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CQNG HOA XAs  HQI CHU NGHIA VIET NAM 
TINH THVA THIEN HUE 

	
Dqc Ifip - Ty do - Hynh phfic 

1214/QD-UBND 	Alta Thien Hue, ngiry 07 tilting 6 tram 2017 

DEN 

QUYET DfNH 
ire AO ding bo thii tyc hinh chinh duct sfra dei, be sung 

chting thwc, Filth vyc h4 tich thu0c them quyen gifii quyet 

so• 	1-1L 	cua  Uy ban nhfin dan cac huyt'n, thi xa, thinh ph6 
Ngar 
Chuyin• 	  

Can cu Luat TO chars chinh quyen dia phucmg ngay 19 thing 6 ram 2015; 
Can ca Nghi dinh se 63/2010/ND-CP ngay 08 thing 6 nam 2010 dm 

Chinh pha ye kiem soat thu We hanh chinh; Nghi dinh so 48/2013/ND-CP ngay 
14 thing 5 nam 2013 caa Chinh pita sfra doi; NI sung met so dieu elm cac Nghi 
dinh lien quan den kiem soat thu We hanh chinh; 

Can cu Thong to so 05/2014/TT-BTP ngay 07 thing 02 nam 2014 ctia Be 
truemg Be Tu phap huemg can cong bo, niem y6t thu Arc hanh chinh va bao cao 
ve tinh hinh, ket qua awe hien kiem scat thu tpc hanh chinh; 

Can sir Quyet dinh s6 18/2014/QD-UBND ngay 28 thing 4 nam 2014 dm 
Uy ban than dan tinh ban hanh quy dinh Gong b6, cong khai thu We hanh chinh 
va the de bao cao tinh hinh, lc& qua thkrc hien ding tic kiem soat thu tuc hanh 
chinh tren dia ban tinh; 

Xet de nghi cai Gam d6c Ser Tu phap tai Ter trinh s6 42/TTr-STP ngay 
29 thing 5 nam 2017, 

QUYET DINH: 

, Dieu 1. Cong be, kern theo Quyet dinh nay thu Arc hanh chinh ducrc sira 
NS sung trong linh vvc chimg thkre, linh vue h0 tich thuOc tham quyen 

giai quyet elm Uy ban nhan dan cac huyen, thi xa, thanh pho. 

Dieu 2. Ser Tu phap có trach nhiem nhip cac thu We hthrh chinh mai 
ductc cong be vao He thong thong tin thu tac hanh chinh tinh Thaa Thien Hue 
theo dung quy dinh. 

Dieu 3. Uy ban nhan dan cac huYen, thi xa, thanh phi; co trach nhiem 
niem yet ding khai cac thu tuc hanh .chinh nay tai trg ser ca quan va tren 
Trang Thong tin din to elm don vi; trien khaiihkrc hien giai quyet cac thu tkic 
hanh chinh thuOc tham quyen theo hueng dan tai Phu luc kern theo Quyet 
dinh nay. 

rontimb yet 
C3NG THONG TIN Ditrriu ii.rart 

CHU TfCH UY BAN NHAN DAN TiNH 



Dieu 4. Quyet dinh nay c6 hieulvc thi hanh ke tir ngay ky. Bai b6 Quyet 
dinh s6 868/QD-UBND ngay 26/4/2016 oh Chu tich Uy ban nhan dan tinh va 
Quyet dinh so 2010/QD-UBND ngay 26/8/2016 &la Chu tich Uy ban nhan dan 
tinh. 

phap; Chit' tich Uy ban nhan dan the huyen, thi xa, thanh pito' va cac to chirc, 
ca nhan c6 lien quan chiu trach nhiem thi hanh Quyet dinh nay./. 

Nol nhon: 

- Cuc Kim soar TTHC (VP Chinh pha) (giri qua 
- Nhu Dieu 5; 

Dieu 5. Chanh Van phOng Uy ban;?"c. mihani,,,dn tinh, Giam dac Ser Tu 

KT. CHU TICH 
_L. O CHU TICH 

- Cac co quan, don vi thuOc UBND tinh (qua 
	4 mang); 	 <,,/,7:1' - Pitts 

- CT, cac PCT UBND tinh;  

mang); 

A" tin dien to tinh; 
- VPUB: CVP, cac PCVP va CV, COng Thong 

- Ltru: VT, NC. 	 • nh Kii-
i 

c Dinh 



Phy lyc 

CHINH DU'OC SJYA DOI, Be SUNG 
TRO 	 C CHtiNG THVC, LINH VI/C HO TTCH THUOC 

N GIAI QUYET CIA UBND CAP HUnN 
(Ban Quyit clinh so fatIQD-UBND ngity 07thang 6 tzar: 2017 

ctia Chit tich Uy ban nhan dan tinh Thita Thien Hue) 

PHAls1 L DANT! MVC THU TUC HANH CIHNH DU'QC SU'A DOI, BO 
SUNG TRONG CAC LINH VVC CHUNG THVC, LINH WC HO TWIT 
THUOC TRAM QUYEN GLU QUYET CiJA UBND CAP HUYtN 

TT Ten thti tyc hinh chinh Ca quan thuc hien 

I Linh vtre cluing thiyc 

1 
Cep ban sao tit so g6c 

Ca quart, to clinic cap 
huyen clang quail ly 

s6 gee 

2 Chimg thuc ban sao tir ban chinh &Ay ter, van ban do ca 
quan, to chirc co them quyen ciia Viet Nam cap hoes 
chimg nhan 

Phong Tu phap cap 
huyen 

3 Chung thuc ban sao tir ban chinh giay to, van ban do ca 
quan, to tic c6 them quyen elm nu& Irk; ca quan, to 
tic co them quyen ciia Viet Nam lien ket vai ca quart, to 
chin co them quyen elm nuerc ngoai cap hoac chimg nhan 

Ph6ng Tu phap cap 
huyen 

4  Cluing thuc chit kY tong do giay kr, van ban 
Phong Tu phap cap 

huyen 

5 Chimg thuc h9p ding, giao dich lien quan den tai san la 
dOng san 

Phong Tu phap cap 
huyen 

6 Cluing thuc viec sira del, be sung, lity bo hgp &Ling, giao 
dich 

PhOng Tu phap cap 
huyen 

7  Sim 16i sai sot tong hop thing, giao dich 
PhOng Tu phap cap 

huyen 

8 Cep ban sao c6 chimg thuc tir ban chinh h9p deng, giao 
dich da dugc chimg thuc 

Phong Tu phap cap 
huyen 

9 Chung thuc chit ky nguei dich ma nguoi dich IA cong tac 
vien dich thuat cira Phi:mg Tu phap 

PhOng Tu phap cap 
huyen 

10 Cluing thuc chit Icy nguei dich ma ngutri dich Ichong phai 
IA citing tic vial dich thuat dm Phong Tu phap 

PhOng Tu phap cap 
huyen 

11 Chung thuc van ban th6a thuan phan chia di ski ma di 
san la d'Ong san 

Phong Tu phap cap 
huyen 

12 Chung thuc van ban khai nhan di san ma di san la dung 
san 

Phong Tu phap cap 
huyen 



II Linh vyc h0 tich 

1 Dang k9 khai sinh c6 yeu to nuec ngoai UBND cap huyan 

2 Dang 14 kat hon cif) yau to nuerc ngoai UBND cap huyan 

3 Dang ky khai to co yeu to nuerc. ngoai UBND cap huyan 

4 [rang ky nhan cha, me, con c6 yeu t6 nuerc ngoai A 	.. UBND cap huygn 

5 Dang ky khai sinh k'at hop dang ky nhan cha, mg, con c6 
you to nuec ngoai 

UBND cap huyan 

6 Dang ky giam ho c6 /au t6 nuac ngoai A 	- UBND cap huygn 

7 Dang k9 cham dirt giam ho ce, yeu t6 nuerc ngoai UBND cap huygn 

8 Thay den, cal chinh, lot., sung h0 tich, xac dinh lai dan tOc UBND cap huyan 

9 Ghi vac so hO tich viac kat Min caa &Ong dan Viet Nam 
a duce giai quyet tai co quan co than) quyan dm nuerc 
ngoai 

UBND cap huyan 

10 GM vao so ho tich viac ly hem, hay viac kat hon dm cong 
dan Viet Nam da dugc giai quyet tai co quan co them 
quyen caa nuerc ngoai 

UBND cap huyan 

11 GM vao so ho tich viac ho tich Ichic dm cong dan Viet 
Nam da dirge giai guy& tai co quan co thAm quyan dm 
nuerc ngoai (khai sinh; giam 110; nhan cha, mg, con; xac 
dinh elm, mg, con; nuoi con mien; khai tit; thay deli he, 
tich) 

UBND cap huyan 

12 pang 14 lai khai sinh co yeu to nu6c ngoai UBND cap huyan 

13 Dang k9 khai sinh co yeu t6 nu6c ngoai cho ngueri a co 
hO so, giay to ca nhan 

UBND cap huyan 

14 Dang ky lai kat hon co yeu to nuoc ngoai UBND cap huyan 

15 Dang ky lai khai ter co yeu t6 nufee ngoai UBND cap huyan 

16 Cap ban sao Trich lye ho tich UBND cap huyan 
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PHAN II. 
NOI DUNG CUA THU TIJC HANH CHINH D1 MC SOP A DOI, BO SUNG 

TRONG CAC LINH VTIC CHUNG THIX, LINH STVC HQ TICH 
THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUY€N 

TREN DIA BAN TINH THIJA MIEN HUE 

I. LINH VQ'C CHUNG T1D!C 

1. Clip bin sao tir s6 gtoc 

Trinh tir time hien:  

Ngued yeu eau cap ban sao tir s6 gric phai xuat trinh cac giay to phut vv cho 
yeu cau cap ban sao tir so g6c. Tnremg hgp giri qua duemg buu dien thi phai giri kem 
ban sao c6 chimg thvc theo quy dinh. 

- Ca quan, to chirc can cu vao s6 g6c de cAp ban sao cho ngueri c6 yeu au; ned 
dung ban sao phai ghi dung nOi dung da ghi trong so 

- Trong tad:mg,  hgp 	tim thay s6 gric,hoac trong s6 gerc Ichong co thong 
tin ve n6i dung,  yeti cau cap ban sao thi ca quan, tO chirc dang luu 	so gOc co teach 
nhiam tra led bang van ban cho ngued co you cau. 

- Ngued co you cau cap ban sao tir s6 g6c nhan kat qua tai not nOp h6 so hok 
qua buu dien (neu nOp qua buu dien). 

Cach that thin hien:  NOp h6 so true tip tai Trung tam Hart chinh tong cap 
huyan (ncri ca quan, to chirc luu so goc) hoac giri yeu cau qua buu dien. 

Thinh phut, ma; lime ho so:  

- Truemg hgp n6p trip ti6p thi xuat frith ban chinh hoac ban sao co chimg thvc 
giay cluing minh nhan din hoac h6 chi& can gia tri sir clang de ngued tiap nhan h6 so 
hem tra. 

- Truemg hop ngueri yeu cau cAp ban sao tir s6 g6c giri qua buu dien thi phai 
gin kern theo ban sao co chirng thvc gray Chung minh than dan hoac h6 chieu con 
gia tri sir dung, phong bi dan tern ghi ro h9 ten, dia chi ngued nhan cho ca quan, to 
chirc cap ban sao. 

- TruOng hgp ngued you cau la ngued dai dien theo phap luat, ngued dai dien 
theo ity quyan cua ca nhan, to chile dugc cap ban chinh; cha, mc, con; vq, ch6ng; 
anh, chj, em runt; ngtred thira ke lchk cua ngtred dugc cap ban chinh trong truerrIg hqp 
ngueri de chat thi phai xuat trinh giAy tor chimg minh quan he veri ngued dugc cap ban 
chinh. 

Thin han eisi nuvet:  
Trong ngay ca quan, to chi:cc flap nhan yeu cau hoac tong ngay lam viec ti6p 

theo, nau tiep nhan you cau sau 15 gia. Trong truerng hqp yeu cau cap ban sao tir s8 
g8c dugc giri qua buu dien thi thed han dugc thvc hien ngay sau khi ca quan, to chirc 
nhan du ho so hqp le theo dau buu dien. 

Doi throne thut hien thu tut hanh chinh:  Ca than, 16 chirc. 
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Cu quan thuc hien thu tuc hanh chinh:  Co quan, to chirc clang quan 15,  so 
gee. 

Ket qua thuc hien thu tuc hanh chinh:  Ban sao duce cap to so goc. 

Phi, le phi:,  IChong thu. 

Ten man dun, nau to khai:  IChong. 

Yeu cau, lieu kien thin hien thu tuc hanh chinh:  Phai co so goc. 

Can cfr phap lt ciia thu tuc hanh chinh:  

- Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 dm Chinh phi►  vE cap ban sao 
tir so goc, chUng thuc ban sao to ban chinh, chi:mg dux chit 14 va chImg thuc hop 
tong, giao dich; 

- Thong tu. so  226/2016/77-BTC ngery 11/11/2016 cii a Bo Ted chinh quy cl/nh 
nuic thu, nap, quan ly va sir dung phi cluing Uwe. 

Ghi chic "Phan cha in nghieng la nor dung stia cloi, ba sung, thay thi" 
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2. Chin Myr bin sao tir bin chinh giAy van bin do at quan to chat 
c6 than' quyen cim Viet Nam clip hokic chthg nhin 

Trinh to thuc hien:  

- Ngueri yeu cau thing thvc phai xuat trinh ban chinh giAy to, van ban lam ca 
so de chimg thvc ban sao va ban sao can chimg thvc. 

-,Tnremg hop ngutri you cau chimg thvc chi xuAt trinh ban chinh thi co quart, to
chirc tien hanh chvp tir ban chinh thvc hien chfing thvc, trir truOng hop ca quan, to 
chat khong co phuang tien de chip. 

- Ngueri thvc hien thing thvc hem tra ban chinh, dtu chiau veri ban sao, neu 
nai dung ban sao thing veri ban chinh, ban chinh giay to, van ban khong thuac cac 
titan hqp ban chinh giay to, van ban khong dugc dung lam ca so de Chung thvc ban 
sao thi thvc hien Chung thvc nhu sau: 

+ GM dAy du loci chi:mg chimg thvc ban sao tir ban chinh theo mau quy dinh; 

+ Ky, ghi ro ho ten, dong &Au cita ca quan, to chirc thvc hien chimg thvc va ghi 
vao so thing thvc. 

Doi vied ban sao cif) tir 02 (hai) trang tra len thi ghi 1oi thing vio trang cuoi, 
neu ban sao co tir 02 (hai) to ter len thi phai (long dAu giap lai. 

Maei ban sao dugc chimg thvc tir mat ban chinh gidy to, van ban hoac nhieu 
ban sao dirge chimg thvc tir mat ban chinh giay to, van ban trong cimg mat than diem 
dirge ghi mat so chi:mg thvc. 

- Ngueri you cau Chung thvc than ket qua tai not nap ho so. 

Cich that thut hien:  Nap ha so va than kat qua trvc tiep tai Trung tam Hanh 
chinh cong cap huyen. 

Thinh 'Man. sift knee ha sir: Ban chinh gidy to, van ban lam ca ser a chimg 
thvc ban sao va ban sao can chimg,thvc. Tnremg hop ngueri yeu cau chimg thvc chi 
xuAt trinh ban chinh thi ca quan, to chin den hanh chop tir ban chinh de thvc hien 
chimg thvc, tit truemg hgp ca quan, to chuc kh8ng co phuang tien a chop. Ban sao 
chvp tir ban chinh de thvc hien chi:mg thvc phai co day du cac tang da ghi thong tin 
dia ban chinh. 

Thin han eiii quvet:  Trong ngay ca quan, to chic tiep than yeu cau hoac 
tong ngay lam viec tiep theo, neu tiep nhan y8u cau sau 15 gier. Doi yeti triremg hop 
ding mat lie yOu cau chi:mg thvc ban sao to nhieu loai ban chinh gidy to, van ban; 
ban chinh c6 nhieu tang; you cau so Mang nhieu ban sao; nai dung giay to, van ban 
phirc tap kh6 hem tra, dai chieu ma ca quan, to chirc dive hien chin-1g thvc khong the 
dap img dugc than han quy dinh neu ten thi than hart chi:mg thvc dugc keo dai them 
khong qua 02 (hai) ngay lam viec hoac co the dai han theo them thuan bang van ban 
von ngueri you cau Chung thvc. Truemg hap tra ket qua tong ngay lam viec tier theo 
hoac phai keo dai theri gian theo quy dinh thi ngueri tiep Milan ho so phai c6 phieu hen 
ghi re then gian (gio, nay) tra ket qua cho ngued you cau chirrig thvc. 

Dot ttrcrne thvc hien thii tuc hanh chinh:  Ca nhan, to chic. 
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Ca quan thirc hien thu tuc hanh chinh:  Phong Tu phip. 

Ket qua thtrc hien thu tuc hanh chinh:  Ban sao &rat Chung thtrc tir ban 
chinh. 

Phi: 2.000 d6ng/trang; tir trang thu 3 trey len thi moi trang thu khong qua 1.000 
dang/trang, nhung mire thu t6i da thu khong qui 200.000 dong/ban. 

Ten min dun, min khai: !Chong. 

Yeu cau, diet' kien thin hien thu tuc hanh chinh: Ban chinh gity ter, van ban 
can thong thtrc. 

Ban chinh giay ter, van ban khong dugc ding lam ca stir da chi:mg thuc bin sao: 

- Ban chinh bi tAy x6a, sira chi/a, them, bat not dung khong hap la. 

- Ban chinh bi hit hong, di nat, khong xic dinh duqc not dung. 

-.Ban chinh thing diu mat cita ca quan, to chirc c6 tham quyan hoc khong 
deog dau m@ nhung ghi ro khong duce sao chirp. 

- Ban chinh c6 neii dung trai phip luat, di° day xa hoi; tuyen truyan, kith dung 
chitin tranh, chong the dO xA hoi chit nghia Viet Nam; xuyen tae lich sir ctia dan toe 
Vi@ Nam; x6c phim danh du, nhan pham, uy tin dm ca nhan, to chirc; vi phim 
quyen cong dfin. 

- Giay to, van ban do ca nhan to lap nhung khong ce, xic nhan va clang dau ctia 
ca quan, to chirc co thAm quy'an. 

Can co. Dhan 1$ elm thu tuc hanh chinh:  
- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cita Chinh phit ve cap ban sao 

tir so goc, cluing dux ban sao tir ban chinh, thong thtrc chi/ k5,  va chfrng thtrc hop 
dung, giao dich; 

- Thong to s6 20/2015/TT-BTP ngay 29/12/2015 cita BO Tu phip quy dinh chi 
ti& va huemg dan thi hanh mot s6 dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cita Chinh ph6 ye cap ban sao tir so g6c, chfrng thtrc ban sao tir ban chinh, 
chfrng thtrc chit k5r va thong thtrc hap Tong, giao dich. 

- Thong to s a 226/2016/TT-BTC ngiry 11/11/2016 cad BO Tai chinh quy Binh 
may thu, nap, quan1fiva sit dung phi cluing thgc. 

Ghi chit:  "Phan chit in nghieng la not dung say ddi, ba sung, thay thi" 
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3. Ching thip bin sao tir bin chinh Fifty to', van bin do co quan, to chic 
co thAm quyen ciia ntnic ngoii; co.  quan, to chtic co thAm quyen dm Viet Nam 
lien ket voi co' quan, to chic co tham quyen cim mit ngoiti cap hoic cluing 
nhin 

Trinh hr thee hien:  
- Ngueri you cau chimg thvc phai xuat trinh ban chinh giAy to, van ban lam co 

so de chimg thvc ban sao va ban sao can chung thvc. 

- Truing hop nguoi yeu cau chUng thvc chi xuAt trinh ban chinh thi co quan, to 
chirc tien hanh chop tir ban chinh de" thvc hien chimg thvc, trir truerng hqp co quan, to 
civic khong c6 phuong tien chop. 

- Ngued thvc hien chung thvc Ici6m tra ban chinh, din chieu v&i ban sao, neu 
not dung ban sao dung veri ban chinh, ban chinh giay to, van ban khong thuOc ck 
truing hop ban chinh giay to, van ban khong dugc dung lam co so de chimg thvc ban 
sao thi thvc hien chimg thvc nhu sau: 

+ Ghi day du IM chung chimg thvc ban sao tir ban chinh theo mau quy dinh; 

+ Ky, ghi ro hi? ten, (king CIL dm co quan, to civic thvc hien chung thvc va ghi 
vao so chimg thvc. 

D6i vai ban sao c6 tir 02 (hai) trang trer len thi ghi 101 chilng vao trang cuai, 
neu ban sao c6 tir 02 (hai) ter fro len thi phai &mg dau giap lai. 

Me6i ban sao dirge chung thvc tir mOt ban chinh giAy tor, van ban hoac nhieu 
ban sao &roc chung thvc tir mOt ban chinh giAy to, van ban trong cling mOt theri diem 
dirge ghi mOt so chimg thvc. 

- Ngueri yeu au chung thvc nhan ket qua tai not nOp h6 so. 

Cach thirc thut hien:  Mop ho so va nhan ket qua trvc tiep tai Trung tam Hanh 
chinh ding cap huyen. 

Thinh phin, sit lining ho so:  

Ban chinh giay to, van ban lam co so de chimg thvc,  ban sao va ban sao can 
chung thvc. Tnremg hop nguiri yeti cau chimg thvc chi xuat trinh ban chinh thi co 
quan, to chirc lien hanh chop tir ban chinh thvc hien thing thvc, trir truang hop co 
quan, to cite khong c6 phuong tien de chop. Ban sao chop tir ban chinh de thvc hien 
chung thvc phai co day du ck trang da ghi thong tin elm ban chinh. 

Thlri han Si quvet:  Trong ngay co quan, to chirc tiep nhan yeu cau hoac 
trong ngay lam viec tiep theo, neu tiep nhan you cau sau 15 gier. D6i vai tnrong hop 
cling mOt lac you cau chimg thvc ban sao tir nhieu loai ban chinh giay to, van ban; 
ban chinh co nhieu trang; you cau so luting nhieu ban sao; nOi dung giay ter, van ban 
phut tap Ich6 Iciem tra, doi chieu ma co quan, to cite thvc hien chung thvc khOng the 
dap ling duqc tiled han quy dinh neu tren thi theri han cluing thvc &rot keo dai them 
khong qua 02 (hai) ngay lam viec hoac co the dai hon theo th6a thuan bang van ban 
veri ngueri you cau chung thvc. Tnrang hop tra ket qua trong ngay lam viec tiep theo 
hoac phai keo dai theri gian theo quy dinh thi ngtheri tiep nhan ho so phai co phial hen 
ghi ro died gian (gier, ngay) tra ket qua cho ngueri you cau chung thvc. 
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Doi &true thuc hien thu tut hinh chinh:  Ci nhan, to chirc. 

Co.  quan thirc hien thu tut Huh chinh:  Phang Tu phip. 

Ket qua thirc hien thu tut hitnh chinh:  Ban sao dugc ehung thuc tir ban 
chinh. 

Phi: 2.000 dang/trang; tir trang thu 3 ter len thi moi trang thu khong qui 1.000 
dang/trang, nhung mire thu tai da thu khong qui 200.000 dOng/ban. 

Ten mAu dun, man khai:  

Yeu au, dieu kien thuc hien thu tut hinh chinh:  Bin chinh giay to, van ban 
can thong thuc. 

Ban chinh giay to., van bin khong duce dung lam co so chirng thuc ban sao: 

- Ban chinh bi fay x6a, sira chita, them, bert nOi  dung khong hop le. 

- Ban chinh bi hu h6ng, ca nat, khong xac dinh dugc nOi dung. 

- Ban chinh clang &Au mat dm cu quan, to chirc c6 tham quyen hoac khong 
dong dau mat nhung ghi re khong duce sao chop. 

- Bin chinh c6 nOi dung trii phip luat, dao dire xa hOi; tuyen truyen, kich long 
chitin tranh, thong the dO xa hOi chit nghia Viet Nam; xuyen tac lich sir dm dan toe 
Viet Nam; xac pham danh du, nhan pham, uy tin dia ca nhan, to chirc; vi pham 
quyen ding dan. 

- Ban chinh do ca quan, to chirc c6 tham quyen cua nuerc ngoai cap, clang 
thong hoac chimg nhan chua duce hap phip h6a lath sit theo quy dinh tai Khoin 1 
Dieu 20 dm Nghi dinh 23/2015/ND-CP, frit giAy to dry than do co quan, to thuc c6 
tham quyen nuerc ngoai cap cho ca nhan thu hq ehieu, the can cube hoac cac giay to 
khac thu,  the thuOng &I, the cu trit, giAy phep xe, bang tot nghiep, cluing chi va 
bang diem kern theo bang tot nghiep, chimg chi. 

- Gity ter, van ban do ca than to lap nhung khong c6 xac than va dOng dau cua 
ca quan, to chirc c6 tham quyen. 

Can cfr phap 1* cfia thu tut hanh chinh:  

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phit ve cap ban sao 
tir s6 g6c, chimg thuc ban sao tir bin chinh, chimg thuc chit 147 va thong thuc hop 
'Jong, giao dich; 

- ThOng to s6 20/2015/TT-BTP ngay 29/12/2015 elm Bq Tu phap quy dinh chi 
fret va huang cian thi hinh mgt s6 dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 elm Chinh phit ye cap ban sao tir so goc, chimg thtre ban sao tir ban chinh, 
chung thuc chi:714Iva chimg thuc hap dang, giao dich; 

- Thong to so 226/2016/'IT-BTC ngay 11/11/2016 clic: BO Tai chinh quy Binh 
may thu, n'Op, span 11; va sie dung phi chzing thuc. 

Ghi 	"Phdn chit in nghieng la noi dung Ala dot, be; sung, thay ad" 
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4. Chting thyc chit ky trong the giily to., van bin (ip dyng cho a flaw 
hqp chthig thqc diem chi va twang hqp nguiri yen au chting thqc khong the 
Icy, khong the diem chi duvc) 

Trinh to thin hien:  
- Ngueri yeu cau thing thvc chit 14/diem chi/khong the 14, !dieing the diem chi 

duqc phai xuat trinh cac giay to phuc vp viec Chung thvc chit 14. 
- Trong truing hop ngutri yeu au chimg thvc khong thong thao tieng Viet thi 

phai c6 ngued phien dich. Ngued phien dich la ngued c6 nang Ivc hanh vi dan sv day 
dit theo quy dinh cite phap luat, thong thao tieng Viet va ngon ngit ma ngued yeu eau 
cluing thvc sir dung. Ngutri phien dich do ngutri you cau cluing thvc med hoac do ca 
quan thvc hien chimg thvc chi dinh. Thu lao phial dich do ngued yeu cau chimg thvc 
tra. 

- Ngutri thvc hien cluing thvc lciem tra giAy to yeu cau chimg thvc, neu they dit 
giay to theo quy dinh, tai thtri diem chimg thvc, nguei yeu cau chimg thvc minh man, 
nhan that va lam chit duqc hanh vi cira minh va viec chimg thvc khong thuec cac 
tnrerng hqp khong duqc chimg thvc chit 14 thi yeu cau ngutd yeu cau citing dive 
14/diem chi truerc mat va dive hien cluing thvc nhu sau: 

+ Ghi day dit led chimg chimg thvc chit 14 theo mau quy dinh; 

,+ KY, ghi re• h9 ten, dieng 	cita ay quan, chirc dive hien chimg thvc va ghi 
vao so chimg thvc. 

Doi v6i ban sao co tir 02 (hai) trang troy len thi ghi led cluing vao tang cued, 
neu ban sao co tir 02 (hai) ter tra len thi phai &Ong dau giap lai. 

- Doi ved tnrerng hqp chimg thvc chit 14/diem chi/khong the 14, khong the 
diem chi duqc tai be phan del) nhan va tra ket qua theo ca the met cira, met cira lien 
thong thi cong chirc tiep nhan he sa kiem tra cac giay ter, nett nhan they ngutd yeu 
cau cluing thvc c6 dir dieu lcien quy dinh tai Khoan 2 Dieu 24 Nghi dinh so 
23/2015/ND-CP thi,  de nghi nguesi you cau chimg thvc 14/diem chi vao giay to can 
cluing thvc vi chuyen cho ngueri co them quyen ky Chung thvc. 

- Ngueri yeu cau chimg thvc than ket qua tai nei nep he sa. 

Cach that time hien:  Nop he sa va titian ket qua trvc tiep tai Trung tam Hanh 
chinh tong cap huyen. 

Thimh phAn ha so:  
Nguiri yeu cau chi:mg thvc chit 14 cua minh phai xuat trinh cac giAy to sau day: 
- Ban chinh hoac ban sao c6 cluing thvc Giay chimg minh nhan dan hoac HO 

chieu can gia tri sir dung. 
- Giay ter, van ban ma minh se 14/diem chi. Trueng hop chimg thvc chit 14 

trong giay ter, van ban bang tieng nuerc ngoii, neu ngued,thvc hien chting thvc khong 
lieu 16 nei dung cita giay to, van ban thi c6 quyen yeu cau ngued you eau chimg dive 
nep kern theo ban dich ra tieng Viet nei dung cita giay ter, Van ban do (ban dich 
khong can cong cluing hoac chimg thvc chit ky ngued dich, ngued yen cau cluing 
thvc phai chiu trach nhiem ve nei dung eita ban dich). 
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Thai han thirc hien yen au chiing thirc:  Trong,ngay co quan, to chdc tiep 
nhan y8u cau hoac trong ngay 	viec tiep theo, neu tiep nhan yeu cau sau 15 gia. 
Twang hop tra ket qua trong ngay lam viec tiep theo thi ngu&i tiep nhan ho so phai 
co phieu hen ghi re thai gian (gia, ngay) tra ket qua cho ngueti you cau chi:mg thirc. 

Doi twang thuc hien the' tuc hanh chinh:  Ca nhan. 

Ca quan thirc hien the' tuc hanh chinh:  Phong Tu phap. 

Ket qua thirc hien the' tuc hanh chinh:  Giay ter, van ban dugc chimg thuc 
chit ky/diem chi. 

Phi: 10.000 dang/tnremg hqp. 

Ten mill dan, mAu to khai:  Khong. 

Yeu au, dieu kien thirc hien thii tuc Minh chinh:  

Truemg hop kh8ng duce chung thuc chit V: 

- Tai theri di6 thing thuc, ngueri yeu cau thong thirc chit ky kh8ng /than fink 
va lam chit dugc hanh vi cua minh. 

- Ngueri yeu can chting thuc chit 191,  xuat trinh Gay chting Minh nhan dan hoac 
HO chieu khong con gia tri sir dung hoac gia mao. 

- Giay to, van ban ma nguoi yeu cau chlmg thuc chit V vao co not dung quy 
dinh tai IChoan 4 Dieu 22 ctia Nghi dinh 23/2015/ND-CP. 

- Giay tar, van ban c6 nOi dung la hop tong, giao dich, triz cat truang hop quy 
dinh tai Diem d Ithoan 4 Dieu 24 dm Nghi dinh 23/2015/ND-CP hoac truang hop 
phap luat c6 quy dinh khk. 

Can cri phfip lv cfia thii tuc hanh chinh:  

- Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phn ve cap ban sao 
tir so gac, thong thuc ban sao tir ban chinh, chimg thuc chit V va chimg thuc hop 
dozing, giao dich; 

- Th8ng to so 20/2015/TT-BTP ngay 29/12/2015 dm Bo Tu phap quy dinh chi 
tiet va hudmg tan thi hanh *It so dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cua Chinh pho ye cap ban sao tir so goc, chimg thuc ban sao tir ban chinh, 
thong thirc chilV va thong thuc hop clang, giao dich; 

- Thong tir so 226/2016/77-BTC ngay 11/11/2016 caa B¢ Tai chinh quy dinh 
nuic thu, nap, guano" va sit dung phi cluing thuc. 

Ghi chzi:  "Phein chit in nghieng la nai dung stia dal, b a sung, shay thi" 
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5. Chting thcrc hqp ding, giao dich lien quan den tai san la d(ing san 

Trinh to thin hien:  

- Ngueri yeu cau chimg dive Op 01 b0 h6 so you au chting thvc. 

- Nguai thvc hien chi:mg thvc hem tra giay to trong h6 so you au Chung thvc, 
neu day du thed diem chimg thvc cac ben thaw gia hop dong, giao dich to nguy'en, 
minh man va nhan thirc, lam chin dugc hanh vi cua minh thi thvc hien chimg thvc. 

- Cac ben tham gia hop dong, giao dich phai ky tru6c mat ngued thvc hien 
chimg thvc. Truang hop nguai c45 them qtpren giao ket hop &mg cita the to chirc tin 
don, doanh nghiep da tang 1c5r chit IcST mau tai co quan thvc hien chimg thvc thi c6 
the IcSi truck vao hop ding; n§ued thvc hien chimg thvc phai doi chieu chit 4 cita h9 
trong hop d6ng ved chit ky mau tru6c khi thvc hien chimg thvc, neu nghi nes chit 1c1f 
trong hop ding Ichic vai chit 14 mau thi yeu cau nguai do 1ky truac mat. 

- Truang hop ngued yeu cau chimg thvc khong IcST dugc thi phai diem chi; neu 
nguai de IchOng d9c dugc, khong nghe dug; khong 14/, khong diem chi dugc thi phai 
co 02 (hai) ngueri lam chimg. Nguai lam chimg phai co du nang lye hanh vi dan sit va 
IchOng co quyen, loi ich hoac nghia Iry lien quan den hqp dong, giao dich. Nguai lam 
chimg do nguai you cau chin-1g thvc be tri. Truang hop nguai yeu cau chimg thvc 
khong be tri dugc thi de nghi co quan thvc hien chimg thvc chi dinh nguai lam 
chimg. 

- Ngtred thvc hien chting thvc ghi led chimg tuong irtig veri tang loai hqp dong, 
giao dich theo matt quy dinh; ky, ghi ro h9 ten, don* dau dm co quan thvc hien 
chimg thvc va ghi vao so chimg thvc. Doi yen hop &Mg, giao dich co tir 02 (hi) 
trang tra len, thi tang trang phai dugc (lath so thu tit, c6 chit 14 cita nguai yeu cau 
chimg thvc va nguai thvc hien chimg thvc; so lugng trang va lai chimg duce ghi tai 
trang cued cita hop ding, giao dich. Truing hop hop dong, giao dich co dr 02 (hai) to 
tra len till phai clang dau &al) lai. 

- Trong truing hop nguai you au chtMg thvc khong thong thao tieng Via thi 
phai co ngued phien dich. Ngued phien dich la nguai phai co fling lye hanh vi dan sit 
day du theo quy dinh cita phap luat, thong thao tiong Via ma ngueri you cau chimg 
thvc sir dung. Ngued phial dich do ngued yeu cau chimg thvc mai hoac do co quan 
thvc hien Chung thvc chi dinh. Thu lao ‘phien dich do nguai yeti cau chimgthvc tea 
Nguai phial dich c6 tech nhiem dich day du, chinh xac nOi dung cilia hop d'Ong, giao 
dich, not dung led Chung cho ngued yeti cau chimg thvc va Icy vao timg trang hop 
&Ong yeti to each la nguai phien dich. 

