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UBND PHUONG

QUY TRINH

LONG TRUONG Dang ky khai sinh cho nguoi da

c6 ho so, giay to ca nhan

Ma hiéu: QT-14/HT

LAn ban hanh 01

Ngay ban hanh:  21/7/2023

1. MUC PiCH

Quy trinh dugc xay dung nham quy dinh trinh tw, phuong phap tlep nhéan va cach

thire xtr Iy hd so d6i voi thu tuc Pang ky khai sinh cho ngudi da co hé so, gidy to ca
nhan, dam bao can bo, cdng chuc thuc hién dang véi nhiém vy, quyén han duoc giao

nhéan

2. PHAM VI AP DUNG ‘ ,
Ap dung do1 voi hoat dong Dang ky khai sinh cho nguoi da c6 ho so, gidy to ca

Can bo, cdng chic thudc bd phan tiép nhan va tra két qua, cac bd phan co lién
quan thudc Uy ban nhéan dan phuong chiu trach nhi¢m thyc hig¢n quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN ISO 9001:2015

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

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhan dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua
- HT: Ho tich

5. NQI DUNG QUY TRINH

5.1

Piéu kién thwc hién Thi tuc hanh chinh

Cong dan Viét Nam cu tra trong nude, sinh trude ngay 01/01/2016, chua dugc
dang ky khai sinh, c6 ho so, giay to ca nhan (ban chinh hodc ban sao dugc
chung thuc hop 1€) nhu: glay to tuy than; S6 ho khau S6 tam tr0; gidy to khac

do co quan nha nuéc ¢6 tham quyén caa Viét Nam cap.

5.2

Thanh phén ho so

Ban
chinh

Ban
Sao

- To khai ding ky khai sinh theo miu (néu ngudi co yéu cau lya
chon ndp I hé so theo hinh thirc truc tuyén);

- Biéu mdu dién twr twong tac dang ky khai sinh (do nguoi yéu cau
cung cdp thong tin theo hudng dan trén Cong dich vu cong néu
nguoi co yéu cau lwa chon ngp ho so theo hinh thirc triec tuyén).

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

* Gidy to phdi nop:

- Vin ban cam doan cia nguoi yéu cau vé viée chua duoc dang ky
khai sinh.

- Ban sao toan b hd so, gidy to clia nguodi yéu cau hodc hd so,
gidy to, tai liéu khac trong do6 c6 thong tin li€n quan dén noi dung
khai sinh, gom: Glay ching minh nhan dan, Thé can cudc cong
dan hodc Ho chiéu; SO ho khau, SO tam tru, glay to chirng minh

X
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vé noi cu tra; Bang tt nghiép, Glay ching nhén, Ching chi, Hoc
ba, Hb so hoc tap do co quan c0 thAm quyén cp hoidc xac nhén;
glay to khac co thong tin vé ho, chir dém, tén, ngay, thang, nam
sinh cua ca nhan.
Nguoi yéu cau ding ky khai sinh c6 trach nhiém nop diy du ban
sao cac gidy to néu trén (néu c6) va phai cam doan di ndp du cac
glay to minh c6; chiu trach nhiém, hé qua cua viéc cam doan
khong dung su that.

- Trudng hop ngudi yéu cu dang ky khai sinh 13 can bd, cong
churc, vién chirc, nguoi dang cong tac trong luc lugng vii trang thi
phai c6 van ban xac nhan cua Thu trudng co quan, don vi vé viéc
nhitng ndi dung khai sinh cta nguoi do gff)m ho, chir dém, tén;
gidi tinh; ngay, thang, ndm sinh; dan toc; qudc tich; qué quan;
quan hé cha - con, me - con pht hop véi hd so do co quan, don vi
dang quan ly.

