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UY BAN NHAN DAN CONG HOA XA HOQI CHU NGHIA VIET NAM
TINH PAK LAK Péc lap - Tu do - Hanh phiic
Sb: /148 /QD-UBND Bak Lak, ngayAF thang 5 ndm 2017
QUYET PINH

Vé viée cong b6 thi tuc hanh chinh trong linh vee Tw phap
thudc tham quyén giai quyét cia UBND cép x4 trén dia ban tinh Pik Lik

CHU TICH U'Y BAN NHAN DAN TiNH

Can ctr Luat T4 chuc chinh quyén dija phuong ngay 19 thang 6 nam 2015;
Can cir Nghi dinh sé 63/2010/ND-CP, ngay 08 thang 6 nam 2010 ctia Chinh
pht vé kiém soat thii tuc hanh chinh; Nghi dinh sb 48/2013/ND-CP, ngay 14 théng
5 nim 2013 cta Chinh phu sta d6i, bé sung mét sé diéu cta cac Nghi dinh lién
quan dén kiém soat thi tuc hanh chinh;

Can cr Thong tu s& 05/2014/TT-BTP, ngay 07 thang 02 nam 2014 cta Bo
truéng Bo Tu phap huéng dan cong b6, niém yét thu tuc hanh chinh va bao céo vé
tinh hinh, két qua thuc hién kiém soat thu tuc hanh chinh;

Can cir Quyét dinh s6 14/2014/QD-UBND ngay 03 thang 6 nam 2014 cua
UBND tinh Bak Lik ban hanh Quy ché cong bd, cong khai tht tuc hanh chinh trén
dia ban tinh;

Xét @& nghi cua Giam ddc S Tu phép tai To trinh s6 20/TTr-STP ngay 21
thang 4 nam 2016,

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh nay thi tuc hanh chinh (TTHC) trong
linh vuc Tu phap thudc thim quyén giai quyét cia UBND cip x4 trén dia ban tinh
Dak Lik, cu thé:

- C6ng bé mé&i 02 TTHC thudc linh vuc Hanh chinh tu phap.

- Cong bd thay thé 33 TTHC da dugc cong b tai Quyét dinh sé 942/Qb-
UBND ngay 08/4/2016 cua UBND tinh.

Piéu 2. Trén co s ndi dung cong bd tai Quyét dinh nay, UBND céc x4,
phudng, thi trdn t6 chirc niém yét va trién khai 4p dung thuc hién day i cac thu
tuc hanh chinh thudc tham quyén giai quyét theo quy dinh cua phép luét.

Piéu 3. Quyét dinh ndy c6 hiéu luc thi hanh ké tir ngay ky. Cac TTHC, hosc
cac bd phén tao thanh TTHC dugc céng bo tai Quyét dinh nay c¢6 hiéu luc theo
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ngay van ban quy pham phap luat c6 quy dinh vé TTHC hodc bd phéan tao thanh
TTHC c¢6 hiéu luc thi hanh.

Trong truong hop ndi dung cia TTHC duge cong b6 tai Quyét dinh nay c6
cach hiéu khac, hoac khéng thong nhat véi ndi dung ciia TTHC dugc quy dinh tai
cac van ban quy pham phép luat c6 lién quan thi 4p dung ndi dung dugc quy dinh
tai cac van ban quy pham phap luat lién quan.

Bii bd Quyét dinh 942/QP-UBND, ngay 08 thang 4 nam 2016 cia UBND
tinh vé viéc cong bd thu tuc hanh chinh trong linh vire Tu phép thudc thdm quyén
giai quyét cia UBND cép x4 trén dia ban tinh Dak Lik.

Piéu 4. Chanh Vin phong UBND tinh; Giam dbc S& Tu phép; Cha tich
UBND cac huyén, thi x3, thanh phd; Chu tich UBND cac x4, phuong, thi trin va
cac t6 chirc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./. ~

Noi nh@n:w KT. CHU TICH
- Nhu Diéu 4;‘/ PHO CHfJ TICH
- VP UBND tinh; Y o~ :

- S& Tu phép; o '

- UBND céc huyén, TX, TP (sao gui, trién khai
dén UBND cdc xa, phuong, thi trdn thude dia ban);
- Céng thong tin dién tur tinh;

- Luu: VT, NC (N_25).




UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH PAK LAK Doc lap - Tu do - Hanh phic

THU TUC HANH CHINH TRONG LINH VU'C TU PHAP THUQC THAM QUYEN
GIAI QUYET CUA UBND CAP XA TREN DIA BAN TIiNH
(Ban hanh kém theo Quyét dinh s6:1148/0P-UBND
Ngay 17/5/2017 ciia Chii tich UBND tinh Bdk Lik)

PHAN I
DANH MUC THU TUC HANH CHINH

I. DANH MUC TTHC MOI BAN HANH

So

T Tén thu tuc hanh chinh

A. HQ tich

01 | bang ky khai sinh két hop nhan cha, me, con

02 | Ping ky khai sinh cho ngudi da c6 ho so, gidy to ca nhin

Il. DANH MUC TTHC THAY THE

So Tén thii tuc hanh chinh Tén thii tuc hanh chinh dwoc thay thé va
T sau khi thay the Quyét dinh cong bo TTHC trudc do
I. Ho tich
1 Dang ky khai sinh Dang ky khai sinh

(Ouyét dinh s6 942/0D-UBND)

bang ky khai sinh cho tré em bi bo roi

2 | Pang ky khai sinh cho tré em bi bé roi , ,
(Quyer dinh so 942/0D-UBND)

Dang ky khai sinh cho tré em sinh ra | Pang ky khai sinh cho tré em sinh ra tai
tai Viét Nam, c6 cha hodc me la cong | Viét Nam, c6 cha hoac me la cong dan Viét
dan Viét Nam thuong tra tai khu vuc | Nam thuong tra tai khu vuc bién giai, gbn

3 | bien gioi, con ngudi kia 1a cdng dan | nguoi kia la cdng dan cua nudc lang gieng
cua nudc lang giéng thuong tra tai khu | thuong trd tai khu vuc bién gidi
vue bién gioi (Quyét dinh s4 942/0P-UBND)
Dbang ky khai sinh cho tré em chua xac | Pang ky khai sinh cho tré¢ em chua x4c dinh
4 | dinh dugc cha, me duogc cha, me

(Ouyét dinh sé 942/OD-UBND)




bang ky khai sinh cho tré em sinh ra

Pang ky khai sinh cho tré em sinh ra do

5 | do mang thai ho mang thai h
(Ouyét dinh s6 942/0D-UBND)
6 | Dang ky lai khai sinh Ding ky lai viec sinh
(Quyet dinh so 942/0D-UBND)
. Ping ky két hon
7 | Pang ky két hon . .
(Quyer dinh so 942/0D-UBND)
o, Ding ky lai viéc két hon
8 | bang ky lai két hon . :
(Quyet dinh so 942/0D-UBND)
5 o | Pang ky két hon c6 yéu t6 nudc ngoai &
9 bang ky ket. hon €0 yéu t0 nuGC Ngoal | khy virc bién gi6i
o khu vuc bién gidi , ,
(Quyet dinh so 942/0P-UBND)
10 Cép Gidy x4c nhan tinh trang hon nhan | Cap Gidy xac nhén tinh trang hon nhan
(Quyét dinh s6 942/0D-UBND)
. , . Dang ky khai ti
11 | Dang ky khai tu , ,
(Quyet dinh so 942/0P-UBND)
Pang ky khai tir cho ngudi nudc ngoai | Bang ky khai tir cho ngudi nude ngoai cu
12 | cu tra tai khu vyc bién gidi tra tai khu vue bién gioi
(Quyet dinh so 942/QD-UBND)
< . L, DPang ky lai viéc tu
13 | Déng ky lai khai tir (Quyét dinh sé 942/0P-UBND)
14 | Pine ky viéc giam ho cir Ding ky viéc giam h¢ cur
(Quyét dinh s6 942/0D-UBND)
15 Pang ky viéc gidm ho duong nhién biang ky viéc giam ho duong nhién
(Quyét dinh sé 942/0D-UBND)
Ding ky cham dut viéc giam ho Ping ky thay doi/cham dut viéc giam ho
16 (Quyét dinh s6 942/0P-UBND)
17 bang ky viéc nhan cha, me, con Dang ky viéc nhan cha, me, con

(Quyét dinh s6 942/0P-UBND)
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bang ky nhan cha, me, con gitra cong
dan Viét Nam thuong trd tai khu vuc

bang ky nhan cha, me, con gitra cbng dan
Viét Nam thuong trd tai khu vuc bién giai

18 bién gidi véi cong dan nudc lang giéng | voi cong dan nudc lang gieng tiép giap voi
tiep gidp véi xa ¢ khu vuc bién gigi cia | xa ¢ khu vuc bién gidi cua Viét Nam
Viét Nam ) )
(Quyet dinh so 942/0D-UBND)
Pang ky viéc thay ddi, cai chinh ho | Dang ky viée thay doi, cai chinh h tich cho
19 | tich cho ngudi dudi 14 tudi cu tra & | nguoi dudi 14 tuoi cu tra & trong nudc
t ) . ,
rong nuoe (Quyét dinh sé 942/0P-UBND)
Bb sung ho tich cho cong dan Viét Bo sung hg tich cho cong dan Vi¢t Nam cu
oo | Nam cu trii & trong nude trd ¢ trong nude
(Quyét dinh s6 942/0P-UBND)
’1 Cép ban sao trich luc ho tich Cap ban sao trich luc ho tich

(Quyét dinh s6 942/0P-UBND)

I1. Nudi con nuoi

Pang ky viéc nudi con nudi

bang ky viéc nudi con nubi

1 . .
(Quyet dinh so 942/0D-UBND)
, Dang ky lai viéc nudi con nuoi Dang ky lai viéc nudi con nuodi
(Quyét dinh s6 942/0D-UBND)
Ping ky viéc nudi con nudi ddi véi Ping ky viéc nudi con nudi ddi voi ngudi
ngudi nudc ngoai cu tru ¢ khu vuc bién | nude ngoai cu trit & khu vuc bién gidi nude
gi6i nude lang giéng nhan tré em Viét | lang giéng nhan tré em Viét Nam cu tra &
3 | Nam cu trii & khu vuc bién gid1 cua | khu vue bién gidi cua Viét Nam lam con
Viét Nam lam con nuoi nuoi
(Quyét dinh sé 942/0D-UBND)
Ghi chi viée nudi con nudi da dang ky | Ghi chi viéc nudi con nudi da dang ky tai
tai co quan c6 tham quyén & khu vuc | co quan ¢6 tham quyén & khu vuc bién gioi
4| biéen gidi cua nudce lang giéng ctia nudce lang giéng
(Quyet dinh so 942/0D-UBND)
I11. Ching thuc
1 Chirng thyc chit ky c& nhéan Chung thuc chit ky ca nhan
(Quyét dinh s6 942/0P-UBND)
2 Chung thyc ban sao tir ban chinh cic | Ching thyuc ban sao tir ban chinh cac gidy

gidy t0, van ban do co quan c6 tham

t0, van ban do co quan c6 tham quyén cua
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quyén cua Viét Nam cap hoac chung
nhan

Viét Nam cép hodc chirng nhan
(Quyét dinh s6 942/0D-UBND)

Chung thuc hop ddng, giao dich

Chung thuc hop dong, giao dich
(Quyét dinh sé 942/0D-UBND)

Chung thyc di chic

Chung thyc di chtic
(Quyét dinh s6 942/0P-UBND)

Chung thuc van ban tur chdi nhan di
san

Chung thyc van ban tir chdi nhan di san
(Quyét dinh sé 942/0D-UBND)

Ching thyc van ban khai nhan di san

Chtrng thuc van ban khai nhan di san
(Quyét dinh s6 942/0P-UBND)

Chting thuc van ban thoa thuan phan
chia di san

Churng thyc van ban phén chia di san
(Quyét dinh s6 942/0D-UBND)

Chung thyc viée sta ddi, bo sung, huy
bo hop dong, giao dich

Chiing thuc viéc sira ddi, bd sung, hiay bo
hop dong, giao dich

(Quyét dinh s6 942/0P-UBND)




Phan II
NOI DUNG CUA TTHC MOI BAN HANH
HOAC THAY THE

I. POI VOI TTHC MOT BAN HANH
A. HQ TICH
1. Ping ky khai sinh két hop nhén cha, me, con

a) Trinh tu thyuc hién:

- Budc 1: Cong dan chuin bi hd so theo quy dinh va ndp tai B6 phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budce 2: Can b BS phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu hd
so day du thi viét Phi€u ti€p nhan va hen trd ho so. Néu ho so chua day du thi huéng dan cong
dan bo sung ho so theo quy dinh ctia phap luét.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuéc UBND cép

~

Xa.

Thoi gian 1am viéc: cac ngdy trong tuan, tir thir 2 dén thi 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phat dén 11 gio' 00 phat. Budi chiéu: Tir 13 gid 30 phat dén 16
gi0 30 phut.

b) Cach thtc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thdng buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co so phap ly: khoan 1, khoan 2 Pieu 9 Ludt Ho tich; khodn 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan hd so:

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

- Gidy chung sinh. Truong hop khong c6 gidy ching sinh thi ndp van ban ciia ngudi lam
chtng x4c nhan vé viéc sinh; néu khéng c6 ngudi lam ching thi phai ¢6 gidy cam doan vé viée
sinh.

- Giéy to, dd vat hodc chiing cur khac ching minh quan hé cha, con hodc quan hé me, con
gom:

+ Van ban cua co quan y té, co quan giam dinh hodc co quan khac c6 tham quyén xac
nhén quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai c6 thu tur, phim anh, bang, dia, dd
dung, vat dung khac chung minh mbi quan hé cha con, quan h¢ me con va van ban cam doan
ctia cha, me vé viéc tré em 1a con chung cua hai ngudi, c6 it nhat hai ngudi than thich cua cha,
me lam chung.



Ngoai thanh phan hd so néu trén, cong din can xuét trinh ban chinh mét trong cac gidy to:
Ho chiéu, chimg minh nhdn dan, thé cin cudc coéng dan hodc gidy to khac co dan anh va thong
tin c4 nhan do co quan c6 tham quyén cip, con gia tri st dung dé ching minh vé nhan than.
Trong giai doan Co s& dit liéu ho tich dién tir va Co so dir liéu qudc gia vé dan cu chua duoc
van hanh théng nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh gidy to ching
minh noi cu tri.

~ Truong hop cha, me ctia tré da dang ky két hon thi con phai xuét trinh gidy chimg nhan
két hon.
(Co s6 phap 1y: Piéu 12, Théng tie sé 15/2015/TT-BTP)
* S luong hd so: 01 bod
(Co s6 phdp 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)
d) Thoi han giai quyét: Trong thoi han 03 ngay lam viéc, truong hop phai xac minh thi
khong qua 08 ngay lam viéc.
(Co 56 phap 1y: Khoan 2 Piéu 25 Ludt HJ tich)
d) Déi tuong thuc hién thu tuc hanh chinh: C4 nhan
e) Co quan thyuc hién thu tuc hanh chinh: UBND cép Xa.
f) Co quan c6 tham quyén giai quyét: UBND cap x4.
g) Tén mau don, mau t& khai: To khai ding ky khai sinh, T khai ding ky nhan cha, me,
con.
h) L¢ phi:

- Mién 1¢ phi d6i voi trudng hop dang ky khai sinh dung han; nguoi thuc gia dinh c6
cong voi cach mang; nguoi thudc ho ngheo; nguodi khuyet tat.

- 5.000 dong d6i voi dang ky khai sinh qua han.

- 15.000 déng/truc‘mg hop ddi voi dang ky nhan cha, me, con.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thuc hién thua tuc hanh chinh: Giéy khai sinh; trich luc nhan cha, me, con.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong co.

1) Cén ctr phép 1y cta thu tuc hanh chinh:

m) Can cur phép ly cua thu tuc hanh chinh:

- Luat Ho tich.

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

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

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Ho1 (1(‘3ng nhan dan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.



CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8n NEUWOT YEU CAUS ....o.cv.ovvieeeeeeeeeeee ettt
GiAy tO tY thANT ..ottt
INOT CU T Bttt ettt ettt et e ettt r e s e

Quan hé vo1 nguot ugce Khai SINh: ...
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

Ho, chif d@m, tRI: ..o e

Gi6i tinh:.eecienen. DAN OC: weverereererrreeianenes. QuAC tich: ..o
QUE QUAN: .ttt et b bbbt bt Rt e b b e e bt ke e b e e b e nbe et e b et e ntenne e et e neas
Ho, chivr dém, tén cha: ...
Nam sinh: ........cccceeeees Dan toc: ..vvveieeeiiieeeeee QUAC tCH: oo,
INOT CU T @) ettt ettt ettt et s et e st et et e st ete st e e srestessste e ere et
Ho, chit d€m, ten me: ...,
Nam sinh: .......cccceeeens Dan tdc: .oovvvveeeiiieeeeee QUAC CR: oo
NOT CU T @) ettt ettt ettt e st e et et e st e ne st et eresbessabestenene

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc sy thoa thudn
nhét tri cta cac bén lién quan theo quy dinh phép lut.

T61 chiu hoan toan trach nhi¢m trude phap luat vé nodi dung cam doan cua minh.
Lamtai: ......................... , NQAY ........... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)



Chd thich:

) Ghi 18 tén co quan dang ky khai sinh

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

- Uy ban nhén dan quén 1, thanh phé H5 Chi Minh

() Ghi thong tin vé gidy to tiy than ciia ngudi di dang ky, ghi rd sb, co quan cp, ngay cip ho
chiéu, chirmg minh nhan dan hodc gidy to hop 16 thay thé

Vi du: Chirng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014.

®) Ghi theo dija chi dang ky thuong tri; néu khong ¢ noi ding ky thudng tra thi ghi theo dia chi
dang ky tam tru; truong hop khong c6 noi dang ky thuong trii va noi dang ky tam tra thi ghi theo dia chi
dang sinh sbng.

@ Trudong hop sinh tai co sé y té thi ghi rd tén co so y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tram y té xa Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Trudng hop sinh ra ngoai co sé y té thi ghi dia danh ctia 03 cip hanh chinh (x4, huyén, tinh), noi
sinh ra.

Vi du: xa Pinh Bang, huyén Tu Son, tinh Bic Ninh.

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

TO KHAI PANG KY NHAN CHA, ME, CON

Quan h¢ véi ngudi nhan CRA/INE/COND ... e s

P& nghi Quy co quan cong nhin nguoi c6 tén dwdi day:

LA cua ngwoi co tén dudi day:
HO, ChTt GEIM, TEIN: ....vviviicicccceec ettt bbbt et b bbb bbb bbb bbb s e b s e s s s r e ns

N OT CU T oo e e e e e e e e oo s s




GHAY 10 tUY ThANDL e e
T6i cam doan ViEC NhAN..........cceevveeiiiieeiieceene, noi trén la dang su that, tu nguyén, khong cé tranh
chép va chiu trach nhiém truée phap luat vé cam doan cua minh.

Kinh d& nghi Quy co quan ding ky.

Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

Y kién ciia ngudi hién dang 1a me hodc cha® Y kién ciia ngwdi dwoc nhan la cha, me, con®

Tai liéu guri kem theo To khai:

Chu thich:

1 Ghi 3 tén co quan ding ky;

@ Ghi theo dia chi dang ky thuong trii;; néu khong ¢6 noi diang ky thuong tra thi ghi theo dia chi dang ky tam tra; truong hop
khéng c6 noi dang ky thuong tri va noi dang ky tam trai thi ghi theo noi dang sinh song

® Ghi thong tin vé giay to tuy than nhu: ho chiéu, chimg minh nhén dan hodc gidy to hop 1¢ thay thé (vi du: Ching minh
nhan déan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2004);

“) Chi can thiét trong trurdong hop ngudi khai khong dong thoi 1a ngudi nhan cha/me/con;

®) Chi can thiét trong truong hop cha hodc me nhan con chua thanh nién hodc ngudi da thanh nién nhung mit nang lyc hanh
vi dan su, ghi y kién cua nguoi 1a cha néu me 14 ngudi yéu cau, y kién ngudi me néu cha 1a ngudi yéu ciu (trir truong hop
nguoi d6 da chét, mét tich, mét nang lyc hanh vi dan sy hoac han ché nang lyc hanh vi dan sy);

©) Chi can thiét trong truong hop ngudi dugc nhan 1a tré em tir du 9 tudi tro 1én.

2. Ping ky khai sinh cho ngudi di cé hd so, gidy to ca nhan

a) Trinh tu thyuc hién:

- Bude 1: Cong dan chuin bi ho so theo quy dinh va ndp tai Bo phan tiép nhéan va tra két
quéa thuoc UBND cép xA4.

- Budc 2: Can bo Bo phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu hd
so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua diy du thi huéng din cong
dan b6 sung ho so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuoéc UBND cap
Xa.

Thoi gian 1am viée: cac ngdy trong tudn, tir tha 2 dén thtr 6 (trir ngdy nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phat dén 11 gio 00 phat. Budi chiéu: Tir 13 gid 30 phat dén 16
g10 30 phut.



b) Cach thuc thuc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phén tiép
nhan va tra két qua thuéc UBND cép xa hodc gii hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co s6 phdp Iy: khodn 1, khoan 2 Diéu 9 Ludt HY tich; khoan 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phén, s6 luong ho so:

* Thanh phan ho so:

- T khai ding ky khai sinh theo mau.

- Vin ban cam doan ciia ngudi yéu cau vé viéc chua duge ding ky khai sinh.

- Ban sao toan bo hd so, giéy to cia nguoi yéu cau hodc hd so, giéy to, ta1 liéu khac
trong d6 co6 cac thong tin 1ién quan dén ndi dung khai sinh cua nguoi do;

- Trudng hop ngudi yéu cau dang ky lai khai sinh la can bg, cong chue, vién chirc, nguoi
dang cong tac trong luc lwong vii trang thi ngoai cac gidy to theo quy dinh tai Diém a va Diém
b Khoan nay phai c6 van ban xac nhén cua Thu truong co quan, don vi vé viéc nhitng noi dung
khai sinh ctia ngudi d6 gdm ho, chir dém, tén; gidi tinh; ngay, thang, nam sinh; dan toc; quoc
tich; qué quéan; quan hé cha - con, me - con phtt hgp v6i ho so do co quan, don vi dang quéan 1y.

- Vin ban iy quyén theo quy dinh cua phap luat trong trudng hop uy quyén thuc hién
viéc dang ky khai sinh. Truong hop nguoi dugce uy quyén 1a 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt cua nguoi uy quyen thi van ban iy quyén khong phai cong ching, ching thuc,
nhung phai c¢6 gidy to chimg minh mdi quan hé véi nguoi Gy quyén.

Ngoai thanh phan hd so néu trén, cong dan can xuét trinh ban chinh mét trong céc gidy to:
Ho chiéu, chimg minh nhdn dan, thé cin cudc cong dan hodc gidy to khac ¢ dan anh va thong
tin c4 nhan do co quan c6 tham quyén cip, con gia tri st dung dé ching minh vé nhéan than.
Trong giai doan Co s& dit liéu ho tich dién tir va Co s& dit liéu qudc gia vé dan cu chua duoc
van hanh thong nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh gidy to ching
minh noi cu tra.

Truong hop cha, me cia tré da dang ky két hon thi con phai xuét trinh gidy ching nhan
két hon.

(Co s6 phap Iy: Khodan 1, 2 Piéu 2, Piéu 8 Théng tw sé6 15/2015/TT-BTP)

* S0 luong ho so: 01 bod

(Co s6 phdp Iy: Khoan 1 Piéu 3 Nghi dinh 123/2015/ND-CP)

d) Thoi han giai quyét: Trong thoi han 05 ngay 1am viée, ké tir ngay tiép nhan hd so.
Truong hop can xac minh kéo dai thém khong qua 08 ngay lam viéc (khong tinh thoi gian gui
van ban yéu cau xac minh va thoi gian gui van ban trd 101 két qua xac minh).

(Co s6 phap 1y: Khodn 2, khoan 3 Diéu 26 Nghi dinh 123/2015/NP-CP)

d) Déi tuong thuc hi¢n tha tuc hanh chinh: C4 nhan
e) Co quan thuc hién thu tuc hanh chinh: UBND cép x4.
f) Co quan c6 thadm quyén giai quyét: UBND cap xa.
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g) Tén mau don, mau to khai: To khai dang ky khai sinh.

h) L¢ phi:

- Mién 1¢ phi ddi vé6i truong hop ding ky khai sinh dung han; nguoi thudc gia dinh co
cong véi cach mang; ngudi thude hd nghéo; ngudi khuyét tat.

- 5.000 ddng d6i voi ding ky khai sinh qué han.

(Co s6 phap ly: diém b, khoan 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thuc hién thu tuc hanh chinh: Gidy khai sinh.

k) Yéu ciu, diéu kién thuc hién thu tuc hanh chinh: Cong dan Viét Nam cu trd trong
nuée, sinh trude ngay 01/01/2016, chua dugc diang ky khai sinh, ¢6 ho so, gidy to c4 nhan (ban
chinh hodc ban sao dugc chimg thuc hop 18) nhu: gidy to tiy than; S6 ho khiu; S6 tam tra; gidy
td khac do co quan nha nude c¢6 thadm quyén cua Viét Nam cép.

(Co s6 phap 1y: Khoan 1, Piéu 8 Théng tw s6 15/2015/TT-BTP)

1) Can cur phép 1y cua thu tuc hanh chinh:

m) Can cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh chi tiét mot s6
diéu va bién phap thi hanh Luat Ho¢ tich.

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 caa Bo Tu phap quy dinh chi tiét thi
hanh mot sé diéu cua Luat Ho tich va Nghi dinh sé 123/2015/NB-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot s diéu va bién phép thi hanh Luat Ho tich.

- Nghj quyét 10/2016/NQ-HDND ngay 14/12/2016 ctia Hi dong nhan dan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

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

TO KHAI PANG KY KHAI SINH

Ho, chit dém, tén NGWOT YU CAU ......covovvvievceeeeeeeee ettt
GiAy Oty thANT ..ottt ettt et
NOT CU T @ittt ettt ettt se st e et be e tens

Quan hé vo1 nguot Guc Khai SINh: ...ocviiieiiiccc e e
Pé nghi co' quan diing ky khai sinh cho ngwoi duwéi day:

HQ, Chilt d@I, tRI: ... et

Ngay, thang, ndm sinh: .........ccccoeoviieiiiieeiieeeiee, ghi bANE ChT: oo
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Gi6i tinh:....eeveeeeeeeeenn DAN tOC: vveeeeeeeeesereeeeenens QubC tiCh: .o
QUE QUAN: .ottt ettt ettt e e b e et e et e e be e s be e s be e s beesheeaRe e e R b e eneeeReeeneeenteaneeaneeanne s
Ho,chivrdém, tén cha: ...
Nam sinh: ..........ccoeee. Dan toc: .....oovvvvvvviiiiiinnnnns Quéc tich: .

N OT CU 0L ) it e e e et e et e et ee et eeeeeeeeeeeaaeeeseeesaeeesseeeseeeeseeesseeseeeeneeessneesenesneeens

Ho, chit dém, ten me: ...,
Nam sinh: ...l Dan toc: ..vvvveveeeeeiiiee QUAC R oo

N OT CU T B oot e e e et e e et e e e e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeaaeeeeaeeesanrrees

To1 cam doan ndi dung dé nghi diang ky khai sinh trén day la dang su that, dugc sy thoa thuan
nhat tri ciia cac bén lién quan theo quy dinh phéap luat.

T61 chiu hoan toan trach nhiém trudc phap luat vé nodi dung cam doan ctia minh.
Lam tai: ........................ , NQAy ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Chd thich:

@) Ghi 16 tén co quan dang ky khai sinh

Vi du: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha Noi

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

@) Ghi thong tin vé gidy to tuy than cia ngudi di dang ky, ghi rd s, co quan cip, ngdy cip hd
chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé

Vi du: Chitng minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cip ngay 20/10/2014.