Cfich tht?c Mut hien:  Nop he so va !than kat qua true tiep tai Trung tam Hanh 
chinh cong cap huyen. 

Thanh phap, se home ho sa:  

Ngued yeu cau chimg thvc nOp 01 (ma) bo ho so yeu cau chimg thvc, gam cac 
giay to sau day: 

- Dv thao hop ding, giao dich; 

- Ban sao Giay chimg minh nhan dan hoac HO chiiu con gia tri sir dung cua 

11 



ngued yOu cau Chung thvc (xuat trinh kem ban chinh de' d6i chiOu); 

-.Ban sao giay chimg nhan quyen so hCtu, quyOn sir dung hoac ban sao giay to 
thay the dugc phap luat quy dinh doi yeti tai san ma phap luat quy dinh phai taw 14,  
quyen so huu, quyen sir dung trong true:mg hop hqp dong, giao dich lien quan den tai 
san do (xuat trinh kern ban chinh de d6i chiOu). 

Thai han 2iii quyet:  Kh8ng qua 02 (hai) ngay lam viOc, ke tit ngay nhan 
h6 so you cau chting thvc hoac co the koo dai hon theo thoa thuan bang van ban vii 
ngueris'eu cau chting thvc. Truing hop keo dai theri han giai ,quyet thi ngueri tiep 
nhan ho so phai co phiOu hen ghi ro then gian (gio, ngay) tra kOt qua cho ngueri you 
cau chimg thvc. 

DOi tinmg thuc hien thii tuc hinh chinh:  Ca nhan, t6 chirc. 
Co. quan thin hien thu tuc hinh chinh:  Ph6ng Tu phap. 

Ket qua thuc hien thu tuc hinh chinh:  H9p ding, giao dich dugc chimg 

Phi: 50.000 clang/hcp clang, giao dich. 

Ten min don, mgiu to khai:  KhOng. 
Yen can, dieu kien thuc hien thu tuc hanh chinh:  Khong. 
Can cu phap 117,  ciia thu tuc hanh chinh:  
- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 elm Chinh pini va cap ban sao 

tir so goc, chimg thvc ban sao tiz ban chinh, chimg thvc chit k5,  va chang thvc hgp 
giao dich; 

- ThOng to s6 20/2015/TT-BTP ngay 29/12/2015 cita BQ Tu phap quy dinh chi 
tiet va hue:mg dan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cua Chinh phi) va cap ban sao tir so DSc, chimg thvc ban sao to ban chinh, 
chung thvc chit k5,  va chimg thvc hgp ding, giao dich; 

- Thong to so 226/2016/TT-BTC ngay 11/11/2016 ciia Ba Tai chinh quy dinh 
mtic thu, nap, guano; va sir dung phi cluing dx. 

thuc. 

Ghi chit: "Phan chit in nghieng la nOi dung min clai, ba sung, thay the" 
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6. Ching thvc viec sira doi, IA sung, hey be hqp dong, giao dich 

Trinh tkr thirc hien:  
- Nguiti you cau chting thvc xuat trinh giay to tity than con gia tri sir dung de 

ngu&i thvc hien chimg thvc kiem tra va Op 01 b0 hO scr. 

- Viec sira dii, b6 sung, hit),  be) hap ding, giao dich da dugc Chung thvc chi 
dugc thvc hien khi co th6a thuan bang van ban cua ck ben tham gia hap tong, giao 
dich. 

- Viec sira doi, bi sung, hay b6 hap ding, giao dich dugc thvc hien tai ca quan 
di chimg thvc hap dong, giao dich. 

- Ngtrad thvc hien chimg thvc kiem tra giay to trong hi sa yeu can chimg thvc, 
neu day du tai thai diem Chung thvc cac ben tham gia hap dong, giao dich tv nguyen, 
minh man va nhan thirc, lam chit duce hanh vi cua minh thi thvc hien chimg thvc. 

- Caz ben tham gia hap ding, giao dich phai ky truck mat ngued thvc hien 
chimg thvc. Tn.remg hap ngued c6 tham quyen giao ket hap dong cua ck to chirc tin 
dung, doanh nghiep da Bang 1c5r chit lcy mau tai ca quan thvc hien cluing thvc thi ca 
the Icjr truarc vao hqp ding; ngueri thvc hien chimg thvc phai d6i chieu chit k± dm ha 
trong hap dong v6i chit 14/ mau truck khi thvc hien chimg thvc, neu nghi ng& chit 1c5r 
trong hqp dong lchac v6i chit Ic11 mkt thi yeu cau ngueri do 1c5r tnrerc mat. 

- Tnremg hap nguiti you cau chimg thvc khong k5f duce thi phai diem chi; neu 
ngueri do khong dac dugc, khong nghe dugc, khong ky, khong diem chi dugc thi phai 
co 02 (hai) ngued lam chimg. Ngueri lam chimg phai co du nang luc heath vi dan sit va 
khong co quyen, lqi ich hoac nghia vg lien quan den hap dong, giao dich. Ngueri lam 
chimg do ngueri yeu au chimg thvc b8 tri. Tnremg hap ngueri yen cau chimg thvc 
khOng b8 tri dirge thi de nghi ca quan Chung thvc chi dinh nguM lam chimg. 

- Ngueri thvc hien chimg thvc ghi l&i chimg tucmg ung von timg loci hqp ding, 
giao dich theo mau quy dinh; ky, ghi na ha ten, dong clan cita ca quan thvc hien 
chimg thvc va ghi vao so Chung thvc. Doi van hap (Tong, giao dich co tir 02 (hai) 
trang trey len, thi tong trang phai duce dinh s6 thin tv, co chit kST cita ngued you cau 
chimg thvc ya nguerithvc hien chimg thvc; so lucmg trang va loi chting dugc ghi tai 
trang at& da hqp dong, giao dich. Tnremg hap hqp ding, giao dich c6 to 02 (hai) ter 
tra lei thi phai clang &au giap lai. 

- Trong tru&ng hap ngued yeu cau chimg thvc lchOng thong thao tieng Viet thi 
phai co ngued phien dich. Ngueri phien dich la ngueri phai co nang lvc hanh vi dan sv 
day du theo quy dinh caa phap luat, thong thao tiang Viet ma ngueri yen cau chimg 
thvc sir dung. Ngueti phien dich do ngueri you can chimg thvc moi hoac do ca quan 
thvc hien chimg thvc chi dinh. Thu lao phien dich do ngueri yeu cau chimg thvc tra. 
Ngued phien dich cep trach nhiem dich day dil, chinh xac nOi dung cita hap dOng, giao 
dich, nOi dung leri chimg cho ngueri yen cau chimg thvc va 1c57 vao tirng Wang hop 
ding \fed to cach la ngueri phial dich. 

- Ngtred you cau chimg thvc nhan kit qua tai nai nOp he sa. 

Cach they thuc hien:  Nop hi so va nhan ket qua true tiep tai Trung tam Hanh 
chinh cong cap huyen. 
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Thinh Phan, se; twang he so':  

Ngueri yeu cau chimg thvc nOp 01 (mot) b0 ho sa y8u cau chimg thvc, gam cac 
giay to sau day: 

- Hop ding, giao dich da &roc chimg thvc; 

- Dv thao hap dang giao dich sira doi, ba sung, hey be hop dang, giao dich da 
dirge chimg thvc; 

- Trong truang hop not dung sira dai, ba sung co lien quan den tai san thi 
ngubi you cau chung thvc phai nOp ban sao kern ban chinh de dai chieu giay chung 
nhan cp3yen so hem, quyen sir dung hoac ban sao giay to thay the duce phap luat quy 
dinh doi yen tai sari ma phap luat quy dinh phai clang 14,  quyen so huu, quyen sir 
dung, trir tnreng hgp ngueri lap di chirc dang bi tai chet de doa den tinh mang. 

Thai han eifii quvet:  Trong ngay co quan, to chirc tiep nhan yeu eau hoac 
trong ngay lam yiec flop theo, neu tiep titan you cau sau 15 gib. Truerng hop tra kat 
qua trong ngay lam yiec tiep theo thi ngueri tieRnhan ho scr phai c6 phieu hen ghi ro 
than gian (gia, ngay) tra ket qua cho ngueri yeu cau chimg thvc. 

Dei tircrn2 thin hien thu tuc hanh chinh:  Ca nhan, to chirc. 

Co (Juan thin hien thu tuc hanh chinh:  Phong Tu phap. 

Ket qua thin hien thu tuc hanh chinh:  Hap dang, giao dich duce chung 
thvc. 

Phi: 30.000 clang/hop clang, giao dich. 

Ten min den, min to khai:  Khong. 

Yeu cAu, dieu kien thvc hien thu tuc hanh chinh:  

Viec sea doi, b6 sung, hey be hop tang, giao dich dad duce chimg,thvc chi 
dugc thvc hien khi co thea thuan bang Van ban dm cac ben tham gia h9p dong, giao 
dich. 

Can cti. phap It cua thu tuc hanh chinh:  

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cea Chinh phai ye cap ban sao 
tir so gac, chimg thy° ban sao tir ban chinh, chimg thvc chit 14,  ya chimg thvc hop 
tong, giao dich; 

- Thong to so 20/2015/TT-BTP ngay 29/12/2015 dm BO Tu phap quy dinh chi 
ti6t \fa huang clan thi hanh met so dieu cea Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cua Chinh phe ye cap ban sao tir so gac, chung thvc ban sao tir ban chinh, 
chimg thvc chit k5,  ya chung thvc hop dong, giao dich; 

- Thong to so 226/2016/TT-BTC ngay 11/11/2016 vita BO Teri chinh quy dinh 
mitt thu, nap, guano',  va set dung phi cluing thyv. 

Ghi chit: "Phan chit in nghieng la nai dung seta cldi, bd sung, thay thi" 
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7. Sira loi sai sot trong hqp ding, giao dich 

Trinh hr Hum hien:  

- Ngueri yeu eau cluing dux nap 01 be ha so. 

- Viec sirs 16i sai sot trong khi ghi chep, in hop tang, giao dich dA dugc chtimg 
thvc dugc thvc hien theo th6a thuan bang van ban dm cac ben tham gia hgp dung, 
giao dich, neu Ichong lain anh htrang den quyen, nghia vu cua ck ben va dugc thvc 
hien tai co quan dal chtimg thvc hqp clang, giao dich. 

- Ngueri thvc hien chi:mg thvc gach than lei sai sot can sin, deing dau dm co 
quan thvc hien chi:mg thvc va ghi vao ben le cita hop tong, giao dich MN dung da 
sira, h9 ten, chit k5r cua ngueri sum, ngay thang nam situ. 

- Ngual yeu cau chiing thvc 'than ket qua tai not nep ha so. 

Cach that thtrc hien:  Nep ho so va nhan ket qua trrc tiep tai Trung tam Hanh 
chinh cong cap huyen. 

Thanh Wan, so lune ha so.:  
Ngued you cau chimg thvc nap 01 (met) be ha so yeu cau chtimg thvc, gam ck 

giay to sau day: 

- Ban sao Giay chi:mg mirth nhan dan hoac HO,  chieu con gia tri sir dung dm 
ngueri yeu cau chtimg thvc (xuat trinh kern ban chinh de dOi chieu); 

- Van ban thee thuan ve viec sira lei sai set trong hop clang, giao dich dA dugc 
chimg thvc; 

Hgp clang, giao dich da duct chimg thvc; 

-,Ban sao giay chimg nhan quyen so 	quyen sir dung hoac ban sao giay to 
thay the dugc phap hi@ quy dinh dai veri tai san ma phap luat quy dinh phai dagg 1c5r 
quyen so him, quyen sir dung trong tnrerng hqp hop tong, giao dich lien quan den tai 
san de (xuat trinh kern ban chinh doi chieu). 

Thai han giai duvet:  Trong ngay co quan, t6 chirc tiep nhan yeu cau hoac 
trong ngay lam viec tiep theo, neu tiep nhan yeu cau sau 15 gia. Truonp hep tra ket 
qua trong ngay lam viec tiep theo thi ngueri tieRnhan ho so phai co phieu hen ghi 16 
theri gian (gia, ngay) tra ket qua cho ngueri yeu can chimg that. 

Thai tune thtrc hien thu tuc hanh chinh:  Ca nhan, t6 chirc. 

Co quan thin hien thu tuc held' chinh:  Phong Tu phap. 

Ket qua Hum hien thu tuc hanh chinh:  Hgp dang, giao dich dugc siva lei ky 
thuat. 

Phi: 25.000 dang/hap dang, giao dich. 

Ten tau dom. tau to khai:  'Chong. 

Yeu au, diet' kien thuc hien thu tuc hanh chinh:  KhOng. 

Can cfr allay It cila thu tuc hanh chinh:  
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- Nghi dinh s6 23/2015/ND-CP ngly 16/02/2015 cua Chinh phi►  via cap ban sao 
to so g6c, chimg thut ban sao to ban chinh, chUng thgc chit kY va chUng flux hop 
ding, giao dich; 

- Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm Bq Tu phip quy dinh chi 
tiet va huong da'n thi hanh mot so dieu cua Nghi dinh s8 23/2015/ND-CP ngay 
16/02/2015 cua Chinh phti N4 cap ban sao to s6 g6c, chimg thuc ban sao tir ban chinh, 
chung thgc chirkY va chi:mg thut hop ding, giao dich; 

- Thong to so 226/2016/7T-BTC ngay 11/11/2016 ciza BO Tai chinh quy clinh 
mar thu, nip, quern 1y va sit dung phi chzing thzec. 

Ghi chzi:  "Phan chg.' in nghieng la nai dung sad ddi, bd sung, thay the" 
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8. Ciip ban sao có chfrng thip tir bin chinh hqp ding, giao dich dA dugc 
chfrng thtrc 

Trinh fir thvc hien:  
- Ngtresi yeu cau cap ban sao c6 chung thvc tir ban chinh hop clang, giao dich 

phai xuat trinh cac giay to theo quy dinh. 

- Ngtred thvc hien chimg thvc kiem tra giay to do ngueri yeu cau cap ban sao c6 
chimg thvc tir ban chinh hqp tong, giao dich xuat trinh. 

- Ca quan thvc hien chimg thvc flan hanh chup tir ban chinh hop dang, giao 
dich dang dugc hru fret va thvc hien chung thvc nhu sau: 

+ Ghi day du 161 chimg chimg thvc chit k5r theo masu quy dinh; 

IC5r, ghi re hq ten, ding dau cita co quan, to chirc thvc hien chimg thvc va ghi 
vao so chirng thvc. 

Doi von ban sao co 02 (hai) trang tray len thi ghi lai chimg vao trang can, nen 
ban sao co tir 02 (hai) to fro len thi phai ding dau giap lai. 

MOi ban sao dugc chimg thvc tir mgt ban chinh giay ter, van bin hoac nhi'eu 
ban sao dugc cluing thvc tir mOt ban chinh giay dr, van ban trong cling mOt theri diem 
dugc ghi mOt so chimg thvc. 

Cfich they thirc hien:  Nop he so va /than kat qua trvc tiep tai Trung tam Hanh 
chinh deg cap huy'en. 

Thinh ghat, so lune 	Ngueri you cau chimg thvc xuat trinh ban chinh 
hoac ban sao co chung thvc Giay chung minh nhan clan hoac Hi) chien can gia tri sir 
dung. 

Thai han ging auvet:  Trong ngay co quan, to chirc tiep Sion yeu cau hoac 
trong ngay lam viec tiep theo, neu tiep !than you an sau 15 giar. Truing hop tra kat 
qua trong ngay lam viec tiep theo thi nguari tieRnhon ho so phai co phieu hen ghi ro 
tiled gian (gier, ngay) tra ket qua cho ngueri yeu can chimg thvc. 

Dal wane thvc hien thu tuc hint' chinh:  Ca than, to chirc. 

Co quan thin hien thu tuc lamb chinh:  Phong Tu phap. 

Ket qua thut hien thu tuc hanh chinh:  Ban sao hop clang, giao dich dugc 
chimg thvc. 

Phi: 2.000 thing/trans; tir trang thu 3 tra len thi moi trang thu 1.000 
dong/trang, nhtmg mix thu tai da thu khong qua 200.000 dong/ban. 

Ten mAu don. mAu tir khai:  'thong. 

Yen can. dieu lden thut hien thu tuc hanh chinh:  Hap eang, giao ditch da 
dugc chung thvc con dang ltm trir tai Phong Tu phip. 

Can cu. phi') It cfia thu tuc hanh chinh:  

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban sao 
tir so goc, chimg thvc ban sao tir ban chinh, chimg thvc chit k5r va chimg thvc hop 
ding, giao dich; 
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- Thong to s6 20/2015/TT-BTP ngay 29/12/2015 caa Bo Tu phap quy Binh chi 
ti& va huang d'an thi hanh mot s6 dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 clia Chinh pith N4' cap ban sao tir s6 gac, chUng thut ban sao tir ban chinh, 
chimg that chit lcY NIA thing that hop &Mg, giao dich; 

- Thong so 226/2016/TT-BTC ngay 11/11/2016 dui B6 Tai chink quy Binh 
mar thu, n6p, quan ly vex th dung phi cluing thy-c. 

Ghi 	"Phan chic in nghieng la nai dung say dal, be; sung, thay the" 
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9. Cluing thip chit kt nguiri dich ma nguiri dich la cong tic vien dich 
thu(it ciia Pheng Tv phip 

Trinh hr Mut hien:  

- Nguad yeu cau chung thvc chit 14 nguad dich phai xuat trinh cad gray to phuc 
vu viec chimg thvc chit 14 nguari dich. 

- Nguari thvc hien chimg thvc ldam tra giay to do ngueri yeu cau chimg thvc 
xuat trinh, neu thay du ?Fay to theo quy dinh va giay tar, van ban duqc dich khong 
thuOc cac truamg hap giay to, van ban khong duqc dich de chimg thvc chit k5,  ngueri 
dich thi thvc hien chimg thvc nhu sau: 

+ Ghi day du lei cluing cluing thvc chit ky theo mau quy dinh; 

+ K5r, ghi re h9 ten, dOng dau cua ca quan, to chic thvc hien chung thvc va ghi 
vao s6 chImg thvc. 

1)6i ved ban dich giay ter, van ban c6 tix 02 (hai) trang tra len tin ghi led chung 
vao trang cuoi, neu giay tar, van ban c6 tir 02 (hai) to ter len thi phai dOng dau giap 
lai. 

Cich thee thirc hien:  NOp ha so va titian kat qua trvc tiep tai Trung- tam Hanh 
chinh ding cap huyen. 

Thinh nhan ho sa:  

Ngueri yeu cau chung thvc chit 14 phai xuat trinh Ban dich va giay ter, van ban 
can dich. 

Thai han thirc hien:  Trong ngay co quan, to chfrc nap nhan yeu eau hoc 
trong ngay 	viec tiep theo, neu dap /than yeu cau sau 15 gier hoc c6 the keo dai 
han theo thea thuan bang van ban ved ngued you cau cluing thvc. Truemg hqp tra ket 
qua trong ngay lam viec tiep theo ho@ phai keo dai thari han giai quyat thi nguiri tiep 
nhan ho so phai c6 phieu hen ghi re then gian (Oa, ngay) tra ket qua cho nguari you 
cau cluing thvc. 

DOI tine thirc hien thu tuc hanh chinh:  Ca nhan. 

Ca quan thirc hien thu tuc hanh chinh:  Pheng Tu phap. 

Idt qua thirc hien thu tuc hanh chinh:  Giay ter, van ban duqc chung thvc 
chit kST ngueri dich. 

Phi: 10.000 dang/trueng hqp. 

Ten mau dot, mau to khai:  Khang. 

Yeu cau, lieu kik thirc hien thu tuc hanh chinh:  
* Giay ter, van ban khong ducc dich chimg thvc chit lorf ngued dich: 

- Giay ter, van ban da bi tay xoa, sira Chita; them, bat not dung khong hqp le. 

- Giay ter, van ban bi hu hang, cu nat kh8ng xk dinh duqc ned dung. 

- Gish ter, van ban clang dau mat cea ca quan, t6 chic c6 tham quyan hoc 
khong deng dau m@ nhung ghi re khong duqc dich. 
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- Giay ter, van ban c6 nOi dung quy dinh tai Khoan 4 Dieu 22 dm Nghi dinh 
23/2015/ND-CP. 

- Gray ter, van ban do ca quan, to chirc c6 them quy'en cua nu& ngoai cap, 
cong chung,  hoac chimg nhan chua duce hop phap h6a lanh sit theo quy dinh tai 
Khoan 1 Dieu 20 cilia Nghi dinh 23/2015/ND-CP, trir giay to tay than do ca quan, to 
chirc c6 them quyen nuac ngoai cap cho ca nhan nhu ho chieu, the can cuerc hoac cac 
giay to 1chk nhu the thueng,tra, the cu fru, giay phep lei xe, bang tot nghiep, chung 
chi va bang diem kern theo bang tot nghiep, chimg chi. 

Can cv sthap 1* cua thu tuc hanh chinh:  

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 dm Chinh phir ve cap ban sao 
tir s6 gac, chimg thuc ban sao tir ban chinh, chung thuc chit kSi va chung thuc hop 
dOng, giao dich; 

- Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm BO Tu phap quy dinh chi 
tiet va huang dan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cua Chinh phir ve cap ban sao tir so goc, chung thuc ban sao tir ban chinh, 
chfrng thuc chit k57 va chirng thuc hop clang, giao dich; 

- Thong to so 226/2016/1T-BTC ngay 11/11/2016 cita BO Tai chinh quy clinh 
m&c thu, nOp, quanlYva sti dung phi cluing thuc. 

Ghi chit: "Phan chit in nghieng la nai dung stia ddi, ba sung, thay thi" 
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10. Chting thyt chir ky nguiri dich ma nguiri dich kitting phai lit cong tic 
vien dich thuiit 

Trinh tir thuc hien:  

- Ngueri yeu eau chung thvc chit lcy ngueri dich phai xuat trinh cac giay to phuc 
vu viec chimg thvc chiric5rngueri dich. 

- Ngueri thvc hien chfrng thvc kiem tra giay to do ngueri y8u cau chung thvc 
xuat tenth, neu thay du ?iay to theo quy dinh va giay ter, ,van ban duce dich lchong 
thu6c cac truang hop giay ter, van ban khong &roc dich die chung thvc chit kY nguiri 
dich thi thvc hien chfmg thvc nhu sau: 

+ GM day du led chimg chimg thvc chit 14,  theo mau quy dinh; 

+ KY, ghi re; ho ten, thing dau &la co quan, to chirc thvc hien chung thvc va 
ghi vao so clutng thvc. 

Si yeti ban dich giay ter, van ban co tir 02 (hai) trang tra len thi ghi led thing 
vao trang cuoi, neu giay ter, van ban c6 tir 02 (hai) ter ter len thi phai dung dau giap 
lai. 

- DOi yen tniong hop thing thvc chit ky tai b0 phan tiep nhan va tra ket qua 
theo co che m6t cfra, mOt cira lien thong thi tong chin tiep nhan ho so hem tra cac 
giay ter, neu nhan,thay ngueri yeu cu chung thvc du dieu lden theo quy dinh thi de 
nghi ngtreri yeu cau chting thvc ky vac) ban dich va chuyen cho ngueri c6 tham quyan 
14T chimg thvc. 

Cach that thin hien: Nop ho so va nhan ket qua trvc tiep tai Trung tam Hanh 
chinh dog cap huyen. 

Thanh Phan ho so':  
Ngtrai you au chting thvc phai xuat trinh cac giAy to sau day: 

- Ban chinh hoac ban sao c6 chit/1g thvc Giay chimg minh nhan dan hoac HO 
chieu con gia tri sit &pig; 

- Ban chinh hoac ban sao tir s6‘g6c, ban sao c6 chung thvc bang cu than ngoai 
ngit ter len v8 thit tiong nudrc ngoai can dich hoac bang tot nghiep dai hoc tra len doi  
vei this tieng nudrc ngoai can dich; tn:r truang hop dich,nhang non nes khOng pho 
bien ma ngueri dich khOng co bang cu nhan ngoai net, bang tot nghiep dai hoc nhung 
thong thao ngon ngit can dich; 

- Ban dich dinh kem giay dr, van ban can dich. 

Thai han thuc ,hien: Trong ngay co quan,,  thuc tiep nhan yOu cau hoac 
trong ngay 	viec tiep theo, neu tiep nhan you cau sau 15 gier hoac c6 the keo dai 
hon theo th6a thuan bang van bin yeti ngueri you cau chimg thvc. Truemg hop tra ket 
qua trong ngay lam viec tiep theo hoac phai keo dai thai han giai quyet thi ngueri tiep 
nhan ho so phai c6 phieu hen ghi r6 theri gian (gib, ngay) tra ket qui cho nguai you 
cau chfmg thvc. 

Si ttrome thuc hien thu tuc hanh chinh:  Ca nhan. 
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Ca quan thuc hien thu tuc hinh chinh:  Phong Tu phap. 

KAt Qua thuc hien thu tuc hanh chinh:  Giay to, van ban dugc chimg thuc 
chit 14 ngueri dich. 

Phi: 10.000 deing/ truang hap. 

Ten mAu don, mAu to.  khai:  Khong. 

Yeu cau, dieu kien thuc hien thu tuc hinh chinh:  

* Phong Tu phap chi chung thuc chit 141 ngubi dich khong phai IA COng tic 
vien kin ngueri do to dich giay tar, van ban phuc vu muc dich ca nhan dm ha. 

* Giay tb, van ban khong dugc dich a chimg thuc chit ky ngueri dich: 
- Giay to, van ban da N tay xoa, saa chita; them, bat nOi dung khong hop le. 

- Giay t&, van ban bi hit h6ng, cu nat khong xac dinh dugc nOi dung. 

- Giay tb, van ban dung dau mat dm co quan, to chirc c6 tham quy'En hoac 
khong dung dau mat nhtmg ghi re; khong dugc dich. 

- Giay ter, van ban c6 nOi dung quy dinh tai Khoan 4 Dieu 22 clia Nghi dinh 
23/2015/ND-CP. 

- Giay t&, van ban do ca quan, tó chfrc co tham quyen cua nu6c ngoai cap, 
ding chimg,  hoac chung /than chua duce hap phap h6a lath sit theo quy dinh tai 
IChoan 1 Dieu 20 clia Nghi dinh 23/2015/ND-CP, trir giay to nay than do ca quan, to 
chic co tham quyen nuerc ngoai cap cho ca than nhu h0 chieu,the can cuerc hoac cac 
giay to khac nhu the thuang‘tro, the cu tr6, giay phep lai xe, bang tot nghiep, chung 
chi va bang diem kern theo bang tot nghiep, chimg chi. 

Can cti pilau It ciia thu tuc hinh chinh:  

- Nghi dinh s6 23/2015/ND-CP ngly 16/02/2015 dm Chinh phu lie cap ban sao 
tir s8 g6c, chung thuc ban sao tir ban chinh, chlmg thuc chit ky va chung thuc hop 
&mg, giao dich; 

- Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm Bq Tu phap quy dinh chi 
fi let va huerng dan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phit ve cap ban sao tir so goc, chimg thuc ban sao tir ban chinh, 
chUng thuc chit kY va chfrng dux hap (tong, giao dich; 

- Th6ng to so 226/2016/TT-BTC ngay 11/11/2016 elect B6 Tai chinh quy clinh 
may thu, n6p, guano, va sic clung phi cluing thuc. 

Ghi chit: "Plzen chit in nghieng la nei dung sera 'lei, be sung, thay the 
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11. Chun thvc van bin thea thuan phan chia di san ma di san lit gong 
san 

Trinh hr thin hien:  

- Ngubi yeu au chimg thvc nOp 01 b0 he so yeu eau chimg thvc. 
- Ngubi thvc hien chimg thvc kiem tra giay tor trong ho so yOu cau chimg thvc, 

neu day 	thed diem chimg thvc the ben tham gia hgp (tang, giao dich ttr nguy8n, 
minh man va nhan thirc, lam chi duge hanh vi elm minh thi thvc hi8n chimg thvc. 

- Cac ben tham gia thea thuan phan chia di san phai 14 throe mat ngued thvc 
hien Chung thvc. 

- Twang hop nguai yeu eau chimg thvc khong 14 duge thi phai diem chi; n6u 
ngued do khong doe dirge, khong nghe dirge, khong 14, khOng diem chi dirge thi phai 
co 02 (hai) ngued lam chimg. Ngubi lam chOng phai co do nang lye  hanh vi dan sv va 
khong co quyen, lgi ich hose nghia vp lien quan do'n giao dich. Ngubi lam Chung do 
ngutri yeu au chimg thvc be tri. Truing hgp ngueri yeu cau Chung thvc khOng bo tri 
doge thi de nghi co quan thvc hien Chung thvc chi ngued lam chimg. 

- Ngubi thvc hi8n chimg thvc ghi lbi chimg theo mau quy dinh; 14, ghi re hg 
ten, dong dau dm co quan thvc hien chimg thvc va ghi vao so chimg thvc. Doi ved 
van ban th6a thuan co tir 02 (hai) trang trer len, thi timg trang phai dune danh so thi 
tv, co chit 14 cila ngued you cau chimg thvc va ngued thvc hilen chimg thvc; se luting 
trang va led thing duge ghi tai trang cuoi cita van ban th6a thuan. Tnremg hgp van 
ban th6a thuan co tir 02 (hai) ter trer len thi SIM dong clAu giap lai. 

- Trong truemg hgp ngueri yeti au Chung thvc khong thong thao ti6ng Vi41 thi 
phai co ngued phial dich. Ngued phial dich la ngueri phai c6 nang lve hanh vi clan sv 
day dit theo quy dinh cia phap lust, thong thao tieng Vi8t ma ngued yeu cau Chung 
thvc sir dung. Ngubi phi8n dich do ngueri yeu cau chimg thvc meri hoac do ca quan 
thvc hi8n chimg thvc chi dinh. Thu lao phien dich do ngued yOu cau chimg thvc tra. 
Ngubi phien dich co trach nhi8ni dich day du, chinh the nOi dung ciia van ban them 
that, nOi dung 16i thing cho ngueri you au chimg thvc va ky vao tirrig trang van 
ban them thuan yeti to each la ngtrai phial dich. 

Cfich thiir thvc hien:  Nap ho so va nhin kEt qua true tip tai Trung tarn Hart 
chinh cong cap huy8n. 

Thinh phan, s6 None  
Ngubi yOu eau Chung thvc nOp 01 (mgt) b0 he so yeu cau chimg thvc, gam cac 

giay ter sau day: 
- Dv thao van ban them thuan phan chia di san; 

- Ban sao Giay Chung minh nhan din hoSe HO chi8u con gia tri sir dung cua 
ngueri yeu cau chimg thvc (xuat trinh kem ban chinh de dei chiau); 

-,Ban sao giay chimg nhan quyen sb halt, quyen sir dung hoac ban sao gity ter 
thay,  the dirge phap lust quy dinh doi veri san ma phap lust quy dinh phai dar}g 14 
quysen ser huu, quyen sir dong trong trperng hgp hgp thing, giao dich lien quan den tai 
san do (xuat trinh kem ban chinh de dog chieu). 
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Thai han giai quvet:  

Khong qua 02 (hai) ngay lam viec, ke tir ngay nhan 	ha so yeti eau chimg 
thuc hoac c6 the keo dai han theo th6a thuan bang van ban veri ngueri yeu cau chImg 
thvc. Tnrang hop keo dai thai han giai quyet thi ngueri tiep,  nhan ho so phai c6 phieu 
hen ghi 16 thed gian (gier, ngay) tra ket qua cho ngued you cau chang thuc. 

poi twvng thuc hien thu tuc hanh chinh:  Ca nhan, to chirc. 

Or quan thtrc hien thu tuc hanh chinh:  Phong Tu phap. 

Ket qua thin hien thu tuc Minh chinh:  Van ban them thuan phan chia di san 
dm:lc chimg thvc. 

Phi: 50.000 dang/va'n ban. 

Ten mill don, mAu to.  khai:  Khong. 

Yen can, Wen kien thtrc hien thu tuc hanh chinh:  Khong. 

Cfin cv phi!) 1* cfia thu tuc hanh chinh:  
- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 caa Chinh phu ve cap ban sao 

tir so g6c, chang thvc ban sao tir ban chinh, chimg thvc chit k5r va Chung thkic hop 
dang, giao dich; 

- Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm Bq Tu phap quy dinh chi 
tiiet va huemg dan thi hanh mot s6 dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 dm Chinh pha ve cap ban sao tir so goc, chimg thuc ban sao tir ban chinh, 
chimg thvc chit ky va chang thvc hop tong, giao dich; 

- Th6ng to so 226/2016/77-BTC ngay 11/11/2016 elect B¢ Tai chinh quy clinh 
mar thu, nap, guano, va szr dung phi chung thuc. 

Ghi chic "Phalli chum'  in nghieng la noi dung say cloi, b a sung, thay thi" 
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12. Chung time van bin khai nhem di san ma di san 11 dieing san 

Trinh hr thuc hien:  

- Ngueri yeu cau chimg thvc nap 01 b. ha so yeu cau chimg thvc. 

- Ngued thvc hien chimg thvc lciem tra giay ter trong ha so yeu cau chimg thvc, 
neu day_dit tai then diem chimg thvc cac ben tham gia hop ding, giao dich nguyen, 
minh man va nhan thirc, lam chit dugc hanh vi cue minh thi thvc hien chimg thvc. 

- Cad ben tham gia khai than di san phai lcrg fru& mat ngued thvc hien chimg 
thtm. 

- Tarang hop ngueri you eau chimg thvc khong k5T dugc thi phai diem chi; neu 
ngueri do khong doc dug; khong nghe dirge, khong 1c5r, khong diem chi dugc thi phai 
c6 02 (hai) nkreri lam chimg. Ngueri lam chimg phai co dit nang lye hart vi dan sir va 
khong co quyen, lgi ich hoac nghia vu lien quan den giao dich. Ngued lam chirng do 
ngued yeu,cau chimg thvc be tri. Tsang hop ngued you cau chi:mg thvc khong bo tri 
dirge thi de nghi co quan thvc hien chting thvc chi dinh ngueri lam chimg. 

- Ngtred thvc hien chimg thud ghi leri chimg theo mau qty dinh; 1c5r, ghi its ho 
ten, ding &Au dm co quan thtm hien chimg thvc va ghi vao so chimg thvc. Doi vii 
van ban khai nhan co dr 02 (hai) trang trey len, thi timg trang phai dugc danh so thi 
tv, co chit 1c5f ciia ngued you cau chimg thvc va ngueri thvc hien chimg thtm; so luong 
trang va led chimg dirge ghi tai trang cued cira van ban khai nhen. Trtremg hop van 
ban khai nhan c6 to 02 (hai) to to len thi phai ding dau &Lap lai. 

- Trong truemg hop ngueri you au chimg thvc khong thong thao ti6ng Viet thi 
phai co ngued phien dich. Ngueri phien dich la ngueri phai co nang lye hanh vi clan sir 
day du theo quy dinh cua phap luat, thong thao 

cau 
Viet ma ngtred you cau chting 

thvd sir dung. Ngueri phien dich do ngued you cau chimg thvc man hoac do co quan 
thvc hien chimg thvc chi dinh.Thit lao phien dich do ngued yeu cau chimg thvc tra. 
Ngued phien dich co trach nhiem dich day du, chinh xic nai dung cita van ban thee 
thuan, nai dung lei chimg cho ngueri yeu cau thing thvc va 1c5r vao timg trang van 
ban khai nhan von to each la ngued phien dich. 

