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SUA POI TAI LIEU
A Ao Trang / Phan N
Yéu cau stra | .. ‘A Az A L2z, x o . .z, | Ngay sira
Zse) 1. R lién quan viéc | Mo ta ngi dung siwra doi | Lan stra doi 2.
doi/ bo sung . 2 doi
q sura doi ’
Bo  sung |- Biéu mau | Thong tw so 03/2023/TT- 01 15/8/2023
bi€u mau dinh kém BTP ngay 02 thang 8
- Can cu phap | nam 2023 cua Bo Tuw
ly muc 5.8 phap swa doi, bo sung

mot s6 ngi dung cua
Thong tw so 01/2022/TT-
BTP ngay 04/01/2022



https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2022-tt-btp-huong-dan-nghi-dinh-87-2020-nd-cp-502821.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2022-tt-btp-huong-dan-nghi-dinh-87-2020-nd-cp-502821.aspx
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1. MUC PiCH

Quy trinh duoc xay dung nhim quy dinh trinh ty, phuong phap tiép nhan va céch
thirc xir Iy ho so ddi véi thu tuc Thay doi, cai chinh, bd sung thong tin ho tich, dam bao
can bg, cdng chuc thyuc hién dang véi nhiém vy, quyén han duoc giao

2. PHAM VI AP DUNG

Ap dung d6i véi hoat dong Thay doi, cai chinh, bd sung thong tin ho tich

Can bo, cdng chic thudc bd phan tiép nhan va tra két qua, cac bd phan co lién
quan thuoc Uy ban nhan dan phuong chiu trach nhiém thuc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN ISO 9001:2015

- C4c van ban phap quy lién quan dé cap tai muc 5.8

4. PINH NGHIA/V IET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua

- HT: Ho tich

5. NOI DUNG QUY TRINH

5.1 | Piéu Kkién thuwc hién Thi tuc hanh chinh

+ Viéc thay doi ho, chit dém, tén cho ngudi dudi 18 tudi phai co sy dong y cua
cha, me ngudi d6 va duogc thé hién rd trong T khai; ddi véi ngudi tir da 9 tudi
trg 1én thi con phai c6 sy dong Y cua ngudi do.

+ Viéc cai chinh ho tich chi duoc giai quyét sau khi ¢6 di can cir dé xac dinh co
sai s6t do 16i ctia cong chirc 1am cong tac ho tich hodc ciia nguoi yéu cau dang
ky ho tich; khong cai chinh ndi dung trén gidy to ho tich di duoc cip hop 16
nham hop thirc hoa thong tin trén hd so, gidy to ca nhan khac.

+ Gidy to ho tich quy dinh da cap cho ca nhan theo quy dinh ctia phap luat vé ho
tich trude ngay 01/01/2016 (ngay Luat HO tich ¢6 hiéu luc) ¢o6 gia tri sir dung ma
khong phai bo sung thong tin ho tich con thiéu so véi biéu mau ho tich hién
hanh.

+ Glay td ho tich duoc cap hop 1¢ ke tr ngay 01/01/2016 ma thong tin ho tich
con thleu thi dugc bd sung, néu co gidy to, tai liéu do co quan, to chirc c6 tham
quyén cap hop 1¢ chimg minh.

Yéu cau ghi bd sung quéc tich Viét Nam chi thuc hién d6i voi glay to ho tich
duge cap ké tir ngdy 01/01/2016, sau khi d3 xac dinh ngudi yéu cau dang cé
quéc tich Vi¢t Nam theo quy dinh cua Luat Quéc tich Viét Nam.

5.2 | Thanh phan ho so Bin | Ban
chinh | sao

- T khai dang ky thay doi, cai chinh, b sung thong tin ho tich,
xac dinh lai dan tdc theo mau (néu nguoi c6 yéu cau lya chon ndp
ho so theo hinh thuec truc ti€p); X
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- Biéu mau dién tir twong tdc thuc hién ding ky thay doi, cdi X
chinh, bo sung thong tin ho tich, xdac dinh lai ddn toc (do nguoi
yeéu cau cung cdp thong tin theo huong dan trén Cong dich vu cong,
néu nguoi cé yéu cau lwa chon ndp hé so theo hinh thirc truc X

