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THONG TIN
1. Thi tuc Piang ky Khai sinh

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong

C,(f quan truc tiép thuc UBND cp Xa

hién:
- Ngudi c6 yéu cau dang ky khai sinh truc tiép thyuc hién
hodc Gy quyén cho nguoi khac thuc hién viée dang ky khai

Cach thuc thyc hién: sinh; - Nguoi thyce hién viée dang ky khai sinh co thé truc
tlep nop ho so tai B0 phan tiép nhan va tra két qua thuodc
Uy ban nhéan dan cip
Ngay trong ngay cong chirc tu phap — ho tich tiép nhan

.. X éu cau, truong hop nhan ho so sau 15 gid ma khong giai

Thot han gidi quyet: Zuyet duoc nggy '[(;E tra két qua trong nggay lam vi¢c %fp
theo.
Lé phi: 5.000 dong/lan. Mién 1¢ phi d6i véi truong hop

L¢ phi: khai sinh dung han, nguoi thudc gia dinh c6 cong vadi cach
mang; nguoi thugc h ngheo; ngudi khuyét tat.

Doi tuong thuc hién: Ca nhan

Két qua thuc hién: Gidy khai sinh

CAC BUGC

- Nguoi co yéu cau dang ky khai sinh nop ho so tai B6 phan tiép nhan va tra két
qua thuoc Uy ban nhén dan cap xa co thAm quyen.

- Ngudi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, ddi chleu thong
tin trong To khai va tinh hop 18 cua gidy to trong ho so do ngudi yéu cau ndp, xuat
trinh.

- Néu ho so day du, hop 1€, ngudi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan ngudi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can b sung, hoan thién, ky, ghi rd ho, chit dém, tén cta nguoi tlep nhan.

- Néu hd so sau khi da duoc huéng dan ma khong dugc bo sung day du, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tir chdi tiép nhan hd
s0, trong do ghi ro ly do tur chdi, ky, ghi 16 ho, chir dém, tén cua ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hé so dén cong chirc tu phap — hd
tich, theo thoi gian nhu sau: Hb so tlep nhén trong bubi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hé so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.




- Néu thay thong tin khai sinh day dii va phu hop, cong chirc tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban nhan dén cap
xd dong v giai quyét thi cong chire tu phap - ho tich cap nhat thong tin khai sinh theo
huéng dan dé l1ay S6 dinh danh ca nhéan (d6i voi cac dia phuong di trién khai cap S6
dinh danh ca nhan khi dang ky khai sinh), ghi ndi dung khai sinh vao S6 va ky tén vao
S6 dang ky khai sinh. Chu tich Uy ban nhan dan cip xi ky Giay khai sinh cap cho
nguoi duge dang ky khai sinh.

- Sau khi nhan S6 va Giay khai sinh tir cong chirc tu phap — ho tich; Bo phan
tiép nhan va tra két qua hudng din dé nguoi di dang ky khai sinh ky tén vao So, dong
thoi trao Gidy khai sinh cip cho nguoi duge ding ky khai sinh.

*Luuy:

+ Trudng hop ngudi yéu cau ndp gidy to 1a ban sao dugc cip tir s6 gbe hodc
ban sao dugc ching thue tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
Xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
nguoi tiép nhén ho so kiém tra, d6i chiéu ban chup voi ban chinh va ky vao ban chup
xéac nhan vé viéc di d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
k¥ ndp ban sao co ching thyc gidy t& do.

+ Truong hop phap luét quy dinh Xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau ngudi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu hé so.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich theo
quy dinh cua phép luat ho tich, khong duoc yéu cau nguoi dang ky hd tich nop thém
gidy t& ma phap luat ho tich khéng quy dinh phai nop.

HO SO

Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh:

- Ho chiéu hoidc chirng minh nhan dan hodc thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gia
tri su dung dé ching minh vé nhan than ciia ngudi 6 yéu cau dang ky khai sinh;

- Gidy to ching minh noi cu tri dé ching minh tham quyén dang ky khai sinh;
truong hop cha, me cua tré da dang ky ket hoén thi phai xuat trinh Gidy chuing nhan
két hén (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co s¢ dir liéu hd tich
dién ttr toan quéc chua dugc xay dung xong va thyc hién théng nhit trén toan qudc).

Truong hop gui hé so qua h¢ thdng buu chinh thi phai giri kém theo ban sao c6
chung thyc céc gidy to phai xuat trinh néu trén.

* Gidy to phdi nop:

- T& khai ding ky khai sinh theo mau.



- Ban chinh Giay chimg sinh; truong hop khong c6 Gidy chimg sinh thi ndp van
ban ctia nguoi 1am ching xac nhan vé viée sinh; néu khong co nguoi 1am chung thi
phai co gidy cam doan vé viéc sinh;

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

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac
nhan cua co sd y té da thuc hién k¥ thuat hd trg sinh san cho viéc mang thai ho.

- Vin ban uy quyén theo quy dinh cta phap luit trong truong hop uy quyén
thuc hién viéc dang ky khai sinh.

*S6 luwong ho so: 01 bo

Mau don, mau to khai: To khai ding kv khai sinh

CAN CU PHAP LY

- Luéat ho tich nam 2014;

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

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cia UBND tinh Hai

Duong vé viéc quy dinh murc thu, ché d6 thu, ndp, quan 1y va sit dung phi, 1& phi
thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Khéng cé


http://thutuchanhchinh.haiduong.gov.vn/uploads/TP/tp_dkks.docx
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

THONG TIN
2. Thu tuc Pang ky két hon

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C,(f quan truc ti€p thuc UBND cép Xi

hién:

Nguoi co yéu cau ding ky két hon truc tiép ndp ho so tai BO
phan tlep nhan va tra két qua thudoc Uy ban nhan dan cap xa
c6 tham quyen (bén nam hodc bén nir co thé truc tiép nop hd
so ma khong can ¢ vin ban ty quyén ciia bén con lai).

Cach thtre thuc hién:

Ngay trong ngay cong chirc tu phap - ho tich tiép nhan hd so;
truong hop nhan ho so sau 15 gio ma khong giai quyét duoc
Thoi han giai quyét: ngay thi tra két qua trong ngay lam viéc tiép theo. Truong
hop can xac minh diéu kién két hon cua hai bén nam, nit thi
thoi han giai quyét khong qua 05 ngay 1am viéc.

L¢ phi: Mién 18 phi

bo6i tuong thuc hién: Ca nhan

Két qua thuc hién: Giay chiing nhan két hon
CAC BUOC

- Nguoi co yéu cau dang ky két hon nop_ hd so tai B phén tiép nhan va tra két
qua thuoc Uy ban nhén dan cap xa co tham quyen

- Nguoi tiép nhan c6 trach nhi¢m kiém tra ngay toan b hd so, dm chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do ngudi yéu cau ndp, xuat
trinh.

- Néu ho so day du, hop 1€, nguoi tiép nhan hod so viét gidy tiép nhan, trong do6
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan nguoi
ndp ho so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy 1o,
ndi dung can bo sung, hoan thién, ky, ghi 16 ho, chir dém tén cua nguoi tiép nhan.

- H6 so sau khi da dugc hudng dan ma khong duoc bo sung day dua, hoan thi¢n
thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chbi tlep nhan ho so,
trong do6 ghi r6 1y do tur chéi, ky, ghi 16 ho, chir dém, t€n cua nguoi tiép nhan.

B6 phan tiép nhan va tra ket qua chuyén ho so dén cong chirc tu phap — ho tich,
theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong bubi
sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép nhan
thoi gian con lai duge chuyén giao cudi budi chleu hang ngay.

- Sau khi tiép nhan du ho so hop 18, néu thdy du diéu kién két hon theo quy
dinh, cong chirc tu phép - ho tich bao cao Chu tich Uy ban nhan dan cap xa. Trudng
hop Chii tich Uy ban nhan dan cép xa dong ¥ giai quyét thi cong chirc tu phap - ho
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tich ghi viéc két hon vao S6 ding ky két hon, huéng dan hai bén nam, nit ky vao Giay
chirng nhan két hon, cung hai bén nam, nir ky tén vao S6, Chu tich Uy ban nhan dan
cap x4 t6 chuic trao Gidy chiing nhan két hon cho hai bén nam, nit.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 ge hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuét trinh glay to khi dang ky ho tich, nguoi
tiép nhan co trach nhiém klem tra gidy tO xuét trinh, d01 chiéu véi thong tin trong TO
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau nguoi dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xudt trinh dé luu hd so.

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

HO SO

Thanh phan, sb luong ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyén cap, con gia
tri su dung dé chirng minh vé nhan than ctia ngudi c¢6 yéu cau dang ky két hon.

- Glay to chung minh noi cu tra dé xac dinh thim quyén (trong giai doan Co sO
dir liéu quoc gia vé dan cu va Co so dit li¢u ho tich dién tir toan quoc chua dugc xay
dung xong va thuc hién théng nhat trén toan quic).

- Trich lyc ghi chi ly hon d6i vé6i truong hop coéng dan Viét Nam ding ky
thuong tra tai dia ban xa lam thu tuc dang ky két hon, da duoc giai quyét viée ly hon
trude do tai co quan c6 thAm quyén nudc ngoai.

* Gidy to phdi ngp

- To khai dang ky két hon theo mau. Hai bén nam, nir c6 thé khai chung vao
mot To khai dang ky két hon;

- Ban chinh Gidy x4c nhan tinh trang hon nhan do Uy ban nhan dan cap x co
thAm quyén cap trong truong hop nguoi yéu cau ding ky két hon khong dang ky
thudng tra tai dia ban x3 1am tha tuc dang ky két hon (trong giai doan Co so dit liéu
quéc gia vé dan cu va Co sé dir liéu ho tich dién tir toan quéc chua duogc xay dung
xong va thuc hién théng nhét trén toan qudc).



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

* 86 lwong ho so: 01 bo

Mau don, mau to khai: To khai dang ky két hon

CAN CU PHAP LY

- Luat hé tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cia UBND tinh Hai
Duong vé viée quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1€ phi t

YEU CAU

- Nam tir dt 20 tudi tré 1én, nit tir &t 18 tudi trd 1én;

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

- Céc bén khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thudc mét trong cac trudng hop cAm két hon, gom:

+ Két hon gia tao;

+ T4o hon, cudng €p két hon, Iira ddi két hon, can tro két hon;

+ Nguoi dang co vo, co chong ma két hon voi ngudi khac hodc chua cé vo,
chua co chong ma két hon véi ngudi dang co chong, o vo;

+ Két hon gitra nhitg ngudi cing dong mau vé truc hé; giita nhitng ngudi co
ho trong pham vi ba do1; gitra cha, me nudi voi con nu6i; gitta nguoi da tung la cha,
me nudi v6i con nudi, cha chdong véi con dau, me vo véi con ré, cha duong voi con
riéng ctia vo, me ké v6i con riéng ctia chong.

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


http://thutuchanhchinh.haiduong.gov.vn/uploads/tp_dkkh.docx
http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

THONG TIN

3. Thu tuc dang ky nhan cha, me con

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cép Xi

hién:

Nguoi ¢o yéu cau dang ky nhan cha, me, con (mot hogc hai
Cach thire thyc hién: | bén) nop hé so truc tiép tai Bo phan tiép nhan va tra két qua
thudc Uy ban nhan déan cdp xa c6 thAm quyén.

’ 03 ngay lam viéc ké tur ngay cong chue tu phap - ho tich tiép
Thot han giai quyét: nhén hd so. Truong hop can phai xac minh thi thoi han giai
quyét khong qua 08 ngay lam viéc.

Lé phi: 10.000 dong. Mién 1¢ phi cho nguoi thudc gia dinh
L¢ phi: c6 cong voi cach mang; nguoi thuoc hd ngheo; ngudi khuyét
tat.

Doi tuong thuc hién: Ca nhan

Két qua thuc hién: Trich luc dang ky nhan cha, me, con.

CAC BUGC

- Nguoi 6 yéu cau dang ky nhan cha, me, con nop hé so tai B phan tiép nhan
va tra két qua thude Uy ban nhan dan cép xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hd so, xac dinh tinh
hop 1& cta gidy to trong hd so do nguoi yéu cau ndp, xuat trinh; déi chiéu thong tin
trong To khai véi giéy to trong ho so.

- Néu ho so day du, hop 1€, ngudi tlep nhan ho so viét gidy/phiéu tiép nhan,
trong do ghi rd ngay, gio tra két qua; néu ho so chua day dii, hoan thién thi hudng dan
ngudi ndp hd so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung,
hoan thién ho so ngay thi phai lap thanh van ban huong dan, trong d6 néu rd loai giay
to, no1 dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi tiép nhan.

- Néu ho so sau khi da dugc hudng dan ma khong dugc bd sung day du, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chdi tlep nhan hd
s0, trong do ghi ro ly do tur chéi, ky, ghi 16 ho, chir dém, tén cua nguoi tiép nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va ho so tiép
nhan thoi gian con lai duge chuyén giao cubi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngay nhén du ho so, néu thay viéc nhan cha,
me, con la ding va khong c6 tranh chép, cong chiic tu phap - ho tich bao cao Chu
tich Uy ban nhén déan cap xa. Truong hop Chu tich Uy ban nhan déan cap xi dong y
giai quyét thi cong chirc tu phap - ho tich ghi va ky vao S6 ding ky nhan cha, me,
con. Chu tich Uy ban nhan dan cép xa ky Trich luc dang ky nhan cha, me, con.
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- Sau khi nhan S6 va Trich luc dang ky nhan cha, me, con tir cong chirc tu phap
— ho tich; Bo phén tiép nhan va tra két qua hudng dan dé nguoi di dang ky ho tich ky
tén vao SO, dong thoi trao Trich lyc dang ky nhan cha, me, con cho ngudi di dang ky
ho tich.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir sO gdc hodc
ban sao dugc chimg thuce tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chyup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd dbi chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luét quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xuat trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau ngudi dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

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

HO SO

Thanh phan, s6 lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chirng minh nhan dan hoac thé can cudc cong dan hoac cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cdp, con gia
tri st dung dé chtrng minh vé nhan than ctia nguoi c¢6 yéu cau ding ky nhan cha, me,
con.