- Van ban uy quyén theo quy dinh ctia phap luét trong truong hop
ly quyén thye hién viéc dang ky khai sinh. Truong hop nguoi
dugc Uy quyén la ong, ba, cha, me, con, vo, chong, anh, chi, em
rudt ctia nguoi uy quyén thi van ban iy quyén khong phai ching
thuec.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chirmg minh nhan dan hodc Thé cin cudc cong
dan hodc cac gidy to khac ¢6 dan anh va thong tin c4 nhan do co
quan c6 thAm quyén cép, con gia tri st dung dé chimg minh vé
nhan than ciia ngudi c¢6 yéu cau dang ky khai sinh. Truong hop
cic thong tin ca nhan trong cac gidy to nay di cd trong
CSDLQGVDC, CSDLHTPT, dugc hé théng dién ty dong thi
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc tryc tuyén);
- Gidy to ¢ gid tri chitng minh thong tin vé cur trii trong truong hop
co quan ddng ky hé tich khéng thé khai thic dwoc théng tin vé noi
cw tru cua cong dan theo cac phuwong thirc quy dinh tai khoan 2
Diéu 14 Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 ciia Chinh
phii. Truong hop cdc thong tin vé gidy 1o ching minh noi cu tri da
dwoc khai thdac tw co so dir liéu quoc gia vé dan cu bang cdc
phuwong thire nay thi nguoi cé yéu cau khéng phdi xudt trinh (theo
hinh thire truec tiép) hodc tdi Ién (theo hinh thirc triec tuyén).
Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao c6 ching thyc cac gidy to phai xut trinh néu trén.
*Luuy
- P6i v6i gidy to nop, xuat trinh néu nguoi yéu cau nop ho so
theo hinh thuc truc tiép:
+ Dbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan
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¢6 trach nhiém kiém tra, dbi chiéu voi thong tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xuat trinh, khong dugce yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Ngudi yéu ciu ding ky ho tich Iy thé ‘nop ban sao ching thyc
ttr ban chinh hodc ban sao dugc cap tir s6 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 xac
nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

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

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

+ Ban chup cdc gidy to giri kém theo ho so ding ky khai sinh truc
tuyén phai bao dam ro nét, ddy du, toan ven vé ngi dung, la ban
chup bang may anh, dién thoai hodc dwoc chup, dwoc quét bang
thiét bi dién tur, tir gidy to dwoc cap hop l¢, con gia tri su: dung; néu
la gidy to do co quan cé tham quyén nudc ngodi cdp thi phai dwoc
hop phap héa lanh sw, dich sang tiéng Viét theo quy dinh, triv
truong hop dwoc mzen hop phap hoa lanh su.

+ Truong hop gzay 10, tai lidu phdi giri kém trong hé so ding ky
khai sinh truc tuyén di cé ban sao dién tir hodc da cé ban dién tir
gidy to hé tich thi nguoi yéu cdu dwoc sir dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qud (Gidy khai
sinh/ban sao Glay khai sinh), nguoi co yéu cau déang ky khai sinh
phdi xudt trinh gidy to tuy thin, nép cdc gidy to la thanh phan hé so
dang ky khai sinh theo quy dinh phap ludt ho tich.

Truong hop nguoi yéu cau dang ky khai sinh khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xudt trinh
bi tay xéa, sira chita, lam gia thi co quan dang ky hé tich c6 tham
quyén hiy bé két qua ding ky khai sinh.

- Truong hop cho phép nguoi yéu cau dang ky ho tich lap van ban
cam doan vé ndi dung yéu cau dang ky ho tich thi co quan dang ky
ho tich phai giai thich & cho ngudi 1ap van ban cam doan vé trach
nhiém, h¢ qua phap ly cua viéc cam doan khong dung sy that.

Co quan dang ky h¢ tich tir chdi giai quyét hoac dé nghi co quan ¢
tham quyén hay bé két qua dang ky ho tich, néu cé co s xac dinh
nd1 dung cam doan khong ding su that.
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5.3 | S6 lwong ho so

01 b¢

5.4 | Thoi gian xir ly

05 ngay lam viéc; trudong hop phai xac minh thi thoi han giai quyét khong qua
25 ngay.

5.5 | Noi tiép nhan va tra két qua

B6 phén TN&TKQ cua UBND phuong

5.6 | Phi/Lé phi

5.000 dong/trudng hop.
Mién 1& phi ddi véi tré em, nguoi thude hd nghéo, ngudi cao tudi, nguoi khuyét
tat, nguoi thudc gia dinh c6 cong véi cach mang.