tuyén):;
- Ngudi c6 yéu cau ding ky thay ddi, cai chinh, bd sung thong tin
ho tich thyc hién viéc ndp/xuat trinh (theo hinh thuc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:
* Glay to' phdi nop
- Gidy to lam can ctr thay doi, cai chinh, b6 sung thong tin ho
tich.
- Van ban uy quyén theo quy dinh cia phap luét trong truong hop
Uy quyén thuc hién viéc dang ky thay doi, cai chinh, b6 sung
thong tin ho tich. Truong hop nguoi dugce uy quyén 1a ong, ba,
cha, me, con, vo, chdng, anh, chi, em rudt cia nguoi Gy quyén thi
van ban iy quyén khong phai ching thuc.
* Gidy to' phdi xudt trinh
- Ho chiéu hodc Chung minh nhan dan hoac Thé can cudc cong
dan hoidc cac gidy to khac co dan anh va thong tin c4 nhan do co
quan c6 tham quyén cap, con gia tri st dung dé chimg minh vé
nhan than ctia ngudi co yéu cau ding ky thay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan tc. Truong hgp cac thong
tin ca nhan trong cic gidy to nay da c6 trong CSDLQGVDC,
CSDLHTPDT, dugc hé théng dién ty dong thi khong phai xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyen)
- Gidy to ¢ gid tri chitng minh thong tin vé cur trii trong truong hop
co quan dang ky hé tich khéng thé khai thdc dwoc théng tin vé noi
cw tru cua cong dan theo cac phwong thirc quy dinh tai khoan 2
Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh
phii. Trieong hop cdc théng tin vé gidy 1o chimg minh noi cu tru da
duoc khai thdac tw co so dit liéu quoc gia vé dan cu bang cdc
phwong thirc nay thi nguoi co yéu cau khong phai xudt trinh (theo
hinh thitc truc tzep) hodc tai lén (theo hinh thirc truec tuyén);
Truong hop giri hd so qua hé thong buu chinh thi phai guri kem
theo ban sao c6 ching thyc cac gidy to phai xuat trinh néu trén.
*Luuy
- P6i v6i gidy to nop, xuit trinh néu nguoi yéu cau ndp hod so
theo hinh thuc truc tiép:
+ Dbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong t& khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xuét trinh, khong duoc yéu ciu ndp ban sao hoic ban chup
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gidy to do.

+ Nguoi yéu cdu ding ky ho tich 6 thé ‘nop ban sao ching thuc
tu ban chinh hodc ban sao dugc cap tir 6 goc hodc ban chup kem
theo ban chinh gidy t& dé ddi chiéu. ‘Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy t& thi ngudi tiép nhan co
trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xéc
nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

+ Ngudi tiép nhan cé trach nhiém tiép nhan dung, du ho so ding
ky ho tich theo quy dinh cua phép luat hg tich, khong dugc yéu
cau ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich
khong quy dinh phai nop.

- Déi véi gidy to gui kem theo néu ngueoi yéu cau ngp ho so theo
hinh thire truec tuyén:

+ Bdn chup cdc gidy to givi kém theo ho so dang ky ding ky thay
doi, cdi chinh, bé sung thong tin ho tich truc tuyén phai bao dam ro
nét, day du, toan ven vé néi dung, la ban chup bang mdy dnh, dién
thogi hodc dwgc chup, duogc quét bang thzet bi dien n, tir gidy to
dwge cdp hop I¢, con gia tri s dung; néu la gidy to do co quan c6
tham quyén nuege ngodi cdp thi phai dwoc hop phdp héa lanh su,
dich sang tiéng Viét theo quy dinh, trir truong hop dwoc mién hop
phap hoa lanh su.

+ Truong hop gidy to, tai liéu phdi givi kém trong hé so dang ky
ding ky thay doi, cdi chinh, bé sung thong tin hé tich truc tuyén da
co ban sao dién tir hoac da co ban dién tir gicfy to ho tich thi nguoi
Yéu cau dwoc sir dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc thay
dbi/cai chinh/ bd sung thong tin ho tich hodc ban sao Trich luc
thay ddi/cai chinh/bd sung thong tin ho tich), ngudi c6 yéu cau
dang ky thay d6i, cai ch1nh bo sung thong tin ho tich xuét trinh
gidy to tuy than, ndp cac gidy to 13 thanh phan hd so ding ky thay
ddi, cai chinh, bd sung thong tin hd tich theo quy dinh phép luat ho
tich.

Truong hop nguoi yéu cau dang ky cé yéu cdu dang ky thay doi,
cdi chinh, bé sung théng tin ho tich khong cung cap dwoc gzay to
néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tay xoa,

sita chita, lam gid thi co quan dang ky ho tich c6 tham quyén hiy
bé két qua dang ky thay doi, cdi chinh, bé sung théng tin hé tich.

5.3

S6 lwong ho so

01 bo
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5.4 | Thoi gian xur ly

03 ngay lam viéc ddi v6i yéu cau thay dbi, cai chinh hé tich; truong hop phai
xac minh thi thoi han giai quyét khong qua 06 ngay lam viéc.

Ngay trong ngay lam viéc dbi véi yéu cau bd sung thong tin ho tich, trudng hop
nhan hd s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay
lam viéc tiép theo.