®) Ghi theo dia chi dang ky thudng tra; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi
dang ky tam tr(; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo dia chi
dang sinh sdng.

® Trudong hop sinh tai co sé y té thi ghi rd tén co s6 y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tram y té x3 Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Trudng hop sinh ra ngoai co sé y té thi ghi dia danh ctia 03 cip hanh chinh (x4, huyén, tinh), noi
sinh ra.

Vi du: xa Pinh Bang, huyén Tt Son, tinh Bic Ninh

II. POI VOI TTHC THAY THE
A.HO TICH
1. Pang ky khai sinh
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a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phan tiép nhan va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bo B6 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra ho so. Néu hd
so day du thi viét Phi€u ti€p nhan va hen trd ho so. Néu ho so chua day du thi hudéng dan cong
dan bo sung ho so theo quy dinh ctia phap luét.

- Budc 3: Cong dan nhén két qua tai B phan tiép nhan va tra két qua thuéc UBND cip

~

Xa.

Thoi gian 1am viée: cac ngdy trong tudn, tir thir 2 dén ther 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tt 7 gid 30 phat dén 11 gid 00 phat. Budi chiéu: Tir 13 gid 30 phat dén 16
gio 30 phut.

b) Cach thtc thuc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phén tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Trudng hop
giri hd so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co 56 phép y: khoan 1, khodn 2 Diéu 9 Ludt Hé tich; khodn 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh;

- Gidy chimg sinh. Trudng hop khong ¢ gidy ching sinh thi ndp vin ban cua ngudi lam
chtng xac nhan vé viéc sinh; néu khong c6 nguoi lam chimg thi phéi c6 gidy cam doan vé viéc
sinh.

- Vin ban ty quyén theo quy dinh cua phap luat trong trudng hop uy quyén thuc hién
viéc dang ky khai sinh. Truong hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vQ, ch?)ng,
anh, chi, em rudt ciia ngudi Gy quyén thi van ban uy quyén khong phai cong chimg, ching thuc,
nhung phai c6 gidy to chirng minh méi quan hé véi ngudi uy quyeén.

Ngoai thanh phan ho so néu trén, cong dan can xuat trinh ban chinh mot trong cac gidy to:
Ho chiéu, chimg minh nhan dén, thé cin cudc cong dan hoic gidy to khic c6 dan anh va thong
tin c4 nhan do co quan c6 thaim quyén cip, con gia tri st dung dé ching minh vé& nhéan than.
Trong giai doan Co s¢ dir li€u hd tich di¢n tir va Co s¢ dit li¢u qué)c gia vé dan cu chua duoc
van hanh thdng nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuit trinh gidy t& ching
minh noi cu tru.

Trudng hop cha, me cia tré da dang ky két hon thi con phai xuét trinh gidy chimg nhan
két hon.

(Co s¢ phdp Iy: Khodn 1 Piéu 16 Ludt Hé tich; Piéu 9 Nghi dinh 123/2015/NP-CP;
Khoadn 1, 2 Diéu 2 Théng tur sé 15/2015/TT-BTP)

* S lugng ho so: 01 bod
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(Co s6 phdp 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngdy.

(Co s6 phdp 1y: Khoan 2 Piéu 16 Ludt HJ tich)

d) béi tuong thuc hién thu tuc hanh chinh: C4 nhan

e) Co quan thuc hién thu tuc hanh chinh: UBND cép Xa.

f) Co quan c6 thim quyén giai quyét: UBND cap xa.

g) Tén mau don, mau to khai: To khai dang ky khai sinh.

h) L¢ phi:

- Mién 1¢ phi ddi v6i truong hop ding ky khai sinh dung han; nguoi thudc gia dinh co
cong voi cach mang; nguoi thudc h ngheo; nguoi khuyeét tat.

- 5.000 dong d6i voi ding ky khai sinh qué han.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thyc hién thi tyc hanh chinh: Gidy khai sinh.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khong cé.

1) Can cur phép 1y cua thu tuc hanh chinh:

m) Cian cir phap ly cua thu tuc hanh chinh:

- Luat Ho tich.

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

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

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi dong nhan dan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1¢ phi trén dja ban tinh Pak Lak.

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit d8m, ten NEWOT YU CAU ....c.covvvrevceceeceece et
GiAy tO Y thANT @ittt

DL 1 e 5 SRS
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Quan h¢ voi ngudi dugc Khai SINN: ......ooiiiiiiiecie e

Pé nghi co' quan diing ky khai sinh cho ngwoi duéi day:

HQ, Chil @@, tIN: ... e e
Ngay, thang, ndm sinh: .........cccccoeeviiiiiiiiiiieeee. ghi bANE ChT: oo
oL SINh: .
Gid1 tinh:....veeeeee, Dan toc: ..ccovvveeieeeeiieeenee Quéc tich: ..
L@ 1IN0 U Uy SRS
Ho,chivrdém, tén cha: ...
Nam sinh: ...l Dan toc: ...ovveeeeieeiee, QUAC R oo,
INOT CU T @) ettt ettt ettt et e et e st et et et e te st e e e besteseste e ereats
Ho, chir dém, t€n Me: ...
Nam sinh: ........cccceeeens Dan toc: ..vvvveveeeeeiiiee QUAC R oo
INOT CU T @) Lttt ettt b bbbt e bbb b et bne

To61 cam doan ndi dung dé nghi dang ky khai sinh trén day l1a dang su that, dugc su théa thuan
nhat tri cia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhiém trudc phap luat vé nodi dung cam doan ctia minh.
Lamtai: ....................... , NQAy ........... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Chd thich:

@) Ghi 15 tén co quan ding ky khai sinh

Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Dinh, Ha N6i

- Uy ban nhén dan quén 1, thanh phé H5 Chi Minh

) Ghi thong tin vé gidy to tiy than ciia nguoi di dang ky, ghi rd sb, co quan cap, ngay cip ho
chiéu, chirng minh nhan dan hodc gidy to hop 16 thay thé

Vi du: Ching minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014.

® Ghi theo dia chi ding ky thuong tra; néu khong ¢ noi dang ky thudng tra thi ghi theo dia chi
dang ky tam tra; truong hop khong cé noi dang ky thuong tri va noi dang ky tam tra thi ghi theo dia chi
dang sinh song.

@ Truong hop sinh tai co s¢ y té thi ghi 16 tén co s6 y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tramy té xa Pinh Béang, huyén Tur Son, tinh Bic Ninh.

Truong hop sinh ra ngoai co s y té thi ghi dia danh ctia 03 cip hanh chinh (x3, huyén, tinh), noi
sinh ra.
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Vi du: xa Pinh Bang, huyén Tu Son, tinh Bic Ninh.

2. Pang ky khai sinh cho tré em bi bo roi

a) Trinh tu thuc hién:

- Budc 1: Nguoi phat hién tré bi bo roi chuan bi hd so theo quy dinh va ndp tai B§ phan
tiép nhan va tra két qua thudéc UBND cép x4.

- Budce 2: Can bd Bg phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
h6 so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua ddy du thi huéng dan
cong dan bd sung ho so theo quy dinh cua phap lut.

- Budc 3: Nguoi phat hién tré bi bo roi nhan két qua tai B phan tiép nhan va tra két qua
thuoc UBND cap xa.

Thoi gian lam viéc: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phat dén
16 gio 30 phut.

b) Céch thirc thue hién: Nguoi phat hién tré bi bo roi nop hd so va nhan két qua truc tiép
tai BO phan tiép nhan va tra két qua thuoc UBND cip x3 hodc guri ho so qua hé théng buu
chinh. Truong hop giri hd so qua hé thdng buu chinh thi phai gii kém theo ban sao co ching
thuc gidy to chimg minh nhén than.

(Co s6 phap 1y: khodan 1, khodn 2 Piéu 9 Ludt HY tich; khodn 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh;

- Bién ban xac nhan viéc tré bi bo roi do co quan c6 tham quyén 1ap.

- Vin ban ty quyén theo quy dinh cua phap luat trong trudng hop ty quyén thuc hién
viéc dang ky khai sinh. Truong hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vg, chéng,
anh, chi, em rudt ctia ngudi iy quyén thi van ban iy quyén khong phai cong chimg, ching thuc,
nhung phai c6 gidy to chirng minh méi quan hé véi ngudi uy quyeén.

Ngoai thanh phan hd so néu trén, ngudi phat hién tré bi bo roi can xuit trinh ban chinh
mot trong cac gidy to: HO chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy td
khac c6 dan anh va thong tin c4 nhin do co quan c6 tham quyén cip, con gia tri sir dung dé
chirng minh vé nhan than. Trong giai doan Co s¢ dir 1iéu ho tich dién tor va Co so dit licu quéc
gia vé dan cu chua duoc van hanh théng nhét trén ca nudc, ngudi yéu cau ding ky ho tich phai
xudt trinh gidy t& chirg minh noi cu tra.

(Co s phap Iy: Khodn 1 Diéu 16 Ludt H¢ tich; Diéu 9 Nghi dinh 123/2015/ND-CP; Khodn 1, 2
Diéu 2 Thong tw so 15/2015/TT-BTP)

16



* S luong hd so: 01 bd.
(Co s6 phdp 1y: khodn 1 Piéu 3 Nghi dinh 123/2015/NP-CP)
d) Thoi han giai quyét: Trong ngay.
(Co s6 phdp 1y: khodn 3 Diéu 14 Nghi dinh 123/2015/ND-CP)
d) boi tuong thuc hién thu tuc hanh chinh: C4 nhan
e) Co quan thuc hién thu tuc hanh chinh: UBND cép x4.
f) Co quan c6 thim quyén quyét dinh: UBND cap xa
g) Tén mau don, mau to khai: To khai dang ky khai sinh
h) L¢ phi:
- Mién 1& phi ddi v6i truong hop ding ky khai sinh dung han; ngudi thudc gia dinh co
cong véi cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.
- 5.000 dong d6i voi dang ky khai sinh qua han.
(Co s6 phdp Iy: diém b, khodn 1.3, myuc 11 Ngh; quyét 10/2016/NQ-HPND)
i) Két qua thuc hién thu tuc hanh chinh: Gidy khai sinh.
k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khong co.
1) Can cur phép 1y cua thu tuc hanh chinh:
- Luéat H9 tich.

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

- Thong tu s0 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi
hanh mét so diu cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mét s6 diéu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hot ddng nhan dan tinh ban hanh
quy dinh v€ murc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

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

TO KHAI PANG KY KHAI SINH

Ho, chit d8m, ten NEWOT YU CAU ....c.covvvrevceceeceece et
GiAy t0 Y thANT @ittt ettt
INOT CU T @ittt sttt ettt ettt se st et e et be s atens

Quan hé vo1 nguoi Guc Khai SINh: ...ocviiiiicccc e
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Pé nghi co quan ding ky khai sinh cho nguwoi dudéi day:

HO, Chilr A€, tEI1: ......veiiiiiii e e

Gi6i tinh:...eeveeeeeeeeen DAN tOC: vveeeeeeeeeeereeeeeeans QubC tiCh: .o
QUEB QUAN: <.ttt ettt ettt et e et e et e et e et e e s be e be e s be e aReeeReeen b e e ne e e Reeeneeenteaneeaneeanne s
Ho, chivr dém, tén cha: ...

Nam sinh: .......cccoeeennnnn. Dan toc: .......covvveeeennnnene. Quéc tich: ...

Ho, chir d€m, t€n ME: ................ it
Nam sinh: .........ccoooee. Dan toc: ...vvvvvvvviiiiiiiiiiiiinnns Quéc tich: .

N OT CU 0L ) et e et e et et e et e e et e e e et e et e aee e e e e seeeaeeeeseeeeaseeesereesseeessneeseeeseeerinens

To1 cam doan ndi dung dé nghi diang ky khai sinh trén day la dang su that, dugc sy thoa thuan
nhat tri ciia cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trudce phap luit vé ndi dung cam doan ctia minh.
Lamtai: ....................... , NQAy ........... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

Chu thich:

() Ghi 18 tén co quan ding ky khai sinh

Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Pinh, Ha Noi

- Uy ban nhan dan quén 1, thanh phé H5 Chi Minh

@) Ghi thong tin vé gidy to tiy than clia nguoi di ding ky, ghi rd s6, co quan cap, ngay cap ho chiéu, chimg minh
nhan dan hogc gidy to hop 18 thay thé

Vi dy: Chimg minh nhan dan s6 001089123 do Cong an thanh phé Ha Noi cap ngay 20/10/2014.

@) Ghi theo dia chi ding ky thuong tri; néu khong co noi dang ky thuong trii thi ghi theo dia chi dang ky tam tri;
truong hop khong c6 noi ding ky thudng tra va noi dang ky tam tra thi ghi theo dia chi dang sinh séng.

@ Truong hop sinh tai co sé y té thi ghi rd tén co s y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tram y té xi Pinh Bang, huyén Tir Son, tinh Bic Ninh.

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

Vi du: xa Binh Bang, huyén Tu Son, tinh Bic Ninh.
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3. Pang ky khai sinh cho tré em sinh ra tai Viét Nam, ¢6 cha hoic me la cong dan
Viét Nam thwong trua tai khu vuc bién gi¢i, con nguwoi Kkia l1a cong dan cia nuwdc lang gieng
thudng tri tai khu vuc bién giéi

a) Trinh tu thuc hién:

- Budce 1: Cong dan chuin bi ho so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bo Bg phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhan va hen tra ho so. Néu ho so chua day da thi hudéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuoc UBND cap

Xa.

Th@ri gian lam viéc: cac ngay trong tuan, tir thir 2 dén ‘Ehl'r 6 gtr& ngay nghi L& theo quy
dinh). Budi sdng: Tt 7 gio 30 phat dén 11 gio 00 phat. Budi chiéu: Tu 13 gio 30 phat dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phén tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Trudng hop
giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than. Trong giai doan Co so dir liéu ho tich dién tir va Co s¢ dir liu quéc gia vé dan
cu chua dugc van hanh thong nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh
gidy to chirng minh noi cu tru.

(Co s¢ phdp 1y: Khodn 1, khoan 2 Piéu 9 Ludt Hé tich; khodn 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong hd so:

* Thanh phan ho so:

- TS khai theo mau quy dinh;

- Gidy chung sinh. Truong hop khong cé gidy ching sinh thi ndp vin ban cta nguoi lam
chtrng xac nhan vé viéc sinh; néu khong c6 nguoi lam ching thi phai co gidy cam doan vé viée
sinh.

- Vin ban thoa thuan ctia cha, me vé viéc chon quéc tich cho con. Trudng hop cha, me
chon quéc tich nude ngoai cho con thi vin ban thoa thuan phai cé xac nhan ctia co quan nha
nude ¢ thAm quyén ctia nudc ngoai ma nguoi d6 1a cong dan.

- Ban sao gidy t& chirng minh nhan than, chimg minh noi thuong tra & khu vuc bién gidi
clia cong dan nudc lang giéng.

Truong hop cha, me cia tré da dang ky két hon thi con phai xuat trinh gidy chimg nhan
ket hon.

- Vian ban oy quyén theo quy dinh cta phap luat trong truong hop ty quyén thuc hién
viéc dang ky khai sinh. Truong hop ngudi duge Gy quyén 1a 6ng, ba, cha, me, con, vo, chong,
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anh, chi, em rudt ciia ngudi Gy quyén thi van ban uy quyén khong phai cong chtng, chimg thuc,

nhung phai ¢6 gidy to chirng minh moi quan h¢ vo1 ngudi uy quyén.

Ngoai thanh phan hd so néu trén, céng dan can xuit trinh ban chinh mét trong cac gidy
td: Ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to khac co dan anh va
thong tin c4 nhan do co quan c6 thaim quyén cip, con gia tri st dung dé chimg minh vé nhan
than. Trong giai doan Co s& dir liéu ho tich dién tir va Co s¢ dit liu quéc gia vé dan cu chua
duoc van hanh thdng nhét trén ca nude, ngudi yéu cau ding ky ho tich phai xudt trinh gidy to
chirng minh noi cu tru.

Truong hop cha, me cua tré dd dang ky két hon thi con phai xuét trinh gidy ching nhin
két hon.

(C 56 phap Iy: Diéu 9; khoan 2 Diéu 17 Nghij dinh 123/2015/ND-CP;Khodn 1, 2 Diéu 2
Thong tw so 15/2015/TT-BTP)

* S6 luong ho so: 01 bo.

(Co s6 phép 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay.

(C6 s6 phdp 1y: Khodn 3 Piéu 17 Nghi dinh 123/2015/ND-CP)

d) Péi tuong thuc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thi tuc hanh chinh: UBND cép xA.

f) Co quan c6 thim quyén quyét dinh: UBND cap x3.

g) Tén mau don, mau to khai: To khai ding ky khai sinh

h) L¢ phi:

Mién 18 phi dbi voi truong hop dang ky khai sinh ding han; ngudi thudc gia dinh ¢
cong voi cach mang; nguoi thudc ho ngheo; ngudi khuyet tat.

- 5.000 dong d6i voi ding ky khai sinh qué han.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thyc hién tha tuc hanh chinh: Giy khai sinh.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong co.

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Thong tu s0 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi
hanh mot s6 dieu cua Luat HO t,ich‘va Nghi dinh s6 123/2015ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mét s6 diéu va bién phap thi hanh Luat Ho tich.
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- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi ddng nhan dan tinh ban hanh
quy dinh v€ murc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, tén NEUOT YU CAUS ......ooovvieieeeeieeeeee ettt
GiAy tO Y thANT @ittt ettt ettt
INOT CU T Bttt ettt bbb bbbt ae e
Quan hé vo1 nguot ugce khai SINh: ...
Pé nghi co’ quan ding ky khai sinh cho ngwoi duéi day:

Ho, chif d@m, tRIN: ..o e

Gi6i tinh:..eeenen. DAN OC: woveevreererreeeianeenee. QuAC tich: ..o
QUE QUAN: .ttt et R bbbt bt R b bt b e ke e b e e Rt e Rt e b e be b e R e bt nee e
Ho, chir dém, tén cha: ...
Nam sinh: .......cccoeeennnene Dan toc: .......oovvvvevennnnnne. QUAC tCH: oo,
INOT CU T @) ettt ettt et e et et e st et et e et ete st et e stetesteseetestenas
Ho, chit dém, ten me: ...
Nam sinh: ..ol Dan tdc: .coovveeeiiiieeeeee QUAC CR: oo
NOT CU T @) ettt s e st te st e s et et esesbe st etesteseare s

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc sy thoa thudn
nhat tri cia cac bén lién quan theo quy dinh phap luat.

To6i chiu hoan toan trach nhiém trudce phap luat vé ndi dung cam doan ctia minh.

Lamtai: ........................ , NQAY ........... thang ......... nam .............
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Nguoi yéu ciu
(Ky, ghi ro ho, chit dém, tén)

Chu thich:

) Ghi 3 tén co quan ding ky khai sinh

Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Pinh, Ha Noi

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

@) Ghi thong tin vé gidy to tiy than ciia nguoi di dang ky, ghi rd s6, co quan cdp, ngay cip ho chiéu, chimg minh
nhan dan hodc gidy to hop 1é thay thé

Vi dy: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014.

@) Ghi theo dia chi dang ky thuong tra; néu khong ¢ noi dang ky thuong tra thi ghi theo dia chi dang ky tam tru;
trudong hop khong c6 noi diang ky thuong tri va noi ding ky tam trd thi ghi theo dia chi dang sinh sdng.

@ Truong hop sinh tai co so y té thi ghi rd tén co s y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tram y té xa Pinh Bang, huyén Tir Son, tinh Bic Ninh.
Trudng hop sinh ra ngoai co s6 y té thi ghi dia danh ctia 03 cép hanh chinh (x4, huyén, tinh), noi sinh ra.

Vi dy: x4 Pinh Bang, huyén Tir Son, tinh Bic Ninh.

4. Pang ky khai sinh cho tré em chwa xac dinh dwgc cha, me

a) Trinh tu thyuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiéu tiép nhan va hen tra ho so. Néu ho so chwa day du thi huéng dan
cong dan bo sung ho so theo quy dinh ctua phap luat.

- Budc 3: Cong dan nhan két qua tai BO phan tiép nhén va tra két qua thugc UBND cép

~

Xa.

Th(:)ri gian lam viéc: cac ngay trong tuan, tir the 2 dé? thur ‘6 (trir ngay nghi L& theg quy
dinh). Bu6i sang: Tur 7 gio 30 phut dén 11 gio 00 phut. Budi chiéu: Tu 13 gid 30 phat dén 16
210 30 phat.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap x4 hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé théng buu chinh thi phai giri kém theo ban sao c6 chimg thyuc gidy to ching
minh nhan than.

(Co sé phdp Iy: Khodn 1, khodn 2 Diéu 9 Ludt H{ tich; khodn 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh;

- Gidy chimg sinh.

22



Trudng hop khong co gidy ching sinh thi ndp van ban ciia ngudi 1am ching xac nhan vé
viéc sinh; néu khong c6 ngudi 1am chimg thi phai co gidy cam doan vé viée sinh.

Ngoai thanh phan hd so néu trén, cong dan can xuét trinh ban chinh mét trong céc gidy to:
Ho chiéu, chimg minh nhan dén, thé cin cudc cong dan hoic gidy to khic c6 dan anh va thong
tin c4 nhan do co quan c6 tham quyén cip, con gia tri stt dung dé chting minh vé nhan than.
Trong giai doan Co s& dir liéu ho tich dién tir va Co so dir liéu qubc gia vé dan cu chua duoc
van hanh théng nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh gidy to ching
minh noi cu tru.

(Co s6 phdp 1y: Piéu 9; Diéu 15 Nghi dinh 123/2015/NP-CP

*S6 luong ho so: 01 bd.

(Co s6 phdp 1y: khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay.

(Co s6 phdp 1y: Piéu 15 Nghi dinh 123/2015/ND-CP)

d) Béi twong thyc hién thu tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xa

f) Co quan c6 tham quyén quyét dinh: UBND cip xA.

g) Tén mau don, mau to khai: To khai ding ky khai sinh

h) L¢ phi:

- Mién 1¢ phi ddi v6i truong hop ding ky khai sinh dung han; nguoi thudc gia dinh co
cong voi cach mang; nguoi thudc h ngheo; ngudi khuyet tat.

- 5.000 dong d6i voi dang ky khai sinh qua han.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thuc hién thu tuc hanh chinh: Gidy khai sinh.

k) Yéu cau, diéu kién thyuc hién thi tuc hanh chinh: Khong co.

1) Can cu phép 1y cua thu tuc hanh chinh:

- Luat Ho tich.

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 caa B Tu phap quy dinh chi tiét thi

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

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi QSng nhan dan tinh ban hanh
quy dinh vé muc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc
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TO KHAI PANG KY KHAI SINH

Ho, chit d8m, ten NGWOT YU CAUL ....c.covvvevceeeeeeeee ettt see s
GIAY 1O Y thAN: @ittt en et
NOT CU T B bbbttt ettt b e e bbb b s e

Quan hé vo1 nguoi uoc Khai SINh: ...ocviiiiiiiccc e
Pé nghi co quan ding ky khai sinh cho nguwoi duéi day:

HOQ, Chir A€, t€I12 ......veiiiiiii e e

Gio1 tinh:....cooeeennnnn. Dan toc: ... Quéc tich: ..
L@ 1= o[- oSSR S SRR
Ho, chivr dém, tén cha: ...
Nam sinh: .......ccccooeeee. Dan toc: .....oovvvvvviiiiiiinnnns Quéc tich: ...
NOT CU AT B) Lottt sttt a et e e s e st et e e et e ss et et esesaebese st eseenate e sens
Ho, chir d€m, t€n M@: ...t
Nam sinh: ..o Dan toc: .ooovvveeeiiieeeeee. QUAC HCR: oo
INOT CU T @) ettt ettt et e et et e st et et e et e te st e e s restessste e ereats

T61 cam doan ndi dung dé nghi dang ky khai sinh trén day la dang su that, dugc sy thdéa thuan
nhat tri ciia cac bén lién quan theo quy dinh phap luat.

T61 chiu hoan toan trach nhi€ém trudce phap luat vé ndi dung cam doan cua minh.

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

Chd thich:
™ Ghi 15 tén co quan dang ky khai sinh
Vi du: - Uy ban nhan dan phuong Pi¢n Bién, Ba Dinh, Ha Noi
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- Uy ban nhan dan quén 1, thanh phé H Chi Minh

@ Ghi thong tin vé gidy to tiy than cta ngudi di dang ky, ghi 0 s0, co quan cép, ngay cép ho chiéu, ching minh
nhan dan hodc gidy to hop 1é thay thé

Vi dy: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha Ni cap ngay 20/10/2014.

®) Ghi theo dia chi ding ky thuong tr; néu khong c6 noi dang ky thuong trii thi ghi theo dia chi dang ky tam tri;
truong hop khong c6 noi diang ky thuong tri va noi dang ky tam trd thi ghi theo dia chi dang sinh sdng.

@ Truong hop sinh tai co s¢ y té thi ghi 1 tén co s y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tramy té x4 Pinh Bang, huyén Tur Son, tinh Bic Ninh.

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

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

5. Pang ky khai sinh cho tré em sinh ra do mang thai ho

a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi ho so theo quy dinh va ndp tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhan ho so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhdn va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan bo sung ho so theo quy dinh ctia phép luit.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuoc UBND cap

Xa.

Thot gian lam vige: cac ngay trong tuan, tir thr 2 dép thtr 6 (trr ngay nghi Lé theo quy
dinh). Bu6i sang: Ttur 7 gio 30 phut dén 11 gio 00 phut. Budi chiéu: Tur 13 gid 30 phat dén 16
gio 30 phat.

b) Cach thirc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than. Trong giai doan Co so dir liéu hd tich dién tir va Co s dir liéu quéc gia vé dan
cu chua dugc van hanh thong nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh
gidy to chirng minh noi cu tru.

(Co s6 phap 1y: khodan 1, khodn 2 Piéu 9 Ludt HY tich; khodn 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong hd so:

* Thanh phan ho so:

- T khai theo mau quy dinh

- Gidy chung sinh. Truong hop khong c6 gidy ching sinh thi ndp vin ban cta nguoi lam
chtng xac nhan vé viéc sinh; néu khong c6 ngudi lam ching thi phai ¢6 gidy cam doan vé viée
sinh.

- Van ban xac nhan ctia co sé' y té da thyuc hién k¥ thuat ho tro sinh san cho viéc mang
thai ho. Phan khai vé cha, me cua tré duge xac dinh theo cap vo chéng nho mang thai ho.

Truong hop cha, me cia tré da dang ky két hon thi con phai xudt trinh gidy ching nhan
két hon.
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- Vin ban oy quyén theo quy dinh cua phap luat trong trudng hop ty quyén thuc hién
viéc dang ky khai sinh. Truong hop nguot duge uy quyén la 6ng, ba, cha, me, con, vg, chéng,
anh, chi, em rudt ciia ngudi Gy quyén thi van ban ty quyén khong phai cong chimg, ching thuc,
nhung phai c¢6 gidy to chimg minh mdi quan hé véi nguoi uy quyén.

Ngoai thanh phan hd so néu trén, cong dan can xuat trinh ban chinh mot trong cac gidy
td: HO chiéu, chirng minh nhan dan, thé cin cudc cong dan hodc gidy to khac c6 dan anh va
thong tin c4 nhan do co quan c6 tham quyén cip, con gi tri sir dung dé ching minh vé nhan
than. Trong giai doan Co s& dit liéu ho tich dién tir va Co so dir liéu qubc gia vé dan cu chua
dugc van hanh thong nhat trén ca nudc, nguoi yéu cau dang ky ho tich phai xuat trinh gidy to
chirng minh noi cu tru.

(Co 56 phdp ly: Diéu 9; khoan 1 Diéu 16 Nghi dinh 123/2015/ND-CP;Khoan 1, 2 Diéu
2 Thong tw so 15/2015/TT-BTP)

*S6 luong ho so: 01 bd.