- Gidy to chirng minh noi cu tr dé xéac dinh thim quyén dang ky nhan cha, me,
con (trong giai doan Co so dir licu quéc gia vé dan cu va Co s dir liéu ho tich dién tur
toan qubc chua dugce xay dung xong va thue hién thong nhét trén toan qubc).

* Gidy to phdi ngp

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

- Gidy to, do vat hodc chung ctr khac chting minh quan hé cha, con hodc quan
hé me, con gém:

+ Vin ban cla co quan y té, co quan giam dinh hodc co quan khac c6 tham
quyén x4c nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai co thu tu, phim anh, bang,
dia, 6 dung, vat dung khac ching minh moi quan hé cha con, quan hé me con va vin
ban cam doan ciia cha, me vé viéc tré em 1a con chung ctia hai nguoi, c6 it nhét hai
nguoi than thich cia cha, me lam ching.

*S6 luwong ho so: 01 bo



Mau don, mau to khai:To khai diang ky nhan cha, me, con.

CAN CU PHAP LY

Luat hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

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

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muec thu, ché do thu, ndp, quan ly va

YEU CAU

- Bén nhan va bén duogc nhan 1a cha, me, con déu con séng;

- Viéc nhén cha, me, con khong c6 tranh chép.

- Truong hop nam, ntr chung song voi nhau nhu vo chong, khong dang ky két
hén, sinh con, ngudi con séng cing voi ngudi cha, khi nguoi cha lam thu tyc nhan
con ma khong lién hé dugc v6i ngudi me thi khong can cé v kién ciia ngudi me trong
To khai dang ky nhan cha, me, con.
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THONG TIN
4. Thu tuc Pang ky khai sinh két hop nhin cha, me con

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cép Xa

hién:

Nguoi yéu cau ding ky khai sinh, nhan cha, me, con (mot
Cach thuc thuc hién: hodc hai bén) nop ho so truc ti€p tai Uy ban nhan dan cap
xa co0 tham quyén.

, 03 ngdy lam viéc ké tir thoi diém Cong chire tu phap — hd
Thot han giai quyét: tich nhan da ho so hop I¢, truong hop phai xac minh thi
khong qué 08 ngay lam viéc.

+ Piang ky khai sinh: 5.000 dong. Mién 1& phi dbi véi
truong hop dang ky khai sinh dang han; ngudi thudc gia
dinh c6 cong vdi cach mang; ngudi thugc hd ngheo; nguoi

L¢ phi: khuyét tat. + L& phi dang ky nhan cha, me, con: 10.000
d6ng. Mién 1 phi cho nguoi thudc gia dinh c6 cong véi
cach mang; nguoi thudc hd ngheo; nguoi khuyét tat.

Doi tuong thuc hién: Ca nhan

Két qua thyc hién: Giéy khai sinh, Trich luc nhan cha, me, con.

CAC BUGC

- Nguoi c6 yéu cau ding ky khai sinh va nhan ccha, me, con nop_ hd so tai Bo
phan tiép nhan va tra két qua thudc Uy ban nhan dan cap xi c6 tham quyen

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hd so, 601 chiéu thong
tin trong To khai va tinh hop 18 cua gidy to trong ho so do ngudi yéu cau ndp, xuat
trinh.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan ngudi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can b sung, hoan thién, ky, ghi rd ho, chit dém, tén ctia nguoi tiép nhén.

- H) so dang ky khai sinh va nhan cha, me, con sau khi da dugc hudng dan
theo quy dinh ma khong duoc bd sung, hoan thién thi ngudi tiép nhan tir chdi tiép
nhan ho so. Viéc tir chdi tiép nhan ho so phai dugc thé hién bang van ban, trong d6
ghi 18 1y do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir dém, tén.

- B phén tiép nhan va tra két qua chuyén ho so dén cong chuc tu phap — hod
tich, theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hé so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.
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- Trong thoi han 03 ngay, ké tur ngay nhan du hd so, néu théy viéc nhan cha,
me, con la dung va khong co tranh chap; thong tin khai sinh day d va phu hop, cong
chtic tu phap - ho tich bao cdo Chu tich Uy ban nhan dan cip xa. Truong hop Chu
tich Uy ban nhan déan cap xa dong y giai quyét thi cong chirc tu phép - ho tich ghi noi
dung nhén cha, me, con vao S6 dang ky nhan cha, me, con; ghi ndi dung khai sinh
vao S6 ding ky khai sinh, cap nhat thong tin khai sinh theo hudng dan dé 1y Sé dinh
danh ca nhén (ddi v6i cac dia phuong da trién khai cdp S6 dinh danh c4 nhéan khi dang
ky khai sinh) va ky tén vao S6. Chu tich Uy ban nhan dan cip xa ky Gidy khai sinh va
Trich luc nhan cha, me, con.

- Sau khi nhan két qua tir cong chirc tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di ding ky khai sinh va nhan cha, me, con ky tén vao S6,
dong thoi trao Trich luc dang ky nhan cha, me, con va Gidy khai sinh cho nguoi di
dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 goe hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong duge yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup
xac nhan vé viéc di d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xudt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuét trinh, khong dugc yéu cau nguoi dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dung, du hé so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau nguoi dang ky ho tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

HO SO

Thanh phan, s6 lugng ho so:

* Gidy to' phdi xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca nhéan do co quan ¢6 thAm quyén cap, con gia
tri st dung dé chimg minh vé nhan than ctia ngudi ¢6 yéu cau ding ky khai sinh, nhan
cha, me, con.

- Gidy to ching minh noi cu tra dé chung minh tham quyen dang ky khai sinh,
nhén cha, me, con (trong giai doan Co so dir liéu qudc gia vé dan cu va Co so dit licu
ho tich dién tir toan qubc chua duge xay dung xong va thuc hién théng nhét trén toan
quée).

* Gidy to phdi ngp:
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- To khai dang ky khai sinh, To khai dang ky nhén cha, me, con theo mau.

- Ban chinh Giay ching sinh; truong hop khong co Gidy chung sinh thi ndp
van ban cua nguoi lam chimg xac nhan vé viéc sinh; néu khong c6 nguoi lam ching
thi phai c6 giay cam doan v€ viéc sinh;

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

+ Vin ban cla co quan y té, co quan giam dinh hodc co quan khac c6 tham
quyén xac nhin quan hé cha con, quan hé me con.

+ Truong hop khong cd van ban néu trén thi phai cé thu tir, phim anh, bang,
dia, 6 dung, vat dung khac chimg minh méi quan hé cha con, quan hé me con va vin
ban cam doan cta cha, me vé viéc tré em 1a con chung cua hai nguoi, co it nhat hai
nguoi than thich cia cha, me lam chang.

* 86 lwong hé so: 01 bj

Mau don, mau to khai: T khai ding k¥ khai sinh, To khai ding k¥ nhan cha,
me, con

CAN CU PHAP LY

- Luat hon nhan va gia dinh nam 2014;

- Luat ho tich nam 2014;

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

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1 phi
thudc thim quyén quyét dinh cua Hoi dong nhan dan tinh Hai Duong.

YEU CAU

- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;

- Viéc nhén cha, me, con khong c6 tranh chép.

- Trudng hop nam, nit chung séng voi nhau nhu vo chong, khong ding ky két
hén, sinh con, nguoi con sdng cung véi ngudi cha, khi nguoi cha 1am thu tuc nhan
con ma khéng lién hé duoc voi ngudi me thi khong can cé ¥ kién cta ngudi me trong
To khai dang ky nhan cha, me, con.
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THONG TIN
5. Tha tuc dang ky khai tir

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C,(f quan truc ti€p thuc UBND cép Xa

hién:

- Nguoi co yéu cau dang ky khai tir truc tiép thuc hién hodc
uy quyén cho nguoi khac thuc hién viée dang ky khai tu; -
Céch thtrc thyce hién: Nguoi thue hién viéc dang ky khai tu co thé truc tlep nop
hd so tai BO phan tiép nhan va tra két qua thuéc Uy ban
nhan dan cip x3 co

Ngay trong ngay cong chirc tu phap — ho tich tiép nhan yéu
cau, trudong hop nhan ho so sau 15 gio ma khong giai quyét
Thoi han giai quyét: dugc ngay thi tra két qua trong ngay lam viée tiép theo.
Truong hop can xac minh thi thoi han giai quyét khong qua
03 ngay lam viéc.

Lé phi: 5.000 dong. Mién 18 phi dbi voi trudng hop ding ky

L¢ phi: khai tir dang han, nguoi thugc gia dinh ¢6 cong voi cach
mang; nguoi thudc ho ngheo; ngudi khuyét tat.
ba1 tuong thuc hién: Ca nhan
Két qua thuc hién: Trich luc khai tir
CAC BUGC

- Nguoi co yéu cau dang ky khai tir nop ho so tai BO phan tiép nhan va tra két
qua thuoc Uy ban nhén dan cap xa co tham quyen

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b ho so, dm chiéu thong
tin trong To khai va tinh hop 18 cua gidy to trong ho so do nguoi yéu cau ndp, xuét
trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu ho so chua day du, hoan thién thi hudng dan nguoi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can bd sung, hoan thién, ky, ghi rd ho, chir dém, tén ctia nguoi tiép nhan.

- Néu ho so sau khi da dugc hudng dan theo quy dinh ma khong dugc bd sung
day da, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chdi
t1ep nhan hd so, trong dé ghi 6 1y do tir chdi, ky, ghi 1d ho, chir dém, tén cta ngudi
tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén coéng chic tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
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budi sang, ho so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hod so tiép
nhén thoi gian con lai dugce chuyén giao cubi budi chiéu hang ngay.

- Ngay sau khi nhan di hd so theo quy dinh, néu thay thong tin khai tur day du
va phu hgp, cong chirc tu phap - hé tich bao cao Chu tich Uy ban nhan dan cap xa.
Truong hop Chii tich Uy ban nhan déan cap xa dong y giai quyét thi ky Trich luc khai
tir; cong chire tu phap - ho tich ghi va ky tén vao S6 dang ky khai tu.

- Sau khi nhan Sé va Trich luc dang ky khai tir cong chirc tu phap - ho tich; Bo
phan tiép nhan va tra két qua hudéng dan dé nguoi di dang ky khai tr ky tén vao S6,
dong thoi trao Trich lyc ding ky khai tir cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir sd gbe hoic
ban sao duoc ching thyc tir ban chinh thi ngudi tiép nhan ho so khong dugc yéu cau
xuat trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi
nguoi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup
x4c nhan vé viéc di dbi chiéu nodi dung gidy to do, khéng duoc yéu cau nguoi di dang
ky nodp ban sao co ching thyc gidy t& do.

+ Truong hop phap luat quy dinh Xuat trinh glay to khi dang ky hd tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xuat trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, di hd so dang ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau ngudi ding ky ho tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

HO SO

Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cip, con gia
tri str dung dé chiig minh vé nhan than cia nguoi co yéu cau dang ky khai tu;

- Gidy to ching minh noi cu tri ‘cudi cung cua nguoi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir liéu quéc gia vé dan cu va Co sé dir liéu ho tich dién
tur toan quoc chua dugc xay dung xong va thuc hién thong nhat trén toan quoc)

- Truong hop khong xac dinh dugc noi cu trii cudi cung cua ngudi chét thi xuat
trinh gidy to chimg minh noi ngudi d6 chét hoic noi phét hién thi thé ciia ngudi chét.

Truong hop guri hé so qua h¢ thdng buu chinh thi phai giri kém theo ban sao co
chung thyc céc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- To khai ding ky khai tir theo mau;

- Giy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham quyén cap.
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- Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thue hién viéc dang ky khai tir. Truong hop nguoi duge uy quyén la ong, ba, cha, me,
con, vo, chong, anh, chi, em rudt cia nguoi oy quyen thi van ban uy quyén khong
phai cong chiing, ching thuc, nhung phai c6 gidy to chirng minh moéi quan hé véi
nguoi oy quyén.

* $6 lwong ho so: 01 bp

Mau don, mau t& khai: To khai dang ky khai tir

CAN CU PHAP LY

- Luat hé tich nam 2014;

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

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

- Quyét dinh s0 32/2016/QD-UBND ngay 01/11/2016 cia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi, 1& phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Khong cé
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THONG TIN
6. Thu tuc dang ky sinh luu dong

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cép Xa

hién:

- Nguoi co yéu cau dang ky khai tir truc tiép thuc hién hodc
uy quyén cho nguoi khac thuc hién viée dang ky khai tu; -
Céch thtrc thyce hién: Nguoi thue hién viéc dang ky khai tu co thé truc tlep nop
hd so tai BO phan tiép nhan va tra két qua thuéc Uy ban
nhan dan cip x3 co

Thoi han giai quyét: 05 ngay lam viéc.

Lé phi: 5.000 dong. Mién 1& phi d6i véi truong hop ding ky
khai sinh dung han; dang ky cho nguoi thudc gia dinh co

L¢ phi: cong voi cach mang; ngudi thudc hd ngheéo; nguoi khuyét
tat.

Doi tuong thuc hién: Ca nhan

Két qua thyc hién: Gidy khai sinh

CAC BUOC

- Cong chte tu phap - ho tich cdp xd dugc giao nhiém vu ding ky khai sinh luu
dong c6 trach nhiém chuan bi day di mau To khai dang ky khai sinh, gidy to ho tich
va diéu kién can thiét dé thuc hién dang ky luu dong tai nha riéng hoic tai dia diém to
chtrc dang ky luu dong, bado dam thuan loi cho nguoi dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap - ho tich huéng dan
nguoi yéu cau dién day du thong tin trong T khai ding ky khai sinh; kiém tra céc
gidy to 1am co sé cho viéc dang ky khai sinh.