5.5 | Noi tiép nhan va tra két qua

B6 phan TN&TKQ cuia UBND phuong

5.6 | Phi/Lé phi

10.000 dong/trudng hop.
Mién 1€ phi doi voi tré em, ngudi thude hd ngheo, nguodi cao tudi, nguoi khuyét
tat, nguoi thude gia dinh c6 cong voi cach mang.

5.7 | Quy trinh xir ly cong viéc

TT Trinh ty Trach nhiém | Thoi gian | Biéu mau/Két
qua

Diing ky thay déi, cdi chinh hé tich: Truwong hop khong can xdc minh

Bl | Cong dan chuan bi day du ho so Theo muc 5.2

theo quy dinh ndp tai by phan Cong dan G106 hanh

TN&TKQ cua UBND phuong (truc chinh
tiép hoic truc tuyén)

B2 | Tiép nhan va kiém tra tinh chinh
xéc, day du cta ho so:
Cong chtrc tiép nhan hd so kiém tra Mau s6 01, 02,
tinh phap 1y va ndi dung ho so: 03, 05, 06
- Truong hop hd so thiéu, khong (Thong tu
hop 1€ thi cong chuc tiép’ nhéan h(‘f) 15 ngay 01/2018/TT-
so huong dan cho ngudi dén ndp hod 1am viéc VPCP)

so hoan thién hd so theo quy dinh. | B0 phan
Néu hd so khong duoc bd sung, | TN&TKQ
hoan thién theo huéng dan, thi can
bo tiép nhan tir chdi nhan hd so, ‘
viéc tir chbi phai dugc ghi bang vin H6 so
ban (néu rd ly do)

- Trudng hop hd so day du, hop 1é
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thi tiép nhan ho so; co Phiéu hen tra
két qua trao cho ngudi ndp hd so.
Néu hod so ndp theo hinh thic truc
tuyén, thi giri ngay phiéu hen tra két
qua cho ngudi ¢6 yéu cau qua thu
dién tir/tin nhin dién thoai di dong

Ho so sau khi duoc tiép nhan theo
hinh thtrc truc tiép, cong chuc tiép
nhén thue hién sb héa hd so, luu trix
dir liéu dién tir, ky sd vao tai liéu,
hé so dd dugc s6 hoa; luan chuyén
ho so dén bd phan chuyén mon xu
ly

Ghi chii: Phiéu kiém sodt dwoc lap
va xdc thuc trén hé tho”'ng co gid tri
nhw cdc phiéu kiém sodt qud trinh
ban gidy ¢6 chit ky cdc don vi lién
quan

B3 | Thdm dinh hd so: Cong chuc Tu
ph:élp — HO tich thdm dinh tinh
thong nhat, hop 1€ cua ho so:

- Néu hd so can giai trinh va bd
sung hodc khong du diéu kién giai
quyét, céng chirc thy 1y thong bao
dén ngudi yéu cau thong qua bd
phan TN&TKQ dé hoan chinh hd

S0 Mau sb 02,
- Néu ho so ddy di, cac thong tin A ’ 03, 05 (Thdng
hop lAé, dt’lAng quy Qinh, cong F:hfrc Cong c’hu’c 01 ngay tu
cr]uyen mon thuc I}lén viéc ghi vao Tu Ph?P - 1am viéc 01/2018/TT-
S6 dang ky thay ddi, cai chinh, by | HO tich ' VPCP)

sung thong tin ho tich, xac dinh lai .
dan tdc, cap nhat thong tin dang ky Ho so
thay d6i, cai chinh, b6 sung thong
tin ho tich va luu chinh thirc trén
Phan mém dang ky, quan 1y ho tich
dién tr dung chung, in Trich luc thay
dbi/cai chinh/bd sung thong tin ho
tich, xac dinh lai dan toc dién tir va
xac nhan, tham muu lanh dao
UBND phé duyét két qua
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Ghi cha: Truong hop tiép nhan hd
so truc tuyén, céng chirc chuyén
mon giri lai biéu mau Trich lyc thay
d6i/cai chinh/bd sung thong tin ho
tich, xac dinh lai dan toc dién tir va
xac nhan dién tr da dugc dién day
du thong tin cho nguoi yéu cau qua
thu dién tir hodc thiét bi sb dé xac
nhan, trudc khi cap nhat thong tin
vao phan mém. Ngudi yéu cau phai
¢ trach nhiém kiém tra, xac nhan
thong tin trén biéu mau Trich luc
thay d6i/cai chinh/bd sung thong tin
ho tich, xac dinh lai dan toc dién tir
va xac nhan dién tur trong thoi gian
khong qua mdt ngay
B4 | Phé duyét két qua: Xem xét, ky | Lanhdao | 01ngdy | Trich luc thay
duyét két qua cho cong dan UBND lam viéc dbi/cai
phuong chinh/bd sung
thong tin hd
tich, xac dinh
lai dan toc
B5 | Pong ddu va sao luu: Tiép nhan két Y2 ngay
3&151, chuyén van thu 1y s6 dong Vin thu lam viéc Mau sé 06
au A
S5 hoa, phat hanh vin ban va gt
chuyén vé b6 phan TN&TKQ VPCP)
Luu ho so theo doi
B6 | Tra két qua cho cong dan theo quy B0 phéan Theo Ket qua
dinh TN&TKQ | phiéu hen
Diing ky thay déi, cdi chinh hg tich: Truwong hop phdi xdc minh
Bl | Cong dan chuan bj ddy dii hd so Theo muc 5.2
theo quy dinh ndp tai bd phan Cong dan Gio hanh
TN&TKQ ctia UBND phuong (truc chinh
tiép hodc truc tuyén)
B2 | Tiép nhan va kiém tra tinh chinh Yangay | Mausb 01,02,
x4c, dy di cua ho so: lam viéc | 03,05, 06