5.7 | Quy trinh xir ly cong viéc

TT Trinh tu Trach nhi€ém | Thoi gian Biéu maw/Két
qua
Truong hop khong xdc minh
Bl | Cong dan chudn bi day du hd so Theo muc 5.2
theo quy dinh ndp tai by phan Cong dan Gi6 hanh
TN&TKQ ciia UBND phuong (truc chinh
tiép hoac truc tuyén)
B2 Tiép nhan va kiém tra tinh chinh
xac, day di cua ho so: 5
Cong chitc tiép nhan hd so kiém tra M 5850 16602’
tinh phap 1y va noi dung ho SO’ (Thong tu
- Truong hop ho so thi€u, khong . 01/2018/TT-
hop 1¢ thi cong chire tiép nhan ho 72 ngay VPCP)
so huong dan cho nguoi dén nop ho B6 phan lam viée
SO hOé.I:] thién ho so theo quy dinh. TN.&TKQ
Néu ho so khong dugc bo sung,
hoan thién theo hudng dan, thi can
bo tiép nhan tir chdi nhan ho so, 13 so
viéc tur choi phai dugc ghi bang van
ban (néu rd ly do)
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- Trudng hop hd so day du, hop 16
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 ngudi ¢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 sd 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 tho”'ng co gid tri
nhiw cdc phiéu kiém sodt qud trinh
ban gidy ¢6 chit ky cdc don vi lién
quan

B3 | Thim dinh hd so: Cong chic Tu
phap — 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, cong chirc thu 1y théng bao
dén nguodi yéu cau thong qua bd
phan TN&TKQ dé hoan chinh ho

SO
- Néu ho so day dii, cac thong tin Céng chtc
hop 1€, ding quy dinh, cong chie | T, phép —

Chuyén mon thuc hién viéc ghi vao Hb tich
S6 dang ky khai sinh, cap nhat thong C
tin dang ky khai sinh va luu chinh
thirc trén Phan mém ding ky, quan
Iy hd tich dién tr dung chung, in
Gidy khai sinh, tham muu lanh dao
UBND phé duyét két qua

Ghi chi: Truong hop tiép nhan ho
so truc tuyén, céng chirc chuyén
mon gui lai biéu mau gidy khai sinh
dién tr d3 dugc dién day du thong

03 ngay
lam viéc

Mau s 02,
03, 05 (Thoéng
tu
01/2018/TT-
VPCP)

HO so

Du théo két
qua
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tin cho ngudi yéu cau qua thu dién
ttr hodc thiét bi s dé xac nhan,
trudc khi cdp nhat thong tin vao
phan mém. Nguoi yéu cau phai co
trach nhiém kiém tra, xac nhén
thong tin trén biéu mau gidy khai
sinh dién tr trong thoi gian khong
qua mot ngay

B4 | Phé duyét két qua: Xem xét, ky | Lanhdao | 01 ngay
duyét két qua cho cong dan UBND lam viéc | Giay khai sinh

phuong

B5 | Dong diu va sao luu: Tiép nhan két
qua, chuyén van thu 1y s6 dong Vin thu
dau Y ngay
S6 hoa, phat hanh vin ban va lam viéc o
chuyén vé bo phan TN&TKQ Mau s6 06
Luu hd so theo ddi (Thong tur

- 01/2018/TT-

B6 | Tra két qua cho cong dan theo quy VPCP)

dinh ‘
Ngu’cn co yell cau dang:, ky k{lal smh Bo phan Theo Keét qua
kiém tra thong tin trén Gidy khai TN&TKQ | phiéu hen
sinh, trong SO dang ky khai sinh va i
ky tén vao SO ding ky khai sinh,
nhan Gidy khai sinh
Truwong hop phdi xdc minh

B1 | Cong dan chuin bj ddy dii hd so Theo muc 5.2
theo quy dinh ndp tai bd phén Cong dan Gi0 hanh
TN&TKQ cua UBND phudng (truc chinh
tiép hodc tryc tuyén)

B2 | Tiép nhan va kiém tra tinh chinh Mau s6 01, 02,
xac, ddy dii cia hd so: 03, 05, 06
Cong chirc tiép nhan ho so kiém tra 1 ngly (Thong tu
tinh phap 1y va ndi dung ho so: o lam vise | 01/2018/TT-
- Truong hop ho so thiéu, khong B6 phan ' VPCP)