(Co s6 phdp 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay.

(Co s6 phdp 1y: Khodn 2 Piéu 16 Nghi dinh 123/2015/ND-CP)

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép Xa.

f) Co quan c6 thim quyén quyét dinh: UBND cép xa.

g) Tén mau don, mau to khai: To khai ding ky khai sinh

h) L¢ phi:

- Mién 1& phi ddi voi truong hop dang ky khai sinh ding han; nguoi thudc gia dinh co
cong voi cach mang; nguoi thudc ho ngheo; ngudi khuyet tat.

- 5.000 dong d6i véi dang ky khai sinh qué han.
(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thuc hién thu tuc hanh chinh: Giay khai sinh.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong co.

1) Can ctr phap ly cta thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 diéu cua Luat HY tich va Nghi dinh s0 123/2015/ND-CP ngay 15/11/2015 cuia
Chinh phu quy dinh chi tiét mot so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HDND ngay 14/12/2016 cta Hoi dong nhan dén tinh ban hanh
quy dinh vé murc thu céc loai phi va 1€ phi trén dia ban tinh DBak Lak.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY KHAI SINH

Ho, chit dém, t8N NEUWOT YEU CAUS ....o.cv.vvieeeceeeeeeeeee et en e
GiAy tO tY thANT @ittt ettt
INOT CU T @ttt sttt ettt b et re e
Quan hé vo1 nguot Gugce khai SINh: ...ooeiiiiieec e
Pé nghi co’ quan diing ky khai sinh cho ngwoi duwéi day:

Ho, chif d@m, tRIN: ..o e

Gi6i tinhi.cecenen. DAN OC: cvvvvererrirrireeeeeenes QuAC tich: ..o
QUE QUAN: .ttt et b e bbbt Rt b bt b e e b e e b e e Rt e R e e b e b e b e b e re b neenras
Ho, chirdém, tén cha: ...
Nam sinh: ...l Dan toc: ..vvvveeeeiiieeeee, QUAC HCH: oo,
INOT CU T @) ettt ettt ettt et s et e st et et e st ete st e e srestessste e ere et
Ho, chit dém, ten me: ...
Nam sinh: ........cccooveeee. Dan toc: ....vvvvvvrirvririiiiiiinnnes Quéc tich: .
NOT CU T @) ettt se st ete st e s et et eresbe st etestensare e

T6i cam doan ndi dung dé nghi dang ky khai sinh trén day la ding sy that, dugc sy thoa thudn
nhat tri cia cac bén li€n quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trude phap luit vé ndi dung cam doan ciia minh.
Lamtai: ......................... , NQAY ........... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)
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Chu thich:

@ Ghi 16 tén co quan dang ky khai sinh

Vidu: - Uy ban nhan dan phuong Dién Bién, Ba Pinh, Ha Noi

- Uy ban nhan dan quén 1, thanh phd H5 Chi Minh

@) Ghi thong tin vé gidy to tiy than ciia ngudi di diang ky, ghi rd s6, co quan cp, ngay cap ho chiéu, chimg minh
nhén dan hogc gidy to hop 18 thay thé

Vi dy: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014.

@) Ghi theo dia chi dang ky thuong tra; néu khong ¢ noi dang ky thuong tra thi ghi theo dia chi diang ky tam tru;
truong hop khong cé noi diang ky thudng tri va noi dang ky tam tra thi ghi theo dia chi dang sinh song.

@) Truong hop sinh tai co so y té thi ghi rd tén co sd y té va dia danh hanh chinh

Vi du: - Bénh vién Phu san, Ha Noi

- Tram y té xa Pinh Bang, huyén Tir Son, tinh Bac Ninh.
Truong hop sinh ra ngoai co so y té thi ghi dia danh ctia 03 cap hanh chinh (x3, huyén, tinh), noi sinh ra.
Vi du: xa Binh Bang, huyén Tu Son, tinh Bic Ninh.

6. Pang ky lai khai sinh

a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi ho so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhéan ho so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhan va hen trd ho so. Néu ho so chua day du thi huéng dan
cong dan bo sung ho so theo quy dinh ctia phép luit.

- Budce 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thugc UBND cép

Xa.

Thot gian lam viée: cac ngay trong tuan, tir thir 2 dén thtr 6 (trir ngay nghi Lé theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gid 00 phat. Budi chiéu: Tur 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai gui kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co sé phdp 1y: Khodn 1, khodn 2 Piéu 9 Ludt H¢ tich; khodn 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 lwong hd so:

* Thanh phan ho so:

- T& khai theo miu quy dinh, trong d6 c6 cam doan cta ngudi yéu cu vé viéc da ding
ky khai sinh nhung nguoi d6 khong luu gitt duoc ban chinh Gidy khai sinh;

- Ban sao toan b hd so, gidy t& ctia ngudi yéu cau hodc ho so, gidy to, tai lidu khéac
trong d6 c6 cac thong tin lién quan dén ndi dung khai sinh cta ngudi d6 gdm:

+ Ban sao Gidy khai sinh do co quan c6 thAim quyén ctia Viét Nam cip (ban sao dugc

cong chung, chimg thuc hop 18, ban sao duogc cap tir S6 dang ky khai sinh).
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+ Ban chinh hoic ban sao gidy t& c6 gia tri thay thé Gidy khai sinh dugc cap trudc nam
1945 & mién Béc va trudc ndim 1975 & mién Nam.

+ Trudng hop nguoi yéu cau dang ky lai khai sinh khong c6 gidy to néu trén thi gidy to
do co quan c6 tham quyén cta Viét Nam cap hop 1é sau ddy 1a co s& dé xac dinh noi dung ding
ky lai khai sinh:

° Giéy chirng minh nhan dan, Thé can cudc cong dan hoac HO chiéu;

e S6 ho khau, SO tam tra, giéy to chirng minh vé noi cu tri;

e Bing t6t nghiép, Gidy chirmg nhin, Chimg chi, Hoc ba, Hd so hoc tip do co quan dao
tao, quan 1y gido duc c6 thdm quyén cip hoidc xac nhén;

° Gifiy to khac c6 thong tin vé ho, chit dém, tén, ngay, thang, ndm sinh cua ca nhan;

e Giay to chitmg minh quan hé cha con, me con.

Nguoi yéu ciu dang ky lai khai sinh c6 trach nhiém ndp diy du ban sao cc gidy to néu
trén (néu co) va phai cam doan da nop du cac gidy to minh c6. Truong hop ngudi yéu cau ding
ky lai khai sinh cam doan khong dung su that, c¢6 ¥ chi ndp ban sao gidy to c6 loi dé dang ky lai
khai sinh thi viéc dang ky lai khai sinh khong c6 gia tri phap 1y.

- Trudng hop ngudi yéu cau dang ky lai khai sinh 13 can b, cong chtic, vién chirc, nguoi
dang cong tac trong luc lugng vii trang thi ngoai cac gidy to néu trén phai co vin ban xac nhan
ciia Thu trudng co quan, don vi vé viéc nhitng ndi dung khai sinh ctia nguoi d6 gém ho, chir
dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich; qué quan; quan hé cha - con, me -
con phul hop véi ho so do co quan, don vi dang quan 1y.

- Vin ban oy quyén theo quy dinh cua phap luat trong truomg hop ty quyén thuc hién
viéc dang ky lai khai sinh. Truong hop ngu:(‘)’i dugc uy quyén la 6ng, ba, cha, me, con, vg,
chdng, anh, chi, em rudt cua ngudi Uy quyén thl van ban uy quyén khong pha1 cong chung,
chtng thuc, nhung phai ¢ gidy to chimg minh mdi quan hé véi nguoi Gy quyén.

Ngoai thanh phan hd so néu trén, cong dan can xuat trinh ban chinh mot trong cac gidy
td: HO chiéu, chitng minh nhan dan, thé cin cudce cong dan hodc gidy to khac c6 dan anh va
thong tin c4 nhan do co quan c6 thAm quyén cép, con gia tri st dung dé ching minh vé nhan
than. Trong giai doan Co s& dif liéu ho tich dién tir va Co so dir liéu qubc gia vé dan cu chua
dugc van hanh thong nhat trén ca nudc, nguoi yéu cau dang ky ho tich phai xuat trinh gidy to
chung minh noi cu tra.

(Co s6 phdp 1y: Diéu 9, khoan 1 Piéu 26 Nghi dinh 123/2015/NP-CP;khoan 1, khodn 2,
Piéu 2, khoan 1, khodn 2, khodn 3 Piéu 9 Théong tw 15/2015/TT-BTP)

* S0 luong ho so: 01 bo.
(Co so phap ly: Khoan 1 Piéu 3 Nghi dinh 123/2015/ND-CP)

d) Thoi han giai quyét: Trong thdi han 05 ngay lam viéc, ké tir ngay tiép nhan hd so.
Truong hop can xac minh kéo dai thém khong qua 08 ngay lam vi¢c (khong tinh thoi gian gui
van ban yéu cau xac minh va thoi gian gui van ban trd 101 két qua xac minh).
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(Co 56 phdp 1y: Khodn 2, khodan 3 Diéu 26 Nghi dinh 123/2015/NP-CP)

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xi.

f) Co quan c6 thim quyén quyét dinh: UBND cap xa

g) Tén mau don, mau to khai: To khai dang ky lai viéc sinh

h) Lé phi: 5.000 déng/ truong hop.

Mién 1 phi dbi v6i ngudi thude gia dinh c6 céng v6i cach mang; ngudi thude hd nghéo;
ngudi khuyét tat.

(Co s6 phap ly: diém b, khoan 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thuc hién thu tuc hanh chinh: Giay khai sinh.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

- Viéc khai sinh dd dugc ding ky tai co quan c6 thdm quyén cta Viét Nam trudc ngay 01
thang 01 ndm 2016 nhung S6 ho tich va ban chinh gidy to ho tich déu bj mat thi duoc ding ky
lai.

- Nguoi yéu cau dang ky lai khai sinh ¢6 trach nhiém ndp day da ban sao gidy to, tai liéu
c¢6 noi dung lién quan dén viéc dang ky lai.

- Viéc ding ky lai khai sinh chi duoc thuc hién néu ngudi yéu cau ding ky con séng vao
thoi diém tiép nhan ho so.

(Co s6 phdp 1y: Diéu 24 Nghi dinh 123/2015/NP-CP)

1) Can cu phép 1y cua thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap quy dinh chi tiét thi

hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015ND-CP ngay 15/11/2015 cua
Chinh phua quy dinh chi tiét mét so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HDND ngay 14/12/2016 ciia Hoi dong nhan dan tinh ban hanh
quy dinh vé murc thu céc loai phi va 1€ phi trén dia ban tinh Dak Lak.

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI KHAI SINH

Kinh glri: @ oo

Ho, chir dém, té€n NEUOT YEU CAU: ......ooovviiiiiiii i

GiAy Oty thAN: @ittt
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NOT CU T @ittt et e st et sste st et e e e seaneas
Quan hé vo1 nguoi dugce Khai SINh: ..o

Pé nghi co quan ding ky lai khai sinh cho nguoi c6 tén dudéi day:

Gi6i tinh:...eeveeeeeeeeen DAN tOC: vveeeereeeeeereeeeenens Qudc tich: <o
L@ 0 T= N o[- oSSR S

Ho, chir dém, tén cha: ...
Nam sinh: .........ccoooee. Dan toc: ...vvvvvvvviiiiiiiiiiiiinnns Quéc tich: ..
NOT CU AT B) Lottt sttt en st ss st et e e tene s

Ho, chir dém, t€n Me: ...

Nam sinh: ........cccceeeens Dan toc: ..vvvveveeeeeiiiee QUAC CH: oo
NOT CU AT B) Lottt ettt s e et se st et esestere s

Da dang ky khai sinh tai: ©
Gidy khai sinh s6: © ... ,NQAY .......... [, Lo
Ly do @Ang KY 1AL ..o e

T61 cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhi€m trudce phéap luat

vé viéc cam doan ciia minh.

Lamtai: ....................... , NQAy ........... thang ......... nam ..............
Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
) Ghi rd tén co quan ding ky lai khai sinh
Vi du: - Uy ban nhan dan phudng Dién Bién, Ba Dinh, Ha Noi
- Uy ban nhan dan quén 1, thanh phd H6 Chi Minh
@) Ghi thong tin vé gidy to tiy than ciia nguoi di dang ky, ghi rd s6, co quan cap, ngay cap ho chiéu, chimg minh
nhan dan hogc gidy to hop 1é thay thé

Vi dy: Chimg minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004.

®) Ghi theo dia chi ding ky thuong trii; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi dang ky tam tra;
truong hop khong c6 noi diang ky thuong tri va noi dang ky tam tra thi ghi theo dia chi dang sinh song.

) Trudng hop sinh tai co s¢ y té thi ghi 1 tén co so y té va dia danh hanh chinh noi sinh ra; truong hop sinh ra
ngoai co s& y té thi ghi dia danh ciia 03 cap hanh chinh (x3, huyén, tinh); truong hop khong 13 noi sinh dy du thi chi ghi dia
danh hanh chinh cép tinh.

) Ghi tén co quan di dang ky khai sinh truée day, s, ngay, thang, nim cip Gidy khai sinh truéc day (néu c6 ban sao
Gidy khai sinh)
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7. Ping ky két hon

a) Trinh tu thyuc hién:

- Bude 1: CQng dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budce 2: Can bd Bg phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhan va hen tra ho so. Néu ho so chua day da thi hudéng dan
cong dan bo sung ho so theo quy dinh ctia phap luat.

- Budc 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thuéc UBND cép

Xa.

Thot gian lam viée: cac ngay trong tuan, tir thir 2 dén thir 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phat dén
16 gio 30 phut.

~ b) Céch thire thyc hién: Hai bén nam, nix nop ho so va nhan két qua tryc tiép tai Bo phan
tiep nhan va tra két qua thuoc UBND cap xa.
(Co 56 phép ly: Khoan 1 Diéu 18 Ludt Ho tich)
¢) Thanh phan, s6 luong ho so:
* Thanh phan ho so:

- T khai déng ky két hon theo miu quy dinh; , q ‘
- Ban chinh gidy x4c nhén tinh trang hon nhan do Uy ban nhan dan cap xa c6 tham quyén

cap (d6i voi truong hop dang ky két hon tai Uy ban nhan dan cap x3 ma nguoi yéu cau diang ky
két hon khong thuong tra tai x&, phuong, thi tran noi dang ky két hon).

Truong hop ngudi yéu cau dang ky két hon dang cong tac, hoc tap, lao dong c6 thoi han
¢ nudc ngoai thi phai nop Giéy xac nhan tinh trang hon nhan do Co quan dai dién ngoai giao,
Co quan dai dién lanh sy cta Viét Nam & nudce ngoai cép.

- Ngoai thanh phan hé so néu trén, ngudi yéu cau ding ky két hon xuat trinh ban chinh
mot trong cac gidy to 12 ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 thdm quyén cp, con gia tri sit dung dé
chtrng minh vé nhén than. Trong giai doan Co s& dit liéu ho tich dién tir va Co so dit liéu qubc
gia vé dan cu chua duoc van hanh théng nhét trén ca nudc, ngudi yéu cau ding ky ho tich phai
xudt trinh gidy t& chimg minh noi cu tru.

(Co 56 phdp ly: Khodn 1 Piéu 18 Ludt H¢ tich; khoan 1 Piéu 2; Piéu 10 Nghi dinh
123/2015/ND-CP)

* S0 luong ho so: 01 bo.

(Co s6 phép y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay. Trudng hop can xac minh diéu kién két hon cia hai
bén nam, nir thi thoi han gidi quyét khong qua 05 ngay lam vié¢e (khong tinh thoi gian gii van
ban yéu cau xac minh va thoi gian gui van ban tra 101 két qua xac minh).

(Co s6 phép 1y: Khoan 2 Diéu 18 Ludt H9 tich)
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d) Déi twong thyc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xAi.

f) Co quan c6 thim quyén quyét dinh: UBND cip xa.

g) Tén mau don, miu to khai: To khai ding ky két hon

h) L¢ phi: khong.

i) Két qua thuc hién thu tuc hanh chinh: Gidy chimg nhan két hon.

k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:

* Hai bén nam, nit cing c6 mit khi ding ky két hon.

(Co 56 phép ly: Khoan 1 Diéu 18 Ludt Ho tich)

* Nam, nit két hon voi nhau phai tuan theo cac diéu kién sau day:

- Nam tir du 20 tudi tro 1én, nir tir du 18 tudi trd 18n;

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

- Khong bi mat nang lyc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac truong hop cim két hon theo quy dinh cia
Luét Hon nhan va gia dinh:

+ Két hon gia tao;

+ Cudng ép két hon, lira dbi két hon;

‘ + Ng}r(‘yi dang c6 vo, cb chéng @é két hon véi nguoi khac hodc chua c6 vo, chua co
chong ma két hon voi ngudi dang cé chong, co vo;

+ Két hon gitta nhitng ngudi cing dong mau vé truc hé; gitta nhimg ngudi ¢ ho trong
pham vi ba {Ib’i; gitta cha, me¢ nudi véi con n}lf)i; gilra nguoi da tung la cha, me nu(A)i’ vO1 con
nuoi, cha ch@ng v6i con dau, me vg voi con ré€, cha duong voi con riéng cua vg, me ké voi con
riéng cua chong;

(Co s6 phdp 1y: Diéu 8 Ludt Hon nhan va gia dinh nam 2014)

1) Can ctr phap ly cua tha tuc hanh chinh:

- Luat Ho tich.

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghj dinh s6 123/2015ND-CP ngay 15/11/2015 cia
Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 caa Hoi dong nhan dan tinh ban hanh
quy dinh vé muc thu céc loai phi va 1¢ phi trén dia ban tinh Dak Lik.
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CONG HOA XA HOI CHU NGHIA VIET NAM

1)

TO KHAI PANG KY KET HON

Doc l1ap — Tu do — Hanh phic

()

Thoéng tin

Bén nir A
Bén nam

Ho, chir dém, tén

Ngay, thang, nam sinh

Dan tdc

Quéc tich

Noi cu tra @

Gidy to tiry than®

Két hon lan thir may

Chung t6i cam doan nhiing 101 khai trén day la ding su that, viéc két hon cua ching t6i 1a tu nguyén,
khong vi pham quy dinh ctia Luat hon nhan va gia dinh Viét Nam.

Chung t6i chiu hoan toan trach nhiém trudc phéap luat vé cam doan cta minh.

Pé nghi Quy co quan dang ky.

Chu thich:
(1), (2) Trudng hop lam thii tuc dang ky két hon cd yéu té nude ngoai, thi phai dan dnh cua hai bén nam, nit.
(3) Ghi rd tén co quan dang ky két hon.
(4) Ghi theo noi dang ky thuong tra, néu khong c6 noi ding ky thuong trii thi ghi theo noi ding ky tam tra; trudng hop
khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh sng.
(5) Ghi thong tin vé gidy to tiy than nhu: hd chiéu, ching minh nhan dan hodc gidy to hop 18 thay thé (vi du: Chirg minh
nhéan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/1982).

,NQAY .o thang ........... nam...............
Bén nir Bén nam
(Ky, ghi r0 ho, chitr dém, tén) (Ky, ghi r0 ho, chit dém, tén)
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8. Ping ky lai két hon

a) Trinh tu thyuc hién:

- Bude 1: CQng dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Bude 2: Can bo B phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhan va hen trd ho so. Néu ho so chua day da thi hudéng dan
cong dan bo sung ho so theo quy dinh ctia phap luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuéc UBND cép

Xa.

Thot gian lam viée: cac ngay trong tuan, tir thir 2 dén tht 6 (trtr ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phat dén
16 gio 30 phut.

b) Cach thirc thyc hign: Cng dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thugc UBND cap xa.

(Co sé phép Iy: Khodn 1 Piéu 3 Ngh; dinh s¢ 123/2015/ND-CP)

¢) Thanh phan, s6 lugng ho so:

* Thanh phan ho so:

- TS khai theo mau quy dinh;

- Ban sao Gidy chting nhan két hon dugc cap trudc ddy. Néu khong cé ban sao Gidy
chtng nhan két hon thi ndp ban sao ho so, gidy t& c4 nhan ¢ cc thong tin lién quan dén nodi
dung ding ky két hon.

Ngoai thanh phan hd so néu trén, nguoi yéu cau ding ky lai viéc két hon xuét trinh ban
chinh mét trong céc gidy to 1a ho chiéu, ching minh nhan dén, thé cin cudc cong dan hoic gidy
t& khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cap, con gia tri sir dung dé
chirng minh vé nhan than. Trong giai doan Co s¢ dir liéu ho tich dién tr va Co so dit liéu quéc
gia vé dan cu chua dugc van hanh théng nhét trén ca nudc, ngudi yéu cau ding ky ho tich phai
xudt trinh gidy to chimg minh noi cu tru.

(Co s6 phap 1Iy: Khodn I Piéu 2; khoan I Diéu 27 Nghi dinh 123/2015/NP-CP).

* S lugng ho so: 01 bo.

(Co s6 phdp Iy: Khoan I Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so.
Truong hop can xac minh keo dai thém khong qua 08 ngay lam viéc (khong tinh thoi gian gui
van ban yéu cau xac minh va thoi gian gui van ban tra 101 két qua xac minh).

(Co s6 phép 1y: Khoan 2, khodn 3 Piéu 27 Nghi dinh 123/2015/NP-CP).

d) Déi tuong thuc hién tha tuc hanh chinh: C4 nhan

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xAi.

f) Co quan c6 thim quyén quyét dinh: UBND cip xa

g) Tén mau don, miu t& khai: To khai ding ky lai viéc két hon
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h) Lé phi: 20.000 dong.

Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thudc hd nghéo;
ngudi khuyét tat.

(Co s& phdp 1y: diém b, khodn 1.3, myuc 11 Ngh;i quyét 10/2016/NQ-HPND)

i) Két qua thyc hién thu tuc hanh chinh: Gidy chimg nhan ding ky két hon.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Viéc két hon da ding ky tai co quan c6 thAm quyén cta Viét Nam trudc ngay 01 thang
01 nam 2016 nhung S6 ho tich va ban chinh gidy to ho tich déu bi mat thi dugc dang ky lai.

- Nguoi yéu cau dang ky lai két hon c6 trach nhiém ndp ddy du ban sao gidy to, tai liéu
c¢6 noi dung lién quan dén viéc dang ky lai.

- Viéc dang ky lai két hon chi duogc thuc hién néu nguoi cd yéu cau con séng tal thoi
diém yéu cau ding ky lai.

(Co s6 phdp Iy: Piéu 24 Nghi dinh 123/2015/ND-CP)

1) Can cur phép 1y cua thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap quy dinh chi tiét thi

hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015ND-CP ngay 15/11/2015 cua
Chinh phua quy dinh chi tiét mét so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HDND ngay 14/12/2016 ctia Hoi dong nhan dan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

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

TO KHAI PANG KY LAI KET HON

Kinh @lri: @ oo

Ho, chit dém, tén NGWOT YU CAU ....c.ovovvveevceeeeeeeeeeeeee et
GiAy Oty thAN: @)oottt
NOT CU T @ittt st r e,

Pé nghi co’ quan diing Ky lai két hon theo ndi dung duwéi day:

Ho, chit d€m, tEN CUA V@I ......ooiiiiiiiii s et

Ngay, thang, NAm SINN: .......oooiiiiii e
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DaAn tOC: ..ovvveiiiiiieeeeeeeeeeee e Quéc tICh:

INOT CU TR ettt sttt ettt st
GHAY O Y thANIE). ...ttt ettt
K&t AN JAN T TNAY ..ottt ettt n s en st en et e s
Ho, chit d8m, ten CHA CHOIIE: ........o.i oo,
Ngay, thang, NAM SINN: ......coooiiiii e e srne e e snneas
DaAn tOC: .ovvvviiieiiieeeeeeeeeee e Quéc IO L,
[0 o1 0 4 5L T
GHAY 1O TUY thANIE) .ottt sttt
K&t NON JAN T TAY ..ottt sttt ettt e s s st en et en st an et s
Da dang Ky k&t hon tai: @ e

LY do @AnG KY LAL: ..o
T61 cam doan nhiing ndi dung khai trén day 1a ding sy that va chiu trach nhiém trude phap luat

vé cam doan cua minh.

Lamtai: ....................... , NQAy ........... thang ......... nam ..............
Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Chd thich:
@) Ghi rd tén co quan dang ky lai két hon
@ Ghi theo dia chi ding ky thuong tri; néu khong ¢ noi dang ky thudng tra thi ghi theo dia chi ding ky tam tr;
truong hop khong ¢6 noi ding ky thudng tra va noi dang ky tam tra thi ghi theo noi dang sinh song.
@) Ghi thong tin vé gidy td tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 18 thay thé (vi du: Ching
minh nhan dan s§ 001089123 do Cong an thanh phd Ha Noi cAp ngay 20/10/2004).
4 Ghi 15 tén co quan di dang ky két hon trude day.
®) Chi khai trong truong hop biét rd.

9. Ping ky két hon c6 yéu té nwéc ngoai & khu vue bién gidi

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phén tiép nhan va tra két
qua thuéc UBND cap xa.

- Bude 2: Can bo B phan tiép nhan va tra két qua tlep nhan ho so, kiém tra hd so. Néu

ho so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua ddy du thi huéng dan
cong dan bo sung hd so theo quy dinh ciia phép luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuéc UBND cép

Xa.
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Thot gian lam vige: cac ngay trong tudn, tir thir 2 dép thir 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tu 7 gio 30 phat dén 11 gio 00 phat. Buoi chiéu: Tu 13 gio 30 phat dén 16
210 30 phut.

b) Cach thir thyc hién: COng dan nop hd so va nhan két qua tryc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap xa.

(Co s6 phdp 1y: Khoan 2 Diéu 18 Nghi dinh sé 123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai ding ky két hon theo mau quy dinh (hai bén nam, nit ¢ thé sir dung 01 To khai
chung);

- Gidy to do co quan c6 tham quyén cia nude lang giéng cap khong quéa 6 thang tinh dén
ngay nhan ho so x4c nhan céng dan nudc lang giéng hién tai 13 ngudi khong c6 vo hoic khong
c6 chong;

- Ban sao gidy to chirng minh nhan than, chtimg minh noi thudng tri & khu vuc bién gidi
ctia cong dan nudc lang giéng.

Ngoai thanh phan hd so néu trén, ngudi yéu cau dang viéc két hon xuét trinh ban chinh
mot trong cac gidy to 1 ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cdp, con gia tri sit dung dé
chirng minh vé nhan than. Trong giai doan Co s& dir liéu ho tich dién tor va Co s¢ dit licu quéc
gia vé dan cu chua duoc van hanh théng nhét trén ca nudc, ngudi yéu cau ding ky ho tich phai
xudt trinh gidy t& chirg minh noi cu tra.

(Co s6 phdp 1y: Khoan I Diéu 2; khodn 2 Diéu 18 Nghi dinh 123/2015/NP-CP).

*SH lugng ho so: 01 bo.

(Co 56 phap 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thot han giai quyét: Trong thoi han 03 ngay lam viéc, ké tir ngdy nhan da hd so hop
I¢. Truong hop can xac minh thi thoi han khong qua 08 ngay lam viéc (khong tinh thoi gian gui
vin ban yéu cau xac minh va thoi gian giri van ban tra 101 két qua xac minh).

(Co 56 phép Iy: Khoan 3 Diéu 18 Nghi dinh 123/2015/NP-CP).
d) DBéi tuong thyc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thyuc hién thu tuc hanh chinh: UBND cép xa.

f) Co quan c6 thdm quyén quyét dinh: UBND cip xa.

g) Tén mau don, miu to khai: To khai ding ky két hon

h) L¢ phi: khong.

i) Két qua thyc hién tha tuc hanh chinh: Gidy ching nhan két hon.
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

* Hai bén nam, nit phai c6 mit khi dang ky két hon.