UBND PHUONG
LONG TRUONG

QUY TRINH

Thay ddi, cai chinh, bo sung
thong tin ho tich

Ma hiéu:

QT-11/HT

LAn ban hanh

01

Ngay ban hanh:

21/7/2023

Cong chtrc tiép nhan hd so kiém tra
tinh phap 1y va ndi dung hd so:

- Trudng hop hd so thiéu, khong
hop 18 thi cong chire tiép nhan hd
so huéng dan cho nguoi dén ndp hd
so hoan thién ho so theo quy dinh.
Néu hd so khong dwgc bd sung,
hoan thién theo huéng dan, thi can
bo tiép nhan tir chbi nhan ho so,
viéc tir chdi phai dugc ghi bang van
ban (néu rd ly do)

- Trudng hop hod so day du, hop 1¢
thi tiép nhan ho so; co Phiéu hen tra
két qua trao cho ngudi nop ho so.
Néu ho so ndp theo hinh thic truc
tuyén, thi gii ngay phiéu hen tra két
qua cho nguoi ¢6 yéu cau qua thu
dién tir/tin nhan dién thoai di dong

H6 so sau khi dugc tiép nhan theo
hinh thtrc truc tiép, cong chuc tiép
nhén thuc hién sb héa hd so, luu trix
dir liéu dién tir, ky s6 vao tai liéu,
ho so da duoc sd hoa; luan chuyén
ho so dén bd phan chuyén mon xu
ly

Ghi chii: Phiéu kiém sodt dwoc ldp
va xdc thuc trén hé théng co gid tri
nhi cdc phiéu kiém sodt qud trinh
ban gidy c6 chit ky cdc don vi lién
quan

B6 phan
TN&TKQ

(Thong tu
01/2018/TT-
VPCP)

HO so

B3

Thim dinh h so: Cong chie Tu
phf'ip — HO tich tham_ dinh tinh
thong nhat, hop 1¢ cua ho so:

- Néu hd so can giai trinh va b
sung hodc khong du diéu kién giai
quyét, cong chirc thu 1y théng bao
dén nguodi yéu cau thong qua bd
phan TN&TKQ dé hoan chinh hd
SO

- Du thdo van ban dé nghi cac co

Cong chuc
Tu phap —
Ho tich

Y2 ngay
lam viéc

Mau sé 02,
03, 05 (Thong
tu
01/2018/TT-
VPCP)

HO so

Du thao van
ban de nghi
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quan, don vi co thAim quyén kié‘m Xac minh
tra, xd&c minh vé cdc ndi dung can
xac minh co lién quan
Trinh lanh dao UBND phuong phé
duyét
B3 | Lanh dao UBND phuong xem Xxet <
A , A < ) A . Lanh dao < ) A
ho so, ky duyét van ban dé nghi UBND Y5 nad Vian ban dé
kiém tra, xac minh v€ cac ndi dung huon gay nghi xac minh
¢6 lién quan can xac minh P &

B4 | Chuyén van thu ldy s, déng dau, | Céng chirc .
sao luu (néu can) TP-HT 15 Nad Vian ban dé
Chuyén van ban dé nghi dén co 98Y | nehi xac minh
quan, don vi can xac minh Van thu

B5 | Co quan, d(m vi ¢c6 lién quan nhan
vian ban yéu ciu xac minh tién hanh Co quan, Vin ban tra 1o
kiém tra, x4c minh va c6 vin ban . \ X aa

