Phu luc
QUY TRINH NQI BQ GIAI QUYET THU TUC HANH CHINH CAT GIAM THOI GIAN GIAI QUYET
THUQC THAM QUYEN GIAI QUYET CUA SO TU PHAP

A. Thi tuc hanh chinh thwc hién tai co quan quan ly Co sé dir liéu ho tich dién ti

1. Thi tuc xac nhan thong tin hg tich

Thu’ tl:l’ N@i dung cong viéc To chac/ cinhan Thoi ha? giai
cac buoc : thuc hién quyét

- Can bo tiép nhan hé so tai Bo phan mét cira ¢d trach nhiém kiém
tra tinh chinh xac, day dua, théng nhat, hop 1& cua hd so.

(i) Truong hop hd so day da, hop 1¢ thi tiép nhan hd so, ¢ Phiéu
hen, tra két qua cho nguoi c6 yéu cau (néu nguoi cd yéu cau lya
chon hinh thic nop hé so truc tiép) hodc gui ngay Phiéu hen, tra
két qua qua thu dién tr hoac guri tin nhan hen tra két qua qua dién
thoai di dong cho nguoi cd yéu cau (néu nguoi ¢d yéu cau lua
chon hinh thirc nop ho so truc tuyén), dong thoi chuyén ho so dé Cong chirc
cong chuc lam cbng tac ho tich xu ly. Mot cira
Sau khi tiép nhan ho so theo hinh thic ndp truc tiép, can bo tiép
nhan hd so tai Bo phan mot cira thuc hién sé hda (sao chup,
chuyén thanh tai liéu dién tir trén hé thdng thong tin, co s dir liéu)
va ky s6 vao tai liéu, ho so giai quyét thu tyc hanh chinh da dugc
s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop Ié thi c6 thong bao cho
ngudi yeu cau bd sung, hoan thién hd so, néu rd loai gidy to, noi

Budc 1

0.5 ngay




dung can bd sung dé ngudi cd yéu cau bo sung, hoan thién. Sau khi
hd so duoc bd sung, thuc hién lai budc (i);

(iii) Trudng hop ngudi c6 yéu cau cap xac nhan théng tin ho tich
khong bd sung, hoan thién duogc hd so thi bao cdo Truong bo phan
mot ctra c6 théng bao tir chdi giai quyét yéu cau xac nhan thong
tin ho tich.

Budc 2

- Cong chuc 1am cbng tac ho tich tham tra ho so (tham tra tinh thong
nhat, hop 1é ciia cac thong tin trong ho so, gidy to, tai liéu do nguoi
y&u cau nop, xuat trinh hogc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoac khong da diéu
kién giai quyét, phai tir chéi thi gui thong bao vé tinh trang ho so
tgi Bo phan mot cira dé thong bao cho ngudi nop hd so - thuc hién
lai budce (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoac do nguyén
nhan khac ma khong thé tra két qua dang thoi gian da hen thi cong
chtrc 1am cdng tac ho tich 1ap Phiéu xin 15i va hen lai ngay tra két
qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két
qua, chuyén Bo phan mot cira dé tra cho ngudi ¢d yéu cau (néu
nguoi ¢ yéu cau lua chon hinh thac nop hé so truc tiép), hoic guri
Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir hoac guri
tin nhan qua dién thoai di dong cho ngudi ¢ yéu cau (néu nguoi
c6 yéu cau luya chon hinh thirc nop hod so truc tuyén).

Truong hop can xac minh, céng chic 1am cong tac ho tich bao cao
Thu truéng Co quan quan ly Co so dir liéu ho tich dién tir co van
ban dé nghi co quan cong an, cac co quan khac co lién quan Xéac
minh theo quy dinh tai Khoan 3 Piéu 13 Nghi dinh s6
87/2020/ND-CP. Trudng hop két qua xac minh khdng c6 thdng tin

Cong chuc lam
cong tac ho tich

1.5 ngay
Truong hop
phai kiém tra,
xac minh thi
thoi han cé
thé kéo dai
nhung khong
qué 9 ngay
lam viéc.
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hodc thong tin khdng thong nhat véi gidy to ngudi yéu cau cung
cap thi tir chdi cap Vian ban xac nhan théng tin ho tich.

Déi vé6i yéu cau xac nhan thong tin ho tich caa ca nhan, néu thay
thong tin ho tich cua ca nhan khéng co sy thay dbi thi céng chirc
lam céng tac ho tich bdo cao Thu truong Co quan quan ly Co so
dir liéu ho tich dién tirkhdng cdp Vin ban xac nhan théng tin ho
tich ma hudng dan ngudi yéu cau lam thu tuc cap ban sao Giay
khai sinh hoac ban sao trich luc h tich twong ng, trir truong hop
co quan, to chuc c6 tham quyén dé nghi cap van ban xac nhan dé
giai quyét vu viéc lién quan dén ca nhan.

+ Néu thay ho so day du, hop 1¢, ding quy dinh, thong tin trong Co
so dir liéu ho tich dién tarva thong tin dé nghi xac nhan 1a dung,
trudng hop tiép nhan hd so cap xac nhan thdng tin ho tich theo hinh
thirc truc tiép, thi cong chic lam cong tac ho tich in Van ban xéac
nhan théng tin ho tich, trinh Tha trudng Co quan quan 1y Co so dir
liéu ho tich dién tu ky, chuyén téi Bo phan mot cira dé tra két qua
cho ngudi ¢6 yéu cau.

Truong hop tiép nhan ho so xin cap xac nhan théng tin ho tich theo
hinh thac truc tuyén, cong chac lam cong tac ho tich gui lai biéu
mau Xéac nhan thdng tin ho tich dién tir voi thong tin day da cho
nguoi yéu cau qua thu dién tr hoac thiét bi sé.

tin ho tich, chuyén Bo phan mot cua tra két qua cho nguoi ¢ yéu
cau.

Budc 3

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day du
hodc khong c6 phan hoi sau thoi han yéu cau thi cong chac 1am
cong tac ho tich in Van ban xac nhan thong tin ho tich, bao cao Lanh
dao phong phu trach, ky to trinh va trinh Tha truéng Co quan quan

Cong chuc lam
cong tac ho tich,
Lanh dao phong
phu trach; Tha

1 ngay
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Iy Co s6 dit liéu ho tich dién tir ky cap Van ban xac nhan thong

trudng co quan
Quan 1y co so dir
liéu ho tich dién tu
ky

Tra két qua cho t6 chirc, c4 nhan theo quy dinh (Luu hd so theo d6i)
Budce 3

Cong chuc Mot cua

Khong quy
dinh

Tong thoi gian giai quyét

03 ngay
Truong  hop
phai kiém tra,
xac minh thi
thoi han c¢o
the kéo dai
nhung khong
qua 10 ngay
lam viéc.




2. Thii tuc Cép ban sao trich luc hd tich

T6 chrc/ ca

Thir tl:l’ cac Ni dung cong viéc nhan thwc | Thei han giai quyét
bwaéc hién
Busc 1 | - Can bo tiép nhan ho so tai Bé phan mot cira c6 trach nhiém

kiém tra tinh chinh x4c, day dua, théng nhat, hop 1¢ cua hd so.
(i) Truong hop hd so day du, hop 1€ thi tiép nhan hd so; néu tiép
nhan ho so sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi co
yéu cau trong ngay 1am viéc tiép theo (néu ngudi c6 yéu cau lua
chon hinh thtc nop hd so truc tiép) hodcgii ngay Phiéu hen,
trd két qud qua thir dién tir hodc giti tin nhan hen trd két qud
qua dién thoai di déng cho ngueoi €6 yéu cdu (néu nguoi co yéu
cau lya chon hinh thizc ngp hé so truec tuyén);chuyén hd so dé
cong chuc lam cbng tac ho tich xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bg
tiep nhdn hé so tai Bé phdn mét cira thuc hién sé hda (sao
chup, chuyén thanh tai ligu dién tir trén hé thong théng tin, co
s¢ dir liéu) va ky so vao tai liéu, hé so gidi quyét thi tuc hanh
chinh dé dwoc $6 héa theo quy dinh.

(ii) Truong hop o so chua day dii, hop 1é thi ¢d théng béo cho
nguoi Yéu cau bo sung, hoan thién ho so, néu ré loai gidy to,
ngi dung can bé sung dé nguoi c6 yéu cau bé sung, hodn thién.
Sau khi ho so duwgc bo sung, thuc hién lai buoc (i),

(iii) Trirong hop nguoi €6 yéu cau capban sao Trich luc hé tich
khéng bé sung, hoan thién dwoc hé so thi bdo cdo Truéng bé
phdn mét cita ¢ thdng béo tir chéi gidi quyét yeu cau cdp ban

Cong chuc
Mot cura

1 gio lam viéc
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sao Trich luc hg tich.

Budc 2

- Cong chuc 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cua c4c thdng tin trong hd so, gidy to, tai liéu
do ngudi Y8u cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chdi thi gui thong bao vé tinh
trang hd so t6i Bo phan mot cira dé thong bao cho ngudi nop
hd so - thyc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian da
hen thi cdng chiic 1am cdng tac ho tich 1ap Phiéu xin 15i va hen
lai ngay tra két qua, trong d6 néu 16 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
ngudi c6 yéu cau (néu ngudi ¢ yéu cau lya chon hinh thac nop
ho so truc tiép), hoac gui Phiéu xin 161 va hen lai ngay tra két
qud qua thw dién tir hodc it tin nhan qua dién thoai di dong
cho ngwoi ¢O yéu cau (néu nguwoi cO yéu cau lya chon hinh
thizc nép o so truc tuyén).

+ Néu thay ho so day du, hop 18, dang quy dinh, truong hop tiép
nhan hd so cap ban sao Trich luc ho tich theo hinh thuc tryc tiép,
thi cong chic lam cong tac ho tich inban sao Trich luc hd tich
trinh Thu truong Co quan quan ly Co s& dir liéu ho tich dién tir
ky, chuyén tsi Bo phan mét cira dé tra két qua cho ngudi c6 yéu
cau.

Triong hop tiép nhdn hé so xin capban sao Trich luc hé tich
theo hinh thzc triec tuyén, cong cheze 1am cdng tac hé tich giri lai

Cong chac lam
cong tac ho
tich; Thu
truéng co quan
Quan ly co so
dir liéu ho tich
dién tu ky

07 gio lam viéc
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ngi dung biéu mau Trich luc hé tich dién tir tuwong 1ing véi théng
tin day dii cho nguwoi Yeu Cau qua thu dién tir hogc thiét bj so.
Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di
cia cac thdng tin trén biéu mau Trich luc hg tich dién tiva xac
nhdn (tdi da mét ngay).

Néu nguroi ¢ yéu capban sao Trich luc hé tich dé thong nhat,
day di hodc khdng c6 phan hai sau thoi han yéu cau thi cong
chizc lam cbng tac ho tichin ban sao Trich luc hé tich, trinh Tha
truong Co quan Quan ly Co so dir ligu ho tich dién tie ky,
chuyén t6i Bé phdn mét cita dé tra két qua cho nguroi €6 yéu cau.

Budc 3

Tra két qua cho t6 chue, ca nhan theo quy dinh (Luu ho so theo doi)
- Nguoi €0 yéu cau cap ban sao Trich luc h¢ tich dwoc nhan ket
qud theo mot trong cdac phuong thirc sau day:

+ Nhdn ban dién tir ban sao Trich luc ho tich gui qua thw dién
ti, Kho quan Iy di liéu dién tir cua té chire, cd nhan do;

+ Nhdn bdn dién tiz ban sao Trich luc hé tich giri vao thiét bi
s6, théng qua phwong phdp truyén sé liéu phii hop, dam bdo an
toan, bao mqgt thong tin;

+ Nhdn két qud 1a ban sao Trich luc hé tich théng qua hé thong
buu chinh,

+ Nhdn két qud 1a ban sao Trich luc hé tich tai co quan déing
ky hé tich.

Cong
Mot cura

chuc

Khong quy dinh

Tong thoi gian giai quyét

Ngay trong ngay
tiép nhan hd so;
trudng hop nhan hd
so sau 15 gio ma




khong giai quyét
duoc ngay thi tra két
qua trong ngay lam
viéc tiép theo.




B. Thii tuc hanh chinh cap huyén

1. Ping ky khai sinh c6 yéu té nwée ngoai

Thir ty N . T6 chirc/ ca nhan Thai han giai
. : Noi dung cong viéc o *
cac buoéc thwc hién quyet

Busc 1l |- Can bo tiép nhan hd so tai B phan mot cia 6 trach
nhiém Kiém tra tinh chinh xac, day du, thong nhat, hop 1¢
cua hd so.

(i) Truong hop ho so day du, hop Ié thi tiép nhan ho so; néu
tiép nhan hod so sau 15 gio thi cd Phiéu hen, tra két qua cho
ngudi cO yéu cau trong ngay lam viéc tiép theo (néu ngudi co
yéu cau lya chon hinh thirc nop hd so truc tiép) hoacgi
ngay Phiéu hen, trd két qud qua thw dién tir hodgc gii tin
nhéan hen tra ket qud qua dién thogi di dong cho nguoi €O | Cong chic Mot
yéu cau (néu nguwoi ¢ yéu cau lya chon hinh thizc nép hé so cura

tryc tuyén);chuyén ho so dé cong chic 1am cong tac ho tich
Xt ly.

1 gio lam viéc

- Sau khi tiep nhdn ho so theo hinh thirc ngp truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét cira thuec hién sé hoa
(sao0 chup, chuyén thanh tai liéu dién tir trén hé théng thong
tin, co s¢ die liéu) va ky sé vao tai liéu, ho so gidi quyét thu
tuc hanh chinh déd dwoc sé hoa theo quy dinh,

(i) Truong hop ho so chua day du, hop 1é thi c6 thong bao
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cho nguoi yéu cau bd sung, hoan thién ho so, néu rd loai
giay to, noi dung can bo sung dé ngudi cO yéu cau bo sung,
hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budce (i);

(iii) Truong hop nguoi ¢ yéu cau dang ky khai sinh khong
bd sung, hoan thién duoc hd so thi bao cao Truong bo phan
mot cira ¢ théng béao tir chdi giai quyét yéu cau dang ky
khai sinh.

Budc 2

- Cong chuc 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1& cua cc thdng tin trong hd so, gidy to, tai
liéu do ngudi yeu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang ho so téi Bo phan mot cira dé thong bao cho nguoi
nop hd so - thuc hién lai bude (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dang thoi gian
d3 hen thi céng chac 1am codng tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop hd so truc tiép), hoac gii Phiéu xin 14
va hen lagi ngay tra két qud qua thw dién tir hodc gai tin
nhan qua dién thogi di déng cho ngwoi 6 yéu cau (néu
nguwoi €6 yéu cau lwa chon hinh thizc nép hé so truc tuyén).

+ Néu thay ho so day du, hop 1€, dung quy dinh, truong hop

Cong chuc lam
cong tac ho tich

4 gio lam viéc
(trvong hop HS
nop theo hinh
thire truc tuyén;
thoi gian nguoi
y&u cau xac nhan
thong tin - khong
qué 1 ngay thi
khong tinh vao
thoi gian giai
quyét TTHC)
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tiép nhan ho so diang ky khai sinh theo hinh thic truc tiép, thi
cbng chic 1am cdng tac ho tich thuc hién viéc ghi vao S6 dang
ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan
mém ding k¥, quan 1y ho tich dién tir dung chung, luu chinh
thirc va chuyén thong tin dén CSDLQGVDC dé lay Sé dinh
danh ca nhan.

Triong hop tiép nhdn hé so déing ky khai sinh theo hinh thirc
triec tuyén, cong chizc 1am cong tac hé tich gai lai biéu mau
Gidy khai sinh dién tr Véi théng tin day dii cho nguoi yéu cau
qua thu dién tir hodc thiét bi sé.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day
i cuia c&c thdng tin trén biéu mau Gidy khai sinh dién tir va
x&c nhdn (téi da mét ngay).

Néu nguroi cO yéu cau Xac nhdn théng tin da thong nhat, day
dii hogc khéng c6 phdan héi sau thei hgn yéu cau thi cong
chac 1am céng tac hg tich thyc hién viéc ghi néi dung vao Sé
dang ky khai sinh, cap nhdt thong tin dang ky khai sinh va luu
chinh thizc trén Phan mém dding ky, quan ly hg tich dién tir
ding chung. Truong hop cha, me lya chon quéc tich Viét
Nam cho con thi chuyén thong tin dén CSDLQGVDC dé lay
S dinh danh ca nhan,

Budce 3

Sau khi CSDLQGVDC tra vé S6 dinh danh c& nhan, céng
chac 1am cong tac ho tich in Giay khai sinh bao céo Lanh dao
phu tréch ky to trinh va trinh Lanh dao UBND Ky, chuyén téi
B6 phan mot ctra dé tra két qua cho ngudi c6 yéu cau.

Cong chuc lam
cdng tac ho tich,
Lanh dao Phong
phu trach; Lanh
dao UBND

3 gio lam viéc

11




Budc 4

Tra két qua cho t6 chirc, ca nhan theo quy dinh (Luu hd so
theo doi)

Cong chuc
Mot cira

Khoéng quy dinh

Tong thai gian giai quyét

Ngay trong ngay
tiép nhan ho so;
truong hop nhan
hd so sau 15 gid
ma khong giai
quyét duoc ngay
thi tra két qua
trong ngay lam
viéc tiép theo.

2. Ping ky két hon cé yéu to nuéc ngoai

Thir tu Nbi dung cong viec T6 chirc/ ca nhan Thoi han giai
cac buoéc : g cong vie thuc hién quyet
Busc 1 | - Can bo ticp nhan ho so tai Bo phan mot cira 6 trach nhiém
kiém tra tinh chinh xac, day du, théng nhat, hop I¢é cta hé so.
(i) Truong hop hod so day da, hop 1é thi tiép nhan ho so, 6
Phiéu hen, tra két qua cho ngudi ¢ yéu cau (néu ngudi ¢d yéu | . \
i q e y : g y Cong chiic Mot cua 1 ngay

cau lya chon hinh thac nop hd so truc tiép) hodcgui ngay
Phiéu hen, tra két qud qua thw dién tir hodc gui tin nhan hen
tra két qud qua dién thogi di déng cho ngueoi 6 yéu cau (néu
nguroi ¢O yeu cau lya chon hinh thic nép hé so truc tuyén),
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chuyén hé so dé céng chirc 1am cong tac ho tich xur 1y.

- Sau khi tiép nhdn hé so theo hinh thirc ngp truc tiép, can bg
tiep nhdn hé so tai Bé phdn mét ciza thic hién sé hoa (sao
chup, chuyén thanh tai lidu dién tir trén hé thong théng tin, co
s¢ dir ligu) va ky sé vao tai liéu, ho so gidi quyét tha tuc hanh
chinh da dwoc s6 héa theo quy dinh.

(ii) Truong hop hd so chwa day da, hop Ié thi c6 théng béo
cho nguoi yéu cau bo sung, hoan thién hd so, néu rd loai gidy
td, noi dung can bo sung dé nguoi co yéu cau bo sung, hoan
thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);

(iii) Trudng hop ngudi ¢ yéu cau ding ky két hén khong bod
sung, hoan thién duoc hd so thi bao cao Truéng bo phan mot
ctra c6 théng bao tir chdi giai quyét yéu cau dang ky két hon.

Budc 2

- Cong chuc 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1& cua cac thong tin trong ho so, gidy to, tai liéu
do ngudi Y8u cau ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi giri théng bao vé tinh
trang ho so téi Bé phan mot cira dé thong bao cho ngudi Nop
hd so - thuc hién lai budc (ii) hodc (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do
nguyén nhan khac ma khéng thé tra két qua dang thoi gian da
hen thi cong chtc 1am céng tac ho tich 1ap Phiéu xin 13i va
hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé
tra cho ngudi ¢ yéu cau (néu ngudi cd yéu cau lya chon hinh
thirc nop hod so truc tiép), hodc gui Phiéu xin 16i va hen lgi

Cdng chirc lam
cbng tac ho tich

11 ngay
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ngay trd két qud qua thw dién tir hogc gur tin nhan qua dién
thoai di déng cho nguwoi c6 yéu cau (néu nguoi ¢ yéu cau lva
chon hinh thizc ngp hé so truec tuyén).

