+ Tu nguyén xin thdi 1am tuyén truyén vién phap luét vi ly do sic khoe,
hoan canh gia dinh hodéc vi 1y do chinh dang khac;

~+ Thyc hién mot trong cac hanh vi bi cdm theo quy dinh tai Diéu 9 Luat
pho bien, giao duc phéap luat;

+ Bi To0a 4n két 4n va ban an da c6 hiéu luc phép luat;

+ M4t niang luc hanh vi dan sy hoic c¢6 khé khin trong nhan thac, 1am
chu hanh vi hoac han ché nang luc hanh vi dan su theo quy dinh cua Bo luat dan
su.

+ Tu nguyén xin thdi 1am tuyén truyén vién phap luat vi ly do stc khoe,
hoan canh gia dinh hodc vi 1y do chinh dang khac;

~+ Thyc hién mot trong cac hanh vi bi cam theo quy dinh tai Diéu 9 Luat
pho bién, giao duc phép luat;

+ Bi T0a an két 4n va ban an da c6 hiéu lyc phép luat;

+ Mat nang luc hanh vi dan sy hoic ¢6 kho khin trong nhan thic, 1am chu
hanh vi hoac han ché nang luc hanh vi dan su theo quy dinh cua B luat dan su.

* Can ci phap ly: Nghi quyét lién tich 01/2014/NQLT/CP-
UBTUMTTQVN ngay 18/11/2014 cuia Chinh phu.

6. Cong nhan tuyén truyén vién phap luat
*Trinh ty thue hién:

Pinh ky thang 9 hang niam, cong chirc tu phap - ho tich chu tri, phdi hop
vo1 Truong Ban cong tac Mat tran, Truong thon, lang, ép, ban, buoén, phum, séc,
t6 dan pho, khu phd, khéi phd va cong dong dan cu khac va nguoi ding dau cac
t6 chirc chinh tri - x4 hoi trén dia ban cip xa thong bao cong khai tiéu chuan
tuyén truyén vién phap luat; cdc quy dinh vé cong nhéan tuyén truyén vién phéap
luat t6i co quan, don vi va ngudi dan trén dia ban co so dé tu nguyén ding ky
tham gia lam tuyén truyén vién phap luat.
Can cur danh sach ty nguyén dang ky tham gia lam tuyén truyén vién phap luat
tu dia ban co s0, thyc trang doi ngt cong chirc cua Uy ban nhan dan cdp xi va
nhu cau xay dung doi ngii tuyén truyén vién phap ludt, cong churc tu phap - ho
tich ra soat, lap danh sach nguoi du tiéu chuén trinh Chu tich Uy ban nhan dan
cap x4 xem xét, cong nhan tuyén truyén vién phap luat.

* Cach thure thye hién: Tryc tlep tai Bo phan Mot cia
* Thoi gian giai quyét: 5 ngay lam viéc
* Thanh phan hé so: Danh sach dé nghi cong nhan tuyén truyén vién
phap luat cua cbng chuc tu phap - ho tich.
* Co quan thuc hién: Uy ban Nhan dan x&, phuong, thi tran.
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* Y8u cau, diéu kién: C4 nhan duoc dé nghi cong nhan 1am tuyén truyén
vién phap luat phai 1a ngudi ¢6 uy tin, kién thac, am hiéu vé phap luat

* Cin o phap Iy: Nghi quyét lien tich 01/2014/NQLT/CP-
UBTUMTTQVN ngay 18/11/2014 cua Chinh phu.

7. Thi tuc thanh toan thu lao cho hoa giai vién

*Trinh tu thwe hién:

T6 truong t6 hoa giai 1ap ho so dé nghi thanh toan thu lao cho hoa giai
vién,
Trong thoi han 05 ngay lam viéce, ké tir ngay nhan d hd so hop 18, Uy ban nhén
dan cap xd xem x¢ét, quyét dinh va tra thu lao cho hoa giai vién thong qua t6 hoa
giai; truong hop quy€t dinh khong thanh toan cho hoa giai vién thi phai tra 161
bang van ban va néu ro 1y do.