Cich that thut hien:  Nop ho so NIa than kat qua true tier) tai Trung tam Hanh 
chinh tong cap huyen. 

Thanh !than. s6 Itranz ha so:  
Ngued yeu cau chimg thic nap 01 (mat) ba ha so yeu cau chimg thvc, gam cac 

giay to sau day: 

- Dv thao van khai nhan di san; 

- Ban sao Gity chimg minh than dan hoac Ha chieu con gia tri sir dung dm 
ngtreri you cau chimg thvc (cuat trinh kern ban chinh de dai chieu); 

-,Ban sao giAy thing nhan quyen so hint, quyen sir dung hoac ban sao gray to 
thay the dirge phap luat quy dinh dei vii tai san ma phap 1uat quy dinh phai clang kY 
quyen so hut, quyen sir dung trong truing hop van ban khai nhan di san lien quan 
den tai san d6 (xuat trinh kern ban chinh a dei chieu). 
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Thai han giai quyet:  

'Chong qua 02 (hai) ngay lam viec, ke tir ngay than &I ha so yeu eau cluing 
thuc hoac c6 the keo dai ham theo them thuan bang van ban veri nguori yeu cau chfrng 
thuc. Truemg hgp keo dai thai han giai quyet thi ngueri tiep nhan ha so phai c6 phieu 
hen ghi rei thai gian (gier, ngay) tra ket qua cho ngued yeu cau chImg thuc. 

Doi twang thin hien thu tuc hanh chinh:  Ca nhan, to chirc. 

Co quan thuc hien thu tuc Minh chinh:  Phong Tu phap. 

Ket qua thuc hien thu tuc hitnh chinh:  Van ban khai nhan di san dugc cluing 

Phi: 50.000 clang/van ban. 

Ten mitt don, mitt to khai:  'Chong. 

Yeu cau, lieu kien thuc hien thfi tuc hanh chinh:  Khong. 

Can cfr altar, It ciia thu tuc hanh chinh:  
- Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cilia Chinh phu ve cap ban sao 

tir so gac, chimg thuc ban sao tu, ban chinh, chImg thuc chit' ky va chfmg flux hqp 
ding, giao dich; 

- Thong to so 20/2015/1T-BTP n&ay 29/12/2015 caa BO Tu phap quy dinh chi 
fi let va huerng dan thi bath melt so dieu cua Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cua Chinh phu ve cap ban sao tir so gac, chung thuc ban sao tir ban chinh, 
chung thuc cher Icy'r va chung thuc hgp ding, giao dich; 

- Thong to so 226/2016/77-BTC ngay 11/11/2016 clic: BO Tai chinh quy clinh 
mtic thu, nip, quan 1),  va sri dung phi cluing thuc. 

thuc. 

Ghi chit: "Phan chz7 in nghiengld nOi dung stia cldi, bd sung, thay the" 
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II. LINH 'Viet HQ TECH 

1. Ding kST khai sinh co yeu to nut ngoiti 

Trinh try Hum hien:  

- Ngtred co you au &Mg IcSr khai sinh nap ha so dang ky khai sinh tai Trung 
tarn Hanh chinh Ming cap huyen co tham quyen. 

- Ngueri tiep nhan co trach nhiem kiem tra ngay Wan b0 h6 so, dal chieu thong 
tin trong Tir khai va tinh hop le cua gray to trong ho so do ngueri yeu cau nap, xuat 
trinh. 

- Neu ha so day dri, hop,  le, ngtred tiep nhan ha so 	gidy tiep nhan, trong do 
ghi re ‘ngay, sier tra ket qua; neu WI so chua day 	hoin thien thi hung dan ngued 
nap ho,  so bo sung, hoan thien theo quy dinh; trueng hop khong the b6 sung, hoan 
thien ho so ngay thi phai lap thanh van ban hang dan, trong do neu res loai giay ter, nai 
dung can 1)6 sung, hoan thien, Icy, ghi re ho, chit dem, ten cira ngued tiep nhan. 

- Ha so (tang IcSr khai sinh sau khi da dugc Song clan theo quy dinh ma kung 
dugc ba sung, hoan thien thi ngued tiep nhan tir choi tiep nhan ho so. Viec tir choi 
tiep nhan ho so phai ducic the hien bang van ban, trong de ghi re 15T do tit choi, nguei 
tiep nhan ky, ghi re ho, chit dem, ten. 

- Ngay sau khi flap nhan ha so, neu thiy thong tin khai sinh day dir va phi' hop, 
Phong Tu phap bao,cao Chu tich Uy ban nhan din cap huyen. Tnremg hop Cho tich 
ty ban nhan dan cap huyen dong 5r giai quy& thi k5r Giay khai sinh cap cho nguei 
dugc clang k5r khai sinh; ding chi= lam Ming tic ha tich ghi nai dung khai sinh vao 
So ding k5r khai sinh. va cling ngued di dang k1r khai sinh kjr ten vao So. Trueng hop 
cha, me lva chqn quac tich Viet Nam cho con thi ding chat lam Ming tac ha tich cap 
nhat thong tin khai sinh theo Song dan de lay So dinh danh ca nhan (dai von cac dia 
phuong da trien khai cap So dinh danh ca nhan khi clang k5r khai sinh). 

*Lun y:  

- Truemg hop ngued yeu eau nap giay ter la,  ban sao dugc cap tir s6 gac hoac 
ban sao dugc chirng thvc tir ban chinh thi ngueri tiep than ho so kung dugc yeu cau 
xuat trinh ban chinh; neu ngueri yen can chi nap ban chup va xuat trinh ban chinh thi 
nguoi tiep than ho scr.kiem tra, dai chieu ban chup von ban chinh va k5r vao ban chip 
xac nhan ve viec da doi chieu nai dung giay ter do, kh8ng dugc you can ngtreri di tang 
k5r nap ban sao co chung thvc giAy ter do. 

- Tn.rerng hop phap 141 quy dinh xuat trinh gidy, ter khi (tang kSr ha tich, ngtrei 
tiep nhan co trach nhiem kiem tra giay to xuat trinh, doi chieu yen thong tin trong Ter 
khai va tra lai cho ngued xuat trinh, khong dugc yeu cau ngtreri dang IcSr ha tich nap 
them ban sao gidy ter do. Ngulyi tiep nhan co the chup 01 ban giay ter xuat trinh hoac 
ghi lai thong tin dm giAy ter xuat trinh km ho so. 

- Giay ter do co quan co tham quyen cua nu& ngoai cap, cong cluing hoac xac 
nhan de sir dung cho viec (Sang 147 ha tich tai Viet Nam phai &roc hop phap hoa lanh sv, 
trir truong hop dugc mien theo dieu uem voc to ma Viet Nam la thanh vien; gidy ter 
bang tieng nuac ngoai phai dugc dich ra tiong Viet va ding chImg ban dich hoac chi ng 
thvc chit lcY ngueri dich theo quy dinh cua phap luat. 
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- Ngtred tiep nhan cep trach nhiem tiep nhan dung, du ha so dang k5,  ho tich theo 
quy dinh cda phap luat ho tich, khong duce you cau ngueri clang ky ho tich nap them 
giay to ma phap luat ho tich kh8ng quy dinh phai nap. 

Cich that thirc hien: 

- Ngued c6 you eau dang ky khai sinh trirc tiep thvc hien hoac fly quyen cho 
ngutri khac thvc hien viec tang ky khai sinh; 

- Ngtred thvc hien viec dang 14,  khai sinh c6 the nap ha so true tiep tai Trung 
tam Hanh chinh ding cap huyen c6 them quyen hoac gfri ho so qua he thong bin 
chinh. 

Thanh nhan ho so': 

* Giity to.  phut xuat trinh: 
- HO chieu hoAc chang minh nhan dan hoAc the cAn cute ding dan hoac cac 

giay• to khac c6 din anh va thong tin ca nhan do co quan c6 them quyen cap, con gia 
tri sir dung de chimg minh ve nhan than coa ngueri c6 yeu cau tang 1y khai sinh; 

- Giay to chfmg minh noi cu trir de xac dinh them quyen Bang 1(5,  khai sinh. 
- Giay cbang nhan kat hon neu cha, me da dang 14,  ket hon. 

- Tracing hop tre em sinh rat mutt ngoai ve cu tre tai Viet Nam thi xuat trinh 
giay• to chfmg minh viec tre em nhap canh (ho chieu, giay to co gia tri di lai guile to 
co dau xac nhan nhap canh cila co quan quan 15,  xuat, nhap canh) va giay to chfmg 
minh viec tre em cu tr6 tai Viet Nam (van ban xac nhan cfia ca quan cong an c6 them 
quyen). 

Truang hop gfri ha so qua he thong buu chinh thi phai gfri kern theo ban sao c6 
chfmg thvc cac Gity to phai xuat trinh neu ten. 

Urn 3'7: pai vai ding dan Viet Nam, giay to chfmg minh noi cu tro va Giay 
chfmg nhan ket lion chi xuat trinh trong giai clop Ca sec der lieu qu8c gia ve dan cu 
va,  Co so• &I lieu ho tich din toan quoc chua duqc xay dung xong va thvc hien 
thong nhat teen toan quoc. 

* Giiy to phii n§p: 
- To khai long Icy khai sinh theo ma.u. 
- Ban chinh Giay chUng sinh 

Truang hop khong co Gray chung sinh thi nap van ban dm nguiyi lam chimg 
xac nhan ve viec sinh; neu khong co van ban cfia ngueri lam chfrng thi phai co giay 
cam doan ye viec sinh. 

Tnrerng hop tre em sinh ra tai mutt ngoai thi nap Giay chimg sinh hoac giAy to 
khac do co quan co them quyen nuac ngoai cap xac nhan ye viec tre em duce sinh ra 

nuac ngoai va quan he me - con (neu co) 

- Truerng hop cha hoac me hoac ca cha, me la ngueri mac ngoai thi phai nap 
van ban th6a thuan 	cha, me ve viec Iva chon quoc tich cho con. Truang hop cha, 
me chon qui& tich nuac ngoai,  cho con thi van ban thea thuan phai co xac nhandm 
co quan nha nutc co them quyen cua mute ma cha me Iva chon quOc tich cho con. 
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- Van ban Ay quyen theo quy dinh cua phap luat trong trtrerng hgp Ay quyen 
thuc hien viec rang ky khai sinh. 

SO Wove ha sa:  01 be) 

Thai han giai quvet:  Ngay trong ngay tip nhan ha sa; truerng hqp nhan ha so 
sau 15 gia ma khong giai quyet dugc ngay thi tra ket qua trong ngay lam viec del) 
theo. 

Doi twine thuc hien thii tuc Minh chinh: Ca nhan 

Ca quan co thim queen quvet dinh: 
- Oy ban nhan dan cap huyen not cu tni cua ngueri cha hoc ngueri me thuc 

hien (tang ky khai sinh dOi yeti tre em sinh ra 6 Viet Nam; 
- ty ban nhan din cap huyen ncri cu tit caa tre em thuc hien tang ky khai sinh 

dog \red tre em sixth ra 6 nuerc ngoai, chug dugc clang ky lchai sinh ve cu trA tai Viet 
Nam. 

Cor quan time hien thu tuc hanh chinh: 

, 	Phi:mg Tu phap cap huy'en thy 15/ ha so va tham muu Chit tich fly ban nhan dan 
cap huyen xem xet, quyet dinh. 

Ca quan phOi hop:  Khong. 

Ket qua thuc hien thii tuc hinh chinh:  Giay khai sixth 

Le' phi: 
- 40.000 clang dai voi viec clang ky khai sinh citing km. 

- 60.000 clang dai vat viec clang ky khai sinh kh6ng citing han. 
Mien le phi cho ngued thuac gia Binh co ding voi ccich mang; nguoi thuac ha 

ngheo; ngual khuyAt 

Ten mAu don, mlu to khai:  Ta khai dang14 khai sixth 

Yen au, dieu kien thirc hien thu tuc Minh chinh:  Khong 

Can cu. phap 1$ cfia tha tuc hanh chinh:  

- Luat ho tich nam 2014; 

- Nghl dinh sa 123/2015/ND-CP ngay 15/11/2015 cila Chinh phii quy dinh chi 
tier mOt so dieu va bin phap thi hanh Lust ho tich; 

- Thong to s6 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huerng dan 
thi hanh mOt so dieu cua Lust ho tich va Nghi dinh so 123/2015/ND-CP ngay 
15/11/2015 tha Chinh phis quy dinh chi tiet mOt s6 dieu va bin phap thi hanh Lust 
ho tich; 

- Quyit clink sa 26/2017/QD-UBND ngay 05/5/2017 del Oy ban nhcin thin tinh 
ye quy dinh mirc thu, nap le phi ha tich tren dia ban tinh Thfra Thien Hue. 

Ghi chti:  "Phdn chit in nghieng la nal dung saw dal, bar  sung, thay the" 
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CQNG HOA xA HO CHU NGHIA VICT NAM 
Bac lap - Tyr do - Hanh ph& 

TO KHAI BANG Kt KHAI SINH 

Kinh gar: (I ) 	  

HQ, chit dem, ten twirl yen cau: 	  

Gray to thy than: (2) 	  

Noi cu 	(3) 	  

Quan he veri ngueri dirge khai sinh• 	  

De nghj co.  quan dang ItY khai sinh cho ngud•I dual day: 
HQ, chit dem, ten- 

Ngay, thang, narn Binh: 	 ghi bing chit• 	  

Nth sinh: (4) 	  

Grad tinh• 	 Dan tOc: 	 QuOc tjch: 	  

Que quan: 	  

HQ, chit dem, ten cha: 	  

Nam shill: 	Dan tOc: 	 Quoc tjch: 	  

Noi cu tth: (3) 	  

HQ, chit dam, ten mg: 	  

Nam sinh: 	Dan tOc:  	Qufac tjch: 	  

Noi cu lit. (3) 	  

Ten cam doan nOi dung de nghl dang Icy khai sinh ten day la dung sv that, dirge sv thea 
thuan nhat trI cua cac ben lien quan theo quy djnh phap luat. 

T8i chru hoan toan tacit nhiem trade phap bat va nen dung cam doan cua minh. 

Lam tai: 	  ngizy 	thcing 	nam 	 

Nguti yen cau 
(Ky, ghi hQ, chit dem, ten) 
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Chu thick: 
0)Ghi re ten ca quan ding kj,  khai sinh 
Vi dy: - Oy ban rthin din phuang Dien Bien, Ba Dinh, Ha Nei 

- Oy ban nhin 	quail 1, thinh phi; HO Chi Minh 
(2)  Ghi thong tin ve gilt/ to thy than ciut Tali di ding ky, ghi re se, ca quan cap, ngiy cep he chieu, 

chimg minh nhin dim hoac giay to hqp le thay the 
Vi dy: Chimg minh nhan dan s6 001089123 do Cong an thinh phi) Ha Nei cap ngiy 20/10/2014. 

Ghi theo die chi ding k5( thubng IA; neu khong co nai ding 14 thuang tth thi ghi theo dia chi ding 
ky tam tth; truang hop kluing ce ncri ding 1c5f thtrang tth vi nai ding kci tam tra thi ghi theo dia chi dang sinh 
sting. 

(4)  Truang hop shill tai cc thy to thi ghi re ten ca soy to va dia danh hinh chinh 

Vi dy: - Beni) vien Phu san, Hi Nei 
- Tram y to xi Dinh Bing, huyen lir San, tinh Bic Ninh. 

Tnreng hop sixth ra ngoii ca sa y to thi ghi dia danh cim 03 cap hinh chinh (xi, huyen, tinh), not sinh 
ra. 

Vi dy: xA Dinh Bing, huyen Tit San, tinh Bic Ninh. 
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2. Ding kY ket hon en yeu to nwirc ngoai 

Trinh tn. time hien:  

- Ngued ce, yeu eau clang ' ket h8n nOp ha so clang kY ket hon tai Trung tam 
Hanh chinh &Ong cap huyen co tham quyen. 

- Ngueri tiep nhan c6 trach nhiem lciem tra ngay town be ha so, dei,  chieu thong 
tin trong to khai va 	harp le tha giay ter trong ho so do nguoi you cau n0p, xuat 
trinh. 

- Neu h6 so day du, hople, ngueri tiep nhan h6 sa viet giay tiep nhan, trong do 
ghi re ngay, gib tra ket qua; neu he so chua day du, hoan thien thi huemg dan nguti 
flop ha so b8 sung, hoan thien theo quy dinh; trueng hop khong the ba sung, hoan 
thien ho so ngay thi phai lap thanh van ban huong dan, trong de neu re loai giay ter, not 
dung can b8 sung, hoan thien, ky, ghi re hg, chit dem, ten tha ngu&i tiep nhan. 

- Ho so clang ky ket hon sau khi da &roc huang dan theo quy dinh ma khong 
dugc ba sung, hoan thien thi ngued tiep nhan tir chai tiep than ho so. Viec tit choi 
tiep nhan ho so phai dugc the hien bang van ban, trong do ghi re ly do tit choi, ngueri 
tiep nhan ky, ghi re ho, chit dem,iten. 

- Trong thai han 10 ngay lam viec, ke tit ngay nhan du ha so hgp le, Phong Tu 
phap ti'en hanh nghien cut, tham tra he so va xic minh (neu thay can thiet). 

- Neu thay ha so hop le, cac ben c6 du dieu kien.ket 	theo quy dinh caa 
Luat hon nhan va gia dinh, khong thuOc truerng hop tochoi clang Icy kat hOn theo quy 
dinh, Phong Tu phap bao cao Chit tich Uy ban,than dan cap huyen xem xet, quyet 

Tnremg hgp 	tich Uy ban nhan dan tong y giai quye't thi kY 02 ban chinh 
Giay chang nhan ket hon. 

- Trong theri han 03 ngay lam viec, ke tit ngay Chit tich Uy ban nhan dan cap 
huyen kY Giay chung nhan ket hon, Phong Tu phap to chat trao Giay chimg nhan ket 
hon cho hai ben nam, nit. 

- Khi clang ky ket hen ca hai ben nam, nit phai c6 mat tai try sa tJ)  y ban than 
dan, tong attic lam thing tic he tich hoi y Icien hai ben nam, nit, neu cac ben ti 
nguyen ket h8n thi ghi viec ket hon vao So clang ky ket hem, cling hai ben nam, nit lcy 
ten vao So; hai ben nam, nit cling Icy vao Giay chimg nhan ket hon. 

Tnremg hop met hoc hai ben nam, nit khong the c6 mat de nhan Gray chimg 
nhan kat hen thi theo de nghi bang van ban dm hg, Phong Tu phap gia hart tiled gian 
trao Giay chimg nhan ket hon nhung khong qua 60 ngay, ke tit ngay Chit tich 	ban 
nhan dan cap huyen kY Giay chung than ket hon. 

Het 60 ngay ma hai ben nam, nit khong den than Giay chimg than kat hon thi 
Pheing Tu phap bao cao Chit tich Uy ban nhan clan cap huyen hay Giay chung than 
kat hen da kY. 

* Ltru Y: 

- Trubng hop ngued you cau nOp giay ter la ban sao duce cap tit sa gee hoac 
ban sao dugc chung thtrc tit ban chinh thi ngued dap nhan ha so Icheng dugc you cau 
xuat trinh ban chinh; neu nguai you cau chi nep ban chip va xuat trinh ban chinh thi 
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nguoi flap than ha scckiam tra, doi chiau ban chop vai ban chinh va Ic57 vao ban chop 
xac nhan ye viec day doi chiau nOi dung giay to do, khong duce yeu cau nguei di dang 
ky nOp ban sao co chimg thvc giay to do. 

- Trueng hop phap luat quy dinh xuat trinh giay,  to 	dang kST ho tich, nguari 
flap nhan co trach nhiem lciam tra giay to xuat trinh, doi chieu vesi thong tin trong To 
khai va tra lai cho ngueri xuat trinh, kung duqc you cau nguai dang 14r 110 tich nOp 
them ban sao giay tb do. Nguth tiap nhan co the chop 01 ban giAy to xuat trinh hoac 
ghi lai thong tin dm giay tb xuat trinh de luu ha so. 

Giay tb do ca quan co tham quyen cita nuec ngoai cap, cong chimg hoac xac 
than de sir dung cho viec clang 14,  ho tich tai Viet Nam phai duqc hqp phap hoa lanh so, 
tit truerng hqp dugc mien theo diau uec guoc to ma Viet Nam la thanh vien; giay ter 
bang Tang nuec ngoai phai duce dich ra tieng Viet va cong chung ban dich hoac chimg 
thvc chirkS/ ngtrai dich theo quy dirt citaphap luat. 

- Ngubi tit') nhan co trach nhiem tiEp nhan ding, du h6 so danglo'r ho tich theo 
qui dinh cua phap luat ho tich, khong duce yeu cau nguoi tang 14,  ho tich nOp them 
giay to ma phip luat ho tich khong quy dinh phai 

Cich thtic thuc hien: 
Nguth you au (tang ky kat hon troc tip nOp ha sa tai Trung tam Hath chinh 

cong cap huyen co than quyen (ben nam hoac ben nu co the trvc tiep nop ho sa ma 
khong can co van ban iry quyen elm ben con lai). 

Thinh Phan ho  

* Gitty to phiii xuat trinh: 

- HO chiau ho4c chimg minh than dan hoac the can cu6c cons dan hoac cac 
giay to khac co din anh va thong tin ca nhan do ca quan co tham quyen cap, con gia 
tri sir dung de chting mirth ve than than cita cong din Viet Nam. 

- Giay tb chting mirth nth cu tni de" xac dinh tham quyen trong giai doan Ca so 
der lieu quiac gia ye dan cu va Ca se du lieu ho tich dien tir town croc,chua duqc xay 
dung xong va thvc hien thong nhat tin town quac (giai dog! chuyen tiep). 

* Giay to phiii nt,p: 

- TO khai dang 14,  kat hon theo mau, co di' thong tin cila hai ben nam, nit. Hai 
ben nam, nit co the khai chung vao mot To khai clang 1c5/ kat h8n; 

- Giay xac nhan cita t6 chirc y to co tham quyen cita Viet Nam hoac nu6c ngoai 
xac nhan cac ben kat h8n khOng mac berth tam than hoac berth kHz ma khong c6 kha 
nang nhan thirc, lam chit dugc hanh vi cita mirth; 

- Giay to chiang mirth tinh tang h8n than dm ngueri nuec ngoai do ca quan co 
tham quyen nuec ngoai cap con gia tri sir dung, xac nhan hien tai ngueri do khong co 
vq hoac khong co cong; twerng hop nu& ngoai khong cap xac nhan firth trang hon 
than thi thay bans giay to do ca quan co tham quyen nuec ngoai xac nhan ngueri do 
co du diau kien k'et hon theo phi) luat nuerc do. 
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GiA tri sir dung cua giky to chang minh tinh trang hon nhan cua ,nguin nuesc 
ngoai duce xac dinh theo thai han ghi teen giay tar do. Truing hop giay to chimg 
minh tinh trang hon nhan khong ghi then han sir dung thi giay t6 nay va giay xac nhan 
caa to chirc y to co gia tri trong thed han 06 thing, ke tir ngay cap. 

- Ngueri nuerc ngoai, cong dan Viet Nam dinh cu 	 an nute ngoai phai nOp b 
sao 	chieu/giay to co gia tri thay ho chieu hoAc,xuat trinh ban chinh 	chieu/giay 
to co gia thay ho chieu trong truing hop true tiep nOp ho so. 

- GiAy xac nhAn tinh trang hon nhan caa citing dan Viet Nam cu tit trong ntretc 
(trong giai down chuyen tiop). 

* Ngoai giay to neu ten, thy tong truerng hop, ben nam, ben nit phai nop hoac 
xuat trinh giay to Prong img sau day:  

- Cong dan Viet Nam dd ly hon hoAc hay viec kAt hon tai co quan ca thAm 
quyen cua nuere ngoai phai nOp ban sao trich luc ho tich ve viec dA ghi vao s6 viec ly 
hen hokc hay viec kat hon trai phap luAt (Trich loc ghi chit ly hOn); 

- COng dan Viet Nam la eking chirc, vien chirc hoAc dang phuc vu trong luc 
luting vu trang phai nOp van ban caa co quan, don vi quart 15,  xac nhan viec ket hon 
vai ngueri nuerc:ngoai kh8ng trai veri quy dinh ctia nganh do; 

- Tnrimg hop nguesi you cku dAng 14,  Vet hem dang ding tic, hoc tap, lao dOng 
co then han a nut ngoai thi phai nOp  Giay xac nhAn tinh trang hOn nhan do Co quan 
dai dien ngoai giao, Co quan dai dien lAnh str dm Viet Nam 6 nuerc ngoai cap. 

So lwang ha so:  01 b0 

Thiri han eiii quyet:  15 ngay lam viec 

1)41 to :mg thirc hien thu tuc hanh chinh:  CA nhan. 
Ca quan có thfim quven quyet dinh: 
- Uy ban nhan dart cap huyen nori cu trim caa cling dan Viet Nam thuc hien (tang 

4 ket h8n gitia ding dan Viet Nam yeti ngueri nuerc ngoai; gicta cong dan Viet Nam 
cu tilt a trong nuetc yeti cong dan Viet Nam dinh cua nut ngoai; gala ding dan Viet 
Nam dinh cu er nuerc ngoai yeti nhau; giita cong dan Viet Nam tong thed co quoc tich 
nut ngoai v6i ding dan Viet Nam hoAc veri nguari nuerc ngoai. 

- Tnremg hop ngtred 
cap 

ngoai Cu trim tai Viet Nam co you cAu (tang 	ket 
hon thi Uy ban nhan dan cap huyen not cu trim caa mot trong hai ben thot hien clang 
k5r k6t hon. 

Ca quan thut hien thu tuc hanh chinh: 

Phong Tu phap cap huyen thu 157 ha so va tham mum Chu tich Uy ban nhan dan 
cap huyen xem xEt, quyet dinh. 

Ca quan phOi hop:  Khong. 
KM qua dim hien thfi tuc hinh chinh:  GiAy chang nhAn ket hOn 
U phi:  1.200.000 clang. 

mign lo phi cho nguoi thuOc gia dinh co cong veri each mang; nguai thu Oc ho 
ngheo; ngtreti khuyet tat. 
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Ten mAu don, mAu tir khai: T6 khai dang 102 kat hon 

Yen cau, dieu keen thirc hien thu tuc hanh chinh:  

- Nam tir do 20 tuiii fres len, nu tir 61 18 mai ter len; 

- Viec kat hon do nam va nu to nguyen quyat dinh; 

- Cfic ben khong bi mat nang lye hfinh vi dan Sc; 

- Viec kat hon khong thuOc mOt trong cac twang hgp cam kat hOn theo quy 
dinh tai cac diem a, b, c va d khofin 2 Dieu 5 dm Luat Hem nhan va gia dinh, ,  

+ Kat hon gia no; 

+ Tao hem, cuang ep kat hem, lira d6i kat hon, can trer kat hOn; 

+ Nuai dang c6 vq, c6 chong ma ket hem veri ngued khac hoc chua c6 vq, 
chua cos ch8ng ma kat hOn veri ngueri dang co chong, co vq; 

+ Kat h8n giita nhang nguai cling dung mau ve true he; Oita nhcmg nguari c6 
hg trong pham vi ba ded; giita cha, me nuoi ved con nuoi; giaa ngued da timg la cha, 
me nuoi ved con nuoi, cha chong ved con dau, mg vq v6i con re, cha ducmg vgi con 
Hang cUa vq, mg ke yeti con rieng caa ch8ng. 

* Nha nugc khong thin nhan hon nhan giaa tilitmg nguad cling gied tinh. 

Can cfr Ain It cim thu tuc hinh chinh:  

- Luat hon nhan va gia dinh nam 2014; 

- Luat hq tich nam 2014; 

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 dm Chinh pha quy dinh chi 
fi let mOt so dieu va bien phap thi hanh LIS het tich; 

- Thong to só 15/2015/TT-BTP ngay 16/11/2015 cin BO Tu phap huemg din 
thi hanh mOt s8 dieu cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 
15/11/2015 caa Chinh pita quy dinh chi fi let mOt so dieu va bien phap thi hanh Luat 
hp tich; 

- QuyEt dinh so 26/2017/QD-UBND ngay 05/5/2017 cilia Uy ban nhan thin tinh 
ve quy dinh muc thu, nop le phi hO tich fren dia ban tinh Thira Thien Hue. 

Ghi chi:  "Ph4n chu in nghieng ld nOi dung sun dai, bei sung, thay thi" 
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CQNG HOA Kik HQI CHU NGHIA VleT NAM 
Dttc hip — Ty. do — Hanh phtic 

TO KHAI BANG Kt KET HON (1) 

Kinh 

(2) 

Thong tin Ben nit Ben nam 
HQ, chit dem, ten 

Ngay, thang, nam sinh 

Dan tee 

Qutic tich 

Nal cu tra (10  

CnAy to tuy than 

Kat hon Ian dui may 

Chung toi cam doan nhung leri khai tin day la dung sv that, viec kat &in cua chUng thi la 
ty nguyen, khong vi pham quy dinh cua Luat hon nhan va gia dirt Viet Nam. 

Chang thi chin hoan town trach nhiem try& phap luAt ve cam doan tha nth. 
De nghi Quy co quan dang 

, ngay 	thang 	 
nam 	 

Ben nit 
	

Ben nam 
(KY, ghi ro h9, chit gm, ten) (Ky, ghi re ho, chit dem, 

ten) 

Chit thich: 
(1), (2) Twang hqp lam tha we ding ky ket hon c6 yeu to nu& ngoai, thi phai dan anti caa hai ben nam, na. 
(3) Ghi ro ten ca quan clang k9 ket hon. 
(4) Ghi theo nai clang k9 thutmg tni, neu khong co nai clang k9 thuong tni thi ghi theo nai clang k9 tam tni; 
truing hqp khong co nai clang k9 thuang frit va ncri clang kY tam tru thi ghi theo nth clang sinh song. 
(5) Ghi thong tin ve giAy to thy than nhu: hp chieu, chUng minh nhan dan hoac giAy to hgp thay the (vi 
du: Chung mirth nhan dan se 001089123 do C8ng an thanh phi!) Ha Nei cap ngay 20/10/1982). 
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3. Bang ky khai to. c6 yeu to nut ngoki 

Trinh fir thtrc hien:  

- Ngueri co yeu cau tang ky khai tir nOp ha sa dang 1c51 khai ter tai Trung tam 
Binh chinh ding cap huyen co tham quyen. 

- Nguesi flap nhan c6 trach nhiem kiem tra ngay town bet ha so, dei‘chieu thong 
tin trong TO khai va filth hap le' cua giay ter trong 	so do nguti yet: cau n0p, xuat 
trinh. 

- Neu he so day dit, hop le, nguOi tiep than he sa viet giaty tiep nhan, trong do 
ghi ro ngay, gib tra ket qua; net: ho sa chua day du, hoan thien thi hugng den ngued , 
nOp so bO sung, hoan thien theo quy dinh; Sang bop khong the bo sung, hob 
thien ho so ngay thi phai lap thanh van ban huemg den, trong de neu re loai giAy t&, nqi 
dung can bo sung, hoan thien, ky, ghi ro ho, chit dem, ten cila ngueri tiep then. 

- H6 sa (Tang ky khai tir sau khi di' doge hugng dan theo quy dinh ma khling 
doge be sung dar du, hoar thien thi ngueri tiep nhan tir chei tiep nhan ho so. Viec tir 
chei tiep nhan ho so phai dirge the hien bang van ban, trong do ghi re 15,  do tir chei, 
nguiti tiep nhan ky, ghi ro h.?, chit dem, ten. 

- Ngay sau khi tiep nhan ho so, neu thay thong,  tin khai tir day da va pha hap, 
Phong Tu phap bao cao Chit tich Uy ban than dan cap huyen. Tnremg hap Chit tich 
Uy ban than dan cep huyen dOng y giii quyet thi Icy Trich lye khai tir cap cho ngued 
co yeti cau; &Ong chirc lam ding tac hao tich ghi vao S8 (tang ky khai tit va cang nguiyi 
di clang ky khai tir ky vao s6. 

- Sau khi dang 4 khai tir, Phong Tu phap bao cao Chia tich Uy ban nhan dan 
cap huyen co van ban thong bao, kern theo Trich lye khai tir (ban sao) cho BO Ngoai 
giao de' thOng bao cho ca quan co them quyen ciza nugc ma ngued chet la ding dan. 

* bru Sr: 

- Train hop ngued yeu cau nOp giAy ter la,  ban sao dirge cep tir se gec hoac 
ban sao dirge chimg thoc tir ban chinh thi ngued tiep than ho so khOng duge yeu cau 
xuat frith ban chinh; neu ngued yeu cau chi nOp ban chop va xuat trinh ban chinh thi 
ngubi tiep nhan ho sa kiem tra, d6i chi& bin chop yeti ban chinh va 4 vac ban chop 
xac nhan ye viec da dei chieu niji dung giay ter d6, kh8ng duge y8u can ngued di dang 
ky nOp ban sao c6 chang thoc giAy to d6. 

- Twang hqp phap luat quy dinh xuat trinh giay ter khi dang ky hq tich, nguai 
tiep nhan co trach nhi'em kiem tra giay tar xuat trinh, doi chieu vdri thong tin trong Ter 
khai va tra lai cho ngtrai xuat trinh, khong duqc you cau ngued clang lcyp h0 tich n(ip 
them ban sao giay to d6. Ngueri tiep nhan co the chop 01 ban giay to xuat trinh hoac 
ghi lai thong tin dm gity to xuat trinh de km h6 so. 

- Giay to do co quan co tham quyen caa mak ngoai cap, &Ong chimg hokc xac 
than de sir dong cho viec sling ky h0 tich tai yi@ Nam phai dirge hqp phap h6a lath so, 
S truing hop dirge mien theo dieu trot twit to ma Viet Nam la thanh vien; giay to 
bang tieng nugc ngoai phai dune dich ra tieng Viet va cong chimg ban dich hoac chimg 
thoc chit ky ngueti dich theo quy dinh elm phap lthat. 
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- Ngueri tiep nhan co tech nhiem tiep nhan &mg, du ha so dang ky ho tich theo 
quy dinh coa phap luat ho tich, khong duce yeu cau ngueri dang IcY ho tich nOp them 
giay ter ma phap luat ho tich khong quy dinh phai nOp. 

Cach thtit thuc hien: 

- Ngueri co you cau dang lcY khai ttir trot tiep thuc Men hoac uy quyen cho 
ngueri khac thuc hien viec tang ky khai tit; 

- Ngueri thuc hien viec dang IcY khai tir co the nOp ha sa trot tiep tai Trung tam 
Hanh chinh cong cap huyen c6 them quyen hok giri ho so qua N thong buu chinh. 