Truong hop c6 khiéu nai, t6 céo viéc két hon khong du didu kién
két hon theo quy dinh caa Luat Hon nhan va gia dinh hoac xét
thdy c6 vain dé can 1am rd vé nhan than cua bén nam, bén nit
hodc gidy to trong ho so dang ky két hén,cong chic 1am cong
tac ho tich bao cao Truong phong Tu phap dé phdi hop véi co
quan ¢ lién quan xac minh 1am rd.Trong quéa trinh tham tra, xac
minh ho so, néu thay can thiét, thilam viéc tryc tiép véi cac bén
dé 1am rd vé nhan than, sy tu nguyén két hén, muc dich két hon.

+ Néu thdy hd so day du, hop 1€, cac bén co du diéu kién két
hon theo quy dinh cua Luat Hon nhan va gia dinh, khong
thudc truong hop tir chdi dang ky két hon theo quy dinh,
truong hop tiép nhan hd so ding ky két hon theo hinh thuc truc
tiép, thi cdng chac 1am cbng tac ho tich thuc hién viéc ghi vao
S6 dang ky két hon, cap nhat thong tin dang ky két hon trén
Phan mém ding ky, quan ly ho tich dién tir dung chung, luu
chinh thuec.

Trwong hop tiép nhdn hé so dang ky két hon theo hinh thic tric
tuyeén, cong chic 1am cong tac hé tich giri lai biéu mdu Gidy
chitng nhan két hén dién tir Véi thong tin ddy dii cho nguoi yéu
Cau qua thw dién tir hodc thiét bj so.

Nguoi yéu cdu co trach nhiém Kiém tra tinh chinh xdc, day di
cua céc thdng tin trén biéu mau Gidy ching nhdn két hén dién
ti va xac nhan (t6i da mét ngay).

Néu ngudi ¢ yéu cau xac nhan thong tin di thong nhat, day

14




du hoic khdng c6 phan hdi sau thai han yéu cau thi cong chic
lam c6ng tac ho tichthyc hién viéc ghi noi dung vao Sé dang ky
két hon, cap nhat thong tin dang ky két hon va luu chinh thac
trén Phan mém dang ky, quan 1y ho tich dién tir dung chung.

Cong chiic 1am cong tac ho tich in Giay chizng nhan két hén, bao
cao lanh dao Phong duoc giao phu trach va trinh Lanh dao

Cong chuie lam céng
tac ho tich, 1anh dao

Budc 3 | UBND ky, chuyén téi Bo phan mot cira dé tra két qua cho nguoi | Phong Tu phéap dugc 3 ngay

c6 yéu cau. phu trach; Lanh dao

UBND

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)

- Nguoi ¢6 yéu cau ding ky két hdn (hai bén nam, nit phai c6

mat, Xuat trinh gidy to tuy than dé dbi chiéu) kiém tra thong tin

trén Gidy chang nhan két hon, trong So dang ky két hon, khang

dinh su ty nguyén két hon va ky tén vao So dang ky két hon, ky

tén vao Gidy chiing nhan két hon, méi bén nam, nit nhan 01 ban

chinh Gidy chang nhan két hon.

Truong hop mot hoic hai bén nam, nit khéng thé c6 mit dé Cong chic ) .
Budc 4 | nhan Gidy ching nhan két hén thi theo d& nghi bing vin ban Mot cia Khong quy dinh

cua ho, cong chic lam cbng tac ho tich bao cao Trudng phong
Tu phéapthuc hién gia han thoi gian trao Gidy chung nhan két
hén nhung khong qua 60 ngay, ké tir ngdy Chu tich Uy ban
nhan dan cap huyén ky Giay ching nhan két hon.

- Hét 60 ngay ma hai bén nam, nit khong dén nhan Giay
ching nhan két hon thi céng chic 1am cdng tac ho tich béo céo
Chu tich Uy ban nhan dan cap huyén huy Gidy ching nhan két
hén da ky. Néu sau d6 hai bén nam, nir van muén két hon voi
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nhau thi phai tién hanh thu tuc dang ky két hon tir dau.

Tong thoi gian giai quyét

15 ngay.

3. Ping ky khai tir ¢6 yéu to nwéc ngoai

Thir tw cac
bwéc

Noi dung cong viéc

T6 chirc/
ca nhan
thwc hién

Thai han giai quyét

Budc 1

- Can bo tiép nhan ho so tai Bo phan mot cira c6 trach nhiém kiém
tra tinh chinh xac, day du, thong nhat, hop 1é caa ho so.

(i) Truong hop hd so day da, hop Ié thi tiép nhan hd so; néu tiép
nhan hd so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi c6 yéu
cau trong ngay lam viéc tiép theo (néu ngudi c6 yéu cau lua chon
hinh thirc nop ho so truc tiép) hoacgui ngay Phiéu hen, tra két qua
qua thw dién tir hodc gui tin nhan hen tra két qud qua dién thogi di
déng cho nguoi c6 yéu cau (néu nguoi co yéu cau lya chon hinh
thirc nép ho so truec tuyén);chuyén hd so dé céng chirc 1am cong tac
ho tich xix Iy

- Sau khi tiép nhdn hé so theo hinh thirc ngp truc tiép, can bg tiép
nhdn ho so tai Bé phdn mét ciza thuee hién so hda (sao chup, chuyén
thanh tai liéu dién tir trén hé thong théng tin, co so dit lidu) va ky sé
vao tai ligu, ho so gidi quyét thi tuc hanh chinh da dwoc sé hoa
theo quy dinh.

(ii) Truong hop hd so chua day da, hop 18 thi c6 thong bao cho
ngudi Yau cau bd sung, hoan thién hd so, néu rd loai gidy to, noi
dung can bo sung dé nguoi c6 yéu cau bd sung, hoan thién. Sau khi

hd so duoc bd sung, thuc hién lai budc (i);

Cong chuc
Mot ctra

1 gio lam viéc
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(iii) Trudong hop ngudi c6 yéu cau dang ky khai tir khdng bo sung,
hoan thién dugc hd so thi bao cao Truéng bo phan mot cua cd
thong bao tir chéi giai quyét yéu cau dang ky khai tu.

Buéce 2

- Cong chic 1am cdng tac ho tich tham tra ho so (tham tra tinh thong
nhét, hop 1& cua cc thdng tin trong ho so, gidy to, tai liéu do ngudi
y&u cau nop, xuat trinh hogc dinh kém).

+ Truong hop hd so can bé sung, hoan thién hoic khong du diéu
kién giai quyét, phai tir chdi thi gui théng bao vé tinh trang hé so téi
Bo phan mot cira dé thong bao cho ngudi nop hd so - thuc hién lai
bude (ii) hoic (iii):

+ Truong hop can phai kiém tra, xac minh lam rd hoic do nguyén
nhan khac ma khdng thé tra két qua dang thoi gian da hen thi céng
chtc 1am cong tac ho tich 1ap Phiéu xin 16i va hen lai ngay tra két
qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két
qua, chuyén Bo phan mot cira dé tra cho ngudi c6 yéu cau (néu
ngudi ¢6 yéu cau lya chon hinh thirc nop hé so truc tiép), hoic gi
Phiéu xin 16i va hen lai ngay trd két qud qua thir dién tir hodc gui
tin nhdn qua dién thoai di déng cho nguwoi 6 yéu cau (néu nguwoi co
yéu cau lya chon hinh thitc nép hé so truec tuyen).

+ Néu thay ho so day du, hop I¢, dung quy dinh, truong hop tiép nhan
hd so ding ky khai tir theo hinh thac truc tiép, thi cdng chic 1am cong
tac ho tich thuc hién viéc ghi vao So dang ky khai ttr, cap nhat théng
tin ddng ky khai tir va luu chinh thirc trén Phan mém dang ky, quan ly
ho tich dién tir dung chung.

Trwong hop tiép nhdn hé so dang ky khai tir theo hinh thic tryec tuyén
cdng chic 1am cong tac hg tich gir lgi biéu mau Trich luc khai ti
dién e Véi théng tin day dii cho nguoi Yeu Cdu qua thw dién tir hodc

Cong chac
lam cong tac
ho tich

4 gio lam viéc
(truong hop HS nop
theo hinh thac truc
tuyén; thoi gian nguoi
y8u cau Xac nhan
thong tin - khéng quéa
1 ngay thi khéng tinh
vao thoi gian giai
quyét TTHC)
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thiét by so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xdc, day du cua
cac thdng tin trén biéu mdu Trich luc khai ti dién tiz va xac nhdn
(toi da mot ngay).

Néu nguwoi co yéu cau xac nhdn théng tin da thong nhat, day di
hodc khong c6 phan héi sau thoi han yéu cau thi cong chic 1am
cong tac hé tichthuc hién viéc ghi néi dung vao Sé dang ky khai ti,
cdp nhdt théng tin dang ky khai tir va heu chinh thirc trén Phan mém
dang ky, quan ly ho tich dién tur dung chung.

Cong chirc lam cong tac ho tich in Trich luc khai tr, bao cdo Lanh dao | cong  chuc
Phong phu trach va trinh Lanh dao UBND ky, chuyén B phan mét | 1am cong tac

ctra tra két qua cho ngudi ¢6 yéu cau. ho  tich,

Budéc 3 Lanh —dao | 5 i Jam viec
Phong phu i
trach; L&nh
dao UBND
huyén

) Tra két qua cho nguoi yéu cau theo quy dinh (Luu ho so theo dBi) | Cong chirc '

Budc 4 Khong quy dinh

Mot ctra

Ngay trong ngay tiép
nhan hd so; trudng hop
nhan hd so sau 15 gio
ma khong giai quyét
duogc ngay thi tra két
qua trong ngay lam viéc
tiép theo. Truong hop
can xac minh thi thoi
han giai quyét khéng
qua 03 ngay lam viéc.

Tong thoi gian giai quyét
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4. Pang ky nhan cha, me, con c6 yéu to nwdc ngoai

Thir tw
cac buoéc

Noi dung cong viéc

T6 chirc/ cd nhan
thwc hién

Thoi han giai
quyet

Budc 1

- Cén bo tiép nhan ho so tai B6 phan mot cira co trach
nhiém kiém tra tinh chinh xac, déy du, théng nhit, hop I¢é
cua ho so.

(i) Truong hop ho so day da, hop Ié thi tiép nhan hé so, cb
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thic nop hé so truc tiép) hoic gui ngay
Phiéu hen, tra két qud qua thw dién tir hogc gei tin nhan hen
tra két qud qua dién thoai di déng cho ngwoi cO yéu cau
(néu nguwoi c6 yéu cau lia chon hinh thizc ngp hé so truc
tuyén);chuyén ho so dé cong chuc lam cong tac ho tich xur
1y.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét ciza thuc hién sé hoa
(sao0 chup, chuyén thanh tai liéu dién tir trén hé théng thong
tin, co sé dir ligu) va ky sé vao tai liéu, ho so gidi quyét tha
tuc hanh chinh da dwoc $6 héa theo quy dinh.

(i) Truong hop hod so chua day du, hop 1€ thi c6 thong bao
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, noi dung can bd sung dé ngudi co yéu cau bo sung,
hoan thién. Sau khi ho so dugc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi ¢6 yéu cau dang ky nhan cha, me,
con khong bo sung, hoan thién duoc hd so thi bao cao

Cong chac Mot
cua

1 ngay
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Truéng bo phan mot cira co thong bao tir choi giai quyét
yéu cau dang ky nhan cha, me, con.

Buoc 2

- Cong chic 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1é cua cc thdng tin trong hd so, gidy to, tai
liéu do ngudi yau cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui théng bao vé tinh
trang ho so téi Bo phan mot cira dé thong bao cho nguoi
nop ho so - thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dang thoi gian
d4 hen thi céng chac 1am cdng tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop hd so truc tiép), hodc gii Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hogc gui tin
nhan qua dién thogi di déng cho ngwoi ¢ yéu cau (néu
nguoi c6 yéu cau lya chon hinh thizc nép hé so truc tuyén).
+ Cong chirc 1am cong tac ho tich xac minh, niém yét viéc
nhan cha, me, con tai tru s& Uy ban nhan dan cap huyén trong
thoi gian 07 ngay lién tuc, ddng thoi giri van ban dé nghi Uy
ban nhan dan cip xi noi thudng trd cua nguoi duoc nhan 1a
cha, me, con niém yét trong thoi gian 07 ngay lién tuc tai tru
so Uy ban nhan dan cap x4.

+ Néu thay viéc nhan cha, me, con 1a dung va khéng co

Cong chuc
cbng tac ho tich

lam

11 ngay
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tranh chap, ho so day du, hop 18, ding quy dinh, trudng hop
tiép nhan hod so dang ky nhan cha, me, con theo hinh thuc
truc tiép, thi cong chirc 1am cong tac ho tich thuc hién viéc ghi
vao Sb ding ky nhan cha, me, con, cap nhét thong tin ding ky
nhan cha, me, con va luu chinh thic trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

Trwong hop tiép nhdn ho so déing ky nhdn cha, me, con theo
hinh thizc triec tuyén, céng chic lam cong tac hg tich guri lai
biéu mdu Trich luc ding ky nhdn cha, me, con dién tir Véi
théng tin day dit cho nguoi Yeu cdu qua thir dién tir hodc thiét
bi 6.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day
dii cua cac thong tin trén biéu mau Trich luc dang ky nhan
cha, me, con dién tir va xac nhdn (t6i da mét ngay).

Néu nguwoi cO yéu cau Xac nhdn théng tin da thong nhat, day
i hogc khdng c6 phan héi sau thoi han yéu cdu thi cong
chac 1am cdng tac hg tichthuc hién viéc ghi ngi dung vao Sé
dang ky dang ky nhdn cha, me, con, cap nhdt thong tin dang
ky nhdn cha, me, con va heu chinh thirc trén Phan mém déing
ky, quan ly h¢ tich dién tir dung chung.

Budc 3

- Cong chac lam cong tac ho tich in Trich luc dang ky nhan
cha, me, con, bao cao lanh dao Phong duoc giao phu trach va
trinh Lanh dao UBND Ky, chuyén t6i Bo phan mot cua dé tra
két qua cho nguoi ¢6 yéu cau.

Cong chac lam
cong tac ho tich,
lanh dao Phong
dugc phu trach;
Lanh dao UBND

3 ngay
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Budc 4

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo dbi)
- Nguoi c6 yéu cau ding ky nhan cha, me, con (ca hai bén
phai c6 mat, xuat trinh gidy to tuy than dé di chiéu) kiém tra
thdng tin trén Trich lyc dang ky nhan cha, me, con, trong S6
dang ky nhan cha, me, con va ky tén vao S6 dang ky nhan
cha, me, con, nhan Trich luc dang ky nhan cha, me, con.

Cong chuc
Mot cira

Khoéng quy dinh

Téng thoi gian giai quyét

15 ngay

5. Piang ky khai sinh két hop ding ky nhan cha, me, con ¢ yéu t6 nwée ngoai

Th tw
cac bwoc

Noi dung cong viéc

T6 chirc/ ca nhan
thuc hién

Thoi han giai
quyet

Budc 1

- Céan bo tiép nhan ho so tai Bo phan mot cira 6 trach
nhiém kiém tra tinh chinh xac, day du, thong nhat, hop 1¢
cua ho so.

(i) Truong hop hd so day du, hop 1é thi tiép nhan hd so, cd
Phiéu hen, tra két qua cho nguoi ¢d yéu cau, ddng thoi chuyén
ho so dé cong chire 1am cdng tac ho tich xir ly.

- Sau khi tiép nhdn hé so, cdn bé tiép nhdn hé so tai Bé
phdn mét ciza thiee hién sé hoa (sao chup, chuyén thanh tai
liu dién tir trén hé thong thong tin, co so di liéu) va ky so
vao tai lidu, ho so gidi quyét thi tuc hanh chinh da dwoc sé
hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 1é thi c6 thong bao
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, noi dung can bd sung dé ngudi co yéu cau bd sung,

Cong chirc Mot cura

1 ngay
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hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Truong hop nguoi ¢6 yéu cau dang ky khai sinh va
nhan cha, me, con khéng bd sung, hoan thién dugc hé so thi
bao cao Trudng bd phan mot cia c6 théng bao tir chdi giai
quyét yéu cau dang ky khai sinh va nhan cha, me, con.

Budc 2

- Cong chiic 1am cong tac ho tich tham tra hé so (tham tra tinh
thdng nhat, hop 18 cia cc thdng tin trong hd so, gidy to, tai
lieu do ngudi yeu cau nop, xuat trinh hogc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang hd so téi Bo phan mot cira dé thong bao cho nguoi
nop hd so - thue hién lai bude (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh lam rd hoic do
nguyén nhan khac ma khong thé tra két qua ding thoi gian
d4 hen thi céng chuc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho nguoi cO yéu cau;

+ Cong chirc 1am cbng tac ho tich xac minh, niém yét viéc
nhan cha, me, con tai tru s& Uy ban nhan dan cap huyén trong
thoi gian 07 ngay lién tuc, déng thoi giri van ban dé nghi Uy
ban nhan dan cap xi noi thudng tri cua nguoi duoc nhan 1a
cha, me, con niém yét trong thoi gian 07 ngay lién tuc tai tru
s Uy ban nhan dan cap xa.

+ Néu thay viéc nhan cha, me, con la ding va khong c6
tranh chap, thong tin khai sinh day da va phi hop,thi cong

Cong chuc
cbng tac ho tich

lam

11 ngay
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chirc 1am cong tac ho tich thyc hién viéc ghi vao S6 ding ky
nhan cha, me, con, S6 dang ky khai sinh, cap nhat théng tin
dang ky khai sinh, dang ky nhan cha, me, con va Iuu chinh
thirc trén Phan mém diang ky, quan ly ho tich dién ti ding
chung. Trudng hop cha, me lya chon quéc tich Viét Nam
cho con thi chuyén théng tin dén CSDLQGVDC dé liy Sb
dinh danh ca nhan.

Budce 3

- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, céng
chirc 1am cdng tac ho tich in Gidy khai sinh, Trich luc dang ky
nhan cha, me, con, bao cao Lanh dao phong phu trach va
trinh Lanh dao UBND ky, chuyén t5i Bo phan mot cta tra két
qua cho ngudi c6 Yau cau.

Cong chic lam cong
tac ho tich, 1anh dao
Phong duoc phu
trach; Lanh dao
UBND

3 ngay

Budc 4

Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo dbi)

- Ngudi ¢6 yéu cau ding ky khai sinh va nhan cha, me, con
(ca hai bén phai c6 mat, xuat trinh gidy to tuy than dé doi
chiéu) kiém tra thdng tin trén Trich luc ding ky nhan cha, me,
con, Giay khai sinh, trong S6 ding ky nhan cha, me, con, Sb
dang ky khai sinh va ky tén vao So6 dang ky nhan cha, me,
con, S6 ding ky khai sinh, nhan Trich lyc dang ky nhan cha,
me, con, Giay khai sinh.

Cong chac
Mot cira

Khong quy dinh

Tong thoi gian giai quyét

15 ngay

6. Ping ky giam h cé yéu to nuéc ngoai
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Thir tw
cac bwoc

Noi dung cong viéc

T6 chitc/ cd nhan
thuc hién

Thoi han gii
quyét

Budc 1

- Céan bo tiép nhan ho so tai B6 phan mét cira c6 trach
nhiém kiém tra tinh chinh xac, dﬁy du, théng nhit, hop &
cua ho so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan hé so, co
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi ¢ yéu
cau lya chon hinh thiic ndp hd so truc tiép) hoac gui ngay
Phiéu hen, tra két qua qua thu dién tir hoac geri tin nhan hen
tra ket qud qua dién thoai di dong cho nguwoi c6 yéu cau
(néu nguwoi c6 yéu cau lia chon hinh thizc ngp hé so truc
tuyén); chuyén hd so dé céng chac 1am cong tac ho tich xir
1y.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
bg tiép nhdn hé so tai Bé phan mét cira thurc hién sé hoa
(sao chup, chuyén thanh tai liéu dién tir trén hé thong thdng
tin, co sé dir lidu) va ky sé vao tai liéu, ho so gidi quyét tha
tuc hanh chinh da dwoc sé ha theo quy dinh.