(Co s6 phép 1y: Khoan 3 Diéu 18 Nghi dinh 123/2015/NP-CP).
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* Nam, nit két hon voi nhau phai tuan theo cac diéu kién sau day:

- Nam tlr d 20 tudi tr& 1én, nit tir da 18 tudi tré 1én;

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

- Khong bi mAt nang lyc hanh vi dan sy;

- Viéc két hon khong thudc mot trong cac truong hop cim két hon theo quy dinh cua
Luat Hon nhan va gia dinh:

+ Két hon gia tao;

+ Cudng ép két hon, lira dbi két hon;

ot Ng}rc‘ri dang c6 vo, cb chéng mé két hon véi nguoi khac hodc chua c6 vg, chua co

chong ma két hon voi ngudi dang cé chong, co6 vo;

+ Két hon giita nhitng ngudi cung dong mau vé truc hé; gitra nhitng ngudi cé ho trong
pham vi ba doi; gitta cha, me nu6i voi con nudi; gitta nguoi da tung la cha, me nudi voi con
nudi, cha chong v6i con dau, me vo véi con ré, cha duong voi con riéng cua vo, me ké véi con
riéng cua chong;

(Co s6 phdp 1y: Diéu 8 Ludt Hon nhan va gia dinh nam 2014)

1) Can cur phép 1y cua tha tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghj dinh s6 123/2015ND-CP ngay 15/11/2015 cia
Chinh phu quy dinh chi tiét mét so dieéu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 caa Hoi dong nhan dan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1¢ phi trén dia ban tinh Pak Lak.

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc 1ap — Tuw do — Hanh phic

TO KHAI PANG KY KET HON
(1) 2)

Thong tin Bén nii "
g en nu Bén nam

Ho, chir dém, tén
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Ngay, thang, ndm sinh

Dan tdc

Qudc tich

Noi cu tra @

Gidy to tiry than®

Két hon 1an thir may

Chiing t6i cam doan nhiing 10i khai trén day 1a dung sy that, viéc két hon ciia ching t6i 13 ty nguyén,
khong vi pham quy dinh ctia Luét hon nhan va gia dinh Viét Nam.

Chaing t6i chiu hoan toan trach nhiém trudc phap luat vé cam doan ctia minh.

Pé nghi Quy co quan dang ky.

A 1 To - VA thang ........... nam...............
Bén nir Bén nam
(Ky, ghi r0 ho, chit dém, tén) (Ky, ghi r0 ho, chir dém, tén)

Chu thich:

(1), (2) Truong hop lam thii tuc dang ky két hon co yéu td nudc ngoai, thi phai dan anh cua hai bén nam, nit.

(3) Ghi 13 tén co quan ding ky két hon.

(4) Ghi theo noi ding ky thuong tr, néu khong co noi dang ky thuong tra thi ghi theo noi dang ky tam tra; truong hop
khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song.

(5) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1€ thay thé (vi du: Chirng minh
nhan déan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/1982).

10. Cép Gidy xac nhén tinh trang hon nhin

a) Trinh tu thyc hién:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phan tiép nhan va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bd B phéan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhdn va hen trd ho so. Néu ho so chua day du thi hudng dan
cong dan bo sung ho so theo quy dinh cta phép luat.

- Budc 3: Cong dan nhan két qua tai By phan tiép nhan va tra két qua thuoc UBND
cap xa.
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Thoi gian lam viéc: cac ngay trong tudn, tir thir 2 dén thir 6 (trr ngay nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phat dén 11 gio 00 phat. Budi chiéu: Tir 13 gid 30 phut dén 16
210 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Trudng hop
giri hd so qua hé thong buu chinh thi phai gui kém theo ban sao c6 chimg thuc gidy to ching
minh nhan than.

(Co s phdp Iy: Khodn 1, khodn 2 Diéu 9 Ludt HY tich; khoan 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phén, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh.

- Trudng hop ngudi yéu cau xac nhan tinh trang hon nhan da c6 vo hoidc chong nhung da
ly hon hodc nguoi vo hodc chong di chét thi phai xuét trinh hodc ndp gidy to hop 1é dé chimg
minh; néu thudc trudng hop Cong dan Viét Nam da ly hon, hity viéc két hon & nudc ngoai, sau
d6 vé nuée thuong tra hodc lam thu tuc dang ky két hon thi ndp ban sao trich luc ho tich tuong
ung.

- Truong hop nguoi yéu cau cip lai Gidy xac nhan tinh trang hon nhan dé sir dung vao
muc dich khac hoic do Gidy xac nhan tinh trang hon nhan da hét thoi han sir dung thi phai nop
lai Gidy x4c nhan tinh trang hon nhan di duoc cép trudce do.

- Ngoai thanh phan hd so néu trén, nguoi yéu cau xac nhan tinh trang hon nhan xut
trinh ban chinh mot trong cac gidy to 1a ho chiéu, chimg minh nhan dan, thé cin cudc cong dan
hoic gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 thAm quyén céap, con gia tri sir
dung dé chting minh vé nhan than. Trong giai doan Co s& dir liéu ho tich dién tir va Co s dir
lidu qudc gia vé dan cu chua dugce van hanh théng nhét trén ca nude, ngudi yéu cau dang ky ho
tich phai xudt trinh gidy to chirg minh noi cu tru.

(Co s¢ phdp ly: Khodn 1 Piéu 2; khodn 1, khodn 2, khodn 6 Diéu 22 Nghi dinh
123/2015/ND-CP)

* S0 luong ho so: 01 bo.

(Co s6 phap y: khoan 1 Piéu 3 Nghi dinh 123/2015/ND-CP)

d) Thoi han giai quyét: Trong thoi han 03 ngay lam viée, ké tir ngdy nhan du hod so
hop 18. Truong hop can phai xac minh, thi thoi khdng quéa 03 ngay lam viéc (khong tinh thoi
gian giri vin ban yéu cau xac minh va thoi gian giri vin ban tra 161 két qua xac minh).

(Co s6 phép Iy: Khoan 3, khodn 4 Piéu 22 Nghi dinh 123/2015/NP-CP)

d) DBéi tuong thuc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thyc hi¢n tha tuc hanh chinh: UBND cép Xa.
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f) Co quan c6 thidm quyén quyét dinh: UBND cip xa.

g) Tén mau don, mu to khai: To khai cdp gidy x4c nhén tinh trang hon nhan.

h) Lé phi: 10.000 dong.

Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thudc hd nghéo;
nguoi khuyét tat.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thyc hién thu tuc hanh chinh: Giéy xac nhan tinh trang hon nhan.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khéng

1) Can ctr phap 1y cta thu tuc hanh chinh:

- Luat Ho tich.

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot so dieu cua Luat Ho tich va Nghi dinh so 123/2015ND-CP ngay 15/11/2015 cua
Chinh phua quy dinh chi tiét mét so dieéu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HDND ngay 14/12/2016 ciia Hoi dong nhén dén tinh ban hanh
quy dinh v€ muc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI CAP GIAY XAC NHAN TiNH TRANG HON NHAN

KInh UL e

Ho, chit d8m, t8n NGUOT YEU CAUS ....oooooooooooooioooooeeeeeeeeeeeeeeeeeeeeeeeeeee oo
DAN tOC: vt Quéc HICH: o
INOT CU T B oo esee e eee s eeeeesseeneee
Quan hé véi ngudi duoc cap Gidy xac nhan tinh trang hon NhaN: ...
Pé nghi cap Gidy xac nhin tinh trang hén nhén cho nguoi cé tén duéi day:

Ho, chit @8m, tEN: ..o s Gidi tinh: ..o
Ngay, thAng, NAM SINN: ..o
INOT SITN ot
DAN tOC: ..o Quéc HICH:
GHAY O Y thAN: @
NOTCU T W) e
INGIE NERIEP: ..o oeeeeeeee e ee e
Trong thOT ZIAN CU TITL TA1 ...t
................................... tir ngdy........thang......nam .........., dén ngy ... thang ... nam® ...
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T6i cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhiém trudc phap luat vé 1o
khai cua minh.
Lam tqi: ..., NQay ... thang ......... Nnam ..o,

Nguoi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Ch thich:

@ Truong hop cong dan Viét Nam cu trii trong nude thi ghi theo noi dang ky thudng tri, néu khéng c6 noi dang ky
thuong tra thi ghi theo noi dang ky tam trt; truong hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo
noi dang sinh song.

Truong hop cong dan Viét Nam cu tra & nudc ngoai thi ghi theo dia chi thuong trii hodc tam triit & nude ngoai.

@ Ghi thong tin vé gidy to tiy than nhu: ho qhiéu, chimg minh nhan dan hogc gidy to hop 1¢ thay thé (vi du: Ching
minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

© Khai trong cac trudng hop:

- Cong dén Viét Nam dang cu trd ¢ nu6e ngoai ¢ yéu cau xac nhan tinh trang hon nhan trong thoi gian cu tra & nudc ngodi
hodc trong thoi gian cu trhi tai Viét Nam trudce khi xuat canh;

- Ngudi dang c6 vo/chong yéu cau xac nhén tinh trang hon nhan tir thoi diém du tudi dang ky két hon cho dén trude thoi diém
dang ky két hon;

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

@ Pbi voi cong fién Vie::t Nam cu tri ¢ trong nudc thi ghi o tinh trang hon nhén hién tai: dang ¢6 vo hoac co chéng;
hodc chua dang ky ket hon 1an nao; hodc da dang ky ket hon, nhung da ly hon hay nguoi kia da chét.

Dbi véi cong dan Viét Nam cu tri 6 nu6e ngoai cd yéu cdu xac nhan tinh trang hon nhéan trong thoi gian cur tri tai Viét
Nam trude khi xuat canh, thi khai v€ tinh trang hon nhén cua minh trong thoi gian dé cu tra tai noi d6 (Vi du: trong thoi gian
(010 085 1 SRS , tr ngay...... thang ..... nam ......... deén ngay ........ thang ....... nam ........ chua dang ky ket
hon véi ai).

Dbi véi cong dan Viét Nam dang cu tra ¢ nudce ngoai, ¢6 yéu cAu x4c nhén tinh trang hon nhan trong thdi gian cu tra &
nudc ngoai, thi khai vé tinh trang hon nhén cua minh trong thoi gian cu tr tai nude d6 (Vi du: trong thoi gian cu tra tai CHLB
Drtrc tir ngay ....... thang ..... nam ....... deén ngay ........ thang ....... ndm ........ khong dang ky ket hon voi ai tai Pai st quan Viét
Nam tai CHLB Duc).

®) Ghi 16 muc dich sir dung Gidy x4c nhan tinh trang hon nhan. Truong hop sir dung Gidy xac nhan
tinh trang hon nhan dé két hon, thi phai ghi rd két hon véi ai (ho va tén; ngay, thang, nam sinh; quoc
tich; noi thuong tri/tam tri1); noi dang ky két hon.
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11. Pang ky khai tir

a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va ndp tai B phéan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhéan hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhan va hen tra ho so. Néu ho so chua day du thi hudéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Bude 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuoc UBND cép

Xa.

Thoi gian lam viéc: cac ngay trong tuan, tir thir 2 dén tha 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phat dén
16 gio 30 phut.

b) Cach thtrc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimng
minh nhan than.

(Co s phdp y: Khodn 1, khodan 2 Diéu 9 Ludt HY tich; khoan 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phéan ho so:

- T khai theo mau quy dinh.

- Gidy bao tir hodc gidy to khac thay gidy bao tir.

- Vin ban oy quyén theo quy dinh cta phap luat trong truong hop ty quyén thuc hién
viéc dang ky khai ti. Truong hop nguoi dugc uy quyén 1a 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt cua nguoi uy quyen thi van ban iy quyén khong phai cong ching, ching thuc,
nhung phai c¢6 gidy to ching minh méi quan hé v6i ngudi Gy quyén.

- Ngoai thanh phan hd so néu trén, ngudi yéu cau dang ky khai tir xuét trinh ban chinh
mot trong cac gidy to 1 ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 thim quyén cdp, con gia tri sit dung dé
ching minh vé nhan than. Trong giai doan Co s¢ dir 1iéu ho tich dién tir va Co sé dir licu quéc
gia vé dan cu chua dugc van hanh thong nhét trén ca nudc, ngudi yéu cau diang ky khai tir phai
Xuat trinh gidy t& chirg minh noi cu tra.

(Co so phdp Iy: Khoan 1 Piéu 34 Ludgt H¢ tich; khodn | Diéu 2 Nghi dinh
123/2015/ND-CP;Khoan 1, 2 Diéu 2 Thong tw so 15/2015/TT-BTP)

* 86 luong hd so: 01 bo.

(Co s6 phap 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay.

(Co s6 phdp Iy: Khoan 2 Diéu 34 Ludt Ho tich)
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d) Péi tuong thuc hién tha tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép x4.

f) Co quan c6 tham quyén quyét dinh: UBND cép x4

g) Tén mau don, mau to khai: To khai dang ky khai tir

h) L¢ phi:

- Mién 16 phi dbi véi trudng hop dang ky khai tir dung han; ngudi thude gia dinh ¢6 cong
v6i1 cach mang; nguoi thudc h ngheéo; nguoi khuyet tat.

- 5.000 ddng d6i véi ding ky khai tir qua han.

(Co s6 phdp 1y: diém b, khodan 1.3, myuc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thuc hién tha tuc hanh chinh: Ban chinh trich luc ho tich.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh: Khong cé.

1) Can cur phép 1y cua thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 diéu cua Luat Ho tich va Nghi dinh s6 123/2015ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mét so dieéu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi dong nhan déan tinh ban hanh
quy dinh vé muc thu cac loai phi va 1¢ phi trén dia ban tinh Pak Lak.

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

TO KHAI PANG KY KHAI TU

Ho, chit d8m, tn NGWOT YU CAUL ...
INOT CU EIT @) e
GiAy tO 1Y thAN C) e
QuAN h& VOT NEUGT A8 CHEL: .ooooooeeeeeeeee oottt
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dudi day:

Ho, chit G8m, tE€N: ......cooooooeeeeeeeeeee e, Gidi tinh: ..o
Ngay, thdng, NAM SINN: ..o s
DAN tOC: .o Quéc tICh: o
NOT CU 0 CUST CUNE: @) ..ottt
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GHAY 1O 1Y thAN: B ettt oot

D3 chét vao 10C: oo o3 To A phuat, ngay ............... thang ... nam .................
L)1 S
NGUYEN NNAN CREL: ..ot
S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ... o (o T
......................................................................................................... cAp ngay ... thdng ... nam ...

T61 cam doan nhitng ndi dung khai trén day 1a dang sy that va chiu trach nhi¢m trudce phap luat
vé cam doan cua minh.

Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)

Chu thich:
(1) Ghi rd tén co quan thyc hién ding ky khai tir.

) Ghi theo dia chi dang ky thuong tri; néu khong c¢6 noi ding ky thuong trd thi ghi theo dia chi dang ky tam tra; truong
hop khong c¢6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.

% Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhan dan hoéc gidy to hop 1é thay thé (vi du: Chirng minh
nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).
@ Neu ghi theo Gidy béo tir, thi gach cum tur “Gidy to thay Gidy bao tir”; néu ghi theo s6 Gidy td thay Gidy béo tir thi ghi rd
tén, s6 gidy to va gach cum tir “Gidy bao ti”.

12. Pang ky Kkhai tir cho ngwoi nwéc ngoai cu tra tai khu vuc bién giai
- Bude 1: CQng dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuoc UBND cap xa.

- Budce 2: Can bd Bg phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhan va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Bude 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuoc UBND cap

Xa.

Thoi gian lam viée: cac ngay trong tuan, tir thir 2 dén tha 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gio 30 phat d&én 11 gio 00 phut. Budi chiéu: Tir 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai BO phén tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Trudng hop
giri hd so qua hé thdng buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.
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(Co s¢ phdp Iy: Khodn 1, khodn 2 Piéu 9 Ludt H¢ tich; khodan 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- T khai theo mau quy dinh;

- Ban chinh gidy bao tir hodc gidy to khac thay gidy béo tir.

- Vin ban oy quyén theo quy dinh cua phap luat trong trudng hop ty quyén thuc hién
viéc dang ky khai ti. Trudong hop nguoi duogc uy quyén la 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt cia nguoi uy quyen thi van ban iy quyén khong phai cong ching, chirng thuc,
nhung phai c¢6 gidy to chimg minh mdi quan hé véi nguoi Gy quyén.

- Ngoai thanh phan ho so néu trén, ngudi yéu cau dang ky khai tir xuét trinh ban chinh
mot trong cac gidy to 12 ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 thdm quyén cép, con gia tri sit dung dé
chirng minh vé nhan than. Trong giai doan Co s& dir liéu ho tich dién tor va Co s¢ dit licu quéc
gia vé dan cu chua duoc van hanh théng nhét trén ca nudc, ngudi yéu cau ding ky ho tich phai
xuat trinh gidy t& chirmg minh noi cu tra.

_ (Co s6 phap Iy: Khoan 1 Diéu 2; khoan 2 Piéu 20 Nghi dinh 123/2015/ND-CP,Khodn 1,
2 Diéu 2 Thong tw so 15/2015/TT-BTP)
* 86 lwong ho so: 01 bd.
(Co s6 phép 1y: Khoan I Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay. Truong hop can xac minh thi thoi han giai quyét
khong qua 03 ngay lam viéc.

(Co 56 phap 1y: Khoan 3 Piéu 20 Nghi dinh 123/2015/ND-CP)
d) Poi tuong thuc hién thu tuc hanh chinh: C4 nhan.

e) Co quan thue hién thi tuc hanh chinh: UBND cép xa.

f) Co quan c6 tham quyén quyét dinh: UBND cép x4

g) Tén mau don, miu to khai: To khai ding ky khai tir

h) L¢ phi:

- Mién 1¢& phi ddi vé6i truong hop ding ky khai tir diing han; ding ky cho ngudi thudc gia
dinh c6 cong véi cach mang; nguoi thudc ho ngheo; nguoi khuyét tat.

- 5.000 dong ddi voi dang ky khai tir qua han.
(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)
1) Két qua thuc hién thu tuc hanh chinh: Ban chinh trich luc hd tich
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong co.
1) Cén ctr phép 1y cta thu tuc hanh chinh:
- Luat Ho tich.
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- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.
- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bé Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015ND-CP ngay 15/11/2015 cua
Chinh pha quy dinh chi tiét mot s diéu va bign phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 ctua Hoi dong nhan déan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1é phi trén dja ban tinh Dak Lak.

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

TO KHAI PANG KY KHAI TU

KANh @ D e

Ho, chit d8m, tn NGWOT YU CAUL ...
INOT CU T )t
GiAy tO Y thAN G) e
QuAn hé VOT NEUTT A8 CHEL: .oooooooooeoeeeee et
Pé nghi co’ quan ding ky khai tir cho ngudi c6 tén dudi diy:

Ho, chit G&m, tE€N: ......coooioeeeeeeeee e Gidi tinh: ..o
Ngay, thAng, NAM SINN ..ot
DAN tOC: ..o (@ ITo ISR Te) :HAE
NOT CU 1T CUOT CUNE: B oot
GHAY tO Y thANT ©) e oo
Pa chét vao 10C: oo g0 . phut, ngay .............. thang ... nam ...
INOT CRELL oo oottt
NGUYEN NNAN CREL: ..ot

S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ... A0 e

To61 cam doan nhiing ndi dung khai trén day la ding su that va chiu trach nhi¢m trudc phép luat

vé cam doan cua minh.

Lam tQ@i: ..o, ngay ... thang ... nam ...
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Ngudi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
(1) Ghi rd tén co quan thuc hién ding ky khai tir.

) Ghi theo dia chi dang ky thuong tri; néu khong c¢6 noi ding ky thuong tri thi ghi theo dia chi dang ky tam tra; truong
hop khong c6 noi dang ky thuong tri va noi dang ky tam tra thi ghi theo noi dang sinh song.

% Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé (vi du: Chimg minh
nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004)
@ Neu ghi theo Gidy béo tu, thi gach cum tur “Gidy to thay Gidy bao tir”; néu ghi theo s6 Gidy td thay Gidy béo tur thi ghi rd
tén, s6 gidy to va gach cum tir “Gidy bao ti”.

13. Pang ky lai khai tir
a) Trinh tu thuc hién:

- Buée 1: Cong dan chuan bi hd so theo quy dinh va ndp ho so tai BO phan tiép nhan
thudéc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhdn va hen trd ho so. Néu ho so chua day du thi hudéng dan
cdng dan bo sung ho so theo quy dinh cta phap luat.

- Budce 3: Cong dan nhan két qua tai B phan tiép nhan va tra két qua thugc UBND cép

Xa.

Thot gian lam vige: cac ngay trong tuan, tir thir 2 dén thtr 6 (trir ngay nghi Lé& theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gid 00 phut. Buoi chiéu: Tur 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhén va tra két qua thuoc UBND cap xa hodc gui ho so qua h¢ thong buu chinh. Truong hop
gui hd so qua hé thong buu chinh thi phai giri kém theo ban sao c¢6 ching thuc gidy to chung
minh nhan than.

(Co so phap ly: Khoan 1, khoan 2 Piéu 9 Ludt Hé tich; khodn 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh;

- Ban sao Gidy chimg tir trude day dugc cip hop 18. Néu khong co ban sao Gidy ching
tu hop 1€ thi ndp ban sao ho so, gidy to lién quan c6 ndi dung chiing minh sy kién chét.

- Vin ban uy quyén theo quy dinh cua phép luat trong trudng hop iy quyén thyuc hién
viéc dang ky lai khai tir. Truong horp nguoi dugce uy quyén 1a 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt cua nguoi uy quyen thi van ban iy quyén khong phai cong chung, chung thuc,
nhung phai c6 gidy to chirng minh méi quan hé véi ngudi ty quyeén.
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Ngoai thanh phan hd so néu trén, nguoi yéu cau dang ky lai khai tir xuat trinh ban chinh
mot trong cac gidy to 1a ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 thdm quyén cdp, con gia tri sit dung dé
chirng minh vé nhan than. Trong giai doan Co s& dir liéu ho tich dién tr va Co s¢ dit licu quéc
gia vé dan cu chua duoc van hanh théng nhét trén ca nudc, ngudi yéu cau ding ky ho tich phai
xuat trinh gidy t& chirmg minh noi cu tru.

(Co s6 phdp 1y: Khodn 1 Diéu 2; khodn 1 Piéu 28 Nghj dinh 123/2015/ND-CP; Khoan
1, 2, Diéu 2 Thong tw so 15/2015/TT-BTP)

* S lugng ho so: 01 bo.

(Co s6 phép 1y: Khoan 1 Diéu 3 Nghi dinh 123/2015/NP-CP)

d) Théwj han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so.
Truong hop can phai xac minh, thi thoi han kéo dai 10 ngay lam viéc.

(Co 56 phép 1y: Khoan 2 Diéu 28 Nghi dinh 123/2015/NP-CP)

d) Péi tuong thuc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xa.

f) Co quan c6 tham quyén quyét dinh: UBND cip xa.

g) Tén mau don, mau to khai: To khai ding ky lai khai tir

h) Lé phi: 5.000 déng/ truong hop

Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thudc hd ngheo;
nguoi khuyeét tat.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thyc hién thu tuc hanh chinh: Ban chinh trich luc ho tich

k) Yéu cau, diéu kién thyuc hién thi tuc hanh chinh:

- Viéc khai tir dd dang ky tai co quan c6 tham quyén cua Viét Nam trudce ngay 01 thang
01 nam 2016 nhung S6 h tich va ban chinh gidy to ho tich déu bi mét thi duoc ding kY lai.

- Ngudi yéu cau ding ky lai khai tir ¢6 trach nhiém ndp day du ban sao gidy to, tai liéu
c¢6 ndi dung lién quan dén viéc diang ky lai.

(Co s6 phap ly: Diéu 24 Nghi dinh 123/2015/NP-CP)

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghj dinh sé 123/2015ND-CP ngay 15/11/2015 cia
Chinh phua quy dinh chi tiét mét so dieu va bién phap thi hanh Luat Ho tich.
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- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cia Ho1 d6ng nhan dan tinh ban hanh
quy dinh v€ murc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

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

TO KHAI PANG KY LAI KHAI TU

Ho, chit d8m, ten NEUOT YU CAUS ...oooooocooeoeeeeoeeeeeee oo eeees e eeres e
INOT CU T @) e
GHAY tO tUY thAN C) oot
QuAn hé VOT NEUTT A8 CHEL: .ooooooooeeeeee et
Pé nghi co' quan ding ky lai khai tir cho ngudi c6 tén dwoi day:

Ho, chit G&m, tE€N: ......coooooveieeeeeee e Gio1 tinh: oo
Ngay, thAng, NAM SINN ..o
DAN tOC: ..o (@ ITo ISR Te) : HAE
NOT CU 1T CUOT CUNE: @ oo oot
GHAY tO Ty thANT ©) et
Pa chét vao 10C: oo g0 . phut, ngay ............. thang ... nam ...
INOT CRELL oot oo oot e
NGUYEN NNAN CREL: ..o

S6 Gidy bao tir/ Gidy to thay thé Gidy bao tir: @ ... A0 e

D3 ding ky khai tir tai: © ngay .......... thang ......... nAmM ...
Theo Trich Tuc khai trr 86: © ..o
Ly do @Ang KY 125 ..o

T61 cam doan nhitng ndi dung khai trén day 1a dang sy that va chiu trach nhi¢m trudce phap luat

vé cam doan cua minh.

Lam t@i: ..o, ngay ... thang ... nam ...
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Ngudi yéu cau
(Ky, ghi ro ho, chir dém, tén)

Chu thich:
() Ghi rd tén co quan thuc hién ding ky lai khai tir.

2 Ghi theo dia chi dang ky thuong tra; néu khong c¢6 noi ding ky thuong tri thi ghi theo dia chi dang ky tam tra; truong
hqp khong c6 noi dang ky thuong tri va noi diang ky tam tré thi ghi theo noi dang sinh song.

% Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dén hodc gidy to hop 1¢ thay thé (vi du: Chirng minh

nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

“ Neu ghl theo Gidy bao tir, thi gach cum tir “Gidy to thay Gidy bao tir”; néu ghi theo s6 Gidy td thay Gidy béo tir thi ghi rd
tén, s6 gidy to va gach cum tir “Gidy bao ti”.
®) Ghi rd tén co quan da ding ky khai tir trudc day.
®) Chi khai trong truong hop biét rd.

>

14. Pang ky viéc giam h cir

a) Trinh tu thyuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhan va tra két
qua thudc UBND cip xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu hd so chua day du thi hudng dan
cong dan bo sung ho so theo quy dinh ctua phap luat.

- Budc 3: Cong dan nhan két qua tai B phan tiép nhén va tra két qua thuoc UBND cép

Thoi gian lam viée: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tur 7 gio 30 phat dén 11 gid 00 phat. Budi chiéu: Tir 13 gid 30 phit dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap x4 hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 chimg thyuc gidy to ching
minh nhan than.

(Co sé phdp 1y: Khodn 1, khodn 2 Piéu 9 Ludt H¢ tich; khodn 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:
- T khai theo mau quy dinh;

- Van ban ctr nguoi giam hd theo quy dinh cia B0 luét dan sy.
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- Nguoi yéu cau dang ky giam ho xuét trinh ban chinh mdt trong cac gidy to 1a ho
chiéu, chimg minh nhéan dan, thé cin cudc cong dan hodc gidy to khac ¢ dan anh va thong tin
c4 nhan do co quan c6 thAm quyén cap, con gia tri sir dung dé chirng minh vé nhan than. Trong
giai doan Co s¢ dit liéu ho tich dién tir va Co sé dit liéu qudc gia vé dan cu chua dugc van hanh
thong nhat trén ca nudc, nguoi yéu cau ding ky ho tich phai xuét trinh gidy to chimg minh noi
cu tra.