A U .z . 1| donvico 03 ngay vé viéc xac
tra 101 v€ viéc xac minh gidy to hd lién quan minh
tich gtri vé UBND phuong, noi yéu g
cau xac minh

B6 | Tiép nhan két qua tir co quan, don
vi lién quan trd 161 xac minh; Tong Ho so trinh
hop, hoan thi@n ho so, lap to t(inh; Cong chirc Y, N0 lanh dao
in du thao két qua va trinh ho so TP-HT +Nngay UBND
cho lanh dao UBND phuong ky phuong
duyét

B7 | Lanh dao UBND phuong xem xét, | Lanh dao Két qua idi
yéu cau hinh sura (neu c6), ky duyét UBND Y2 ngay qua g

quyét ho so
két qua giai quyét ho so phuong

B8 | Chuyén vin thu lay s6, dong dau, - Két qua
sao luu (néu can) va chuyén két qua A .
vé bd phan TN&TKQ Congate | s | -Mausé 06
Luu trit hd so theo quy dinh Vi “NO&Y | (Thong tu

01/2018/TT-
VPCP)

B9 | Tiép nhén va trao tra két qua cho B6 phan Theo gidy

nguoi dang ky theo giay hen TN&TKQ hen
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Diing ky bo sung ho tich
Bl

Cong dan chuan bi ddy da hd so
theo quy dinh ndp tai by phan
TN&TKQ cua UBND phuong (truc
tiép hodc tryc tuyén)

Cong dan

Gid hanh
chinh

Theo muc 5.2

B2

Tiép nhan va kiém tra tinh chinh
xac, day du cua ho so:

Cong chuc tiép nhéan ho so kiém tra
tinh phap 1y va ndi dung ho so:

- Trudng hop hd so thiéu, khong
hop 1& thi cong chirc tiép nhan ho
so hudng dan cho nguoi dén ndp ho
so hoan thién hd so theo quy dinh.
Néu hd so khong dugc bd sung,
hoan thién theo huéng dan, thi can
bo tiép nhan tir chdi nhan ho so,
viéc tir chbi phai dugc ghi bang van
ban (néu rd ly do)

- Trudng hop hd so day du, hop 1é
thi tiép nhan ho so; co Phiéu hen tra
két qua trao cho ngudi ndp hd so.
Néu hé so ndp theo hinh thirc truc | B0 phan
tuyén, thi gt ngay phiéu hen tra két | TN&TKQ
qua cho nguodi cé yéu cau qua thu
dién tir/tin nhan dién thoai di dong

Ho so sau khi duoc tiép nhan theo
hinh thire truc tiép, cong chirc tiép
nhén thuc hién sb hoa hd so, luu trix
dir liéu dién tir, ky sé vao tai liéu,
hd so dd duge sé hoa; luan chuyén
hd so dén bo phan chuyén mén xur
ly

Ghi chii: Phiéu kiém sodt dwoc lap
va xdc thuc trén hé théng co gid tri
nhuw cdc phiéu kiém sodt qud trinh
ban gidy c6 chit ky cdc don vi lién
quan

60 phat
lam viéc

Mau s6 01, 02,
03, 05, 06
(Thong tu

01/2018/TT-
VPCP)

Ho so

B3

Thém dinh hd so: Céng chic Tu | COng chuc
Tu phap —

120 phat
lam viéc

Mau sd 02,
03, 05 (Thong
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UBND PHUONG
LONG TRUONG

QUY TRINH

Thay ddi, cai chinh, bo sung
thong tin ho tich

Ma hiéu:

QT-11/HT

LAn ban hanh

01

Ngay ban hanh:

21/7/2023

phap — HO tich thdm dinh tinh
thong nhat, hop 1€ ctia ho so:

Ho tich

- Néu hd so can giai trinh va bd
sung hodc khong du diéu kién giai
quyét, cong chirc thy 1y théng bao
dén nguoi yéu cau thong qua bd
phan TN&TKQ dé hoan chinh hd
SO

- Néu hd so ddy du, cac thong tin
hop 1¢, ding quy dinh, cong chuc
chuyén mon thuc hién viéc ghi vao
S6 bbd sung thong tin ho tich, cap
nhat thong tin bod sung thong tin ho
tich va luu chinh thic trén Phan
mém dang ky, quan 1y ho tich dién tir
ding chung, in Trich luc b6 sung
thong tin ho tich, xac dinh lai dan
toc dién tir va xac nhén, tham muu
lanh dao UBND phé duyét két qua
Ghi cha: Truong hop tiép nhan hd
so truc tuyén, céng chirc chuyén
mon gui lai biéu mau Trich luc bd
sung thong tin hd tich dién tir va
x4c nhan biéu mau dién tir 4 duoc
dién day du thong tin cho nguoi
yéu cau qua thu dién tor hodc thiét
bi sb dé xac nhan, trudc khi cip
nhat thong tin vao phan mém.
Ngudi yéu cau phai c6 trach nhiém
kiém tra, xac nhan thong tin trén
biéu miu Trich luc bo sung thong
tin ho tich dién tr va xac nhan
trong thot gian khong qua mot ngay

tu
01/2018/TT-
VPCP)