(i) Truong hop ho so chua day du, hop Ié thi c6 théng béo
cho nguoi yéu cau bd sung, hoan thién ho so, néu rd loai
gidy to, noi dung can bd sung dé ngudi co yéu cau bd sung,
hoan thién. Sau khi hd so dugc bd sung, thyc hién lai budc (i);
(iii) Truong hop ngudi ¢ yéu cau dang ky giam ho khdng
bd sung, hoan thién duoc hd so thi bao cao Truéng bo phan
mot cira ¢ théng bao tir chdi giai quyét yéu cau dang ky
gidm ho.

Cong chac Mot
ctra

1 ngay
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Budc 2

- Cong chue 1am cong tac ho tich tham tra ho so (tham tra tinh
théng nhat, hop 1¢ caa cac thdng tin trong hod so, gidy to, tai liéu
do ngudi Y&u cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui théng bao vé tinh
trang hd so ti Bo phan mot cira dé thong bao cho nguoi nop
ho so - thyc hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do
nguyén nhan khac ma khdng thé tra két qua dung thoi gian da
hen thi cong chiic 1am cong tac ho tich lap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két
gua va thoi gian hen tra két qua, chuyén Bo phan mét cira dé
tra cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lua chon
hinh thic nop ho so truc tiép), hoac giri Phiéu xin 16i va hen
lai ngay trd két qud qua thw dién tir hodc gui tin nhan qua
dién thoai di déng cho nguoi c6 yéu cau (néu nguoi co yéu
cau lira chon hinh thic ngp hé so truec tuyén).

+ Néu thay yéu cau dang ky giam ho du diéu kién theo quy
dinh phéap luat, ho so day da, hop 18, dang quy dinh, trudng
hop tiép nhan hd so dang ky giam ho theo hinh thuc truc tiép,
thi cong chic 1am cong tac ho tich thuc hién viéc ghi vao S6
dang ky gidm ho, cap nhat thong tin dang ky giam hd va luu
chinh thac trén Phan mém dang ky, quan ly ho tich dién tir
dung chung.

Truweong hop tiép nhdan hé so ding ky gidm hé theo hinh thic
truc tuyén, cdng chizc 1am cong tac hé tich gui lai biéu mau
Trich luc ding ky gidm hé dién twndi thong tin ddy di cho

Cong chuc lam
cong tac ho tich

1 ngay lam viéc
dbi viéc dang ky
gidm ho duong
nhién; 3 ngay lam
viéc doi viéc
dang ky giam ho
cu
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nguol Yeu Cau qua thu dién tir hogc thiét bj so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day
i cua cac thong tin trén biéu mau Trich luc dang ky gidm hé
dién tir va Xac nhdn (toi da mét ngay).

Néu nguoi 6 yéu cau xac nhdn théng tin da thong nhat, day
dii hogc khong c6 phan hoi sau thoi hagn yéu cdu thi cong
chic 1am cong tac hé tich theec hién viéc ghi ngi dung vao Sé
dang ky gidm ho, cdp nhdt thong tin dang ky giam hgva luu
chinh thizc trén Phan mém dding ky, quan Iy hg tich dién tir
dung chung.

Cong chtrc lam cbng tac ho tich in Trich luc dang ky giam ho,
bao cao lanh dao Phong dugc giao phu trach va trinh Lanh dao
UBND Ky, chuyén téi Bo phan mot cira dé tra két qua cho

Cong chuc lam
cong tac ho tich,
lanh dao Phong

Budce3 nguoi €O y8u cau. duoc giao phu 3 ngay
trach; Lanh dao
UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo dbi)
- Nguoi ¢ yéu cau dang ky giam ho kiém tra thong tin trén —
Buéc 4 [Trich luc dang ky giam ho, trong S6 dang ky dang ky giam ho, Cong chie Khéng quy dinh
ky tén vao So dang ky giam ho, nhan Trich luc ding ky giam Mot cira

ho.

Tong thoi gian giai quyét

05 ngay lam viéc
doi véi viéc dang
Ky giam ho ctr, 03
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ngay 1am viéc doi
Véi viéc dang ky
gidm ho duong
nhién.

7. Diang ky chAm dit giam hd cé yéu td nuwée ngoai

Thir ty A N Té chirc/ ca nhan Thai han giai
. : N§i dung cong viéc o "
cac buéc thuc hién quyét
Buéc 1 | - Céan bo tiep nhan ho so tai B phan mot cira co trach nhiém

Kiém tra tinh chinh xac, day du, thong nhat, hop 18 caa hd so.

(i) Trudng hop hé so day du, hop 1¢ thi tiép nhan hd so, c6 Phiéu
hen, tra két qua cho nguoi c6 yéu cau (néu nguoi ¢ yéu cau lua
chon hinh thac nop ho so truc tiép) hoac giri ngay Phiéu hen,
tra két qud qua thw dién tir hodc gt tin nhan hen tra két qud
qua dién thoai di dong cho nguoi c6 yéu cau (néu ngueoi co yéu
cau lyra chon hinh thizc nép hé so truc tuyén), chuyén hé so dé
cong chuc lam cbng tac ho tich xu ly;

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bg
tiep nhdn hé so tai B¢ phdn mét cira thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién ti trén hé thong thong tin, co
s¢ dir liéu) va ky sé vao tai liéu, ho so gidi quyét thi tuc hanh
chinh da dwoc s6 héa theo quy dinh.

(ii) Trudong hop hd so chua day du, hop 1é thi c6 thong bao cho
ngudi yeu cau bd sung, hoan thién hd so, néu rd loai gidy to,
noi dung can bo sung dé ngudi co yéu cau bd sung, hoan thién.
Sau khi hd so duoc bo sung, thuc hién lai budc (i);

Cong chuc Mot
cta

0.5 ngay lam
Viéc
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(iii) Truong hop ngudi €6 yéu cau ding ky cham dut giam ho
khdng bd sung, hoan thién duoc hd so thi bao cao Trudng bod
phan mot cira ¢ thdng bao tir chdi giai quyét yéu cau dang ky
cham dut giam ho.

Buoc 2

- Cong chuc 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1é cia cac thong tin trong hd so, gidy to, tai liéu
do ngudi yu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hod so can bod sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chdi thi guri thong béo vé tinh trang
ho so tai Bo phan mot cira dé thong bao cho ngudi ndp hd so —
thuc hién lai buac (i) hoac (iii);

+ Truong hop can phai kiém tra, x4c minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian da
hen thi céng chirc 1am cdng tac ho tich l1ap Phiéu xin 13i va hen
lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan mot cira dé tra cho
ngudi c6 yéu cau (néu nguoi c6 yéu cau lua chon hinh thic nop
ho so truc tiép), hoac gii Phiéu xin 16i va hen lgi ngay tra ket
qud qua thw dién tir hodgc g tin nhdn qua dién thoai di déng
cho nguoi €6 yéu cau (néu nguwoi ¢ yéu cau lya chon hinh thic
ngp ho so truc tuyen).

+ Néu thay ho so day du, hop 1&, ding quy dinh, truong hop tiép
nhan ho so dang ky cham duat giam ho theo hinh thuc truc tiép,
thi cong chic 1am cong tac ho tich thyuc hién viéc ghi vao So dang
kycham datgiam ho, cap nhat thong tin dang ky cham dut giam
ho va Iuu chinh thic trén Phan mém dang ky, quan 1y ho tich dién

Cong chuc
cbng tac ho tich

lam

1 ngay lam viéc
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tir dung chung.

Trwong hop tiép nhdn hé so dang ky cham diit gidm hé theo hinh
thire tryec tuyén, cong cheze 1am cdng tac hé tich gii lai biéu mdu
Trich luc ding ky cham dit gidm hé dién tinGi thong tin day di
cho ngudi YU cau qua thu dién tir hogc thiét bj so.

Nguwoi yéu cdu cd trach nhiém kiém tra tinh chinh xac,
ddy di cia cac thdng tin trén biéu mau Trich luc ding ky cham
dit gidm hg dién tir va x&c nhdn (t6i da mét ngay).

Néu nguoi cO yéu cau xac nhdn théng tin da théng nhat,
day di hogc khdng c6 phdan hoi sau thoi han yéu cau thi céng
chic 1am cong tac hg tich thuc hién viéc ghi ngi dung vao Sé
dang ky cham dit gidm hg, cdp nhdt théng tin dang ky cham
dirtgiam hova luu chinh thirc trén Phan mém déing ky, quan ly ho
tich dién tur dung chung.

Cong chuc 1am cdng tac ho tich in Trich luc ding ky cham dut
gidm ho, bao cao lanh dao Phong duoc giao phu trach va trinh

Cong chac lam
cong tac ho tich,

Buge 3 Lanh dao UBND ky, chuyen t¢i Bo phan mot cua dé tra két qua | 1anh  dao  Phong | 0.5 ngay lam
UOC 3 | cho ngudi ¢ yéu cAu. duwoc giao phu viéc
trach; Lanh dao
UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo ddi)
, Ngudi di diang ky cham dut giam ho kiem tra thong tin trén Trich | Cong chuc A '
BudC 4 | 1yc diang ky chdm dat giam ho, trong Sé dang ky dang ky chdm Mét cira Khong quy dinh

dat giam ho, ky tén vao So dang ky chdm dat giam ho, nhan
Trich luc dang ky cham dut giam ho.
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Tong thoi gian giai quyét

2 ngay lam viéc

8. Thay d6i, cai chinh, b6 sung théng tin hd tich, xac dinh lai din tdc

Thi tu N A Té chikc/ ca nhan Théi han giai
. : Noi dung cong viéc . *

cac buoc thuc hién quyet
Busc 1 | - Can bo tiép nhan ho so tai B6 phan mot cta cO trach

nhiém kiém tra tinh chinh xac, déy du, théng nhat, hop Ié
cua ho so.

(i) Truong hop ho so day da, hop I¢ thi tiép nhan ho so; néu
tiép nhan ho so sau 15 gio thi ¢6 Phiéu hen, tra két qua cho
nguoi ¢6 yéu cau trong ngay lam viéc tiép theo (néu ngudi co
yéu cau lya chon hinh thac nop hd so truc tiép) hoacguri
ngay Phiéu hen, trd két qud qua thw dién tir hogc giti tin
nhan hen tra két qud qua dién thoai di déng cho nguoi c6
yéu cau (néu nguwoi ¢ yéu cau lwa chon hinh thizc ngp hé so
triec tuyén);chuyén hd so dé cong chic 1am cong tac ho tich
Xt ly.

- Sau khi tiép nhdn ho so theo hinh thirc ngp tryc tiép, can
b tiep nhdn hé so tai Bé phdn mét cira thic hién sé hoa
(sa0 chup, chuyén thanh tai liéu dién tir trén hé thong théng
tin, co' sé dir ligu) va ky sé vao tai liéu, hé so gidi quyét thu
tuc hanh chinh dé dwoc sé héa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi c6 thdng béo
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé ngudi co yéu cau bo sung,
hoan thién. Sau khi ho so dugc bd sung, thuc hién lai budc (i);

Cong chuc Mot
ctra

1 ngay lam viéc
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(iii) Truong hop nguodi cd yéu cau dang kythay doi, cai
chinh, b6 sung théng tin ho tich, xac dinh lai dan toc khong
b sung, hoan thién dugc hd so thi bao cdo Truong bo phan
mot cira c6 thdng bao tir chdi giai quyét yéu cau ding
kythay ddi, cai chinh, bo sung théng tin ho tich, xac dinh lai
déan toc.

Buoc 2

- Cong chiic 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cia cac thdng tin trong ho so, gidy to, tai
liéu do ngudi yeu cau nop, xuat trinh hodc dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang hd so téi Bo phan mot caa dé thong bao cho nguoi
nop hd so - thuc hién lai budce (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh lam ré hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian
d4 hen thi céng chuc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop ho so tryc tiép), hodc guri Phiéu xin 16
va hen lgi ngay tra két qud qua thw dién tir hogc gai tin
nhan qua dién thogi di déng cho ngwoi c6 yéu cau (néu
ngueoi c6 yéu cau lwa chon hinh thizc nép hé so truc tuyeén).
+ Néu thay viéc thay doi, cai chinh, bo sung théng tin ho
tich, xac dinh lai dan toc 1a ¢6 co so, phu hop véi quy dinh
ctia phap luat dan su va phap luat cé lién quan, ho so day du,
hop 18, dtng quy dinh, truong hop tiép nhan hd so dang ky

Cdng chic lam
cbng tac ho tich

1 ngay lam viéc

Truong hop can
phai xac minh thi
thoi han duoc kéo
dai khéng qué 03

ngay lam viéc.
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thay d6i, cai chinh, bo sung théng tin ho tich, xac dinh lai
dan toc theo hinh thie truc tiép, thi cong chac 1am cong tac ho
tich thyc hién viéc ghi vao S6 dang kythay doi, cai chinh, bd
sung thong tin ho tich, xac dinh lai dan toc, cap nhat thdng
tin ddng ky thay dbi, cai chinh, bd sung théng tin ho tich,
xéac dinh lai dan toc va luu chinh thtc trén Phan mém diang
ky, quan ly hé tich dién tir dung chung.

Truong hop tiép nhdn hé so ding ky thay déi, cdi chinh, bé
sung théng tin hg tich, xdc dinh lai dan toc theo hinh thic
truec tuyén, cong chizc 1am cong tac hé tich i lai biéu madu
Trich luc thay doi, cdi chinh, bé sung théng tin hé tich, xac
dinh lai dan toc dién tuvoi thong tin ddy di cho ngurol yéu cau
qua thu dién tur hogc thiét bi sé.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day
dii cua cac thdng tin trén biéu mdu Trich luc thay déi, cdi
chinh, bé sung théng tin hé tich, xdc dinh lai dan téc dién tir
va xac nhdn (toi da mét ngay).

Néu nguoi €6 yéu cau xac nhdn théng tin da thong nhdt, day
dii hogc khdng c6 phan hoi sau thoi hgn yéu cau thi cong
chazc 1am cbng tac hg tich thyc hién viéc ghi néi dung vao Sé
dang ky thay déi, cdi chinh, bé sung thdng tin hg tich, xac
dinh lgi dan téc, cap nhdt théng tin dang thay doi, cdi chinh,
bé sung thdng tin hé tich, xdc dinh lai dan téc va luu chinh
thirc trén Phan mém ding ky, quan ly hg tich dién tir ding
chung.

Budc 3

- Cong chac 1am cong tac ho tich in Trich luc thay ddi/cai
chinh/bé sung théng tin ho tich/xac dinh lai dan toc tuong

Cong chuac lam
cbng tac ho tich,

1 ngay lam viéc
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ung, bao cao lanh dao Phong dugc giao phu trach va trinh | 1anh dao Phong
Lanh dao UBND Ky, chuyén t6i Bo phan mot cira dé tra két |  duoc giao phy
qua cho ngudi c6 Yau cau. trach; Lanh dao
UBND

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo dbi)

- Nguoi ¢d yéu cau dang ky thay doi, cai chinh, b6 sung
théng tin ho tich, xac dinh lai dan tockiém tra théng tin trén
Trich luc thay doi/cai chinh/bd sung thong tin ho tich/xac
Buée 4 | dinh lai dan toc, trong So dang ky thay doi, cai chinh, bo
sung théng tin ho tich, xac dinh lai dan toc, ky tén vao S6 Mot ctra
dang kythay doi, cai chinh, b6 sung thdng tin ho tich, xac
dinh lai dan toc, nhan Trich lycthay doi/cai chinh/bd sung
thong tin ho tich/xac dinh lai dan toc.

Cong chuc _
Khong quy dinh

03 ngay lam viéc
déi véi viéc thay doi,
cai chinh ho tich,
xac dinh lai dan toc.
] , Truong hop can
Tong thai gian giai quyét phai x4c minh thi
thoi han duoc kéo
dai khong quéa 06
ngay lam viéc.

9. Ghi vao so hd tich viéc két hon ciia cong dan Viét Nam di dwoc giai quyét tai co quan c6 thaim quyén
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cua nuwdc ngoai

Thir tw
cac bwoc

Noi dung cong viéc

T6 chitc/ cd nhan
thwc hién

Thoi han gii
quyét

Budc 1

- Can bo tiép nhan hé so tai B phan mot cira ¢d trach nhiém
Kiém tra tinh chinh xac, day du, thong nhat, hop 18 caa hd so.
(i) Trudng hop hd so day du, hop 18 thi tiép nhan hd so, co
Phiéu hen, tra két qua cho ngudi c6 yéu cau (néu ngudi cd yéu
cau lya chon hinh thic nép hd so truc tiép) hodc gui ngay
Phiéu hen, tra két qud qua thw dién tir hogc gt tin nhan hen
tra két qud qua dién thoai di déng cho nguroi c6 yéu cau (néu
nguoi €O yéu cau lwa chon hinh thizc nép hé so truc tuyén),
chuyén ho so dé cong chirc lam cong tac ho tich xir ly;

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can b
tiep nhdn ho so tai Bé phdn mét cira thiec hién sé hoa (sao
chup, chuyén thanh tai liéu dién tir trén hé thong théng tin, co
s¢ dit liéu) va ky sé vao tai liéu, hé so gidi quyét thii tuc hanh
chinh da dwoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day dua, hop 18 thi c6 thdng béo
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai gidy
td, noi dung can bo sung dé nguoi co yéu cau bd sung, hoan
thién. Sau khi hé so duoc bd sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau ghi chd két hon khong bo
sung, hoan thién duoc hd so thi bao cdo Trudng bo phan mot
ctra c6 théng bao tir chdi giai quyét yéu cau ghi cha két hon.

Cong chac Mot
cua

1 ngay
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Budc 2

- Cong chirc 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cua céc théng tin trong hd so, gidy to, tai liéu
do ngudi Yéu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chdi thi gui théng bao vé tinh
trang ho so téi B phan mot cira dé thong bao cho ngudi nop
hd so — thuc hién lai budc (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoac do
nguyén nhan khac ma khong thé tra két qua dang thoi gian da
hen thi céng chuc 1am céng tac ho tich l1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé
tra cho nguoi c6 yéu cau (néu ngudi c6 yéu cau lra chon hinh
thac nop hd so truc tiép), hodc gui Phiéu xin 161 va hen lai
ngay tra két qud qua thw dién tir hogc i tin nhan qua dién
thoai di déng cho nguoi c6 yéu cau (néu nguoi 6 yéu cau lya
chon hinh thizc ngp hé so truec tuyén).

+ Néu thay yéu cau ghi chi két hon du diéu kién, khdng thuoc
truong hop tir chéi ghi vao so viéc két hon theo quy dinh,
truong hop tiép nhan ho so ghi chi két hon theo hinh thac truc
tiép, thi cong chuc 1am cdng tac ho tich thuc hién viéc ghi vao
S6 dang ky két hén, cap nhat thong tin ghi cha két hén trén
Phan mém dang ky, quan Iy ho tich dién tr diing chung.

Trwrong hop tiép nhan ho so ghi cha két hon theo hinh thze truc
tuyén, cong chizc 1am cdng tac hé tich g lai biéu mdu Trich
luc ghi chl két hén dién tnéi thong tin day dit cho nguoi yéu
Cau qua thu dién tir hodc thiét bi s.

Cong chuc lam
cong tac ho tich

10 ngay

36




Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di
cua cac thdng tin trén bieu madu Trich luc ghi cht két hon dién ti
va xac nhdn (t6i da mét ngay).

Néu nguroi €6 yéu cau xac nhdn théng tin da thong nhdt, day
i hodc khdng cé phan hoi sau thoi hagn yéu cau thi cong
chizc 1am cdng tac hg tich thuc hién viéc ghi ngi dung vao So
déing ky két hon, cdp nhdt thdng tin ghi cha két hon va luu chinh
thizc trén Phan mém ding ky, qudn ly hé tich dién tir ding
chung.