Thanh Phan ha so:  

* Giay tir phai xuAt trinh: 

- HO chieu hoac chung mirth than din hok the can cuerc con dan hok cac 
gray ter khac co dan anh va thong tin ca than do co quan co them quyen cap, con gia 
tri sir dung de chimg mink ve than than dm ngueri c6 you cau dang ky khai tir; 

- Giey t& chUng mint: nth cu tro,cuai cimg cita ngued chat de" xac dinh them 
quyen (trong giai doan Co so du lieu quoc gia v8 dart cu va Ca so du lieu ho tich lien 
to than quoc chua dugs xay dung xong va thuc hien thing that ton town ,quac); 
truemg hop khong xac dinh duce nai cu thi cuoi cimg 	ngued chef thi xuat trinh 
giay to chimg mink nai ngued do chat hoac not phat hien thi the caa ngueri chat. 

Truing hop siri ha so qua he thong buu chinh thi phai giri kem theo ban sao CO 
chimg thuc ck Giay to phai xuat trinh neu ten. 

* Gigy to• phai nap: 
- To khai dang lcY khai tir theo meu; 

- Giey bao tit hoac giAy ter thay the Giey bao hi do co quan co them quyen cap. 
- Van ban ay quyen theo quy dinh ctia phap luat trong ‘trtrang hop ity quyen 

thuc hien viec dang kY khai dr. Truang hop ngued duct ity quyon la Ong, ba, cha, mg, 
con, vg, chong, anh, chi, em root cua ngueri ity quyen thi van ban ay quyen khong 
phai ding chimg, thing thtrc, nhtmg phai co giay ter chimg mink mOi quan he yeti 
ngueri uy quyen. 

SO luan2 ha so: 01 b0 

Thai han giai cluvet:  Ngay trong ngay tiep nhan ha so, truemg hop than ho scr 
sau 15 gier ma khong giai quyet duce ngay thi tra ket qua trong ngay lam viec tiep 
theo. Tnrerng hop can xac mink thi thoi han giai quyet khong qua 03 ngay lam viec. 

DOi ttran2 thtrc hien thi tut hanh chinh:  Ca than 

Co• quan có them uuven owlet dinh: 
- ban than dan cep huyen not cu tra cuoi clang cua ngueri chat thuc hien 

vied clang Icy khai tri cho ngued toot ngoai hoac ding clan Viet Nam dinh cu o nuerc 
ngoai chat tai Viet Nam; 

- Uy ban nhan dan cep huyen nai ngued do chat hok nai phat Men thi the 
ngued chat thuc hien viec dang ky khai tir trong truerng hop khong xac dinh &roc nth 
cu tit cuoi cimg cua ngueri ch8t. 
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Ca quan thin hien thfi tun hanh chinh: 

Phong Tu phap cap huyen thy. 15/ h6 sa va tham muu Chu tich Uy ban nhan dan 
cap huyen xem xet, quyet dinh. 

Ca quan ph& hip:  Khong. 

Ket qua thin hien thu tun hinh chinh:  Trich lye khai tir. 

Le phi: 
- 30.000 clang d'ai vol vi& clang ky khai ter thing hign. 

- 60.000 thong doi voi viec clang 19, khai tit khong clang ham 

MiIn le phi cho north thuac gia Binh co cong val ccich mong; nguth thuac ha 
ngheo; nguai khuyit tat. 

Ten min dun, min to• khai:  Ter khai dang ky khai tit 

Can cfr phap It cfia thu tun huh chinh:  

- Luat hi) tich nam 2014; 
- N hi dinh so 123/2015/ND-CP ngay 15/11/2015 elk Chinh phis quy dinh chi 

tiet meit so dieu va bien phap thi hanh Lust h0 tich; 

- ThOng to se) 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huong cran 
thi hanh mOt se) dieu cua Luat h0 tich va Nghi dinh so 123/2015/ND-CP ngay 
15/11/2015 cua Chinh phi) quy dinh chi tiet mOt so dieu va bien phap thi hanh Luat 
h0 tich; 

- Quyit Binh so 26/2017/QD-UBND ngay 05/5/2017 clu2 Uy ban nhan dan tinh 
14' quy dinh inzic thu, nap lg phi ha tich tren dia ban tinh Theca Thien 

Ghi 	"Phan chit in nghieng la nai dung stia doi, b a sung, thay the " 
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CQNG HOA XA HIM CHU NGHIA VI$T NAM 
DOe lap - Ttr do - Hitnh phtic 

TO KHAI HANG Kt ICHAI 

Kinh girl: 0) 	  

H9, chit dem, ten ngtriri yeu eau: 	  

Nat cu trti: (2) 	  

Giay t8 thy than (3) 	  

Quan hg y6i nguat a chat: 	  

De nglq ca quan ding 14 khai tit cho nguiri ci ten dual day: 

Ho, chi dam, ten: 	  Oh% tint!. 	  
Ngdy, thing, nam sinh: 	  

Dan Vac: 	 Quac tich: 	  

Nat cu trit cool cling: (2) 	  

Gay to toy than: (3) 	  

Da chat yao 	gia 	phut, ngay 	thang 	 nom 	 
Nai chat: 	  

Nguyen nhan chat: 	  

So Gidy bdo ter/ Gidy to thay the Gidy bdo tic 0) 	 do 	  

	  cap ngay 	thang 	 nom 	 

T8i cam doan nhing nOi dung khai tren day la dung str that va chlu trach nhiam tru6c phdp 
lust ye cam doan cua minh. 

Lam tat: 	 ngay 	thang 	nom 	 

Nguti yen au 
ghi re)" hp, chit dem, ten) 

Chti thich: 
(1) Ghi re ten co quan that hi'en dang ky khai tit. 
(2)  Ghi theo dia chi dang 1(3% thuerng tni; neu khOng c6 nai dang ky thuOng fro thi ghi theo dia chi dang ky 
tam tra; throng hg? khong c6 nai dang ky thtran, trii va nth dang ky tam tru thi ghi theo nai dang sinh song. 

Ghi thong tin ye giay ter toy than nhtr: he chieu, chirng minh nhan dan hoac giay tb hop le thay the (vi 
Ching minh than dan so 001089123 do Cling an thanh ph6 HA NOi cap ngAy,20/10/2004);  
0)  Neu ghi theo Giay bao tir, thi gach cam tir "Giar to thay Giay bao tir"; neu ghi theo so Gity to thay Giay 
bao ter thi ghi rb ten, s6 giay tb va gach cum tv "Giay bao ter". 
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4. Ding 14 nhin cha, Inc, con c6 yeu to nut ngoii 

Trinh to thin hien:  

- Ngueri co yeu cau gang kj, nhan cha, me, con nOp ha so tai Trung tarn Hanh 
chinh cong cap huyen co tham quyen. 

- Nstred tiep nhan co trach nhiem lciem tra ngay town b0 ha so, xac dinh tinh hop 
le elm giay to trong ho sa do ngueri you cau nOp, xuat trinh; d6i chieu thong tin trong 
Ter khai von giay to trong ho so. 

- Neu ho so day,  du, 	ngueri flap nhan ha so viet giay tiep nhan, trong do 
ghi re ,ngay, sier tra ket qua; neu ha so chua day 	hoan thien thi hueng den nguth 
n'Op ho,  so bo sung, hoan thien theo quy dinh; truang hop khong the ba sung, hoan 
thien ho so ngay thi phai lap thanh van ban hueng den, trong do neu ro loai giay ter, niai 
dung can ba sung, hoin thien, 14, ghi r6 ho, chi: dem, ten dm ngubi nap nhan. 

- HO so tang 14-  nhan cha, me, con sau khi da dirge huong tan theo quy dinh 
ma khong dirge ba sung day du, hoar thien thi ngued flap nhan tir ch6i tiep nhan ho so. 
Viec to chi& tiep than ha so phai dune the hien bang van ban, trong da ghi 16 15,  do tir 
choi, ngueri tiep nhan ky, ghi 16 ho, chit dem, ten. 

- Trong thin hon 15 ngay, ke to ngay nhan dii ha so hop le, cong chirc lam ding 
the he, tich xac minh, them yet viec nhan cha, me, con tai to so Uy ban nhan din cap 
huyen trong than gian 07 ngay lien toe, tong theri giri van ban de nglii Uy ban nhan dan 
cap xe not thuong to mica ngueri dirge nhan la cha, me, con them yet trong thed gian 07 
ngay lien We tai try seri:1y ban nhan dan cap xa. 

- Neu thay viec nhan cha, me, con la thing va IchOng co tranh chap, Pheing Tu 
phap boo coo Chit tich Uy ban nhan clan cap huyen. Tnrerng hop Ch6 ,tich Uy ban 
nhan dan dong 51  giai quyet thi k5r Trich lye dang nhan cha, me, con cap cho nguesi 
co yeu cau. 

- Khi &kg ky nhan cha, me, con cac ben phai co mat, cong chirc lam ding tac 
hp tich ghi vao SO d'ang ky titian cha, me, con, ding cac ben k5/vio SO. 

* Luv ST: 

- Truang hap nguth yeu eau nOp giay to la ban sao dirge cap to so gOe hoac 
ban sao dirge chi:rig thus to ban chinh thi nguth flap Ilan ho so kh8ng trot yeu cau 
xuat trinh ban chinh; neu ngtred yeu cau chi nOp ban chip va xuat trinh ban chinh thi 
nguai tiep nhan he seckiem tra, dai chieu ban chip voi ban chinh va kSi vao ban chirp 
xac nhan ye viec de &Si chieu nOi dung giay to do, khOng dirge yeu cau ngued di dang 
ky nOp ban sao co chang thus giay to do. 

- Truemg hop phap luat quy dinh xuat tinh giay,  to khi clang 14 h0 tich, ngueri 
tiep than co trach nhiem kiem tra giay to xuat trinh, doi chieu vai thong tin tong TO 
khai va tra lai cho nguth xuat trinh, khong dirge yeu cau nguori dang ky h0 tich nOp 
them ban sao giay to do. Nguth tiep nhan co the chip 01 ban giay to xuat trinh hoac 
ghi lai thong tin cita giay to xuat trinh de luu ho so. 

Giay to do co quan co tham quyen cua nu& ngoai cap, cong chi:mg hoac xac 
nhan de sir dung cho viec clang 14 h0 tich tai Viet Nam phai throe hop phap h6a l'anh sir, 
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trir twang hop duce mien theo dieu &re vac to ma Viet Nam la thanh vien; giay to 
bang tieng nuere ngoai phai duce dich ra tieng Via va cong chung ban dich hoac chimg 
thvc chit k5r ngtrei dich theo quy dinh cua phap luat. 

- Nguari tiep nhan c6 trach nhiem flap nhan dung, dir ha so clang ky ho tich theo 
quy dinh cua phap luat ho tich, khong dugc you cau ngued tang 14 ha tich nap them 
giay to ma phap luat ha tich khong quy dinh phai nap. 

Cich thfrt thtrc hien: 

Nguari co you eau clang 14 nhan cha, me, con (mat hoac hai ben) tnrc tiep nap 
ho so tai Trung tam Hanh chinh cong cap huyen c6 tham quyen. 

Thinh Ethan ho so': 

* Gigy to phai xuAt trinh: 

- HO chieu hoac chimg minh than dan hoac the can cube cong dan hoac cac 
giay to khac co dan anh va thong tin ca than do co quan co tham quyen cap, con gia 
tri sir dung de chi:mg minh ve nhan than cila cong dan Viet Nam. 

- Giay to chimg minh not cu till a xac dinh thArn quy'en (tang lcy nhan cha, me 
con (trong giai clop Co so dit lieu quac gia ve dan cu vacCa so dit lieu ho tich dien to 
town quec chua dugc xay dung xong va thvc hien thong nhAt teen town quoc). 

* Gigy to phai nob: 

- To khai clang ky nhan cha, me, con theo mlu. 

- GiAy,tar, do vat hoac chung khac chimg minh quan he cha, con hoac quan 
he mc, con gom: 

+ Van ban dm co quan y te% co quan gram dinh hoac co quan !chic c6 tham 
quyen xac nh4n quan he cha - con, quan he me - con. 

Tnrerng hcp khong c6 van ban neu teen tin phai c6 thu tir, phim anh, bang, 
dia, do dimg, 4t dung khac chimg minh mei quart he cha con, quan he me con va van 
ban cam doan cua cha, me ye viec tre em la con chung cua hai ngueri, c6 it nhat hai 
ngued than thich cua cha, me lam cluing. 

+ Truing hgp clang k5r nhan cha, me, con gift ding dan Via Nam veri nguari 
nuerc ngoai hoac giita ngueri nuerc ngoai veri nhau thi nguiti nugc ngoai phai nap ban 
sao ha chieu/giAy to co gia. tri thay ha chieu hoac xuat trinh ban chinh ha chieu/gidy 
to c6 gia tri thay ha chieu neu true tiep nap ho so. 

SO Itrcrn2 ho sa: 01 bO. 

Thin ban giai ouvet: 15 ngay lam viec. 

Doi twang thuc hien thu tuc hanh chinh: Ca nhan. 

Ca quan c6 than) quyen cluvet dinh: 

Uy ban nhan dan cap huyen not cu fru cua ngueri duce than la cha, me, con 
thcc hien clang k5r nhan cha, me, con gift cong dan Viet Nam yeti nguari nuere ngoai; 
giCra cong dan Viet Nam cu tit o trong nuot \Teri cling din Viet Nam dinh cub nu6c 
ngoai; gitra cong dan Viet Nam dinh cu er nuot ngoai veri nhau; gala cling dan Via 
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Nam d'Ong theri c45 qu8c tjch nuerc ngoai yeti cong din Viet Nam hoac van ngueri note 
ngoai; gicra ngueri nuac ngoai yeti nhau ma mOt hoac ca hai ben thu&ng trO tai Viet 
Nam. 

Ca quan thtrc hien thu tuc hinh chinh: 

Pheng Ti: phap cap huyen thy 15,  h6 sa va tham muu Chit tjch I:Jy ban than dan 
cap huyen xem xet, quyet djnh. 

Ca auan phOi hap:  Cry ban than dan cap xa not cu tra cila ngueri ducrc nhan la 
cha, me, con. 

Ket qua thirc hien thfi the hanh chinh:  Trich lye dang1c5,  nhan cha, me, con. 

lie phi:  1.500.000 clang. 

Mien le phi cho ngueri thuOc gia dinh cob cong yen each mpg; ngueri thuOc h0 
ngheo; ngueri khuyet tat. 

Ten mau don, mau tir khai:  To khai clang 141nhort cha, me, con. 

Yeu eau, dieu kien thuc hien thu tuc hanh chinh:  

- Ben nhan va ben ducc nhan la cha, me, con deu con song; 

- Viec nhan cha, me, con Icheing co trait chip. 

Can cfr pilau It cfia thu tuc hinh chinh:  

- Lust hon than va gia dinh nam 2014; 

- Luat hq tich thin 2014; 

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh pita quy dinh chi 
tier mOt so ditu va bien phap thi hanh Luat ho tich; 

- Thong to s6 15/2015/TT-BTP ngay 16/11/2015 dia. BO Tu phap huang dart 
thi hanh mOt so dieu cua Luat h0 tich va Nghj dinh so 123/2015/ND-CP ngay 
15/11/2015 caa Chinh pha quy djnh chi tiet mOt se dieu va bien phap thi hanh Luat 
h0 tich; 

- Quyit clinh sa 26/2017/QD-UBND ngay 05/5/2017 ciia dy ban nhan &in tint 
ve quy clinh Fmk thu, nap le phi ho tich tren dja ban tint Thica Thien Hui 

Ghi chic "Phan chi in nghieng la not dung sera rldi, b a sung, thay thi" 
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CQNG HOA xA HQI CHU NGHIA VIET NAM 
DOc lap - Tv do - Hanh philc 

KHAI HANG Kt NHAN CHA, ME, CON 

Kinh 

H9, chit dem, ten nguti yen au: 	  

Ngiy, thing, nam 
shut. 	  

Dan tele. 	 QuAc tich. 	  

Nai cu tit 0)- 

Giay to My than (3). 	  

Quan he veri nguai nhan cha/mc/con(4). 	  

He nghl Qu* ca quan cling nhOn nguti c6 ten dm% day: 

Ho, chi: dem, ten. 	  

Ngiy, thing, nam skill. 	  

Dan tat 	 Qu6c Lich. 	  
Nai cu trn(2). 	  

GiAy to thy than (3)* 	  

Li 	 ciia nguid cto ten duel day: 

Ho, chu dem, ten. 	  

Ngay, thing, nam sink): 

Dan t0c. 	 Qua& tich. 	  

Nai cu to (2): 	  

GiAy to toy than (3) ' 	  

Toi cam doan viec nhan 	 not tren la &mg su that, W.  nguyen, khong 
co tranh chap va chiu trach nhiem truck phip luat ye cam doan caa minh. 

Kinh de nghi QuY ca quan dang 

Lam tg • 	 ngdy 	thing 	nom 	 

Nguti yen au 

(K)i, ghi ro hQ, chit dem, ten) 

44 



t Ian cua ngirM hitin dang la my ho(;c cha(5) 	kin ciia nguiri &qv nhkin 11 cha, my, con(6) 

Tai lieu gal kern theo Ter khai: 

CM thich: 
(') Ghi ro ten ca quan dang kY; 
(2) Ghi thee dia chi &rig ky thutmg fru; neu khong c6 nai dang ky dieing tra thi ghi theo dia chi clang ky tom 
tra; twang hqp kh8ng c6 nai dang Icy thirtmg frit va nen Sing ky tun tr6 thi ghi theo ncri dang sink sting. 

Ghi thong tin ve gitty tb tay than nhu: he chieu, chung minh nhan dan hoac gitty ter hqp thay the (vi do: 
Chung minh !than din so 001089123 do C8ng an thanh phe Ha NOi cap net),  20/10/2004); 
(4) Chi can thiet trong trutmg hqp ngutri khai khong dOng thtri la ngutri diem cha/mg/con; 
(3) Chi can thiet tong trutrng hqp cha hoac mg nhfrn con chits thanh nien hoac ngutri thinh nien thing 
met ming Itrc hank vi din so, ghi y kik caa nguai la cha neu mg la ngutri you eau, y kien ngutri mg neu cha 
la ngubi yeu cau (trir truang hqp nguiri 46 di chet, mat tich, mat ning km kink vi den so holm hen the nang 
loc hanh vi dan so); 
(6) Chi can thiet tong trutrng hcop ngutri duqc nh(u.  I lit tre em tir du 9 turii trer len. 
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5. Bang ky khai sinh ket hqp dang ky nhan cha, mg, con có yeu to lurk 
ngoii 

Trinh fir that hien:  

- Ngued c6 yeu can dang 4 khai sinh va nhan cha, me, con n0p ha so tai Trung 
tarn HAnh chinh ding cap huyen c6 them quyen. 

- Ngued tiep nhan c6 trach nhiem kiem tra ngay town b0 ha so, doi chieu thong 
tin trong Ter khai va tinh hop le cila giay ter trong ha so do ngued you cau n0p, xuat 
trinh. 

- Neu ha so day,  du, hop,  le, nguoi flap nhan ha so viec giay Crap nhan, trong do 
ghi r6 ngay, gib tra ket quA; neu ho so chua day du, hob thien thi huong clan ngtred 
nOp ha so bo sung, hoan thien theo quy dinh; trtremg h9p khong the bo sung, hoan 
thien ha so ngay thi phai lap thAnh van ban huomg dan, trong do neu re loai giAy t&, not 
dung can bo sung, hoan thien, ky, ghi ro h9, chit dem, ten &la ngueri flap nhan. 

- H6 so dang 4 khai sinh,  va /than cha, me, con sau khi da duce hueng dan 
theo quy dinh ma khong ducrc bet' sung, hoan thien thi ngued dap nhan tit choi tiep 
nhan ho so. Viec tit chili flap than ho so phai &roc the hien bang van ban, trong do 
ghi ro IST do tir chai, ngubi tiep nhan ky, ghi ro h9, chit dem, ten. 

- Trung theri hen 15 ngAy, k'e tir ngay nhan du ha so hop le, &Ong chtic lAm tong 
tic ho tich xic mink, them yet viec nhan cha, me, con tai try 56 Uy ban nhan dan cap 
huyen trong thbi gian 07 ngay lien toe, &mg thou gin van ban de nghi tJ' y ban nhan dan 
cap xa not thuemg fro cua ngueri &Km nhan IA cha, me, con niem yet trong thed gian 07 
ngay lien We tai tra sertJy ban nhan dan cap xa. 

Neu they viec nhan cha, me, con IA dung, khong c6 tranh chap; thong tin khai 
sinh day du va phii h9p, Phong Tu phap bao cao Chit tich Oy ban nhan dan cap 
huyen. Truerng hop Chit tich tJ' y ban nhan dan cap huyen dang giai quyet thi ky 
Trich lye tang nhan cha, me, con va Gray khai sinh cap cho ngued co yeu cau. 
Twang hop cha, me ltra chqn quote tich Viet Nam cho con thi cong chat lam ding the 
ho tich cap nhat thong tin khai sinh theo huang dan de lay SO dinh danh ca than (doi 
veri cac dia phuung da trien khai cap So dinh danh ca than khi dang ky khai sinh). 

Khi dang ky nhan cha, me, con cac ben phai co mat, cong chirc lam ding the 
ho tich ghi van S6 dang ky nhan cha, me, con, So dang 4 khai sinh va ding ngued di 
dang ky h0 tich ky vao So. 

* Liru Y: 

- Tnremg hop ngued yeu cau nap giay tb la ban sao duqc cap tir so gac hoac 
ban sao duce chi:mg that tin ban chinh thi ngueri flap nhan ho so khong duge yen cau 
xuat trinh ban chinh; neu ngueri you eau chi nOp ban chop va xuat trinh ban chinh thi 
ngueri tiep nhan ho so kiem tra, doi chieu ban chop veld ban chinh va yap ban chop 
xac nhan viec doi chieu nOi dung giay ter do, khong duge you eau ngued di dang 
ky nOp ban sao co chi:mg thtre giay ter do. 

- Tnrong hop phap luat quy dinh xuat trinh giay,  to khi dang h0 tich, ngubi 
tiep than eel trach nhiem kiem tra giay to xuat trinh, doi chieu vai thong tin trong Tb 
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khai va tra lai cho ngueri xuat trinh, kung duce yeti cAu ngued ',fang kY,h0 tich flop 
them ban sao giay to d6. Ngueri tiep nhan co the chvp 01 ban giay t& xuat trinh hoac 
ghi 10 thong tin cita giay to xuat trinh de luu ho so. 

GiAy to do co quan co thAm quyen cua nu& ngoai cap, cong chfmg hoac xac 
nhan de sir dung cho viec dang192h0 tich tai yiet,Nam phai dirge hqp phap h6a lAnh sir, 
trir Song hop doge mien theo dieu uorc quoc to ma Viet Nam la thanh vien; giay to 
bang tieng num ngoal phai dirge dich ra nen Viet va cong chtimg ban dich hoac chung 
thut chit ky ngued dich theo quy dinh dia phap lust. 

- Ngued tiep nhan co trach nhiem tiep nhan dung, dit h6 so dung lcY ho tich theo 
quy dinh dia phip lust h0 tich, khong dirge yeti cau ngueli clang kY he) tich nOp them 
giay to ma phap lust h0 tich khong quy dinh phai nOp. 

Cich that thut hien: 
Nguesi co yeu au Clang ky khai sinh va nhan cha, mc, con (mOt hoac hai ben) 

nOp h6 so truc tiep tai Trung tam Hanh chinh cong cap huyen co tham quyen. 

Thenh Ethan ha so: 
A 	 • 	A * Giay tb.  Oil aunt trinh: 

- HO chieu hoac chung minh nhan dan hoac the can cutrc ding dan hoac cac 
giAy to khac co dan anh va thong tin ca nhan do co quan co thAm quyen cap, con gia 
tri sir dung de Chung minh va nhan than dm ngueri co yeu cAu &ing  lcy khai sinh va 
nhan cha, mc, con; 

- GiAy to chung minh not cu tra de xac dinh thAm quy6n dang kY khai sinh, 
nhan cha, mc, con (trong giai clop Co so der lieu quoc gia ve dan cu va Co so der lieu 
h0 tich dien tir town quiic chug dirge xay dung xong va thurc hien thong nhat tren town 
quoc). 

- TruOng hop tre em sinh ra & nu& ngoai ve cu tra tai Viet Nam thi xuat trinh 
gisay to chimg minh viec tre em nhap canh (h0 chieu, giay to co gia tri di lai quoc to 
co dau xac than nhap canh cua co quan quail ly xuat, nhap canh) va giay to chimg 
minh viec tire em cu trn tai Viet Nam (van ban xac nhan dm co quan ding an CO thAm 
quyen). 

* GiAy tir phai nQp: 

- TO khai clang ky khai sinh theo min; 

- TO khai dung ky nhan cha, mc, con theo 

- GiAy chImg sinh. 

- TruEmg hop kung co Gray chung sinh thi nOp van ban dia ngued lam cluing 
xac nhan ve viec sinh; neu khong co van ban dm ngueri lam chimg thi phai co giay 
cam doan ve viec sinh. 

- Throng hop tre em sinh ra tai nuerc ngoai thi nOp GiAy chung sinh hoac giay 
to khac do co quan co tham quyen nuoc ngoai cap xac nhan ve viec tre em dirge sinh 
ra & nuric ngoai va quart he mc - con neu co 
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- Truing hop cha hoac me hoac ca cha, mg la nguth nuerc ngoai thi phai nOp 
van ban them thuan 	cha, mg ve viec lga ch9n qui& tich cho con. Trtrerng hop cha, 
mg chip quoc tich nuerc ngoai,  cho con thi van ban th6a thuan phai ce xic nhan cua 
co quan nha nu6c c6 tham quyen cua nuerc ma cha mg lqa chip quoc Lich cho con. 

- Giay,ter, d6 vat hoac chung lchac chung minh quan he cha, con hoac quan 
he me, con gem: 

+ Van ban cita co quan y te, co quan giam dinh hoac co quan khaz c6 tham 
quyen a trong nuerc hok nuerc ngoai xic nhan quan he cha con, quan he me con. 

Truerng hop khong c6 van ban neu ten thi phai c6 thu tar, phim anh, bang, 
do dimg, vat dung khk chfmg minh math quan he cha con, quan he mg con va van 

ban cam doan cua cha, me ye viec tre em la con chung cua hai nguth, co it nhat hai 
nguth than thich cua cha, mg lam chung. 

+ Trubng hop dang 14 nhan cha, me, con girth ding dan Viet Nam vth ngueri 
nuerc ngoai hoac gicta nguth nuerc ngoai veri nhau thi ngueri nuck ngoai phai nop ban 
sao hi) chieu hoac giay ter c6 gia tri thay h0 chieu de chting minh ye nhan than. 

SO limn ho so:  01 bO 

Thiri han gifii quvet:  15 ngay lam viec. 

Dal twang time hien thu tuc hanh chinh:  Ca than 

Co' quan co them quven quyet dinh: 

- Uy ban nhan dan cap huyen nth cu tr6 cOa nguth cha hoac nguth mg thyt 
hien dang 14 khai sinh ket hop nhan cha, mg, con doi veri tre em sinh ra 6 Viet Nam; 

- Uy ban nhan dan cap huyen ncri cu tro cua tre em thus hien dang 14 khai sinh 
ket hop nhan cha, mg, con dOi vdri tre em sinh ra a nuerc ngoai, chua duqc dang ky 
khai sinh ve cu tru tai Viet Nam. 

Co quan thifc hien thu tuc hanh chinh: 

Phong Tu phap cap huyen thy 15/116 so va tham muu Chu tich ny ban nhan dan 
cap huyen xem xet, quyet dinh. 

Co quan phai hop:  Khong. 

Ket qua thut hien thu tuc hanh chinh:  Giay khai sinh, Trich lyc dang 14 
nhan cha, mc, con. 

Le phi: 

- 40.000 clang clai voi viec clang lgi khai sinh clang hgn. 

- 60.000 cli5ng clai vei viec clang kfi khai sinh kh6ng dung han. 

- 1.500.000 clang clai vei viec tang kfi nhan cha, mg, con. 

Mien 10 phi cho ngwei thu6c gia Binh c6 cong vei cach mang; ngteei thuk ha 
ngheo; north khuyet tat. 

Ten mAu don, mAu to khai:  Ter khai dang k1,  khai sinh, Ter khai dang ky nhan 
cha, me, con 

48 



• 

Yeu eau, dieu kien thtrc hien thu tuc Muth chinh:  

- Ben nhan va ben duce nhan la cha, mc, con deu con sting; 

- Vic Ethan cha, mc, con khong c6 tranh chap. 

Can cv phap Iv ctia thu tuc hanh chinh:  

- Luat hon nhan va gia dinh natn 2014; 

- Luat her tjch nam 2014; 

- Nghl,dinh so 123/2015/ND-CP ngay 15/11/2015 caa Chinh ph8 quy djnh chi 
tiet mOt so dieu va bin phap thi hanh Lust ho tjch; 

- Thong to so 15/2015/TT-BTP ngay 16/11/2015 cfla BO Tu phap hueng clan 
thi hanh mOt so dieu cua Luat hi) tjch va Nghj djnh so 123/2015/ND-CP ngay 
15/11/2015 cua Chinh phit quy dinh chi filet mot so dieu va hien phap thi hanh Luat 
hO tjch; 

- Quyit clink so 26/2017/QD-UBND ngay 05/5/2017 cita Uy ban nhcin dein tinh 
• 4 quy clink mix thu, nOp 1 phi ho tick tit dia ban tinh Theca Thien Hue:. 

Ghi 	"Phdn chii in nghieng la nai dung seta Jai, baz  sung, thay the" 
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CQNG HOA XX HQI CHU NGHIA VIET NAM 
DOc lop - Tv do - lignh phtic 

TO KHAI BANG Kt KHAI SINH 

Kinh girl: (0 	  

H9, chit dem, ten ngir?ti yen au: 	  

Giay ter tay than: (2) 	  

Noi cu tdr (3) 	  

Quan hg yeti nguai duqc khai sinh: 	  

nghl ca quan Wing ky khai sinh cho no/id duel day: 

H9, chit dem, ten• 	  

Ngay, than, nam sinh: 	 ghi bang chit• 	  

Noi sinh: (4) 	  

Giai tinh• 	 Dan tee: 	 Quoc tich: 	  

Qu'e quan: 	  

H9, chit dem, ten cha: 	  

Nam sink: 	 Dan tee: 	 Quoc tich: 	  

Noi cu trU: (3) 	  

Hy, chit dem, ten mg: 	  

Nam sinh: 	 Dan tee: 	 QuOc tich: 	  

Noi cu trir (3) 	  

T6i earn doan nOi dung de nghi clang ky khai sinh tren day la dung sr that, duce sit thoa 
the nhat tri cira de ben lien quan theo quy dinh phap lust. 

T'Oi chin hoar) toan trach nhiem tank phap lust ve nOi dung cam doan cua mink. 

Lam tat. 	 , ngay 	th6ng 	nom 	 

Nguiri yeu eau 
(4, ghi re' hQ, chit' tem, ten) 
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Chu thlch: 
('> Ghi re ten ca quan ding ky khai sinh 
Vi dy: - Uy ban nhin din phuang Dien Bien, Ba Dinh, Hi NOi 

- I.)y ban MUM 	qurba 1, third) phe HO Chi Minh 
Ghi thong tin ve girt/ to My than ciut nqueri di 'ling ky, ghi it so, ca quan cep, ngiy cep he chieu, 

cluing minh nhan din hoic giay to hqp 10 thay the 
Vi du: Chimg minh nhin din so 001089123 do Cong an thinh phO Ha NOi cap ngay 20/10/2014. 

Ghi theo dja chi ding ics,  Muting tru; neu khong c6 nai ding kS,  thueng tru thi ghi theo dja chi ding 
14,  tam tra; twang hqp khong c6 not ding 14 thurang tru vi ncri ding 14,  tam tru thi ghi theo dja chi dang sinh 
sting. 

(4)  Trtrang him sinh tai co se( y tee thi ghi re ten co so y to va dja danh hinh chinh 
Vi - Rnh vin Php sin, HA Noi 

- Tram y to xi Dinh Bing, huyen Ti' San, tinh BSc Ninh. 
Twang hqp sinh ra ngoii co say to thi ghi dja danh dm 03 cep hinh chinh (xi, huyen, tinh), nal sinh 

ra. 
Vi clic xi Dinh Bang, huyen Tir San, tinh BSc Ninh. 

• 
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CQNG HOA XA HQI CHU NGHIA VIET NAM 
D6c lop - Tyr do - Hanh phec 

KHAI HANG Kt NHA: N CHA, ME, CON 

Kinh gui(2)' 	  

Hy, chit dim, ten ngurbi yeti cAu: 	  

Ngay, thang, nam 

sink• 	  

Dan tpc• 	 Quoc tick• 	  

Noi cu trii(2). 	  

Giay t& tay than (3). 	  

Quan he yeri nguM nhan cha/me/con(4)• 	  

nghl Quy ca quan cling nh'an ngtriri c6 ten du•6i day: 

Hq, cha.  dem, ten• 	  

Ngay, thang, nam sink 	  

Dan tqc• 	 Quoc tich• 	  

Noi cu trU(2). 	  

GiAy t& thy than (3)•  

Le 	ciia nprin c6 ten durti day: 

Ho, chit dem, ten• 	  

Ngay, thang, nam sink• 	  

Dan tqc• 	 Quoc tich• 	  

Noi cu tril(2). 	  

Giay ttr tUy than (3). 	  

Ten cam doan viec nkan 	 n6i tren la dung su that, to nguyen, khong 

co tranh chAp va chiu trach nhiem threw phap 1u4t ye cam doan cila minh. 

Kinh de nghl Quy co quan dang ky. 

Lam tai 	 ngay 	thang 	nam 	 
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Ngtrbi yeu au 

ghira hp, chu dim, ten) 

V hien elm ngtriri hien dang lit mg hoc cha(5) 	Iden nia ngtdri daily nhen la cha, mg, con(6) 

Teti lieu gui kem theo Ta khai: 

Chu thick: 
0)  Ghi rO ten ca quan ding Icy; 
(2) Ghi theo dia chi ding 14 thuong WO; neu 'dicing co nai ding ky thirong tni thi ghi theo dia chi ding ky tem 
tit; trubng hqp khOng co not ding kY thuong true.' va not dang ky tom tra thi ghi theo nai dang sinh stung. 
(3) Ghi thong tin ye giay to thy than nhu: ha chieu, chimg minh nhan din hole giey to hqp thay the (vi da: 
Chimg minh nhan din se 001089123 do Cong an thanh phi!) Ha Nei cep ngity 20/10/2004); 
(4) Chi can thiet trong throng hqp ngued khai khong dOng thtri la ngueri nhln cha/mg/con; 
(5) Chi can thiet trong truemg hqp cha hole me nhln con chtra thanh nien hole ngueri da thanh nien nhung 
mat ning lac hanh vi dan sir, ghi y kien cua ngueri lit cha neu mg la nguai you elm, y lden ngu&i me neu cha 
la ngubi you cau (trir throng hqp ngueri do dA chet, mat tich, mat nAng lac hank) vi din sa hole km the nAng 
lac hash vi din sir); 
0)  Chi can thiet trong trutmg hqp ngtrbi duce nion la tre em tir du 9 tool trer len. 
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6. "rang ky gilm hp co yeu to nu& ngoai 

Trinh to this hien:  
- Ngubi c6 you cau dang Icy giam ho flop ha so tai Trung tam Hanh chinh cong 

cap huyen c6 tham quyen. 