- Trong thoi han 02 ngay 1am viéc, ké tir ngay tiép nhan du ho so, cong chuc tu
phap - ho tich bao cao Chu tich Uy ban nhéan dan cap xa. Truong hop Chu tich Uy ban
nhan dan dong ¥ giai quyét thi ky Glay khai sinh cap cho nguoi c6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan du ho so, cong chic tu phap - ho
tich dem theo Gidy khai sinh va S6 diang ky khai sinh dé tra Két qua cho ngudi c¢6 yéu
cau tai dia diém dang ky luu dong; cong chic tu phap - ho tich ghi ndi dung dang ky
vao S6 dang ky khai sinh, cung nguoi yéu cau ky S6 theo quy dinh. Tai muc “Ghi
chu” trong S6 dang ky khai sinh ghi 16 “DPang ky luu dong”.

- Truong hop nguoi yéu cau khong blet chit thi cong chtrc tu phép - ho tich truc
tiép ghi T6 khai, sau do doc cho nguoi yéu cau nghe lai ndi dung va huéng din ngudi
d6 diém chi vao To khai. Khi tra két qua dang ky ho tich, cong chuc tu phap - ho tich
phai doc lai n6i dung gidy to ho tich cho nguoi yéu cau nghe va huéng dan ngudi do
diém chi vao Sé ho tich.
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HO SO

Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cip, con gia
tri su dung dé ching minh vé nhan than ciia ngudi yéu cau ding ky khai sinh.

- Gidy to chimg minh noi cu tri dé ching minh tham quyén dang ky khai sinh;
truong hop cha, me cua tré da dang ky ket hoén thi phai xudt trinh Gidy chtng nhan
két hon (trong giai doan Co s¢ dir li¢u qudc gia vé dan cu va Co so dir lidu ho tich
dién ttr toan quéc chua duogc xay dung xong va thyuc hién thdng nhat trén toan qudc).

* Gidy to phdi nop:

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy chung sinh; truong hop khong co Gidy chung sinh thi nop
van ban cua nguoi lam ching xac nhan v€ viée sinh; néu khong c6 nguoi lam chimg
thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai c6 van ban xéc
nhan cua co sd y té da thuc hién k¥ thuat hd trg sinh san cho viéc mang thai ho.

*S6 lwong ho so 01 bo

Mau don, mau to khai: To khai ding ky khai sinh

CAN CU PHAP LY

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tu phap huéng dan
thi hanh mot sb diéu cua Luat ho tich va Nghi dinh sd 123/2015/ND-CP ngay
15/11/2015 ciia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1 phi
thudc tham quyén quyét dinh ctia Hoi ddng nhan dan tinh Hai Duong.

YEU CAU
- Khong c6
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THONG TIN
7. Thu tuc két hon luu dong

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong

Co quan tryc tiép thyc hién: UBND cip Xi

Cach thirc thuc hién:

Thoi han giai quyét: 05 ngay lam viéc

Lé phi: Mién 1é phi.

ba1 tuong thuc hién: Ca nhan

Két qua thyc hién: Giay chung nhan két hon
CAC BUOC

- Cong chtrc tu phap - ho tich cip xi duoc giao nhiém vu diang ky két hon luu
dong co6 trach nhiém chuan bi dﬁy du cac loai mau To khai, giéy to ho tich va diéu
kién can thiét dé thuc hién ding ky luu dong.

- Tai dia diém ding ky két hon luu dong, cong chirc tu phap - ho tich c6 trach
nhiém kiém tra, xac minh vé diéu kién két hon cta cac bén; huéng dan nguoi dan dién
day du thong tin trong T khai dang ky két hon. Néu ho so day du, hop 18, cong chirc
tu phap - ho tich tiép nhan ho so viét Phiéu tiép nhan.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich bao cdo Chu tich Uy ban nhan dan cap xi. Trudong hop Chu tich Uy ban
nhan dan dong y giai quyét thi ky cp 02 Gidy chiing nhan két hon cho nguoi co yéu
cau.

Cong chirc tu phap - ho tich ghi ndi dung ding ky vao S6 dang ky két hon; trao
Gidy chtng nhan két hon cho cac bén tai dja diém dang ky luu dong; cing cac bén két
hon ky vao S6 theo quy dinh. Tai muc “Ghi chu” trong S6 dang ky két hon ghi rd
“Dang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chit thi cong chtrc tu phép - ho tich truc
tiép ghi T¢ khai, sau do6 doc cho nguoi yéu cau nghe lai noi dung va huéng din ngudi
d6 diém chi vao To khai. Khi trao Gidy ching nhén két hon, cong chure tu phap - ho
tich phai doc lai ni dung G1ay chtng nhan két hon cho ngudi yéu cau nghe va hudng
dan nguoi d6 diém chi vao S6 ding ky két hon.

HO SO
Thanh phan, s6 luong ho so:
* Gidy to 'phai xudt trinh
- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca nhan do co quan co tham quyén cap, con gia
tri sir dung dé chimg minh vé nhéan than ctia nguoi c6 yéu cau dang ky két hon.
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- Glay to' chimg minh noi cu tra dé xac dinh thim quyén (trong giai doan Co sO
dwr li¢u quoc gia vé dan cu va Co s& dir liéu ho tich dién tir toan quoc chua dugc xay
dung xong va thuc hién théng nhat trén toan qudc).

* Gidy to phdi nép

- To khai dang ky két hon theo mau. Hai bén nam, nit c6 thé khai chung vao
mot To khai dang ky két hon.

* 86 hegng hé so: 01 b

Mau don, mau to khai: To khai dang ky két hon

CAN CU PHAP LY

- Luat hd tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap huéng dan
thi hanh mot sé didu cta Ludt ho tich va Nghi dinh sé 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luét ho
tich.

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1& phi
thudc tham quyén quyét dinh cua Hoi

YEU CAU

- Nam tir di 20 tudi tré 1én, ni tir du 18 tudi trd 1én;

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

- Khong bi mét ning lyc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac truong hop cim két hon, gom:

+ Két hon gia tao;

+ T4o hon, cudng ép két hon, ltra dbi két hon, can trd két hon;

+ Nguoi dang c6 vo, co chéng ma két hon véi nguoi khac hoac chua co6 vo,
chua c6 chong ma két hon véi ngudi dang c6 chdng, co vo;

+ Két hon gitra nhitg ngudi cung dong mau vé truc hé; giita nhitng ngudi co
ho trong pham vi ba doi; gitta cha, me nudi voi con nudi; gitta nguoi da tung la cha,
me nudi v6i con nudi, cha chdng véi con dau, me vo véi con ré, cha duong voi con
riéng ciia vo, me ké vdi con riéng cuia chong;

* Nha nuoc khong thiea nhan hon nhan giita nhitng nguoi cung gioi tinh.
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THONG TIN
8. Thu tuc khai tir lvu dong

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong

Co quan truc tiép thuc hién: | UBND céap Xa

Cach thuc thuc hién:

Thoi han giai quyét: 05 ngay lam viéc.

Lé phi: 5.000 dong. Mién 1& phi d6i véi truong hop
dang ky khai tor dung han; dang ky cho ngudi thudc

L¢ phi: gia dinh c6 cong vdi cach mang; nguoi thudc ho
nghéo; nguoi khuyét tat.

Pbi tuong thuc hién: Ca nhan

Két qua thuc hién: Trich luc khai tir

CAC BUGC

- Cong chtrc tu phap - ho tich dugc giao nhiém vu dang ky khai tir lvu dong céd
trach nhiém chuan bi day di mau To khai dang ky khai tir, gidy to ho tich va diéu kién
can thiét dé thuc hién dang ky luu dong tai nha riéng hodc tai dia diém t6 chirc ding
ky luu dong, bao dam thuén 11 cho nguoi dan.

- Tai dia diém dang ky khai tir luu dong, cong chire tu phap - ho tich huong dan
ngudi yéu cau dién ddy du thong tin trong To khai dang ky khai tir, kiém tra cac gidy
to lam co s¢ cho viéc dang ky khai tir.

- Trong thoi han 02 ngay lam viéc, ké tur ngay tiép nhan ho so, cong chirc tu
phap - ho tich bao cao Chu tich Uy ban nhén dan cap xa. Truong hop Chu tich Uy ban
nhan dan dong ¥ giai quyét thi ky cap Trich luc khai tr cho nguo1 c6 yéu cau.

- Trong thoi han 05 ngdy ké tir ngay tiép nhan ho so, cong chirc tu phap — ho
tich dem theo Trich luc khai tir va SO dang ky khai tir dé tra két qua cho nguoi c6 yéu
cau tai dia diém ding ky luu dong; cong chirc tu phap — ho tich ghi ndi dung vao S6
dang ky khai tir, cing nguoi yéu cau ky vao So. Tai muc “Ghi chi” trong S6 ding ky
khai tir ghi 16 “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chirc tu phap - ho tich truc
tiép ghi T khai, sau d6 doc cho ngudi yéu cau nghe lai ndi dung va huéng dan nguoi
d6 diém chi vao To khai. Khi tra két qua, cong chuc tu phap - ho tich doc lai nd1 dung
Trich luc khai tr cho ngudi yéu cau nghe va hudng din ngudi d6 diém chi vao So
dang ky khai tu.

HO SO

Thanh phén, ) luong ho so:
* Giay to phai xuat trinh
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- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca nhéan do co quan ¢6 thAm quyén cap, con gia
tri str dung dé chimg minh vé nhan than cia nguoi cd yéu cau dang ky khai tu;

- Gidy to chimg minh noi cu tra ‘cudi cung cua nguoi chét dé xac dinh tham
quyén (trong giai doan Co s¢ dir liéu quéc gia vé dan cu va Co so dir liéu ho tich dién
tr toan quoc chua dugc xay dung xong va thuc hién thong nhat trén toan quoc)

- Trudng hop khong xac dinh duoc noi cu tri cudi ciing ctia ngudi chét thi xuét
trinh gidy to chimg minh noi nguoi d6 chét hodc noi phat hién thi thé ctia ngudi chét.

* Gidy to phdi ngp

- To khai ding ky khai tir theo mau;

- Giy béo tir hodc gidy to thay thé Gidy bao tir do co quan ¢6 thAm quyén cép.

* S6 lwong ho so: 01 bo

Mau don, mau to khai: To khai dang ky khai ti

CAN CU PHAP LY

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap huéng dan
thi hanh mot sb diéu cua Luat ho tich va Nghi dinh sd 123/2015/ND-CP ngay
15/11/2015 cia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1 phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Khong c6
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THONG TIN
9. Thu tuc dang ky giam ho

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C,(f quan truc ti€p thuc UBND cép Xi

hién:

- Ngudi ¢6 yéu cau ding ky giam ho truc tiép thuc hién
hodc Gy quyén cho nguoi khac thuc hién viéc dang ky
Cach thuc thuc hién: giam hg; - Nguoi thuc hién viéc dang ky gidm ho cé thé
truc tiép nop hd so tai B phan tiép nhan va tra két qua
thugc Uy ban nhan dan cip xi c6

03 ngay lam viéc ké tir ngay cong chirc tu phap — ho tich

Thot han giai quyét: nhén dii hd so hop 1.

L¢ phi: Mién 18 phi

Ddi tugng thyc hién: C4 nhan

Két qua thuc hién: Trich luc dang ky gidam ho

CAC BUOC

- Nguoi ¢6 yéu cau dang ky giam ho nop. hé so tai B phan tiép nhan va tra két
qua thude Uy ban nhén dan cap xa co tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, xac dinh tinh
hop 1€ cua gidy to trong h6 so do ngudi yéu cau ndp, xuét trinh; doi chiéu thong tin
trong To khai voi gidy to trong hd so.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan nguoi
ndép hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy 1o,
ndi dung can bo sung, hoan thién, ky, ghi rd ho, chir dém, tén ctia ngudi tiép nhan.

- Ho so dang ky h¢ tich sau khi da duoc huong dan theo quy dinh ma khong
duoc bo sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so. Viéc tir
chdi t1ep nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi 1d 1y do tir chdi,
nguoi tlep nhan ky, ghi 10 ho, chit dém, tén.

- B phén tiép nhan va tra két qua chuyén ho so dén cong chuc tu phap — hod
tich, theo thoi gian nhu sau: H6 so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan da hd so, néu thdy yéu cau
dang ky giam ho du diéu kién theo quy dinh phap luat thi cong chirc tu phap - ho tich
béo cao Chu tich Uy ban nhan dan cap xi. Truong hop Chu tich Uy ban nhan dan cép
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xd dong ¥ giai quyét thi cong chuc tu phap - ho tich ghi va ky vao S6 diang ky giam
ho. Chu tich Uy ban nhan dan cap xa ky Trich luc dang ky gidm ho.

- Sau khi nhan S6 va Trich luc dang ky gidm ho tir cong chirc tw phap — ho tich;
B6 phan tiép nhan va tra két qua hudng dan dé nguoi di dang ky giam ho ky tén vao
S6, dong thoi trao Trich luc dang ky giam ho cho ngudi di dang ky ho tich.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd dbi chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luét quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xuat trinh, 601 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau ngudi dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xudt trinh dé luu hd so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du h6 so dang ky ho tich
theo quy dinh cua phép luat hd tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

HO SO

Thanh phan, s6 lugng ho so:

* Gidy to ' phai xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co thAm quyén cip, con gia
tri sit dung dé ching minh vé nhén than cta - nguoi co yéu cau dang ky giam ho.

- Gidy to chimg minh noi cu tra de xac dinh thim quyén ding ky giam ho
(trong giai doan Co s¢ dir licu quoc gia vé dan cu va Co s& dit liéu ho tich dién tir
toan qubc chua dugce xay dung xong va thue hién thong nhét trén toan qubc).

* Gidy to phdi ngp

- To khai dang ky gidm ho theo mau.