- Cong chiic 1am cong tac ho tich in Trich lyc ghi cha két hon,
bao cao lanh dao Phong duogc giao phu trach va trinh Lanh dao
UBND ky, chuyén t6i Bo phan mot cira dé tra két qua cho nguoi

Cong chuc lam
cong tac ho tich,
lanh dao Phong

Buoc 3 O yéu cau. duoc giao phu 1 ngay
trach; Lanh dao
UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)
- Ngwoi ¢6 yéu cau ghi cha két hén dwoc nhdn két qud theo
Mot trong cac phwong thurce sau day:
+ Nhdn ban dién tir Trich luc ghi cht két hdn giti qua thu dién
, tir, Kho quan ly dir liéu dién tur cua ca nhdn do; Cong chuc A .
BudC 4 | + Nhan ban dién tir Trich luc ghi cht két hon gizi vao thiét bi Mt cira Khéng quy dinh

S6, théng qua phwong phdp truyén sé liéu phi hop, dam bao
an toan, bao mdt théng tin;

+ Nhdn két qud 1a Trich luc ghi chi két hon théng qua hé
thong buu chinh;

+ Nhdn két qud 1a Trich luc ghi cha két hén tai co quan dang
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ky hé tich.

. ] 12 ngay
Tong thoi gian giai quyet

10. Ghi vao s6 hd tich viéc ly hon, hity viéc két hon ciia cong dian Viét Nam da dwoc giai quyét tai co
quan ¢6 tham quyén ciia nwéc ngoai

Thir tur N o Té chirc/ ca nhan Thoi han giai
. : Noi dung cong viéc " £
cac buoéc thwc hién quyet
Buéc 1 |- Can bo tiep nhan ho so tai Bo phan mot cua co trach

nhiém kiém tra tinh chinh xac, day du, thong nhat, hop I¢
cta ho so.

(i) Truong hop ho so day du, hop 1é thi tiép nhan ho so, co
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thicc nop hé so truc tiép) hoic gui ngay
Phiéu hen, tra két qua qua thw dién tir hogc gei tin nhean hen
tra két qud qua dién thoai di déng cho nguwoi cO yéu cau
(néu nguwoi c6 yéu cau lia chon hinh thizc ngp hé so truc
tuyén), chuyén hd so dé cong chirc 1am cong tac ho tich xir
1y.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét ciza thurc hién sé hoa
(sao chup, chuyén thanh tai liéu dién tir trén hé thong thdng
tin, co s¢ die liéu) va ky sé vao tai liéu, ho so gidi quyét thu
tuc hanh chinh déd dwoc sé hoa theo quy dinh,

(i) Truong hop ho so chua day du, hop 1é thi c6 thong bao

Cong chac Mot

cira 1 ngay
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cho nguoi yéu cau bd sung, hoan thién ho so, néu rd loai
gidy to, noi dung can bd sung dé nguoi c6 yéu cau b sung,
hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);
(iii) Néu nguoi c6 yéu cau ghi cha ly hdnkhéng bd sung,
hoan thién duogc hd so thi bao cao Truéng bo phan tiép nhan
hd so ¢6 van ban tir chdi giai quyét yéu cau ghi cha ly hén.

Buoc 2

- Cong chiic 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cia cc thdng tin trong hd so, gidy to, tai
lieu do ngudi yéu cau nop, xuat trinh hogc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang hd so téi Bo phan mot cira dé thong bao cho nguoi
nop ho so - thuc hién lai budc (i1) hoac (iii);

+ Truong hop can phai kiém tra, xac minh lam rd hoic do
nguyén nhan khac ma khong thé tra két qua ding thoi gian
d4 hen thi céng chuc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop hod so truc tiép), hoac gii Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hogc gui tin
nhdn qua dién thoai di déng cho ngwoi ¢d yéu cau (néu
nguoi c6 yéu cau lya chon hinh thizc nép hé so truc tuyén).
+ Néu thay yéu cau ghi cha ly hon la phi hop quy dinh phap
luat, viéc ly hdn, hay viéc két hén khdng thude truong hop cé
don yéu cau thi hanh tai Viét Nam hoic c6 don yéu cau khong
céng nhan tai Viét Nam duoc diang tai trén Cong thdng tin

Cong chuc lam
cong tac ho tich

10 ngay
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dién tur cia B Tu phap, trudng hop tiép nhan hd so ghi cha ly
hdntheo hinh thuce tryuc tiép, thi cong chic 1am cdng tac ho tich
thuc hién viéc ghi vao S6 ghi chi ly hén, cap nhat thdng tin
ghi chd ly hén trén Phan mém ding Ky, quan ly ho tich dién
tir dung chung.

Triong hop tiép nhdn ho so ghi cha ly hdn theo hinh thic
tric tuyén, cong chic lam cong tac hé tich gui lai biéu
mauTrich luc ghi chii ly hén dién tir Véi théng tin day di cho
nguoi YU cau qua thu dién ti hogc thiét by s.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day
i cua cac thdng tin trén biéu mau Trich luc ghi chd ly hon
dién tir va xac nhdn (t6i da mét ngay).

Néu nguwoi cO yéu cdu xac nhdn théng tin da théng nhdt,
day du hogc khong c6 phdn héi sau thoi han yéu cau thi
cong chuc lam cbng tac ho tich thuc hién viéc ghi ngi dung
vao Sé ghi chd ly hén, cdp nhdt thdng tin ghi cha ly hon va
liru chinh thirctrén Phan mém dding ky, quan Iy he tich dién tir
dung chung.

- Cong chuc lam cong tac ho tich in Trich luc ghi chu ly hon,
bao cédo lanh dao Phong duoc giao phu trach va trinh Lanh dao
UBND ky, chuyén téi Bo phan mét ctra dé tra két qua cho

Cong chuc lam
cong tac ho tich,
lanh dao Phong

Bude 3 nguoi ¢ yéu cau. duoc giao phu 1 ngay
trach; Lanh dao
UBND
Budc 4 | Tra két qua cho ngudi ¢d yéu cau (Luu hd so theo doi) Cong chuc Khéng quy dinh
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+ Ngudi ¢6 yéu cau ghi chd ly hén kiém tra théng tin trén
Trich luc ghi chd ly hdn, trong S6 ghi cha ly honva ky S6
ghi chd ly hén.

- Nguwoi €6 Y8u cau ghi chii Iy hén dwroc nhdn két qud theo
Mot trong cac phwong thuce sau day:

+ Nhdn ban dién tw Trich luc ghi chd ly hén gui qua thw
dién tir, Kho quan ly di liéu dién tw cua cd nhdn do,

+ Nhdn ban dién tir Trich luc ghi chl ly hon gii vao thiét bj
s6, théng qua phwong phdp truyén sé ligu phu hop, dam bdo
an toan, bao mgt théng tin;

+ Nhdn két qud 1a Trich luc ghi chd ly hén théng qua hé
thong buu chinh;

+ Nhdn két qud 1a Trich luc ghi ch ly hén tai co quan dang
ky hg tich.

Mot cura

Tong thoi gian giai quyét

12 ngay

11. Ghi vao so ho tich viéc ho tich khac ctia cong dan Viét Nam da dwoc gidi quyét tai co' quan cé tham
quyéen cia nwdc ngoai (khai sinh; giam ho; nhan cha, me, con; xac dinh cha, me, con; nuéi con nuéi; khai tir;

thay ddi ho tich)

Thir tw N . To chic/ ca nhan | Thai han giai
. : Noi dung cong viéc o .

cac buéc thwc hién quyet
Busc 1 | - €an bd tiep nhan ho so tai B phan mot cua co trach nhiém kiem Cong chic Mot | 1 gior 1am viec
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tra tinh chinh x4c, day du, théng nhat, hop 1é cua hé so.

(i) Truong hop ho so day du, hop 18 thi tiép nhan hd so; néu tiép nhan
hd so sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi ¢d yéu cau trong
ngay 1am viéc tiép theo (néu nguoi c6 yéu cau lya chon hinh thac nop
hd so truc tiép) hodc gii ngay Phiéu hen, tra két qua qua thir dién tie
hodc gui tin nhan hen tra két qud qua dién thoai di dong cho nguoi
c6 yéu cau (néu ngueoi c6 yéu cau lwa chon hinh thizc nép hé so truc
tuyén);chuyén hd so dé cong chic 1am cong tac ho tich xu Iy.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bg tiép
nhdn hé so tai B phdn mét cira thuc hién sé hda (sao chyup, chuyén
thanh tai liéu dién tir trén hé thong théng tin, co sé dit liéu) va ky sé
vao tai liéu, ho so gidi quyét thi tuc hanh chinh da dwoc sé hoa theo
quy dinh.

(ii) Truong hop hd so chua day da, hop 18 thi c6 thong bao cho ngudi
yéu cau bo sung, hoan thién ho so, néu o loai gidy to, ndi dung can
bo sung dé ngudi 6 yéu cau bo sung, hoan thién. Sau khi hd so dugc
bd sung, thuc hién lai budc (i);

(iii) Truong hop nguoi c6 yéu cau ghi vao So ho tich cac viéc ho tich
khackhdng bo sung, hoan thién dugc hd so thi bao cao Truong bo
phan mot cira c6 thong bao tir choi giai quyét yéu cau ghi vao So6 ho
tich cac viéc ho tich khac.

cua

Budc 2

- Cong chuc 1am cong tac ho tich tham tra ho so (tham tra tinh thong
nhat, hop I cua cac thdng tin trong ho so, gidy to, tai liéu do nguoi yéu
cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu
kién giai quyét, phai tir chéi thi giri théng bao vé tinh trang hd so toi

Cong chtic
cbng tac ho tich

lam

06 gio lam
Viéc
Trong truong
hop phai xac
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Bo phan mot cira dé théng bao cho ngudi ndp ho so — thuc hién lai
budc (ii) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén
nhan khac ma khong thé tra két qua dung thoi gian dd hen thi cong
chtc 1am cbng tac ho tich 1ap Phiéu xin 13i va hen lai ngay tra két
qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen tra két
qua, chuyén Bo phan mot cira dé tra cho ngudi ¢4 yéu cau (néu
ngudi ¢d yéu cau lya chon hinh thiac nop hd so truc tiép), hoic gui
Phiéu xin 13i va hen lgi ngay tra két qud qua thw dién tir hogc gei tin
nhdn qua dién thogi di déng cho nguwoi cO yéu cau (néu nguwoi cO yéu
cau lya chon hinh thizc nép hé so truec tuyeén).

+ Néu thiy yéu cau ghi vao Sb ho tich du diéu kién, phd hop quy
dinh phap luat, trudng hop tiép nhan hd so ghi vao So6 ho tich cac viéc
ho tich khac theo hinh thic truc tiép, thi cong chac lam cong tac ho
tich thyc hién viéc ghi ndi dung ghi chl vao S6 ho tich, cap nhat thong
tin ghi vao S6 ho tich cac viéc ho tich khac va luu chinh thic trén
Phan mém ding ky, quan ly ho tich dién tr ding chung.

Truong hop tiép nhdn hé so ghi vao Sé hé tich cac viéc hg tich khac
theo hinh thuzc truc tuyén, cong chizc 1am cong tac hé tich giti lai biéu
mau Trich luc ghi vao Sé hg tich viéc khai sinh/Trich luc ghi vao Sé
hé tich cac viéc hé tich khdc dién tir cho nguroi YU cau qua thu dién tie
hodc thiét bi sé.

Nguroi yéu cau co trach nhiém Kiém tra tinh chinh xdc, day di cua
cac thong tin trén biéu mdu Trich luc ghi vao sé hé tich viéc khai
sinh/Trich luc ghi vao sé hé tich c&c viéc hé tich khdc dién tir va xac
nhdn (tdi da mét ngay).

Néu nguoi €6 yéu cau Xac nhdn théng tin da thong nhdt, day dii hodc

minh thi thoi
han giai quyét
khéng qua 3
ngay lam vi¢c
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khong c6 phan hei sau thoi han yéu cau thi cong chirc 1am cong tac
hé tich thuc hién viéc ghingi dung ghi chi vao Sé hé tich, cdp nhdt
thdng tin ghi vao Sé hg tich cac viéc hé tich khac va lieu chinh thirc
trén Phan mém dding ky, quan Iy hé tich dién tir duing chung.

Cong chuc 1am cong tac ho tich in Trich luc ghi vao S6 ho tich viéc
khai sinh/Trich luc ghi vao Sé ho tich cac viéc ho tich khac; bao céo
lanh dao Phong duoc giao phu trach va trinh Lanh dao UBND ky,

Coéng chuc lam
céng tac ho tich,
lanh dao Phong

BudC 3 | chuyén toi Bo phan mot cira dé tra két qua cho ngudi 6 yéu ciu, dwoc giao phu 1 gio lam vige
trach; Lanh dao
UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo dbi)
- Ngueoi ¢6 yéu cau ghi vao Sé hé tich céc viéc hg tich khac diroc nhan
két qua theo mét trong cdc phwong thirc sau déy:
+ Nhdn ban dién tir Trich luc ghi vao Sé hé tich viéc khai sinh/Trich
luc ghi vao Sé hé tich cac viéc hg tich khacgiri qua thw dién tir, Kho
quan ly de liéu dién tw ciia cd nhan do,
, + Nhdn ban dién tir Trich luc ghi vao Sé hé tich viéc khai sinh/Trich Cong chic Khong  quy
Budc 4 |, ghi vao Sé hé tich cac viéc hé tich khacguri vao thiét bj sé, thong Mat cira dinh

qua phong phdp truyén so liéu phi hop, dam bdo an toan, bao mat
thong tin;

+ Nhdn két qud 1a Trich luc ghi vao Sé hé tich viéc khai sinh/Trich
luc ghi vao Sé hé tich céc viéc hg tich khacthdng qua hé thong buu
chinh;

+ Nhdn két qud 1a Trich luc ghi vao Sé hé tich viéc khai sinh/Trich
luc ghi vao Sé hé tich céc viéc hg tich khac tai co quan ding ky ho
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tich.

Tong thai gian giai quyét

Ngay  trong
ngay tiép nhan
hd so, trudng
hop nhan hd
so sau 15 gio
ma khoéng giai
quyét  duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo. Trong
truong  hop
phai xac minh
thi thoi han
giai quyét
khéng qua 3
ngay lam
Viéc.

12. Ping ky lai khai sinh c6 yéu t6 nwéc ngoai

Thir tu a: R To chirc/ ca nhan Thoi han giai
. 2 Noi dung cong viéc o A
cac buéc thwc hién quyet
Busc 1 | - Canbo tiép nhan ho so tai Bo phan mot cta co trach - Can
bo tiép nhan ho so tai B phan mot cira co trach nhiém kiém | Cong  chac Mot | 0.5 ngay 1am

tra tinh chinh xac, day du, théng nhat, hop 1& caa hd so.
(i) Truong hop ho so day du, hop 18 thi tiép nhan ho so, c6

cua

Viéc
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Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thitc nop hd so truc tiép) hoicgiri ngay
Phiéu hen, tra két qud qua thw dién tir hogc gei tin nhan hen
tra ket qud qua dién thoai di déng cho nguwoi cO yéu cau
(néu nguoi c6 yéu cau lwa chon hinh thic nép hé so truc
tuyén), dong thoi chuyén ho so @é cong chizc 1am cong tac
ho tich xat ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét cira thurc hién sé hoa
(sao chup, chuyén thanh tai liéu dién tir trén hé thong thong
tin, co sé di ligu) va ky sé vao tai liéu, ho so gidi quyét tha
tuc hanh chinh dd dwot 6 héa theo quy dinh,

(i) Truong hop hé so chua day du, hop 16 thi c6 théng béo
cho nguoi yéu cau bo sung, hoan thién ho so, néu rd loai
gidy to, noi dung can bo sung dé nguoi c6 yéu cau bo sung,
hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);
(iii) Néu nguoi c6 yéu cau dang ky lai khai sinh khéng b
sung, hoan thién duoc hd so thi bao cdo Trudng bo phan
tiép nhan hd so co van ban tir chdi giai quyét yéu cau ding
ky lai khai sinh.

Budc 2

- Cong chirc 1am cong tac ho tich tham tra hd so (tham tra tinh
thdng nhat, hop 18 cua cc thdng tin trong hd so, gidy to, tai
lieu do ngudi yeu cau nop, xuat trinh hogc dinh kém).

+ Truong hop hd so can bo sung, hoan thién hoidc khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang hod so téi Bo phan mot cira dé thong bao cho nguoi
nop ho so - thuc hién lai budc (i) hoac (iii);

Cong chuc
cbng tac ho tich

lam

3 ngay lam vi¢c
(Truong hop phai
c6 van ban xac
minh thi thoi han
giai quyét khong
qua 23 ngay)
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+ Trudng hop can phai kiém tra, xac minh 1am r hoic do
nguyén nhan khac ma khong thé tra két qua ding thoi gian
d4 hen thi céng chac 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lva
chon hinh thirc nop hd so truc tiép), hoac gii Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hogc gui tin
nhdn qua dién thoai di dong cho ngwoi cO yéu cdu (néu
nguoi €0 yéu cau lya chon hinh thizc nép hé so truc tuyén).
Truong hop viéc dang ky khai sinh trude day duoc thuc
hién tai Uy ban nhan dan cap xa hoic S¢ Tu phap thi Phong
Tu phap c6 vin ban dé nghi Uy ban nhan dan cip x&/S¢ Tu
phép noi thyc hién viéc ding ky khai sinh trudc day kiém
tra, Xac minh vé viéc luu gitr S6 hé tich.

Sau khi nhan duoc vin ban dé nghi, Uy ban nhan dan/So Tu
phap da dang ky khai sinh trudc day tién hanh kiém tra, xac
minh va tra loi bang van ban vé viéc con luu gitt hoic
khéng luu git duge S6 ho tich.

Truong hop gidy to ciia nguoi yéu cau dang ky lai khai sinh
khéng co thdng tin chirng minh quan hé cha, me, con thi co
quan dang ky ho tich c6 van ban dé nghi co quan cong an c6
tham quyén xac minh. Truong hop co quan cong an tra 10i
khong c6 thong tin thi co quan dang ky ho tich cho nguoi
yéu cau ding ky lai khai sinh lap vin ban cam doan vé
thong tin cta cha, me va xac dinh noi dung khai sinh theo
van ban cam doan.
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+ Sau khi nhan duoc két qua xac minh vé viéc khdng con
luu gitt dugc S6 ho tich tai noi da dang ky khai sinh
hoic sau thoi han 20 ngay ké tir ngay gui van ban yéu cau
x4c minh ma khong nhan dugc van ban tra 1oi, néu thay hd
so day du, hop 1é, dung quy dinh, truedng hop tiép nhan hd so
dang ky lai khai sinh theo hinh thuc truc tiép, thi céng chuc
lam cong tac ho tich thuc hién viéc ghi vao S6 dang ky khai
sinh, cap nhat thong tin dang ky lai khai sinh va luu chinh thurc
trén Phan mém dang ky, quan ly ho tich dién tir diing chung.
Truong hop tiép nhdn hé so dang ky Iai khai sinh theo hinh
thirc truc tuyén, cong chirc 1am cong tac hé tich gii lai biéu
mdu Gidy khai sinh dién tir Véi théng tin ddy dit cho nguoi yéu
Cau qua thu dien tur hoac thiét bi sé.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xdc, day
dui cuia cac thong tin trén biéu mau Gidy khai sinh dién tir va
x&c nhdn (téi da mét ngay).

Néu nguwoi cO yéu cdu xac nhdn théng tin da théng nhdt,
day di hogc khong co phan hoi sau thoi han yéu cau thi
cong chuc lam cbng tac hg tichthuc hién viéc ghi ngi dung
Va0 S ding ky khai sinh, cap nhat thong tin ding ky khai sinh
va luu chinh thirc trén Phan mém dang ky, quan ly hg tich
dién tur dung chung.

Cong chuc 1am cong tac ho tich in Giay khai sinh; bao cao cong chac lam
lanh dao Phbng duoc giao phu trécl} va triph Lanh dao UBND cong tac ho tich, 1.5 ngay lam
ky, chuyén t6i Bo phan mot cura dé tra ket qud cho ngudi €0 | |anh  dao  Phong Viéc

y8u cau. dugc giao phu

Buoc 3
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trach; Lanh dao
UBND

Budc 4

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)
Nguoi c6 yéu cau ding ky lai khai sinh kiém tra thdng tin trén
Giay khai sinh, trong S6 dang ky khai sinh va ky tén vao S6
dang ky khai sinh, nhan Gidy khai sinh.