TN&TKQ

hop 1€ thi cong chuc tlep nhan hd
so huéng dan cho ngudi dén nop ho
so hoan thién ho so theo quy dinh.
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Néu hd so khong dwgc bd sung,
hoan thién theo hudng dan, thi can
bo tiép nhan tir chéi nhan hd so,
viéc tir chéi 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 nop ho so.
Néu hod so ndp theo hinh thic truc
tuyén, thi gii ngay phiéu hen tra két
qua cho nguoi c¢6 yéu cau qua thu
dién tir/tin nhan dién thoai di dong

Ho so sau khi duoc tiép nhan theo
hinh thtrc truc tiép, cong chuc tiép
nhén thuc hién sb héa hd so, luu trit
dir liéu dién tir, ky sd 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 lap
va xdc thuc trén hé tho”'ng co gid tri
nhi cdc phiéu kiém sodt qud trinh
ban gidy ¢6 chit ky cdc don vi lién
quan

HO so

B3

Tham dinh hd so: Cong chic Tu
phap — Ho tich tham dinh ho so:

- Néu hd so can giai trinh va bd
sung, can bo thy Iy hudng dan bang
van ban hoic truc tiép dé cong dan
bd sung, hoan thién

- Néu hd so dat yéu cau, Du thao
van ban d& nghi Uy ban nhan dan | Coéng chic
phuong, x4, thi trin noi nguoi dang | Tu phap —
ky da tirng dang ky khai sinh trudce Ho tich
day dé tién hanh kiém tra, x4 minh
vé viéc con Iuu gitr hodc khong luu
gitr dugc s6 ho tich; nguoi yéu ciu
da dugc dang ky khai sinh hay chua
duoc dang ky khai sinh, trinh l1&nh
dao UBND phuong xem xet
Truong hop gidy to ciia nguoi yéu

02 ngay
lam viéc

Mau s 02,
03, 05 (Thoéng
tu
01/2018/TT-
VPCP)

Ho so
Du thao van

ban dé nghi
Xac minh
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cau dang ky khai sinh khéng cé
thong tin chirng minh quan hé cha,
me, con thi co quan dang ky ho tich
c6 van ban dé nghi co quan cong
an ¢6 tham quyén xdc minh.
Truong hop co quan cong an tra
loi khong co thong tin thi co quan
dang ky hé tich cho nguwoi yéu cau
dang ky khai sinh lap van ban cam
doan vé thong tin cua cha, me va
xac dinh ngi dung khai sinh theo
van ban cam doan

B3

Lanh dao UBND phuong xem xét
hd so, ky duyét vin ban dé nghi
kiém tra, xac minh vé cac noi dung
c6 lién quan can xac minh

Lanh dao
UBND
phuong

Y ngay
lam viéc

Van ban dé
nghi xac minh

B4

Chuyén van thu 1dy sd, déng déu,
sao luu (néu can)

Chuyén vin ban d& nghi d&én co
quan, don vi can xac minh

Cong chure
TP-HT

Van thu

Y2 ngay
lam viéc

Van ban dé
nghi x4c minh

BS

Co quan, don vi c6 lién quan nhén
vian ban yéu ciu xac minh tién hanh
kiém tra, x4c minh va c6 van ban
tra 10i vé viéc con hay khong luu
giit s6 ho tich giri vé Uy ban nhéan
dan cip xa yéu cau xac minh

Co quan,
don vi co
lién quan

20 ngay
lam viéc

Van ban tra 101
Ve viéc xac
minh

B6

Tiép nhan két qua tir co quan, néu
hd so dy du, cac thong tin hop 18,
dang quy dinh, cong chic chuyén
mon thuc hién viéc ghi vao S6 ding
ky khai sinh, cap nhat thong tin dang
ky khai sinh va luu chinh thirc trén
Phan mém ding ky, quan 1y ho tich
dién tor ding chung, in Gidy khai
sinh, tham muu lanh dao UBND phé
duyét két qua

Ghi chu: Truong hop tiép nhan hd
SO truc tuyen cong chic chuyén
mon gui lai biéu mau gidy khai sinh