- Vin ban cir ngudi giam ho theo quy dinh ctia Bo luat dan sy dbi voi truong
hop dang ky giam ho ctr.

- G1ay td chtimg minh diéu kién giam ho duong nhién theo quy dinh ciia B9 luat
dan sy d6i v6i truong hop dang ky giam ho duong nhién. Truong hop c6 nhiéu nguoi
cung du diéu kién 1am giam ho duong nhién thi ndp thém vin ban thoa thuan vé viéc
cur mot nguodi lam giam ho duong nhién.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thue hién viéc dang ky giam ho. Truong hop nguoi duge uy quyén la ong, ba, cha,
me, con, vo, chdng, anh, chi, em rudt ciia ngudi uy quyén thi vin ban ty quyén khong
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phai cong chung, ching thuc, nhung phai c6 gidy to chimg minh méi quan hé voi
nguoi oy quyén.

* 86 lwong ho so: 01 bd

Mau don, mau to khai: To khai dang ky gidm ho.

CAN CU PHAP LY

- B luat Dan su;

- Luat hé tich nam 2014;

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

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

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cta UBND tinh Hai
Duong vé viéc quy dinh muec thu, ché do thu, ndp, quan ly va st dung phi, 1€ phi thud

YEU CAU
- Khéng c6
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THONG TIN
10. Thu tuc dang ky cham dit giam ho

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cép Xi

hién:

- Ngudi ¢6 yéu cau dang ky cham dut giam ho truc tiép
thuc hién hodc iy quyén cho nguoi khac thuc hién viéc
Cach thuc thyc hién: dang ky cham dut giam ho; - Nguoi thuc hién viéc dang
ky cham dat giam ho cé thé truc tiép nop hod so tai Bo
phan tiép nhan va tra két qua thud

02 ngay lam viéc ké tir ngay cong chirc tu phap — ho tich

Thot han giai quyét: nhén di hd so hop 16.

L¢ phi: Mién 1¢ phi

Doi tuong thuc hién: Ca nhan

Két qua thuc hién: Trich luc dang ky chdm dit gidm ho

CAC BUOC

- Nguoi c6 yéu cau dang ky cham dut giam ho nop ho so tai Bo phan tiép nhan
va tra két qua thuoc Uy ban nhan dén cap xa c6 thim quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, xac dinh tinh
hop 1€ cua gidy to trong h6 so do ngudi yéu cau ndp, xuét trinh; doi chiéu thong tin
trong To khai voi gidy to trong hd so.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan nguoi
ndép hd so bd sung, hoan thién theo quy dinh; truong hop khong thé bod sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy 1o,
ndi dung can bo sung, hoan thién, ky, ghi 16 ho, chir dém, tén cua nguoi tlep nhan.

- H6 so sau khi da dugc hudng dan theo quy dinh ma khong dugce bo sung day
du, hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so. Viéc tir chdi tlep nhan ho
so phai dugc thé hién bang van ban, trong d6 ghi 16 1y do tir chdi, ngudi tiép nhan ky,
ghi 10 ho, chit dém, tén.

- B6 phén tiép nhan va tra két qua chuyén ho so dén cong chuc tu phap — hod
tich, theo thoi gian nhu sau: H6 so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép
nhan thoi gian con lai duoc chuyen giao cudi budi chiéu hang ngay.

- Trong thoi han 02 ngay, ké tir ngay nhan du ho so, néu thdy yéu cau ding ky
chdm dat gidm ho du diéu kién theo quy dinh phéap luét thi cong chire tu phap - ho
tich bao cao Chii tich Uy ban nhan déan cap xi. Truong hop Chu tich Uy ban nhan dan
cap xa dong y giai quyét thi cong chirc tu phéap - ho tich ghi vao SO va ky vao S6 dang
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ky cham dut giam ho. Chu tich Uy ban nhan dan cap xa cap Trich luc dang ky chim
dut giam ho cho ngudi yéu cau.

- Sau khi nhan S6 va Trich luc dang ky chdm dut giam ho tir cong chirc tu phap
— ho tich; BO phan tiép nhan va tra két qua hudng dan dé nguoi di dang ky cham dat
giam ho ky tén vao So, dong thoi trao Trich luc dang ky chdm dut giam ho cho ngudi
di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao dugc cap tir sé gbe hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khéng dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chup voi ban chinh va ky vao ban chup
x4c nhan vé viéc da dbi chiéu noi dung gidy to do, khéng duoc yéu cau nguoi di ding
ky nop ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, 601 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau ngu’0’1 dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan co thé chup 01 ban gidy td xuat trinh hozc
ghi lai thong tin cua gidy to xudt trinh dé luu hd so.

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

HO SO

Thanh phan, sb lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén cap, con gia
tri str dung dé chting minh vé nhan than ctia ngudi c6 yéu cu dang ky chim dat giam
ho.

Truong hop gur hé S0 qua hé théng buu chinh thi phai giri kém theo ban sao co
ching thue gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

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

- Giy to lam can cur cham dut giam ho theo quy dinh ctia Bo luat dan su.

- Van ban uy quyen theo quy dinh cua phap ludt trong truong hop uy quyén
thuc hién viéc dang ky chdm dit giam ho. Truong hop nguoi dugc uy quyén la ong,
ba, cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi uy quyen thi van ban uy
quyén khong phai cong chung, chung thyc, nhung phai c6 gidy to ching minh moi
quan hé voi nguoi iy quyeén.

* S0 lugng ho so: 01 bd

MaAu don, mau t& khai: To khai dang ky chAm dit gidm ho.
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CAN CU PHAP LY

- B0 luat Dan su;

- Luat ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia B Tu phap huéng dan
thi hanh mot sb diéu cua Luat ho tich va Nghi dinh sd 123/2015/ND-CP ngay
15/11/2015 cia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich.

Quyet dinh sd 32/2016/QD-UBND ngay 01/11/2016 cuia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1 phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong

YEU CAU
- Khong c6
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THONG TIN
11. Thu tuc thay doi, cai chinh, bo xung ho tich

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cfp Xa

hién:

- Nguoi co yéu cau ding ky thay doi, cai chinh, bd sung
hé tich truc tiép thuc hién hodc ty quyén cho nguoi khac
Céch thtrc thyce hién: thue hién; - Nguoi thyc hién viéc dang ky thay d6i, cai
chinh, bo sung ho tich co thé truc tiép ndp hd so tai BO
phan tiép nhan va tra ké

- 03 ngay lam viéc d6i v4i yéu cau thay doi, cai chinh ho
tich; truong hop phai xac minh thi thoi han giai quyét
khong qua 06 ngay lam viéc ké tir thoi diém cong chirc
Thoi han giai quyét: tu phéap - ho tich nhan da hd so hop 18. - Ngay trong ngay
lam viéc ddi voi yéu cau bod sung hd tich, trudng hop
nhan ho so sau 15 gid ma khong giai quyét duge ngay thi
tra két qua trong ngay lam viéc tiép theo.

Lé phi: 10.000 dong. Mién 1& phi cho ngudi thudc gia

L¢ phi: dinh c6 cong véi cach mang; nguoi thudoc hd ngheo;
ngudi khuyét tat,

Doi tuong thuc hién: Ca nhan

Két qua thyc hién: Trich lyc thay doi ho tich/Trich luc cai chinh ho

tich/Trich luc bb sung hd tich.

CAC BUOC

- Nguoi ¢o yéu cau thay doi, cai chinh, bd sung hd tich ndp ho so tai B phan
tiép nhan va tra két qua thudc Uy ban nhan dan cap xa c6 tham quyén

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bd hd so, xac dinh tinh
hop 1€ cua giay to trong h6 so do ngudi yéu cau ndp, xuét trinh; doi chiéu thong tin
trong To khai vdi gidy to trong hd so.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu ho so chua ddy du, hoan thién thi hudng dan nguoi
nop hod so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
noi dung can bd sung, hoan thién, ky, ghi r6 ho, chir dém tén cua nguoi tlep nhan.

- H6 so sau khi dd duoc hudng dan theo quy dinh ma khong dugc bd sung day
du, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so. Viée tir chéi tiép nhan ho
so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir chdi, ngudi tiép nhan ky,
ghi 6 ho, chit dém, tén.
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- B phén tiép nhan va tra két qua chuyén ho so dén cong chuc tu phap — hd
tich, theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong
bubi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hé so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc ké tir ngay nhan du gidy to theo quy dinh ddi
v6i yéu cau thay d6i, cai chinh ho tich; ngay trong ngay lam viéc ddi véi yéu cau bd
sung ho tich; néu théy viéc thay ddi, cai chinh, bd sung ho tich 1a c6 co sé, phu hop
vo1 quy dinh cua phép ludt dan su va phap luat ¢6 lién quan, cong chirc tu phap - ho
tich bio cdo Chil tich Uy ban nhan déan cap xa. Truong hop Chu tich Uy ban nhan dan
cp xa dong ¥ giai quyét thi ky Trich luc ho tich twong tng (Trich luc thay doi ho
tich/Trich luc cai chinh ho tich/Trich luc bd sung ho tich); cong chire tu phép - hd tich
ghi ndi dung thay doi, cai chinh, bo sung ho tich vao S6 va ky vao S6 diang ky thay
d6i, cai chinh, bo sung ho tich, xac dinh lai dan toc.

Truong hop thay d6i, cai chinh, bo sung thong tin ho tich lién quan dén Giay
khai sinh, Gidy ching nhan két hon thi cong chirc tu phap - ho tich ghi ndi dung thay
d6i, cai chinh ho tich vao Gidy khai sinh, Gidy chimg nhéan két hon; bo sung thong tin
hé tich vao muc twong Gmg va déong dau vao ndi dung bo sung.

- Sau khi tiép nhan két qua tir cong chirc tu phap — ho tich; B6 phén tiép nhan
va tra két qua hudéng dan dé nguoi di dang ky thay d6i, cai chinh, bd sung ho tich, xac
dinh lai dan toc ky tén vao S6, dong thoi trao Trich luc dang ky ho tich twong tmg cho
nguoi dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s6 goc hodc
ban sao dugc chung thuc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyup va xuat trinh ban chinh thi
nguoi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup
x4c nhan vé viéc di dbi chiéu noi dung gidy to do, khéng duoc yéu cau nguoi di dang
k¥ ndp ban sao co ching thyc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan cé trach nhiém klem tra gidy to xudt trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh cua phép luat hd tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

HO SO
Thanh phan, so lugng ho so:

* Gidy to phdi xudt trinh
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- Hd chiéu hoic chirng minh nhan dan hodc thé can cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cép, con gia
tri sir dung dé chimg minh vé& nhan than ciia nguoi ¢ yéu cau diang ky thay doi, cai
chinh, b6 sung ho tich.

- G1ay td chimg minh noi cu tra dé xac dinh tham quyén dang ky thay doi, cai
chinh, bo sung ho tich (trong giai doan Co so dir liéu quéc gia vé dan cu va Co so dit
lidu ho tich dién tir toan quéc chwa duge xay dung xong va thyuc hién thong nhét trén
toan qudc).

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

* Gidy to phdi ngp

- T khai dang ky thay d6i, cai chinh, b6 sung hd tich, xac dinh lai dan toc theo
mau.

- Giéy to lam can cu thay ddi, cai chinh, bd sung ho tich.

- Vin ban uy quyén theo quy dinh ctia phap ludt trong truong hop Gy quyén
thue hién viéc dang ky thay d6i, cai chinh, b6 sung ho tich. Truong hop ngudi duogc
iy quyén 13 ong, ba, cha, me, con, vg, chdng, anh, chi, em rudt ciia nguoi ty quyen
thi van ban uy quyén khong phai cong ching, chung thyc, nhung phai co gidy to
chirng minh mo1 quan hé v41 nguoi uy quyén.

* S luong ho so: 01 bd

Mau don, miu to& khai: To khai dang ky thay ddi, cai chinh, bo sung hd tich,
xac dinh lai dan toc.

CAN CU PHAP LY

- B0 luat Dan su;

- Luat hd tich nam 2014;

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo Tu phap huéng dan
thi hanh mot s6 diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va str dung phi, 1& phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Khong cé
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THONG TIN

12. Thii tuc cip gidy xac nhan tinh trang hén nhén

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cfp Xa

hién:

- Nguoi co yéu cau cip Gidy xéc nhan tinh trang hon
nhan tryc tiép thue hién hodac uy quyén cho ngudi khac
Céch thtrc thyce hién: thuc hién yéu cau cp Glay xac nhan tinh trang hon nhan;
- Nguoi thyc hién yéu cau cap Gidy xac nhan tinh trang
hén nhan c6 thé truc tiép ndp hd

03 ngay lam viéc ké tir thoi diém cong chire tu phap — ho
tich nhan da ho so hop 1. Truong hop phai gui van ban
xac minh thi thoi han giai quyét khong qua 06 ngay lam
viéc (khong tinh thoi gian guri vin ban yéu cau xac minh
va thoi gian giri van ban tra 16i két qua xac minh qua hé

Thoi han giai quyét:

thong buu chinh).
Lé phi: 10.000 dong. Mién 1& phi cho ngudi thudc gia
L¢ phi: dinh c6 cong véi cach mang; nguoi thudoc ho ngheo;
nguoi khuyét tat.
Doi tuong thuc hién: Ca nhan
Két qua thyc hién: Giéy xac nhan tinh trang hon nhan
CAC BUOC

- Nguoi ¢6 yéu ciu cap Glay xac nhan tinh trang hoén nhan nop hd so tai Bo
phan tiép nhan vatra két qua thuoc Uy ban nhan dan cap xa c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b h6 so, 601 chiéu thong
tin trong T& khai va tinh hop 1é cua gidy to trong ho so do nguoi yéu cau ndp, xuét
trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 15 ngay, gio tra két qua; néu ho so chua ddy du, hoan thién thi huong dan nguoi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua nguoi tlep nhan.