- Ngubi tiep nhan co trash nhiem Iciam tra ngay town bo ha so, xac dinh tinh hop 
le cim giay tb trong ho so do ngubi you cau nop, xuat trinh; di& chieu thong tin trong 
Tb khai voi giay ter trong ho so. 

- Neu ho so day.  do, 	ngueri flap nhan ho so viat giay tiep nhan, trong do 
ghi ro ngay, gib tra lc& qua; nou ho so chin day 	hoan thien thi huemg dart ngueri 
nOp ho so bo sung, hoan thien theo quy dinh; truerng hop khong the ba sung, hoan 
thien ho sa ngay thi phai lap thanh van ban huang dan, trong de neu ro loai giay to, nOi 
dung can bo sung, hoan thien, ky, ghi ro ho, chit dem, ten Gila ngubi tiep nhan. 

-.Ha so clang ky h0 tich sau khi dirge huang dan theo quy dinh ma khong 
duos NI sung day dn, hoan thien thi ngueri tiep nhan tir chai flap nhan ho so. Viec tir 
chai flap nhan h8 so phai dirge the hien bang van ban, trong do ghi r6 15,  do tir chai, 
ngubi tiop nhan ky, ghi ro ho, chit deem, ten. 

7  Trong then hart 05 ngay lam viec d6i veri viec (tang ky giam ho ed.  03 ngay lam 
viec doi veri vise dang IcY giam h0 throng nhien, tir ngay than ho so, neu thay du 
dieu kien theo quy dinh phap luat thi Phong Tu phap bao coo Chit rich Uy ban than 
dan cap huyen. TnriOng hop Chti tich Uy ban nhan cap huyen eking y giai guy& thi lcy 
cap Trish lye dang IcY giam ho cho ngubi co you cau; cling chire lam cOng tac ho tich 
ghi vao SO dang Icy giam hO, ding ngubi di tang lcy giam ho 4 vao So. 

*Luny: 

- Truang hop ngubi y8u cau nOp giay to la ban sao dirge cap tir s6 got hoac 
ban sao dirge chimg thvc tir ban chinh thi ngubi tiep nhan ho so khong throe you cau 
xuat trinh ban chinh; n8u ngubi yeu can chi nOp ban chirp va xuat trinh ban chinh thi 
ngubi tiep nhan h8 so.kiem tra, doi chieu ban chop yogi ban chinh va kY vao ban chirp 
xac nhan ve viec da doi chieu nOi dung gray ter do, khong dirge y8u cau ngubi di clang 
Icy nOp ban sao co chung thve giay to do. 

- Tnrang hgp phap luat quy dinh xuat trinh giay ter khi dang lcy ho tich, ngubi 
tiep than co trash nhiem kiem tra giay tb xuat trinh, doi chieu veri thong tin trong Tar 
khai va tra lai cho ngubi xuat trinh, khong doge you eau ngubi dang 14.h0 tich nOp 
them ban sao giay to do. Nguiri tiep nhan co the chop 01 ban giay ter xuat trinh hoac 
ghi lai thong tin cua giay to xuat trinh da ltru &I so. 

Giay ter do co quan co tham quyen cua nu& ngoai cap, ding chimg hoac xac 
nhan d8 sir dang cho viec dang Icy ho tich tai Viet Nam phai dirge hop phap hem lath sir, 
frit truerng hop dugs mien theo dieu Item guac to ma Viet Nam la thanh vien; giay ter 
bang tieng nuere ngoai phai doge dich ra tieng Viet va cling chimg ban dich hoac cling 
thvc chit lcy ngubi dich theo quy dinh cua phap luat. 

- Ngubi tiep nhan co trash nhiem tiep nhan dung, du ha sa (tang ky ho tich theo 
quy dinh cua phap luat ho tich, khong dirge y8u cau ngubi clang kY ho tich nOp them 
giay ter ma phap luat ho tich khong quy dinh phai nOp. 
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Cich thtic thin hien: 

- Ngueri ce, you can ding Icy giam h0 tryc tiep thyc hien hoc uy quyen cho 
ngued !chic thyc hien viec clang ky giam ho; 

- Ngtred thyc hien,  viec ding Icy giam 	c6 the nOp hi? so tryc tiep tai Trung 
tam Hanh chinh cong cap huyen c45 tham (pylon hoc giri ho so qua he thong buu 
chinh. 

Thinh phAn hi; sa: 

* Giay phai xult trinh: 

- HO chieu hoc chting mirth nhan dan hoc the can cut cong dan hoc cac 
giay to khac c6 dan anh va thong tin ca nhan do co quan co tham quyen cap, con gia 
tri sir citing de chimg minh ye nhan than cua nguoi co yeu cau dang ky giam h0. 

- Gay ter chimg minh not cu tra a xac dinh tham quyen clang ky giam ho 
(trong giai doan Co se( du lieu quoc gia vie dan cu va Casa du lieu ho Lich din tir 
town quoc chua duqc xay dyng xong va thyc hien thong nhat tren town quoc). 

* Giay to phai nOp: 

- Ter lchai Bang ky githn h0 theo mau. 

- Van ban cu ngued giam h0 theo quy dinh cim BO luat dan sy doi yeti truerng hop 
dung 147 giam hi) cir, kr,iay to chimg minh dieu lcien giam ho duong nhien theo quy dinh 
cim BO 141 dan sy doi vii trueng hop ?fang ky giam ho duong nhien; twang hop co 
nhieu wed cong dii dieu kien lam giam h0 duong nhien thi nOp them van ban them 
thu'an vie viec cir mot ngueri lam giam h0 throng nhien. 

- Van ban uy quyen theo quy dinh caa phap luat trong twang hop uy quyen 
thyc hien slang 4 giam ho. Tnxemg hop ngued duqc ity quyen la Ong, ba,,cha, me, 
con, vq, ch6ng, anh, chi, em runt 	ngueri fry quyen thi van ban 	quyen lchong 
phai cong chimg, chung thyc, nhung phai c6 giay to chimg minh mai quan he veri 
ngueri uy quyen. 

S6 Wine ho scr: 01 b0 

Thai han, eiai auvet:  05 ngay lam viec d6i \Teri viec ding Icy giam 	cu, 03 
ngay lam viec doi yen viec tang ky giam ho throng nhien. 

D61 trong thut hifn thu tuc hanh chinh:  Ca Milan 

Ca quan co them quyen nuv4t dinh: 
Uy ban nhan dan cap huyen nai cu tra cua nguari duqc Warn ho haac ngued 

giam ho thyc hien ding Icy giam ho gitra cong din Viet Nam va ngueri nuac ngoai 
cong cu tra tai Viet Nam. 

Co quan thut hien thu tuc hanh chinh: 
Phemg Tu phap cap huyen thy ly h6 so va tham muu Chu tich Uy• ban nhan dan 

cap huyen xem xet, quyet dinh. 

Co (wan phOi hop:  Ithong. 

Ket qua thtrc hien thu tuc hard) chinh: Trich lyc ding ky giam ho. 
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Le phi:  40.000 clang 

Mien le phi cho ngued thuOc gia dinh co cong voi each mang; ngued thuOc h0 
ngheo; ngu&i khuyet tat. 

Ten min don, mAu to khai:  Ter khai clang ky giam ho. 

Yeu au, dieu kien time hien thu tuc hanh chinh:  

Viac giam ho giera cong dan Vial Nam va ngueri nuec ngoai ding cu tra tai Viet 
Nam. 

Can dr phap lf ctia tha tuc hanh chinh:  

- BO 101 Dan sir; 

- LIS ho tich nam 2014; 

- Nphi dint so 123/2015/ND-CP ngay 15/11/2015 oh Chinh phu quy dinh chi 
fiat mOt so dial.' va bian phap thi hanh Luat ho tich; 

- Thong to so 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap hueng dan 
thi hanh mOt so diau cua Luat h0 tich va Nghi dinh so 123/2015/ND-CP ngay 
15/11/2015 &la Chinh phu quy dinh chi tiEt mot so diau va bian phap thi hanh LIS 
ho tich; 

- Quyit cl.inh so 26/2017/QD-UBND nglry 05/5/2017 cita ely ban nizEin dein tinh 
va quy clinh muc thu, nap le phi ho tich tren clia ban tinh Thita Thief? Hue. 

Ghi chit: "Phan chit in nghieng la nal dung sita cloi, b a sung, thay the" 
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CQNG Hi:5A XA HO CHU NGHIA VIVT NAM 
Bac lop - Tv do - Hanh ph6c 

'DJ KHALI DING Kt GIAM HQ 

Kinh girl: 0) 	  

Ho, chit dem, ten ngtriri yeu dm: 	 Glen tinh 	 

Nal cu 	(2) 	  

Giay to thy than: (3) 	  

De nghj co* quan ding 14 viec giim ha gita nhcing nguiri ci ten dual day: 
Nguiri elm ha: 
Ho, cher dem, ten: 	 Gith tinh 	 
Ngly, thing, nim sinh: 	  
Dan tOc• 	 Qu6c tjch: 	  
Noi cu 	(2) 	  

Gay toti tily than: (3) 	  

Ngtroi dugs giim ha: 
Ho, chit dem, ten: 	 Gidd tinh 	 
Ngiy, thing, nam shyly 	  
Dan tic: 	 Qu6c tjch: 	  
Nai cu tru: (2) 	  

Gay khai sinh/Giay to My than: 	  
Lt do ding 14 giim ha: 	  

Di cam doan nhOng nal dung khai tren day la dImg sit that va chju trach nhiem truck phap 
luat ve cam doan dui minh. 

Lim kik 	 ngety 	thing 	nam 	 

Nguiri yen au 
(Kji, ghi lig, chit dem, ten) 

Chti thick: 
(1) Ghi 1.6 ten ca quan ding ky Om ho. 
(2) Ghi then nod ding ky thubng tra, neu khong co not ding ky thubng trn thi ghi then nod ding ky tam 

tin; truOng hop khong th nal ding ky thubng tni va not dang ky twn tni thi ghi theo ncri dang slid) song. 
(3) Ghi thong tin ye giay t& thy than nhu: hq chieu, chimg minh nhan din hoac gay t& hqp le thay the 

(vi da: Ching minh nhan din se 001089123 do Cong an thanh phe Ha Nbi cap ngay 20/10/2014). 
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7. Bang kS,  chim dirt gram ho co yeu to flute ngoai 
Trinh hr thirc hien:  

- Ngued co yeu du clang ky cham dirt giam ho nOp sa tai Trung tam Hanh 
chinh cong cap huyen co tham quyen. 

- Nguari tiep nhan co trach nhiem IciOm tra ngay town b0 ha sa, xac dinh tinh hop 
le coa giay t& trong ho so do ngueri yeu cau n0p, xuat trinh; dai chieu thong tin trong 
Ter khai vai giay ter trong ho sa. 

- Neu ha sa day du, hop 1e, ngtred tiep than 	sa viet gidy tiep nhan, trong do 
ghi ro ngay, gib tra ket qua; nu ho 	so chua day du, hoan thien thi huerng dan nguai 
neip . sa NI sung, hoan thien theo quy dinh; truOng h9p Ichong the ba sung, hoan 
thien ho sa ngay thi phai lap thanh van ban huerng dan, trong do neu ro loai giay to, nOi 
dung can ba sung, hoan thien, 14, ghi ro ho, cher dem, ten cilia ngueri tiep nhan. 

-.Ha so clang 14 hO tich sau khi da throe hoeing dan theo quy dinh ma Ichong 
duce b8 sung day dit, hoan thien thi ngued tiep nhan S choi tiep nhan h8 so. Viec tir 
chai tiep than ho so phai duce the hien bang van ban, trong 46 ghi re 15,  do tir chai, 
nguiyi tiep nhan 14, ghi ro ho, chit dem, ten. 

- Trong thed hart 02 ngay lam viec, ke tir ngay than du ho so, neu thay da diEu 
kien theo quy dinh phap lust thi Phong Tu phap bao cao Chu tich 	ban nhan clan 
cap huyen. Tnrerng hgp Chu tich Uy ban nhan dan cap huyen clang y giai quyet thi ky 
cap Trich hic clang ky cham dirt giam ho cho ngued co you cau; &Ong chic lam eking 
tac ho tich ghi vao SO clang Icy cham dirt githn ho, cling ngueri di clang 14 cham dirt 
giam NI ky vao So. 

* Lut 57: 

- Truemg hop ngueri you eau nOp giay to la ban sao duce cep tir se, gac hoac 
ban sao dugc chimg thuc tir ban chinh thi ngued flap nhan ho so kh8ng duce yea cau 
xuat trinh ban chinh; neu ngued you cau chi nOp ban chip va xuat trinh ban chinh thi 
ngueri tiep nhan ho sayiem tra, doi chieu ban chip vai ban chinh va ky vao ban chop 
xac nhan ve viec da doi chiEu nOi dung giay to 46, khong dugc yeu cau ngueri di clang 
ky nop ban sao co chang thtrc giay ter do. 

- Truerng hop phap luth quy dinh xuat trinh giay to khi clang ky ho tich, ngueri 
tiep ratan co tech nhiem kiem tra giay to xuat trinh, doi chieu veri thong tin trong Ta 
khai va tra lai cho ngueri xuat trinh, lchong dugc you cau ngued clang ky ho tich nOp 
them ban sao giay to 46. Nguasi tiep nhan co the chip 01 ban giay to xuat trinh hoac 
ghi lai thong tin cila giay to xuat trinh de km ha so. 

Gidy to do co quan co tharn quyen cita nuac ngoai cap, cong Chung hoac xac 
nhan de ▪  sir ding cho viec clang ky ho tich tai Viet Nam phai duce hgp phap h6a lath su, 
tra throng hgp doge mien theo dieu &re quoc to ma ViOt Nam la thanh vien; giay tb 
bang tieng nuerc ngoai phai dugc dich ra Wang Viet va cong Chung ban dich hoac Chung 
thy.° cha ky ngueri dich theo quy dinh caa phap lust. 

- Nguai tiep nhan co trach nhiem tiep nhan ding, di ha so clang ky ho tich theo 
quy dinh cua phap lust ho tich, Ichong duce yeu cau ngtreri clang ky ho tich nOp them 
giay to ma phap lust ho tich Ichong quy dinh phai nOp. 
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Cach thfrc thwc hien: 

- Ngued co yeu cau clang ky chain' dirt giam he tryc tiep thyc hien hoac uy 
quyen cho ngued lchk nap ho so ding IcY chum dirt giam he; 

- Ngtred nap ha so ding lcY chain dirt giam he c6 the pep tryc tie') tai Trung 
tam Hanh chinh cong cep huyen c6 them quyen hoac giri ho so qua he thong buu 
chinh. 

Thinh Phan ho sa: 

* GiAy to phai nit trinh: 

- HO chieu hok chimg minh nhan dan hoac the can cueic conk din hoac ck 
giay tb lchic c6 dan anh ya thong tin ca nhan do co quan c6 than' quyen cap, can gia 
tri sir dung de chi:mg minh ye than than cue ngued c6 yeu cau tang IcY chum dirt giam 
he. 

Taking hop girl ha so qua he thong buu chinh thi phai gin kern theo ban sao co 
chimg thyc Giay to phai xuat trinh new tren. 

* Gigy to phai 

- Ter khai Bang IcY chain dirt giam he theo mau. 

- Giey tar lam can dr chain dirt giant he theo quy dinh cue BO lust dan sy. 

- Van ben ay quyen theo quy dinh cue phap 141 trong true:mg hqp ay quyen 
thyc hien clang lcY chain dirt giam he. Truing hqp ngued duot uy quyen la Ong, ha, 
cha, me, con, vg, chong, anh, chi, em runt elm ngued ay quyen thi van ban,ily quyen 
Icheing phai clang ?hung, chiing thyc, nhung phai c6 giay chimg minh m8i quan he 
yeti ngued ay quyen. 

SO luting ho sa: 01 be 

Thai han alai quvet:  02 ngay lam yiec. 

DM twang thwc hien thi tuc hinh chinh:  Ca than 

Ca quan co thaw auven auvet dinh: 

I:Jy ban than dan cep huyen non da (tang IcY giam he thyc hien clang lcY chum 
dut giam he. 

Ca quan thin hien thii tuc hinh chinh: 

Phong Tu phap ea" huyen thy ly ha so va tham muu Chu tich Uy ban nhan dan 
cap huyen xem xet, quyet dinh. 

Ca quan phai hap:  Khong. 

Ket qua Mut hien thi tuc hinh chinh:  Trich lyc ding IcY chum dirt giam he. 

Le phi:  40.000 clang. 

Mign le phi cho ngubi thuec gia dinh c6 cong von each mang; ngued thuec he 
ngheo; ngued khuyet tat. 

Ten mAu den, mlu for khai: To khai clang ky chum dirt giam he. 
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Can air phap 1$ dm thu tuc hanh chinh:  

- BO luat Dan stir; 

- Luat ho tich nam 2014; 

- Nghi dinh so 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi 
ti6t mOt so diOu va bign phap thi hanh Lust ho tich; 

- Thong to so 15/2015/TT-BTP ngay 16/11/2015 &la BO Tu phap huong 
thi hanh mOt sa diOu cua LuSt ho tich va Nghi dinh so 123/2015/ND-CP ngay 
15/11/2015 cua Chinh pho quy dinh chi -fiat mot s6 dieu ya bin phap thi hanh Lust 
ho tich; 

- Quyit cl.inh so: 26/2017/Q-D-UBND ngay 05/5/2017 caa 0y ban nlicin &in tinh 
ve quy clinh rink thu, nOp ld phi he) tich tren Ilia ban tinh Thira Thien Hue. 

Ghi cha: "Phan chit in nghieng la nai dung saa cloi, ha' sung, thay the " 

60 



CQNG HOA XA HQI CHU NGRIA VItT NAM 
DOt lap - Tv do - Minh phfic  

KHAI BANG Kt CRAM DUr GIAM HQ 

	

Kinh 	0) 	  

Ho, chit dem, ten nguivi yen cAu• 	  

Noi cu 	(2) 	  

GiAy to My than: (3) 	  

Be nghj co' quan Tang ky chtim dot viec giam hi) gicra: 

Nguivi giam 

HQ, chi) dam, ten: 	  

Glen tinh• 	Ngay, thang, narn 

Dan tOc• 	 Qu6c tich: 	  

Noi cu MP). 	  

GiAy to My than: (3) 	  

Nguti duct giam 60: 

Ho, chi) dam, ten: 	  

Gith 	 Ngly, thang, nam sinh• 	  

Dan t6c. 	 Odic tich: 	  

Noi cu tro(2). 	  

GiAy khai sinh/GiAy tat thy than: (3) 	  

Da ding k3"( giam hcj tai quyen so: 	  s6 	  

Ngay 	thang 	nam 	die) 	  

Lt do chAm dirt viec giam ha. 

Toi cam doan nhftng nOi dung khai tren day la &mg su that va chiu trach nhi'em truac 

phap luat ve cam doan cua minh. 

Lam tgi: 	, ngay 	thang 	nom 

Nguti yeu cau 
(Kj, ghi ra h9, chi? dim, ten) 
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Cho thick: 
( I )  Ghi re ten co quan ding kY chain dirt &Am hi). 
(2) Ghi theo not ding kY throng fru, neu khong co not ding kY throng try thi ghi theo ncri ding ky 

tam trir, traang hap khong cf.) not ding ky throng tni vi not ding Icy tam frit thi ghi theo not Bang sinh song. 
(3) Ghi thong tin ve giAy to thy than nhu: ho chieu, chimg minh nhan din hoc giAy to hop 1e thay 

the (vi du: Cluing minh nhan din so 001089123 do Ging an thanh phe HA Npi cap ngiy 20/10/2014). 
(4) Ghi ten co quan ding kY giim hp twat day. 

62 



8. Thay d61, cai chinh, b6 sung h0 tich, xIc dinh tai den t6c 

Trinh fir thirc hien:  
Ngubi c6 yeu cau thay dk\i, cai chinh, b6' sung h6 tich, xac dinh 1ai dan tec 

nOp he so tai Trung tam Hanh chinh ding cap huyen co tharn quyen. 

- Ngueri tiep nhan c6 trach nhiem kiem tra ngay town b6 ha so, xac dinh tinh hop 
le cila giay ter trong he so do nguiri you cau nap, 'mat trinh; del chieu thong tin trong 
Ter khai yeti giay ter trong ho so. 

- Neu h6 so day du, hop le, ngued tier, nhan h6 so viec giay tiep nhan, trong de 
ghi re ,ngay, gib tra ket qua; neu he so chua day da, hoan thien thi hreng dan nguiri 
nOp Ice so be sung, hoan thien theo quy dinh; trueng hop khong the be, sung, hoan 
thien he so ngay thi phai lap thanh van ban hueng den, trong do neu ro loai giay ter, nOi 
dung can be sung, hoan thien, Icy, ghi re hQ, chit dem, ten coa ngueri tiep nhan. 

-,H6 so tang ho tich sau khi da duqc huong clan theo quy dinh ma kh8ng 
duqc be sung day du, hoan thien thi nguari tiep than fir choi tiep nhan ho so. Viec tir 
chin tiep nhan ho so phai duqc the hien bang van ban, trong de ghi ro VI do tir choi, 
ngubi tiep nhan ky, ghi ro hQ, chit deem, ten. 

- Trong than han 3 ngay lam viec dai yeti viec thay dai, cai chinh ho tich, xac 
dinh lai dan tOc; ngay trong ngay lam viec dei vei viec be sung ho tich, neu thay viec 
thay den, cai chinh, b6 sung ho tich, xac dinh lai clan tOc IA c6 co so, phit hqp voi quy 
dinh cua phap 141 clan sir va phap luat co lien quan, Phi:mg Tu phip bao cao Cho tich 
Uy ban than dan cap huyen. Tnxbng hop Ch6 tich Uy ban nhan clan cap huyen dong 

giai quyet,thi IcY Trich luc thay d6i/cai chinh/be sung ho tich/xac dinh 	dan tec 
Prong 	cap cho ngubi co you cau; ding chirc lam clang tac ho tich ghi vao So clang 
ky thay dei, cai chinh, be sung ho tich, xac dinh lai dan tOc va cling ngubi di dung Icy 
ho tich ky vao So. 

* Lwu Sr: 
- Tnrong hop ngueri yeu cau n6p giay ter la ban sao duqc cap tir 56 gee hoac 

ban sao &roc chimg thut tir ban chinh thi ngubi tiep nhan ho so khong duqc you cau 
xuat trinh ban chinh; neu ngubi yeu cau chi nOp  ban chop va xuat trinh ban chinh thi 
ngueri tiep nhan he sayiem,tra, dei chieu ban chup von ban chinh va vao ban chup 
xac nhan ye viec da dei chieu not dung giay ter de, khong duce yen cau ngueri di (tang 
IcY nOp ban sao co chimg thoc giay tar do. 

- Tnrerng hop phap luat quy dinh xuat trinh giAy,  tar khi clang Icy ho tich, ngueri 
tiep nhan co trach nhiem kiem tra giay to xuat trinh, dei chieu vet thong tin trong TO 
khai va tra lai cho ngubi xuat trinh, khong duqc you cau ngubi dang 14,h6 tich nOp 
them ban sao giay ter de. Ngueri tiep nhan c6 the chup 01 ban giay ter xuat trinh hoac 
ghi lai thong tin elm giay to xuat trinh de hni he so. 

Giay to do co quan co them quyen cua nu& ngoai cap, ding chimg hoac xac 
nhan de ▪  sir dung cho viec Hang Icy ho Lich tai Viet Nam phai duct hop phap h6a lank 

tfir trubng hop duce mien theo dieu Sc quec to ma Via Nam la thanh vien; giay 
to bang tieng nuerc ngoai phai duce dich ra tieng Via va clang chimg ban dich hoac 
chimg thgc chit ky ngueri dich theo quy dinh caa phap luat. 
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- Ngued tiep nh'On c6 trach nhiem tiep nhan clang, du h6 sa dang ky ho tich theo 
quy dinh caa phap luat ho tich, khong duce yeu cau ngueri tang k1,  ho tich nOp them 
giay to ma phap luOt ho tich khong quy dinh phai nOp. 

Cfich thirc thtrc hien: 

- NguOi c6 yeu cau dang k1r thay doi, cai chi/1h, b6 sung ho tich, xac dinh lai 
dan tOc true tiep thvc hien hoac fry quyen cho ngued khac thvc hien; 

- Nsueri thvc hien danal4 thay dai, cai chinh, b6 sung ho tich, xac dinh lai dan 
tOc c6 the nOp ho sa true flop,* Trung tarn Hanh chinh cong cap huyen c6 tham 
quyen hoac gin ha sa qua he thong buu chinh. 

Thinh phgn ho soy: 

* Gigy to phai xuat trinh: 

- HO chieu ho4c Chung minh nhan dan holk the can cute Gong clan ho4c cac 
giAy to khac co din anh va thong tin ca than do ca quan co tham quyen cap, con gia 
tri sir dung de chimg minh ye than than tha ngued c6 yeu cau dang ky thay doi, cai 
chinh, ba sung ho tich, xac dinh lai dan toe. 

- Giay to Chung minh nai cu tro de xac dinh thaw quyen clang icY trong truemg 
hap cai chinh, b6 sung'hO tich, xac dinh lai dan toe khong phai tai Uy ban nhan dan 
cap huyen not dang 1c5r ho tich truck day (trong giai down Ca ser du lieu guile gia ve 
dan cu va Ca sa du lieu ho tich dien tir toan quac chua duce xay dung xong va thvc 
hien thong that teen town quac). 

Truemg hop,gai ha sa qua he thong buu chinh thi phai gin kern theo ban sao c6 
chi:mg thvc cacGiay to phai xuat trinh n'eu teen. 

* GiOy to phii nOp: 

- Ter khai clang ky'r thay doi, cai chinh, b6 sung ho tich, xac dinh lai dan tOc theo 

- GiAy to lien quan den viec thay d6i, cai chinh, b6 sung ho tich, xac dinh lai dan 

- Van ban ay quyen theo quy dinh cila phap luat trong truong hap uy quyen thvc 
hien viec dang 141 thay doi, cai chinh, bo sung ho tich, xac dinh lai dan tOc. Tnrong hap 
ngueri &rot ay quyen la Ong, ba, cha, me, con, vg, chang, anh, chi, em runt tha ngued fry 
quyen thi van ban ay quyen khring phai thng Chung, Chung thvc, nhung phai c6 giAy to 
Chung minh mai quan he veil ngueri uy quyen. 

SO lune ho sa: 01 b0 

Thin han giai nuvet: 
- Ngay trong ngay lam viec d6i yeti viec ba sung ho tich, truemg hap nhan ho 

so sau 15 gia ma khong giai quyet duce ngay thi tra ket qua trong ngay lam viec tiep 
theo. 

- 03 ngay lam viec doi ved viec thay dai, cai chinh ho tich, xac dinh lai dan tQc. 
Truemg hap can phai xac minh thi then han ducte keo dai khong qua 06 ngay lam viec. 

Poi Wane thuc hien thu tuc hinh chinh:  Ca nhan 

mau. 

tOc. 
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Ca quan c6 tham oilmen quest dinh: 

- Uy ban than dan cap huyen nai da dang 19',  he tich truerc day hoac nai cu trfi 
cua ngu&i nu6c ngoai giii quyet viec cai chinh, b6 sung ho tich cua ngueri nu6c ngoai 
da d'a'ng ky he tich tai ca quan c6 tham quyen clia Viet Nam. 

- Uy ban nhan dan cap huyen nai da dang 14 he tich tru6c day giii guy& viec 
thay dei, cai chinh, b6 sung ho tjch, xic dinh lai dan tee cho nguOi Viet Nam dinh cu 

nuerc ngoai. 

- Uy ban than dan cap huyen nai da clang 14 ho tich truck day hoac tai cu tra 
cua 4 than giai guy& viec thay dei, cai chinh he tjch cho cong dan Viet Nam tit da 
14 Med tr6 len cu tru trong nuerc; the dinh lai din fee. 

Ca quan thirc hien thu tuc hanh chinh: 

Phang Tu phap cap huyen thy 15,  he sa va tham muu Chu tjch Uy ban than'dan 
cap huyen xem xet, ky Trich lye. 

Co quan phOi hop:  !Chong 

Ket qua thin hien thu tuc hanh chinh:  Trich lvc thay dei/cai chinh/be sung 
ho tich/xac djnh lai dan toe. 

Le phi:  25.000 clang. 

Mien le phi cho ngued thuec gia dinh co cong v6i each mang; ngueri thuec he 
ngheo; ngueri lchuyet tat. 

Ten mAu dun. mAu to khai:  Ta khai dang 1c57 thay dei, cai chinh, be sung ho 
tich, the dinh lai dan tee 

Can cii phi!) 1v cila thu tuc hanh chinh:  

- Luat he tjch nam 2014; 

- Nghj djnh se 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phu quy djnh chi 
tiet met so dieu va bien phap thi hanh Luat ho tich; 

- Thong to se 15/2015/TT-BTP ngay 16/11/2015 dia BO Tu phap hueng dan 
thi hanh met se dieu cua Luat he tjch va Nghj djnh se 123/2015/ND-CP ngay 
15/11/2015 cua Chinh phu quy dinh chi tiet met so dieu va bien phap tin hanh Luat 
ho tich; 

- Quyit clink so 26/2017/Q-D-UBND ngay 05/5/2017 cna Uy ban nhdn dein tinh 
ye quy clink mar thu, nap 10 phi ho tick tren clia ban tinh Thica Thien 

Ghi chic "Phan chii in nghieng lit nOi dung saw dei, be sung, thay thi" 
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CQNG HOA XA HQI CHI) NGHIA VIET NAM 
Dac lop - Tv do - Hnnh pinic 

TO KHAI HANG Kt VIEC THAY DOI, CAI CHINN, 
BO SUNG HQ TICH, XAC DINH LAI DAN TQC 

Kinh girl: (I) 	  

HQ, chit dim, ten nguiri yeu can: 	  

Nai cu tru• (2) 	  

Gray ter thy than: (3) 

Quan hg vOi ngutri de nghl duqc thay del, cai chinh, xac (firth lai dan tOc, be sung ho tich: 

De nghli ca quan ding kf viac (4) 	 cho ngtral c6 ten dutri day 

H9, chit dem, ten: 	  Gioi 

Ngly, than, nam sin}}. 	  

Dan ta9c, 	 Qat *h. 	  

Giay to My than: (3) 	  

Nai cu tra• (2) 	  

Da dang ky (5) 	 ngay 	thang 	nam 	tai se: 	 
Quyen se. 	 cua 	  

Tir: (6) 	  

Thinh• 	 

Lf do: 	  

Tel cam doan Siting nOi dung khai tren day la &mg slir that va chiu trach nhiem tntec phap luat 
ve cam doan cua minh. 

Lam tat 	 , ngay 	awing 	nom 	 
Nguiri yeti au 

(KY, ghi Iv, chit dem, ten) 

<17  ki'en cua ngueri duce thay del h9, ten 
(neu ngued do tir du 9 tuoi tra len); xac 
dinh lai dantijc (neu nguei do tir du 15 
tuoi den dudri 18 tuoi) 

N;7  kien caa cha va mg (neu thay dei 119, 
chit Om, ten cho ngueri dual 18 tuoi) 
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Chit thick: 
1. Ghi rb ten ca quan dang ky viec thay doi, cal chinh, ht) sung ho tjch, xic djnh lai dan toe, xic djnh lai giOri 
tinh trong Giay khai sink 
2. Ghi theo dja chi clang ky thuang tri; neu khong ce nor ding Icy thuimg iru thi ghi theo dja chi clang IcY tam 
fro; tnreng hop khong ce ncri &rig ky thueng frit vi nor clang ky tam tri thi ghi theo not dang sinh sting. 
3. Ghi thong tin ye giay to thy than nhu: he chieu, chimg mirth nhan din hoc giAy tä hop to thay the (vi dQ: 
Chimg mirth nhan din se 001089123 do Cong an thinh phi!) Ha Ned cap ngiy 20/10/2004). 
4. Ghi re loai viec thuc hien (vi dtr: thay din HQ). 
5. Ghi n3 loai viec he tjch di &rig kY tru&c day. Vi du: khai sinh ngiy 05 thin 01 nam 2015 tai s6 10 quyen 
s6 01/2015 dm UBND xi Hi Hei, huyen Thuang Tin, thinh ph() Hi NOi. 
6. Ghi re nOi dung thay del, cai chinh, xic dirth lai diln*vi du: tir Nguyen Van Nam thenh Vii van Nam; 
Throng hop be sung he tjch thi ghi re nOi dung de nghi be sung. Vi do: be sung phlin ghi ve qua quart trong 
Gity khai sinh nhu sau: Nghe An. 
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„ 	 A 9. Ghi vao So ho tich viec ket hon cua cong dan Viet Nam da dirge gifii 
A 	 f quyet tai ca quan co tham quyen cua titre ngoai 

Trinh ttr thirc hien:  

- Nguari co zeu can ghi vao S6 ho tich viec ket hon da dugc giai quyet tai co 
quan co tham quyen cua nuac ngoai (sau day goi la ghi chit ket lion) nap ho so tai 
Trung tam Hanh chinh cong cap huyen co thAm quyen. 

- Ngueri tiep nhan co tech nhiem kiem tra ngay town ba ha so, xic dinh tinh hop 
le dm giay ter trong ho so do nguai you eau nap, xuat trinh; dai chieu thong tin trong 
Ter khai vol giay ter trong h6 so. 

- NAu h6 so day 46, hop le, nguari tiep nhan ha so vi& giay tiep nhan, trong 46 
ghi to ngay, gib tra ket qua; neu ho so chin day da, hoan thien thi huang dan nguai 
nap ha,  so bo sung, ho thien theo quy dinh; trubng hop khong the ba sung, hoan 
thien ho sa ngay thi phai lap thanh van ban huerng dan, trong 46 neu ro loai giAy t&, not 
dung can ba sung, hoan thien, ky, ghi ro h9, chit dem, ten dm nguari tiep nhan. 

- Ha so sau khi da dugc hue:mg dan theo quy dinh ma thong dugc be; sung day 
hoan thien thi nguai tiep nhan to choi tiep nhan ha so. Viec tir chi& tiep nhan ho 

so phai dugc the hien bang van ban, trong 46 ghi re 15r do tir choi, nguai tiep nhan k5r, 
ghi ro h9, chit deem, ten. 

- Neu thAy yeu 
ket 

ghi 	ket hon 40 dieu kien, khong thuac truang hop tir 
choi ghi vao so viec ket hon theo quy dinh, Phong Tu phap bao cao Chu tich Uy ban 
nhan dan cap huyen xem xet, quyet dinh. Truerng hop Chu tich Uy ban nhan dan 
tong y giai quyet thi ky Trich,19c ghi 	ket het cap cho ngubi yeu cau; ding chirc 
lam cong tac ho tich ghi vao SO clang k5r ket hon. 

* Yeu cau ghi chfi ket hon bi tir chOi trong cfic twang hyp sau: 

- Viec ket hon vi pham dieu cam theo quy dinh cua Luat hon nhan va gia 
dinh. 