Cong chuc
TP-HT

Y ngay
lam viéc

HO so trinh
lanh dao
UBND
phuong
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dién tir dd duoc dién diy du thong
tin cho ngudi yéu cau qua thu dién
tir hogc thiét bi s6 dé xac nhan,
trudc khi cdp nhat thong tin vao
phan mém. Ngudi yéu cau phai co
trach nhiém kiém tra, xac nhéan
thong tin trén biéu mau gidy khai
sinh dién tr trong thoi gian khong
qua mot ngay
B7 | Lanh ‘dao UBND phubng xem x¢ét, | Lanh dao 1 ngay ,
y€u cau hinh stra (néu c0), ky duyét UBND Y Giay khai sinh
L, o . PR \ lam viéc
két qua giai quyéet ho so phuong
B8 | Chuyén van thu iy sb, dong dau, - Két qua
sao luu (néu can) va chuyén két qua Cone chire o
v& b6 phan TN&TKQ 3 ngay | - Musé 06
AR : TP-HT LD A
Luu trir ho so theo quy dinh Vin thu lam viéc (Thong tu
01/2018/TT-
VVPCP)
B9 | Tiép nhén va trao tra két qua cho B6 phan Theo gidy
nguoi diang ky theo gidy hen TN&TKQ hen

Ghi c;hd.‘ Néu fzé SO bi chdm muon thi can bg thu ly bdo cdo ldnh dao va phdi c0O phiéu
xin 10i 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 diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé Co s&
dir li¢u ho tich dién tir, ddng ky ho tich truc tuyén;

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

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo Tu phap quy dinh chi
tiét thi hanh mot sé diéu ciia Luat Ho tich va Nghi dinh s 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phi 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 s6 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
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UBND PHUONG

QUY TRINH M3 hiéu: QT-14/HT

LONG TRUONG Dang ky khai sinh cho nguoi da Lan ban hanh 01

c6 ho so, gidy to c4 nhan Ngay ban hanh: ~ 21/7/2023

tich truc tuyén;

- Thong tu sO 03/2023/TT-BTP ngay 02 thang 8 nam 2023 cua Bo Tu phap sura
d6i, bd sung mot s6 nodi dung cua thong tu s6 01/2022/TT-BTP ngay 04 thang 01
nam 2022 cua b truong bo tu phap quy dinh chi tiét mot s6 diéu va bién phap
thi hanh nghi dinh s6 87/2020/ND-CP ngay 28 thang 7 nam 2020 cua chinh phu
quy dinh vé co so dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ctia Bo Tai chinh sira doi, bo
sung mot s6 diéu cia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua B
Tai chinh huéng dan vé phi va 1& phi thudc thim quyén quyét dinh cua Hoi dong
nhén dan tinh, thanh phd truc thudc Trung wong.

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

- Nghi quyét s6 124/2016/NQ-HPND ngay 09 thang 12 nim 2016 ctia Hoi dong
nhan dan thanh phd vé cac loai phi va 1é phi trén dia ban Thanh phé H6 Chi

Minh;

- Quyét dinh sb6 52/2016/QD-UBND ngay 10 thang 12 nim 2016 ctua Uy ban
nhan dan Thanh phé ban hanh mtrc thu 10 loai phi va 7 loai 1€ phi trén dia ban
Thanh phd H6 Chi Minh.

- Quyét dinh s6 2228/QP-BTP ngay 14 thang 11 nim 2022 cua Bo truong Bo
Tu phéap cong bd tha tuc hanh chinh sira ddi, bd sung trong linh vuc Ho tich thuc
hién tai cac co quan dang ky hd tich trong nude thuoc pham vi chirc nang quan
ly cua B4 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, bo sung trong linh vuc hd
tich thuoc pham vi chirc ndng quan ly nha nudc cua Bo Tu phap.

- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mét cira, 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

TT | Tén Biéu miu

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 sé 02 — Phiéu yéu cau bé sung, hoan thién hd so
* Mau so 03 — Phiéu tir chdi tiép nhan giai quyét ho so
* Mau so 04 — Phiéu xin 15i va hen lai ngay tra ket qua
* MAu s6 05 — Phiéu kiém soat qua trinh giai quyét hd so
* Mau s6 06 — S6 theo ddi ho so

2. | To khai ding ky khai sinh (Mau ban hanh kem theo Thong tur sO 04/2020/TT-BTP
ngay 28/5/2020 cua B truong B Tu phap) néu hd 50 nop truc tiép.