- Néu hd so' sau khi da dugc huong dan ma khong dugc bd sung day du, hoan
thién thi nguoi tiép nhan tir chdi tiép nhan ho so va 1ap van ban tir chdi tlep nhan hd
s0, trong do ghi ro ly do tur chéi, ky, ghi 16 ho, chir dém, tén cua nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
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bubi sang, ho so tiép nhan dau gid chiéu thi chuyén giao trude 15 gid va ho so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan du ho so hop 1¢, cong chirc
tu phap - ho tich kiém tra, xac minh tinh trang hon nhéan cua nguoi c6 yéu cau.

Truong hop nguoi yéu cau x4c nhan tinh trang hon nhan di timg dang ky
thudng tra tai nhiéu noi khac nhau thi ngudi do co trach nhiém ching minh vé tinh
trang hon nhan cua minh. Truong hop nguoi yéu cau khong ching minh dugc thi
cong chire tu phap - ho tich bao cao Chu tich Uy ban nhan dén céap xi co van ban dé
nghi Uy ban nhan dan cap x4 noi nguoi d6 da timg dang ky thudng tra tién hanh kiém
tra, xac minh vé tinh trang hon nhan cua nguoi do.

Trong thoi han 03 ngay lam viéc, ké tur ngay nhan dugc van ban dé nghi, Uy
ban nhan dan cap xi dugc yéu cau, tién hanh kiém tra, xac minh va tra 101 bang van
ban vé tinh trang hon nhan trong thoi gian thuong tra tai dia phuong cia nguoi co yéu
cau.

- Néu két qua kiém tra, xac minh cho thiy nguoi yéu cau c6 du diéu kién, viéc
cap Gidy xac nhan tinh trang hon nhan 1a phit hop quy dinh phap luat thi cong chic tu
phap - ho tich trinh Chi tich Uy ban nhan dan ky 01 ban Gidy xac nhan tinh trang hon
nhan.

- Sau khi nhan két qua tir cong chuc tu phap — ho tich, Bo phan tiép nhan va tra
két qua trao Gidy xac nhén tinh trang hon nhan cho ngudi yéu cau.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir sd gbe hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh thi
nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup
xac nhan vé viéc di dbi chiéu noi dung gidy to do, khéng duoc yéu cau nguoi di dang
ky nop ban sao c6 ching thyc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xudt trinh dé luu hd so.

+ Nguoi tlep nhan c6 trach nhiém tlep nhan dang, dua ho so dang ky ho tich
theo quy dinh cua phép luat hd tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

HO SO
Thanh phan, s6 lugng hé so:
* Gidy to phdi xudt trinh
- Ho6 chiéu hoic chirng minh nhan dan hoac thé cdn cudc cong dan hoac céc
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thim quyén cip, con gia
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tri str dung dé chimg minh vé nhan than ctia nguoi c6 yéu cau cap Gidy xac nhan tinh
trang hon nhan.

- Gidy to ching minh noi cu tra cua ngu:orl yéu cau cap Gidy xac nhén tinh
trang hon nhan dé xac dinh tham quyén (trong giai doan Co so dir ligu quéc gia vé
dan cu va Co s¢ dir liéu ho tich dién tir toan quoc chua dugc xdy dung xong va thuc
hién théng nhét trén toan quéc)

Truong hop guri ho so qua hé thdng buu chinh thi phai gii kém theo ban sao co
chung thyc céc gidy to phai xuat trinh néu trén.

* Gidy to phai ngp

- To khai cip Gidy xéac nhén tinh trang hon nhan theo mau;

- Truong hop nguoi yéu cau cap Gidy xac nhan tinh trang hon nhan da co vo
hodc chong nhung di ly hon hodc ngudi vo/chong di chét thi phai xuat trinh (ban
chinh) hodc ndp ban sao gidy to hop 1é dé ching minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon & nudc ngoai thi phai ndp ban
sao Trich luc ghi chu ly hon.

- Truong hop yéu cau cap lai Gidy x4c nhan tinh trang hon nhan dé st dung vao
muc dich két hon v6i nguoi khac véi nguoi da ghi trong phan myc dich sir dung cua
Gidy x4c nhan tinh trang hon nhan dugc céap trude day hodac do Gidy x4c nhan tinh
trang hon nhan di hét thoi han st dung theo quy dinh thi phai ndp lai Gidy xac nhan
tinh trang hon nhan da duogc cap trudce day.

* S lugng ho so: 01 bd

MaAu don, mau t& khai: T khai cdp Gidy x4c nhan tinh trang hon nhén.

CAN CU PHAP LY

- Luat hon nhan va gia dinh nam 2014;

- Luat hd tich nam 2014;

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo Tu phap huéng dan
thi hanh mot s6 diéu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 ctia UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va str dung phi, 1& phi
thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong

YEU CAU
Truong hop yéu cau xac nhan tinh trang hon nhan nhim muc dich két hon thi
nguoi yéu cau phai dap img du diéu kién két hon:
- Nam tir du 20 tudi trd 18n, nir tir du 18 tudi trd 1én;
- Viéc két hon do nam va nit tu nguyén quyét dinh;
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- Khong bi mét nang lyc hanh vi dan su;

- Viéc két hon khong thudc mot trong cac truong hop cim két hon, gom:

+ Két hon gia tao, ly hon gia tao;

+ Tao hon, cudng ép két hon, ltra dbi két hon, can try két hon;

+ Nguoi dang co vo, co chong ma két hon véi ngudi khac hodc chua co vo,
chua cé chong ma két hon v6i ngudi dang co chong, o vo;

+ Két hon giira nhimg nguoi cing dong mau vé truc hé; giita nhimg ngudi cd
ho trong pham vi ba doi; gitta cha, me nudi voi con nudi; gitta nguoi da tung la cha,
me nudi v6i con nudi, cha chdng véi con dau, me vo véi con ré, cha duong voi con
riéng cua vg, me ké v&i con riéng cua chong,

* Nha nuoc khong thira nhan hon nhan giita nhitng nguoi cung gioi tinh.
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THONG TIN
13. Thu tuc diang Ky lai khai sinh

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C,(f quan truc ti€p thuc UBND cép Xi

hién:

- Ngudi ¢o yéu cau dang ky lai khai sinh truc tiép thuc
hién hodc ty quyén cho ngudi khac thuc hién viéc dang ky
Cach thtre thuc hién: lai khai sinh; - Nguoi thuc hién dang ky lai khai sinh c6
thé truc tiép nop ho so tai BO phan tiép nhén va tra két qua
thudc Uy ban nhan

05 ngay lam viée tinh tir thoi diém cong chire tu phap —ho
tich nhan du h6 so hop 1€. Truong hop phai c6 van ban
xac minh thi thoi han giai quyét khong qua 13 ngay lam

Thot han gidi quyet: viéc (khong tinh thoi gian gui van ban yéu cau xac minh
va thoi gian gui van ban tra 10i két qua xac minh qua hé
thong buu chinh).

Lé phi: 5.000 dong. Mién 1& phi cho ngudi thudc gia dinh

L¢ phi: c6 cong voi cach mang; nguodi thuoc ho ngheo; nguoi
khuyét tat.

Doi tuong thuc hién: Ca nhan

Két qua thyc hién: Gidy khai sinh

CAC BUGC

- Nguoi ¢6 yéu cau ding ky lai khai sinh ndp hd so tai Bo phén tiép nhan va tra
két qua thudc Uy ban nhéan dan cap xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hd so, dm chiéu thong
tin trong T& khai va tinh hop 1é cua gidy to trong ho so do nguoi yéu cau ndp, xuét
trinh.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 15 ngay, gio tra két qua; néu ho so chua ddy du, hoan thién thi huong dan nguoi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can bd sung, hoan thién, ky, ghi r6 ho, chir dém tén cua nguoi tlep nhan.

- H6 so sau khi dd duoc hudng dan theo quy dinh ma khong dugc bd sung day
du, hoan thién thi nguoi tiép nhén tir chdi tiép nhan ho so. Viée tir chdi tiép nhéan ho
so phai duoc thé hién bang vin ban, trong d6 ghi rd 1y do tir chdi, nguoi tiép nhén ky,
ghi r6 ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén coéng chic tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
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budi sang, ho so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va hé so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich kiém tra, x4c minh hd so.

Truong hop viée dang ky lai khai sinh duoc thuc hién tai Uy ban nhan déan cap
xd khong phai noi dang ky khai sinh trude day thi cong chure tu phap — ho tich bao
c4o Chu tich Uy ban nhan dan cap Xxd co van ban dé nghi Uy ban nhan dan cap x4 noi
dang ky khai sinh trudc day kiém tra, xac minh vé viéc luu giflt s6 ho tich.

Trong thoi han 05 ngay lam viéce, ké tur ngay nhan dugc van ban dé nghi, Uy
ban nhan dan noi di dang ky khai sinh trudc day tién hanh kiém tra, xc minh va
tra 101 béng van ban vé viéc con luu gilt hodc khong luu gilt dugc s6 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc két qua xac minh vé
viéc khong con luu gilt duge so ho tich tai noi dd ding ky khai sinh, néu thay viéc
dang ky lai khai sinh chinh xac, ding quy dinh phap luat, cong chirc tu phap - ho tich
bao cao Chu tich Uy ban nhan dan cip xa. Truong hop Chu tich Uy ban nhan dan
dong ¥ y gial quyét thi cong chuc tu phap - ho tich ghi ndi dung khai sinh vao S6 va ky
vao So dang ky khai sinh. Chii tich Uy ban nhan dan ky Gidy khai sinh cho ngudi co
yéu cau.

- Sau khi nhan két qua tuir cong chue tu phap — ho tich; Bo phan tiép nhan va tra
két qua hudng dan dé nguoi di dang ky lai khai sinh ky tén vao So, ddng thoi cap
Gidy khai sinh cho nguoi duge diang ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duoc cap tir s6 goc hodc
ban sao dugc chung thuc tir ban chinh thi nguoi tiép nhan ho so khong dugc yéu cau
xuat trinh ban chinh; néu nguoi yéu cau chi ndp ban chyup va xuat trinh ban chinh thi
nguoi tiép nhan ho so kiém tra, doi chiéu ban chup voi ban chinh va ky vao ban chup
x4c nhan vé viéc di dbi chiéu noi dung gidy to do, khéng duoc yéu cau nguoi di dang
k¥ ndp ban sao co ching thyc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan cé trach nhiém klem tra gidy to xudt trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hodc
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh cua phép luat hd tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai nop.

HO SO
Thanh phan, so lugng ho so:

* Gidy to phdi xudt trinh
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- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca nhéan do co quan ¢6 thAm quyén cap, con gia
tri su dung dé chirng minh vé nhan than ciia ngudi c6 yéu cau dang ky lai khai sinh.

- Gidy to chimg minh noi cu trii dé xac dinh tham quyén dang ky lai khai sinh
(trong giai doan Co s¢ dir li¢u quéc gia vé dan cu va Co s& dit liéu ho tich dién tur
toan qubc chua dugc xay dyng xong va thuc hién théng nhat trén toan qudc).

Truong hop guri ho so qua hé thdng buu chinh thi phai gii kém theo ban sao co
chung thyc céc gidy to phai xuat trinh néu trén.

* Gidy to phdi ngp

- T& khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan ctia ngudi yéu
cau vé viéc di dang ky khai sinh nhung khong luu gitt dugc ban chinh Gidy khai sinh.

- Ban sao toan bo hd so, gidy to clia nguoi yéu cau hodc ho so, gidy to, tai lidu
khac trong d6 co6 thong tin lién quan dén ndi dung khai sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén cua Viét Nam cap (ban sao
duoc cong ching, chig thyuc hop 1€, ban sao duoc cap tir SO ding ky khai sinh).

+ Ban chinh hodc ban sao gidy to ¢ gia tri thay thé Gidy khai sinh dugc cap
trudc nam 1945 & mién Bic va trudc nam 1975 & mién Nam.

+ Truong hop ngudi yéu cau khong co gidy to trén thi gidy to do co quan cd
thAm quyén cua Viét Nam cap hop 18 sau day 1a co so dé xac dinh noi dung dang ky
lai khai sinh: Gidy ching minh nhan dan, Theé can cudc cong dan hoac Ho chiéu; S6
ho khau, SO tam tra, gidy to ching minh vé noi cu tra; Bang tot nghiép, Gidy ching
nhén, Chung chi, Hoc ba, Hb so hoc tip do co quan dao tao, quan ly giao duc co tham
quyén cip hodc xac nhan; Gidy to khac c6 thong tin vé ho, chit dém, tén, ngay, thang,
nam sinh cua ca nhan; Glay to ching minh quan hé cha con, me con.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day di ban sao cac gidy to
néu trén (néu c6) va phai cam doan dd nop du cac gidy to minh co6. Truong hop nguoi
yéu cau dang ky khai sinh cam doan khong dung su that, c¢d y chi ndp ban sao gidy to
c6 loi dé dang ky khai sinh thi viéc dang ky khai sinh khong c6 gia trj phap 1y.

- Truong hop nguoi yéu cau dang ky lai khai sinh 1 can b, cong chirc, vién
chue, nguoi dang cong tac trong luc luong vi trang thi phai 6 van ban xac nhan cua
Thu truong co quan, don vi v€ viéc nhing no1 dung khai sinh cua nguoi do gbm ho,
chitr dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quoc tich; qué quan; quan hé
cha - con, me - con phut hop véi hd so do co quan, don vi dang quan 1y.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thue hién viéc dang ky lai khai sinh. Truong hop nguoi duge uy quyén Ia ong, ba,
cha, me, con, vg, chdng, anh, chi, em rudt ctia ngudi uy quyén thi vin ban uy quyén
khong phai cong chtng, chimg thyc, nhung phai c6 gidy to chimg minh mdi quan hé
v6i nguoi iy quyén.