- Cong dan Viet Nam ket hon yeti ngubi nuerc ngoai tai co quan dai dien 
ngoai giao, co quan dai dien lanh su nuac ngoai tai Viet Nam. 

*Lun y:  

- Truemg hop nguai yen cau nap giAy tb la,  ban sao dugc cap tit sa gac hoc 
ban sao dugc chimg thkrc tir ban chinh thi ngubi tiep nhAn ho so thong duce yen cau 
xuat trinh ban chinh; neu ngubi you can chi nap ban chvp va xuat birth ban chinh thi 
nguai tiep nhan h6 scr,kiem,tra, doi chieu ban chip veri ban chinh va 141 vao ban chup 
xac nhan ye viec da doi chieu nai dung giay ter 46, khong duce yen cau nguai di tang 
14 nap ban sao c6 chung thuc giay tb 46. 

- Trubng hop phap luat quy dinh xuat trinh giAy tb khi dang k5r ho tich, nguai 
tiep nhan co trach nhiem ki8m tra giAy to xuat trinh, doi chieu veri thong tin trong Ter 
khai va tra 10 cho ngubi xuat trinh, khong dugc you cau nguai dang k5r,h0 tich nap 
them ban sao giAy tb 46. Nguai tiep nhan c6 the chip 01 ban giay to xuat trinh hoAc 
ghi lai thong tin elm giAy tb xuat trinh de luu ho so. 
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• GiAy to do co quan c6 thArn quyen cua mac ngoai cap, ding thing hoac xac 
nhan de se dung cho viec (tang kY ho tich tai Viet Nam phai duce hap phap hoc lank sit, 
trir truemg hap duce mien theo dieu the roc to ma Viet Nam la thanh vien; giay to 
bang tieng nuac ngoai phai duce dich ra tieng Viet va cong thing ban dich hoac chung 
thuc chit 14 ngthi dich theo quy dinh cea phap loaf 

- Nguoi Tap nhan co Udell nhiem tiep nhan dimg, de ha so clang 14,  ho tich theo 
quy dinh cua phap 14t ho tich, ldiong duce yeti eau nguari dang lcY ho tich nep them 
giay to ma phap luat ho tich khong quy dinh phai nep. 

Caeh that thuc hien: 

- Ngued co yeti cAu ghi chit ,ket hon true ti'ep thuc hien hoac ey quyen cho 
ngueri khk thuc hien viec ghi 	ket hen; 

- Ngthi thuc hien viec ghi chit ket hon c6 the nep ha soy true dap tai Trung tam 
Hanh chinh cong cap huyen c6 than quyen holk giri ho so qua he thong buu chinh. 

Thanh !Than ha so': 

* Gily to phai xuAt trinh: 

- HO chieu hoac chung minh nhan dan hoac the can cuerc con& dan hoac the 
giay to kit& co dan anh va thong tin ca nhan do co quan co tham quyen cap, con gia 
tri sir dung de chung minh ve nhan than oh ngueri co yeu cau ghi chit ket hen (giay 
to thy than); 

- GiAy to thing minh not cu tre de xac dinh thAm quyen (trong giai down Co ser 
dit lieu quit gia ve din cu va Co se dit lieu he tich dien to town quoc chug duce xay 
dung xong va thuc hien thong nhat tren town quoc). 

Throng hap,giri ha so qua he thong buu chinh thi phai girl kern theo ban sao co 
thing thuc eac Giay to phai xuat trinh neu ten. 

* GiAy to phai 

- TO khai ghi chit ket hon theo mat; 

- Ban sao giay to chimg nhan viec ket hon do co quan c6 than quyen cua nuac 
ngoai cap; 

- Ban sao grey ter thy than dm ca hai ben nam, nit, neu girl ha so qua he thong 
buu chinh; 

- Neu ding dan Viet Nam da ly hen hoac hey viec ket hon tai co quan co tham 
quyen nu& ngoai 	phai nep trich luc ye viec da ghi vao SO ho tich viec ly hon 
hoac hey viec ket hon (Trich lye ghi chit ly hen). 

- Van ban ey quyen theo quy dinh elm phap 14t tronktrutmg hop ity quyen 
thuc hien viec ghi chit ket hon. Truing hop ngueri dugc ity quyen la Ong, ba,,cha, mg, 
con, vg, thong, anh, chi, em ruOt caa nguti 	quyan than  Van ban fly quyen khong 
phai cong Chung, thing thuc, nhung phai c6 giay to chimg minh mei quan he vii 
ngued ey quyen. 

So krone ha so': 01 b0 
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Thai han giai quyet: 12 ngay lam viec. 

Del Wane thin hien thii tuc hinh chinh: Ca nhan 

Co quan có thtim quyen quyet dinh: 

Uy ban nhan dan cap huyen not cu thi cila ding dan Viet Nam. 

Co quan third hien Hui tuc hanh chinh: 

Phong Tu phap cap huyen thu lY ha so va tham muu Chu tich Uy ban nhan dan 
cap huyen xem xet, quyet dinh 

Co quan phei hop: 'Chong. 

Ket qua thin hien thii tuc hinh chinh: Trich lye ghi chn k& hon. 

Le phi: 40.000 clang. 

Mign le phi cho nguari thuOc gia dinh c6 ding v&i each mang; nguiri thuOc h0 
ngheo; nguari khuyet tat. 

Ten mAu don, mAu to khai: Tar khai ghi chu ket Min 

Yen au, dien kien third hien thu tuc !faith chinh:  •Trr. 
▪ Viec ket h8n girth c8ng dan Viet Nam yeti nhau hoac yeti ngtrad nuac ngoai da 

duce giai quy'et tai ca quan co tham quyen caa nu& ngoai a nuac ngoai duce ghi vao 
So h0 tich neu tai thai diem ket hon, cac ben dap ung du dieu kien ket hon va khong 
vi pham dieu cam theo quy dinh cua Luat hon nhan va gia dinh Viet Nam. 

- Neu vao than diem (tang ky tai co quan co tham quyen,nuac ngoai, viec ket 
h8n khong dap ung dieu kien ket 	nhung khong vi pham dieu cam theo quy dinh 
cua Luat Win than va gia dinh, nhung vao thai diem yeu cau ghi vao So ho tich viec 
ket hon, Mu qua da duce khan phuc hoac viec ghi chit ket hon la nham bao v'e quyen 

cong dan Viet Nam va tre em, thi viec ket hon cling duce ghi vao So ho tich. 

Can c~i phap 1* cua thu tuc hanh chinh:  

- Lust Hon nhan va gia dinh; 

- Luat h0 tich nam 2014; 

- Nghi,dinh so' 123/2015/ND-CP ngay 15/11/2015 caa Chinh pho quy dinh chi 
tier mOt so dieu va bien phap thi hanh Luat ho tich; 

- Thling to se; 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huang dan 
thi hanh mOt so dieu cua Luat h0 tich va Nghi dinh s6 123/2015/ND-CP ngay 
15/11/2015 dm Chinh phu quy dinh chi ti6t mot so dieu va bien phap thi hanh Luat 
h0 tich; 

- Quyett dinh sot 26/2017/Q-D-UBND ngay 05/5/2017 cua Uy ban nhcin dein tinh 
ye quy dinh mac thu, nap le phi ha tich tren clia ban tinh Thica Thien 

Ghi 	"Philn chit in nghieng la nai dung sera clati, bo sung, thay thi" 
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CQNG HOA XA HQI CHU NGHIA VIET NAM 
DOe ltip - Ty. do - H;nh phtic 

TO KHAI GM CHO KET HON 

	

Kinh gui: 0) 	  

HQ, chit dOm, ten ngtoOi you au: 	  

Nth cu trA: (2) 	  

GiAy to toy than: (3) 	  

De nghj co' quan ghi vao so viOc kit hon sau day: 

	

H9, ehar dim, ten ben arc 	  H9, chit dim, ten ben nam: 	 

Ngay, thang, nam sinh: 	  Ngay, thing, nam sitar 	  

Dan tOc: 	Quoc tjch: 	 Dan tOc: 	Quec tjch: 	 

Ncri cu tra: (2) 	  Ncri cu tri• (2) 	  

GiAy to thy than: (3) 	  Giay Ur toy than: (3) 	  

DA ding 14 ket Win 40) 	  

	 se 	  

cap ngay 	thang 	nam 	  

Tnroc khi ket hon Ian nay chua timg kat hon/dA timg kEt hon nhung lion !thin dA chAm 
&Tgs). 

Toi cam doan nhimg nOi dung khai ten day la dung su that va chju tacit nhiOm trtrac phap 
lust ye cam doan clia minh. 

Tai lieu gzil kem theo To. khai: 	Lam tot. 	, ngezy 	 thcing 	nam 	 
Nguivi yeu cAu 

(KY, ghi rd hp, chit dem, ten) 
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Cho thich: 
Ghi ro ten cu quan thus hien ghi chi) ket hon. 

0)Ghi theo dja chi ding kS,  thtremg trir, neu khong ce nai ding ky thuang tni thi ghi theo dja chi clang lcy tam 
tr6; twang hqp khong cep nai ding kY thuimg tru va not ding ky tam tit thi ghi theo not dang sinh song. 

Ghi thong tin ye giey to thy than nhu: he chieu, cluing minh nhiin din hoic gitty ter hap Ig thay the (vi du: 
Ching minh nhan der' se 001089123 do Cong an thenh phe Ha Noi cep ngay 20/10/2004). 
(4) Ghi ro ten giiy 16 di Ming nhan viec ket hon mia ca quan c6 thtun quyen ctia nuac ngoai. 
(5) Neu da timg ket hen thi ghi re can cit chitin dirt quan he hen nhan a d6ng phia dyed. Neu can air chem dirt 

A quan hon nhin la ly hen thi ghi it hinh thirc van ban ly hen, ngay co hieu lye, ten co quan cap. 
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10. Ghi vao sO ho tie') viec ly hon, hfiy viec ket hon cua cong din Viet Nam 
di duce giai quyet tai ca quan có thAm quyen cua omit ugoiii. 

Trinh fir thirc hien:  

- Ngueri co yeu cau ghi vao S6 hO tich viec ly Yon, hity viec ket hon de dirge 
giai guy& tai co quan c6 them quyen cua nude ngoai (sau,  day gti•i la ghi chit. ly hon) 
nOp ha so tai Trung tam Hanh chinh cong cap huyen them quyen. 

- Ngued nap nhan co trach nhiem hem tra ngay,  town bO ho so, xac dinh tinh hgp 
le cfia giay ter trong ha so do nguori you cau n0p, xuat trinh; doi chieu thong tin trong 
TO khai yeti giAy ter trong ho sa. 

- Neu h6 so day di; hgp le, ngueri tiep nhAn ha so viec gidy tiep nhAn, trong 46 
ghi r5‘ngay, gig tra ket qua; neu h6 so chua day 	hoar: thien thi hu6ng den ngoai 
nOp ha so bo sung, hoar: thien theo quy dinh; trueng hgp khong the bh sung, hoan 
thien ha sa ngay thi phai lap thinh van ban huerng can, trong 46 neu r5 loai giAy ter, nOi 
dung can bei sung, hoan thi'en,147, ghi r5 ho, cha dem, ten efia ngueri flap nhan. 

- HO so sau lchi da duce hitting den theo quy dinh ma khong duce bO sung day 
dii, hoan thien thi ngueri tier, nican tir choi tiep nhan 116 so. Viec tit chi& tiep nhAn ho 
so phai duce the hien bang van ban, trong 46 ghi r5 157 do tir chai, ngueri tiep nhAn icy, 
ghi re hy, chit dem, ten. 

- Neu they yeu cau ghi chu ly hon la phi hop quy dinh phap luet, viec ly Won, 
buy viec ket hon khong thu0e tramg hap co don yeu cau thi hanh tai Viet Nam hoc 
co don you cau khong cong nhAn tai Viet Nam doge dang tai tren Cong thong tin dien 
tir oh BO Tu phap thi Phong Tu phap bao cao Chii tich Uy ban than dan cap huyen 
xem xet, guy& dinh. Truang hap Chu tich Uy ban nhan dan (long y giai quyet thi ky 
Trich hie ghi chn ly hon cap cho ngueri you cau; cong chirc lam cong tac ho tich ghi 
vao So ghi chu ly hon. 

* Luu 

- Tnreng hgp ngtred you e'en nOp  giAy to la ban sao dirge cap tir s6 g6e hoac 
ban sao dirge chimg thuc tir ban chinh thi ngoai tiep nhan ho so khong dirge yeu cau 
xuet trinh ban chinh; neu ngued you cau chi nO'p ban chop va xuet trinh ban chinh thi 
nguei tiep thAn ho sa,kiem tra, 	chiAu ban chop vied ban chinh va 14/ vao ban chip 
xac nhAn ye viec da doi chiau nOi dung giay to 46, khong dirge yeu cau ngutri di dang 
IcSi nOp ban sao c6 chimg thus giay to d6. 

- Tnreng hgp phip luAt quy dinh xuAt trinh gidy to khi dang 14/ hO tich, ngueri 
tiep nhAn co trach nhiem hem tra giAy to xuAt trinh, doi chi6u yeti thong tin trong Ta 
khai va tra lai cho ngueri xuat trinh, khong dirge you au ngudi tang 14 ho tich nOp 
them ban sao giay to d8. Ngueri tier, nhan co the chop 01 ban giay to xuAt trinh hoc 
ghi lai thong tin el:a giay to xuAt trinh de luu ha so. 

Giey to do co quan co them quyen cua nuerc ngoai cap, cong chimg hoc xac 
nhan de sir dung cho viec dang ky ho tich tai Viet Nam phai doge hgp phap hem l'inh sir, 
trO trirOng hgp doge mien theo dieu mit 9uoc to ma Viet Nam la thanh vien; giady to 
bang tieng mite ngoai phai dirge dich ra tieng Viet va cong chimg ban dich hoc Chung 
thue chit 1c5,  ngueri dich theo quy dinh cfia phap luAt. 

• 
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- Ngueri tiep nhan c6 troth nhiem titp than dung, da ha sit gang ky ho tich theo 
quy dinh elm phap luat ho tich, kung dugc yeu cau nguth dang1c1,  ho tich nOp them 
giay to ma phap luat ho tich khong quy dinh phai nop. 

Cach thuc time hien: 
- Nguiri c6 yeu eau ghi chit ly hon true flap thuc hien hoac ay quyen cho nguai 

khk thuc hien viec ghi chit ly hon; 

- Ngueri thuc hien viec ghi chit ly hon c6 the nOp ho sit trvc tip tai Trung tam 
Hanh chinh cong cap huyen c6 tham quyen hok giri ho sit qua he thong buu chinh. 

ThInh ;Alan ho sit: 

* Gigy to phai xuat trinh: 
- HO chieu hok chimg minh than dan hok the can cuerc con4 dan hok cac 

giay to khac co dan anh va thong tin ca nhan do cc: quan co tham quyen cap, con gia 
tri sir dung de thing minh ve nhan than dm ngtred c6 y8u cau ghi chit ly hon. 

- Giay to thing minh non cu tra de xac dinh tham quyen trong truerng hop 
cong dan Viet Nam tir nu6c ngoai ve thuang tru tai Viet Nam ,c6 you cau ghi chit 
ly hon, ding dan Viet Nam kung thuang tai Viet Nam yeu cau ghi chit ly hon tai 
Uy ban,nhan dan cap huyen nth cu tit truOc khi xuat cant! (trong giai down Cu so du 

quoc gia ve dan cu va Cu ser du lieu h0 tich dien to town queic chua duct xay 
dung xong va thuc hien thong nha't ten town qu6c). 

Trueyng hop gai ha sit qua he thong buu chinh thi phai gin kern theo ban sao c6 
chang thuc ck Giay to phai xuat trinh neu ten. 

* Gitty to' phai nap: 
- Ter khai ghi chit ly hem theo thau; 

- Ban sao Ban an, quyat dinh ly Ion, hay kat hem, van ban them thuan ly hon 
hok giay to kirk cling than viec ly hon do ca quan co tham quyen caz nuerc ngoai 
cap da co hieu ltrc phap luat. 

- Van ban ay quyen theo quy dinh cua phap luat trong trtremg hop fry quyen 
tittle hien viec ghi chit ly hon. Tnzerng hop ngueri duqc ay quyen la Ong, ba,,cha, me, 
con, vg, chong, anh, chi, em runt cua nguth 	9uyen thi van ban ay,  quyOn lchong 
phai cling chung, thing thuc, nhtmg phai co giay to chimg minh m8i quan he yeti 
nguOi ay quyen. 

SO lucrn2 ha so: 01 b0 

Thin han giai quvet:  12 ngay lam viec. 

06i twelve thuc hien thi tut hanh chinh:  Ca nhan 

Cu quan có tham quyen quvet dinh: 

- tJ' y ban than dan cap huyen not da Bang 141 ket hon hok ghi vao So ho tich 
viec ket hon trudre day thuc hien ghi chit ly hon. 

Truerng hop viec kat hon hoac ghi chit viec ket hon truerc day thuc hien tai S6
Tu phap thi viec ghi chit ly hon do Uy ban than dan cap huyen nui cu till cua cong 
dan Viet Nam thuc hien. 
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Twang hqp viec ket hon truerc day duce clang kSr tai Uy ban nhan dan cap xa 
thi viec ghi chit ly hOn do Uy ban nhan dan cap huyen cap tren thvc hien. 

Truang hqp cling dan Viet Nam khong thu&ng tra tai Viet Nam thi viec ghi 
chit ly hon do Uy ban than dan cap huyen nai cu tra tnrac khi xuat canh cita cong 
dan Via Nam thvc hien. 

- Cling dan Viet Nam tir nuerc ngoai ve thubng tit tai Via Nam c6 yeu cat 
ghi chit ly hon ma viec ket hon tnxerc day duce dang ky tai Ca quan 41 dien hoac 
tai ca quan CO tham quyen nu& ngoai thi viec ghi chit ly hon do Uy ban nhan dan 
cap huyen nai cong din Via Nam thutmg tra thvc hien. 

- Cling dan Via Nam cu tra & nuac ngoai co yeu cau ghi chit ly Win a ket h8n 
mai ma viec ket hon twee day dugc dang ky tai Co quan 4i dien hoac tai co quan c6 
tham quyen nuac ngoai thi viec ghi chit ly Ho do Uy ban nhan dan cap huyen nai 
tiep nhan ho sa ket hOn mad thvc hien. 

Ca quan thuc hien thu tuc hanh chinh: 

, Phi:mg Tu phap 	huyen thu 15r ha so va tham mtru Chit tich fly ban than dan 
cap huyen xem xet, quyet dinh. 

Co' quan ahOi 	Khong. 

KM gull thirc hien thu tuc hanh chinh:  Trich lvc ghi chit ly hon 

Le phi:  40.000 clang. 

Mign 10 phi cho ngubi thueic gia dinh c6 cong yeti each mang; ngueri thulec hO 
ngheo; ngueri Ichuyet tat. 

Ten min don, min khai:  T& khai ghi chit ly hon 

Yen cau, dieu Men thwc hien thu tuc hanh chinh:  

- Ban an, quy& dinh ly hon, hay ket Win, van ban them thuan ly hon da c6 hieu luc 
phap luat hoac giay t& khac clang nhan viec ly Won do ca quan co tham quyen cita nu& 
ngoai cap khong vi pham quy dinh cua Luat Won nhan va gia dinh. 

- Viec ly honchay ket hon dm clang dan Via Nam do ca quan c6 thin quyen 
nuerc ngoai giai quyet khong thuOc tnrerng hqp co don yeu cau thi hanh tai Via Nam 
hoac co don y8u cau khong ding nhan tai Via Nam. 

- CEng dan Viet Nam da ly hon, hity viec ket hon & mrerc ngoii, sau 66 va nuac 
thuerng tra hoac lam thit tuc dang 141 lc& hon mad tai ea quan co tham quyen cita Via 
Nam thi phai ghi chit ly hon. Tnrerng hap da nhieu lan ly hem hoac hay viec ket hon 
tin chi lain thu tuc ghi chit Fan ly hon, hay viec ket hon gan nhat. 

Can cfr phi!) Iy cila thu tuc Minh chinh:  

- Lulat ho tich nam 2014; 

- N hidinh so 123/2015/ND-CP ngay 15/11/2015 cua Chinh phis quy dinh chi 
tiet met so dieu va bien phap thi hanh Luat he tich; 

- Thong to so 15/2015/TT-BTP ngay 16/11/2015 oh BO Tu phap huOng dan 
thi hanh mot so dieu cua Luat ho tich va Nghi dinh so 123/2015/ND-CP ngay 
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15/11/2015 dm Chinh phu quy Binh chi tiett mot s6 dieu va bien phap thi hanh Luat 
hq tich; 

Quyet clinh so 26/2017/Q-D-UBND ngthy 05/5/2017 clia ify ban nhcin dan tinh 
ye quy clink mar thu, nqp te phi ha tich tren dia ban tinh Thira Mien Hue. 

Ghi chzi:  "Phan chit in nghieng la nai dung yea odt bo sung, thay the' 

76 



CQNG HOA XA HQI CHU NGHIA VItT NAM 
D9c 19p - Tq do - Hpnh phtic  

TO KHAI GHI CHU LY HON - 

Kinh gfti: (I) 	  

H9, chi dem, ten ngutri yeu call: 	  

Nth cu 	(2) 	  

Giay t& thy than: (3) 	  

Quan hg \red ngueri duqc ghi chit: 	  

He nghj ghi vao sO he tjch \dee 	 da duqc giai quyat tai co quan co tham 
quyen cua nuac ngoai cho nguOi dual. day: 

H9, chit dim, ten: 	  Giai tinh: 	 

Ngay, thing, nam, shill. 	 

QuOc tjch• 	  

Giay to thy than: (3). 	  

Nai cu tit hien nay: 	  

Nat cu tni truec khi xuat earth: 	  

Nth ding ky ket hen truat day. 	  

Da 	 yeti ong/ba: 

H9, chit dim ten: 	  

Giay to thy than: (3)* 	  

Theo (4) 	  

s6 	 do(5) 	  
	 cap ngay 	thing 	nam 

Toi cam doan nthing nei dung khai ten day la &mg sg that va chiu trach nhiem truck phap 
lust ye cam doan cua mink. 

Tai lieu girl kern then To.  khai: 	Lam tot 	, ngay 	 dicing 	nam 	 
Nguiri yeu cau 

(Ky, ghi hp, chit dem, ten) 
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Chti Mich: 
0)  Ghi ro ten co quan thoc hien ghi oho ho tich. 
(2) Ghi theo dja chi dang ky thubng tric neu khong c6 not dAng ky thuang tr6 thi ghi theo dia chi Clang ky 
tam tra; truang hop khong c6 not dang ky thuong try va nth clang ky tam tra thi ghi theo not dang sinh song. 
(3) Ghi thong tin ve giay t& tay than nhu: he chieu, chting minh nhan din hoc &ay to. hop 1g thay the (vi 
do: Chung minh nhan dun s6 001089123 do C8ng an thanh ph6 Ha NOi cap ngay 20/10/2004). 
(4) Ghi ro hinh Mire van ban: Ban an/quyet dinh/ them thuan/cac hinh thin kHz. 

Ghi ro ten co quan mrac ngoai da giai quyet ly hon/hay ket hon. 
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11. Ghi vim St, hi) tich vi?c hQ tich khic mia ding din Vi0 Nam di dirge 
giai quyet tai co. quan co thAm quyen cim lurk ngoai (khai sinh, giam hi); nhAn 
cha, mg, con; xac dinh cha, mc, con; nuoi con nuoi; khai tir; thay doi ho tich). 

Trinh hr thtrc han:  
- Ngutri yOu eau ghi vao Se he tich viec khai sinh; giam he; nhan cha, me, 

con;,  xac dinh cha, me, con; nuoi con nuoi; khai tic; thay 	he tich da dugc giai 
quyet tai co quan co tham quyen cua nuorc ngoai (sau day g9i la ghi chU thay doi 
he tich co yeu t6 nuerc ngoai) nep ho so tai BO phan tiep nhan va tra ket cua 1:1y 
ban nhan dan cap huyen co tham quyen. 

- Ngued tiep nhan co trach nhi'em kiem tra ngay town 130 he so, xac dinh tinh hop 
le dm giay to trong he so do nguei you cau nep, xuat trinh; doi chieu thong tin trong 
To khai voi giAy to trong ho so. 

- Neu he so day dit, hop le, ngued tiep nhan he so viec giay tiep nhan, trong 46 
ghi re ngay, gig tra ket qua; neu ho so chua day 	hoan thien thi huong danngueri 
Op ho so bo sung, hoan thien theo quy dinh; truang hop khong the be sung, hoan 
thien ho so ngay thi phai lap thanh van ban huong dan, trong 46 neu re loai giay tb, not 
dung can be sung, hoan thien, ky, ghi re h9, chit dem, ten cna ngued tiep nhan. 

- HO so sau khi da dugc huong dan theo quy dinh ma kheing dugc ba sung day 
hoan thien thi nguai tiep nhan tir chei dap nhan h8 so. Viec tit chei tiep nhan ho 

so phai dugc the hien bang van ban, trong do ghi re 15,  do tir ch8i, ngueri tiep than ky, 
ghi re hg, chit dem, ten. 

- Neu thay yeu can ghi cha thay doi he tich co yeu t6 nuac ngoki du dieu kien, 
pi-1U hop quy dinh phap luat, Phong Tu phap boo coo Chi) tich 1,11y ban nhan dan cap 
huyen. Trtrerng hop Chit tichliy ban nhan dan deng giai quyet thi ky Trich luc he 
tich tuong irw cap cho ngueri yeu cau; cong chac lam tong tic he tich ghi not dung 
ghi chit vao SO ho tich theo quy dinh. 

* Ltru y: 
- Tad:mg hop ngueri yeu cau nOp giay to la,  ban sao duet cap tir so gec hoac 

ban sao dugc chung thuc tir ban chinh thi ngueri -64 nhan h8 so khong dugc yeu can 
xuat trinh ban chinh; neu ngueri you cau chi nep ban chip va xuat trinh ban chinh thi 
ngueri flap nhan h8 so kiem tra, doi chieu ban chup voi ban chinh va ky vao ban chup 
xac than ye viec da del chieu not dung giay to de, khong dugc yeu cau ngued di clang 
14 hop ban sao co chung thuc giAy ter do. 

- Truang hgp phap luat quy dinh xuat trinh giay ter khi clang ky he tich, ngueri 
tiep nhan co trach nhiem kiem tra gidy to xuat trinh, Ted chieu voi thong tin trong To 
khai va tra lai cho nguei xuat trinh, khong dugc yeu cau ngueri (tang Icy he tich nop 
them ban sao giay to c10. Ngueri tiep nhan co the chup 01 ban giay ter xuat trinh hoac 
ghi lai thong tin cila giay to xuat trinh de ltm ho so. 

- Giay to do co quart c6 tham quyen cua nuac ngoai cap, ding chimg hoac xac 
than de sir dung cho viec dang ky ho tich tai Viet Nam phai dugc h9p phap hea lath su, 
trir truo,ng hop duoc 	theo dieu uerc spec to ma Via Nam la thanh vien; giay to 
bang tieng nu& ngoai phai dugc dish ra tieng Via va ding chfrng ban dich hoac chung 
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thtrc chit kY ngubi dich theo quy dinh cua phap luat. 
- Ngued tiecp nhan c6 trach nhiem tier, nhan dung, du ho sa dang 1c3r,  he,  tich theo 

quy dinh cua phap luat ho tich, khong dugc yeu cau ngubi dang kY ho tich nlop them 
giay tb ma phap luat ho tich khong quy dinh phai nOp. 

Clch thfrc thuc hien: 

- Ngueri co y8u can ghi cho thay dai ho tich c6 yeu to nudrc ngoai trtrc tier) thgc 
hien hos& ny quyen cho ngubi Ichaz thtrc Men viec ghi cha; 

- Ngubi thtrc hien viec ghi 	c6 the nop ho sa tnic tier, tai Trung tam Hanh 
chinh cong cap huyen c6 them quyen hoac gun he, sa qua he thong buu chinh. 

Thanh phAn ha so': 

* Gily to.  phai xuAt trinh: 
- HO chieu hoac chung minh nhan dan hoac the can cudrc cong den hoac the giAy 

tb khac c6 dan anh va thong tin ca. than do co quan co them quyen cap, con gia tri sir 
dung de chting minh ye nhan than cua ngubi c6 you cau ghi chit thay doi hO tich c6 yeu 
to nu& ngoii; 

•- Gidy tor chImg minh not cu fro de xac dinh them quyen ghi cha thay d6i ho 
tich CO you to mr6c ngoai (trong giai down Ca se du lieu guile gia ye dan cu va Ca sa 
du lieu ho tich lien tir town quoc chua dugc xay dung xong va thtrc Men thong nhat 
tren town quoc). 

Trubng hop gin ha sa qua he thong bun chinh thi phai giri kem theo ban sao co 
chimg thtrc cac Giay tb phai xuat trinh neu teen. 

* GiAy to' phai 
- Tb khai theo mau quy dinh 

- Ban sao giay tb Chung minh viec ho tich da dugc giai quy& tai co quan co 
thamt  quyen cua nuec ngoai. 

- Van ban thee thuan lua chon quoc tich Viet Nam cho con cua cha, mg d6i vOi 
truemg hop ngubi you can ghi vao So ho tich viec khai sinh co cha hoac mg la cong 
dan Viet Nam, ngueri kia la ngubi nuec ngoai, trong trubng hop Giey khai sinh va 
giAy to di lai quoc to do ca quan co them quyen nuec ngoai cap khong ghi guile tich 
elm ngubi con. 

- Van ban fly quyen theo quy dinh cua phap luat ,trong tubing hgp fly quyen 
thtrc hien viec ghi cha. Trubng hgp ngubi dugc Ay quyen la ong, ba,,cha, mg, con, 
vg, thong, anh, chi, em runt cua ngubifiy,quyen thi van ban 	quyn khong 	phai 
Gong Chung, chi:mg thuc, nhung phai c6 gidy ter chimg minh mod quan he von ngubi 
iry quy8n. 

So hrcrne ha so.:  01 bo 

ThM han giai quyet:  Ngay trong ngay tiep nhan ha so, truemg hop nhan ha so 
sau 15 gib ma khong giai quyet dugc ngay thi tra ket qua trong ngay lam viec ti6p 
theo. Trong truemg hop phai xac minh thi their han giai quyet khong qua 3 ngay lam 
viec. 
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Dal tifirng thin hien thu tuc hanh chinh:  Ca nhan 

Ca quan cb tham queen quvet dinh: 

- Uy ban nhan dan cap huyen nai cu tru cua cong dan Viet Nam ghi vao S6 ho 
tich viec khai sinh; giam hi); nhan cha, mc, con; xac dinh cha, mc, con; nuoi con nuoi; 
thay doi ho tich da dugc giai guy& tai co quan c6 tham quyen cua mac ngoai. 

Uy ban than dan cap huyen nai cu trU cua ngubi co tech nhiem khai tir ghi 
vao SO ho tich viec khai tir dal duct giai quyet tai co quan co tham quyen cua nu6c 
ngoai. 

Ca quan thirc hien thu tuc hanh chinh: 
Phong Tu phap cap huyen thy VI h6 so va tham muu Chi tich Uy ban nhan dan 

cap huyen xem xet, quyet dinh. 

Ca quan phai hap:  Khong. 
Ket qua thin hien thu tuc hanh chinh:  Trich lyc ghi vao so ho tich viec khai 

sinh/Trich lyc ghi chu thay dal ho tich. 

Le phi:  40.000 clang. 
Mien le phi Cho nguai thu6c gia dinh c6 cong veri cach mang; 	thu6c ho 

ngheo; ngubi Ichuyet tat. 
Ten mini don, mAu tar khai:  Ta khai ghi vao s6 ho tich viec khai sinh; Ter khai 

ghi vao so he tich viec khai tir; Tb khai ghi vao so ho tich viec nuoi con nuoi; Tb khai 
ghi cha viec giam ho, nhan cha, mc, con; Tb khai ghi chu thay doi ho tich. 

Can car phap 1$ cua thu tuc hanh chinh:  
- Lust ho tich narn 2014; 

- Nghl dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi 
filet met so dieu va bien phap thi hanh Luat ho tich; 

- Thong to s6 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huemg din 
thi hanh met s6 dieu cua Luat ho tich va Nghi,  dinh s6 123/2015/ND-CP ngay 
15/11/2015 cua Chinh 	quy dinh chi fiat met so dieu va bi'en phap thi hanh Luat 
ho tich; 

- Quyat clinh so 26/2017/Q-D-UBND ngay 05/5/2017 act Uy ban nhan dan tinh 
ye quy dinh mar thu, nop le phi ha 4th tren dia ban tinh Thira Thien Hue. 

Ghi cha:  "Phan chu in nghieng la nai dung slat doi, ba sung, thay thi" 
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CQNG HOA XA HQI CHU NGHIA VI$T NAM 
DO lap - Tq do - 119nh pink 

TO ICHAI GHI VAO So HQ TJCH VI$C KHAI SINH 

Kinh girl: (I) 	  

Hp, chic dem, ten nguiri yen cAu: 	  

Giay tar tay than: (2) 	  

Nth cu tth: (3) 	  

Quan hg vdi ngutri &roc khai sinh: 	  

De nghi ghi vao s6 he tjch viec khai sinh cho ngutri o5 ten clued day: 

Hy, chit dem, ten: 	  

Gied tint!. 	 Dan tOc:  	Qu6c tjch: 	  

Ngly, than, nam sink 	 ghi bang cha. 	  

Ncri sinh: 

Que quart: 	  

H9, chit dem, ten cha: 	  

Nam shill. 	 Dan tOc: 	 Quoc tjch: 	  

Noi cu fro.  (3) 	  

H9, chit dam, ten my: 	  

Nam sinh: 	 Dan tee:  	Qu6c tjch: 	  

Noi cu tra: (3) 	  

DS duqc clang kS,  khai sinh tai(4) 	  

Giay khai sinh s6(5) 	 cap ngay 	 

Toi cam doan nhung nOi dung khai tren day la dung sir that va chju trach nhiem truck phap 
lust ye cam doan caa mink. 

	

Lam tgi: 	.• ngaii 	thong 	nom 	 

Ngurtri yeu cAu 
(4, ghi ro hq, chic dim, ten) 
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Chti thick: 
(u Ghi r8 ten ca quan ghi vim se he tjch viec khai sinh 
Vidy: tiy ban nhan din quan 1, thimh phi) HO Chi Minh 
(2) Ghi thong tin ve giAy t& My thin cua ngutri di ding kY, ghi it se, co quan cep, ngity cep hp chieu, 

chUng minh thin din hoc giAy ter hqp thay the 
Vi du: Chimg minh nhin din so 001089123 do C8ng an thinh phi!) Hi Nei cAp ngiy 20/10/2004. 

(3) Ghi theo dja chi ding k5r thuong 	neu khong co nth ding ky thtremg tru thi ghi theo dja chi ding 
kY tam fro; tru&ng hap khong ce nai ding kY thuang trU vi nai ding lc5,  tam fru thi ghi theo nai dang sinh 

song. 
(4) Ghi it ten ca quan, ten quec gia nuoc ngoii di ding IcY sir kien he tich. 
(5) Ghi se, new, thing, nim ca quan nu& ngoii cAp GiAy khai sinh. 