3. | Biéu mdu dién tir twong tac dang ky khai sinh theo mau ban hanh kém theo Thong tu



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-14/HT
UBND PHUONG X ;
LONG TRUONG Ping Ky khai sinh cho nguoi da | Lan ban hanh 01
¢6 ho so, giay to ca nhan Ngay ban hanh:  21/7/2023

s6 03/2023/TT-BTP ngay 02 thing 8 nam 2023 (néu ndp hé so theo hinh thirc truc

tuyén).
7. HO SO LUU: Ho so luu bao gom céc thanh phan sau
TT Ho so Iwru (ban chinh hoic ban sao theo quy dinh)

1. | Thanh phan ho so can ndp theo myc 5.2

2. | Két qua giai quyét thu tuc hanh chinh

Céc hd so khac phat sinh trong qua trinh thuc hién

3. | Céc biéu mau theo co ché mot cira, mot cira lién théng duoc ban hanh kém theo
thong tu 01/2018/TT-VPCP ngay 23/11/2018

Ho so duoc luu tai bd phan mot ctr va BO phan TP-HT theo quy dinh
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QUY TRINH M3 hiéu: QT-14/HT
UBND PHUONG X ;
LONG TRUONG Ping Ky khai sinh cho nguoi da | Lan ban hanh 01
¢6 ho so, giay to ca nhan Ngay ban hanh:  21/7/2023

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

TO KHAI PANG KY KHAI SINH

KInh Uz W oo

Ho, chit dém, t8N NEWOT YEU CAU: ..o
INOT CU T @ittt bbbttt b b
GiAy tO tIY thANT ©) oottt
Quan hé vo1 nguoi dugc khai SInh: ..eeeciiii
be nghi co quan dang ky khai sinh cho nguwoi dudi day:

Ho, chir d@m, ten:..........ooiii
Ngay, thang, ndm sinh: ..........ccoccriiiiiiiiinieeee, ghi bang chir: .......ccccoooiniiiiie
Gidi tinh:............ooee. Dan toc:........cceeeeuvvrrnnnnn. QUOBEC HCR: v
INOT SINNT @) Lottt ettt ee ettt et a et sttt e e et
(@ TN T30 U= LTSRS
Ho, chir dém, tén nguwoi me: ............cooiiiiiiiiii e YT PTE
NAmM sinh: O DAN tOC: ... Quoc tich: .............
INOT CU T @) ettt en ettt n e neas
Ho, chir dém, tén nguwdi cha: ..., e
Nam sinh: O DAN tOC:....cveeenn.... Quoc tich: ..............
INOT CU T @) ettt en ettt n e neas

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day la dang su that, dugc sy thoa
thuan nhat tri cia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phap luat vé noi dung cam doan ctia minh.
Lamtai: ......................... , NQAY ........... thang ......... nam
Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)

Dé nghj cap ban sao®: C6 [, khong L]
S6 luong:....... ban
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QUY TRINH M3 hiéu: QT-14/HT
UBND PHUONG 5 ‘
LONG TRUONG Ping ky khai sinh cho nguoi @a | Lanbanhanh 01
¢6 ho so, giay to' ca nhan Ngay ban hanh: ~ 21/7/2023
Chu thich:

) Ghi 16 tén co quan ding ky khai sinh.

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

) Ghi thong tin ve gidy to tiy than cua ngudi di dang ky, ghi r6 s6, co quan cap,
ngay cip ho chleu chimg minh nhén dan hodc giay to hop 1¢ thay thé (Vi du: Chimg
minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay 20/10/2014).

*) Trudng hop sinh tai co s& y té thi ghi rd tén co so'y té va va dia chi tru s co so'y té do.

Vi du: - Bénh vién Phu san Ha NoO1i, duong La Thanh, phuong Ngoc Khanh, quan
Ba Binh, Ha Noi

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

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

Vi dy: xa Pinh Bang, huyén Tir Son, tinh Bic Ninh.

) Ghi ddy du ngdy, thang sinh ciia cha, me (néu c6).

) P& nghi danh ddu X vao 6 néu c6 yéu ciu cap ban sao va ghi rd s6 luong.