Cong chuc
Mot cira

Khoéng quy dinh

Tong thei gian giai quyét

05 ngay lam viéc.
Truong hop phai
¢d van ban xac
minh thi thoi han
giai quyét khong
qua 25 ngay.

13. Piang ky khai sinh c6 yéu t6 nwéc ngoai cho nguoi da c6 ho so, gidy to ca nhian

Thir tur N A To chic/ canhan |  Thai han giai
. . Noi dung cong viéc o .

cac buéc : thuc hién quyet
Buéc 1 | - Can b tiép nhan ho so tai B phan mot cira ¢6 trach nhiem

kiém tra tinh chinh x4c, d?ly du, théng nhit, hop 1€ caa hd so.

(i) Truong hop hd so day du, hop 18 thi tiép nhan hd so, c6
Phiéu hen, tra két qua cho nguoi c6 yéu cau (néu ngudi c6 yéu
cau lya chon hinh thic nop hd so truc tiép) hodcgii ngay
Phiéu hen, tra két qud qua thw dién tir hogc gii tin nhan hen
tra két qud qua dién thoai di déng cho nguroi c6 yéu cau (néu

Cong chac Mot
cua

0.5 ngay lam
Viéc
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nguroi ¢O yéu cau lya chon hinh thizc nép ho so truc tuyeén),
chuyén hd so dé cong chuc 1am cdng tac ho tich xur 1y.

- Sau khi tiép nhdn hé so theo hinh thirc ngp truc tiép, can bé
tiep nhdn ho so tai Bé phdn mét cira thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién ti trén hé thong théng tin, co
s¢ dir liéu) va ky sé vao tai ligu, ho so gidi quyét thui tuc hanh
chinh dé dwoc sé hoa theo quy dinh.

(ii) Truong hop hd so chua day dua, hop 18 thi c6 thdng béo
cho nguoi yéu cau bo sung, hoan thién ho so, néu 13 loai gidy
td, noi dung can bo sung dé ngudi co yéu cau bo sung, hoan
thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau diang ky khai sinh khong
b sung, hoan thién duoc hd so thi bao cdo Trudng bo phan
mot cira c6 thong bao tir chbi giai quyét yéu cau dang ky khai
sinh.

Budc 2

- Cong chiic 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cua céc théng tin trong hd so, gidy to, tai liéu
do ngudi yu cau nop, xuat trinh hodc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir choi thi gui thong bao vé tinh
trang hd so téi Bo phan tiép nhan hd so dé théng bao cho
ngudi ndp o so - thuc hién lai budce (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh lam rd hoac do
nguyén nhan khac ma khong thé tra két qua dung thoi gian da
hen thi céng chuc 1am cong tac ho tich l1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra két
qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé

Cdng chirc lam
cbng tac ho tich

3 ngay lam vi¢c
(Truong hop phai
c6 van ban xac
minh thi thoi han
giai quyét khong
qua 23 ngay)
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tra cho nguoi €6 yéu cau (néu ngudi co yéu cau lra chon hinh
thic nop hd so truc tiép), hodc gui Phiéu xin 161 va hen lai
ngay trd két qud qua thw dién tir hodc giri tin nhdn qua dién
thoai di déng cho nguoi c6 yéu cau (néu nguoi ¢6 yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

Cong chuc lam céng tac ho tich bao cao Trudéng phong Tu
phap c6 van ban d& nghi Uy ban nhan dan cip xa noi nguoi co
yBu cau cu tra trude khi xuat canh kiém tra, xac minh vé viéc
dang ky khai sinh ctia ngudi yéu cau va viéc luu giit so ho tich.
Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan noi nhan
dugc yeu cau xac minh tién hanh kiém tra, xac minh va tra 10i
bang van ban vé viécnguoi Yéu cau da duoc dang ky khai sinh
hay chua dugc dang ky khai sinh; viéc con Iuu gitt hoac khong
luu gitr duoc s6 hé tich.

Truong hop gidy to cia ngudi yéu cau dang ky khai sinh khong
0 thong tin chirng minh quan hé cha, me, con thi co quan dang
ky ho tich c6 vin ban dé nghi co quan cong an c6 tham quyén
xac minh. Truong hop co quan cong an tra lo1 khong co thong
tin thi co quan ding ky ho tich cho ngudi yéu cau dang ky khai
sinh 1ap van ban cam doan vé thong tin cua cha, me va xac dinh
noi dung khai sinh theo van ban cam doan.

+ Sau khi nhan duoc két qua xac minh hoic sau thoi han 20
ngay ké tir ngay giri van ban yéu cau xac minh ma khong nhan
duoc van ban tra 101, néu thay ho so day dua, hop 1¢, dung quy
dinh, truong hop tiép nhan hé so dang ky khai sinh theo hinh
thirc truc tiép, thi cdng chirc 1am cong tac ho tich thyuc hién viéc
ghi vao S6 dang ky khai sinh, cap nhat théng tin dang ky khai
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sinh va luu chinh thtctrén Phan mém ding ky, quan Iy ho tich
dién tir dung chung.

Triong hop tiép nhdn hé so ding ky khai sinh theo hinh thirc
truc tuyén, cong chirc lam cong tac hé tich giti lai biéu mau
Gidy khai sinh dién tr Véi théng tin day di cho nguoi yéu cau
qua thu dién tir hodc thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day di
cia c4c thong tin trén biéu mau Gidy khai sinh dién tir va Xac
nhdn (t6i da mét ngay).

Néu nguoi c6 yéu cau xac nhdn théng tin da thong nhdt, day
i hodc khdng cé phan hoi sau thoi han yéu cau thi cong
chac 1am cong tac hg tichthuc hién viéc ghi ngi dung vao Sé
dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu
chinh thezc trén Phan mém dding ky, quan Iy hé tich dién tir diing
chung.

Cong chuc 1am cong tac hé tich in Giay khai sinh; bao cao 1anh
dao Phong duoc giao phu trach va trinh Lanh dao UBND ky,

Cong chuc lam
cong tac ho tich,

chuyen t6i Bo phan mot cira dé tra két qua cho nguoi ¢6 YU | [anh dao Phong 1.5 ngay lam
Buoc 3 A s o

cau. duoc giao phu Viéc

trach; Lanh dao
UBND

Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo dbi)

Nguoi ¢6 yéu cau dang ky lai khai sinh kiém tra thdng tin trén Cong chiic .
Budc 4 | Gidy khai sinh, trong Sé dang ky khai sinh va ky tén vao Sé M6t cira Khong quy dinh

dang ky khai sinh, nhan Giay khai sinh.
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Tong thoi gian giai quyét

05 ngay lam viéc.
Truong hop phai
¢6 van ban xac
minh thi thoi han
giai quyét khong
qua 25 ngay

14. Pang ky lai két hon c6 yéu té nwéc ngoai

Thir tw N&i dunag céna viac T chirc/ ca Thoi han giai quyét
cac bwéc : g cong vie nhéan thyc hién an gial quy
Buséc 1 | - Can bo tiép nhan ho so tai Bo phan mot ctra cé trach nhiém

Kiém tra tinh chinh xac, day du, thong nhat, hop 1& caa ho so.
(i) Truong hop hd so day da, hop 1 thi tiép nhan ho so, co
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi ¢ yéu
cau lya chon hinh thic nop ho so truc tiép) hoiac guii ngay
Phiéu hen, tra két qud qua thuw dién tir hogc giti tin nhan hen
tra két qud qua dién thoai di déng cho nguwoi ¢ yéu cau (néu
nguroi €6 yeu cau lwa chon hinh thizc nép hé so truc tuyén),
chuyén ho so dé cong chuc 1am cong tac hé tich xur 1y.

- Sau khi tiép nhan hé so theo hinh thirc nép truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét cira thuc hién sé hoa
(sao chup, chuyén thanh tai liéu dién ti trén hé thong thong
tin, co so dir liéu) va ky sé vao tai lieu, ho so gidi quyét thi
tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i) Truong hop hd so chua day du, hop Ié thi c6 thong béo
cho nguoi yéu cau bé sung, hoan thién hd so, néu rd loai

Cong chuc Mot
cua

0.5 ngay lam viéc
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giay to, noi dung can bo sung dé ngudi co yéu cau b sung,
hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);
(iii) Néu nguoi cd yéu cau ding ky lai két hon khong bo
sung, hoan thién dugc hd so thi bao cao Trudng b phan tiép
nhan hd so c6 van ban tir chdi giai quyét yéu cau dang ky lai
két hon.

Budc 2

- Cong chuc 1am cong tac ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1é cta cac thdng tin trong ho so, gidy to, tai
lieu do ngudi yeu cau nop, xuat trinh hogc dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi guri thong béo vé tinh
trang ho so t&i Bo phan mét cira dé thong bao cho ngudi nop
hd so - thuc hién lai budc (ii) hodc (ii);

+ Truong hop can phai kiém tra, xac minh lam rd hoic do
nguyén nhan khac ma khéng thé tra két qua dung thoi gian
d4 hen thi cdng chirc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho nguoi c6 yéu cau (néu nguoi co yéu cau lua
chon hinh thirc nop hd so truc tiép), hoac gui Phiéu xin 14
va hen lgi ngay trd két qud qua thw dién tir hodc gai tin nhan
qua dién thoai di déng cho nguoi c6 yéu cau (néu nguoi co
yéu cau lia chon hinh thizc ngp hé so truec tuyén).

Truong hop viéc ding ky két hon trude day thuc hién tai Uy
ban nhan dan cap x& hoic S& Tu phép thi cong chirc 1am cong
tac ho tich bao cao Truong phong Tu phap c6 vin ban dé nghi

Cong chuc lam
cbng tac ho tich

3 ngay lam vi¢c
(Truong hop phai
c6 van ban xac
minh thi thoi han
giai quyét khong
qua 23 ngay)
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Uy ban nhan dan cap x&/So Tu phap noi ding ky két hon trudc
daykiém tra, xac minh vé viéc luu giit S6 ho tich.

Sau khi nhan dugc van ban d& nghi, S& Tu phap/Uy ban nhan
dan cap xatién hanh kiém tra, x4c minh va tra loi bing van ban
vé viéc con luu giit hodc khong luu giir duge S6 hé tich.

+ Sau khi nhan duoc két qua xac minh vé viéc khong con luu
gitt dugc S6 ho tich tai noi da dang ky két hon hoic sau thoi
han 20 ngdy ké tir ngdy giri van ban y8u cau xac minh ma
khong nhan dugc vin ban tra 11, néu thay ho so day da, hop
18, dung quy dinh, trudong hop tiép nhan ho so dang ky lai két
hén theo hinh thic truc tiép, thi cong chac 1am cong tac ho
tich thuc hién viéc ghi vao S6 dang ky két hon, cap nhat théng
tin ddng ky lai két hon va luu chinh thtc trén Phan mém ding
ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhdn hé so dang ky Iai két hon theo hinh thizc
triec tuyén, cdng chizc 1am cong tac hg tich giri lai biéu mdu
Gidy ching nhdn két hon dién twdi théng tin ddy di cho
nguoi YU cau qua thu dién ti hogc thiét by s.

Nguoi yéu cdu c6 trach nhiém kiém tra tinh chinh xdc, day
dii cuia cac thong tin trén biéu mau Gidy chizng nhdn két hon
dién tuva xac nhdn (toi da mét ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thdng nhat, day
da hodc khong c6 phan hoi sau thoi han yéu cau thi cong
chirc 1am cong tac ho tich thyc hién viéc ghi vao S6 ding ky
két hon, cap nhat thong tin dang ky lai két hon va luu chinh
thirc trén Phan mém dang ky, quan Iy ho tich dién tir ding
chung.
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Budc 3

Cong chiic 1am cdng tac ho tich in Gidychang nhan két hon;
bao cao lanh dao Phong duoc giao phu trach va trinh Lanh dao
UBND ky, chuyén téi Bo phan mét cira dé tra két qua cho
ngudi cO Yau cau.

Coéng chuc lam
cbng tac ho tich,
lanh dao Phong
dugc giao phu
trach; Lanh dao
UBND

1.5 ngay lam viéc

Buoc 4

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)

Nguoi ¢6 yéu cau dang ky lai két hon (hai bén nam, nix phai
cO mat, xuat trinh gidy to tuy than dé ddi chiéu) kiém tra thong
tin trén Gidy chung nhan két hdn, trong So6 dang ky két hon va
ky tén vao S6 dang ky két hon, ky tén vao Giay chang nhan
két hon, mdi bén nam, nir nhan 01 ban chinh Gidy chang nhan
két hon.

Cong chuc
Mot cira

Khéng quy dinh

Tong thoi gian giai quyét

05 ngay lam viéc.
(Truong hop phai
¢6 van ban xac
minh thi thoi han
giai quyét khéng
qua 25 ngay)

15. Piang Ky lai khai tir ¢é yéu t6 nwée ngoai

Thir tw N A T6 chirc/ ca nhan Thai han giai
. : Noi dung cong viéc o <
cac buéc thwc hién quyet
, - Cén bo tiép nhan ho so tai Bo phan mot ctra ¢6 trach nhiém kiem | s
Buoc 1 > fiep e al B phan me ' Ccong chac Mot| 0.5ngay lam
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tra tinh chinh xac, day du, théng nhat, hop 1é cua hé so.

(i) Truong hop ho so day du, hop 18 thi tiép nhan hd so, c6 Phiéu
hen, tra két qua cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya
chon hinh thirc nop hd so truc tiép) hoic giri ngay Phiéu hen, trd
két qud qua thuw dién tir hodc gai tin nhan hen tra két qud qua dién
thoai di dong cho nguoi c6 yéu cau (néu nguoi cd yéu cau lya
chon hinh thizc nép hé so truc tuyén), dong thoi chuyén hé so dé
cong churc lam cong tac ho tich xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc ngp truc tiép, can bé tiép
nhdn hé so tai B phdn mét cira thyc hién sé hoa (sao chup,
chuyén thanh tai liéu dién tir trén hé thong théng tin, co so dir
ligu) va ky sé vao tai lieu, ho so gidi quyét thi tuc hanh chinh da
duroC 6 héa theo quy dinh.

(ii) Truong hop ho so chua day du, hop 1é thi c6 thong bao cho
ngudi Yéu cau bo sung, hoan thién ho so, néu rd loai gidy to, noi
dung can bd sung dé nguoi c6 yéu cau bo sung, hoan thién. Sau khi
hd so duoc b sung, thuc hién lai budc (i);

(iii) Néu nguoi c6 yéu cau dang ky lai khai tr khéng bo sung,
hoan thién duoc hé so thi bao cao Trudng bo phan tiép nhan ho so
c¢6 van ban tir chdi giai quyét yéu cau dang ky lai khai tu.

cua

Viéc

Buoc 2

- COng chuc lam cong tac ho tich tham tra ho so (tham tra tinh thong
nhat, hop 1& cua cac théng tin trong ho so, gidy to, tai liéu do nguoi
y8u cau nop, xuat trinh hogc dinh kém).

+ Truong hop hd so can b sung, hoan thién hoac khong du diéu
kién giai quyét, phai tir chdi thi giri théng béo vé tinh trang ho so
tgi BO phan mot cira dé thong bao cho ngudi ndp hd so - thuc hién

Cong chuac
cbng tac ho tich

lam

3 ngay lam viéc
(Truong hop phai
cd van ban xac
minh thi thoi han
giai quyét khong
qua 8 ngay lam
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lai budc (ii) hoac (iii);
+ Truong hop can phai kiém tra, x4c minh lam r hoac do nguyén
nhan khac ma khong thé tra két qua dung thoi gian da hen thi
cdng chac 1am cong tac ho tich 1ap Phiéu xin 15i va hen lai ngay
tra két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian
hen tra két qua, chuyén Bo phan mot cira dé tra cho nguoi ¢ yéu
cau (néu nguoi cd yéu cau lya chon hinh thic ndp hd so truc tiép),
hodc gui Phiéu xin 131 va hen lai ngay tra két qua qua thuw dién tir
hogc gi#i tin nhdan qua dién thoai di déng cho nguroi cO yéu cau
(néu nguoi ¢b yéu cau lwa chon hinh thizc ngp hé so truc tuyén).

+ Néu thay hd so day du, hop 18, dung quy dinh, trudng hop tiép
nhan hd so dang ky lai khai tir theo hinh thuc tryc tiép, thi cong chiic
lam cong tac ho tich thuc hién viéc ghi vao So ding ky khai tir, cap
nhat thong tin dang ky laikhai tr va luu chinh thic trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Truong hop tiép nhdn hé so ding ky lai khai ti theo hinh thac truc
tuyén, cdng chizc 1am cong tac hg tich giri lai biéu mdu Trich luc
khai ter dién tivdi théng tin day dii cho nguoi Yéu cau Qua th dién tir
hodc thiét bi so.

Ngueoi yéu cau co trach nhiém Kiém tra tinh chinh xdc, ddy di cua
céc thong tin trén biéu mau Trich luc khai ti dién tir va xac nhdn
(toi da mét ngay).

Néu nguoi cO yéu cau xac nhdn théng tin da thong nhdt, day di
hodc khdng cé phdn héi sau thei han yéu cau thi cong chic lam
cdng tac hé tich thuc hién viéc ghi ngi dung vao Sé déing ky khai tiz,
cdp nhdt théng tin ding ky lai khai tir va leu chinh thirctrén Phan
mém dang ky, quan Iy hé tich dién tir ding chung.

viéc)
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Cdng chuc lam cdng tac ho tich in Trich luc khai tir; bdo céo lanh cong chac lam
dao Phong duoc giao phy trach va trinh Lanh dao UBND ky, chuyén cong tac ho tich,

| t6i Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau. lanh dao Phong| 1.5 ngay lam
Buge 3 duoc giao phu Viéc
trach, Lanh dao
UBND

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo dbi)
Nguoi c6 y8u cau dang ky lai khai tir kiém tra thong tin trén Trich | Cong chuc ) .
Budc 4 | 1yc khai tir, trong S ding ky khai tir va Ky tén vao Sé ding ky Mat cira Khéng quy dinh
khai tir, nhan Trich luc khai tr. '

05 ngay lam viéc
(Truong hop phai
tién hanh xéac
minh thi thoi han
khong quéa 10
ngay lam viéc).

Tong thei gian giai quyét
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C. Thii tuc hanh chinh cép xa

1. Pang ky khai sinh

Thi tw cac N N Té chitc/ canhan |  Thai han giai
: Noi dung cong viéc cn £
bwéc thwc hién quyet
Bugc 1 | - €an bo tiep nhan ho so tai B phan mot cua co trach nhiém

kiém tra tinh chinh xac, day du, thong nhat, hop 1& caa ho so.
(i) Truong hop ho so day du, hop 1é thi tiép nhan hd so; néu
tiép nhan hd so sau 15 gio thi ¢6 Phiéu hen, tra két qua cho ngudi
c6 yéu cau trong ngay lam viéc tiép theo (néu nguoi ¢ yéu cau
lwa chon hinh thic nop hd so truc tiép) hodcgui ngay Phiéu
hen, trd két qud qua thie dién tir hodc geri tin nhan hen tra két
qud qua dién thogi di déng cho nguwoi ¢ yéu cau (néu nguoi
¢ yéu cdu lira chon hinh thizc nép hé so truc tuyén);chuyén
ho so dé cong chirc 1am cong tac ho tich xir 1y.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can bé
tiep nhdn hé so tai Bé phdn mét ciza thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién ti trén hé thong théng tin, co
s¢ dir lieu) va ky sé vao tai liéu, hé so gidi quyét thi tuc hanh
chinh da dwoc s6 héa theo quy dinh.

(ii) Truong hop ho so chua day du, hop Ié thi cé théng bao
cho nguoi yéu cau bo sung, hoan thién ho so, néu 1o loai gidy
td, noi dung can bd sung dé ngudi c6 yéu cau bd sung, hoan
thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);

Cong chac Mot
cta

1 gio lam viéc
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(iii) Truong hop ngudi c6 yéu cau dang ky khai sinh khong bo
sung, hoan thién duoc hd so thi bao cédo Trudng bo phan mot
ctra c6 théng bao tir chdi giai quyét yéu cau ding ky khai sinh.