- Vian ban uy quyén theo quy dinh cua phap lué:[ trong trudng hop Gy quyén thuc hién
viéc dang ky giam h¢. Truong hop nguoi duge uy quyén la Ong, ba, cha, me, con, vg, chong,
anh, chi, em ruot cua nguoi uy quyen thi van ban iy quyén khong phai cong ching, chirng thuc,
nhung phai c6 gidy to chirng minh méi quan hé véi nguoi oy quyén.

(Co s6 phap ly: khoan 1 Bzey 20 Ludt Hé tich; khoan 1 Diéu 2 Nghi dinh 123/2015/NP-
CP; Khoan 1, 2, biéu 2 Thong tw so 15/2015/TT-BTP)

* S6 lugng hd so: 01 bo.
(Co s6 phép y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)
d) Thoi han giai quyét: Trong thoi han 03 ngay 1am viéc, ké tir ngdy nhan du ho so hop

(Co 56 phdp 1y: Khoan 2 Piéu 20 Ludt HP tich)

d) Péi tuong thuc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thi tuc hanh chinh: UBND cép xA.

f) Co quan c6 thim quyén quyét dinh: UBND cip xA.

g) Tén mau don, mau t& khai:

h) Lé phi: 5.000 dong

Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thudc ho ngheo;
nguoi khuyét tat.

(Co s6 phap 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thuc hién tha tuc hanh chinh: Ban chinh trich luc ho tich

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong c6

1) Can ctr phép 1y cta thu tuc hanh chinh:

- Luat Ho tich.

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

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hot ddng nhan dan tinh ban hanh
quy dinh vé muc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.
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15. Pang ky viéc giam h¢ dwong nhién

a) Trinh tu thuc hién:

- Bude 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bo Bg phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
h6 so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua ddy du thi huéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Budce 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thugc UBND cép

~

Xa.

Th(‘}i gian lam viéc: cac ngay trong tuan, tir thir 2 dén Ehlfl’ 6 gtr& ngay nghi L& theo quy
dinh). Budi sdng: Tt 7 gio 30 phat dén 11 gio 00 phat. Budi chiéu: Tu 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phén tiép
nhan va tra két qua thuéc UBND cép x4 hodc giri hd so qua hé thong buu chinh. Trudng hop
giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co s¢ phap ly: Khodn 1, khodan 2 Piéu 9 Ludt H{ tich; khoan 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- TS khai theo mau quy dinh;

- Giéy to chiing minh diéu kién giam ho duong nhién theo quy dinh ctia B luat dan sy.
Trudng hop c6 nhiéu nguoi cing di didu kién 1am giam ho duong nhién thi ndp thém vin ban
thoa thuan vé viéc cir mot nguoi 1am giam ho dwong nhién.

- Ngudi yéu cau dang ky giam ho xuét trinh ban chinh mot trong cac gidy to 1a ho
chiéu, chimg minh nhan dén, thé cin cudc cong dan hodc gidy to khac c6 dan anh va thong tin
c4 nhan do co quan c6 thAm quyén cap, con gia tri str dung dé ching minh vé nhan than. Trong
giai doan Co s¢ dir liéu hg tich dién tir va Co sé dir licu quéc gia vé dan cu chua duoc van hanh
théng nhét trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh gidy to chirng minh noi
cu tra.

- Vin ban uy quyén theo quy dinh cta phap luéF trong truong hop Uy quyén thyuc }‘1ién
viéc dang ky giam ho. Truong ho’g nguoi duoc uy quyén la 6ng, ba, cha, me, con, vg, chong,
anh, chi, em rudt ,cfla nguoi uy quyén,thi van ban uy quyén khéng phai cong chung, chiing thuc,
nhung phéi c6 gidy to ching minh moi quan hé vai nguoi uy quyén.

(Co so phap ly Khoan 1 Diéy 21 Ludt HJ tich; khodn 1 Piéu 2 Nghi dinh 123/2015/NP-
CP; Khoan 1, 2, Dieu 2 Thong tw so 15/2015/TT-BTP)

* S6 lugng hd so: 01 bo.
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(Co s6 phép Iy: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong thoi han 03 ngay lam viée, ké tir ngay nhan da hd so
hop I¢.

(Co 56 phdp Iy: Khoan 2 Piéu 21 Ludt HJ tich)

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xi.

f) Co quan c6 thadm quyén quyét dinh: UBND cip xa.

g) Tén mau don, mau to khai: To khai dang ky gidm ho

h) Lé phi: 5.000 dong

Mién 1& phi cho nguoi thudc gia dinh co cong véi cach mang; nguoi thudc hd nghéo;
nguoi khuyét tat.

(Co s6 phap Iy: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Két qua thuc hién tha tuc hanh chinh: Ban chinh trich luc ho tich

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khong cé

1) Can ctr phap 1y cta thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 cia Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Thong tu s0 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi
hanh mot s6 diéu cua Luat Ho t,jch‘va Nghi dinh s6 123/2015ND-CP ngay 15/11/2015 cua
Chinh phua quy dinh chi tiét mét so dieéu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi dong nhan dan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1¢ phi trén dia ban tinh Pak Lak.

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

TO KHAI PANG KY GIAM HQ

Ho, chit dém, tén NGwoi YU CAU ..o Giéi tinh .............
INOT CU T B oo
Gidy tO 1y thANT ©) e
Pé nghi co' quan ding ky viéc giam hd giira nhirng ngudi c6 tén duwéi day:

Nguwoi giam ho:

Ho, chilt @&, tEN: ... Gidi tinh ..o,
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Ngay, thAng, NAM SINN ..o

DAn tOC: ... Quéc TICH: e

Ngwoi dugce giam hg:

Ho, chit @&m, tEN: ..o s Gio1 tinh ..o
Ngay, thang, NAM SINN: ...

DAn tOC: oo, Quéc EICH: e

INOT CU T B oo

Gidy khai sinh/GIAy tO tly thAN: ..........oooiooeeeeeeeeeeeeee oo

Ly do dang KY @AM ROz ......cc.oooooiii

To1 cam doan nhitng ndi dung khai trén day 1a dang sy that va chiu trach nhiém trudc phap luat
vé cam doan cta minh.

Lam t@i: ... ,Ngay ... thang ... nam ...

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

Chd thich:

1 Ghi 3 tén co quan ding ky giam ho.

@ Ghi theo noi dang ky thuong tri, néu khong c6 noi dang ky thuong tra thi ghi theo noi dang ky tam tra; trudng hop
khong c6 noi dang ky thuong tra va noi dang ky tam trii thi ghi theo noi dang sinh song.
®) Ghi thong tin vé gidy to tity than nhu: ho chiéu, chirmg minh nhan dan hodc gidy to hop 1& thay thé (vi du: Chimg minh
nhan déan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

16. Pang Ky cham dut viéc giam ho
a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhan va tra két
qua thugoc UBND cap xa.

- Budc 2: Can bo B(T) pl}én tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiu tiép nhan va hen trd ho so. Néu ho so chua day du thi huéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Buéc 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thuéc UBND
cap xa.

Thoi gian 1am viéc: cic ngdy trong tuan, tir thir 2 dén thir 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tt 7 gio 30 phat dén 11 gio 00 phat. Budi chiéu: Tu 13 gio 30 phut dén
16 gio 30 phut.
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b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cip x4 hodc gui hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai gii kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co sé phdp 1y: Khodn 1, khodn 2 Diéu 9 Ludt HY tich; khoan 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phén, s6 luong ho so:

* Thanh phan ho so:

- To khai ding ky chim dit giam ho theo mau quy dinh;

- Gifiy to [am can ¢t chAm dut giam hg theo quy dinh cua B6 luat dan su.

- Nguoi yéu cau cham dut giam ho xuét trinh ban chinh mét trong cac gidy to 1a ho
chiéu, ching minh nhan dén, thé cin cudc cong dan hoic gidy to khac ¢6 dan anh va thong tin
c4 nhan do co quan c6 tham quyén cap, con gia tri sir dung dé ching minh vé nhan than. Trong
giai doan Co s¢ dir li€u hg tich dién tr va Co s¢ dir liéu quéc gia vé dan cu chua dugce van hanh
thong nhét trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh gidy to chirng minh noi
cu tra.

- Van bél:l iy quyén theo quy dinh cta phap luét trong t1:u€rng hop uy quyén thuc hién
Vié‘c dang ky cham dut giam ho. Truong hqp\ngu:c‘ri dugc uy quyén !2‘1 ong, ba, cha, me, con, vo,
chong, anh, chi, em rudt cﬁa, nguoi Uy quyén th} van ban uy quyén khong ‘phéi cong chung,
chung thuc, nhung phai c6 gidy to chiing minh mdéi quan h¢ véi nguoi iy quyen.

(Co s phdp ly: khoan 1 Piéu 22 Ludt H§ tich, khoan 1 Piéu 2 Nghi dinh 123/2015/ND-
CP; Khoan 1, 2 Diéu 2 Thong tw so 15/2015/TT-BTP)

* 86 luong ho so: 01 bo.
(Co 56 phap 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)
d) Thoi han giai quyét: Trong thoi han 02 ngay 1am viée, ké tir ngdy nhan da hd so hop

(Co s6 phép ly: Khodn 2 Diéu 22 Ludt Ho tich)

d) Déi tuong thuc hién tha tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xa

f) Co quan c6 tham quyén quyét dinh: UBND cap xa

g) Két qua thyc hién thu tuc hanh chinh: Ban chinh trich luc ho tich

h) Lé phi: 5.000 déng/truong hop.

Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thudc hd ngheo;
nguoi khuyet tat.

(Co s6 phdp 1y: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

i) Tén mau don, mau to khai: To khai dang ky chdm dut giam ho

S7



k) Yéu cau, diéu kién thyuc hién thi tuc hanh chinh: Khoéng co.

1) Can ctr phap ly caa tha tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bé Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghi dinh s6 123/2015ND-CP ngay 15/11/2015 cua
Chinh pha quy dinh chi tiét mot s diéu va bign phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cia Hoi dong nhan déan tinh ban hanh
quy dinh vé murc thu cac loai phi va 1é phi trén dja ban tinh Pak Lik.

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

TO KHAI PANG KY CHAM DUT GIAM HO

Ho, chit dém, tén NGUOT YEU CAU ........coveveeveeveecececeeceeeeeee e

NOT CU T Bttt an e

Gidy 0ty than: ..o

Pé nghi co quan ding ky cham dit viée giam h giira:

Nguwoi giam ho:

Ho, chit dém, tn: ......oooiiiii e Gi6i tinh: ...
Ngay, thang, nam SINh:.......cccoeiiiiiiii e

DaAN t0C i i iiieieiie e QUuOC tiCh: oo,
INOT CU TP et ettt e e et e e e e e e s et e s e e eeee e e e eeenenenns

Gidy t iy thAn: ..o
Ngwoi duwge giam ho:

Ho, chit @&, tEN: wvvvvviiiiiii i e Giéi tinh: ..............
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Tui cam doan nhibng ndi dung khai tron doy la dyng sy that va chiu troch nhiém trwdc phop

luat vé cam doan cla mdnh.

Nguoi yéu ciu
(Ky, ghi ro ho, chir dém, tén)

Chu thich:

@) Ghi rd tén co quan dang ky cham dut giam ho.

@ Ghi theo noi dang ky thuong trt, néu khong c6 noi dang ky thuong tra thi ghi theo noi ding ky tam trii; truong
hop khong c¢6 noi ding ky thudng tra va noi dang ky tam tra thi ghi theo noi dang sinh song.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chig minh nhan dan hodc gidy to hop 1¢ thay thé (vi du: Ching
minh nhan dan s6 001089123 do Cong an thanh ph6 Ha Noi cdp ngay 20/10/2014).

™ Ghi tén co quan ding ky gidm ho trudc day.

17. Dang ky viéc nhan cha, me, con

a) Trinh tu thuc hién:

- Budc 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhan va tra két
qua thudc UBND cip xa.

- Budce 2: Can bd Bg phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua day du thi huéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuéc UBND
cép xa.

Thoi gian 1am viée: cac ngdy trong tuan, tir thir 2 dén thir 6 (trir ngdy nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phat dén
16 gid 30 phut.

b) Cach thirc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cip x4.

(Co s6 phép 1y: Khoan 1 Diéu 3 Nghi dinh 123/2015/NP-CP)

¢) Thanh phan, s6 luong hd so:

* Thanh phan ho so:

- T& khai theo miu quy dinh va ching cr chimg minh quan hé cha con hodc me con
gom:

+ Van ban cua co quan y té, co quan gidm dinh hodc co quan khac c6 tham quyén &
trong nudc hodc nudc ngoai xac nhan quan h¢ cha con, quan hé me con.

+ Trudng hop khong c6 vin ban quy dinh trén thi phai cé thu tir, phim anh, bang, dia, d6
dung, vat dung khac chimg minh mdi quan hé cha con, quan hé me con va vin ban cam doan
ctia cha, me vé viéc tré em 1a con chung cua hai nguoi, co it nhat hai nguoi than thich cua cha,
me lam ching.

59



- Ngoai thanh phan ho so néu trén, nguoi yéu cau dang ky dang ky nhan cha, me, con
xuat trinh ban chinh mét trong céc gidy to 1a ho chiéu, chimg minh nhan dan, thé cian cudc cong
dan hodc gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia
tri sir dung dé ching minh vé nhéan than. Trong giai doan Co s& dit liéu ho tich dién tir va Co s
dir liéu qudc gia vé dan cu chua dugc van hanh thong nhét trén ca nudc, ngudi yéu cau dang ky
ho tich phai xuét trinh gidy t& chimg minh noi cu tra.

(Co 50 phdp 1y: Khoan 1 Piéu 25 Ludt Hg tich; khodn 1 Diéu 2 Nghi dinh 123/2015/ND-
CP; Dieu 11 Thong twr 15/2015/TT-BTP)

* S lugng ho so: 01 b.

(Co s6 phdp 1y: khoan I Diéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong thoi han 03 ngdy lam viée, ké tir ngay nhan di ho so hop
1€. Truong hop can phai xac minh, thi thoi han trén dugce kéo dai thém khong qua 05 ngay lam
viéce.

(Co 56 phap 1y: khodn 2 Piéu 25 Ludt Ho tich)

d) Péi tuong thuc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép xa.

f) Co quan c6 thim quyén quyét dinh: UBND cip xA.

g) Tén mau don, mau t& khai: To khai ding ky nhan cha, me, con

h) Lé phi: 15.000 dong/trudng hop.

Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thudc ho ngheo;
nguoi khuyeét tat.

(Co s6 phdp ly: diém b, khoan 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thuc hién tha tuc hanh chinh: Ban chinh trich luc ho tich.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: Khi dang ky nhan cha, me, con cac
bén phai c6 mat.

1) Can cu phép 1y cua thua tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ciia Chinh phii quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghj dinh s6 123/2015ND-CP ngay 15/11/2015 cia
Chinh phu quy dinh chi tiét mét so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi ’d(*)ng nhan dan tinh ban hanh
quy dinh vé murc thu céc loai phi va 1€ phi trén dia ban tinh Dak Lak.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY NHAN CHA, ME, CON

KA @U@ .o e
Ho, chit dém, t8N NGWOT YEU CAUL ......cccoooooooeoeoeeoeooeoeeeeeeeeeeeee oo eeesesssesesessseessessseeseee e
Ngay, thAng, NAM SINR: ... bbb .
DAN tOC: ...t Quéc HCH i,
INOT CU TP oo s
GiAY t0 Y ThAN B
Quan hé voi ngudi nhan cha/me/CoOn® ... ..o oo

Pé nghi Quy co quan cong nhin ngudi c6 tén dudi day:

Lo, cuia nguoi co tén duwoi day:
HO, CHhTE GEIMN, T8I ...ttt ettt bbbt bbbttt ettt et et et et et et ettt en et et s s s

T6i cam doan ViEC NhaN..........cceevveeiiiveeviieeecinenn, noi trén la dang su that, tu nguyén, khéng co tranh
chap va chiu trach nhiém trudc phap luat vé cam doan ciia minh.

Kinh dé nghi Quy co quan ding ky.

LaM 1@, ngay ........... thang............ nam......

Nguoi yéu ciu
(Ky, ghi r6 ho, chir dém, tén)

Y kién ciia ngudi hién dang 12 me hoiic cha® Y Kién ciia ngwoi dwoe nhan 1a cha, me, con®

Tai liéu giri kem theo To khai:
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Chu thich:

() Ghi rd tén co quan ding ky;

@ Ghi theo dia chi dang ky thuong trt; néu khong c6 noi dang ky thuong tra thi ghi theo dia chi ding ky tam tra; truong hop
khong c6 noi dang ky thuong trii va noi ding ky tam tra thi ghi theo noi dang sinh séng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1¢ thay thé (vi du: Chimg minh
nhan déan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2004);

*) Chi can thiét trong trudong hop ngudi khai khong ddng thoi 1a ngudi nhin cha/me/con;

®) Chi cén thiét trong truong hop cha hodc me nhan con chua thanh nién hoac nguoi da thanh nién nhung mat nang lyc hanh
vi dén su, ghi y kiér} cla nguoi 1a cha néu me 1a nguoi yéu cau, y kién ngudi me néu cha 1 nguoi yéu cau (trir truong hop
nguoi d6 da chét, mat tich, mat nang luc hanh vi dan sy hodc han ché nang lyc hanh vi dan su);

®) Chi can thiét trong truong hop nguoi dugc nhan 1a tré em tir da 9 tudi tro 1én.

18. Pang ky nhin cha, me, con giira cong dan Viét Nam thwong tru tai khu vuc bién
giéi véi cong dan nwéc lang giéng tiép giap véi xa ¢ khu vuc bién giéi caa Viét Nam

a) Trinh ty thuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thudc UBND cip xa.

- Budc 2: Can bo BS phan tiép nhén va tra két qua tiép nhan ho so, kiém tra ho so. Néu
ho6 so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua dy du thi huéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhan két qua tai BO phan tiép nhén va tra két qua thugc UBND cép

Xa.

Thoi gian 1am viée: cac ngdy trong tudn, tir thir 2 dén thir 6 (trir ngdy nghi L& theo quy
dinh). Budi sang: Tur 7 gio 30 phat dén 11 gid 00 phat. Budi chiéu: Tir 13 gid 30 phat dén
16 gio 30 phut.

b) Céach thuc thuc hién: Céng dan nop hod so va nhan két qua tryc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cip xa.

(Co 56 phap 1y: Khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- TS khai nhan cha, me, con theo mau quy dinh;

- Giéy t0, tai liéu chirng minh quan hé cha - con hoac quan hé me - con, g@)m:

+ Vin ban ctia co quan y té, co quan giam dinh hodc co quan khac c¢6 thim quyén xac
nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai co thu tir, phim anh, biang, dia, do
dung, vat dung khac chung minh mbi quan hé cha con, quan h¢ me con va van ban cam doan
ctia cha, me vé viéc tré em 1a con chung cua hai nguoi, co it nhét hai nguoi than thich cua cha,
me lam ching.
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- Ban sao gidy to ching minh nhan than, ching minh noi thudng trii & khu vuc bién gidi
clia cong dan nudc lang giéng.

Ngoai thanh phan hd so néu trén, ngudi yéu cau dang ky nhan cha, me, con xut trinh
ban chinh mét trong cac gidy to 1a ho chiéu, ching minh nhan dan, thé cin cudc cong dan hoic
gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c6 thaim quyén cép, con gia tri st dung
dé chimg minh vé nhan than. Trong giai doan Co s dit liéu ho tich dién tir va Co so dit liéu
qudc gia vé dan cu chua dugc van hanh thdng nhat trén ca nudc, ngudi yéu cau dang ky ho tich
phai xuét trinh gidy t& ching minh noi cu trd.,

(Co 56 php 1y: Khoan 1 Diéu 2; khoan 2 Piéu 19 Nghi dinh 123/2015/NP-CP; Piéu 11,
Thong tw so 15/2015/TT-BTP)

* S lugng hd so: 01 bo.

(Co s6 phdp 1y: Khoan 1 Diéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong thoi han 07 ngay lam viée, ké tir ngay nhan du ho so hop
1€. Truong hop can phai xac minh, thi thoi han giai quyét khdng qué 12 ngay lam viéc.

(Co s6 phap 1y: Khoan 3 Piéu 19 Nghi dinh 123/2015/ND-CP)

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép Xa.

f) Co quan c6 tham quyén quyét dinh: UBND cip xa.

g) Tén mau don, mau to khai: T khai dang ky nhan cha, me, con

h) Lé phi: 15.000 déng/truong hop.

Mién 1& phi cho nguoi thudc gia dinh c6 cong véi cach mang; nguoi thudc hd ngheo;
nguoi khuyeét tat.

(Co s6 phdp 1y: diém b, khodn 1.3, myuc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thuc hién tha tuc hanh chinh: Ban chinh trich luc ho tich.

k) Yéu cau, diéu kién thyuc hién thi tuc hanh chinh: Khong co

1) Can cu phép 1y cua thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 dieu cua Luat Ho tich va Nghj dinh s6 123/2015ND-CP ngay 15/11/2015 cia
Chinh phu quy dinh chi tiét mot so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi ddng nhan dan tinh ban hanh
quy dinh vé muc thu céc loai phi va 1¢ phi trén dia ban tinh Dk Lik.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

TO KHAI PANG KY NHAN CHA, ME, CON

KENN QU e
Ho, chit dém, t8N NGWOT YEU CAUL .....cccccocoooooeiieoeeeeeoeeeeeeeeoeeeeee oo eeeeeeeseesssssssses e seeesssssssssssseseeneenee
Ngay, thAng, NAM SINR: ..ot b
DAN tOC: ... Quéc HICH s
INOT CU TP et s
GHAY 0 tUY ThAN B2 oo
Quan hé voi ngudi nhan cha/me/Con® . ..........cooiiiiiccieeeeeeecc oo

Pé nghi Quy co quan cong nhin ngudi c6 tén dudi day:

LA, cuia nguoi co tén duwoi day:
HO, CHTE GEIMN, TEIN: ...ttt ettt ettt ee et ee e e et a sttt bttt e bt et et et et et esen et an s e

To6i cam doan viéc nhan..........ccocceeviieeiiieeciineen, noi trén la ding sy that, tu nguyén, khong co
tranh chap va chiu trach nhiém truéc phap luit vé cam doan ctia minh.

Kinh d& nghi Quy co quan ding ky.

LaAM tQi e, ngay ............ thang............ nam............
Nguoi yéu ciu
(Ky, ghi 16 ho, chit dém, tén)

Y kién ciia ngudi hién dang 12 me hoiic cha® Y Kién ciia ngwoi dwoe nhan la cha, me, con®

Tai liéu guri kem theo To khai:
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Cha thich:

@) Ghi rd tén co quan dang ky;

@ Ghi theo dia chi ding ky thuong tri;; néu khong ¢6 noi dang ky thuong tra thi ghi theo dia chi dang ky tam tra; truong hop
khong ¢ noi dang ky thudng tri va noi ding ky tam tra thi ghi theo noi dang sinh séng.

®) Ghi thong tin vé gidy to tiy than nhu: ho chiéu, chimg minh nhan dan hodc gidy to hop 1é thay thé (vi du: Chimg minh
nhan déan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004);

@ Chi cém thiét trong trudng hop ngudi khai khong dong thoi 1a nguoi nhan cha/me/con;

®) Chi can thiét trong truong hop cha hogc me nhan con chua thanh nién hodc nguoi da thanh nién nhung mat nang lyc hanh
vi dan sy, ghi § klen cua ngudi la cha néu me 1a nguoi yéu cau, y kién nguoi me néu cha 1a nguoi yéu cau (trir truong hop
nguoi d6 da chét, mat tich, mat nang lyc hanh vi dan sy hoac han ché nang lyc hanh vi dan sy);

®) Chi can thiét trong trudng hop ngudi duge nhéan 1a tré em tir di 9 tudi tro 1én.

19. Piang ky viéc thay déi, cai chinh hd tich cho ngwdi dwéi 14 tudi cw tra &
trong nudc

a) Trinh tu thyuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuoc UBND cap xa.

- Budc 2: Can bo B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chwa day du thi huéng dan
cong dan bo sung ho so theo quy dinh cta phép luat.

- Budc 3: Cong dan nhan két qua tai BO phan tiép nhén va tra két qua thuoc UBND cép

~

Xa.

Thé;i gian lam viéc: cac ngay trong tuan, tir thir 2 dén 'Ehﬁ' 6 gtrtr ngay nghi Lé& theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gio 00 phat. Budi chiéu: Tu 13 gio 30 phut dén
16 gio 30 phat.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai BO phén tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Trudng hop
giri ho so qua hé thdng buu chinh thi phai giri kém theo ban sao c6 chimg thuc gidy to ching
minh nhan than.

(Co so phap ly: Khoan 1, khoan 2 Piéu 9 Ludt Hé tich; khoan 1 Piéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh va giay to lién quan.

- Vin ban ty quyén theo quy dinh cta phap luat trong truong hop uy quyén thuc hién
viéc dang k}'l thay d6i, cai chinh ho tich. Truong hop nguoi duge uy quyén la 6ng, ba, cha, me,
con, vo, chong, anh, chi, em rudt cua ngudi ty quyén th1 van ban iy quyén khong phai cong
ching, ching thyc, nhung phai ¢6 gidy to chimg minh mdi quan hé véi nguoi iy quyén.
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- Ngoai thanh phan hd so néu trén, ngudi yéu cau dang ky thay doi, cai chinh ho tich, xac
dinh lai dan tdc, xac dinh lai gidi tinh xuét trinh ban chinh mot trong cac giéy to 1a ho chiéu,
chtrng minh nhan dén, thé cin cudc cong dan hodc gidy to khic co dan anh va thong tin ca nhan
do co quan c6 thim quyén cdp, con gia tri sit dung dé ching minh vé nhan than. Trong giai
doan Co sé dit liéu ho tich dién tir va Co sé dir liéu qudc gia vé dan cu chua dugc van hanh
thong nhat trén ca nudc, nguoi yéu cau diang ky ho tich phai xuét trinh gidy to chimg minh noi
cu tra.

(Co so phap ly: Khoan I biéu 28 Ludt H¢ tich; khoan I Diéu 2 Nghi dinh so
123/2015/ND-CP; Khodn 1, 2, Diéu 2 Thong tw so 15/2015/TT-BTP)

* S luong hd so: 01 bd.

(Co s6 phép 1Iy: Khoan 1 Diéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai guyét: Trong thoi han 03 ngay lam viée, ké tir ngay nhan du ho so theo
quy dinh. Truong hop can phai xac minh thi thoi han dugc kéo dai thém khong qua 03 ngay lam
viéc.

(Co 56 phép 1y: Khoan 2 Diéu 28 Ludt Ho tich)

d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép Xa.

f) Co quan c6 thim quyén quyét dinh: UBND cap xa

) Tén mau don, mau t& khai: To khai dang ky viéc thay ddi, cai chinh, bo sung ho tich,
xac dinh lai dan toc.

h) Lé phi: 10.000 dong.
Mién 1& phi cho ngudi thudc gia dinh c6 cong véi cach mang; ngudi thudc ho ngheo;
nguoi khuyét tat.
(Co s6 phdp Iy: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)
1) Két qua thyc hién tha tuc hanh chinh: Ban chinh trich luc ho tich.
k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:
* Piéu kién thay doi ho, tén:

- C4 nhan c6 quyén yéu cau co quan nha nudc c¢6 tham quyén cong nhéan viéc thay doi
ho, tén trong cac truong hop sau day:

+ Theo yéu cau cta ngudi c6 ho, tén ma viéc sit dung ho, tén d6 giy nham lan, anh
huong dén tinh cam gia dinh, dén danh du, quyén, 191 ich hop phap ctia nguoi do;

+ Theo y€u cau cua cha nuodi, m¢ nudi vé vi¢c thay doi ho, tén cho con nuoi hodc khi
nguoi con nudi thdi khong lam con nudi va nguodi nay hodc cha dé, me dé yéu cau lay lai ho, tén
ma cha dé, me d¢é da dat;

+ Theo yéu cau cua cha dé, me¢ dé hodc nguoi con khi xac dinh cha, me cho con;
+ Thay do61 ho cho con tir ho cta cha sang ho cia me hodc nguoc lai;

+ Thay d6i ho, tén ctia nguoi bi luu lac di tim ra ngudn gbe huyét thong ctia minh;
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+ Thay d6i ho, tén ctia ngudi duoc xac dinh lai gidi tinh;

+ Céc truong hop khac do phép luat vé ho tich quy dinh.