HO so

B4

Lanh dao UBND phuong xem Xét,
yéu cau chinh sua (néu cd), ky
duyét két qua giai quyet ho so

Lanh dao
UBND
phuong

30 phut
lam viéc

Két qua giai
quyét TTHC

BS

Chuyén van thu 1dy sd, dong dau,
sao luu (néu can) va chuyén vé bo
phan TN&TKQ

Luu hd so theo quy dinh

Cong chure
TP-HT
Van thu

30 phut
lam viéc

Két qua

Mau sé 06
(Thong tu
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QUY TRINH M3 hiéu: QT-11/HT
UBND PHUONG ) ) 5 :
LONG TRUONG Thay doi, cai chinh, bo sung Lan ban hanh 01
thong tin h tich Ngay ban hanh:  21/7/2023
B6 | Tiép nhdn va trao tra két qua cho| BoOphan | Theo gidy | 01/2018/TT-

ngudi yéu cau theo gidy hen TN&TKQ hen VPCP)

Ghi chii: Néu ho so bi chgm mugn thi can bg thu Iy bio cdo lanh dao va phdi ¢6 phiéu
xin [0i theo mau so 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8

Co sé phap ly

- Luat Ho tich nam 2014,

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

- Nghi dinh s 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé Co s&
dix 1iéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh phu stra d6i, bd
sung mot s6 diéu cua cac nghi dinh lién quan dén viéc nop, xuét trinh s6 ho
khau, s6 tam tra giéy khi thyc hi¢n thu tuc hanh chinh, cung cép dich vu cong;

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

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-CP ngay
28/7/2020 cua Chinh phu quy dinh vé Co s& dir liéu ho tich dién t, dang ky ho
tich truc tuyén

- Thong tu s6 03/2023/TT-BTP ngay 02 thang 8 nam 2023 cua B Tu phap sura
d6i, bd sung mot sd ndi dung cua thong tu sd 01/2022/TT-BTP ngay 04 thang 01
nam 2022 cua b truong bd tu phap quy dinh chi tiét mot sd diéu va bién phap
thi hanh nghi dinh s6 87/2020/ND-CP ngay 28 thang 7 nam 2020 cua chinh phu
quy dinh v€ co so dir li€u ho tich dién tir, ddng ky ho tich truc tuyén;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia B6 Tai chinh sira doi, bo
sung mot s6 diéu ciia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cta B
Tai chinh huéng dan vé phi va 1& phi thudc tham quyén quyét dinh ctia Hoi dong
nhén dan tinh, thanh phd tryc thudc Trung uong.

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia B Tai chinh hudng din
vé phi va 1& phi thudc thAm quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh
phd truc thude Trung wong;

- Nghi quyét s6 124/2016/NQ-HDPND ngay 09 thang 12 nim 2016 ctia Hoi dong
nhan dan thanh phd vé cac loai phi va 1& phi trén dia ban Thanh phd HO Chi

Minh;

- Quyét dinh sb 52/2016/QD-UBND ngay 10 thang 12 nim 2016 cta Uy ban
nhan dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 1€ phi trén dia ban
Thanh phé H6 Chi Minh.

- Quyét dinh s 2228/QD-BTP ngay 14 thang 11 nim 2022 cia B trudong Bo



https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2022-tt-btp-huong-dan-nghi-dinh-87-2020-nd-cp-502821.aspx
https://thuvienphapluat.vn/van-ban/quyen-dan-su/nghi-dinh-87-2020-nd-cp-quy-dinh-co-so-du-lieu-ho-tich-dien-tu-dang-ky-ho-tich-truc-tuyen-449041.aspx
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QUY TRINH M3 hiéu: QT-11/HT
UBND PHUONG ) ] 5 ‘
LONG TRUONG Thay déi, cai chinh, b6 sung Lan ban hanh 01
thong tin h tich Ngay ban hanh:  21/7/2023

Tu phap cong bd thu tuc hanh chinh sira d6i, bd sung trong linh vuc Ho tich thuc
hién tai cac co quan dang ky ho tich trong nudc thudc pham vi chirc nang quan
ly cua BO Tu phap.

Quyet dinh s6 528/QD-BTP ngay 10 thang 4 nam 2023 cua B truong Bo Tu
phap vé viéc cong b thu tuc hanh chinh duoc stra d6i, bd sung trong linh virc hod
tich thudc pham vi chirc nang quan Iy nha nudc cua BO Tu phép.

- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mot clra, mot cira lién thong
trong giai quyét thi tuc hanh chinh;

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 huéng dan thi hanh mot s6 quy
dinh cta nghi dinh s6 61/2018/ND-CP ngay 23/04/2018 ctia Chinh phu vé thuc
hién co ché mét cira, mot cira lién thong trong giai quyét thi tuc hanh chinh.

6. BIEU MAU

T

Tén Bicéu mau

1.

Hé thong biéu mau theo Thong tu 01/2018/TT-VPCP ngay 23/11/2018:
* MAu s6 01 — Gidy tiép nhan hd so va hen tra két qua

* MAu s6 02 — Phiéu yéu cau bo sung, hoan thién ho so

* MAu s6 03 — Phiéu tir chéi tiép nhan giai quyét ho so

* MAu s6 04 — Phiéu xin 151 va hen lai ngay tra két qua

* MAu s6 05 — Phiéu kiém soat qua trinh giai quyét hd so

* MAu s6 06 — SO theo ddi ho so

To khai déng ky thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
toc (Mau ban hanh kém theo Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua
B6 truong B6 Tu phap) néu ndp hd so tryc tiép.

Biéu mau dién tir twong tdc thuc hién dang ky thay doi, cdi chinh, bé sung thdng
tin ho tich, xac dinh lai dan toc theo mau ban ]zanh kem theo Thong tu s0’03/2023/T T-
BTP ngay 02 thang 8 nam 2023 (néu nop ho so theo hinh thurc truc tuyén).

7. HO SO LUU: Ho so luu bao gdm céc thanh phan sau

TT Ho so' lwu (ban chinh hoic ban sao theo quy dinh)
1. | Thanh phan ho so can ndp theo myc 5.2
2. | Ket qua giai quyet thu tuc hanh chinh
Cac ho so khac phat sinh trong qua trinh thyc hién
3. | Céc biéu mau theo co ché mot cira, mot cira lién thong dugc ban hanh kém theo

thong tu 01/2018/TT-VPCP ngay 23/11/2018

Ho6 so duogc luu tai bd phan mot ctr va B phan TP-HT theo quy dinh
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QUY TRINH M3 hiéu: QT-11/HT
UBND PHUONG ) ] 5 ‘
LONG TRUONG Thay doi, cii chinh, bo sung | Lanbanhanh 01

thong tin h tich Ngay ban hanh:  21/7/2023

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

- TO KHAI PANG KY VIEC THAY DOI, CAI CHINH,
BO SUNG THONG TIN HOQ TICH, XAC PINH LAI DAN TQC

Ho, chit dém, t8n NEWOT YAU CAUS ..o
INOT CU T @ittt sttt en ettt s sttt s et s e et

15 [¢] s AT PPPRPPP

cho nguoi co tén dudi day:

Ho, Chit A€, tEI: ......ooiiiiii i
Ngay, thang, Na8m SINN: .....ccooiiiiii
Gidi tinh:................ DaAn tOC: . .cieiiiiiieeceeeee e Qudc tich: wovveeeeenene.

17 ) TR TP OTR T UPTT

To6i cam doan nhitng ndi dung khai trén day la ding su that va chiu trdch nhiém trudc phéap
luat vé cam doan cta minh.

Lam t@i: ....ccooovvoiiiiiin, , hgay ...... thang ..... nam ..........
Nguoi yéu ciu
(Ky, ghi ro ho, chir
dém, tén)
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QUY TRINH M3 hiéu: QT-11/HT
UBND PHUONG

LONG TRUGNG Thay dbi, cai chinh, b6 sung | Lanbanhanh 01
thong tin h tich Ngay ban hanh:  21/7/2023

Y kién clia ngudi duoc thay déi ho, chit dém, Y kién coa cha va me (néu thay ddi ho,
tén (néu ngudi dé tr a0 9 tudi trd 1én); xéc chir dém, tén cho nguoi dudi 18 tuodi)

dinh lai dan tdc (néu ngudi dé tir dd 15 tudi

dén dU‘dl 18 tUéI) .....................................................................................

thay d«
xac dinh lai dan toc.

(@ Ghi theo noi dang ky thudng tra; néu khong cé noi dang ky thudng tra thi ghi
theo noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky
tam tru thi ghi theo noi dang sinh song.

) Ghi thong tin vé glay to ty than, ghi rd sb, co quan cip, ngay cap ho chleu
chimg minh nhan dan hodc g1ay to hop 1¢ thay thé (Vi du: Chimg minh nhan dan sb
001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2004).