* S6 lwong ho so: 01 bd

Mau don, mau to khai: To khai dang kv lai khai sinh
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CAN CU PHAP LY

- Luat ho tich nam 2014;

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

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

Quyét dinh sé 32/2016/QD-UBND ngay 01/11/2016 cuia UBND tinh Hai
Duong vé viéc quy dinh murc thu, ché do thu, ndp, quan Iy va st dung phi, 1¢ phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Viéc khai sinh dd duoc dang ky tai co quan c6 thAm quyén ctia Viét Nam
trude ngay 01/01/2016 nhung S6 ding ky khai sinh va ban chinh Gidy khai sinh déu
bi mét.
- Nguoi ¢6 yéu cau con song tai thoi diém yéu cau dang ky lai.
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THONG TIN
14. Thu tuc dang ky khai sinh cho ngudi da co ho so, giay to ca nhan

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cfp Xa

hién:

- Ngudi ¢o yéu cau dang ky khai sinh truc tiép thyc hién
hodc y quyén cho nguoi khac thyc hién viéc ding ky
Céch thtrc thyce hién: khai sinh; - Nguoi thyc hién viéc dang ky khai sinh co
thé truc tlep nop hd so tai Bo phan tiép nhan va tra két
qua thudc Uy ban nhan dan cap

05 ngay lam viéc ké tir thoi diém cong chire tu phap — ho
tich nhan di ho so hop 18. Truong hop phai ¢é vin ban
xac minh thi thoi han giai quyét khong qua 13 ngay lam
viéc (khong tinh thoi gian guri vin ban yéu cau xac minh
va thoi gian giri van ban tra 16i két qua xac minh qua hé
thong buu chinh).

Thoi han giai quyét:

Lé phi: 5.000 dong. Mién 1& phi cho nguoi thudc gia dinh
L¢ phi: co chg vo1 cach mang; ngudi thude ho ngheéo; ngudoi
khuyét tat.

Doi tuong thuc hién: Ca nhan

Két qua thyc hién: Gidy khai sinh

CAC BUOGC

- Cong dan Viét Nam cu tri trong nudc, sinh trudc ngay 01/01/2016, chua
duoc dang ky khai sinh, c6 hé so, gidy to ¢4 nhan (ban chinh hodc ban sao duoc
ching thuc hop 1€) nhu: glay to tiy than; SO ho khau; So tam tra; gidy to khac do co
quan nha nudc co tham quyén cta Viét Nam cap 6 yéu cau dang ky khai sinh nop hd
so tai BO phan tlep nhan va tra két qua thuéc Uy ban nhan dan cap xd co tham quyen.

- Nguoi tiép nhéan c6 trach nhiém kiém tra ngay toan b h6 so, 601 chiéu thong
tin trong To khai va tinh hop 1& cta gidy to trong hd so do ngudi yéu cau ndp, xuat
trinh.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do6
ghi 16 ngay, gio tra két qua; néu ho so chua ddy du, hoan thién thi hudng dan nguoi
nop hod so bd sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can bd sung, hoan thién, ky, ghi rd ho, chir dém tén cua ngudi tiép nhan.

- H6 so ding ky khai sinh sau khi da duoc hudng din theo quy dinh ma khong
duoc bd sung dﬁy du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd so. Viéc tir
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chdi tiép nhan ho so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir chdi,
ngudi tiép nhan ky, ghi 16 ho, chir dém, tén.

- B phén tiép nhan va tra két qua chuyén ho so dén cong chuc tu phap — hod
tich, theo thoi gian nhu sau: Hb so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va ho so tiép
nhan thoi gian con lai duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich kiém tra, xdc minh hd so. Trong truong hop can thiét, _cong chuc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan cap xd co van ban dé nghi Uy ban
nhan dén cap Xd noi cu tra trude day cua nguoi yéu cau dang ky lai khai sinh dé kiém
tra, x4c minh vé viéc dang ky khai sinh va viéc luu gitr s6 hd tich.

Trong thoi han 05 ngay 1am viée, ké tir ngdy nhan duoc vin ban dé nghi, Uy
ban nhan dan cdp xi noi ngudi yéu cau dang ky khai sinh cu tr trude ddy tién hanh
kiém tra, x4c minh va tra 101 bang van ban vé viéc ngudi yéu cau di dugc ding ky
khai sinh hay chua dugc dang ky khai sinh; vi¢c con luu gitr hoac khong luu gitr duoc
50 ho tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc két qua xac minh, néu
thay ho so dang ky khai sinh 1 day du, chinh xac, dang quy dinh phap luat, cong chirc
tu phap - ho tich bao cao Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy
ban nhan dan cap xa dong y giai quyét thi cong chirc tu phap - ho tich ghi ndi dung
khai sinh vao S6 va ky tén vao S6. Chu tich Uy ban nhan dan cip xi ky Giay khai
sinh cho ngud1 dugc dang ky khai sinh.

- Sau khi nhan két qua tir cong chtrc tu phap — ho tich; Bo phén tiép nhan va tra
két qua hudng dan dé nguoi di dang ky khai sinh ky tén vao So, dong thoi trao Gidy
khai sinh cho nguoi di dang ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir sd gbe hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu nguoi yéu cau chi ndp ban chup va xuét trinh ban chinh thi
nguoi tiép nhan ho so kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup
xac nhan vé viéc di dbi chiéu noi dung gidy to do, khéng duoc yéu cau nguoi di ding
ky nop ban sao c6 ching thyc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, d01 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau nguoi dang ky ho tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuét trinh dé luu ho so.

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

Thanh phan, s6 lugng hd so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hodc thé cin cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cip, con gia
tri st dung dé chtirng minh vé nhan than cta nguoi c6 yéu cau ding ky khai sinh (gidy
to tuy than).

- Gidy to chimg minh noi cu tri dé xac dinh tham quyén ding ky khai sinh
(trong giai doan Co s¢ dir li¢u quéc gia vé dan cu va Co s& dit liéu ho tich dién tar
toan qudc chua dugce xay dung xong va thuc hién thong nhét trén toan qudc).

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

* Gidy to phdi ngp

- T khai ding ky khai sinh theo mau.

- Van ban cam doan cua nguoi yéu cau vé viéc chua dugc dang ky khai sinh.

- Ban sao toan bo hd so, gidy to ciia ngudi yéu cau hodc ho SO, glay to, tai licu
khac trong d6 c6 thong tin lién quan dén noi dung khai sinh, gom Glay ching minh
nhan dan, The can cudc cong dan hoac HO chiéu; SO ho khau, SO tam tra, gidy to
chting minh vé noi cu tra; Bang tot nghiép, Gidy ching nhén, Chimg chi, Hoc ba, Hb
s0 hoc tap do co quan dao tao, quan ly giao duc co thAm quyén cip hodc xac nhan;
Glay to khac c6 thong tin vé ho, chir dém, tén, ngay, thang, ndm sinh cua ca nhan;
Gidy to chirng minh quan hé cha con, me con.

- Trudng hop ngudi yéu cau dang ky khai sinh 1a can b, cong chirc, vién chic,
nguoi dang cong tac trong luc lugng vu trang thi phai ¢6 van ban xac nhén cua Thu
truong co quan, don vi vé viéc nhiing ndi dung khai sinh cua nguoi do gbm ho, chir
dém, tén; gid1 tinh; ngay, thang, ndm sinh; dan tdc; quoc tich; qué quan; quan h¢ cha -
con, me - con phu hop véi hd so do co quan, don vi dang quan 1y.

- Vian ban uy quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thue hién viéc dang ky khai sinh. Truong hop nguoi dugce uy quyén la 6ng, ba, cha,
me, con, vg, chong, anh, chi, em rudt ciia nguoi uy quyén thi vin ban t uy quyén khong
phai cong chung, chimg thuc, nhung phai c6 gidy to' ching minh méi quan hé voi
nguoi Uy quyeén.

* S6 lwong ho so: 01 bd

Mau don, mau to khai: To khai dang ky khai sinh

CAN CU PHAP LY
- Luat ho tich nam 2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy dinh chi
tiét mot sd diéu va bién phap thi hanh Luat ho tich;
- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phap huéng dan
thi hanh mot sé diéu coa Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
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15/11/2015 ctia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

Quyet dinh sd 32/2016/QD-UBND ngay 01/11/2016 cia UBND tinh Hai
Duong vé viéc quy dinh murc thu, ché d6 thu, ndp, quan 1y va st dung phi, 18 phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Khéng c6
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THONG TIN
15. Thu tuc diang Ky lai két hon

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C,(f quan truc ti€p thuc UBND cfp Xa

hién:

Nguoi co yéu cau dang ky lai két hon truc tiép ndp ho so
tai BO phan tiép nhan va tra két qua thudc Uy ban nhan
Céch thtrc thyce hién: dan cap xi c6 tham quyén (bén nam hodc bén nit c6 thé
truc tiép nop hd so ma khong can co van ban oy quyén
cua bén con lai).

05 ngay lam vi€c tinh tir thoi diém cong chuc tu phap —
ho tich nhén du h6 so hop 1€. Truong hop phai c¢6 van
ban xac minh thi thoi han giai quyét khong qua 13 ngay

Thot han gidi quyet: lam vi¢c (khong tinh thoi gian gui van ban yéu cau xéc
minh va thoi gian giri van ban tra 10i két qua xac minh
qua hé thong buu chinh).

Lé phi: 25.000 dong. Mién 1& phi cho ngudi thudc gia

L¢ phi: dinh c6 cong véi cach mang; nguoi thudoc ho ngheo;
nguoi khuyét tat.

Doi tuong thuc hién: Ca nhan

Két qua thyc hién: Gidy chtng nhan két hon

CAC BUOGC

- Ngudi ¢6 yéu cau ding ky lai két hon nop hd so tai BO phan tiép nhan va tra
két qua thudc Uy ban nhéan dan cép xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hd so, xac dinh tinh
hop 1& cta gidy to trong hd so do nguoi yéu cau ndp, xuat trinh; déi chiéu thong tin
trong To khai véi giéy to trong ho so.

- Néu ho so day du, hop 1¢, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 15 ngay, gio tra két qua; néu ho so chua ddy du, hoan thién thi huong dan nguoi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
ndi dung can bd sung, hoan thién, ky, ghi r6 ho, chir dém tén cua nguoi tiép nhan.

- HO so sau khi da duoc huéng dan ma khong dugc bo sung day du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va 1ap van ban tir chbi tiép nhan ho so,
trong do6 ghi r6 1y do tur chéi, ky, ghi 10 ho, chir dém, t€n cua nguoi tiép nhan.

- Bo phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi sang thi chuyén giao trong
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budi sang, ho so tiép nhan dau gio chiéu thi chuyén giao trude 15 gio va ho so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Trong thodi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong chirc tu
phap - ho tich kiém tra, x4c minh hd so.

Truong hop viée dang ky lai két hon thuc hién tai Uy ban nhan dan cip xa
khong phai noi di dang ky két hon trude day thi cong chirc tu phép - ho tich bao cao
Chu tich Uy ban nhéan dan c6 van ban dé nghi Uy ban nhan dan noi dang ky két hon
trude day kiém tra, xac minh vé viéc luu gilt s6 ho tich tai dia phuong.

Trong thoi han 05 ngay lam viéce, ké tir ngay nhan dugc van ban dé nghi, Uy
ban nhan dan noi dd dang ky két hon trudc ddy tién hanh kiém tra, xac minh va tra 101
bé'mg van ban vé viéc con luu gilt hodc khong luu gilt dugc s6 ho tich.

- Trong thoi han 03 ngdy lam viéc, ké tir ngdy nhan duoc két qua xac minh vé
viéc khong con luu gilr duge so ho tich tai noi da diang ky két hon, néu thiy ho so day
du, chinh xac, ding quy dinh phap luat thi cong chirc tu phap - ho tich bao cao Chu
tich Uy ban nhén dan cap xa. Truong hop Chu tich Uy ban nhan dan cap x4 dong v
giai quyét thi cong chire tu phap — ho tich ghi viéc két hon vao S6 dang ky két hon,
cung hai bén nam, nir ky tén vao So; hai bén nam, nir cung ky vao Gidy chimg nhan
két hon; Chu tich Uy ban nhan dan cap xa to chuc trao Gidy chimg nhan két hon cho
hai bén nam, ntr.

*Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao dugc ching thuc tir ban chinh thi nguoi tiép nhan hd so khéng dugc yéu cau
xuét trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chup voi ban chinh va ky vao ban chup
x4c nhan vé viéc di dbi chiéu noi dung gidy to do, khéng duoc yéu cau nguoi di dang
ky nop ban sao co ching thyc gidy t& do.

+ Truong hop phap luat quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, 601 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau ngu’0’1 dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan co thé chup 01 ban gidy td xuat trinh hodc
ghi lai thong tin cua gidy t& xudt trinh dé luu ho so.

+ Nguoi tlep nhan c6 trach nhiém tlep nhan dang, du ho so dang ky ho tich
theo quy dinh cua phép luat hd tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

HO SO

Thanh phan, sb lugng ho so:

* Gidy to phdi xudt trinh

- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co thAm quyén cap, con gia
tri str dung dé chimg minh vé nhan than ctia ngudi c¢6 yéu cau dang ky lai két hon.
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- Gidy to chtrng minh noi cu tri dé xac dinh thim quyén trong trudng hop viée
dang ky lai két hon thuc hién tai Uy ban nhan dan cép xd khong phai la noi dang ky
két hon trude day (trong giai doan Co s¢ dir liéu quoc gia vé dan cu va Co s¢ dir liu
ho tich dién tir toan qudc chua dugce xay dung xong va thuc hién théng nhét trén toan
quéc).

* Gidy to phdi nép

- To khai dang ky lai két hon theo mau;

- Ban sao Gidy chung nhan két hon duoc cip trude ddy. Néu khong c6 ban sao
Gidy chimg nhan két hon thi ndp ban sao hd so, gidy t& ca nhan co cic thong tin lién
quan dén noi dung ding ky két hon.