(Co s6 phdp 1y: Piéu 27 B6 Ludt dan sy 2005)

- Viéc thay ddi ho, chir dém, tén cho ngudi dudi 18 phai c6 sy dong ¥ cia cha, me
ngudi d6 va duoc thé hién 13 trong To khai; di v6i ngudi tir da 9 tudi trd 16n thi con phai co su
ddng y cua nguoi do.

- Cai chinh ho tich theo quy dinh cua Luat Ho tich 1a viéc chinh stra thong tin c4 nhéan
trong S6 ho tich hodc trong ban chinh gidy t& ho tich va chi dugc thuc hién khi ¢6 du can ctr dé
xac dinh co sai sét do 1di ciia cong chirc 1am cong tac ho tich hodc ciia ngudi yéu cau dang ky
ho tich.

(Co s6 phap ly: Piéu 7 Nghi dinh 123/2015/NP-CP)

1) Can ctr phap ly cua tha tuc hanh chinh:

- B0 luat Dan sy nam 2005;

- Luat Ho tich.

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 ctua Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 diéu cua Luat HY tich va Nghi dinh s6 123/2015/NP-CP ngay 15/11/2015 cia
Chinh phu quy dinh chi tiét mét so dieéu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi dong nhan déan tinh ban hanh
quy dinh vé muc thu cac loai phi va 1¢ phi trén dia ban tinh Pak Lak.

CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

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

Kinh @lri: ) e

Ho, chir dém, tN NGUGT YU CAUL .......ccccooooieroiee oo seeeessssssssees s
INOT CU T @) et
Gy 1O 1Y ThANT @ oo
Quan hé v6i nguoi dé nghi duoc thay ddi, cai chinh, xac dinh lai dan toc, bd sung ho tich: .......ccc..........
P& nghi co quan dAng KY VIEC ) . e
cho nguoi cé tén dwdi day

Ho, chil G&8m, tEN: ...oiiiiiiiiee s Gioi tinh.................

Ngay, thang, NAM SINN:........cciiiie ettt snbe e e sra e e ebeeeenreeeneas
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DAN tOC e QUOC HHCR: e
GHAY 10 tUY ThANT @) Lo

N OE CU T B oo e e e s e s e e s e s e s e e s e s s e s e s e e e e s e e

T6i cam doan nhitng ndi dung khai trén day la ding su that va chiu trach nhiém trude phap luat vé cam doan cua

minh.
Lam tqi: ..o, , NQay ......... thang ....... HAM ..o
Nguoi yéu ciu
(Ky, ghi o ho, chir dém, tén)
Y kién cua nguoi dugc thay ddi ho, tén (néu Y kién cta cha va me (néu thay ddi ho, chix
ngudi do tir du 9 tudi tr¢ 1én); xdc dinh lai dén dém, tén cho nguoi dudi 18 tudi)
toc (néu ngudi do tr du 15 tudi deén dudi 18 tud) e

1. Ghi rd tén co quan dang ky viéc thay ddi, cai chinh, bd sung hd tich, xac dinh lai dan tdc, xac dinh lai gidi tinh trong Giéy
khai sinh.

2. Ghi theo dia chi ding ky thudng trii; néu khong ¢ noi diang ky thuong tra thi ghi theo dia chi dang ky tam tru; trudong hop
khong c6 noi dang ky thuong tra va noi dang ky tam tra thi ghi theo noi dang sinh song

3. Ghi thong tin v€ gidy to tuy than nhu: ho chiéu, chimg minh nhén dan hodc gidy to hop 1¢ thay thé (vi du: Ching minh
nhan déan s6 001089123 do Céng an thanh phé Ha Noi cap ngay 20/10/2004).

4. Ghi rd loai viéc thuc hién (vi du: thay dbi Ho).

5. Ghi rd loai viéc ho tich di diang ky trude ddy. Vi dy: khai sinh ngay 05 thang 01 ndm 2015 tai s§ 10 quyén s6 01/2015 cua
UBND x3 Ha Hoi, huyén Thudng Tin, thanh phd Ha Noi.

6. Ghi 16 ndi dung thay déi, cai chinh, xac dinh lai dan tdc vi du: tir Nguyén Vin Nam thanh Vi Vian Nam;

Trudng hop bd sung ho tich thi ghi 6 ndi dung dé nghi bd sung. Vi du: b sung phan ghi vé qué quan trong Gidy khai sinh
nhu sau: Ngh¢ An.
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20. B6 sung h tich cho cong dan Viét Nam cw tri ¢ trong nwéc

a) Trinh tu thuc hién:

- Bude 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phan tiép nhén va tra két
qua thuéc UBND cap xa.

- Budce 2: Can bo B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
hd so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chwa day du thi huéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Budce 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thugc UBND cép

~

Xa.

Thoi gian lam viéc: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phit. Budi chiéu: Tir 13 gio 30 phat dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phén tiép
nhan va tra két qua thuéc UBND cip xi hodc giri hd so qua hé théng buu chinh. Truong hop
giri hd so qua hé thong buu chinh thi phai giri kém theo ban sao c6 chimg thuc gidy to chimg
minh nhan than.

(Co s¢ phdp Iy: Khodn 1, khodan 2 Piéu 9 Ludt HY tich; khoan 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan hd so:

- To khai theo mau quy dinh va gidy to lién quan.

- Vin ban oy quyén theo quy dinh cua phap luat trong trudng hop uy quyén thuc hién
viéc dang k}'f thay di, cai chinh ho tich. Trudng hO’p nguoi dugce uy quyén la 6ng, ba, cha, me,
con, vg, chong, anh, chi, em rudt cua nguoi iy quyén th1 van ban iy quyén khong phai cong
chtng, chimg thuc, nhung phai c6 gidy td chtirng minh méi quan hé véi ngudi ty quyeén.

- Ngoai thanh phan ho so néu trén, ngudi yéu cau bo sung ho tich xuét trinh ban chinh
mat trong cac gidy to 1a h chiéu, ching minh nhan dén, thé cin cudc cong dan hoic gidy to
khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cap, con gia tri sit dung dé
ching minh vé nhan than. Trong giai doan Co s¢ dir 1iéu ho tich dién tir va Co sé dir licu quéc
gia vé dan cu chua duoc van hanh thong nhat trén ca nude, ngudi yéu cau dang ky ho tich phai
Xuat trinh gidy t& chirng minh noi cu tra.

(Co so phap 1y: Khoan 1 Diéu 29 Lugt H¢ tich; Khodn I Diéu 2 Nghi dinh so
123/2015/ND-CP; Khoan 1, 2, biéu 2 Thong tu so 15/2015/TT-BTP)

* S lwong ho so: 01 bo.
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(Co s6 phap 1y: khoan 1 Piéu 3 Nghi dinh 123/2015/ND-CP ngay 15/11/2015)
d) Thoi han giai quyét: Trong ngay.

(Co sé phap Iy: khodn 2 Diéu 29 Ludt Hg tich)

d) DBéi trong thyc hién thi tuc hanh chinh: C4 nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép Xa.

f) Co quan c6 thim quyén quyét dinh: UBND cip xa

g) Tén mau don, mau to khai: To khai dang ky viéc thay ddi, cai chinh, bo sung ho tich,
xac dinh lai dan tdc.

h) Lé phi: 10.000 dong
Mién 1& phi cho nguoi thudc gia dinh c¢6 cong voi cadch mang; ngudi thude ho nghéo;
nguoi khuyét tat.
(Co s6 phap Iy: diém b, khodn 1.3, muc 11 Ngh; quyét 10/2016/NQ-HPND)
1) Két qua thyc hién thu tuc hanh chinh: Ban chinh trich luc ho tich
k) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:
1) Can ctr phap ly cua tha tuc hanh chinh:
- BO luat Dan sy nam 2005;
- Luat Ho tich.
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.
- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cia Bo Tu phap quy dinh chi tiét thi

hanh mot s6 diéu cua Luat HO tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phua quy dinh chi tiét mét so dieu va bién phap thi hanh Luat Ho tich.

- Nghi quyét 10/2016/NQ-HDND ngay 14/12/2016 cia Hoi dong nhan dan tinh ban
hanh quy dinh vé muc thu cac loai phi va 1€ phi trén dia ban tinh Pak Lak.

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phic

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

Kinh glri: @ e

Ho, chit dém, tN NGUOT YEU CAUL .....ccccooooooooioeoeeeeeeeeeecec oo
INOT CU T @) oot e et e et e e et e e et e et e e e e erees
Gidy tO 1y thAN: @) e
Quan hé v6i nguoi dé nghi duoc thay ddi, cai chinh, xac dinh lai dan toc, bd sung ho tich: .......

P& nghi co quan dAng KY VIEC ) ..o e
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cho nguoi cé tén dudi day

Ho, chit d8m, tEN: ..ooiiiiii i Gioi tinh:................

Ngay, thang, NAM SINN........oooiiiii e et e e re e eeeeaae s s rbee e srte e e sree e e nreeeenes
DAN 10C . it QUOC HCR e,
GiAy tO 10y thAN: @ oo

NOT CU T B oo e e e e e s e e e e e e e

T6i cam doan nhing ndi dung khai trén day 1a dung sy that va chiu trach nhiém truéc phap ludt vé cam
doan cta minh.

Lam t@i: ..o , NQay ......... thang ....... HAM ..o

Ngudi yéu ciu
(Ky, ghi r6 ho, chit dém, tén)

Y kién cua nguoi dugc thay ddi ho, tén (néu Y kién cta cha va me (néu thay ddi ho, chix
nguoi do tir du 9 tudi tro 1éq); xac dinh lai dan dém, tén cho nguoi dudi 18 tudi)
toc (n€u nguoi d6 tir dh 15 tudi dén dudi 18 tuOI) e

1. Ghi 18 tén co quan dang ky viéc thay ddi, cai chinh, bd sung hg tich, xac dinh lai dan tdc, xac dinh lai gidi tinh
trong Gidy khai sinh.

2. Ghi theo dia chi dang ky thuong tri; néu khong ¢ noi dang ky thudng tra thi ghi theo dia chi dang ky tam tri;
truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tri thi ghi theo noi dang sinh song.

3. Ghi thong tin vé gidy to tuy than nhu: ho chiéu, ching minh nhén dan hogc gidy to hop 1¢ thay thé (vi du: Chiing
minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

4. Ghi rd loai viéc thuc hién (vi du: thay dbi Ho).

5. Ghi 1 loai viéc ho tich dd dang ky trude ddy. Vi du: khai sinh ngay 05 thang 01 nam 2015 tai s§ 10 quyén sb
01/2015 caa UBND x4 Ha Hdi, huyén Thuong Tin, thanh phd Ha Noi.

6. Ghi 13 ndi dung thay déi, cai chinh, xac dinh lai dan tdc vi du: tir Nguyén Vin Nam thanh Vi Van Nam;

Trudng hop bd sung hé tich thi ghi rd ndi dung dé nghi bd sung. Vi du: bd sung phan ghi vé qué quéan trong Gidy
khai sinh nhu sau: Nghé An.
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21. C4p bén sao trich luc hd tich

a) Trinh tu thuc hién:

- Buodc 1: Cong dan hodc co quan, td chirc chuén bj hd so theo quy dinh va ndp tai B
phén tiép nhan va tra két qua thuoc UBND cap xa.

- Budc 2: Can bo Bé phém tiép nhén va tra két qua tiép nhén hd so, kiém tra ho so. Néu
ho so day du thi viét Phi€u tiép nhan va hen tra ho so. Néu ho so chua day du thi huong dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Buoc 3: CQng dan hodc co quan, t6 chirc nhan két qua tai Bo phan tiép nhéan va tra két
qua thuoc UBND cap xa.

Thot gian lam vige: cac ngay trong tudn, tir thir 2 dén thtr 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tu 7 gio 30 phiat dén 11 gid 00 phut. Budi chiéu: Tur 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thirc thue hién: Cong dan hoidc co quan, to chirc nop hd so va nhan két qua truc
tiép tai B phan tiép nhan va tra két qua thuoc UBND cap xi hodc giri hd so qua hé théng buu
chinh. Cong dan giri ho so qua hé théng buu chinh thi phai giri kém theo ban sao ¢6 ching thuc
gidy to chimg minh nhén than.

(Co s phdp 1y: Khodn 1, khodan 2 Diéu 9 Ludt HY tich; khoan 1 Diéu 3 Nghi dinh
123/2015/ND-CP)

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- To khai theo mau quy dinh.

- Trudng hop co quan, to chirc ¢6 tham quyén dé nghi cap ban sao trich luc ho tich cta

ca nhan thi guri van ban yéu cau néu ro 1y do d€ nghi cap ban sao trich luc ho tich.

- Vin ban ty quyén theo quy dinh cta phap luat trong truong hop uy quyén thuc hién
yéu cau cap ban sao trich luc ho tich. Trudong hop ngudi duge uy quyén 13 ong, ba, cha, me,
con, vg, chong, anh, chi, em rudt ciia nguoi iy quyén thi van ban iy quyén khong phai cong
ching, ching thyc, nhung phai ¢6 gidy to chimg minh mdi quan hé véi nguoi iy quyén.

- Nguoi yéu cip ban sao trich luc ho tich xuat trinh ban chinh mét trong cac gidy to 1a
ho chiéu, ching minh nhan dén, thé cin cudc cong dan hodc gidy to khic co dan anh va thong
tin ¢4 nhan do co quan c6 thAm quyén cip, con gia tri si dung dé chimg minh vé nhan than.
Trong giai doan Co sé dir liéu ho tich dién tir va Co so dit liéu qudc gia vé dan cu chua dugc
van hanh thong nhat trén ca nudc, ngudi yéu cau dang ky ho tich phai xuat trinh gidy to ching

minh noi cu tra.
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(Co so phap Iy: Diéeu 64 Ludt H} tich; khodn 1 Diéu 2 Nghi dinh 123/2015/ND-
CP,;Khoan 1, 2 Diéu 2 Thong tw so 15/2015/TT-BTP)

* S lwong ho so: 01 bo.

(Co s6 phép 1y: khoan 1 Piéu 3 Nghi dinh 123/2015/NP-CP)

d) Thoi han giai quyét: Trong ngay

(Co s6 phap 1y: Piéu 64 Ludt Ho tich; khoan 1 Piéu 2 Nghi dinh 123/2015/ND-CP)

d) Péi tuong thuc hién thu tuc hanh chinh: C4 nhan, co quan, td chuc.

e) Co quan thyuc hién thu tuc hanh chinh: UBND cép xa.

f) Co quan c6 thim quyén quyét dinh: UBND cip xa

g) Tén mau don, mau to khai: Khong c6.

h) Lé phi: 3.000 d6ng/01 ban sao trich luc.

(Co s6 phdp 1y: diém b, khoan 1.3, myuc 11 Ngh; quyét 10/2016/NQ-HPND)

1) Két qua thuc hién tha tuc hanh chinh: Ban sao trich luc ho tich

k) Y&u cau, diéu kién thuc hién thi tuc hanh chinh: Khéng

1) Can cur phép 1y cua thu tuc hanh chinh:

- Luat Ho tich.

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh chi tiét mot
sb diéu va bién phap thi hanh Luat Ho tich.

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap quy dinh chi tiét thi

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

- Nghi quyét 10/2016/NQ-HPND ngay 14/12/2016 cua Hoi d6ng nhan dan tinh ban hanh
quy dinh vé mirc thu cac loai phi va 1€ phi trén dia ban tinh Dak Lak.

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

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

KANh @0z @ e

Ho, chit d8m, ten NGUOT YEU CAUS .....ooooovveceeeceeeeeeeeeee e
NOT CU T @) oo
GiAy t0 10y thAN: G) e
Quan hé véi ngudi duge cip ban sao Trich TUe ho tHER: ...
Pé nghi co quan cAp ban  sa0  trich  TuC® s
cho nguoi cé tén dudi day:

Ho, chit @&m, tE€N: ..cviiviiiicicece e G101 tinh: oo

73



DAN OC: wiiviiitiiiiece et Quéc TICH: e,
INOT CU T @) ettt ettt
Gy tO Y thAN: G oo
S6 dinh danh €4 NNAN (NEU CO): ..vouveeeeeeeeeeeeeeee e

Da dang ky tai: ©

T6i cam doan nhitng ndi dung khai trén day 1a dung sy that va chiu trach nhiém trude phap luat vé cam
doan cua minh

Nguoi yéu ciu
(ky va ghi ro ho, chir dém, tén)

Chu thich:

@) Ghi 18 tén co quan thuc hién viéc cAp ban sao trich luc ho tich.

@ Ghi theo dia chi dang ky thuong tri; néu khong c¢6 noi ding ky thudng tra thi ghi theo dia chi ding ky tam tr(i; trudng hop
khong ¢ noi dang ky thuong tri va noi ding ky tam tré thi ghi theo dia chi dang noi sinh song.

®) Ghi thong tin vé gidy to tuy than nhu: ho chiéu, chimg minh nhin dan hodc gidy to hop 1é thay thé (vi du: Chimg minh
nhan déan s6 0010891235 do Cong an thanh phd Ha Noi cap ngay 20/10/2004).

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

® Ghi 16 tén co quan da diang ky hd tich trudc day.

©) Ghi r loai gidy to ho tich da dugc cép trudc day.

™ Chi khai khi biét rd.

11. NUOI CON NUOI
1. Pang ky viéc nudi con nudi
a) Trinh tu thyc hién:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp ho so tai Bo phan tiép nhan
thuoc UBND cap xa.

- Budc 2: Can bd B phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua dy du thi huéng dan
cong dan bd sung hd so theo quy dinh cua phap luat.

- Budce 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thuoc UBND cép

Thoi gian lam viéc: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tir 7 gid 30 phat dén 11 gio' 00 phat. Budi chiéu: Tir 13 gid 30 phat dén 16
gio 30 phat.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cip xa.
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¢) Thanh phén, s6 luong ho so:

* Thanh phan ho so:

- Ho so ciia nguwoi nhdn con nudi gom co:

+ Pon xin nhan con nudi theo mau TP/CN-2014/CN.02;

+ Ban sao Ho chiéu, Gidy ching minh nhan dan hodc gidy to co gia tri thay thé;

+ Phiéu 1y lich tu phap (dugc cap chua qua 6 thang tinh dén ngay ndp hd so);

+ Vin ban x4c nhén tinh trang hén nhan (Ban sao néu 1a Gidy chimg nhan két hon hoic
ban goc néu la giay xac nhan tinh trang doc than);

+ Gidy kham strc khoé do co quan y té cap huyén tré 1én cip (chua qué 6 thang tinh dén
ngay ndp ho so);

+ Vin ban xac nhan hoan canh gia dinh, tinh trang chd ¢, diéu kién kinh té do UBND
cap xa noi nguoi nhan con nuodi thuong tra cap (chua qua 6 thang tinh dén ngay ndp ho so), trir
truong hop cha duong nhan con riéng ctia vg, me ké nhén con riéng cia chong lam con nudi
hoac co, cau, di, chu, bac rudt nhan chau lam con nuoi.

- Ho so cta ngudi duge gidi thidu lam con nudi gdm co:

+ Gidy khai sinh;

+ Gidy kham stc khoé do co quan y té cap huyén trd 1én cp (chua qué 6 thang tinh dén
ngay ndp ho so);

+ Hai anh toan than, nhin thang chup khong qué 06 thang;

+ Bién ban xac nhan do UBND hoac Cong an cép x4 noi phat hién tré bi bo roi 1ap doi
voi tré em bi bo roi; Gidy chiing tir cua cha dé, me dé hoac quyét dinh ctia Toa an tuyén bo cha
dé, me dé cua tré em la da chét doi véi tré em mo cbi; quyéet dinh cia Toa an tuyén bo cha dé,
me dé cua nguoi dugce gidi thi¢u lam con nudi mat tich do61 voi nguodi dugce gidi thi¢u lam con
nudi ma cha dé, me dé mat tich; quyét dinh cia Toa an tuyén bd cha dé, me dé cua nguoi dugce
gidi1 thi€u lam con nudi mat nang luc hanh vi dan su d6i véi ngudi dugc gidi thiéu [am con nuoi
ma cha dé, me dé mat nang lyc hanh vi dan sy;

+ Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.

*SH lugng ho so: 01 bo.

(Co s¢ phdp ly: Piéu 17, Diéu 18 Ludt Nudi con nuéi 2010; Diéu 5 Nghi dinh sé
19/2011/ND-CP).

Luu y: Ddi véi cac gidy to yéu cau ndp ban sao thi co quan, t6 chic c6 trach nhiém tiép
nhan ban sao, khong dugc yéu cau ban sao c6 chirng thuc nhung c6 quyén yéu cau xuat trinh
ban chinh dé do6i chiéu. Ngudoi doi chi€u cé trach nhiém xac nhan tinh chinh xéc cia ban sao so
v6i ban chinh.

(Co s6 phdp 1y: Khoan I Piéu 6 Nghi dinh 23/2015/NP-CP)

d) Thoi han giai quyét: 30 ngay, ké tir ngdy UBND cdp xa nhan di1 hd so hop 1¢.

(Co 56 phép 1y: Khoan 2 Diéu 19 Ludt Nudi con nudi)
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d) béi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thuc hién thu tuc hanh chinh: UBND cép x4.
f) Co quan c6 tham quyén quyét dinh: UBND cip xa.
(Co 56 phép 1y: Khoan 2 Diéu 19 Ludt Nudi con nudi)
g) Tén mau don, mau to Khai:

- Pon xin nhin con nudi (Mau TP/CN-2014/CN.02 ban hanh kém theo Théng tu sb
24/2014/TT-BTP ngay 29/12/2014 cta B6 Tu phap).

- T khai hoan canh gia dinh ciia ngudi nhan con nuéi (Mau TP/CN-2011/CN.06 ban
hanh kém theo Thong tu sé 12/2011/TT-BTP ngay 27/6/2011 ctia Bo Tu phap)

h) Lé phi: 400.000 dong/trudng hop (Trudng hop cha duong hodc me ké nhan con riéng
cua vo hoac chéng lam con nudi; co, cau, di, chu, bac rudét nhan chau lam con nu6i; nhan tré em
khuyét tat, nhiém HIV/AIDS hodc méc; ngudi c¢6 cong v6i cach mang thi duge mién 1€ phi).

(Co 56 phdp 1ly: khoan 1 Piéu 4; diém a khodan 1 Piéu 6 Nghi dinh s6 114/2016/ND-CP
ngay 08/7/2016 cua Chinh phu)

i) Két qua thuc hién thu tuc hanh chinh: Gidy chimg nhin nudi con nudi.
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Viéc nhan nudi con nudi phai dugc su d@)ng y cua cha me dé cua nguoi duge nhan lam
con nudi; néu cha dé hodc me dé da chét, mat tich, mat nang lyc hanh vi dan sy hoac khong xac
dinh dugc thi phai dugce su dong ¥ clia nguoi con lai; néu ca cha me dé déu da chét, mat tich,
mat nang lyc hanh vi dan sy hodc khong xac dinh duoc thi phai duoc sy dong ¥ cia ngudi giam
ho; truong hop nhan tré em tir i 09 tudi tré 1én 1am con nudi thi con phai dugc su dong ¥ cla
tré em do.

- Su déng y phai hoan toan tuy nguyén, trung thuc, khong bi ép budc, khong bi de doa
hay mua chudc, khong vu loi, khong kém theo yéu cau tra tién hodc loi ich vat chat khac.

- Cha me dé chi duoc dong ¥ cho con lam con nudi sau khi con da duoc sinh ra it nhat
15 ngay.

(Co s6 phép by: Diéu 21 Ludt Nudi con nudi)

- Nguoi nhan con nudi phai ¢6 da cac diéu kién sau day:
+ C6 nang luc hanh vi dan su dﬁy du;

+ Hon con nudi tir 20 tudi trd 1én;

+ Co diéu ki¢n vé suc khoe, kinh t€, chd & bao dam viéc cham s6c, nudi dudng, gido duc
con nubi;

+ C6 tu cach dao duc tt.
- Nhiing nguoi sau day khong duge nhan con nuoi:

+ Pang bi han ché mét s6 quyén cua cha, me doi voi con chua thanh nién;
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+ Pang chap hanh quyét dinh xt Iy hanh chinh tai co s& gido duc, co s& chita bénh;

+ Pang chép hanh hinh phat ti;

+ Chua dugc x06a an tich vé mot trong cac to1 cd y xam pham tinh mang, strc kho¢, nhan
pham, danh dy cua nguoi khac; ngugc dai hoac hanh ha 6ng ba, cha me, vg chong, con, chau,
ngudi c6 cong nudi dudng minh; du dd, ép bude hodc chira chap ngudi chua thanh nién vi pham
phap luat; mua ban, danh trao, chiém doat tré em.

(Co s6 phdp 1y: Diéu 14 Ludt Nudi con nudi)

1) Can ctr phap 1y cta thu tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 cta Chinh pht quy dinh chi tiét thi hanh
mot s6 diéu cua Luat Nudi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 cta B Tu phap viéc ban hanh va huéng
dan viéc ghi chép, luu tri¥, str dung biéu mau nuédi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 ctua Bo Tu phap stra doi, bd sung mot
sO diéu ctia Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 cta B6 Tu phap vé viéc ban hanh va
huéng dan viéc ghi chép, luu trix, sitr dung biéu mau nudi con nudi.

- Nghi dinh s6 114/2016/NB-CP ngay 08/7/2016 ctua Chinh pha quy dinh 1¢ phi ding ky
nudi con nudi, 18 phi cip gidy phép hoat dong cua t6 chirc con nudi nudc ngoai.