Buoc 2

- Cong chire tu phép - ho tich tham tra hé so (tham tra tinh thong
nhét, hop 1& cua cac thdng tin trong hd so, gidy to, tai liéu do
ngudi YBu cau nop, xuat trinh hogc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du
diéu kién giai quyét, phai tir chdi thi gui théng béo vé tinh
trang hd so téi Bo phan mot ctra dé thong bao cho ngudi nop
hd so - thuc hién lai budc (ii) hodc (ii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hoac do
nguyén nhan khac ma khéng thé tra két qua ding thoi gian da
hen thi cong chuac 1am cong tac ho tich lap Phiéu xin 16i va
hen lai ngay tra két qua, trong d6 néu 1d 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén Bo phan mot cira dé
tra cho ngudi ¢ yéu cau (néu ngudi ¢d yéu cau lra chon hinh
thac nép hd so truc tiép), hodc guii Phiéu xin 151 va hen lgi
ngay trd két qud qua thw dién tir hodc guri tin nhédn qua dién
thoai di déng cho nguwoi ¢ yéu cau (néu nguoi co yéu cau lya
chon hinh thizc ngp hé so truc tuyén).

+ Néu thay ho so day du, hop 1&, ding quy dinh, trudng hop tiép
nhan hd so ding ky khai sinh theo hinh thuc truc tiép, thi cong
chuc tu phap - hé tich thuc hién viéc ghi vao S6 dang ky khai
sinh, cap nhat thong tin dang ky khai sinh trén Phan mém ding
ky, quan ly ho tich dién tr dung chung, luu chinh thac va
chuyén thong tin dén CSDLQGVDC dé lay Sé dinh danh ca
nhan.

Cong chuc lam
cbng tac ho tich

6 gio lam vi¢e
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Triong hop tiep nhdn ho so dang ky khai sinh theo hinh thirc
truc tuyén, cong chite tir phdp - hé tich giri lai biéu mdu Gidy
khai sink dién tr Véi thong tin ddy dit cho nguoi yéu cau qua thue
dién tir hogc thiét bi sé.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di
cua cac thong tin trén biéu mau Gidy khai sinh dién tir va Xac
nhdn (t6i da mét ngay).

Néu nguroi ¢6 yéu cdu Xac nhdn théng tin da thong nhdt, day
i hodc khong c6 phdn héi sau thoi han yéu cau thi cong chirc
tir phdp - hé tichthuc hién viéc ghi ngi dung vao Sé dang ky
khai sinh, cdp nhdt théng tin ding ky khai sinh trén Phan mém
dang ky, quan ly ho tich dién tr dung chung, luu chinh thirc va
chuyén théng tin dén CSDLQGVDC dé ldy Sé dinh danh ca
nhan.

- Sau khi CSDLQGVDC tra vé So dinh danh ca nhan, cong
chirc tu phap - ho tich in Gidy khai sinh va trinh Lanh dao

Cong chuc lam

Buéc 3 . A i YA AR o AS e A2 prd LAE .. | congtac ho tich; | 1 gio lam viéc
U,BI\AID ky chuyen téi Bo phan mot cua dé tra két qua cho nguoi Lnh dao UBND
CO Yéu cau.
Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo ddi)
’ Nguoi c6 yéu cau dang ky khai sinh kiém tra thong tin trén Cong chtc A .
Budc 4 | Gjdy khai sinh, trong S6 dang ky khai sinh va ky tén vao Sé Mt cira Khéng quy dinh
dang ky khai sinh, nhan Giay khai sinh. '
Ngay trong ngay

Téng thoi gian giai quyét

tiép nhan yéu
cau, truong hop
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nhan hé so sau
15 gio ma khéng
giai quyét duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo.

2. Ping ky két hon

Thir tl.l’ cac No6i duna céng viéc Té chirc/ ca nhan Thaoi han giai qu ét
budrc o1 dung cong vie thyc hign oAty
Busc 1 - C4n bo tiép nhan ho so tai B phan mot cua b

trach nhiém Kkiém tra tinh chinh xac, day du, thong
nhat, hop 1é caa hd so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan ho
s0, ¢O Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu
ngudi ¢4 yéu cau lua chon hinh thic nop hd so truc
tiép) hodcguri ngay Phiéu hen, tra két qud qua thu
dién tir hogc g tin nhan hen tra két qud qua dién
thoai di dong cho nguoi ¢ yéu cau (néu nguoi co
yéu cau lia chon hinh thic ndp hé so truc tuyén),
chuyén hd so dé cong chuc 1am cong tac ho tich xu
1y,

- Sau khi tiép nhdn hé so theo hinh thirc nép truc
tiép, can bg tiép nhdn hé so tai Bé phdn mét cia
thirc hién sé hoa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co so dir liéu) va ky

Cong chac Mot
ctra

1 gio lam viéc

63




s6 vao tai lidu, ho so gidi quyét thi tuc hanh chinh
dd dwoC s6 héa theo quy dinh.

(ii) Truong hop hd so chua day da, hop 1é thi c6
thong bao cho ngudi yéu cau bd sung, hoan thién hd
so, néu rd loai gidy to, noi dung can bd sung dé
ngudi c6 yéu cau bd sung, hoan thién. Sau khi hd so
duoc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi c6 yéu cau ding ky két hon
khong bo sung, hoan thién dugc hod so thi bio cao
Truéng bd phan mot cira ¢ thong bao tir chéi giai
quyét yéu cau dang ky két hon.

Budc 2

- Cong chirc tu phap - ho tich tham tra ho so (tham tra
tinh théng nhat, hop 1é cua cc théng tin trong hd so,
gidy to, tai liéu dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic
khong du diéu kién giai quyét, phai tir chéi thi guri
thong bao vé tinh trang hd so toi Bo phan mot cia dé
thong bao cho ngudi ndp hd so — thuc hién lai bude
(ii) hoc (iii);

+ Truong hop can phai kiém tra, xac minh lam rg
hoac do nguyén nhan khac ma khéng thé tra két qua
dung thoi gian da hen thi cong chirc lam cong tac ho
tich 1ap Phiéu xin 16i va hen lai ngay tra két qua,
trong d6 néu rd 1y do cham tra két qua va thoi gian
hen tra két qua, chuyén Bo phan mot ctira dé tra cho
ngudi ¢4 yéu cau (néu ngudi cO yéu cau lya chon
hinh thie nop hd so truc tiép), hodc giti Phiéu xin 13i

Cong chuc
cbng tac ho tich

lam

6 gio lam vi¢e
Truong hop can xac minh
diéu kién két hén cua hai
bén nam, nir thi thoi han
giai quyét khong qua 05
ngay lam viéc.
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va hen lai ngay tra két qud qua thu dién tir hodc gui
tin nhdn qua dién thoai di déng cho nguoi ¢ yéu
cau (néu nguwoi c6 yéu cau lira chon hinh thizc nép
ho so truec tuyén).

+ Néu thay ho so day du, hop 18, cac bén co du diéu
kién két hon theo quy dinh cua Luat Hon nhan va gia
dinh, khéng thudc trudong hop tir chéi dang ky két
hén theo quy dinh, truong hop tiép nhan hd so ding
ky két hon theo hinh thuc tryuc tiép, thi cong chic tu
phép - ho tich thuc hién viéc ghi vao So6 ding ky két
hon, cap nhat thong tin dang ky két hon va luu chinh
thirc trén Phan mém ding ky, quan ly ho tich dién tir
dung chung.

Truong hop tiép nhdn hé so dang ky két hon theo hinh
thire truc tuyén, cong chire te phdp - hé tich gui lai
biéu mau Gidy ching nhdn kér hén dién tir véi thong
tin ddy dii cho nguoi YeU cau qua thu dién tir hogc thiét
bi s6.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh
xdc, ddy du cua Cac thong tin trén biéu mau Gidy
chitng nhan két hén dién ur va xdc nhdn (téi da mot
i) | ,
Néu nguoi cO yéu cau Xac nhdn thong tin da thong
nhat, ddy di hodc khéng cé phan hoi sau thoi han
yéu cau thi cong chite fir phdp - hé tichthuc hién viéc
ghi ngi dung vao Sé déing ky két hon, cdp nhdt thdng
tin ding ky két hén va heu chinh thirc trén Phan mém
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dang ky, quan ly hé tich dién tir dung chung.

Buée 3

Cong chirc tw phap - ho tich in Gidy chiing nhan két
hdn va trinh Lanh dao UBND Ky, chuyén téi B phan
mot cira dé tra két qua cho nguoi c6 yéu cau.

Céng chac lam
cbng tac ho tich;
Lanh dao UBND

1 gio lam viéc

Buoc 4

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo
doi)

Ngudi ¢6 yéu cau dang ky két hon (hai bén nam, nix
phai c6 mat, xuat trinh gidy to tuy than dé ddi chiéu)
kiém tra thong tin trén Giay chung nhan két hon, trong
S6 dang ky két hon, khang dinh sy tu nguyén két hon
va ky tén vao S6 dang ky két hdn, ky tén vao Giay
ching nhan két hén, méi bén nam, nit nhan 01 ban
chinh Gidy chang nhan két hon.

Cong chuc
Mot ctra

Khong quy dinh

Tong thoi gian giai quyét

Ngay trong ngay tiép nhan
hd so; truong hop nhan hod
so sau 15 gio ma khéng giai
quyét duoc ngay thi tra két
qua trong ngay lam viéc tiép
theo.Trudng hop can Xac
minh diéu kién két hon cuoa
hai bén nam, nir thi thoi han
giai quyét khong qua 05
ngay lam viéc.
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3. Pang ky nhan cha, me, con

Thir tw A N T6 chirc/ c& nhan Thai han giai
. . N@i dung cong viéc . X
cac buéc thwc hién quyet
Busc 1 | - Can bo tiép nhan ho so tai Bo phan mot cta cd trach

nhiém kiém tra tinh chinh xac, day du, thdng nhat, hop 1¢
cua ho so.

(i) Truong hop ho so day da, hop Ié thi tiép nhan hé so, cd
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thic nop hé so truc tiép) hoic gui ngay
Phiéu hen, trd két qud qua th dién tir hodc g tin nhen hen
tra két qud qua dién thoai di déng cho ngwoi cO yéu cau
(Néu nguoi co yéu cau lwa chon hinh thic nép hé so truc
tuyén), dong thoi chuyén ho so dé cong chac lam cong tac
ho tich xix Iy

- Sau khi tiép nhdn ho so theo hinh thirc ngp tryc tiép, can
bg tiép nhdn hé so tai Bé phdn mét cira thuc hién sé hoa
(sao chup, chuyén thanh tai liéu dién tir trén hé thong thdng
tin, co sé dir ligu) va ky sé vao tai liéu, ho so gidi quyét tha
tuc hanh chinh da dwoc $6 héa theo quy dinh.

(i) Truong hop hod so chua day du, hop 1€ thi c6 thong bao
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, noi dung can bd sung dé ngudi co yéu cau bd sung,
hoan thién. Sau khi ho so dugc bo sung, thyc hién lai budc (i);
(iii) Truong hop nguoi ¢d yéu cau dang ky nhan cha, me,
con khong bo sung, hoan thién duoc hd so thi bao cao

Cong chac Mot
cura

1 ngay lam viéc
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Truéng bo phan mot cira co thong bao tir choi giai quyét
yéu cau dang ky nhan cha, me, con.

Budc 2

- COng chuc tu phap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cia cc thdng tin trong hd so, gidy to, tai
liéu do ngudi yau cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui théng bao vé tinh
trang hd so téi Bo phan mot cira dé thong bao cho nguoi
nop ho so — thyuc hién lai budc (ii) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua ding thoi gian
d4 hen thi céng chac 1am cdng tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop hd so truc tiép), hoac gii Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hogc gui tin
nhdn qua dién thoai di déng cho ngwoi ¢d yéu cau (néu
nguoi ¢6 yéu cau lya chon hinh thizc nép hé so truc tuyén).
+ Néu thay viéc nhan cha, me, con 13 dung va khéng c6
tranh chap, hd so day du, hop 18, ding quy dinh, trudng hop
tiép nhan hd so dang ky nhan cha, me, con theo hinh thic
truc tiép, thi cdng chic tu phap - ho tich thuc hién viéc ghi
vao So6 dang ky nhan cha, me, con, cap nhat thong tin dang ky
nhan cha, me, con va luu chinh thic trén Phan mém ding ky,
quan ly ho tich dién tir dung chung.

Truweong hop tiép nhdn hé so dang ky nhdn cha, me, con theo

Cong chuc lam
cong tac ho tich

1 ngay lam viéc
Trudng hop can
phai Xac minh thi
thoi han giai
quyét khdng qua
06 ngay lam
Viéc.
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hinh thirc truc tuyen, céng chize fu phdp - hé tich i lai biéu
mdu Trich luc dang ky nhdn cha, me, con dién ti véi thong tin
ddy dii cho nguroi YeU Cau qua thu dién tir hodc thiét bj so.
Nguroi yéu cau c6 trach nhiém Kiém tra tinh chinh xdc, day
i cua cac thdng tin trén biéu mdu Trich luc dang ky nhdn
cha, me, con dién tir va xac nhdn (toi da mét ngay).

Néu nguwoi cO yéu cdu xac nhdn théng tin da théng nhdt,
ddy di hogc khong c6 phan héi sau thoi han yéu cau thi
cong chure tu phap - hé tichthuc hién viéc ghi ngi dung vao
S6 dang ky dang ky nhdn cha, me, con, cdp nhdt thong tin
dding ky nhdn cha, me, con va lwu chinh thirc trén Phan mém
dang ky, quan ly hé tich dién tir dung chung.

Cong chirc tu phap - ho tich in Trich luc dang ky nhan cha,
me, con va trinh Lanh dao UBND ky, chuyén ti Bo phan mot

Cong chuc lam

Budc 3 : . : ' cong tac ho tich; | 1 ngay lam viéc
cura dé tra ket qua cho nguoi ¢ yéu cau. Lanh dao UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)

- Ngudi ¢6 yéu cau ding ky nhan cha, me, con (ca hai bén phai
cO mat, xuat trinh gidy to tuy than dé d6i chiéu) kiém tra thong —

Buée 4 | tin trén Trich luc dang ky nhan cha, me, con, trong S6 déing Cong chirc Khéng quy dinh
ky nhan cha, me, con va ky tén vao So6 ding ky nhan cha, Mot cura '
me, con, nhan Trich luc dang ky nhan cha, me, con.

03 ngay lam

Tong thoi gian giai quyét

viéc. Truong hop
can phai xac
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minh thi thoi han
giai quyét khéng
qua 08 ngay lam
Viéc.

4. Ping ky khai sinh két hop ding ky nhan cha, me, con

Tho tw cac
buéc

Noi dung cdng viéc

T6 chitc/ cA nhan
thuc hién

Thoi  han giai
quyet

Budc 1

- Cén bo tiép nhan ho so tai Bé phan mot cua cd trach
nhiém Kiém tra tinh chinh xac, day du, thong nhat, hop 18
cua hd so.

(i) Truong hop ho so day da, hop 18 thi tiép nhan ho so, 6
Phiéu hen, tra két qua cho ngudi c6 yéu cau, dong thoi
chuyén ho so dé cong chuc 1am cdng tac ho tich xur Iy.

- Sau khi tiép nhdn hé so, cdn bé tiép nhdn hé so tai Bé
phdn mét cira thuc hién so hda (sao chup, chuyén thanh tai
ligu dién tir trén hé thong théng tin, co sé dir lidu) va ky so
vao tai liéu, ho so gidi quyét thii tuc hanh chinh da dwoc sé
hoa theo quy dinh.

(i) Truong hop hd so chwa day du, hop 18 thi c6 thdng bao
cho nguoi yéu cau bo sung, hoan thién ho so, néu rd loai
gidy to, noi dung can bo sung dé nguoi c6 yéu cau bo sung,
hoan thién. Sau khi hd so duoc bd sung, thuc hién lai budc
(i); ‘

(iii) Truong hop nguoi cO yéu cau dang ky khai sinh va
nhan cha, me, con khéng bd sung, hoan thién duoc hd so
thi bao cao Truéng bd phan mot cta cé théng bao tir chdi

Cong chac Mot
cua

1 ngay lam viéc
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giai quyét yéu cau ding ky khai sinh va nhan cha, me, con.

Buoc 2

- Cong chirc tu phap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1é caa cc thdng tin trong ho so, gidy to, tai
liéu do ngudi yeu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chdi thi gui théng bao vé tinh
trang ho so téi Bo phan mot cira dé thong bao cho nguoi
nop hd so -thuc hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am ré hoic do
nguyén nhan khac ma khdng thé tra két qua ding thoi gian
da hen thi cong chuc tu phap - ho tich 1ap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén Bo phan mét cua
dé tra cho nguoi ¢ yéu cau;

+ Néu thay viéc nhan cha, me, con la ding va khong co
tranh chép, thong tin khai sinh day du va phd hop,thi cong
chire tu phap - ho tich thuc hién viéc ghi vao S6 dang ky nhan
cha, me, con, S6 dang ky khai sinh, cap nhat thong tin dang
ky khai sinh, dang ky nhan cha, me, con va luu chinh thac
trén Phan mém dang ky, quan ly ho tich dién tir ding chung,
chuyén thong tin dén CSDLQGVDC dé lay Sb dinh danh ca
nhan.

Cong chac lam
cbng tac ho tich

1 ngay lam viéc

Truong hop can
phai xac minh thi
thoi  han gial
quyét khdng qua
06 ngay lam viéc.

Budc 3

- Sau khi CSDLQGVDC tra vé S6 dinh danh ca nhan, cong
chirc tu phép - ho tich in Gidy khai sinh, Trich luc dang ky
nhan cha, me, con va trinh Lanh dao UBND Ky, chuyén tdi
B6 phan mot cira dé tra két qua cho ngudi c6 yéu cau.

Cong chac lam
cbng tac ho tich;
Lanh dao UBND

1 ngay lam viéc
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Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)

Ngudi ¢ yéu cau ding ky khai sinh va nhan cha, me, con
(ca hai bén phai c6 mat, xuat trinh gidy to tuy than dé doi
chiéu) kiém tra théng tin trén Trich luc dang ky nhan cha,
me, con, Giay khai sinh, trong S6 dang ky nhan cha, me,
con, Sb dang ky khai sinh va ky tén vao Sé dang ky nhan
cha, me, con, S6 dang ky khai sinh, nhan Trich luc dang ky
nhan cha, me, con, Giay khai sinh.

Budc 4

Cong chuc
Mot cura

Khong quy dinh

Tong thei gian giai quyét

03 ngay lam viéc.
Truong hop can
phai xac minh thi
thoi  han giai
quyét khdng qua
08 ngay lam viéc.

5. Pang ky khai tir

tiép nhan hod so sau 15 gio thi cd Phiéu hen, tra két qua cho
ngudi cO yéu cau trong ngay lam viéc tiép theo (néu ngudi co

The tu .. o To chirc/ ca nhan | Thei han giai
. . -| Noi dung cong viéc o £
cac buwéc | : thwc hién quyet
Busc 1 |- Can bo tiép nhan ho so tai B6 phan mot cira cO trach
nhiém kiém tra tinh chinh xac, day du, thong nhat, hop 1¢
cua ho so. Cong chuac Mot 1 giss 1am viec
(i) Truong hop hd so ddy da, hop 18 thi tiép nhan h so; néu | cira g :
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yéu cau lya chon hinh thirc nop ho so truc tiép) hoacgui
ngay Phiéu hen, trd két qud qua thw dién tir hodc gii tin
nhan hen tra két qud qua dién thoai di dong cho nguoi co
yéu cau (néu nguwoi cd yéu cau lya chon hinh thirc nép ho so
tryrc tuyén);chuyén hd so dé céng chic 1am cdng tac ho tich
xu ly.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét ciza thurc hién sé hoa
(sao chup, chuyén thanh tai liéu dién tir trén hé thong thong
tin, co s¢ dir ligu) va ky sé vao tai liéu, hé so gidi quyét tha
tuc hanh chinh dd dwoc 6 héa theo quy dinh,

(i) Truong hop hé so chua day du, hop 1é thi c6 théng béo
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, noi dung can bo sung dé nguoi c6 yéu cau bo sung,
hoan thién. Sau khi hd so duoc bo sung, thuc hién lai budc (i);
(iii) Truong hop ngudi c6 yéu cau diang ky khai tir khong bd
sung, hoan thién dugc hd so thi bao cao Truong bo phan
mot cira ¢ théng bao tir chdi giai quyét yéu cau dang ky
khai tu.