* S0 luong ho so: 01 bd

Mau don, mau to khai: T¢ khai dang ky lai két hon

CAN CU PHAP LY

- Luat ho tich nam 2014;

- Luat hon nhan va gia dinh nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap huéng dan
thi hanh mot sb diéu cua Luat ho tich va Nghi dinh sd 123/2015/ND-CP ngay
15/11/2015 cia Chinh phii quy dinh chi tiét mot s6 diéu va bién phéap thi hanh Luat ho
tich;

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 cua UBND tinh Hai
Duong vé viéc quy dinh muc thu, ché do thu, ndp, quan 1y va st dung phi, 1 phi
thudc tham quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong

YEU CAU
- Viéc két hon da duoc ding ky tai co quan c6 tham quyén ctia Viét Nam trudc
ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh Gidy ching nhan két hon
déu bi mat;
- Ngudi yéu cau dang ky lai két hon con sdng vao thoi diém yéu cau dang ky
lai két hon.
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THONG TIN
16. Thu tuc dang ky lai khai tir

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
C.clr quan truc ti€p thuc UBND cfp Xa

hién:

- Nguoi ¢ yéu cau ding ky lai khai tir truc tiép thyc hién
hoac uy quyén cho nguoi khac thyc hién viéc dang ky lai

Cach thuc thuc hién: khai tur; - Nguoi thyc hién viéc dang ky lai khai tir co thé
ndp hd so truc tiép tai B6 phan tiép nhan va tra két qua
thuoc Uy ban nhan d
05 ngay lam viéc tinh tir thoi diém cong chire tu phap -ho
Thoi han giai quyét: tich nhan da ho so hop 1¢. Truong hop can xac minh thi

thoi han giai quyét khong qua 10 ngay lam viéc.

Lé phi: 5.000 ddng. Mién 18 phi cho nguoi thudc gia dinh

L& phi: cod cong voi cach mang; nguoi thudc hd ngheéo; nguoi
khuyét tat
bo6i tuong thuc hién: Ca nhan
Két qua thuc hién: Trich luc khai tir
CAC BUOC

- Nguoti ¢6 yéu cau ding ky lai khai tir nop ho so tai BO phan tiép nhan va tra
két qua thudc Uy ban nhéan dan cip xi c6 tham quyén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan b hd so, 601 chiéu thong
tin trong T& khai va tinh hop 18 cua gidy to trong hd so do ngudi yéu cau ndp, xuét
trinh.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan ngudi
nop hd so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban hudng dan, trong d6 néu rd loai gidy to,
n6i dung can b sung, hoan thién, ky, ghi 16 ho, chir dém, tén cua nguoi tiép nhan.

- Ho so sau khi di duoc hudng dan ma khong dugc bod sung day du, hoan thién
thi nguoi tiép nhan tir chdi tiép nhan hd so va lap van ban tur chdi tiép nhan ho so,
trong do6 ghi r6 1y do tur chéi, ky, ghi 10 ho, chir dém, t€n cua nguoi tiép nhan.

- B phan tiép nhan va tra két qua chuyén ho so dén cong chuc tu phap — hod
tich, theo thoi gian nhu sau: H6 so tlep nhén trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép
nhén thoi gian con lai dugc chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai tir diy da va phu hop, cong chirc tu phap - ho tich bao
c4o Chu tich Uy ban nhan dan cap xa. Truong hop Chi tich Uy ban nhan dan cap xa
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dong v giai quyét thi cong chire tu phap - h tich ghi vao S6 ky vao So dang ky khai
tir. Chu tich Uy ban nhan déan cap xa ky trich luc khai tir cho nguoi di dang ky khai tu.

- Sau khi nhan két qua tir cong chire tu phap — ho tich; Bo phan tlep nhan va tra
két qua hudng dan dé nguoi di dang ky khai tir ky tén vao S6, dong thoi cp Trich luc
khai tir cho nguoi dugc dang ky khai ti.

* Luu y:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 gbe hoic
ban sao duoc ching thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, di chiéu ban chup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd dbi chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luét quy dinh xuat trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xuat trinh, 601 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau ngudi dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xudt trinh dé luu hd so.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du h6 so dang ky ho tich
theo quy dinh cua phép luat hd tich, khong duoc yéu cau nguoi dang ky hd tich ndp
thém gidy to ma phap luat ho tich khéng quy dinh phai ndp.

HO SO

Thanh phan, s6 lugng ho so:

* Gidy to ' phai xudt trinh

- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co thAm quyén cip, con gia
tri str dung dé chimg minh vé nhan than ctia ngudi c6 yéu cau ding ky lai khai tir;

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao ¢6
chtng thue gidy to phai xuét trinh néu trén.

* Gidy to phdi ngp

- To khai dang ky lai khai tir theo mau;

- Ban sao Gidy chung tir trudc day duoc cap hop 18. Néu khong co ban sao
Gidy ching tir trude day duge cip hop 1& thi ndp ban sao ho so, gidy to lién quan c6
ndi dung chirng minh su kién chét.

- Vian ban ty quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thyc hién viéc dang ky lai khai tir. Truong hop nguoi duge uy quyén la ong, ba, cha,
me, con, v¢, chdng, anh, chi, em rudt ciia nguoi uy quyén thi vin ban ¢ uy quyén khong
phai cong chung, chimg thuc, nhung phai c6 gidy to' ching minh méi quan hé voi
nguoi uy quyén.

* S6 luong ho so: 01 bo

Mau don, mau to khai: To khai ding kv lai khai tir
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CAN CU PHAP LY

- Luat ho tich nam 2014;

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

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

Quyét dinh sé 32/2016/QD-UBND ngay 01/11/2016 cuia UBND tinh Hai
Duong vé viéc quy dinh murc thu, ché do thu, ndp, quan Iy va st dung phi, 1¢ phi
thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
Viéc khai tr da duge dang ky tai co quan ¢ tham quyén cua Viét Nam trude
ngay 01/01/2016 nhung S6 dang ky khai tir va ban chinh Giay ching tir déu bi mat.
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THONG TIN
17. Thi cap ban sao trich luc ho tich

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong

Co quan tryc tiép thyc hién: | UBND cip Xa

- Ngudi ¢6 yéu cau cap ban sao trich lyc ho tich truc
tiép thue hién hodc uy quyén cho ngudi khac thuc hién
Cach thuc thyc hién: yéu cau cap ban sao trich lyc h¢ tich; - Nguoi thyc hién
yéu cau cap ban sao trich luc ho tich ¢6 thé truc tiép nop
hd so; co quan, to chirc co

’ Ngay trong ngay tiép nhan hod s0; truong hop nhan h,é)
Thoit han giai quyét: so sau 15 gio ma khong giai quyet dugc ngay thi tra ket
qué trong ngay lam viéc tiép theo.

Lé phi: 3.000 dong/1 ban sao; Mién 1& phi cho ngudi

L¢ phi: thudc gia dinh c6 cong vdi cach mang; nguoi thudc hd
ngh¢o; nguoi khuyét tat.
bo6i tuong thuc hién: T6 chirc, ca nhan
K&t qua thuc hién: Ban sao trich luc ho tich
CAC BUGC

- Nguoti co yéu cau cdp ban sao trich luc ho tich ndp hd so tai Bo phéan tiép

nhan va tra két qua thudc Co quan quan ly Co s¢ dir liéu ho tich co tham quyén.

Truong hop co quan, to chic co tham quyén dé nghi cdp ban sao trich luc hd
tich ctia ca nhan thi giri vin ban yéu cau néu rd 1y do cho Co quan quan Iy Co sé di
liéu ho tich.

- Ngudi tiép nhan cé trach nhiém kiém tra, d6i chiéu thong tin trong Td khai va
tinh hop 18 cua gidy to do nguoi yéu cau xuét trinh hodc ndp.

- Néu ho so day du, hop 1€, nguoi tiép nhan ho so viét gidy tiép nhan, trong do
ghi 16 ngay, gio tra két qua; néu hd so chua day du, hoan thién thi hudng dan ngudi
nop hod so bod sung, hoan thién theo quy dinh; truong hop khong thé bo sung, hoan
thién ho so ngay thi phai 1ap thanh van ban huong dan, trong d6 néu rd loai gidy to,
n6i dung can bd sung, hoan thién, ky, ghi ro ho, chir dém, tén cua nguoi tiép nhan.

- Ho so yéu cau cap ban sao trich luc sau khi da dugc huong dan theo quy dinh
ma khong dugc bod sung ddy du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan hd
s0. Viéc tir chdi tiép nhan hd so phai duge thé hién bang vin ban, trong d6 ghi o 1y
do tir chdi, ngudi tiép nhan ky, ghi rd ho, chir dém, tén.

- Ngay sau khi tiép nhan hd so, néu thiy hd so ddy du va phu hop, cong chirc
lam cong tac ho tich can ctr vao Co s¢ dir liéu ho tich, ghi nd1 dung ban sao trich luc
ho tich, bao cdo Thu truong co quan quan 1y co sé dir liu hd tich ky ban sao trich luc
ho tich.
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- Ban sao Trich luc ho tich chuyén té1 BO phan tiép nhan va tra két qua dé tra
cho ngudi yéu cau.

* Luuy:

+ Truong hop ngudi yéu cau ndp gidy to 1a ban sao duge cap tir s6 ge hoic
ban sao duoc chimg thuc tir ban chinh thi nguoi tiép nhan hd so khong dugc yéu cau
xudt trinh ban chinh; néu ngudi yéu cau chi ndp ban chup va xuat trinh ban chinh thi
ngudi tiép nhan ho so kiém tra, ddi chiéu ban chup voi ban chinh va ky vao ban chup
xac nhan vé viéc dd d6i chiéu ndi dung gidy to d6, khong duoc yéu cau nguoi di ding
ky nop ban sao co ching thuc gidy to do.

+ Truong hop phap luat quy dinh xudt trinh glay to khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém klem tra gidy to xudt trinh, (101 chiéu véi thong tin trong To
khai va tra lai cho nguoi Xudt trinh, khong dugc yéu cau ngudi dang ky h¢ tich nop
thém ban sao gidy to do. Nguoi tiép nhan c6 thé chup 01 ban gidy to xuat trinh hoic
ghi lai thong tin cua gidy to xuat trinh dé luu hd so.

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

HO SO

Thanh phan, s6 lugng ho so:

* Gidy to phai xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hoic thé can cudc cong dan hodc cac
gidy to khac ¢6 dan anh va thong tin ca nhan do co quan co tham quyén cip, con gia
tri st dung dé ching minh vé nhan than ctia ngudi ¢ yéu cau cap ban sao trich luc ho
tich.

Truong hop giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6
ching thuc giéy to phai xuét trinh néu trén.

* Gidy to phai ngp

- T& khai cip ban sao trich luc ho tich theo miu dbi véi trudng hop ngudi yéu
cau 1a ¢4 nhan.

- Vin ban yéu cau cip ban sao trich luc ho tich néu 1 1y do trong trudng hop
ngudi yéu cau 1a co quan, to chirc.

- Van ban uy quyén theo quy dinh cua phap luat trong trudng hop uy quyén
thuc hién yéu cau cap ban sao trich luc ho tich. Truong hop ngudi dugc uy quyén la
ong, ba, cha, me, con, vo, chdng, anh, chi, em rudt ciia ngudi uy quyén thi van ban 1 uy
quyén khong phai cong ching, ching thuc, nhung phai c6 gidy to ching minh moi
quan hé véi nguoi Gy quyén.

* S0 luong hd so: 01 bd

MaAu don, mau t& khai: T khai cip ban sao trich luc ho tich
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CAN CU PHAP LY

- Luat ho tich nam 2014;

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

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

Quyét dinh sé 32/2016/QD-UBND ngay 01/11/2016 cuia UBND tinh Hai
Duong vé viéc quy dinh murc thu, ché do thu, ndp, quan Iy va st dung phi, 1¢ phi
thudc thim quyén quyét dinh ctia Hoi dong nhan dan tinh Hai Duong.

YEU CAU
- Khong co
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THONG TIN

18. Lién thong TTHC vé ding ky khai sinh, ding ky thwong tri, cap thé BHYT

cho tré em dudi 6 tudi

Linh vuc: Linh vuc ho tich
Co quan ban hanh: UBND Tinh Hai Duong
Co quan truc tiép thyc hién: | UBND cap Xa

Cach thurc thuc hién:

-Ngudi ¢o yéu cau thuc hién truc tiép hodc Gy quyén
cho nguoi khac thyc hién tai B phan tiép nhan va tra
két qua theo co ché “Mot cira” cia Uy ban nhan dan cap
xa.

Thoi han giai quyét:

- Thot han thyuc hién lién thong cac thu tuc hanh chinh
dang ky khai sinh, ding ky thuong tra, cip thé bao hiém
y té cho tré em dudi 6 tudi tdi da khong qua 20 ngay
lam viéc, ké tir ngdy nop di hd so theo quy dinh. -
Truong hop ho so, thong tin chua diy du hoic chua
dung quy dinh ma Bo phan tiép nhan va tra két qua cta
Uy ban nhan dan cip x phai hoan thién hd so, b6 sung
thong tin theo yéu cau cua co quan Cong an, co quan
Bao hiém x4 hoi thi thoi han giai quyét dugc kéo dai
thém khong qua 02 ngay lam viéc. - Doi véi cac xa cach
xa try s0 co quan Bao hiém x3 hoi cap huyén hoic co
quan Cong an cap huyén tir 50 km tro Ién, giao thong di
lai kho khan, chua duoc két ndi Internet thi thoi han tra
két qua duoc kéo dai thém nhung khoéng qua 05 ngay
lam viéc. - Can ¢l vao tinh hinh thuc té, cac dia phuong
c6 thé quy dinh cu thé thoi han thuc hién lién thong cac
thu tuc hanh chinh ng:fm hon thoi han toi da néu trén.