Mdéu TP/CN-2014/CN.02

CONG HOA XA HOQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phuc

Anh 4 x 6cm . . Anh 4 x 6 cm
PON XIN NHAN CON NUOI

(Dung cho truong hop nudi con nudi trong nudc)

Kinh gtri:*

4 Trudng hop ngudi nhan con nudi thudng tri trong nude, thi giri UBND x4/ phudng/thi tran noi ¢6 tham quyén ding ky
viéc nudi con nuodi. Truong hop nguoi nhén con nudi va nguoi dugc nhan lam con nudi tam trd & nudc ngoai, thi gui Co
quan dai di¢n Viét Nam, noi c6 tham quyen dang ky viéc nudi con nudi.
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Chung to6i/toi la:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan toc

Qudc tich

Nghé nghiép

Noi thuong tra

S6 Giday CMND/H6 chiéu

Noi cap

Ngay, thang, nim cip

Dia chi lién hé

bién thoai/fax/email

Co6 nguyén vong nhan tré em dudi day lam con nudi:

Hovatén:..............oooiiiii i GIGI tINh:
Ngay, thang, NAM SINN: ....occeiiiiiiie e eere e e
INOT SINNT L
Dan toc: v QUAC HHCN: oo

Tinh trang SUe KNOG: .......ccuoiiiiiiii e

Noi dang cu tri:

0 Gia dinh:

Ong Ba

Ho va tén

Ngay, thang, nam sinh

bia chi lién hé

Dién thoai,/fax/ email




Quan hé voi tré em dugc nhan
lam con nudi

[ CO SG NMUOT AUTNE®: ..ottt n st en e

Néu duoc nhan tré em 1am con nudi, chung t6i/t61 cam két s& chim soc, nudi dudng, gido duc
tré em nhu con dé cia minh va thuc hién moi nghia vu cta cha me d6i voi con theo quy dinh cta phap
luat. Chung t6i/t6i cam ket trong thoi han ba nam, ké tir ngay giao nhan con nudi, dinh ky 06 thing mot
lan, giri thong bao vé& tinh trang phat trién moi mat cia con nudi (c6 kém theo anh)

ChOM e ® noi ching t6i/toi thuong tri.
DE NI oo xem x€t, gidi quyéet
.................. , NGAY e thANG ... NAM.................
ONG BA
(Ky, ghi r6 ho tén) (Ky, ghi ro ho tén)

Méu TP/CN-2011/CN.06

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

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VA TEIL: .o Ngay SiNN: ..o
INOT SINNE e £
S6 Gidy CMND: ... NOT CAP: ot NEAY CAP oo
IS (TR 171 (Y1) S
INOT TRUIONE TITL: oo R
Tinh trang KON NNANG: ... oo

5 Ghi 16 tén va dia chi co s6 nudi dudng.

6 Ghi tén UBND x&/phudng/thi tran hodc Co quan dai dién Viét Nam & nude ngoai.
" Nhu kinh giri.

8 Khai ré day la lan két hén thir mdy ciia nguoi nhdn con nuéi, tinh trang con cdi.
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HO VA TEI: ..o Ngay SINN: ..o
INOT STINL oot £
S8 GiAY CMND: ...ooooereseeoeesesen NOT CAP: oo NEAY CAP oo,
J Y (TR Y111 S
INOT TRUIONE TITLL oo 8888
Tinh trang NON NNANT: ...........ooooeeeeeee oo oo oo

1 1 OO

............... ,NQay......thang.......nam......
Ong Ba
(Ky, ghi ro ho tén) (Ky, ghi ré ho tén)

Y kién ciia T truwéng td6 dan phd/Truéng thon vé nguwdi nhin con nudi:

® Khai nhu chii thich 1.
10 Khai 6 hién nay nguoi nhdn con nuéi dang song cung véi ai; thdi do ciia nhiing nguoi trong gia dinh vé viéc nhdn con
nuoi.
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............... ,Ngay........thang.......... nam.....
T6 truéng dan phd/Truéng thon
(Ky, ghi ré ho tén)

Xdc minh ciia céng chirc tw phdp - h tich'*:

Nguoi xac minh
(Ky, ghi ro ho tén)
Xac nhéan ciia UBND xé/phuwong/thi trin

............... ,Ngay.......thang.......... nam.......

TM. UBND XA/PHUONG/THI TRAN
(K¥, ghi 16 ho tén, chirc vu va dong ddu)

2. Pang ky lai viéc nudi con nuéi

a) Trinh tu thyc hién:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai B6 phan tiép nhan va tra két
qua thuoc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhdn va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan bo sung ho so theo quy dinh cta phép luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thuéc UBND cap

~

Xa.

Thot gian lam viée: cac ngay trong tudn, tir thir 2 dén thir 6 (trr ngay nghi L& theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gio 00 phat. Budi chiéu: Tu 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thirc thyc hign: Cng dan nop ho so va nhan ket qua truc tiép tai Bo phan tiép
nhan va tra két qua thugc UBND cap xa.

¢) Thanh phan, s6 luong ho so:

1Y kién cia cdn bo xac minh vé cdc ndi dung ma nguoi nhén con nuéi tu khai ¢ trén. Danh gid nguoi nhan con nuéi du hay
khong du diéu kién dé nhan con nudi.
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* Thanh phan ho so:
- To khai dang ky lai viéc nudi con nudi theo mau TP/CN-2011/CN.04;

Truong hop yéu cau dang ky lai tai Uy ban nhan dan cap xa khong phai la noi trude day
da dang ky viéc nudi con nudi do, thi Td khai phai c6 cam két ctia ngudi yéu cau dang ky lai vé
tinh trung thuc cia viéc dang ky nudi con nudi trude dé va cé chir ky cua it nhat hai nguoi lam
ching.

* S lugng ho so: 01 bo.
(Co s6 phép y: Khoan 3 Diéu 29 Nghi dinh 19/2011/NP-CP)
d) Thoi han giai quyét: Trong thoi han 05 ngay 1am viéc, ké tir ngay nhan du ho so hop

(Co 56 phép y: Khoan 4 Diéu 29 Nghi dinh 19/2011/NP-CP)
d) Déi tuong thuc hién thu tuc hanh chinh: Ca nhan.

e) Co quan thyuc hién thu tuc hanh chinh: UBND cép Xa.

f) Co quan c6 thim quyén quyét dinh: UBND cap xa

(Co s6 phép y: Khoan 2 Diéu 29 Nghi dinh 19/2011/NP-CP)

g) Tén mau don, mau to khai: TS khai dang ky lai viéc nudi con nudi theo mau TP/CN-
2011/CN.04 (ban hanh kém theo Thong tw so 24/2014/TT-BTP ngay 29/12/2014).

h) Lé phi: Mién phi.

(Co s6 phdp 1y: Khoan 3, Diéu 4, Nghi dinh sé 114/2016/ND-CP)

i) Két qua thuc hién thu tuc hanh chinh: Gidy chirng nhan nudi con nudi

k) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:

- Vi€c nudi con nuéi da dugce dang ky tai co quan nha nudc co thém’quyén cua Viét
Nam, nhung ca S6 ho tich va ban chinh gidy to dang ky nudi con nudi bi mat hodc hu hdéng
khong str dung duogc, thi dugc dang ky lai.

- Cha, me nudi va con nudi déu con séng vao thoi diém yéu cau dang ky lai.

(Co 56 phép ly: Khoan 1 Piéu 29 Nghi dinh 19/2011/NP-CP)

1) Can ctr phép 1y cta thu tuc hanh chinh:

- Luat Nuo6i con nu6i nam 2010;

- Nghi dinh ctia Chinh phii s6 19/2011/ND-CP ngay 21/3/2011 quy dinh chi tiét thi hanh
mot so diéu cia Luat Nudi con nudi;

- Thong tur s6 12/2011/TT-BTP ngay 27/6/2011 ctia Bo Tu phap viéc ban hanh va huéng
dan viéc ghi chép, luu tri, str dung biéu mau nudi con nudi;

- Thong tur s6 24/2014/TT-BTP ngay 29/12/2014 ctia B Tu phap sira doi, bo sung mot
s0 diu cua Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 cua B Tu phap vé viéc ban hanh va
hudng dan viéc ghi chép, luu trit, sit dung biéu mau nudi con nudi.

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 ctia Chinh phi quy dinh 1& phi ding ky
nudi con nudi, 18 phi cip gidy phép hoat dong cua td chirc con nudi nudc ngoai.
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Anh 4x 6 cm
(chyp chua
gua 6 thang)

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

TO KHAI PANG KY LAI VIEC NUOI CON NUOI

Mau TP/CN-2011/CN.04

Anh 4x 6 cm
(chyp chua
gua 6 thang)

Chung toi /toi la:

Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan tdc

Quéc tich

Noi thuong tra

S6 Gidy CMND/H6 chiéu

Noi cap

Ngay, thang, nim cap

bia chi lién hé

bién thoai/fax/email

12" Truong hop nudi con nudi trong nudoc, thi gui UBND xa/ phuong/thi tran noi ¢6 tham quyen dang ky lai viéc nudi con
nuéi. Triweong hop nudi con nudi c6 yéu té mede ngodi, thi giei S¢ Tu phdp, noi ¢é tham quyén dang ky lai viéc nudi con nudi.
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Pa nhin nguwoi co tén dudi diy lam con nudi:

HO VA TEN: .ot Gid1 tinh: e,
Ngay, thang, NAM SINN: ......ooiiiii e
B3 1315 s SO PPR
DAN tOC: ciiii it Quéc tich: e
DA I 410 0o 0 T o PP PROPPROPPRTIN

Ho va tén

Ngay, thang, ndm sinh

Noi sinh

Dan tdc

Quéc tich

Noi thuong tro/tam tra

S6 Gidy CMND/Hb chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién h¢

Dién thoai/fax/email

TEN CO SO NUOT AUTNEZ: ...t

13 Néu ¢6 duwoce c4c thong tin nay.

3 Ghi 16 la cha, me dé; nguoi giam h¢ hay co so nuéi dwéng. Néu la co sé nudi dudng thi ghi 16 tén co so nudi duing,
chikc vu cua nguoi dai dién co so nudi duong.

4 Khéng can ¢ xac nhdn ciia nguoi 1am chitng néu ddang Ky lai viéc nudi con nudi tzi UBND cdp x&/STP noi da dang ky viéc
NCN truoc day.
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Chtrc vu cua ngudi dai di€n o SO NUOT AUGNIE: ...eeeiviiiiieiiiiiiiesiee e

Chuing t61 cam doan 101 khai trén day 1a ding su that va chiu trach nhiém trudce phap luat vé cam
doan cua minh.

Ngwoi khai
(Ky, ghi r6 ho tén)

r A S SR P , , Al
Xac nhan cua Nguoi lam chirng thir nhat XAc nhan ciia Nguoi lam chiing thi hai

TONEEN 1, Sinh nam ...... o .
TOUTEN L&, sinhnam.............

T6i xin lam ching viéc NUBI CON NUOT NBU T8N [Z oo

ding sy that va xin chiu trach nhi¢m vé viéc 1am  T4; xin lam ching viéc nudi con nudi néu trén 1a dung
ching ctia minh. sur that va xin chiu trach nhiém vé viéc lam chung cia
minh.

(Ky, ghi r6 ho tén)
(Ky, ghi ré ho tén)

3. Ping ky viéc nudi con nudi ddi véi ngudi nwde ngoai cw tri & khu viee bién gidi
nuoéc lang giéng nhan tré em Viét Nam cw tra ¢ khu vuc bién gidi ciia Viét Nam lam con
nuoi

a) Trinh ty thyuc hi¢n:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phan tiép nhan va tra két
qua thudc UBND cip xa noi tré em dugc nhan 1am con nudi thuong tra.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phiéu tiép nhan va hen tra hd so. Néu ho so chua dy du thi huéng dan
cong dan bo sung ho so theo quy dinh cta phép luat.

- Budc 3: Cong dan nhan két qua tai B6 phan tiép nhéan va tra két qua thuoc UBND cép

~

Xa.

Thoi gian lam viéc: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tir 7 gio 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phut dén 16
gio 30 phat.
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b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND c4p xa noi tré em duoc nhan 1am con nudi thudng tra.

¢) Thanh phan, s6 luong ho so:

* Thanh phan ho so:

- Ho so ciia nguwoi nhin con nudi gdm c6 (phai dwoc dich ra tiéng Viét):

+ Pon xin nhan con nudi theo mau TP/CN-2014/CN.02;

+ Ban sao ho chiéu/ Ching minh nhin dan hodc cac gidy t& ¢ gid tri thay thé;
+ Phiéu Iy lich tu phép (dugc cap chua qua 6 thang tinh dén ngay ndp hd so);

+ Vin ban x4ac nhan vé viéc ngudi nhin con nudi ¢ du diéu kién nudi con nudi theo quy
dinh cta phép ludt nudc do;

+ Vén ban x4ac nhan tinh trang hon nhan;

+ Gidy kham strc khoe (dugc cap chua qua 6 thang tinh dén ngay ndp hd so);

+ Hai anh méi nhét, chup toan than, c6 9 cm x 12 cm hodac 10 cm x 15 cm.

- Ho so ctia nguoi dwoc gioi thiéu 1am con nudi gom cé:

+ Gidy khai sinh;

+ Gidy kham stc khoé do co quan y té cap huyén trd 1én cap (chua qua 6 thang tinh dén
ngay nop ho so);

+ Hai anh toan than, nhin thiang chup khong quéa 06 thang;

+ Bién ban xac nhan do UBND hoédc Coéng an cép xa noi phat hién tré bi bo roi lap ddi
vO1 tré em bi bo roi; Giéy ching tir ctia cha dé, me dé hoac quyét dinh cta Toa an tuyén bd cha
dé, me dé cua tré em 1a da chét ddi véi tré em mo cdi; quyét dinh ctua Toa an tuyén bd cha dé,
me dé cua ngudi dugc gidi thi€éu lam con nudi mat tich doi voi nguoi duoc gidi thiéu lam con
nudi ma cha dé, me dé mat tich; quyét dinh cia Toa an tuyén bd cha dé, me dé cua nguoi dugce
gid1 thi€éu lam con nudi mét nang lyc hanh vi dan sy ddi vai nguoi duge gidi thi€u lam con nudi
ma cha dé, me dé mat nang luc hanh vi dan su;

+ Quyét dinh tiép nhan ddi véi tré em & co so nudi dudng.

(Co s6 phdp Iy: Khodn 1 Piéu 21 Nghi dinh 19/2011/NP-CP va Piéu 17, Piéu 18 Ludt
Nubi con nudi 2010)

* S6 lugng hd so:

- 02 bd hd so cua ngudi nhan con nubi;

- 02 bd ho so cua tré em dugc nhan lam con nudi.

(Co s6 phép 1y:Khodn 2 Piéu 21 Nghi dinh 19/2011/ND-CP)

d) Thoi han giai quyét: Trong thoi han 30 ngay, ké tir ngdy UBND cap xa nhan du hd so
hop 1€.

(Co s6 phép Iy: Khoan 3, khodn 4, khoan 5 Diéu 21 Nghi dinh 19/2011/ND-CP)

d) béi tuong thuc hién thu tuc hanh chinh: Ca nhan.
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e) Co quan tryc tiép thyc hién thi tuc hanh chinh: UBND cip xA.
f) Co quan c6 thim quyén quyét dinh: UBND cip x4 .

(Co s6 phép Iy: Khoan 3 Diéu 21 Nghi dinh 19/2011/NP-CP)

g) Tén mau don, mau to khai:

- Pon xin nhan con nudi theo mau TP/CN-2014/CN.02 (ban hanh kem theo Théng tu
Théng tw s6 24/2014/TT-BTP ngay 29/12/2014 ciia B Tw phdp).

- Td khai hoan canh gia dinh ctia ngudi nhan con nuéi (Mau TP/CN-2011/CN.06 ban
hanh kém theo Thong tu sb 12/2011/TT-BTP ngay 27/6/2011 ctia Bé Tu phap)

h) Lé phi: 4.500.000 dong/trudng.

(Co s6 phdp Iy: diém c khodn 1 Piéu 6 Nghi dinh so 114/2016/NP-CP ngay 08/7/2016
cua Chinh phu)

i) Két qua thuc hién thu tuc hanh chinh: Gidy ching nhan nudi con nudi.
k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

- Viéc nhan nuodi con nudi phai dugc su déng y cua cha me dé cua nguoi duge nhan lam
con nudi; néu cha dé hodc me dé da chét, mat tich, mat nang lyc hanh vi dan sy hoac khong xac
dinh duoc thi phai dugc sy déng ¥ ctia nguoi con lai; néu ca cha me dé déu da chét, mat tich,
mat nang luc hanh vi dan sy hoic khong xac dinh duoc thi phai duoc su dong ¥ ctia ngudi giam
ho; truong hop nhéan tré em tir di 09 tudi trd 1én 1am con nudi thi con phai duoc sy dong ¥ cua
tré em do.

- Su dong ¥ phai hoan toan tu nguyén, trung thuc, khong bi ép budc, khong bi de doa hay
mua chudc, khong vu loi, khong kém theo yéu cau tra tién hodc 1oi ich vat chat khac.

- Cha me dé chi dugc dong ¥ cho con 1am con nuéi sau khi con di duoc sinh ra it nhat 15
ngay.

(Co s6 phép 1y: Piéu 21 Ludt Nudi con nudi)

- Nguoi nhan con nudi phai c¢6 du cac diéu kién sau day:

+ C6 nang lyc hanh vi dan sy déy du;

+ Hon con nudi tir 20 tudi tré 1én;

+ Co dicu kién vé suc khoe, kinh t€, cho & bao ddm viéc cham soc, nuoi dudng, gido duc
con nudi;

+ C6 tu cach dao duc tét.

- Nhiing nguoi sau day khong duge nhén con nudi:

+ DPang bi han ché mot sb quyén cua cha, me ddi v&i con chua thanh nién;

+ Pang chap hanh quyét dinh xir Iy hanh chinh tai co s& gido duc, co so chita bénh;
+ Pang chap hanh hinh phat ti;

+ Chua dugc x06a an tich vé mot trong céc td1 co6 y xam pham tinh mang, stc khoé, nhan
pham, danh dy ctia nguoi khac; nguoc dai hodc hanh ha 6ng ba, cha me, vo chong, con, chau,
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ngudi c6 cong nudi dudng minh; du dd, ép budc hodc chira chip ngudi chua thanh nién vi pham
phap luat; mua ban, danh trao, chiém doat tré em.

(Co s6 phép 1yp: Piéu 14 Ludt Nudi con nudi)

1) Can ctr phép 1y cta thu tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ctia Chinh phii quy dinh chi tiét thi hanh
mot s6 diéu cua Luat Nudi con nudi;

- Thong tur s6 12/2011/TT-BTP ngay 27/6/2011 ciia Bd Tu phép viéc ban hanh va huéng
dan viéc ghi chép, luu tri¥, sir dung biéu mau nuédi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 ctua Bo Tu phap sira doi, bd sung mot
sO diéu ctia Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 ctua B6 Tu phap vé viéc ban hanh va
huong dan viéc ghi chép, luu tri¥, str dung biéu mau nudi con nudi.

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 ctua Chinh pha quy dinh 1¢ phi ding ky
nudi con nudi, 18 phi cip gidy phép hoat dong cua t6 chirc con nudi nudc ngoai.

Mdu TP/CN-2014/CN.02
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

Anh 4 x 6m PON XIN NHAN CON NUOI Anh 4 x 6 cm

(Dung cho truong hop nudi con nudi trong nude)

Chang téi/toi la:

Ong Ba

Ho va tén

Ngay, thang, nam sinh

Noi sinh

Dan toc

15 Truong hop nguoi nhan con nudi thudng tra trong nudc, thi giri UBND x3/ phudng/thi tran noi c¢6 thim quyén dang ky
viéc nudi con nuodi. Truong hop nguoi nhén con nudi va nguoi dugc nhan lam con nudi tam trd & nudc ngoai, thi gui Co
quan dai dién Viét Nam, noi c6 tham quyén dang ky viéc nudi con nudi.
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Qudc tich

Nghé nghiép

Noi thuong tra

S6 Gidy CMND/H6 chiéu

Noi cap

Ngay, thang, nim cap

Dia chi lién hé

bién thoai/fax/email

C6 nguyén vong nhan tré em dudi day lam con nudi:

Ho va tén:. LGiditinhe.
Ngay, thang, nam smh ........................................................................................................
D7 TS0 11 o PSSP
DAn tOC: i Quéc 15 (o] § TS
Tinh trang SUC KNOC: .......ooiiiiiiiiecie ettt ettt
Noi dang Ky ho KhAu thuONE trl:.........veveeeeeeeeeee e
Noi dang cu tri:

0 Gia dinh:

Ong Ba

Ho va tén

Ngay, thang, ndm sinh

bia chi lién hé

bién thoai,/fax/ email

Quan h¢ véi tré em dugc nhan lam con nudi

16 Ghi rd tén va dia chi co s& nubi dudng.




Néu duoc nhan tré em 1am con nudi, chung t6i/t61 cam két s& chim soc, nudi dudng, gido duc
tré em nhu con dé cua minh va thuc hién moi nghia vu cua cha me ddi véi con theo quy dinh cta phap
luat. Chiing t6i/tdi cam két trong thoi han ba niam, ké tir ngay giao nhan con nuéi, dinh ky 06 thang mot
lan, gui thong bao vé tinh trang phat trién moi mit cia con nudi (c6 kém theo anh)

CRO. .o 17 noi chiing t6i/toi thudng tri.
D& NENIt..oe e xem x¢ét, giai quyét.
.................. ,NQAY ..o, thang ... nAM................
ONG BA
(Ky, ghi ro ho tén) (Ky, ghi ro ho tén)

Méu TP/CN-2011/CN.06

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

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON NUOI

PHAN TU KHAI CUA NGUOI NHAN CON NUOI

1. Ong:
HO VA TEIL: ..o Ngay SiNN: ...
INOT STNNE s £
S6 Gidy CMND: ..o NOT CAP: ot NEAY CAP oo
DTS (TR 171 (Y1) S
INOT TRUIONE TITL: oo 8RR
Tinh trang hon NNANIT: Lo oo e

7 Ghi tén UBND xa/phudng/thi trdn hodc Co quan dai dién Viét Nam & nudc ngoai.
18 Nhu kinh giri. ) )
1 Khai ré day la lan két hén thir mdy ciia nguoi nhdn con nudi, tinh trang con cdi.
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HO VA TEIL: ..o Ngay SiNN: ..o
NOT SINN e,
S Gidy CMND: ..o NOi CAP: oo NEAY CAP oo
DTS (TR 1Yl (Y1)
INOT LIIOMIEZ TITL: ..ot S
Tinh trang BN NNANZE: ..ottt oottt ottt

4. Hoan canh Kinh té
SN O R
= MITC thU MNP T oo
= CAC A1 SAN KNAC: ..o
............... ,NQay......thang.......nam........
Ong Ba
(Ky, ghi ré ho tén) (Ky, ghi ré ho tén)

Y kién ciia T6 truwéng to6 dan pho/Trudng thén vé ngudi nhin con nubi:

T6 truéng dan phd/Truéng thon
(Ky, ghi r6 ho tén)

0 Khai nhi chit thich 1.
2 Khai ro hién nay nguoi nhdn con nudi dang song cung véi ai; thai do ciia nhitng nguoi trong gia dinh vé viéc nhdn con
nuoi.
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Xdc minh ciia cong chirc tw phdp - h tich?:

............... , NQay.......thang......... nam.........
Ngwoi xac minh
(Ky, ghi 16 ho tén) Xac nhan cia UBND xa/phwong/thi tran

............... ,Ngay.......thang.......... nam......

TM. UBND XA/PHUONG/THI TRAN
(K¥, ghi 16 ho tén, chitc vu va dong ddu)

4. Ghi chii viéc nudi con nudi da ding ky tai co quan cé thAm quyén & khu vuwe bién
gi¢i cia nwoc lang giéng
a) Trinh tu thyc hién:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phan tiép nhan va tra két
qua thuéc UBND cap xa.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhan va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan bo sung ho so theo quy dinh cua phap luat.

- Bude 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thugc UBND cép

~

Xa.

Thot gian lam vige: cac ngay trong tuan, tir thir 2 dén thir 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gid 00 phut. Budi chiéu: Tu 13 gio 30 phat dén
16 gio 30 phut.

b) Cach thirc thyc hign: Cng dan nop ho so va nhan ket qua truc tiép tai Bo phan tiép
nhan va tra két qua thugc UBND cap xa.

¢) Thanh phan, s6 luong ho so:
* Thanh phan ho so:
Ban chinh gidy to dang ky viéc nudi con nudi do co quan co thAm quyén cua nudc lang

gleng cap (Nghi dinh 19/201 I/ND-CP khong quy dinh thanh phan hé so, tuy nhién, trén thuc té
dé thyee hién ghi chii phdi ¢é gidy to chirng minh viéc nudi con nuédi da dwoc dang ky)

22 Y kién cua cdn bo xdc minh vé cdc néi dung ma nguoi nhdan con nudi tw khai ¢ trén. Ddanh gia nguoi nhan con nudi di hay
khong du diéu kién dé nhan con nudi.
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* S luong hd so: 01 bd.

d) Thoi han giai quyét: khong quy dinh

d) Déi tuong thyc hién thi tuc hanh chinh: C4 nhan.

e) Co quan tryuc tiép thyc hién thi tuc hanh chinh: UBND cip xa.
f) Co quan c6 tham quyén quyét dinh: UBND cap xa.

(Co s6 phép Iy: Khoan 1 Piéu 25 Nghi dinh 19/2011/NP-CP)

g) Tén mau don, mau to khai: Khéng

h) L¢ phi: Khong.

i) Két qua thyc hién thu tuc hanh chinh: Gidy xac nhan da ghi cht viéc nudi con nudi.
k) Yéu cau, diéu kién thuc hién thi tuc hanh chinh:

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Luat Nudi con nudi nam 2010;

- Nghi dinh s6 19/2011/ND-CP ngay 21/3/2011 ctia Chinh phil quy dinh chi tiét thi hanh
mot sd diéu cua Lut Nudi con nudi;
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III. LINH VU'C CHUNG THUC
1. Chirng thye chir ky ca nhan
a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi ho so theo quy dinh va nop tai B phan tiép nhan va tra két
qua thuoc UBND xa, phuong, thi tran.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhan va hen tra ho so. Néu ho so chua day du thi hudéng dan
cong dan hoan thién hoé so theo quy dinh cua phép luat.

- Budc 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thudc thudc
UBND xa, phuong, thi tran.

Thot gian lam vige: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi Lé theo quy
dinh). Budi sang: Tu 7 gio 30 phiat dén 11 gid 00 phut. Budi chiéu: Tur 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thtrc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan hd so:

- Ban chinh hodc ban sao ¢6 ching thuc Giay chirng minh nhan dan hoac Ho chiéu con
gia tri st dung;

- Gidy to, vin ban ma minh sé& ky.
* S6 luong hd so: Theo yéu cau cua cong dan.
(Co 56 phép y: Khoan 1 Piéu 24 Nghi dinh 23/2015/NP-CP)

d) Thoi han giai quyét: Giai quyét ngay trong ngay tiép nhin yéu cau hoic trong ngay
lam viéc ti€p theo, néu ti€p nhan yéu cau sau 15 gio.

(Co s6 phép ly: Diéu 7 Nghi dinh 23/2015/ND-CP)
d) Co quan thuc hién thu tuc hanh chinh: UBND xa, phuong, thi tran.
(Co s6 phdp Iy: Diém b Khodn 2 Diéu 5 Nghi dinh 23/2015/ NP-CP)
e) Péi twong thuc hién tha tuc hanh chinh: Cong dan.
g) Tén mau don, mau to khai: Khong cé.
h) Lé phi: 10.000 dong/trudng hop.
(Co s6 phdp 1y: Piéu 4 Théng tw s6 226/2016/TT-BTC ngay 11/11/2016 ciia Bé Tai chinh)
i) Két qua thyc hién thu tuc hanh chinh: Van ban duoc ching thuc chit ky.

k) Yéu ciu, diéu kién thyc hién thu tuc hanh chinh: Ngudi yéu cau chung thuc phai ky
trudc mat nguoi thuc hién chung thyec.

(Co s6 phdp 1y: Khoan 2 Diéu 24 Nghi dinh 23/2015/ NP-CP)
1) Can ctr phép 1y cta tha tuc hanh chinh:

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban sao tir $6
goc, ching thuc ban sao tir ban chinh, ching thuc chir ky va ching thuc hop dong, giao dich;
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- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.

Ghi chi: s6 lirong ho so chwa dwgc phdp ludt quy dinh, nhung thuc té s6 lrong nay duwoe thuc
hién theo yéu cdu ciia cong dan.

2. Chirng thwe ban sao tir ban chinh cac gidy to, vin ban do co quan c¢6 thim quyén
cua Viét Nam cap hoac chirng nhin

a) Trinh tu thuc hién:

- Bude 1: Cong dan, td chirc chuan bi ho so theo quy dinh va ndp tai Bo phéan tiép nhan
va tra két qua thuoc UBND xa, phuong, thi tran.

- Budce 2: Can bd Bg phan tiép nhén va tra két qua tiép nhéan hd so, kiém tra hd so. Néu
hd so day du thi viét Phi€u tiép nhan va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan bo sung ho so theo quy dinh ctua phap luat.

- Buéce 3: Cong dan, t6 chic nhan két qua tai B6 phan tiép nhan va tra két qua thudc
UBND xa, phuong, thi tran.

Thoti gian lam viée: cac ngay trong tuan, tir thir 2 dén tha 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gid 30 phat dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phat dén
16 gio 30 phut.

b) Céch thirc thye hign: Cong dén, to chic nop hd so va nhan két qua tryc tiép tai BO
phan tiép nhan va tra két qua thuoc UBND cap xa.