CQNG HOA XA HQI CHU NGHIA VIET NAM 
DOc lop - To do - Honh phac  

TO KHAI GHI CHU VISC GIAM HQ, NHAN CHA, Mg, CON 

Kinh gal: (I) 	  

H9, chit dem, ten nguai you eau: 	  
Noi cu tra: (2) 	  

thiy toy than: (3) 	  

He nghj ghi flo so h0 tjch viec(4) 	  cho nguei dutiri day: 

Ho, chili dem, ten: 	 Gibi tinh 	 

Ngay, thing, nam sinh: 	  

Dan tOc• 	 Qua4 c tich: 	  

Noi cu 	(2) 	  

Giay tar toy than: (3) 	  

LI: (5) 	 ala twirl co ten dual day: 

Hg, chit dem, ten: 	  Geri tinh 	 

Ngay, thang, nam sink 	  
Dan tOc: 	 Qu6c tich: 	  

Noi cu 	(2) 	  

Giay tar toy than: (3) 	  

Da duce giai quyet theo (6) 	  

SO 	 do(7) 	  

	 cap ngay 	thang 	nam 	 

Till cam doan nhirng ned dung khai tren day la dung gr that va chiu trach nhiem trtrac phap 
lust ve cam doan ctia minh. 
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Tai lieu gal kem theo Ta khai: 	Lam tigi: 	ngay 	 dicing 	nam 	 
Nguiri yeu au 

(Ky, ghi r5 hp, cha dem, ten)  

CM thick: 
(I)  Ghi rd ten ca quan thac hien ghi vao so he' tich. 
(2) Ghi theo dia chi clang kY thlrong 	neu kh8ng c6 ncri clang ky thuang fru thi ghi theo dia chi clang icy, tarn 

trizong hop khong c6 ncri clang IcY among tit va not clang kY tam tra thi ghi theo dia chi not clang sinh 
A song. 

(3) Ghi thong tin ye gift),  ter tay than nhu: he) chieu, Chung minh nhan clan hoac giAy tb hop le thay the (vi dp: 
Chung minh nhan danso 00108912345 do Ging an thanh ph6 Ha Noi cap ngay 20/10/2004). 
(4) Ghi n5 'cal viec he tich cta cluoc giai quyet tai ca quan cii them quyen cue nu& ngaii (gam ho, nhan cha, mg, 
con). 
(5) Ghi ro moi quan he: la cha/mg/ngueri glom hi). 
(6) Ghi ro ten giey to& chung minh stir kien ho tich da dirqc co quan c6 them quyen cue nu& ngoai cap. 
(7) Ghi ro ten ca quan nu& ngoli da giii guy& gr kien ho tich. 

CQNG HOA XA HQI CHI) NGILIA NTIfT NAM 
DO hip - Tv do - Hanh pink  

TO KHAI GHI VAO SO HQ TECH Vitt NUOI CON NUOI 

Kinh 0) 	  

149, chit dem, ten ngutri you cau: 	  

Nui cu tra: (2) 	  

Giay Mr My than: (3) 	  

De nghi ghi vao so he tich viec nuoi con nuoi da duce giai quyet tai co quan co that'll quyen 
dm nu& ngoai cho nguni duai day: 

Hu, chfr dim, ten: 	  Gied tinh 	 

Ngly, than, nam sinh: 	  

Dan tOc• 	 Qu6c tich: 	  

Nth CU tra: (2) 	  

Gia'y khai sinh/GiAy to My than: (3) 	  

LI con nuoi 

Hu, chit dim, ten cha: 	  

Nam sinh: 	 Dan Mc: 	 Quoc tich: 	  

Nui cu 	(2) 	  
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H9, cite dim, ten my: 	  

Nam sinh: 	 Dan tOc: 	 Qu6c tich: 	  

Noi cu tit: (2) 	  

Theo (4) 	  

so 	 dots) 	  
cap ngay 	thing 	nam 	 

Toi cam doan nhang nOi dung khai tren day la dimg su that va chill trach nhi'em tru6c phap 
lust ve cam doan Gila minh. 

Ted lieu girl kern theo Ta khai: 	Lam tgi: 	, ngay 	thing 	nam 	 
Nguiri yen au 

(Ky, ghi re ho, chit d'em, ten) 

Chzi thich: 
(I)  Ghi it ten co quan that Men ghi chit he tich. 
(2) Ghi theo dirt chi ding k5,  thuirng fru; neu khong co nth ding 14 thming fro thi ghi theo dia chi ding lcjr tam 
tilt; truong hqp khong c6 nai ding 1c5r thuting tru va nai ding 1c5r tam fro thi ghi theo dia chi nai Bang sinh 

A song. 
(3) Ghi thong tin ve giey to tity than nhu: he chieu, chting minh nhin din hoc giey to hqp le thay the (vi du: 
Chfrng minh nhin din so 00108912345 do Cling an thanh phO Ha Nei cep ngity 20/10/2004). 
(4) Ghi it ten giey to chimg minh sa kien he tich da duct ca quan c6 them quyen cua nu6c ngoai cap. 
(5) Ghi to ten ca quan nu& ngoli di giai quyet su kien he tich. 
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CQNG HOA XA HQI CHU NGHIA VIET NAM 
DOc lap - Tv do - Haab ph&  

Ta KHAI GHI VAO SO HQ TICH VIEC KHAI TTY 

Kinh 	(I) 	  

HQ, chit dem, ten nguth yeu cau: 	  

Nth cu tra: (2) 	  

Giay tb thy than: (3) 	  

Quan he voi ngtrCri da chet: 	  

He nghi ghi vio so ha tich yfec khai tir cho ngtriri có ten &I'M day: 

HQ, chit tem, ten: 	  Gieri tinh. 	  

Ngay, thang, nam sinh: 	  

Dan tOc: 	  Qu6c tich: 	  

Ncri cu tra cu6i ding: (2) 	  

Giay ter thy than: (3) 	  

DA chet vac, loc: 	gib 	phth, ngay 	 thang 	nam 	 

Noi chet: 	  

Nguyen nhan chet: 	  

Theo (4) 	  

SO 	  do(5) 	  
	 cap ngay 	thang 	 

T8i cam doan nhitng nOi dung khai tren day la dung sly that va chlu trach nhiem truerc phdp 
luat ve cam doan cua minh. 

Tai lieu gtii kem theo To' khai: 

 

Lam tat 	 ngay 	timing 
	nom 	 

Nguiri yeu au 
(Ki, ghi ro hp, chic d'em, ten) 
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CM ditch: 
0)  Ghi ro ten co quan thoc hien ghi chit hi) tich. 
(2) Ghi theo dja chi ding kY that:mg tra; neu khong co not ding ky thuamg tru thi ghi theo dja chi ding ky tam 
trit; truang hop ldiOng do not ding ky thuang trU va ncri ding ky tam tr6 thi ghi theo dja chi ncri sinh song 

thoc te. 
(3) Ghi thong tin ve giay to My thin nhu: ho chieu, chung minh nhan tan hoic giiy to hop le thay the (vi do: 
Chung minh than din so 00108912345 do Cong an thanh phO Hi NOi cAp ngity 20/10/2004). 
(4) Ghi ro5 ten gity to hp tjch duot co quan có thttm quyen nuorc ngoiti cAp. 
(5) Ghi ro ten ea quan ntrac ngoai di ding kS,  so kien We tjch. 

CQNG BOA XA HQI CHU NGHIA VitT NAM 
Bac lap - Tv do - Haul) pink  

TO KHAI GHI CHU TRAY HOI HO TICH 

Kinh gui: 0) 	  

HQ, 66 dem, ten ngued you cau: 	  

Noi cu 	(2) 	  

Giay to my than: (3) 	  

He nghj ghi vio so ha tjch vieceo 	  cho ngteri 	có 

ten dufri day: 

Ho, cha dem, ten: 	  

Ngay, thing, nim sink 	  

Dan tee: 	 Quit tich: 	  

Noi cu MI: (2) 	  

Giay to tily than: (3) 	  

Ned dung ghi vao s6 h0 ticho). 	  

Theo (5) 	  

so 	 do (6) 	  
	 cap ngay 	thing 	nam 

Ted cam doan nhting nei dung lchai teen day la dung su that va chju trach nhiem fru& phap 
lust ve cam doan cua minh 
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Tai lieu pH kem theo Tel khai: 	Lam tai:: 	, ngay 	thong 	nom 	 
Ngirtri yeu cAu 

(Kp, ghi ra ho, cher' dem, ten) 

CM thick: 
Ghi it ten ca quan thuc hien ghi cho he tich. 

(2)  Ghi theo dja chi ding ky thmang tra; neu khong co nai clang ky throng fro thi ghi theo dia chi clang ky tam 
tni; throng hqp khong c6 not ding Icy thuong tra va ncri clang Icy tam tni thi ghi theo dja chi not clang sinh 
song. 

Ghi thong tin ve giey ter thy than nhu: he chieu, Chung minh nhin din hoac gib t& hap Ig thay the (vi du: 
Chimg minh nhin dan s6 00108912345 do Cong an thirth phi; Ha Nei cap nay 20/10/2004). 
el)  Ghi to Ioai vice he tich da ding ky (thay A.  he tjch, khai tit). 

Ghi re ten giay t& he tjch duce ca quan co tham quyen nu& ngoai cap. 
(6)  Ghi r6 ten ca quan mak ngoai rfl clang ky su kien he tjch. 
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12. Ding icf lai khai sinh co yeu to ntrirc ngoai 

Trinh tir thin hien:  

▪ Ngueri c6 yeu can dang14 lai khai sinh nep he so tai Trung tam Hanh chinh 
cong cap huyen co tham quyen. 

- Ngueri tiep 1111411 co frith nhiem lciem tra ngay,  town be he so, ,xac dinh tinh hop 
le cira giay to trong he so do ngueri yeu can nep, xuat trinh; dei chieu thong tin trong 
TO khai yea giay to trong he so. 

- Neu he so day du, hqp le, ngueri tiep nhan ha so vik giAy tiep nhan, trong de 
ghi 16 ,ngay, 	tra ket qua; nett ho so chtra day di; hoan thien thi hueng 	ngueri 
nep ho‘  so be sung, hoan thien theo quy dinh; twang hqp Wong the be sung, hoar' 
thien ho so ngay thi phai lap thanh van ban huerng den, trong do neu ro loai giay ter, not 
dung can be sung, hoan thien, lc)r, ghi ro ho, cher dem, ten cue ngueri tiep nhan 

- He so sau khi da duqc huang clk theo quy dinh ma lchong duqc be sung day 
hoan thien thi ngueri tiep than tir ch.& tiep nhan h6 so. Viec tir choi tiep nhan he 

so phai duqc the hien bang van ban, trong do ghi 16 1)2 do to chei, ngueri tiep nhan 14/, 
ghi re h9, chit dem, ten. 

- Trong then hart 05 ngay lam viec, ke tir ngay tiep nhan he so, Phong Tu phip 
hem tra, xac minh he so. 

cap 
hqp viec (Ian 1c5r khai shit nu& day duqc thuc hien tai 1..11  y ban nhan 

dan cap xa hoac Set Tu phap thi Phong Tu phap co van ban de nghi ny ban nhan dan 
cap xi/Sa Tu phap not thuc hien viec Bang 147 khai sinh truoc day lciem tra, xac minh 
ve viec luu gill so ho tich. 

Trong theri han 05 ngay lam viec, ke tir ngay nhan duqc van ban de nghi, Oy 
ban nhan dan/Ser Tu phap da,dang IcST khai sinh tn.:6c day tien hanh iciAm tra, xac 
mirth va tra led bang van ban ve viec con luu gift hoac khong luu gift duce se he tich. 

- Sau khi Idem tra, xac minh, neu they ha so day du, chinh Lac, dung quy dinh 
phap lust, Phong Tu phap boo coo Chi). tich Uy ban nhan d'art cap huyen xem xet, 
quyet dinh. Tnrang hop Chit tich Uy ban nhan clan &Ong y giai quyet thi ic5r cap Giay 
khai sinh cho ngueri you can; cang tithe lam cling tac ho tich ghi not dung khai sinh 
vao Se clang Ic5r khai sinh, ding nguiri di (tang k5r lai khai sir-111V ten vac SO. 

* Ltru ST: 

- Trueng hop ngtreri yeu cau nep grey ter la ban sao duqc cep tir se gec hoac 
ban sao dugc chimg thuc tir ban chinh thi ngueri tiep nhan hot so Ichong duqc yeu eau 
xuat trinh ban chinh; neu ngueri yeu cau chi nep ban chip va xuet trinh ban chinh thi 
ngueri tiep than he scr,kiem tra,doi chieu ban chip veri ban chinh va IcY vao ban chip 
xac nhan \fa viec doi chiEu nOi dung giay tiy do, Ichong dirge yeu cau ngueri di clang 
IcSr nep ban sao co chimg thuc giay ter do. 

- Tnremg hgp phap lust quy dinh xuet trinh giey,  tor !chi clang 1c5t hi) tich, ngued 
tiep nhan co trach nhiem hem tra giAy xuat trinh, doi chieu v6i thong tin trong TO 
khai va tra lai cho ngueri xuat trinh, lchong dirge yeu cau nguiri clang ky he tich nep 
them ban sao giay to do. Nguai tiep nhan c6 the chip 01 ban giay to xuat trinh hoac 
ghi lai thong tin dm giay to xuat trinh de luu he so. 
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a 

Giay to do co quan c6 tham quyen &la nuarc ngoai cap, ding chthig hoac xac 
nhan de six dung cho viec dang Icy h0 tich tai Viet Nam phai duce hop phap hOa lank 
trir throng hop dugc mien theo dieu udrc 	to ma Viet Nam la thanh vien; giay to 
bang tieng nudrc ngoai phai dugc dich ra tiong Viet va cong chung ban dich hoac chimg 
thtrc chit k5,  ngueri dich theo quy dinh cua phap 1*. 

- Ngueri tier) nhan co trach nhiem tik nhan dung, du ha so &rig ky ho tich theo 
quy dinh coa phap luat ho tich, khong duce yeu cau ngueri (tang k)2 h0 tich nOp them 
giay to ma phap luat ho tich khong quy dinh phai nOp. 

Cach that that hien: 

- Ngueri c6 you cau dang kY lai khai sinh true tiep thuc hien hoac iry quyen cho 
ngueri khac thtrc hien viec clang k)2 lai khai sinh; 

- Ngued thtrc hien viec d'thig kY lai khai sinh c6 the truc dap nOp ho so tai Trung 
tam Ranh chinh deg cap huyen co tham quyen hoac 	, sa qua he thong butt chinh. 

Thanh 'than ho sa: 

* Gigy to• phai xugt trinh: 

HO chieu lioac chung minh nhan dan hoac the can cuerc cong dan hoac cac giacy 
to khac c6 dan anh va th8ng tin ca nhan do co quan c6 tham quy'en cap, con gia tri sir 
dung de chung minh ve than than oh nguai c6 you cau dang k)2 lai khai sinh; 

* Gigy phai nCtp: 

TO khai Bang k)2 lai Thai sinh theo mau, trong do co cam doan cua ngueri yeu 
cau ye viec da dang k)2 Thai shill nlumg khong luu gift dugc ban chinh Giay khai 
sinh. 

- Ban sao town b0 ha so, giay to dm ngueri you cau hoac ha so, giAy to, tai lieu 
khac trong do c6 thong tin lien quan den n'Oi dung Thai sinh, 

+ Ban sao Giay Thai sinh do co quan co than quyen dm Viet Nam cap (ban sao 
dugc ding Chung, chung thtrc hop le, ban sao dugc cap tir SO clang k17 khai sinh); Ban 
chinh hoac ban sao giay to co gia tri thay the Giay khai sinh dugc cap truerc nam 
1945 & mien Bac va truck nam 1975 & mien Nam. 

+ Truang hop ngtred yeu eau khong co giAy to neu tren thi phai nOp ban sao 
giay to do co quan co tham quyen dm Viet Nam cap,  hop nhu: Giay chi:mg minh 
nhan dan, The can cuerc cong dan hoac HO chieu; SO ho khau, SO tam trii, giAy to 
chin minh ve not cu frit; Bang tot nghiep, Giay chung nhan, Chung chi, HQC ba, HO 
so hoc tap do co quan dao tao, quan ly gido dtic c6 tham quyen cap hoac xac nhan; 
Giay to !chic co thong tin ve ho, chit deem, ten, ngay, thang, nam sinh cfra ca than; 
Giay to chung minh quan he cha con, me con. 

Nguai you cau clang ky Thai sinh ce, trach nhiem nOp day du ban sao ode giay 
to neu teen (neu co) va phai cam doan da-  nOp du cac giay to minh c6. Truemg hop 
ngueri yeu cau dang kyr Thai sinh cam doan khong dung sit that, co )2 chi n'Op ban sao 
giay to co lgi de dang k)", Thai sinh thi viec dang ky Thai sinh Thong c6 gia tri phap 1)2. 

* Ltru Sr: 
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- TnrOng hqp ngued yeu cau nep gi'Ay tb la,  ban sao dirge cap tir gee hoac 
ban sao dugc chimg thuc tir ban chinh thi ngued tiep nhan ho sa,khOng dugc yeti cau 
xuat trinh ban chinh; neu ngueri yeu cau chi Op ban chip va xuat trinh ban chinh thi 
ngtreti tiep nhan he sa kiem tra, doi chieu ban chip veri ban chinh va k5r vao ban chiug.  
xac nhan ve viec da dei chieu nOi dung giAy tb do, khong dugc yeu cau ngueri di dang 
ky nOp ban sao co chimg thuc giay tb de. 

- Trubng hqp phip lust quy dinh xuat ,trinh giAy,  tb khi clang 14 hotich, nguari 
tiep nhan co trach nhiem kiem tra giAy ter xuat trinh, doi chieu von thong tin trong TO 
Thai va tra lai cho ngubi xuat trinh, Thong dirge yeu cau ngtred clang lckthe tich nOp 
them ban sao giay tb do. Nguon tiep nican co the chip 01 ban giay to xuat trinh hoac 
ghi lai thong tin oh giay ter xuat trinh luu ho sa. 

- Giay ter do ca quan co them quyen cua nu6c ngoai cap, cong chirng hoac xac 
nhan de sir dung cho viec clang lcy he tich tai Viet Nam phai dugc hqp phap hea lanh so, 
trir truOng hop dirge mien theo dieu ueic roc to ma Viet Nam la thanh vien; giAy tor 
bang tieng nu& ngoai phai dirge dich ra tieng Viet va cong chung ban dich hoac chimg 
thuc chit IcSi nguoi dich theo quy dinh cua phap lust. 

- Nguoi tiep than co trach nhiem nap nhan dung, du ha sa clang Ic5i ho tich theo 
quy dinh cua phap lust he tich, kh8ng dirge yeu cau ngueri tang lcy he tich nOp them 
giay ter ma phap lust he tich khong quy dinh phai nOp. 

So krone ho so:  01 be 

Thai han giii quvet:  05 ngay lam viec. 

Trubng hop phai co van ban xac minh thi thbi han giai quyat Thong qua 13 
ngay lam viec (Thong tinh thin gian gun van ban yeu cau xac minh va thbi gian gui 
van ban tra leri ket qua xac minh qua he thong buu chinh). 

;Doi tune thuc hien thu tuc hinh chinh:  Ca nhan 

Co quan co than' quven ouvet dinh: 

- fly ban nhan dan cAp huyen not cta clang kSi Thai sinh tareic day thuc hien 
clang 1c5i lai Thai sink 

- Trubng hop viec Thai sinh truck day dirge Clang icS1 tai Uy ban nhan clan cAp 
xa thi viec dang k5/ lei Thai sinh do Uy ban nhan dan cap huyen cap tren thuc hien. 

- Trubng hip Thai sinh truerc day dugc clang 1c5/ tai tJ' y ban nhan dan tinh hoac 
So Tu phap thi viec clang kSi lai Thai sinh do Uy ban nhan clan cap huyen not co fro sb 
hien nay dm So,  Tu phap thuc hien. 

Cu quan thuc hien thu tuc hinh chinh: 
Phong Tu phap cep huyen th915/ he so va tham muu Chu tich Uy ban nhan dan 

cap huyen xem xet, quyet dinh. 

Ca quan phai 	ban nhan dan cAp xa/Ser Tu phap nai ngued yeu cau 
clang ky lai Thai sinh da clang ky Thai sixth truck day. 

Ket qua thin hien thu tuc hinh chinh:  Gay Thai sinh 

Le phi: 
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- 60.000 clang. 

- Mien le phi cho %nail thuac gia Binh c6 ding vai cach mang; nguril thuac ha 
ngheo; nguai khuyit tat. 

Ten mitt don, mitt to khai:  Ta khai dang ky lai khai sinh 

Yeu cat, dieu kien that hien thu tut Muth chinh:  
- Cong dan Viet Nam dinh cua nuerc ngoai hoac nguai nu&c ngoai da tang ky 

khai sinh tai ca quan c6 tham quyen cfra Viet Nam truck ngay 01/01/2016 nhung SO 
acing ky khai shill va ban chinh Gray khai sinh deu bi mat. 

- Ngtred c6 yeu cau con song tai theri diem y8u cau slang Icy lai khai sinh. 
- Nguai you cau c6 trach nhiem nOp day do ban sao gray ter, tai lieu co not 

dung lien quan den viec dang ky lai khai sinh. 

Can cti phap 1$ ctia thin tut haul) chinh:  
- Luat ho tich nam 2014; 

- NOhi dinh s6 123/2015/ND-CP ngay 15/11/2015 cfra Chinh phu quy dinh chi 
tie't mOt so .dieu va bien phap thi hanh Ludt h0 tich; 

- Thong to s6 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huerng clan 
thi hanh mOt so dieu elm Ludt ho tich va Nghi dinh s6 123/2015/ND-CP ngay 
15/11/2015 ctia Chinh phir quy dinh chi trat mOt s6 dieu va bien phap thi hanh Ludt 
h0 tich; 

- Quyat dinh so 26/2017/Q-D-UBND ngay 05/5/2017 cria ely ban nyin dan tinh 
ve quy clinh mitt thu, nap le phi ha 4ch tren clia ban tinh Thica Tliren Hue. 

Ghi 	"Phan chit in nghieng la net dung sera del, be sung, may thi" 

CQNG HOA XA HQI CHU NGHIA VI$T NAM 
DO lap - Tv do - Ilanh ph6c  

TG KHAI BANG Kt LAI IGLU SINN 

Kinh 	(0) 	  

Ho, chit dem, ten marl yeu du: 	  

Giay to thy than: (2) 	  

Ncri cu tru: 	  

Quan he vai nguai dugc khai sixth. 	  

Be nghi ca quan Gang ky lai khai sinh cho nguiri c6 ten duel day: 
Hy, chit dem, ten: 	  

Ngay, thang, nam sinh• 	 ghi bang chit• 	  
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Noi sink (4) 	  

Gidd tink 	 Dan tOc:  	QuAc tich: 	  

Quo quan: 	  

H9, chi. dem, ten cha: 	  

Nam sinh: 	Dan tOc: 	 QuOc tich: 	  

Noi cu tru: (3) 	  

H9, chili dem, ten my: 	  

Nam sink 	Dan tAc: 	 Quoc tich: 	  

Nai cu 	(3) 	  

DA clang Icy khai sinh tai: (5) 	  

Giay khai sinh sty (6) 	  ngay 	 

Lt do ding lit 191: 	  

Toi cam doan nhang nOi dung khai tren day la thing sly that va chit' trach nhiem truerc phap 

luat ye yiec cam doan ctia minh. 

Lam tgi: 	 , ngay 	thcing 	nom 	 

Ngtrai yeu au 
(Ky, ghi rai hp, chu dim, ten) 

Cho thick: 
(1)Ghi re ten ea quan ding 14,  Iii khai sinh 
Vi du: - Uy ban nhan ditn phuemg Dien Bien, Ba Dinh, Ha Ned 

- Uy ban nit tars quart 1, thanh phi; He Chi Minh 
(2) Ghi thong tin ve giay ter thy than cart nrri di ding ky, ghi rb se, ca quan cep, ngay cap h6 chieu, 

chung minh nhan din heac giay ter hqp le thay the 
Vidy: Chung minh nhan dim s6 001089123 do Cling an thanh ph6 Ha NOi cep ngay 20/10/2004. 
(3) Ghi theo dja chi ding 14 thuang tra; neu khong ca ncri ding Icy thuang tni thi ghi theo dja chi ding 

lcey tam tni; trutmg hop }thong ca nth ding ky chiding tni va nai ding ky tam tni thi ghi theo dja chi dang sinh 
song. 

(4) Twang hqp sinh tai ca ser y to thi ghi it ten ea sa y to va dja danh hitnh chinh nai sinh ra; tnrbng 
hqp sinh ra ngoai ca ser y to thi ghi dja danh caa 03 cap hanh chinh (xi, huyen, tinh); twang hqp khong it 
ncri sinh day du thi chi ghi dja danh hinh chinh cep tinh. 

(3)  Ghi ten ca quan di ding kS,  khai sinh truerc day, s6, ngay, thang, nAm cap Giey khai sinh truck day 
(neu ca bin sao Gay khai sinh). 
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13. Bang ky khai sinh co yeu to ntrfrc ngoai cho nguiri di có hit sa, gigy tir 
ca nhatin 

Trinh hr thtrc hien:  

- Ngued c6 yeu cau tang ky khai sinh nOp ha so tai Trung tam Hanh chinh 
ding cap huyen c6 tham quyen. 

- Ngued tiep nhan eel teach nhiem kiem tra ngay town be ha so, xac dinh tinh hgp 
le dm giay ter trong ho so do ngueri yen cau nap, xuat trinh; doi chieu thong tin trong 
To khai veri gigy ter trong ho so. 

- Neu ha so day do, hop le, ngueri tiep than ha so viat giay tiep nhan, trong do 
, 	• ghi re ngay, gib tra ket qua; neu ho so chua day da, hoan thien thi hptng dan ngueri 

nap ho so bo sung, hoan thien theo quy dinh; trong hop khong the bo sung, hoan 
thien ho sa ngay thi phai lap thanh van ban huang dart, trong d6 neu re loai giay ter, nOi 
dung can bo sung, hoar thien, ky, ghi re h9, chit dem, ten dm ngtriyi tiep nhan. 

- Ho so sau kid da duge huemg dart theo quy dinh ma khong duge bo sung day 
du, hoan thien thi ngueri tiep nhan tir chai tiep nhan ho so. Wee tir choi tiep 'than he 
so phai dirge the hien bang van ban, trong do ghi re 1y do tir choi, ngued tiep nhan ky, 
ghi re ho, chit deem, ten. 

- Trong theri han 05 ngay lam viec, ke tir ngay tiep nhan ha so, Phong Tu phap 
kiem tra, xac minh ho so. 

Phong Tu phap co,  van ban de nghi f.13,  ban nhan dan cap xa nai ngueri co yen 
cau cu tni trubc khi xuat earth kiem tra, xac minh ve viec 'tang ky khai sinh cua 
ngueri you cau va viec km gift s8 he tich. 

Trong thbi han 05 ngay lam viec, ke tit ngay nhan dirge van ban de nghi, Uy ban 
nhan dart ncri nhan duce yeu cau )(de minhlien hanh kiem tra, xac minh va tra' leri bang 
van ban ve viec ngued you cau da dirge 'fang ky khai sinh hay chua dirge (tang ky khai 
sinh; viec con km gift hoac khong km gift dirge so he tich. 

Trong theri han 03 ngay lam viec, ke tir ngay nhan dirge kEt qua xac mirth, neu 
thay ho so day du, chinh xac, &mg quy dinh phap luat, Ph6ng Tu phap bao cao Chit 
tich Uy ban nhan dan cap huyen xem xet, quyet dinh. Trong hgp Ch8 tich Uy ban 
nhan d'art clang y giai quy4t thi ky Giay khai sixth cap cho ngued you cau; ding chi:re 
lam ding tic he tich ghi nei dung khai sinh vao SO tang ky khai sinh, ding ngueri di 
Bang ky khai sinh ky ten vao So. 

* Lint y: 

- Trong hgp ngueri you cau nep giAy ter la ban sao duple cap tir so gac hoac 
ban sao dirge cluing thire tir ban chinh thi ngueri tiep nhan ha so khOng dirge yeu cau 
xuat trinh ban chinh; neu ngueri yeu cau chi nap ban chop va xuat trinh ban chinh thi 
ngueri tiep nhan ho sa,kiem tra, doi chieu ban chop veri ban chinh va vao ban chop 
xac nhan ve viec dal doi chiEu nal dung gidy ter do, khong dirge you cau nguiri di tang 
Icy nap ban sao co chting thoc giay ter db. 

- Trong hgp phap luat quy dinh xuat trinh giay,  ter khi dang he tich, ngueri 
tiep ;than co trach nhiem kiem tra giay to xuat trinh, doi chieu yeti thong tin trong Ter 
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khai va tra lai cho ngued xuat trinh, kung duqc yeu cau ngueri dang 14,110 tich n'Op 
them ban sao giay do. Nguiri tiep nhan co the chup 01 ban giay ter xuat trinh hok 
ghi Iai thong tin dm giay to xuat trinh de km ho so. 

Giay ter do co quan co tham quyen cua nu& ngoai cap, ding chimg hok xic 
nhan de sir dung cho viec dang 14 ho tich tai Viet Nam phai duqc hgp phap haa lath sit, 
trir twang hqp dirge mien theo dieu uorc guac to ma Viet Nam la thanh vien; giay to 
bang tiong nuem ngoai phai dugc (Lich ra tieng Viet va cong chi:mg ban dich hok chimg 
thuc cha l4 ngueri dich theo quy dinh cua phap luSt. 

- Ngueri flap nhan co trach nhiem flap nhan dimg, du h6 so dang 14 h0 tich theo 
quy dinh cua phap luat h0 tich, kung duge yeti au ngued dang 14 ho tich Op them 
giay ter ma phap 1114 ho tich lcheing quy dinh phai nOtp. 

Cfich that thtrc hien: 

- Nguoi co you au clang 14 khai sinh tnrc tiEp thuc hien hoac ay quyen cho 
ngueri khac thuc hien viec dank)? khai sinh; 

- Ngueri thuc hien viecclang kY khai sinh co the nOp 116 so true tip Trung 
tam Hanh chinh cong cap huyen co tham quyen hoac gin he) so qua he thong butt 
chinh. 

Thanh Phan ho sa: 

* Giay tir phiii zuat trinh: 

- HO chiau hok chimg minh than dan hok the can cube cong dan hose cac 
giay to kithe co den anh va thong tin ca nhan do ca quan c6 tham quyen cap, con gia 
tri sir dung de chimg minh ve nhan than cua ngtred co yeu cau clang 14 khai sinh (giay 
ter thy than). 

- Giay to chimg minh nai cu tra tank khi xuat canh de xac dinh tham quyen 
dang 14 khai sinh. 

Tnremg hepgiri ha so qua he thong buu chinh thi phai giri kern theo ban sao c6 
Chung thuc cac Gray to phai xuat trinh neu tren. 

* Giay tir phai 

- To khai dang ky khai sinh theo mau. 

- Van ban cam doan v'e viec chua duqc dang ic5r khai sinh. 

- Ban sao town b0 ha so, giAy to cua ngueri you eau hoac ha so, *jay to, tai lieu 
khac trong de c6 thong tin lien quan den nOi dung khai sinh, 	Giay chimg minh 
than dan, The can cube cong dan hoac HO chieu; SO h0 khau, SO tam trii, giaty to 
chimg mirth ve noi cu fru; Bang tot nghi'ep, Giay chimwthan, Chung chi, Hee ba, HO 
sa bac tap do ca quan dao tae, quan ly giao due c6 tham quyen cap hoe xic nhan; 
Giay to khde c6 thong tin ye he, chit dem, ten, ngay, thong, nam sinh elm ca nhan; 
Giay to chimg minh quan he cha con, me con. 

Ngueri you cau clang ky khai sinh co trach nhiem nOp day du ban sao cac giay 
to neu tren (neu co) va phai cam doan da nep du cac giaty to minh co. Truemg hgp 
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nguai yeu eau tang kY khai sinh cam doan khong dung sv that, coy chi nap ban sao 
giay to c6 lgi de tang ky khai sinh thi viec tang ky khai sinh khong c6 gia tri phap ly. 

- Van ban fly quyen theo quy dinh cua phap luat trong trutng harp uy quyen 
thvc hien viec tang ky khai sinh. Twang hop nguari dugc uy quyen la Ong, ba, cha, 
mc, con, vg, chong, anh, chi, em ruOt cua ngued 6y,  quyen thi van ban 	quyen 
khong phai cong chfrng, chimg thvc, nhung phai c6 giay ter chUng minh moi quan he 
v&i ngueri fly quyen. 

SO twang ho sa:  01 bO 

Thai han giai quvet:  05 nay lam viec. 

Truarng hop phai co van ban xac minh thi thed han giai quyet kh8ng qua 13 
ngay lam viec (khong tinh theri gian gait van ban you cau xk minh va then gian gal 
van ban tra led ket qua xic minh qua he thong buu chinh. 

06i twang thvc hien thu tuc Minh chinh:  Ca than 

Ca quan co tham quyen quvet dinh: 

fJy ban nhan dan cap huyen not cu tni truec khi xuat canh cua ngued co you 
cau tang kY khai sinh. 

Ca quan thin hien dui tuc hiinh chinh: 

Phong Tu phap cap huyen thy 15f 116 sa va tham muu Chu tich Uy ban nhan dan 
cap huyen xem xet, quyet dinh. 

Ca quan phOi hap: 

fJy ban than dan cap xa tai nguai yeu can long ky khai sinh cu tra truec khi 
xuat canh. 

Ket qua Mac hien thu tuc hanh chinh:  Giay khai sinh 

Le phi: 

- 60.000 clang. 

- Mien le phi cho ngueti thuac gia dinh có cling voi each mgng; ngual thuac ha 
ngheo; nguari khuyit tat. 

Ten mAu dun, min to.  khai:  To khai long k5T khai sinh 

Yeu cau, dieu kien thvc hien thu tuc hanh chinh:  

,Nguati Via Nam dinh of nutc ngoai, chua dugc tang kY khai sinh tai Ca quan 
co tham quyen Viet Nam, c6 h8 sa, giay tar ca nhan (ban chinh hoc ban sao dugc 
chung thvc hap le) nhu: giay to thy than; So hi) khau; SO tam till; giay to khac do ca 
quan nha nuarc co tham quyen dm Viet Nam cap trong do c6 ghi nai sinh tai Via Nam. 

Can cfr phap It vim thu tuc hiinh chinh:  

- Luat ho tich narn 2014; 

- Nghi,dinh s6 123/2015/ND-CP ngay 15/11/2015 	Chinh ph6 quy dinh chi 
fiat mot so dieu va bien phip thi hanh Luat hO tich; 
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- Th8ng to s8 15/2015/TT-BTP ngay 16/11/2015 dm B8 Tu phip huong dan 
thi hanh mot so dieu cua Luot 110 tich va Ngh1,  dinh s8 123/2015ND-CP ngay 
15/11/2015 cua Chinh ph8 quy dinh chi tiet mqt so dieu va hien phap thi hanh Luat 
118 tich; 

- Quyit clinh so 26/2017/QD-UBND ngay 05/5/2017 cua I1y ban nhcin dein tinh 
ve quy clinh mite thu, n¢p le phi h(ii tick Pin clia ban tinh Thfra Thien Hue:. 