Budc 2

- Cong chuc tu phap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cua cc thdng tin trong hd so, gidy to, tai
lieu do ngudi YBu cau nop, xuat trinh hodc dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang hod so téi Bo phan mot cira dé thong bao cho nguoi
nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoac do

Cong chuc
cbng tac ho tich

lam

06 gio lam viéc
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nguyén nhan khac ma khong thé tra két qua dang thoi gian
d4 hen thi céng chac 1am cdng tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd Iy do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lva
chon hinh thirc nop hd so truc tiép), hodc giri Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hogc gui tin
nhan qua dién thogi di déng cho ngwoi ¢d yéu cau (néu
nguoi €0 yéu cau lya chon hinh thizc nép hé so truc tuyén).
+ Néu thay ho so day du, hop 1¢, dung quy dinh, truong hop
tiép nhan hd so ding ky khai ttr theo hinh thac truc tiép, thi
cong chirc tu phap - ho tich thuc hién viéc ghi vao S6 dang ky
khai ttr, cap nhat thong tin dang ky khai tir va luu chinh thirc
trén Phan mém dang ky, quan ly ho tich dién tir diing chung.
Truong hop tiép nhdn hé so dang ky khai tir theo hinh thiic
truc tuyén, cong chize fur phdp - hé tich i lai biéu mau Trich
luc khai tit dién ti Vi thong tin day dii cho nguoi yéu cau qua
thur dién ti hodc thiét bj sé.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xdc, day
dui cuia cac thdng tin trén biéu mdu Trich luc khai ti dién ti
va xac nhdn (toi da mét ngay).

Néu nguoi 6 yéu cau xac nhdn théng tin da thong nhat, day
dii hogc khdng c6 phan hai sau thoi han yéu cdu thi cong
chite 1 phdp - hé tichthyc hién viéc ghi néi dung vao Sé
dang ky khai tir, cap nhdt thong tin dang ky khai tir va luu
chinh thic trén Phan mém déing ky, quan 1y hé tich dién tir
dung chung.
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Codng chire tu phap - ho tich in Trich luc khai tir va trinh Lanh
dao UBND ky, chuyén t6i Bo phan mot cira dé tra két qua cho
ngudi ¢ yéu cau.

Budc 3

Céng chac lam
cbng tac ho tich;
Lanh dao UBND

1 gio lam viéc

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)

Nguoi ¢6 yéu cau ding ky khai tir kiém tra thdng tin trén
Trich luc khai ttr, trong S6 dang ky khai ttr va ky tén vao S6

Budt 4 | qing ky khai tir, nhan Trich luc khai tir.

Cong chuc
Mot cira

Khoéng quy dinh

Tong thoi gian giai quyét

Ngay trong ngay
tiép nhan yéu
cau, trudng hop
nhian hd so sau
15 gio ma khong
giai quyét duoc
ngay thi tra két
qua trong ngay
lam  viéc tiép
theo.

6. Pang ky khai sinh luvu dong

The tu

, , *| Noi dung cbng viéc
cac buocC : g gVvi¢

T6 chic/ ca nhan
thwc hién

Thoi
quyet

han  giai

- Cong chuc tu phap - ho tich cap xi dugc giao nhiém vu

Bude 1 - ) .
dang ky khai sinh luu dong co6 trach nhiém chuén b1 day du

Cong chire tu phap

1 ngay lam viéc
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mau To khai ding ky khai sinh, gidy to ho tich va diéu kién
can thiét dé thuc hién dang ky luu dong tai nha riéng hoic
tai dja diém t6 chtc dang ky luu dong, bao dam thuan loi
cho nguo1 dan.

Tai dia diém dang ky ho tich luu dong, cong chirc tu phap -
ho tich huéng din nguoi yéu cdu dién day du thong tin
trong To khai dang ky khai sinh; kiém tra cac gidy to lam co
s& cho viée dang ky khai sinh; viét Phiéu tiép nhan ho so.

- Sau khi tiép nhan da ho so, cong chic tu phap - ho tich
thyc hién viéc ghi vao S6 ding ky khai sinh, cap nhat thong
tin dang ky khai sinh trén Phan mém ding ky, quan 1y ho tich
dién tir ding chung, luu chinh thirc va chuyén thong tin dén
CSDLQGVDC dé lay S6 dinh danh c4 nhén.

- hé tich

Buoc 2

Sau khi CSDLQGVDC tra vé So dinh danh c4 nhén, cong
chic tu phap - ho tich in Gidy khai sinh, trinh Lanh dao
UBND ky Gidy khai sinh dé cap cho ngudi c6 yéu cau.

Cong

chic

lam

cong tac ho tich,
Lanh dao UBND

03 ngay lam viéc

Budc 3

- Cong chtic tu phap - ho tich dem theo Gidy khai sinh va
S6 dang ky khai sinh dé tra két qua cho ngudi c6 yéu cau tai
dia diém diang ky luu dong; huéng dan nguoi yéu cau kiém
tra ndi dung Gidy khai sinh va S6 dang ky khai sinh, ky, ghi
rd ho, tén trong SO dang ky khai sinh; tai muc “Ghi cha”
trong S6 ding ky khai sinh ghi & “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chirc tu
phap - ho tich truc tiép ghi T khai, sau d6 doc cho ngudi
yéu cau nghe lai ndi dung va hudng dan nguoi d6 diém chi

Cong chure tu phap

- ho tich

1 ngay lam viéc
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vao T& khai. Khi tra két qua dang ky ho tich, cong chirc tu
phap - ho tich phai doc lai noi dung Gidy khai sinh cho
nguoi yéu cau nghe va huéng dan nguoi d6 diém chi vao S6
dang ky khai sinh.

Téng thoi gian giai quyét

05 ngay lam viéc

7. Piang ky két hon luu dong

The tu
cac buoc

Noi dung cbng viéc

T6 chic/ ca nhan
thuc hién

Thoi  han  gia
quyet

Budc 1

- Cong chuc tu phap - ho tich cap xi dugc giao nhiém vu
dang ky két hon luu dong co trach nhiém chuan bi day du
cac loai mau To khai, giéy to ho tich va diéu kién can thiét
dé thyc hién dang ky luu dong.

- Tai dia diém ding ky két hon luu dong, cong chirc tu phap
- h¢ tich c6 trach nhiém kiém tra, x4c minh vé diéu kién két
hén cta cac bén; hudéng din nguoi dan dién day du thong tin
trong To khai dang ky két hon. Néu ho so day du, hop 18,
cong chirc tu phap - ho tich tiép nhan ho so viét Phiéu tiép
nhén hd so.

CoOng chtrc tu phap
- ho tich

1 ngay lam viéc

Budc 2

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich bao
c4o Chu tich Uy ban nhan dan cap xi. Truong hop Chu tich
Uy ban nhan dan dong y giai quyét thi ky cap 02 Gidy
chtng nhan két hon cho nguoi cd yéu cau.

Cong chac lam
cong tac ho tich;
Lanh dao UBND

03 ngay lam viéc
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Budc 3

Cong chirc tu phap - ho tich ghi ndi dung ding ky vao S6
dang ky két hon, huéng dan cac bén kiém tra noi dung Gidy
chtng nhan két hon va S6 ding ky két hon, cung cac bén
nam, nir ky vao SO ding ky két hon, Gidy chimg nhan két
hén theo quy dinh; tién hanh trao Gidy chting nhan két hon
cho cac bén tai dia diém dang ky Iuu dong. Tai muc “Ghi
chu” trong S6 dang ky két hon ghi & “Pang ky luu dong”.

- Truong hop ngudi yéu cau khong biét chir thi cong chirc tu
phap - ho tich truc tiép ghi To khai, sau d6 doc cho ngudi
yéu cau nghe lai ndi dung va hudng din nguoi d6 diém chi
vao T khai. Khi trao Gidy ching nhan két hon, céng chirc
tu phap - ho tich phai doc lai ndi dung Gidy chimg nhan két
hén cho ngudi yéu cau nghe va hudng din ngudi d6 diém
chi vao S6 dang ky két hon.

Cong churc tu phép
- ho tich

1 ngay lam viéc

Tong thoi gian giai quyét

05 ngay lam viéc

8. Thu tuc Pang ky khai tir lvu dong

khai tir luu déng c6 trach nhiém chuan bi diy du miu To
khai ding ky khai tir, gidy to ho tich va diéu kién can thiét
dé thuc hién dang ky luu dong tai nha riéng hodc tai dia
diém t6 chuc dang ky luu dong, bao dam thuan loi cho

Cong chire tu phap
- ho tich

The tu .. o To chic/ ca nhan | Thei  han  giai
. .| N§i dung cong viéc A I3

cac buwéc thuc hién quyet
Budc 1 | - €ong chirc tu phap - ho tich duoc giao nhiém vu dang ky

1 ngay lam viéc

78




nguoi dan.

- Tai dja diém dang ky khai tir luu dong, cong chirc tu phap
- ho tich hudng din nguoi yéu cau dién ddy du thoéng tin
trong To khai dang ky khai tir, kiém tra cac gidy to lam co
s& cho viée dang ky khai tir; viét Phiéu tiép nhan hd so.

Buoc 2

- Sau khi tiép nhan ho so, cong chirc tu phap - ho tich bao
c4o Chu tich Uy ban nhan déan cép xi. Trudng hop Chu tich
Uy ban nhan dan dong y giai quyét thicong chuc tu phap - ho
tich thuc hién viéc ghi vao SO dang ky khai ttr, cap nhat thong
tin ddng ky khai tir va luu chinh thtc trén Phan mém ding ky,
quan 1y ho tich dién tr dung chung, in Trich luc khai tir, trinh
Chu tich Uy ban nhan dan ky Trich luc khai tir cip cho nguoi
c¢6 yéu cau.

Cong

chic

lam

cong tac ho tich;
Lanh dao UBND

03 ngay lam viéc

Buoc 3

- Cong chtrc tu phap - hd tich dem theo Trich luc khai tur va
S6 dang ky khai tir dé tra két qua cho ngudi co yéu cau tai
dia diém dang ky luu dong; huéng dan ngudi yéu cau kiém
tra ndi dung Trich lyc khai tir va SO dang ky khai tir, ky, ghi
16 ho, tén trong SO diang ky khai tir; tai myc “Ghi chu” trong
S6 dang ky khai tir ghi r6 “Pang ky luu dong”.

- Trudng hop ngudi yéu cau khong biét chir thi cong chuc tu
phap - ho tich truc tiép ghi To khai, sau d6 doc cho nguoi
yéu cau nghe lai ndi dung va huéng din ngudi d6 diém chi
vao To khai. Khi tra két qua, cong chtic tu phap - ho tich
doc lai ndi dung Trich lyc khai tor cho nguoi yéu cau nghe
va huéng dan nguoi d6 diém chi vao S6 dang ky khai tr.

CoOng chtrc tu phap

- ho tich

1 ngay lam viéc
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Téng thoi gian giai quyét

05 ngay lam viéc

9. Tha tuc Pang ky giam ho

Tht tu
cac buoc

Noi dung cdng viéc

T6 chirc/ ca nhan thuc
hién

Thoi  han  gia
quyet

Budc 1

- Céan bo tiép nhan ho so tai B phan mot ca c6 trach
nhiém kiém tra tinh chinh xac, day dua, thong nhat, hop 1¢
cua ho so.

(i) Truong hop ho so day da, hop Ié thi tiép nhan hé so, co
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thiic ndp hd so truc tiép) hoac gii ngay
Phiéu hen, tra két qud qua thw dién tir hogc gei tin nhan hen
tra ket qud qua dién thoai di dong cho nguoi cO yéu cdu
(néu nguwoi c6 yéu cau lia chon hinh thizc ngp hé so truc
tuyén), dong thoi chuyén hd so dé cong chicc 1am cong tac
ho tich xur ly.

- Sau khi tiép nhdn ho so theo hinh thirc ngp truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét cia thuec hién sé hoa
(sao0 chup, chuyén thanh tai liéu dién tir trén hé théng thong
tin, co sé dir lidu) va ky sé vao tai liéu, hé so gidi quyét tha
tuc hanh chinh dé dwoc $6 héa theo quy dinh.

(i) Truong hop hoé so chua day da, hop 18 thi c6 thong béo
cho nguoi yéu cau bd sung, hoan thién ho so, néu rd loai
gidy to, noi dung can bd sung dé nguoi c6 yéu cau bd sung,
hoan thién. Sau khi hd so dwoc bd sung, thuc hién lai budc (i);

CoOng chtrc tu phap - ho
tich

0.5 ngay lam viéc

80




(iii) Truong hop nguoi c6 yéu cau ding ky giam ho khdng
bd sung, hoan thién duoc hd so thi bao cao Truong bo phan
mot cira ¢ théng bao tir chdi giai quyét yéu cau dang ky
giam ho.

Buoc 2

- COng chuc tu phap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 1é cua cc thdng tin trong hd so, gidy to, tai
liéu do ngudi yeu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang ho so téi Bo phan mot cira dé thong bao cho nguoi
nop ho so — thuc hién lai budc (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dang thoi gian
da hen thi cong chuac 1am cong tac ho tich 1ap Phiéu xin 16i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop hd so truc tiép), hodc gii Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hogc gui tin
nhan qua dién thogi di déng cho ngwoi 6 yéu cau (néu
nguroi ¢6 yéu cau lya chon hinh thizc nép hé so truc tuyén).
+ Néu thay yéu cau dang ky giam ho du diéu kién theo quy
dinh phép luat, ho so day du, hop 1¢, dung quy dinh, truong
hop tiép nhan ho so dang ky giam ho theo hinh thuc tryc tiép,
thi cong chuc tu phap - ho tich thuc hién viéc ghi vao So ding
ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh
thirc trén Phan mém dang ky, quan ly ho tich dién tir ding

Cong chtrc lam cong tac
ho tich; Lanh dao
UBND

2 ngay lam viéc
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chung.

Triong hop tiép nhdn hé so ding ky gidm hé theo hinh thic
truec tuyén, cong chite fu phdp - hé tich gari lai biéu mau Trich
luc ding ky gidm hé dién tir Véi thong tin day dii cho nguoi yéu
Cau qua thu dién tir hodc thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xdc, day
dii cua cac thong tin trén biéu mdu Trich luc dang ky gidm
hé dién tir va xac nhan (téi da mét ngay).

Néu nguwoi cO yéu cau Xac nhdn théng tin da thong nhat, day
dii hogc khéng c6 phan héi sau thei hagn yéu cau thi cong
chite tw phdp - hé tich thuc hién viéc ghi ngi dung vao Sé
dang ky giam hg, cdap nhdt thong tin dang ky giam hova luu
chinh thic trén Phan mém déing ky, quan 1y hé tich dién tir
dung chung.

Cong chuc tu phap - ho tich in Trich luc dang ky giam ho
trinh Lanh dao UBND Ky, chuyén t6i Bo phan mot cia dé tra

Cong chtrc lam cong tac

Buéc 3 | ) . ho tich; Lanh dao|0.5 ngay lam viéc
két qua cho nguoi ¢ yéu cau. UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)
Ngudi c6 yéu cau dang ky giam ho kiém tra thong tin trén | Cong chuc .
BudC 4| Trich lyc dang ky gidm ho, trong S6 dang ky dang ki giam ho, | st o Khéng quy dinh

Ky tén vao So dang ky giam ho, nhan Trich luc dang ky giam
ho.

Tong thoi gian giai quyét

03 ngay lam viéc

10. Thi tuc Ping ky cham dit giam hd
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The tu
cac bwoc

Noi dung cong viéc

T6 chirc/ ca nhan
thuc hién

Thoi  han  giai
quyet

Budc 1

- Cén bo tiép nhan hd so tai B6 phan mot cira co trach
nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é
cua hod so.

(i) Truong hop hoé so day du, hop Ié thi tiép nhan hé so, c6
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thiic nop hé so tryc tiép) hodc gui ngay
Phiéu hen, trd két qud qua thw dién tir hodc giti tin nhan hen
tra két qua qua dién thoai di déng cho nguwoi cO yéu cau
(Néu nguoi c6 yéu cau lya chon hinh thizc nép hé so truc
tuyen), dong thoi chuyén ho so dé cong chac lam cong tac
ho tich xi Iy

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
bg tiep nhdn hé so tai Bé phdn mét cira thiec hién sé hoa
(sa0 chup, chuyén thanh tai liéu dién tir trén hé thong théng
tin, co s dir liéu) va ky sé vao tai liéu, hé so gidi quyét th
tuc hanh chinh dé dwoc sé héa theo quy dinh.

(i) Truong hop hd so chwa day du, hop 18 thi c6 théng béo
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé ngudi c6 yéu cau bo sung,
hoan thién. Sau khi ho so dugc bd sung, thuc hién lai budc (i);
(iii) Truong hop nguoi c6 yéu cau ding ky cham dut giam
ho khong bd sung, hoan thién dugc hd so thi bao cao
Truong bo phan mot cira c6 thdng bao tir chdi giai quyét
yéu cau dang ky cham dut giam ho.

CoOng chtrc tu phap
- ho tich

0.5 ngay lam viéc
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Budc 2

- Cong chirc tu phép - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cia cac thdng tin trong ho so, gidy to, tai
liéu do ngudi Yeu cau nop, xuat trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chdi thi gui thong bao vé tinh
trang ho so téi Bo phan mot cia dé thong bao cho nguoi
nop hd so — thuc hién lai budc (ii) hoic (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian
da hen thi cong chac l1am cong tac ho tich lap Phiéu xin 16i
va hen lai ngay tra két qua, trong d6 néu rd ly do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
ctra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thicc nop ho so tryc tiép), hodc gui Phiéu xin 16
va hen lai ngay tra két qud qua thw dién tir hodc gui tin
nhdan qua dién thogi di déng cho ngwoi c6 yéu cau (néu
ngueoi c6 yéu cau lya chon hinh thizc nép hé so truc tuyeén).
+ Néu thay ho so day du, hop 1é, dtng quy dinh, trudng hop
tiép nhan ho so dang ky cham dut giam ho theo hinh thuc truc
tiép, thi cong chirc tu phép - ho tich thuc hién viéc ghi vao So
dang kycham dutgiam ho, cap nhat thong tin dang ky cham
dut gidm ho va luu chinh thac trén Phan mém dang ky, quan
ly ho tich dién tir dung chung.

Truong hop tiép nhdn hé so déing ky cham dit giam hé theo
hinh thizc truc tuyén, cong chie fir phdp - hé tich guri lai biéu
mau Trich luc ding ky cham dit gidm hé dién tir véi thong tin
ddy dii cho ngueoi YU cau qua thue dién tir hodc thiét by s.

Cong chac lam
cong tac ho tich;
Lanh dao UBND

1 ngay lam viéc
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Nguwoi yéu cau cd trach nhiém kiém tra tinh chinh
xdc, day du cua cac thdng tin trén biéu mdu Trich luc ding
ky cham di#t gidm hé dién tir va Xac nhdn (tdi da mét ngay).

Néu nguoi cO yéu cau xac nhdn théng tin da thong
nhdt, day di hodc khong c6 phan héi sau thoi han yéu cau
thi cong chure tr phap - hé tich thuc hién viéc ghi ngi dung
Va0 Sé déing ky cham dit gidm hg, cap nhdt théng tin déing ky
cham ditgiam héva lew chinh thirc trén Phan mém ding ky,
quan ly ho tich dién tur dung chung.

Coéng chiic tu phap - ho tich in Trich luc dang ky cham dut

ho, nhan Trich luc dang ky cham dut giam ho.

| giam hé, trinh Lanh dao UBND ky, chuyén B phan mét cira | CONG chtc  lam o
Buéc 3 114 Két QU cho neudi ¢6 VAU ciu cong tac ho tich; | 0.5 ngay lam viéc
a guot coyeu cau. Lanh dao UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo dbi)
Nguoi di dang ky cham dut giam ho kiém tra thong tin trén | .
Buoc 4 | Trich luc ding ky cham dat giam h¢, trong S6 dang ky déng Cong chuc Khong quy dinh
ky cham dut giam ho, ky tén vao Sé dang ky cham dat giam | Mot cua

Tong thoi gian giai quyét

02 ngay lam viéc

11. Thi tuc Thay doi, cai chinh, b6 sung thong tin hd tich

The tu
cac bwoc

Noi dung cong viéc

thwc hién

Té chiwc/ ca nhan

Thoi
quyet

han giai
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Budc 1

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach nhiém
kiém tra tinh chinh xac, day du, thong nhat, hop 18 caa hd so.