¢) Thanh phan, s6 luong hd so:

* Thanh phéan ho so:

- Ban chinh gidy to, van ban lam co s& dé chung thyc ban sao;

- Ban sao can chung thuc.

(Co s6 phdp Iy:Khodn 1 Piéu 20 Nghi dinh s6 23/2015/ND-CP)

* S lwong ho so: Theo yéu cau cia cdng dan, to chirc cong thém 01 ban luu.

d) Thoi han giai quyét: Giai quyét ngay trong ngdy co quan, to chirc tiép nhan yéu ciu
hodc trong ngay lam vi¢c tiép theo, néu ti€p nhan yéu cau sau 15 gio.

Déi véi trudng hop cung mdt lac yéu cau ching thuc ban sao tir nhiéu loai ban chinh
gidy tO, van ban; ban chinh cé nhiéu trang; yéu cau s6 lugng nhidu ban sao; ndi dung gidy to,
van ban phirc tap kho kiém tra, ddi chiéu thi thoi han chimg thue duoc kéo dai thém khong qua
02 (hai) ngay 1am viéc hodc c6 thé dai hon theo thoa thuan bang vin ban v&i ngudi yéu ciu
ching thyc.

(Co 56 phép 1y: Piéu 7 va Piéu 21 Nghi dinh 23/2015/ND-CP)

d) Co quan thuc hi¢n thu tuc hanh chinh: UBND xa, phuong, thi tran.
(Co 56 phép 1y: Piém a Khodn 2 Diéu 5 Nghi dinh 23/2015/ NP-CP)
e) Béi twong thuc hién thu tuc hanh chinh: T chirc, ca nhan.

g) Tén mau don, mau t& khai: Khong co.
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h) L& phi: 2.000 dong/trang, tir trang thir 3 tré 1én thi mdi trang thu 1.000 dong/ trang, toi
da thu khong qua 200.000 dong/ban. Trang la can ctir d€ thu phi duoc tinh theo trang cua ban
chinh

(Co sé phdp Iy: Diéu 4 Théng tw so 226/2016/TT-BTC ngay 11/11/2016 cia B¢
Tai chinh)

i) Két qua thuc hién tha tuc hanh chinh: Ban sao gidy t& duoc ching thuc.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

* Ban chinh gidy to, vin ban khong duoc dung 1am co s& dé ching thuc ban sao:

- Ban chinh bi tdy x0a, stra chita, thém, b6t ndi dung khong hop 18.

- Ban chinh bi hu hong, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh dong ddu mat ciia co quan, to chirc ¢6 thim quyén hoic khong dong ddu mat
nhung ghi rd khong dugc sao chup.

- Ban chinh c6 ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién
tranh, chéng ché do xa hoi chu nghia Viét Nam; xuyén tac lich sur cua dan tdc Viét Nam; xuc
pham danh du, nhan pham, uy tin clia ca nhén, t6 chirc; vi pham quyén cong dén.

- Ban chinh do co quan, t6 chirc c6 thim quyén ciia nude ngoai cip, cong ching hoic
ching nhan chua dugc hop phap hoa lanh su theo quy dinh cua phap luat; trir truong hop dugce
mién hop phap héa lanh sy theo didu wdc qudc t& ma Viét Nam 1a thanh vién hoic theo nguyén
tic 6 di, c6 lai.

- Gidy to, vin ban do c4 nhan ti 14p nhung khong c6 xac nhan va dong dau cta co quan,
t6 chirc c6 thim quyén.

(Co s6 phdp 1y: Diéu 22 Nghi dinh sé 23/2015/NP-CP).

* Ban sao tir ban chinh khong duoc thuc hién chiing thuc trong cac trudng hop sau day:

- Ban chinh bi tdy x0a, stra chira, thém, b6t ndi dung khong hop 18.

- Ban chinh bi hu hong, cli nat, khong xac dinh dugc ndi dung.

- Ban chinh déng ddu mat cta co quan, to chtrc ¢6 thAim quyén hoic khong dong ddu mat
nhung ghi rd khong dugc sao chup.

- Ban chinh c¢6 noi dung trai phap luat, dao dic xa hdi; tuyén truyén, kich dong chién
tranh, chong ché dé xa hoi chi nghia Viét Nan}; xuyén tac lich st f:ﬁa dan toc Viét Nam; xuc
pham danh dy, nhan pham, uy tin cua ca nhan, t6 chuc; vi pham quyén cong dan.

- Ban chinh do co quan, t6 chirc ¢6 thim quyén cta nudc ngoai cip, cong ching hoic
ching nhén chwa duge hop phap héa lanh sy theo quy dinh cua phap luat; trir truong hop duoc
mién hop phap héa lanh sy theo diéu udc quoc té ma Viét Nam 1a thanh vién hodc theo nguyén
tac co di, co lai.

- Gidy to, van ban do c4 nhan tu lap nhung khong cé x4c nhan va déng dau cia co quan,
to chirc c6 tham quyén.

(Co s6 phap Iy: Piéu 18; Piéu 22 Nghi dinh sé 23/2015/ND-CP).

1) Can ctr phép 1y cta thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phi vé cap ban sao tir s6
goc, chang thuc ban sao tir ban chinh, chang thuc chir ky va chirng thuc hop dong, giao dich;
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- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.

Ghi chi: s6 lirong ho so chwa dwoc phdp ludt quy dinh, nhung thuc té so hrong nay duwoc thuc
hién theo yéu cau cua cong dan va cong thém mot ban dé lwu trir.

3. Chirng thwe hop dong, giao dich
a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi’ hd so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND x4, phuong, thi tran.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhdn va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan hoan thién ho so theo quy dinh cta phép luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thudc thudce
UBND xa, phuong, thi tran.

Thot gian lam vige: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi Lé theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gid 00 phut. Budi chiéu: Tur 13 gio 30 phat dén
16 gio 30 phut.

b) Cach thtrc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan h so:
- Du thao hop dong, giao dich;

- Ban sao Gidy ching minh nhan dan hoac Ho chi€u con gia tri st dung cia nguoi yéu
cau chung thuc;

- Ban sao gidy ching nhan quyén sé hiru, quyén sir dung hodc ban sao gidy to thay thé
dugc phap luat quy dinh d6i voi tai san ma phéap luat quy dinh phai dang ky quyén so hiru,
quyén st dung trong trudng hop hop dong, giao dich lién quan dén tai san do; trur truong hop
ngudi 1ap di chuc dang bi cai chét de doa dén tinh mang (xuét trinh ban chinh dé ddi chiéu).

Bén sao cac gidy to néu trén phai duoc xuét trinh ban chinh dé d6i chiéu.
* S6 lugng hd so: 01 bo.
(Co s¢ phép ly: Khodn I Diéu 36 Ngh; dinh sé 23/2015/NP-CP)

d) Thoi han giai quyet khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu
cau chimg thuc hodc c¢6 thé kéo dai hon theo thoa thuan bang van ban véi ngudi yéu cau chimg
thuec.

(Co s6 phdp 1y: Piéu 37 Nghi dinh sé 23/2015/ND-CP)

d) Déi tuong thuc hi¢n tha tuc hanh chinh: T chtc, ca nhan.

e) Co quan thuc hién tha tuc hanh chinh: UBND xa, phuong, thi tran.
f) Co quan c6 thim quyén quyét dinh: UBND x4, phudng, thi trn.
(Co s6 phdp 1y: Khoan 1 Diéu 5 Nghi dinh sé 23/2015/NP-CP)
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g) Tén mau don, miu to khai: Khong.
h) Lé phi: 50.000 dong
(Co s¢ phdp ly: Diéu 4 Théng tw sé 226/2016/TT-BTC ngay 11/11/2016 cia Bé
Tai chinh)
i) Két qua thuc hién thi tuc hanh chinh: Hop déng, giao dich dugc chimg thuc.
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Céc bén tham gia hop dong, giao dich phai ky trudc mat nguoi thue hién ching thue.
Truong hop khong ky duoc thi phai diém chi; néu nguoi do khong doc dugc, khong nghe duoc,
khong ky duoc, khong diém chi duoc thi phai c6 02 nguoi lam chimg. Nguoi lam ching phai c6
du nang lyc hanh vi dan sy va khong c6 quyén, 1oi ich lién quan dén di chtc.

Truong hop phai phién dich thi ngudi phién dich co6 trach nhiém dich day du, chinh xac
noi dung cua hop dong, giao dich, ndi dung 101 chung cho nguoi yéu cau chimg thue va ky vao
tung trang cua hop dong, giao dich vai tu cach 1a ngudi phién dich.

(Co s6 phap 1y: khodn 3 Piéu 36 Nghi dinh so 23/2015/ND-CP)

- Viéc chirng thyc hop QSng, giao dich lién quan dén tai san 12 dong san khong phu thudc
vao noi cu trd cia nguoi yéu cau ching thuc.

- Viéc chimg thuc cac hop dong, giao dich lién quan dén quyén cua nguoi s dung dat
duogc thyc hién tai Uy ban nhan dan cap xa noi co dat. Viéc ching thyc cac hop dong, giao dich
lién quan dén nha ¢ duoc thue hién tai Uy ban nhan dan cap x4 noi ¢6 nha.

(Co 56 phap Iy: Khoan 3 Piéu 36, khoan 5, 6 Piéu 5 Nghi dinh s6 23/2015/ND-CP)
1) Can ctr phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 vé cap ban sao tir s goc, chung thuc
ban sao tur ban chinh, chirng thuc chit ky va chung thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.

4. Chirng thuc di chic
a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va ndp tai B phan tiép nhan va tra két
qua thuoc UBND xa, phudng, thi tran.

- Budc 2: Can bo BC) pl}én tiép nhan va tra lgét qua tiép nhén hd so, ‘kiém tra hd so. Néu
ho so day du thi viét Phiu tiép nhan va hen trd ho so. Néu ho so chua day du thi huéng dan
cong dan hoan thién hoé so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhéan két qua tai B phan tiép nhén va tra két qua thudc thuoc UBND
xa, phuong, thi tran.

Thoi gian lam viéc: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi L& theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gio 00 phiat. Budi chiéu: Tt 13 gio 30 phut dén
16 gid 30 phut.

b) Céch thire thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuéc UBND cap x&.
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¢) Thanh phan, s6 luong ho so:
* Thanh phan ho so:
- Du thao di chuc;

- Ban sao Giay ching minh nhan dan hoac Ho chi€u con gia tri st dung ctia nguoi yéu
cau chung thuec.

- Ban sao gidy chimg nhin quyén sé hitu, quyén sir dung hodc ban sao gidy td thay thé
dugc phap luat quy dinh ddi véi tai san ma phap luat quy dinh phai ding ky quyén so hiru,
quyén st dung trong trudng hop di chuc lién quan dén tai san d6, trir trudng hop ngudi 1ap di
chic dang bi cai chét de doa dén tinh mang.

Ban sao cac gidy td néu trén phai duoc xudt trinh ban chinh dé déi chiéu.
* S lugng hd so: 01 bo.

(Hién nay Nghi dinh 23/2015/ND-CP va Thong tu 20/2015/TT-BTP khOng quy dinh
nhung trén thyc té thi tuc nay xay ra kha pho bién nén viéc quy dinh thanh phan ho so 1a can
thiét)

d) Thot han giai quyet khong qué 02 (hai) ngay lam viéc, ké tir ngdy nhan du ho so yéu
cau chung thuc hodc co thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau ching
thuec.

(Co s6 phap ly: Piéu 7 Nghi dinh sé 23/2015/NP-CP)

d) D6i trong thyc hién thi tuc hanh chinh: c4 nhan.

¢) Co quan thuc hién thu tuc hanh chinh: UBND xa, phuong, thi tran.

f) Co quan c6 thdm quyén quyét dinh: UBND x4, phuong, thi trin.

g) Tén mau don, mau to khai: Khong.

h) Lé phi: 50.000 dong/trudng hop

(Co sé phdp Iy: Diéu 4 Théng tw so 226/2016/TT-BTC ngay 11/11/2016 ciia B¢
Tai chinh)

1) Két qua thuc hién tha tuc hanh chinh: Di chic dugc chirng thuc.

k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Nguoi lap di chuc phai ky trude mét nguoi thue hién chung thue.

- Truong hop ngudi 1ap di chiic khong ky duoc thi phai diém chi; néu nguoi d6 khong
doc duoc, khong nghe dugc, khong ky duge, khong diém chi dugce thi phai cc')‘ 02 nguoi lam
ching. Nguoi 1am chimng phai c6 du nang lyc hanh vi dan sy va khong c6 quyén, loi ich lién
quan dén di chuc.

Truong hop phai phién dich thi nguoi phién dich c6 trach nhiém dich day du, chinh xac
ndi dung cua di chuc, ndi dung 161 chimg cho ngudi yéu cau chung thyc va ky vao tung trang
cua di chuc vai tu cach 1a nguoi phién dich.

(Co s6 phap 1y: khodn 3 Piéu 36 Nghi dinh so 23/2015/ND-CP)

1) Can ctr phép 1y cta thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 veé cap ban sao tir s6 géc, ching thuc
ban sao tir ban chinh, chang thuc chir ky va ching thuc hop dong, giao dich.
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- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.

5. Chirng thue vin ban tir ch6i nhin di sén
a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi ho so theo quy dinh va nop tai B phan tiép nhén va tra két
qua thuéc UBND x4, phuong, thi tran.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhan va hen tra ho so. Néu ho so chua day du thi hudéng dan
cong dan hoan thién hoé so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thudc thudce
UBND x@, phuong, thi tran.

Thot gian lam vige: cac ngay trong tudn, tir thir 2 dén thtr 6 (trir ngay nghi Lé theo quy
dinh). Budi sang: Tur 7 gio 30 phut dén 11 gio 00 phat. Budi chiéu: Tt 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thtrc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan ho so:
- Du thao van ban tir chdi nhan di san;

- Ban sao Giay chirng minh nhan dan hodac Ho chiéu con gia tri sit dung ctia nguoi yéu
cau chung thuc.

- Ban sao gidy ching nhan quyén sé hiru, quyén sir dung hodc ban sao gidy to thay thé
dugc phap ludt quy dinh d6i voi tai san ma phap luat quy dinh phai dang ky quyén sé hitu,
quyén st dung trong truong hop di san lién quan dén tai san do, trir trudng hop nguoi 1ap di
chtc dang bi cai chét de doan dén tinh mang.

Bén sao cac gidy to néu trén phai dugc xuat trinh ban chinh dé ddi chiéu.
* S6 luong hd so: 01 bo.

(Hién nay Nghi dinh 23/2015/ND-CP va Thong tu 20/2015/TT-BTP khong quy dinh
nhung trén thyc té thu tuc nay xay ra kha pho bién nén viéc quy dinh thanh phan ho so 1a can
thiét)

d) Thoi han giai quyet khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu
cau chimg thuc hodc c¢6 thé kéo dai hon theo thoa thuan bang van ban v4i ngudi yéu cau chimg
thuec.

(Co s6 phap 1y: Piéu 7 Nghi dinh sé 23/2015/NP-CP)

d) Déi tuong thuc hién thu tuc hanh chinh: ca nhan.

e) Co quan thyuc hién thu tuc hanh chinh: UBND xa, phuong, thi tran.
f) Co quan c6 thadm quyén quyét dinh: UBND x3, phudng, thi tran.

g) Tén mau don, mau to khai: Khong.
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h) Lé phi: 50.000 dong/trudng hop
(Co s¢ phdp ly: Dieu 4 Théng tw sé 226/2016/TT-BTC ngay 11/11/2016 ciia Bo
Tai chinh)
i) Két qua thyc hién thu tuc hanh chinh: Vin ban tir chdi nhan di san duoc chung thuc.
k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:
- Nguoi tir chdi nhan di san phai ky truée mit ngudi thuc hién chimg thuec.

- Trudng hop ngudi tir chdi nhan di san khong ky duge thi phai diém chi; néu nguoi dé
khong doc duoc, khong nghe duge, khong ky duoc, khong diém chi duoc thi phai c6 02 ngudi
lam chimg. Ngudi lam ching phai c¢6 du niang lyc hanh vi dan su va khong co quyén, loi ich
lién quan dén di chuc.

Truong hop phai phién dich thi ngudi phién dich c6 trach nhiém dich day di, chinh xac
ndi dung ctia van ban tir choi nhan di san, ndi dung 161 chirng cho ngudi yéu cau chung thuc va
ky vao tung trang cuia van ban tur choi nhdn di san voi tu cach 1a nguot phién dich.

(Co s6 phap 1y: khodn 3 Piéu 36 Nghi dinh so 23/2015/ND-CP)
1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 veé cap ban sao tir s6 goc, ching thuc
ban sao tir ban chinh, ching thuc chir ky va chang thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.

6. Chirng thuc van ban khai nhan di san
a) Trinh ty thuc hi¢n:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai B6 phan tiép nhan va tra két
qua thuéc UBND xa, phuong, thi tran.

- Budc 2: Can bo B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u ti€p nhdn va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan hoan thién ho so theo quy dinh cta phép luat.

- Budc 3: Cong dan nhan két qua tai Bo phan tiép nhan va tra két qua thudc thude
UBND x4, phuong, thi tran.

Thot gian lam viée: cac ngay trong tudn, tir thir 2 dén thtr 6 (trr ngay nghi L& theo quy
dinh). Budi sang: Tu 7 gio 30 phut dén 11 gio 00 phat. Budi chiéu: Tu 13 gio 30 phut dén
16 gio 30 phut.

b) Cach thtrc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thugc UBND cap xa.

¢) Thanh phan, s6 luong ho so:
* Thanh phan h so:
- Du thao van ban khai nhan di san;

- Ban sao Gidy ching minh nhan dan hodac Ho chiéu con gia tri st dung ctia nguodi yéu
cau chirng thuec.
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- Ban sao gidy ching nhén quyén sé hiru, quyén sir dung hodc ban sao gidy to' thay thé
dugc phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai ding ky quyén sé hitru,
quyén str dung trong truong hop di san lién quan dén tai san do, trir trudng hop nguoi 1ap di
chuc dang bi cai chét de doan dén tinh mang.

Bén sao cac gidy to néu trén phai dugc xuat trinh ban chinh dé ddi chiéu.
* S lwong ho so: 01 bd.

(Hién nay Nghi dinh 23/2015/ND-CP va Thong tu 20/2015/TT-BTP khong quy dinh
nhung trén thuc té thi tuc nay xay ra kha phd bién nén viéc quy dinh thanh phan hé so 1a can
thiét)

d) Thoi han giai quyet khong quéa 02 (hai) ngay lam viéc, ké tir ngdy nhan du ho so yéu
cau chimg thuc hodc c¢6 thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau chimg
thuec.

(Co s6 phdp 1y: Piéu 7 Nghi dinh sé 23/2015/NP-CP)
d) Déi tugng thyc hién thi tuc hanh chinh: Ca nhan.
e) Co quan thyuc hién thu tuc hanh chinh: UBND xa, phuong, thi tran.
f) Co quan c6 tham quyén quyét dinh: UBND x4, phuong, thi tran.
g) Tén mau don, mau to khai: Khong.
h) Lé phi: 50.000 dong/trudng hop
(Co s¢ phdp ly: Diéu 4 Théng tw sé 226/2016/TT-BTC ngay 11/11/2016 cia Bé
Tai chinh)
k) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:
- Cac bén khai nhan di san phai ky trude mat nguoi thuc hién ching thuc.

- Truong hop mot hodc cac bén khai nhn di san khong ky duoc thi phai diém chi; néu
nguoi do khong doc dugce, khong nghe duoc, khong ky dugc, khong diém chi dugce thi phai co
02 nguoi lam chimg. Nguoi lam chimg phai ¢6 du nang luc hanh vi dén sy va khong co quyén,
loi ich lién quan dén di chuc.

Truong hop phai phién dich thi nguoi phién dich c6 trach nhiém dich day du, chinh xac
ndi dung cta van ban khai nhan di san, ndi dung 161 chirng cho ngudi yéu cau ching thuc va ky
vao tung trang cua van khai nhdn di san véi tu cach 1a nguoi phién dich.

1) Can ctr phép 1y cta tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 vé cap ban sao tir s6 géc, chung thuc
ban sao tir ban chinh, ching thuc chir ky va chang thuc hgp dong, giao dich.

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh mic thu,
ché do thu, ndp, quan ly va st dung phi chung thuc.
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7. Chirng thuc van ban théa thuan phan chia di san
a) Trinh tu thuc hién:

- Budce 1: Cong dan chuan bi hd so theo quy dinh va ndp tai B phéan tiép nhén va tra két
qua thuéc UBND xa, phuong, thi tran.

- Budc 2: Can bd B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhin va hen tra ho so. Néu ho so chua day du thi hudéng dan
cong dan hoan thién hoé so theo quy dinh cua phap luat.

- Budc 3: Cong dan nhan két qua tai BO phan tiép nhan va tra két qua thudc thudc
UBND xa, phuong, thi tran.

Thot gian lam viée: cac ngay trong tuan, tr thi 2 dén thir 6 (trr ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phit dén
16 gio 30 phut.

b) Cach thtrc thyc hién: Cong dan nop ho so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thuoc UBND cap xa.

¢) Thanh phan, s6 lugng ho so:
* Thanh phan h so:
- Du thao van ban thoéa thuan phan chia di san;

- Ban sao Giay ching minh nhan dan hoac Ho chi€u con gia tri st dung cia nguoi yéu
cau ching thuec.

- Ban sao gidy ching nhan quyén so hiru, quyén sir dung hodc ban sao gidy to thay thé
dugc phap ludt quy dinh d6i voi tai san ma phap luat quy dinh phai dang ky quyén sé hitu,
quyén st dung trong truong hop di san lién quan dén tai san do, trir trudng hop nguoi lap di
chtc dang bi cai chét de doan dén tinh mang.

Bén sao cac gidy to néu trén phai dugc xuat trinh ban chinh dé ddi chiéu.
* S6 luong hd so: 01 bo.

(Hién nay Nghi dinh 23/2015/ND-CP va Thong tu 20/2015/TT-BTP khong quy dinh
nhung trén thuc té thil tuc nay xay ra kha pho bién nén viéc quy dinh thanh phan ho so 13 can
thiét)

d) Thoi han giai quyet khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan du ho so yéu
cau chimg thuc hodc c¢6 thé kéo dai hon theo thoa thuan bang van ban v6i ngudi yéu cau ching
thuec.

(Co s6 phép 1y: Diéu 7 Nghi dinh s6 23/2015/ND-CP)
d) Déi tuong thuc hién thu tuc hanh chinh: ca nhan.
e) Co quan thyuc hién thu tuc hanh chinh: UBND xa, phuong, thi tran.
f) Co quan c6 thadm quyén quyét dinh: UBND x4, phuong, thi tran.
g) Tén mau don, mau to khai: Khong.
h) Lé phi: 50.000 dong/trudng hop

(Co s¢ phdp ly: Dieu 4 Théng tw sé 226/2016/TT-BTC ngay 11/11/2016 ciia Bo
Tai chinh)
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1) Két qua thyc hién thu tuc hanh chinh: Van ban thoa thuan phan chia di san dugc chiing
thuec.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

- Cac bén thoa thuan phan chia di san phai ky trudec méat nguoi thuc hién ching thue.

- Truong hop mot hodc cac bén thoa thuan phan chia di san khong ky dugc thi phai diém
chi; néu nguoi dé khong doc dugc, khong nghe duoc, khong ky dugce, khong diém chi duoc thi
phai c6 02 nguoi lam ching. Nguoi lam chimg phai ¢6 du nang lyc hanh vi dan sy va khong co
quyén, loi ich lién quan dén di chuc.

Truong hop phai phién dich thi ngudi phién dich c6 trach nhiém dich day du, chinh xac
ndi dung cta van ban thda thuan phan chia di san, ndi dung 161 chirng cho nguoi yéu cau ching
thuc va ky vao tung trang ctia van ban thoa thuan phan chia di san véi tu cach 1a nguoi phién
dich.

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 veé cap ban sao tir s6 goc, ching thuc
ban sao tir ban chinh, ching thuc chir ky va chang thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.

8. Chirng thuc viéc sira ddi, bo sung, hity bo hep ddng, giao dich
a) Trinh tu thuc hién:

- Budc 1: Cong dan chuan bi ho so theo quy dinh va ndp tai Bo phan tiép nhan va tra két
qua thuéc UBND xa, phuong, thi tran.

- Budc 2: Can bo B9 phan tiép nhén va tra két qua tiép nhén hd so, kiém tra hd so. Néu
ho so day du thi viét Phi€u tiép nhdn va hen trd ho so. Néu ho so chua day du thi hudéng dan
cong dan hoan thién ho so theo quy dinh cta phép luat.

- Buéc 3: Cong dan nhan két qua tai BO phén tiép nhan va tra két qua thudc thuoc UBND
xa, phuong, thi tran.

Thot gian lam vige: cac ngay trong tuan, tir tha 2 dén thir 6 (tror ngay nghi Lé theo quy
dinh). Budi sang: Tir 7 gid 30 phut dén 11 gio 00 phat. Budi chiéu: Tir 13 gio 30 phit dén
16 gio 30 phut.

b) Cach thirc thyc hién: Cong dan nop hd so va nhan két qua truc tiép tai Bo phan tiép
nhan va tra két qua thugc UBND cap xa.

¢) Thanh phan, s6 luong ho so:
* Thanh phan ho so:
- Hop d@)ng, giao dich da dugc chung thuc;

- Dy thao hop ddng, giao dich sira doi, bd sung, huy boé hop ddng, giao dich di duoc
chung thuec.
- Trong truong hop ndi dung stra doi, bo sung ¢6 lién quan dén tai san thi nguoi yéu céu

ching thyce phai ndp ban sao kem ban chinh dé ddi chiéu gidy ching nhan quyén so hitu, quyén
st dung hodc ban sao gidy to thay thé dugc phéap luit quy dinh d6i voi tai san ma phap luit quy
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dinh phai dang ky quyén s& hitu, quyén st dung; trir trudng hop ngudi 1ap di chic dang bi cai
chét de doa dén tinh mang.

Ngoai ra ngudi yéu cau chung thuc viée sira d6i, bd sung, hity bo hop ddng, giao dich
phai xuat trinh gidy to tuy than con gia tri st dung.

* S lugng hd so: 1 bo.

(Co 56 phap 1y: Dieu 38 Nghi dinh so 23/2015/ND-CP; khodn 1, khoan 2 Diéu 13
Thong tw so 20/2015/TT-BTP)

d) Thot han giai quyet Giai quyet ngay trong ngay tiép nhan yéu cau, hoic trong ngay
lam viéc tiép theo néu tiép nhan yéu cau sau 15 gio.

(Co s6 phdp ly: Diéu 7 Nghi dinh s6 23/2015/NP-CP)

d) Péi tuong thuc hién thu tuc hanh chinh: ca nhan, t churc.

e) Co quan thuc hién thu tuc hanh chinh: UBND x4, phudng, thi tran.

f) Co quan c6 thdm quyén quyét dinh: UBND x4, phudng, thi tran.

g) Tén mau don, mau to khai: Khong.

h) Lé phi: 30.000 dong/trudng hop

(Co s¢ phdp ly: Diéu 4 Théng tw sé 226/2016/TT-BTC ngay 11/11/2016 ciia Bo
Tai chinh)

i) Két qua thue hién tha tuc hanh chinh: Hop ddng giao dich stra d6i, bd sung, huy bo da
duogc ching thuec.

k) Yéu cau, diéu kién thyc hién thu tuc hanh chinh:

1) Cén ctr phép 1y cta thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 veé cap ban sao tir s6 goc, ching thuc
ban sao tur ban chinh, chirng thuc chit ky va chung thuc hop dong, giao dich.

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 quy dinh chi tiét va huong da thi hanh
mot so dieu cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban sao
tir s6 goc, chung thuc ban sao tir ban chinh, chang thuc chir ky va ching thuc hop dong, giao
dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctua Bo Tai chinh quy dinh mic thu,
ché do thu, ndp, quan 1y va st dung phi chung thuc.
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