Ghi chu:  "Phan chu in nghieng la ndi dung seta dal, ba sung, thay the" 
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CLING Hem XA HQI CHU NGHIA VIET NAM 
Dec - Ty do - Honh pink 

TU KHAI BANG Kt KHAI SINH 

Kinh giri: (1) 	  

H9, chit dem, ten ngiriri yeu eau: 	  

Giay ttr tuy than: (2) 	  

Noi cu 	(3) 	  

Quan hg voi ngutri duce khai sinh: 	  

He nglq co quan Gang lry khai sinh cho ngubi duel day: 

Ho, chit dem, ten: 	  

Ngay, thing, nam sinh: 	 ghi bang chid• 	  

Noi sinh: (4) 	  

GRA tinh• 	 Dan tOc: 	 Qu6c rich: 	  
Quo quan: 	  

H9, eh* dem, ten cha: 	  

Nam sink 	Dan tOc: 	 QuOc rich: 	  

Noi cu tni: (3) 	  

HQ, chit dem, ten me: 	  

Nam sink: 	Dan tOc:  	Quec tich: 	  

Noi cu tra: (3) 	  

Tot cam doan nOi dung de nghi clang Icy khai sinh ten day la ding au that, duce sit thea 
thuan nhat tri cua cac ben lien quan theo quy Binh phap lust. 

T6i chin hoan toan trach nhiam tuft phap lust ve nOi dung cam doan cila mink. 

Lam tqi: 	 , ngezy 	thcing 	nein: 	 

Ngubi yeu eau 
(4, ghi ro hp, chit dem, ten) 
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Cho thick: 
(1)Ghi re ten cc quan clang 14/ khai sinh 

Vi du: - Uy ban nhan dan phutong Dien Bien, Ba Dinh, HA Nei 

- Oy ban than dr' quell 1, thanh phe H6 Chi Minh 

(2) Ghi thong tin ye giii to by than cila ngued di dang k5/, ghi re s6, ca quan cap, ngay 	chieu, 
chimg minh nhan dan ho4c giay to hqp le thay the 

Vi du: Chimg minh nhan dan so 001089123 do Geeing an thrinh phi!) Ha Nei cap ngay 20/10/2014. 

(3) Ghi theo dia chi ding k5,  thireng 	neu 'thong co nai dang k5/ thtrong tni thi ghi theo dja chi ding 
k5f tam frit; tru&ng hqp khong c6 nai ding k5,  throng nit Nit nai ding 14/ tom tril thi ghi theo dja chi dang sinh 
song. 

(4) Twang hqp sinh tai ca se y to thi ghi re ten ca soy to vit dia danh hanh chinh 

Vi du: - Benh yien Phu sin, HANN 
- Tram y 4 xi Dinh Bang, huyen Tn.  San, tinh Bic Ninh. 

Tnrang hqp sinh ra ngoai ca so y 4 thi ghi dia danh dm 03 cep himh chinh (xi, huyen, tinh), nai shill 
ra. 

Vi du: xl Dinh Bitrig, huyen TU San, tinh Bic Ninh. 
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14. Thing kY lui ket hon có yeu t6 nit& ngoai 

Trinh fir dim hien:  

- Ngueri co yeu cau (tang lcy lai ket hon nap ha sa tai Trung tam Hanh chinh 
cong cap huyen co tham quyen. 

- Ngued tiep nhan có trach nhiem kiem tra ngay town ba ha so, xac dinh firth hop 
le dm giay ter trong ho sa do nguoi yeu cau nap, xuat trinh; dal chieu thong tin trong 
Ter khai veri giAy to trong ho sa. 

- Neu ha sa day du, hop le, ngued tiep nhan ha sa viat giay tiep nhan, trong do 
ghi ro.ngay, Bier tra ket qua; neu ha sa chua day du, hoan thien thi huerng dan ngueri 
nap ho sa ba sung, hoan thien theo quy dinh; true:mg hop khang the bo sung, hoan 
thien ha sa ngay thi phai lap thanh van ban huring an, trong do neu r6 loai giAy ter, nai 
dung can ba sung, hoan thien, k57, ghi ro h9, chit dem, ten coa ngued tiep nhan. 

- HO sa sau khi da &roc huang (an theo quy dinh ma khang dugc 1)6 sung day 
hoan thien thi ngued tiep than tir chai tiep nhan ha sa. Viec tir chai tiep nhan ha 

so phai duce the hien bang vAn ban, trong do ghi 16 15,  do tir chai, ngueri tiep nhan k5r, 
ghi 16 h9, chit dem, ten. 

- Trong theri hon 05 ngay lam viec, ke tir ngay tiep nhan ha sa, Phong Tu phap 
kiem tra, xac minh ho sa. 

Truerng hop viec clang k)r,  ket hon truerc day thus hien tai I:1y ban nhan dan cap 
xa hoac Ser Tu phap thi Phong Tu phap co van ban d8 nghi Uy ban than dan cap 
xA/S6 Tu phap nai dAng k5/ ket hon truerc day kiem tra, xac minh ire viec ltru gift so 
ha tich. 

Trong thed hon 05 ngay lam viec, ke ter ngay than duce van ban de nghi, So Tu 
phap/Uy ban than dan cap xA tien With kiem tra, xac minh va tra lei bang van ban ire 
viec con ltru gift hoac khang ltm gift duce so ha tich. 

Sau khi kiem tra, xac minh, neu thAy ha sa day da, chinh xac, dung quy dinh 
phap luat, Phong Tu phap boo coo Cho tich Uy ban nhan dart cAp.  huyen xem xet, 
quyet dinh. Tryang hop Chu tich Uy ban than dan clang giai quyet thi k57 02 GiAy 
chung than ket hOn cap cho ngueri co yeu cau. 

- Phong Tu phap to chirc trao Giay chimg than ket bon cho hai ben nam, nit; 
ding chirc lam cong tac ha tich ghi viec ket bon vao So'an* g ky ket hon, cling hai 
ben nam, nit k57t8n vao SO; hai ben nam, nit cling 147 vao Giay chung nhan ket hon. 

* Ltru y: 

- Truerng hop ngued y8u cau nap giay to la.  ban sao duce cap tit sa gac hoAc 
ban sao duce chung thtrc tir ban chinh thi ngueri Top /than ho sa khang &roc yeu cau 
xuat trinh ban chinh; neu ngueri yOu eau chi nap ban chirp va xuat trinh ban chinh thi 
ngueri tiep nhan ho sa.lciem tra, d6i chieu ban chup yeti ban chinh va k5/ vao ban chup 
xac nhan viec dal chieu nai dung giay to do, khang duce yeu cau ngueri di (tang 
k51 nap ban sao co cluing thvc giay to do. 

- Tnrerng hop phap luat quy dinh xuat trinh giay to khi dang kS,  ha tich, ngued 
tie!) nhan co trach nhiem kiem tra giay to xuat trinh, doi chieu vied thong tin trong To 
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khai va tra lai cho nguori xuat trinh, kong dugc you cau ngtred dang 14h0 tich nap 
them ban sao giay to 46. Ngueri tiep nhan c6 the chip 01 ban giay to xuat trinh hoac 
ghi lai thong tin dm giay to xuat trinh de luu ho so. 

- Gray to do co quan c6 tharn quy& cua nuac ngoai cap, ding chimg hoac xac 
nhan de sir dung cho viOc &rig 14 ha tich tai ViOt Nam phai duat hap phap h6a lath str, 
trir truemg hap duce mien theo dieu tree (pile to ma ViOt Nam la thanh vien; giay to 
bang fag nuec ngoai phai duce dich ra tiong Via va cong chimg ban dich hoac chting 
thtrc chit ky ngtred dich theo quy dinh cua phap luat. 

- Ngueri flap nhan c6 trach nhiOna tiep nhan ding, du ha so tang lcSr ho tich theo 
quy dinh cua phap luat ho tich, khong dirge yeu cau nguari dang 147 hO tich nap them 
giay ter ma phap luat ho tich kung quy dinh phai nap. 

Cach fink thwc hien: 

Ngueri ce yeu can (tang 147 lai kOt h8n phai two  tiep nap ha so tai Tang tam 
Hanh ,chinh cong cap 

can 
c6 tharn quyen (ben nam hoac ben nit c6 the true tiep 

nap ho so ma khong can c6 van ban Ay quyen dm ben con lai). 

ThInh phAn ho sa: 

* GiAy to phai xuat trinh: 

HO chiOu hoac chimg minh nhan dan hoac the can cuerc Gong dan hoac cac giAy 
ter khac c6 dan anh va thong tin ca nhan do ca quan co them quyen cap, con gig trj sir' 
dung de chimg minh ve nhan than oh ea hai ben c6 yen.cau dang 147 lai ket hon. 

* GiAy to phai 

- To khai dang 19? lai kOt hon theo ink; 

- Ban sao Giay Chung nhan lc& hon dirge cap truerc day. Nan khong c6 ban sao 
Giay chirng nhan ket hon thi nap ban sao ho so, giay to ca than co cac thong tin lien 
quan den not dung 'Tang 1c5f ket hon. 

SA luome ho so.: 01 NI 

Thiri han eiai fluvet:  05 ngay lam viOc. 

Trueng hap phai ca van ban xac minh thi thbi han giai quytt kh8ng qua 13 
nay lam viOc (Ichong tinh theri gian giri van ban you eau xac minh va thbi gian giri 
van ban tra 1oi ket qua xac minh qua hO thong btru chinh). 

£16i tucrn2 thin hien thu tuc hanh chinh:  Ca nhan 

Ca quan có thAm quyen (Inv& Binh: 

-1:Jy ban nhan dan cap huyOn not da ang 14r ket hon tnroc day. 

- Tnremg hap viOc kOt hon truerc day dirge dang ky tai Uy ban nhan dan cap xa 
thi viOc clang 147 lai do Uy ban nhan dan cap huyOn cap tren thtrc hiOn. 

- Truemg hap viOc kOt hon truerc day dirge &rig ky tai So Tu phap thi viOc 
dang 14,  lai do Uy ban than dan cap huyOn not c6 tru ser hiOn nay dm Se Tu phap 
thuc hiOn. 

Ca quan thwc hien thu tuc hanh chinh: 
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Phong Tu phap cap huyen thy 15/ he so va tham muu Chit'  tich ny ban nhan clan 
cap huyen xem xet, guy& dinh. 

Co quan plied 	Uy ban nhan clan cap xWSit Tu phap nai dang ky ket hon 
tilt& day. 

Ket qua thtrc hien thu tuc hanh chinh:  Giay chimg nhan ket hon 
Le phi:  1.200.000 clang. 

Mien 1e phi cho ngtrai thuOc gia dinh c6 cong voi each mang; nguai thuOc he 
ngheo; ngtrori Ichuyet tat. 

Ten milt don, miu to khai:  To khai clang Icy lyi ket hon 

Yell can, dieu kien thtrc hien thu tuc hanh chinh:  
- Vi'ec ket hen da dugc tang ky tai ca quan c6 them quy'en elm Viet Nam truac 

ngay 01/01/2016 nhung So tang ky ket hon va ban chinh Giay chfrng nhan kat hem 
&EU bi mat. 

- Ca hai ben yeu cau clang Icy ket hon con sting vao thed diem you cau 'tang ky 
lai ket hon. 

Can co. phap It cfia thu tuc Minh chinh:  

- Lust hon nhan va gia dinh; 

- LuSt he tich flan 2014; 

- Nshi dinh se 123/2015/ND-CP ngay 15/11/2015 dia. Chinh phu quy dinh chi 
ti6t mOt so dieu va bien phap thi hanh Luat ho tich; 

- Thong to se 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huong dean 
thi hanh met se dieu cue Luat ho tich va Nghi dinh se 123/2015/ND-CP ngay 
15/11/2015 cue Chinh phit quy dinh chi ti& mOt s6 dieu va bien phap thi hanh Luat 
he tich; 

- Quyert dinh so 26/2017/Q-D-UBND ngay 05/5/2017 cita tly ban nhein dan tinh 
vd quy dinh mar thu, nap 1.0 phi ha !Lich tren dia ban tinh Theta Thign 

Ghi chzi:  "Phan chit in nghieng la nai dung sera doi, ba sung, thay thi" 
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4 

CQNG HOA XA HQI CHI) NGHIA VItT NAM 
El§c lap - Tq do - Ilynh phtic 

To KHAI RANG Kt LAI KET HON 

	

Kinh girl: (1) 	  

H9, chit dem, ten ngu?ri yeu au: 	  

Gitty tar thy than: (3) 	  

Nal cu tra: (2) 	  

He ngh$ cif quan ding IcY lai ket him theo n§i dung dual day: 

Hy, chit dem, ten cim vq: 	  

Ngay, thing, nam sinh: 	  

Dan tee: 	 Quec tjch: 	  

Nai cu tra:(2) 	  

GiAy ter thy tharr(3) 	  

Ket hem 'An thin may 	  

H9, chi dem, ten ctia chang: 	  

Ngay, thing, nary►  sink: 	  

Dan t8c: 	 Quec tjch: 	  

Noi cu tru:(2) 	  

GiAy tar My th'an:(3) 	  

Tat h8n Jan tit* may 	  

DA ding ky ket hon t3.i:(4) 	  

	ngay 	thing 	nam 	  

Theo GiAy chfrng nhan ket hon se: (5) 	  Quyen 	(5) 	  

Ly do dang Icy I?i: 	  

Toi cam doan nhang nei dung khai tren day la dung sv that ya chju trach nhiem trtrarc phip 

luat ye cam doan caa minh. 

	

Lam tat- 	  ngay 	Sing 	nam 	 

NgirM yen au 
ghi h9, chit dim, ten) 
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Chu thkh: 
(0  Ghi re) ten co quan ding k9 lai ket hon 
(2)  Ghi theo dja chi dang k9 throng tit; neu khong cep not clang k9 thubng fro thi ghi theo dja chi 

clang k9 tam tra; throng hop kh8ng cd nai clanglc9 thaerng tra ya not clang k9 tarn fru thi ghi theo not clang 
sinh king. 

Ghi thong tin ye gift),  to try than War: ho chieu, cluing mirth nhan clan hoac giey to hop 10 thay the 
(vi du: Chung mirth nhan din so 001089123 do Cong an thanh phO Ha NOi cep nay 20/10/2004). 

(4) Ghi ro ten ca quan da ding ket h8n truck day. 
(5) Chi khai trong throng hop biet rt. 
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15. Mug kY lai khai tir c6 yeu t6 nut ngoli 

Trinh tir thin hien:  

▪ Nguiri cer you cau Bang 14,  lai khai ter nOp h6 so tai Trung tam Hanh chinh 
cong cap huyen c6 them quyen. 

- Ngueri tiep nhan co truth nhiem Iciem tra ngay town be 136 so, ,xac dinh tinh hqp 
ciiale 	giay ter trong M so do ngueri you cau n0p, xuat trinh; 	chieu thong tin trong 

Ter khai yen giay to trong h6 so. 

- Neu ha so day da, hqp le, ngued dap nhan h6 so viet giay dap nhan, tong d6 
ghi ro,ngay, gib tra ket qua; neu ho so chua day di; hoan thien thi hterrIg dan ngueri 
nOp ho so bo sung, hoan thien theo quy dinh; truerng hop kitting the bo sung, hoan , 
thien so ngay thi phai lap thanh van ban hueng dan, tong d6 neu re loai giay ter, not 
dung can bo sung, hoan thien, 14, ghi ro ho, chit gm, ten coa ngueri tiep nhan. 

- H6 so dang ky lai khai tir sau !chi da dugc huemg dan theo quy dinh ma 
khong dugc b8 sung day da, Man thien thi ngutri tiep nhan tir choi deep nhan ho so. 
Viec tir choi tiep than ho so phai dugc the hien bang van ban, tong do ghi ro 15,  do ter 
choi, nguiri flap nhan 14, ghi ro hi?, chit dem, ten. 

- Pheng Tu phap lciem tra he so, den hanh xac minh (neu they can thiet). 

- Sau khi ldem tra, xac minh, tau they thong tin khai tir day &I, chinh xac, viec 
tang 1,4 khai to dung phap luat thi Phi:mg Tu phap bac cao 	tich Uy ban than 
dan cap huyen xem xet, quyet djnh. Truing hqp Chu tich Uy ban than dan cap huyen 
&zing y giai quyet thi ky Trich lye khai ter cap cho ngtrai co yeu cau; clang chat lam 
cling tic he tick ghi vao SO Bang ky khai tir va cong nguesi di dang 14 lai khai tir kY 
vao So. 

* Liru y: 

- Train hop nguai y8u eau nop giay to la,  ban sao dugc cap tir se g6c hoac 
ban sao dugc chimg thoc tir ban chinh thi 	tiep nhan ho so khong duce yeu cau 
xuat trinh ban chinh; neu ngued yeu cau chi Op ban chop va xuat trinh ban chinh thi 
ngueri tiep nhan ho so,lciem tra, doi chieu ban chop veri ban chinh va vao ban chop 
xac than ve viec da doi chieu nOi dung giay tO de, khong duce you cau ngueri di ding 
ky nOp ban sao co cluing thot giay ter do. 

- Tn.remg hop phap luat quy djnh xuat trinh giay ter khi &rig 141  ho tich, ngued 
tiep nhan co troth nhiem kiem tra giay to xuat trinh, doi chieu veri thong tin tong TO 
khai va tea lai cho ngueri xuat trinh, khong dugc yeu cau ngtred dang 14,h0 tich nOp 
them ban sao giay ter d6. Ngued tiep nhan co the chop 01 ban giay xuat trinh hoac 
ghi lai thong tin dm giay ter xuat trinh de km h8 so. 

Giay to do co quan co them quyen cue nu& ngoai cap, cong chimg hoac xac 
nhan de ▪  sir dung cho viec clang 14 ho tich tai Viet Nam phai dugc hop phip hoe lanh sir, 
trir truOng hqp duce mien theo dieu uerc guac to ma Viet Nam la thanh vien; giAy to 
bang tieng nuerc ngoai phai dugc dich ra flag Viet va cong chimg ban dich hoac thing 
thoc chit 14 ngtred dich theo quy dinh ctia phip luat. 
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- Nguari tiep nhan CO trach nhiem tiep nhan &mg, du ha so dang ky ho tich theo 
quy dinh cua phap lust ho tich, khong dugc you cau ngued dAng 14/ ho tich nep them 
giay to ma phap lust ho tich khong quy dinh phai nap. 

Cach that thirc hien: 

- Ngueri co you cau (Thing 4 lai khai tir tnrc tiep thtrc hien hoac uy quyen cho 
nguiri khk thtrc hien clang k1r lai khai ta; 

- Ngueri thIrc hien viec tang ky lai khai tir co the tnrc tiep nOp h6 so tai Trung 
tam Hanh chinh cling cap huyen co them quyen hok guri ho so qua he thong buu 
chinh. 

Thitnh Phan ha so: 

* Gigy to phai xuit trinh: 

- HO chieu hoac chung mirth nhan dan hoac the can cu6c con& dan hok cac 
giay to khac co dan anh va thong tin ca nhan do co quan co them quyen cap, con gia 
tri sir dung de chi/rig minh ve nhan than cira ngueri co yOu cau Bang 1c)',  lei khai tir. 

Tnremg hop DM ha so qua he thong buu chinh thi phai giri kern theo ban sao co 
chung thtrc giay to neu ten. 

* Gray phai nap: 

- Ter khai dang 1cy lai khai tir theo mAu; 

- Ban sao Gidy cluing tir tram day dugc cap hop le. Neu khong co ban sao 
Giay chung to truerc day dugc cap hop le tin nOp ban sao h8 so, gidy to lien quan c6 
not dung chimg minh str kien chet. 

- Van ban tly quy'en theo quy dinh cua phap lust trong truemg hop uy quyen 
thuc hien Bang 4 lai khai tir. Trueng hop ngueri dugc quyen la Ong, ba, cha, me, 
con, vg, chang, anh, chi, em runt ctia nguti ity quyen thi van ban ny,  quyen khong 
phai ding chimg, chung thtrc, nhtmg phai co giy to chung minh mOi quan he vOi 
ngueri fly quyen. 

SO lung ha so:  01 be 

Thoi han eiiii cluvet:  05 ngay lam viec. 

Tnremg hop phai tien hanh xac mirth thi thOi han khong qua 10 ngay lam viec. 

Dal ttran2 thtrc hien thu tuc hinh chinh:  Ca nhan 

Co (wan co them auven ciuvet dinh: 

- Uy ban /than clan cap huyen not tang ky khai tir cho ngueri nuerc ngoai, &Ong 
dan Viet Nam dinh cu tai nu6c ngoai truorc day thirc hien viec Bang k57 lai khai tir; 

- Tnremg hop viec tang k57 khai tir tru6c day thtrc hien tai Uy ban nhan dan cap 
x'a thi Uy ban nhan dan cap huyen cap ten thtrc hien clang 1y lai khai tir; 

- 	Trueng hop viec tang 4 khai tir tnrerc day thtic hien tai Uy ban nhan dan 
tinh hok So Tu phap thi Uy ban nhan clan cap huyen nai co try ser hien nay cila Ser 
Tu phap thirc hien Bang 4 lai khai tir. 
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Co (wan thurc hien thu tuc Minh chinh: 

Phong Tu phap cap huyen thy 15r he so va tham mtru Chit tich Uy ban than dan 
cap huyen xem 'cot, quyet dinh. 

Co quan phOi hop:  Khong. 

Ket qua thus hien thii tuc hanh chinh:  Trich lye khai tir 

1.4 phi: 

- 60.000 clang. 

- Mien le phi cho ngoai thuOc gia dinh c6 cong vol each mgng; ngoai thuOc hO 
ngheo; nguai khuyest tat. 

Ten man don, min tar khai:  Ter khai dang lc)? lai khai tir 

Yeu cau, dieu kien thirc hien thu tuc hanh chinh:  
Viec khai tir cua cong dan Viet Nam dinh cup nuerc ngoai hoac cfm ngueri 

nubs ngoai da clang IcSr tai co quan c6 tham quyen dm Viet !slam trperc ngay 
01/01/2016 nhung So clang lcjr khai tir va ban chinh Giay chting tir deer bi mat. 

Can cu. phap If ciia thfi tuc hanh chinh:  

- Lust ho tich nam 2014; 

- Nghi ,dinh 	123/2015/ND-CP ngay 15/11/2015 	Chinh pho quy dinh 
chi tiet mOt so dieu va bien phip thi hanh Luat ho tich; 

- Thong to so 15/2015/TT-BTP ngay 16/11/2015 ciia BO Tu phap huOng dan 
thi hanh mOt so dieu coa Luat ho tich va Nghi dinh so 123/2015/ND-CP ngay 
15/11/2015 cua Chinh phi quy dinh chi tifet mot so dieu va bien phap thi halt Luat 
ho tich; 

- Quyest dinh so 26/2017/Q-D-UBND ngay 05/5/2017 caa Cry ban nhein dein tinh 
v'd quy dinh mac thu, nOp 1 e phi het tich wen dia ban tinh Thera Thien Hues. 

Ghi chu: "Phein cliff in nghieng ld nOi dung sera doi, bot  sung, thay the" 
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CQNG HOA XA HQI CHIJ NGHIA tin' NAM 
DOc lOp - Txr do - Honh phtic 

TOl KHAI BANG Kt LAI KHAI 

Kinh girl: (I) 	  

Hp, chit dem, ten nguiri yen cAu: 	  

Noi cu trti: (2) 	  

Gigy ter by than (3) 	  

Quan hg \rad ngtrai (fa ch.& 	  

nghj ca quan ding kt loi khai tit cho ngutri c6 ten dual day: 
Ha, chit dam, ten: 	  Giai firth: 	  
Ngly, thing, nom sixth. 	  

Dan tOc: 	  Qu6c tich: 	  
Noi cu tai cuei cling: (2) 	  

Gigy tar thy than: (3) 	  

DA chat vao 16c: 	gia 	phut, ngay 	 thing 	nom 	 
Noi chat: 	  

Nguyen nhan chat: 	  

se Gigy bao ter/ Gigy ter thay the Gigy bao ta: (4) 	 do 	 

	 cap ngay 	thing 	nom 	 
Da ding ky khai to tai: (5) 	 ngay 	thing 	nom 	 
Theo Trich luc khai ter s6: (6) 	  

Ljr do ding k3, loi: 	  

Tel cam doan nhang nOi dung khai teen day la &mg sir that va chili trach nhiam truac phap 
!nal ye cam doan ctia minh. 

Lam tai: 	 , ngay 	 thcing 	 mint 	 

Ngtrai yen au 
(4, ghi ra 129, chu clem, ten) 

Chu thich: 
0)  Ghi re ten ca quart thtrc hien (tang kji lai khai 
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I 

(2)  Ghi theo dirt chi clang ky tinging 	neu khong co noi dung ky that:mg tra thi ghi theo dia chi clang ky 
tam tin; truerng hap kheing co not clang ky therng fru va not dl ng ky tarn tril thi ghi theo not clang sinh song. 

Ghi thong tin ve giAy ter thy than nhu: hp chieu, chtIng minh nhan din hoac gitty to hap le thay the (vi dp: 
Cluing minh nhan dan s6 001089123 do COng an thinh ph6 Ha NOi cap net),  20/10/2004). 
(4) Neu ghi theo GiAy bio tir, thi gach cum tit "Gib,  tä thay GiAy bao ter"; neu ghi theo s6 Gitty ta thay Girly 
bio ter thi ghi rb ten, so giAy ter vi gach cum tir "GiAy bao ter". 
(5) Ghi rO ten ca quan da clang ky khai tir fru& day. 
(6) Chi khai trong twang hap biet ro. 

109 



16. Cap ban sao trich lyc hi) tich 

Trinh hr thin hien:  

- Ngtreri co yeu cau cap ban sao trich lye h0 tich nap ho so tai Trung tam Hanh 
chinh ding cap huyen c6 tham quyen. 

Tnrang hop co quan, to chat co tham quyEn de nghi cap ban sao trich luc ho 
tich elm ca nhan thi gfri van ban yeu cau neu ro 15,  do cho Uy ban nhan dan cap 
huyEn. 

- Ngueri tiep nhan c6 trach nhie'm IciEm tra, dai chiEu thong tin trong Ta khai va 
firth hgp let cua giay to do nguti yeu cau xuat trinh hoac nap. 

- NEu ha so day du, hap,IE, %grafi tiep than ha so viEt giay tiep nhan, trong do 
ghi re,ngay, sier tra ket qua; neu ha sa chua day 	hoan thin thi huang dan nguari 
nap ho so b8 sung, hoan thin theo quy dinh; trueng hop khong the b8 sung, hoan 
thiEn ho sa ngay thi phai lap thanh van ban hiking dan, trong da neu ro loai giay tar, not 
dung can bo sung, hoan thiEn, k5r, ghi red ho, chit dem, ten dm ngtthi tiep nhan. 

- FM sa yeu cau cap ban sao trich 	sau !chi da duce huerig clan theo quy dinh 
ma khong dugc b6 sung day du, hohn thin thi nguari,tiep nhan to choi tiep nhan ho 
so. Viec,tir ch8i tiep nhan ho so phai duce the hiEn bang van ban, trong de ghi re 13",  
do dr choi, ngueri tiep nhan k5/, ghi ro h9, chit dEm, ten. 

- Ngay sau khi flap nhan ha so, neu thay ha so day dit va phit hqp, cong chirc 
lam cong tac ho tich can cu vao Co sa du liEu ho tich, ghi not dung ban sao trich luc 
ho tich, bao cao Chit tich Uy ban nhan dan cap huyen xem xet, k5r cap ban sao trich 
luc ho tich cho ngtred yeu cau. 

* Liru ST: 

- Truerng hop ngueri yeu cau nap giay to la,  ban sao dugc cap to so g6c hoac 
ban sao duce thongthgc to ban chinh thi nguiri tiep nhan ha sa kh'Ong dirge you cau 
xuat trinh ban chinh; neu ngueri you cau chi nap ban chip va xuat trinh ban chinh thi 
ngueri tiep nhan ho sa,kiemptra, doi chieu ban chip veri ban chinh va k5,  vac) ban chip 
xic nhan ve viec da doi chieu not dung giay to do, khong dugc yeu cau nguari di dung 
14 nap ban sao co chimg thuc giay to d6. 

- Twang hop phap luat quy dinh xuat trinh gidy to khi clang k5r ho tich, ngueri 
tiep titian c6 trach nhiem kiem tra giay to xuat trinh, doi chi8u veri thong tin trong TO 
khai va tra lai cho ngueri xuat trinh, khong dugc you cau nguari dung 14,h0 tich nap 
them ban sao giay to do. Ngtred tiep nhan c6 the chop 01 ban giay to xuat trinh hoac 
ghi lai thong tin dm giay to xuat trinh de luu h8 sa. 

- Ngueri tiep nhan co trach nhiEm tiep nhan dung, dii ha so (tang k5f ho tich theo 
quy dinh coa phap luat ho tich, khong dugc yeu cau ngueri tang k5,  ho tich nap them 
giay to ma phap luat ho tich khong quy dinh phai nap. 

Cfich thin thin hien: 

- Ngueri c6 yeu eau cap ban sao trich luc ho tich trot tiep thut hien hoac oy 
quyen cho ngued khan duty hiEn yeu cau cap ban sao trich luc ho tich; 
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- Ngueri thvc hien yeu au cap ban sao trich luc ho tjch cb the trip tiEp nep he 
sa; ca quan, to chirc co yeu cau cap ban sao trich luc ho tjch c6 the tnrc flap ph van 
ban yeu cau tai Trung tam Hanh chinh ding cap huyen hoac giri h8 sa, van ban yeu 
cau qua he thong bum chink. 

Thiinh phan ho  

* Giay tb ph:1i xuAt trinh: 

- Ho.  chiOu hoac thong minh nhan clan hoac the can cu6c dog dan hoac cac 
giay khac c6 dan anh va thong tin ca titian do ca quan ca than} quyen cap, con gia 
trj sir dung a chimg minh ve nhan than ciia nguiyi c6 you cau cap ban sao trich lac he 
tich. 

Trubng hqp gin he so qua he thong btru chinh thi phai gui kern theo ban sao c6 
chimg thvc Giay tb phai xuat trinh neu teen. 

* Gay to' phiii nOp: 

- TO khai cap ban sao trich luc he tjch theo mau doi ved trubng hqp nguori you 
cau la ca than. 

- Van ban yeu au cap ban sao trich luc ho tjch neu re V/ do trong trubng hqp 
nguai you cau la ca quan, to chirc. 

- Van ban ay quyen theo quy dinh cua phap luat trong trubng hop ay quyen 
that hien yeti cau cap ban sao trich lac ho tjch. Trubng hqp ngued duqc uy quyen la 
Ong, ba, cha, me, con, vq, thong, anh, chj, em met caa ngued ay quyen thi van ban ay 
quyen khong phai cong chimg, thing thvc, nhung phai co giay tb thing minh mei 
quan he vai nguiri ay quyen. 

SO luvng ho so: 01 ix) 

Thbi han eili quvet:  Ngay trong ngay titp nhan he sa; trubng hqp nhSn he so 
sau 15 gib ma khong giai quyet duqc ngay thi tra ket qua trong ngay lam viec tiep 
theo. 

1)61 time thvc hien thin tut hanh chinh:  Ca than, co quan, to chirc. 

Co quan thin hien dal tut hanh chinh:  UBND cap huyen 

Wet qua thirc hien thi tut Minh chinh:  Ban sao trich luc ho tjch 

Phi: 8.000 clang/ban sao. 

Ten mAu dun, ran tb khai:  Tel khai cap ban sao trich luc ho tjch 

Can ct'r inlay 1* ciia thi tut hanh chinh:  

- that ho tjch nom 2014; 

- Nghi girth se 123/2015/ND-CP ngay 15/11/2015 ciia Chinh pha quy dinh chi 
ti61m6t so dieu va bien phap thi hanh Luat ho tich; 

- Thong to se 15/2015/TT-BTP ngay 16/11/2015 dm BO Tu phap huang don 
thi hanh met se dieu caa Lust ho tich va Nghi dinh se 123/2015/ND-CP ngay 
15/11/2015 cua Chinh pha quy dinh chi tiet mot s6 dieu va bien phap thi hart Luat 
ho tich; 
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- Thong to so 281/2016/77-BTC ngay 14 (hang 11 nam 2016 awl Bo tai Chinh 
quy Binh ve muc thu, the cla thu, nop, quan 11) va sti dun; phi khai that, sir citing 
thong tin trong co so du lieu ha tich, phi xac nhan có quoc tich Viet Nam, phi xac 
nithin la ngthi có goc quoc tich Viet Nam, le phi quoc tich. 

Ghi chth:  "Pluin chi( in nghieng la nal dung stia doi, bo sung, thay the 
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CQNG BOA xA HQI CHU NGHIA VIET NAM 
DOc lap - Tv do - Hanh phtic 

To KHAI 
CAP BAN SAO TRICH LVC HO TICH 

Kinh 

H9, eh* OM, ten ngtrai yeu au: 	  

Noi cu 	(2) 	  

Giey ter tay than: (3) 	  

Quan he yeti ngueri duce cAp ban sao Trich lye he tjch: 	  

De nghj ca quan cAp bin sao trich Iw(4) 	  
cho ngtrei c6 ten dual day: 
Ho, chi dem, ten: 	  Gieri tinh: 	  

Dan tee: 	  Quoc tjch: 	  

Noi cu tro: (2) 	  

Giey ter tay than: (3) 	  

S6 dirt danh ca nhan (neu co): 	  

DA drIng lcY tar: (5) 	  

	  ngay 	 than 	nam 	 

Thee) 	 se 	Quyen s6: (7) 	  

Tei cam doan nhftng nei dung khai teen day la clImg sir thet ya chit' tech nhiem fru& phap 
lust ye cam doan ctia minh 

Lam tpi: 	 , ngay 	thing 	naM 	 

Nguiri y'eu tau 

(10 va ghi re' hp, chit dem, ten) 

    

Cho thick: 
( I )  Ghi r8 ten co quan thqc hien viec cep ban sao trich luc he tich. 

Ghi theo dia chi ding Icy thutmg Ira; nett kh8ng c6 nai clang 4 Uniting Ire thl ghi theo dia chi tieing 4 qun trti; 
trubng hqp kheang c6 nai thing Icy thutmg trn ve nai clang ky tam ire thl ghi theo dia chi dang nai sinh sting. 

Ghi th8ng tin ve giAy tb thy than nhu: he chieu, thing minh nhan dan hoc giAy te hqp le thay the (vi du: Cluing 
minh nhan dan se 0010891235 do CEng an thanh phe HA NQi cAp ngay 20/10/2004). 
(4) Ghi n3 loai viec he tich Clang 4 truer day. 
(5) Ghi re tett ca quan QA dang Icy he tich truer day. 
(6) Ghi re loai giAy to he Lich da duct cip Mr& day. 
(7) CM khai khi biet r8. 
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