) Ghi rd noi dung loai viéc dé nghi diang ky.

Vi du: thay ddi ho, tén/ cai chinh phén khai vé chit dém cua nguoi me/ xac dinh lai
dan toc/ bo sung phan khai vé nidm sinh cta nguoi cha.

®) Ghi 6 loai viéc ho tich da ding ky trude day co lién quan.

Vi du: Pa dang ky khai sinh tai UBND xa Ha Hbi, huyén Thuong Tin, thanh phd
Ha Noi ngay 05 thang 01 nam 2015, s6 10 quyén s6 01/2015.

©) Ghi rd ndi dung thay di, cai chinh ho tich, bd sung théng ho tich, xac dinh lai dan
toc

Vi dy: - Pugc thay d6i ho tir Nguyén Van Nam thanh Vil Van Nam.

- Pugc cai chinh nam sinh tir 1975 thanh 1976
(M P& nghi danh ddu X vao 6 néu c6 yéu cau cip ban sao va ghi rd sb lugng.
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QUY TRINH M3 hiéu: QT-11/HT
UBND PHUONG ] 2 X ‘
LONG TRUONG Thay doi, cii chinh, bo sung | Lanbanhanh 01
thong tin h tich Ngay ban hanh:  21/7/2023

NQI DUNG MAU HQ TICH BIEN TU TUONG TAC THU'C HIEN PANG KY
THAY POI, CAI CHINH, BO SUNG THONG TIN HQ TICH, XAC PINH LAI
DAN TOC
I. Thong tin vé nguoi yéu cau ding ky thay déi, cai chinh, bd sung thong tin h tich,

xac dinh lai dan toc
(1) Ho, chir dém, tén;
(2) S6 dinh danh c4 nhan;

3) Glay to tuy than: Loai glay t& str dung (CCCD/CMND/Hb chiéu/Gidy to hop 16 thay
thé); s6, ngay cip, co quan cip; ban chup dinh kém;

(4) Noi cu tra (noi thudng tra/noi tam tri/noi dang sinh séng);

(5) Quan hé véi nguoi dugce thay dbi, cai chinh, bod sung thong tin hd tich, xac dinh lai
dan tdc.

II. Thong tin vé ngudi cé ndi dung thay doi

(6) Ho, chir dém, tén;

(7) Ngay, thang, ndm sinh (tach bi¢t riéng 03 truong thong tin ngay, thdng, ndm);
(8) Gi61 tinh;

(9) Dan toc;

(10) Quéc tich;

(11) Sb dinh danh cé nhan;

(12) Glay to tuy than: Loai glay to str dung (CCCD/CMND/Hb chiéu/Gidy to hop 16 thay
thé); s6, ngay cap, co quan cip; ban chup dinh kém;

(13) Noi cu tra: (noi thudng tri/noi tam tri/noi dang sinh sdng).

I11. Thong tin vé ndi dung dé nghi ding ky thay ddi, cai chinh, bé sung thong tin hd
tich, xac dinh lai dan tjc

(14) Tén loai Gidy to ho tich da dang ky (sd, quyén sb, ngdy, thang, nim diang ky);

(15) Nbi dung dé nghi thay dbi, cai chinh ho tich, bd sung théng ho tich, xac dinh lai dan
toc;

(16) Ly do thay d6i, cai chinh ho tich, bo sung thong ho tich, xac dinh lai dan toc;
(17) Bé nghi cap ban sao:

o Co

S6 lugng ban sao yéu cau:...

o Khong

(18) Phuong thirc nhan két qua:

o Truc tiép
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QUY TRINH M3 hiéu: QT-11/HT
UBND PHUONG ) ] 5 ‘
LONG TRUONG Thay doi, cii chinh, bo sung | Lanbanhanh 01

thong tin h tich Ngay ban hanh:  21/7/2023

a Truc tuyen (ban dién tir s€ dugc gui vé Kho quan 1y dit liéu cua ca nhan/dia chi thu
dién tir/thiét bi s6/dién thoai ciia ngudi yéu cau)

0 Buu chinh (cung cip dia chi noi nhan).
(19) H so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 13 ding su that va chiu hoan toan tréch
nhiém trude phap luat vé ndi dung cam doan cua minh.

* Truong hop cac thong tin vé gidy t& chirng minh noi cu tra d3 duoc khai thac tir
CSDLQGVDC, dugc hé thong dién tu dong thi khong phai xuat trinh (theo hinh thirc truc
ti€p) hodc tai 1én (theo hinh thirc tryc tuyén).

* MAu dién tir tvong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim) hoan tat
viéc cung cap thong tin; ngudi yéu cau trudec do da dang nhap vao hé thong thong qua
viéc xac thyuc dién tur theo quy dinh.