16

QUY TRINH M3 hiéu: QT-14/HT
UBND PHUONG X ;
LONG TRUONG Ping Ky khai sinh cho nguoi da | Lan ban hanh 01
¢6 ho so, giay to ca nhan Ngay ban hanh:  21/7/2023

NOI DUNG MAU HO TICH PIEN TU TUONG TAC PANG KY KHAI SINH
I. Théng tin vé ngwoi yéu ciu ding ky khai sinh
(1) Ho, chir dém, tén;
(2) S6 dinh danh c4 nhan;

3) Glay to tuy than: Loai glay to st dung (CCCD/CMND/H9 chiéu/Giay to hop 18 thay
thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(4) Noi cu tra (noi thudng tra/noi tam tri/noi dang sinh séng);
(5) Quan hé véi nguoi dugc khai sinh.

II. Thong tin vé ngwoi dwoc ding ky khai sinh

(6) Ho, chir dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam sinh; hé
thong tu dong chuyén ndi dung tir sé sang ghi bang chiy);

(8) Gi61 tinh;
(9) Dan toc;
(10) Quédc tich;

(11) Noi sinh (gén; cac truong thong tin tach biét riéng theo dia danh hanh chinh: s6 nha;
duong/pho; thon/to/ban/ap; xé,,phu’("mg, thi tran; quan, huyén, thi xa, thanh pho thudc
tinh, thanh pho thudc thanh pho truc thudc Trung wong; tinh, thanh pho truc thudc Trung
uong);

(12) Qué quan.

I11. Thong tin vé ngwdi me ciia nguwoi dwoc khai sinh

(13) Ho, chit dém, tén;

(14) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, ndm);
(15) S dinh danh c4 nhan;

(16) Glay to tuy than: Loai glay to su dung (CCCD/CMND/H$ chiéu/Giay to hop 1¢ thay
thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(17) Dan tdc;

(18) Qudc tich;

(19) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song).

IV. Thong tin vé nguoi cha ciia ngudi dwoe khai sinh

(20) Ho, chit dém, tén;

(21) Ngay, thang, ndm sinh (tach bi¢t riéng 03 truong thong tin ngay, thang, nam);
(22) S6 dinh danh c4 nhan;
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QUY TRINH M3 hiéu: QT-14/HT
UBND PHUONG X ;
LONG TRUONG Ping Ky khai sinh cho nguoi da | Lan ban hanh 01
¢6 ho so, giay to ca nhan Ngay ban hanh:  21/7/2023

(23) Glay to tuy than: Loai glay to su dung (CCCD/CMND/HO chiéu/Giay t& hop 16 thay
thé); s6, ngay, thang, nim cap, co quan cap; ban chup dinh kém;

(24) Dan tdc;

(25) Quéc tich;

(26) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh séng);
(27) Pé nghi cip ban sao:

o Co

S6 lugng ban sao yéu cau: ..

o Khong

(28) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan céc thong tin cung cap, ndi dung dé nghi diang ky khai sinh
cho tré em la ding sy that, da c6 su thdéa thuan nhat tri ciia cha, me tré theo quy dinh
phap ludt va chiu hoan toan trach nhi¢m trudc phap luat vé ndi dung cam doan cua minh.

* Truong hop cac thong tin vé giéy to chimg minh noi cu tri da dugce khai thac tur
CSDLQGVDC, dugc hé thong dién tu dong thi khong phai xuét trinh (theo hinh thirc truc
tiép) hoic tai 1én (theo hinh thirc tryc tuyén)

* Mau dién tur twong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thang, ndm) hoan tat
viéc cung cap thong tin; nguoi yéu cau trude d6 di dang nhap vao hé théng, thuc hién
xac thyuc dién tir theo quy dinh.

Nguoi yéu cau ding ky khai sinh nhan Gidy khai sinh (ban chinh) truc tiép tai co quan
dang ky ho tich.

Ban d’ién tur s tu dong gui vé Kho quén‘ly dir li€u dién tir cua ca nhan/dia chi thu dién
tu/thiét bi s6/dién thoai cua ngudi yéu cau sau khi da hoan tat thu tuc dang Ky khai sinh
tai co quan dang ky ho tich.