L¢ phi:

- Khai sinh: 5.000 dong. Mién 1¢ phi ddi véi truong hop
khai sinh dung han, nguoi thudce gia dinh c6 cong voi
cach mang; nguoi thudoc hd ngheo; nguoi khuyét tat. -
Ping ky thuong tra: 15.000 dong/lan ding ky thuong
tra nhung khong cip s ho khau tai cac phuong ndi
thanh thudc thanh phé Hai Duong. 7.000 dong/lan dang
ky ddi v6i cac khu vuc con lai. Khong thu 18 phi dang
ky cu tra ddi voi cac truong hop: Con dudi 18 tudi cla
liét si: con dudi 18 tudi cua thuong binh; ho gia dinh
thudc dién xoa do

Pbi tuong thuc hién:

Ca nhan

Két qua thuc hién:

: Gidy khai sinh (ban chinh), S6 ho khau da dang ky
thuong tri cho tré em va Thé bao hiém vy t¢.
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CAC BUGC

- Ngum co yéu cau nop hod so tai B phan tiép nhan va tra két qua theo co ché
“Mot ctra” ctia Uy ban nhan dan cap x4.

- Cén bo, cong churc tiép nhan hd so c¢6 trach nhiém kiém tra gidy to trong hd so,
néu ho so day du, ‘hop 1¢ thi tiép nhén va tam thu 1¢ phi dang ky thuong tra cho tré em
theo quy dinh, dong thoi viét glay nhan ho so, hen tra két qua tung loai viéc cho
nguoi di dang ky; néu ho so thiéu hodc khong hop 1€ thi huong dan nguoi co yeu cau
b6 sung hoan thién ho so; vin ban huong dan phai ghi day du, ro rang loai gidy td can
bg sung, hoan thién; can bo tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi nop
ho so.

Truong hop ho so khong thude thim quyen giai quyet thi giai thich, huéng dan
nguoi di dang ky den dung co quan c6 thim quyén giai quyet theo quy dinh.

- B6 phan tiép nhan va tra két qua chuyén ho so dén cong chirc tu phap — ho
tich, theo thoi gian nhu sau: H6 so tlep nhan trong budi sang thi chuyén giao trong
budi sang, ho so tiép nhan dau gio chiéu thi chuyen giao trude 15 gio va hd so tiép
nhan thoi gian con lai duge chuyén giao cudi budi chiéu hang ngay.

- Cong chtrc Tu phap - hd tich cap xa dang ky khai sinh cho tré em ngay trong
ngay tiép nhan ho so.

- Sau khi cong chirc Tu phap — ho tich cép xa thuc hién viéc dang ky khai sinh va
cap Gidy khai sinh cho tré em, can bg, cong chirc duge giao nhiém vu lap h6 so dang
ky thuong tri kém theo 1& phi chuyén cho co quan Cong an ¢6 thAm quyén, cu thé:
Dia ban huyén thi chuyén cho Cong an x4, thi trdn thudc huyén; dia ban thi x4, thanh
phé thudc tinh, quén, huyén, thi xa thudc thanh phé truc thudc trung wong thi chuyen
cho Cong an cap huyén dé dang ky thuong tra cho treé em; dong thoi 1ap ho so cap
Thé bao hiém y té chuyén cho Bao hiém xa hoi cap huyén dé cip Thé bao hiém vy té
cho tré em.

- Co quan Cong an, co quan Bao hiém x3 hoi kiém tra ho so, néu thdy day du,
hop 18 thi thyc hién diang ky thudng tra (trong thoi han 15 ngay), cip Thé bao hiém y
té cho tré em (trong thoi han 10 ngay).

Truong hop ho so chua day du thi thong bao cho Uy ban nhan dan cap xa biét,
hoan thién.

- Co quan Cong an, Bao hiém xa hoi chuyén tra két qua dang ky thuong tra, The
bao hiém y té cho tré em vé Uy ban nhan dén cap xa.

- B$ phan tiép nhan va tra két qua theo co ché “Mot ctra” tai Uy ban nhan dan
cap xa tra két qua cho nguoi co yéu cau.

Khi tra Gidy khai sinh cho nguoi co yéu cau cong chirc Tu phap — ho tich ghi
vao So dang ky khai sinh, yéu cau ngudi cé yéu cau ky tén vao SO dang ky khai sinh
va Gidy khai sinh.

, HO SO
Thanh phan, s6 luong ho so:
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* Thanh phan ho so:

- To khai dang ky khai sinh theo mau quy dinh.

- Gidy chimng sinh do co so y té noi tré em sinh ra cip; néu tré em sinh ra ngoai
co sO y té thi gidy chimg sinh duoc thay bang vin ban xac nhan cta nguoi lam chimg;
truong hop khong c6 ngudi 1am ching thi nguoi di khai sinh phai lam gidy cam doan
vé viéc sinh 1a c6 thuc. Dbi véi trudng hop tré em bi bo roi thi ndp bién ban vé viée
tré em bi bo roi thay cho gidy ching sinh.

- Phiéu bao thay d6i ho khau, nhan khau (theo mau quy dinh); S6 ho khau cua
cha, me (ban chinh) hoac S6 ho khau cta me (ban chinh) doi voi truong hop tré em
dang ky thuong tra theo me hodc S6 ho khau cua cha (ban chinh) d6i voi truong hop
tré em dang ky thuong tr theo cha hodc S6 ho khau cua nguoi nudi dudng, chim soc
tré (ban chinh) dbi véi truong hop tré em khong diang ky thuong tri theo cha, me, ban
sao Gidy khai sinh cua tré.

+ Truong hop tré em khong ding ky thuong tri cing hd khau véi cha, me ma
dang ky thuong tra theo ho khau ctia ngudi khac thi ngoai ban sao Gidy khai sinh,
phai c6 ¥ kién bang van ban ciia cha, me, ¢6 xac nhan ctia Uy ban nhan dan cip x3, ¥
kién déng y cua chi ho va S6 ho khau cua chu ho (ban chinh).

- T& khai tham gia bao hiém y té, Danh sach dé nghi cip thé bao hiém y té cho
tré em dudi 6 tudi cia Uy ban nhan dan cap x4 (theo mau quy dinh).

*SH lugng ho so: 01 bo.

Tén mau don, mau to khai:

- To khai dang kv dang kv khai sinh (Méu TP/HT-2012-TKKS.1).

- Phiéu béo thay d6i ho khau, nhan khau (Mau HKO02 ban hanh theo Théong tu sb
36/2014/TT-BCA ngay 09/9/2014).

- To khai tham gia bao hiém xa hoi, bao hiém y t& (Mau s6: TK1-TS).

- Danh sach ngudi tham gia bao hiém y t& (Mau D03-TS).

CAN CU PHAP LY

- Luat Cu trd ndm 2006 (dugc sua ddi, bod sung tai Luat stra ddi, bod sung mot )
diéu ctia Luat Cu tra nim 2013);

- Luat Bao hiém y té nam 2008 (duogc stra ddi bd sung tai Luat stra doi, bo sung
mot s6 diéu ciia Luat Bao hiém y té nam 2014);

- Luat ho tich nam 2014;

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

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nam 2014 cta Chinh phi quy
dinh chi tiét mot sé diéu va bién pha

YEU CAU
- Vigc dang ky khai sinh cho tré em dudi 6 tuéi thuc tham quyén giai quyet cua
Uy ban nhan dan cap xa.
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- Cac co quan c6 thAm quyén thuc hién lién thong cac thil tuc hanh chinh phai
cung thudc dia ban mot huyén, thi xa, thanh phd thude tinh cua tinh hodc cung thudc
dia ban mdt quan, huyén, thi xa cua thanh pho tryc thudc trung wong.
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THONG TIN

19. Lién thong TTHC vé ding ky khai sinh, cip thé BHYT cho tré em dudi 6

tuoi

Linh vuc: Linh vuc ho tich

Co quan ban hanh: UBND Tinh Hai Duong
Co quan truc ti€p thuc UBND cép Xi

hién:

Cach thtre thuc hién:

Nguoi c6 yéu cau truc tlep hodc uy quyen cho nguoi khac
thuc hién tai B phan tiép nhan va tra két qua tai Uy ban
nhan dan cip xa.

Thoi han giai quyét:

- Thoi han thuc hién lién thong cac thu tuc hanh chinh
dang ky khai sinh, cp thé bao hiém y té cho tré em dui 6
tudi toi da khong qua 15 ngay lam viéc, ké tir ngay nop du
hé so theo quy dinh. - Truong hop ho so, thong tin chua
day dt hodc chua ding quy dinh ma B phan tiép nhan va
tra két qua ctia Uy ban nhan dan cap x4 phai hoan thién ho
s0, bo sung thong tin theo yéu ciu ciia co quan Bao hiém
xd hoi thi thoi han gidi quyét dugc kéo dai thém khong
qua 02 ngay lam viéc. - £)01 vO1 cac xa cach xa try s¢ co
quan Bao hiém x3 hoi cap huyén tur 50 km tro Ién, giao
thong di lai khé khan, chua dugc két ndi Internet thi thoi
han tra két qua duoc kéo dai thém nhung khéng qua 05
ngay lam viéc. - Can ctir vao tinh hinh thuc té, cac dia
phuong cé thé quy dinh cu thé thoi han thuc hién lién
thong cac thi tuc hanh chinh ngan hon thoi han t6i da néu
trén.

L¢ phi:

Lé phi: 5.000 dong. Mién 1& phi dbi véi truong hop khai
sinh dung han, nguoi thudc gia dinh c¢6 cong voi cach
mang; ngudi thudc hd ngheo; nguoi khuyét tat.

Doi tuong thuc hién:

Cé nhan

Két qua thuc hién:

Gidy khai sinh (ban chinh) va Thé bao hiém vy té.

CAC BUOC

- Ngum co yéu cau ndp hod so tai B phan tiép nhan va tra két qua theo co ché
“Mot ctra” ctia Uy ban nhan dan cap x4.

- Cén bo, cong chuc tiép nhén hd so co trach nhiém kiém tra glay t& trong ho so,
néu ho so day du, hop 18 thi tlep nhan, viét gidy nhan ho so, hen tra két qua tung loai
viéc cho ngudi di dang ky; néu hod so thiéu hoic khong hop 18 thi hudng din ngudi co
yéu cau bd sung hoan thién ho so; van ban huéng dan phai ghi day du, rd rang loai
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gidy to can bo sung, hoan thién; can bo tiép nhan hd so ky, ghi rd ho tén va giao cho
ngudi nop ho so.

- Cong chtrc Tu phap - ho tich cap xa dang ky khai sinh cho tré em ngay trong
ngay tiép nhan hd so;
- Sau khi cong chirc Tu phap — ho tich cip xa thuc hién viéc dang ky khai sinh va cép
Gidy khai sinh cho tré em, can bo, cong chirc duge giao nhiém vu lap lap ho so cap
Thé bao hiém y té chuyén cho Bao hiém xa hoi cap huyén dé cip Thé bao hiém vy té
cho tré em.

- Co quan Bao hiém x3 hoi kiém tra hd so, néu théy dﬁy du, hop 1€ thi thuc hi¢n
cap Thé bao hiém y té cho tré em (trong thoi han 10 ngay).

Truong hop ho so chua day du thi thong bao cho Uy ban nhan dan cap xa biét,
hoan thién.

- Co quan Bao hiém xa hoi chuyén tra Thé bao hiém y té cho tré em vé Uy ban
nhan déan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Mot ctra” tai Uy ban nhan dan
cap xa tra két qua cho nguoi ¢6 yéu cau.

Khi tra Gidy khai sinh cho nguoi co yéu cau cong chirc Tu phap — ho tich ghi
vao So dang ky khai sinh, yéu cau ngudi cé yéu cau ky tén vao SO dang ky khai sinh
va Gidy khai sinh.

HO SO

Thanh phan, s6 lugng hd so:

* Thanh phan ho so

- To khai dang ky khai sinh theo mau quy dinh.

- Glay chung sinh do co so'y té noi tré em sinh ra cap; néu tré em sinh ra ngoai
co sO y té thi gidy chimg sinh duoc thay bang vin ban xac nhan cua nguoi lam ching;
truong hop khong c6 ngudi lam chung thi nguoi di khai sinh phai lam gidy cam doan
vé viée sinh 1a ¢6 thuc. Ddi véi truong hop tré em bi bo roi thi ndp bién ban vé viée
tré em bi bo roi thay cho gidy chtng sinh.

- To khai tham gia bao hiém y té, Danh sach dé nghi cip thé bao hiém y té cho
tré em dudi 6 tudi cia Uy ban nhan dan cap x4 (theo mau quy dinh).

* 86 luong ho so: 01 bd.

Tén mau don, mau to khai:

- T khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1).

- T khai tham gia bao hiém xa hoi, bao hiém y té (Mau sb: TK1-TS).

- Danh sach ngudi tham gia bao hiém y t& (Mau D03-TS)

CAN CU PHAP LY
- Luat Bao hiém y € nam 2008 (duoc stra doi b6 sung tai Luat stra doi, bd sung
mot sO di€u cua Luat Bao hiém y t€ nam 2014);
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- Nghi dinh s6 158/2005/ND-CP ngay 27/12/2005 ctua Chinh phu vé ding ky,
quan ly ho tich;

- Nghi dinh s6 06/2012/ND-CP ngay 02/02/2012 ctua Chinh pha sta do6i, bo
sung mot s diéu cua cac Nghi dinh vé ho tich, hon nhan va gia dinh va chimg thyc;

- Viéc ding ky khai sinh cho tré em dudi 6 tudi thudc tham quyén giai quyét cua
Uy ban nhén dan cép x4.

- Céc co quan c6 tham quyén thyuc hién lién théng cac thi tuc hanh chinh phai
cung thudc dia ban mot huyén, thi xa, thanh phé thudc tinh hodc cung thudc dia ban
mot quan, huyén, thi xa thudc thanh phé truc thudc trung wong.

YEU CAU
- Khong c6
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