* Cach thire thwe hién: Truc tiép tai Bo phan Mot caa

* Thoi gian giai quyét: 5 ngay lam viéc

* Thanh phan ho se: Gidy de nghi thanh toan th lao cua hoa giai vién
c6 ghi rd ho, tén, dia chi cua hoa giai vién; tén, dia chi to hoa giai; so tién d¢
nghi thanh toan; ndi dung thanh toan (c6 danh sach cac vu, viéc trong truong
hop dé nghi thanh toan thu lao cho nhicu vy, viéc); chix ky cua hoa giai vién;
chir ky xac nhan cua to truong to hoa giai. Xuat trinh S6 theo doi hoat dong hoa
giai 6 co sd dé doi chieu khi can thiét.

* Co quan thuc hién: Uy ban Nhan dan x&, phuong, thi tran.

* Y@u cau, diéu kién: Diéu kién duoc husng thi lao theo vu, viéc cua
hoa giai vién:

- Vy, viéc duoc tién hanh hoa giai va da két thic trong truong hop:

+ Cac bén dat dugc thoa thuan;

+ Mot bén hoac cac bén yéu cau cham duat hoa giai;

+ Hoa giai vién quyét dinh két thic hoa giai khi cdc bén khong the dat
duoc thoa thuan va viéc tiep tuc hoa giai cling khong thé dat duoc két qua.

- Hoa giai vién khong vi pham nghia vu sau:

+ Thyc hién hoa giai khi c¢6 can cir theo quy dinh tai Diéu 16 cua Luat hoa
giai o co s0.

+ Tuan thu c&c nguyén tic quy dinh tai Diéu 4 cua Luat hoa giai ¢ co so.

+ Tur chéi tién hanh hoa giai néu ban than ¢ quyen lgi va nghia vu lién
quan dén vy, viéc hoa giai hoac vi ly do khac dan den khong the bao dam khach
quan, cbng bang trong hoa giai.

+ Thdng bao kip thai cho to treong to hoa giai dé béo cdo Chu tich Uy
ban nhan dan cap xa co bién phap phong ngtra trong truong hop thay mau thuan,
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tranh chap nghiém trong c6 thé dan dén hanh vi bao luc gay anh hudng dén sic
khoé¢, tinh mang cua cac bén hoac gay mat trat tu céng cong.

+ Thong bao kip thoi cho t6 truong to hoa gidi dé bao cao co quan ¢o
tham quyén xu 1y trong truong hop phat hién mau thuan, tranh chap c6 dau hiéu
vi pham phéap luat vé xur ly vi pham hanh chinh hoac phap luat vé hinh su.

- Vy, viéc duoc tién hanh hoa giai va da két thic trong trudng hop:
+ Cac bén dat dugc théa thuan;
+ M0t bén hoic cac bén yéu cau cham dat hoa giai;

+ Hoa giai vién quyét dinh két thic hoa giai khi cdc bén khong the dat
duoc thoa thuan va viéc tiep tuc hoa giai cling khong thé dat duoc két qua.

- Hoa giai vién khong vi pham nghia vu sau:

+ Thuyc hién hoa giai khi c6 cin cir theo quy dinh tai Piéu 16 cua Luat
hoa giai ¢ co so.

+ Tuan thi cac nguyén tac quy dinh tai Diéu 4 cia Luat hoa giai ¢ co so.

+ Tur choi tién hanh hoa giai néu ban than c6 quyen loi va nghia vu lién
quan dén vy, viéc hoa giai hogc vi ly do khac dan dén khong thé bao dam khach
quan, cong bang trong hoa giai.

+ Thong béo kip thoi cho to truong to hoa giai dé bao céo Chu tich Uy
ban nhan dan cap xa co bién phap phong ngura trong truong hop thay mau thuan,
tranh chap nghiém trong cé thé dan dén hanh vi bao lyc gdy anh hudng dén stc
khoé, tinh mang cua cac bén hoac gay mat trat tu cdng cong.

~ + Thong bao kip thoi cho t6 truong to hoa gidi dé bao céo co quan co
tham quyen xu ly trong truong hop phat hién mau thuan, tranh chap c6 dau hiéu
vi pham phap luat vé xur ly vi pham hanh chinh hoac phap luat vé hinh su.

* Cian ci phap ly: Nghi quyét lién tich 01/2014/NQLT/CP-

UBTUMTTQVN ngay 18/11/2014 cta Chinh phu.
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