(i) Truong hop hé so day du, hop 1é thi tiép nhan hd so; néu
tiép nhan ho so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi
c6 yéu cau trong ngay 1am viéc tiép theo (néu nguoi ¢ yéu cau
lya chon hinh thic nép hd so truc tiép) hoacgui ngay Phiéu
hen, tra két qud qua thu dién tir hodc gir tin nhan hen tra két
qud qua dién thogai di déng cho nguwoi c6 yéu cau (Néu nguoi
c6 yBu cau lira chon hinh thitc ngp hé so truc tuyén);chuyén
hd so dé cong chirc 1am cong tac ho tich xir 1y.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can b
tiep nhdn ho so tai Bé phdn mét cira thuc hién sé hoa (sao
chup, chuyén thanh tai liéu dién ti trén hé thong théng tin, co
s¢ dit lieu) va ky sd vao tai lidu, hé so gidi quyét thii tuc hanh
chinh dd dwoc $6 héa theo quy dinh.

(ii) Truong hop ho so chua day du, hop 18 thi c6 théng béo cho
ngudi yéu cau bo sung, hoan thién ho so, néu rd loai gidy to,
noi dung can bo sung dé ngudi c6 yéu cau bd sung, hoan thién.
Sau khi ho so duoc bo sung, thuc hién lai budc (i);

(iii) Truong hop ngudi ¢ yéu cau dang ky thay doi, cai chinh,
b6 sung thong tin ho tich khdng bd sung, hoan thién dugc hod
so thi bao céo Truéng bd phan mot cira c6 thdng béo tir chdi
giai quyét yéu cau dang ky thay ddi, cai chinh, b sung thdng
tin ho tich.

Cong chure tu phap
- ho tich

- Thay d6i, cai
chinh: 0.5 ngay
lam viéc.

- B6 sung ho tich:
1 gio lam viéc

Budc 2

- Cong chirc tu phap - ho tich tham tra hé so (tham tra tinh thong
nhét, hop 1& cua céc théng tin trong hd so, gidy to, tai liéu do

Cong chac lam

- Thay d6i, cai
chinh: 2 ngay lam
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ngudi YBu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bod sung, hoan thién hodc khong du
diéu kién giai quyét, phai tir chdi thi gui thong béo vé tinh
trang hod so téi Bo phan mot ctira dé thong bao cho ngudi nop
hd so - thuc hién lai budc (ii) hoic (iii):

+ Trudng hop can phai kiém tra, x4&c minh 1am rd hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian da
hen thi cdng chic 1am cong tac ho tich 1ap Phiéu xin 16i va hen
lai ngay tra két qua, trong d6 néu rd 1y do cham tra két qua va
thoi gian hen tra két qua, chuyén Bo phan mot cia dé tra cho
ngudi c6 yéu cau (néu ngudi c6 yéu cau lva chon hinh thuc
nop hd so truc tiép), hodc gei Phiéu xin 161 va hen lai ngay tra
két qud qua thw dién tir hogc gui tin nhdn qua dién thoai di
déng cho nguwroi €O yéu cdau (néu nguoi ¢ yéu cau lya chon
hinh thitc nép hé so truc tuyén).

+ Néu thay viéc thay ddi, cai chinh, bd sung théng tin ho tich
la ¢6 co so, phu hop véi quy dinh caa phap luat dan su va
phap luat co lién quan, ho so day da, hop Ié, dung quy dinh,
truong hop tiép nhan ho so ding ky thay d6i, cai chinh, b6 sung
thong tin ho tich theo hinh thic truc tiép, thi cong chic tu phap
- ho tich thuc hién viéc ghi vao S6 ding kythay ddi, cai chinh,
b6 sung thdng tin ho tich, xac dinh lai dan toc, cap nhat théng
tin dang ky thay doi, cai chinh, bo sung thong tin ho tich va luu
chinh thtic trén Phan mém dang ky, quan Iy ho tich dién ta dung
chung.

Trueong hop tiép nhdn hé so ding ky thay déi, cai chinh, bé
sung thdng tin hg tich theo hinh thitc truc tuyén, cong chite fie

cbng tac ho tich;
Lanh dao UBND

viéc; truong hop
phai xac minh thi
thoi han giai quyét
khong quéa 5 ngay
lam viéc.

- B4 sung ho tich:
6 gio lam viéc
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phap - hé tich gai lai biéu mau Trich luc thay déilcdi chinh/bo
sung théng tin h¢ tich, xdc dinh lai dan toc dién tuvoi thong tin
ddy dii cho ngueoi Yeu cau qua thu dién tir hodc thiét bj so.

Nguroi yéu cau co trach nhiém kiém tra tinh chinh xdc, day di
cua céc thdng tin trén biéu mau Trich luc thay déilcdi chinh/bé
sung théng tin ho tich, xdc dinh lai dan toc dién tur va xac
nhdn (t6i da mét ngay).

Néu nguoi c6 yéu cau xac nhdn théng tin da thong nhdt, day
i hogc khéng ¢ phan héi sau thoi han yéu cau thi cong chirc
tr phdp - hé tich thuc hién viéc ghi ngi dung vao Sé ding ky
thay déi, cdi chinh, bé sung théng tin hé tich, xdc dinh lai dan
téc, cdp nhdt théng tin dang thay doi, cai chinh, bé sung théng
tin hg tich va leu chinh thirc trén Phan mém déing ky, quan Iy hg
tich dién tur dung chung.

Cong chtc tu phap - ho tich in Trich luc thay doi/cai chinh/bd
sung théng tin ho tich twong tng, trinh Lanh dao UBND ky,

chuyén Bo phan mét cira tra két qua cho nguoi ¢ yéu cau. - Thay d6i, cai

Truong hop thay doi, cai chinh, bo sung thdng tin ho tich lién | Cong  chac  1am | chinh: 0.5 ngay
Buéc 3 | quan dén Gidy khai sinh, Gidy ching nhan két hon thi cong | cong tac ho tich; | 1am viéc.

chtc tu phap - ho tich ghi ndi dung thay d6i, cai chinh ho tich | Linh dao UBND - B4 sung ho tich:

vao Giay khai sinh, Giay chiing nhan két hon; bd sung théng 1 gio lam viéc

tin ho tich vao muc twong tmg va dong dau vao noi dung bod

sung.

Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi) Cong chic ,
Buéc 4 o e . . Khong quy dinh

Nguoi c0 yéu cau dang ky thay doi, cai chinh, bo sung thong | Mot cura
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tin ho tich kiém tra thdng tin trén Trich luc thay ddi/cai
chinh/b6 sung thong tin ho tich, trong S6 dang ky thay doi, cai
chinh, b6 sung théng tin ho tich, xac dinh lai dan toc, ky tén
vao S6 ding ky thay ddi, cai chinh, bd sung théng tin ho tich,
xac dinh lai dan toc, nhan Trich luc thay d6i/cai chinh/bd sung
thong tin ho tich.

Tong thoi gian giai quyét

- 03 ngay lam viéc
d6i voi yéu cau
thay d6i, cai chinh
ho tich; truong
hop phai xac minh
thi thoi han gidi
quyét khong qua
06 ngay lam viéc.
- Ngay trong ngay
lam viée doi véi
yéu cau bd sung
thong tin hd tich,
truong hop nhéan
hd so sau 15 gio
ma khong giai
quyét dugc ngay
thi tra két qua
trong ngay lam
viéc tiép theo.
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12. Thia tuc Cap Gidy xac nhan tinh trang hén nhan

Tha tw cac
bwéc

Noi dung cong viéc

Té chiéc/ cad nhan
thuc hién

Thoi  han  giai
quyet

Budc 1

- Can bo tiép nhan ho so tai B6 phan mot cira ¢d trach
nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1&
cua hd so.

(i) Truong hop hd so day da, hop 1¢é thi tiép nhan hd so;
néu tiép nhan ho so sau 15 gio thi c6 Phiéu hen, tra két qua
cho nguoi ¢6 yéu cau trong ngay lam viéc tiép theo (néu
ngudi ¢4 yéu cau lua chon hinh thirc nop hé so truc tiép)
hodcgiti ngay Phiéu hen, tra két qud qua thw dién tir hodc
giA tin nhan hen trd két qua qua dién thoai di déng cho
nguroi €O yéu cau (néu nguwoi ¢6 yéu cau lya chon hinh
thizc nép ho so truc tuyén);chuyén ho so dé cong chuc
lam cOng tac ho tich xu ly.

- Sau khi tiép nhdn ho so theo hinh thirc ngp truec tiép, can
bg tiép nhdn hé so tai B phdn mét cira thuee hién so hoa
(sa0 chyup, chuyén thanh tai liéu dién tir trén hé thong
théng tin, co so di ligu) va ky sé vao tai ligu, ho so gidi
quyét thi tuc hanh chinh da dwoc 6 héa theo quy dinh.
(i) Truong hop ho so chua day dua, hop 18 thi c6 thong bao
cho ngudi yéu cau bo sung, hoan thién ho so, néu rd loai
gidy to, noi dung can bd sung dé ngudi co yéu cau bd
sung, hoan thién. Sau khi hd so duoc bd sung, thuc hién lai
budc (i);

Cong chac Mot cua

0.5 ngay lam viéc
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(iii) Néu nguoi c6 yéu cau cap Giayxac nhan tinh trang hon
nhan khéng bd sung, hoan thién dugc hd so thi béo céo
Truong bo phan tiép nhan hd so co van ban tir chéi giai
quyét yéu cau cap Giay xéac nhan tinh trang hon nhan.

Buoc 2

- Cong chtic tu phéap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop Ié cta cac théng tin trong ho so, gidy to, tai
ligu dinh kem),

+ Truong hop ho so can bo sung, hoan thién hoic khdng
du diéu kién giai quyét, phai tir chdi thi gui thdng bao vé
tinh trang ho so tdi Bo phan mot cira dé thdng béo cho
ngudi ndp o so - thuc hién lai budce (ii) hoac (iii);

+ Trudng hop can phai kiém tra, x4c minh 1am rd hozic do
nguyén nhan khac ma khong thé tra két qua ding thoi
gian da hen thi cdng chirc 1am cong tac ho tich lap Phiéu
xin 15i va hen lai ngay tra két qua, trong d6 néu rd ly do
cham tra két qua va thoi gian hen tra két qua, chuyén Bo
phan mot caa dé tra cho ngudi ¢6 yéu cau (néu nguoi co
yéu cau lya chon hinh thic nop ho so truc tiép), hoac geri
Phiéu xin 16i va hen lai ngay trd két qud qua thw dién tir
hodc gii tin nhan qua dién thoai di dong cho nguoi co
yéu cau (néu nguwoi c6 yéu cau lya chon hinh thizc ngp ho
so' trucC tuyén).

* Truong hop nguoi Yéu cau xac nhan tinh trang hén nhan
da timg dang ky thuong trd tai nhiéu noi khac nhau thi
ngudi d6 co trach nhiém chang minh vé tinh trang hén
nhan ctia minh. Truong hop nguoi yéu cau khéng ching

Cong chtrc lam cong
tac ho tich; Lanh
dao UBND

2 ngay lam viéc;
truong hop phai
xac minh thi thoi
han khong qua 22
ngay
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minh dugc thi cdng chirc tu phap - ho tich bado cao Chu
tich Uy ban nhan dan cép xi c6 vin ban dé nghi Uy ban
nhan dan cap xa noi ngudi d6 da ting ding ky thuong trd
tién hanh kiém tra, xac minh vé tinh trang hén nhan cua
nguoi do.

Sau khi nhan duoc van ban dé nghi, Uy ban nhan dan cap
xd dugc yéu cau, tién hanh kiém tra, x4 minh va tra 1oi
bang vin ban vé tinh trang hén nhan trong thoi gian
thuong tri tai dia phuong ctia ngudi 6 yéu cau.

Néu két qua kiém tra, xac minh cho thay nguoi yéu cau cé
da didu kién, viéc cap Giay xac nhan tinh trang hdn nhan Ia
phtl hop quy dinh phép luat hoac sau thoi han 20 ngay keé tir
ngay gui van ban yéu cau xac minh ma khoéng nhan dugc
van ban tra 15i thi cho phép ngudi yéu cau cap Giay xac
nhan tinh trang hon nhan c6 van ban cam doan vé tinh trang
hon nhan caa minh.

* Trudng hop ngudi yéu cau cap lai Gidy xac nhan tinh
trang hon nhan dé két hon ma khong nop lai dugc Giay
xac nhan tinh trang hén nhan da duoc cap trude day, thi
nguoi Yéu cau phai trinh bay ré ly do khéng nop lai duoc
Gidy xac nhan tinh trang hén nhan. Trong thoi han 03
ngay lam viéc ké tir ngay tiép nhan hd so, co quan ding
ky ho tich c6 vin ban trao ddi véi noi du dinh ding ky két
hén trude ddy dé xac minh. Trudng hop khéng xac minh
dugc hoic khdng nhan dugc két qua xac minh thi co quan
dang ky ho tich cho phép nguoi yéu cau lap van ban cam
doan vé tinh trang hon nhan.
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- Trudng hop tiép nhan ho so cap Gidy xac nhén tinh trang
hdn nhan theo hinh thic truc tiép, thi cong chire tu phap - hd
tich thuc hién viéc cap nhat thong tin xac nhan tinh trang
hén nhan va lwu chinh thic trén Phan mém déng ky, quan ly
ho tich dién tir dung chung.

Triong hop tiép nhdn hé so xac nhdn tinh tragng hén nhan
theo hinh thic triec tuyén, cong chize ti phdp - hé tich giri
lgi biéu mdu Gidy xac nhdn tinh trang hén nhdn dién tir
VGi théng tin day dii cho ngueoi Yeu cau qua thw dién tir hodc
thiét bi so.

Nguoi yéu cau c6 trach nhiém kiém tra tinh chinh xac,
ddy du cua céc thong tin trén biéu mdu Gidy xac nhdn
tinh trang hén nhdn dién tir va xac nhdan (toi da mét
n52) | -
Néu nguwoi O yéu cau xac nhdn thong tin da thong nhat,
ddy du hodgc khéng c6 phan haoi sau thoi han yéu cau thi
céng chure tur phap - hé tichcdp nhdat thong tin xac nhdn
tinh trgng hon nhan va luw chink thirc trén Phan mém ding
ky, quan ly h¢ tich dién tir dung chung.

Cong chirc tu phép - ho tich in Gidyxéac nhan tinh trang hdn
nhan, trinh Lanh dao UBND ky, chuyén ti Bo phan mot ctra

Cong chtrc lam cong

Budc 3 2 14 két aua cho newsi ¢6 VAU CAu tac ho tich; Lanh | 0.5 ngay lam viéc
a guol Coyeu call da0 UBND
, Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi) | Cong chirc ) ,
Budéc 4 s, . . o Khong quy dinh
Nguoi cO yéu cau cap Giay x&c nhan tinh trang hon | Mot ctra
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nhankiém tra théng tin trén Giay xac nhan tinh trang hon
nhan, nhan Gidy xac nhan tinh trang hén nhan

Tong thei gian giai quyét

03 ngay lam viéc;
truong hop phai xac
minh thi thoi han
giai quyét khéng
qua 23 ngay.

13. Thu tuc Pang ky lai khai sinh

Thoe tu
cac bwoc

Noi dung cbng viéc

T6 chirc/ ca nhan
thuc hién

Thoi
quyet

han  giai

Buoc 1

- Cén bo tiép nhan ho so tai B phan mot cia cé trach
nhiém Kiém tra tinh chinh xac, day du, thong nhat, hop 1¢
cua hd so.

(i) Truong hop hd so dy da, hop Ié thi tiép nhan hd so, c6
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thiic nop ho so tryc tiép) hodc gui ngay
Phiéu hen, tra két qud qua thw dién tir hodc giti tin nhan hen
tra két qud qua dién thoai di déng cho ngwoi cO yéu cau
(néu nguoi c6 yéu cau lya chon hinh thizc nép hé so truc
tuyen), dong thoi chuyén ho so dé cong chac lam cong tac
ho tich xi Iy

- Sau khi tiép nhdn hé so theo hinh thirc ngp truc tiép, can
bg tiép nhdn hé so tai Bé phdn mét cira thuc hién sé hoa
(sao chup, chuyén thanh tai lidu dién tir trén hé thong thdng

Cong chuc
ctra

Mot

0.5 ngay lam viéc
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tin, co sé dir ligu) va ky sé vao tai liéu, ho so gidi quyeét thu
tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i) Truong hop hd so chwa day du, hop 18 thi c6 théng béo
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé ngudi co yéu cau bo sung,
hoan thién. Sau khi hd so duoc bé sung, thuc hién lai budc (i);
(iii) Néu nguoi c6 yéu cau diang ky lai khai sinh khéng bo
sung, hoan thién dugc hd so thi bao cao Truong bo phan
tiép nhan ho so co van ban tir choi giai quyét yéu cau ding
ky lai khai sinh,

Budc 2

- COng chte tu phap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 cia cc thdng tin trong ho so, gidy to, tai
liéu do ngudi yeu cau nop, xuat trinh hodc dinh kém).

+ Trudng hop hd so can bo sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui théng bao vé tinh
trang ho so téi Bo phan mot cia dé thong bao cho nguoi
nop ho so - thuc hién lai budc (i1) hoac (iii);

+ Truong hop can phai kiém tra, xac minh lam ré hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian
d4 hen thi céng chuc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu 1d 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
clra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thirc nop ho so tryc tiép), hodc gur Phiéu xin 16
va hen lgi ngay trd két qud qua thw dién tir hodc geai tin
nhan qua dién thoai di déng cho ngwoi c6 yéu cau (néu

Cong chuc lam
cong tac ho tich;
Lanh dao UBND

4 ngay lam viéc;
truong hop phai xac
minh thi thoi han
khdong qué 24 ngay
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nguroi c6 yéu cau lya chon hinh thizc nép ho so truc tuyen).
Truong hop viée dang ky lai khai sinh duoc thyc hién tai Uy
ban nhan dan cap xa khong phai noi diang ky khai sinh trudc
day thi cong chirc tu phap - ho tich bdo céo Chu tich Uy ban
nhan dan cap xa c6 vin ban d& nghi Uy ban nhan dan cap xa
noi ding ky khai sinh truée ddy kiém tra, xac minh vé viéc luu
giir s6 hé tich.

Sau khi nhan duogc van ban dé nghi, Uy ban nhan dan noi da
dang ky khai sinh trudc day tién hanh kiém tra, xac minh va
tra 10i bang van ban vé viéc con luu gitr hoac khong luu gitr
duoc s ho tich.

Truong hop gidy to cua nguoi Yéu cau dang ky lai khai sinh
khong c6 thdng tin chitng minh quan hé cha, me, con thi co
quan dang ky ho tich c6 van ban dé nghi co quan cong an c6
tham quyén xac minh. Truong hop co quan cong an tra loi
khong co6 thong tin thi co quan dang ky ho tich cho nguoi
yéu cau ding ky lai khai sinh lap vin ban cam doan vé
thong tin cta cha, me va xac dinh noi dung khai sinh theo
van ban cam doan.

Sau khi nhan dugc két qua xac minh vé viéc khéng con luu
giit duoc S6 ho tich tai noi di dang ky khai sinh hoic sau
thoi han 20 ngay ké tir ngay gui van ban yéu cau xac minh
ma khong nhan duoc van ban tra 1oi, néu thay viéc dang ky
lai khai sinh chinh xac, dang quy dinh phap luat, hd so day
du, hop 18, dang quy dinh, truong hop tiép nhan hd so ding ky
lai khai sinh theo hinh thac truc tiép, thi cdng chic tu phap -
ho tich thuc hién viéc ghi vao S6 ding ky khai sinh, cap nhat
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thong tin ding ky lai khai sinh va luu chinh thuc trén Phan
mém ding ky, quan ly ho tich dién tr diing chung.

Trwong hop tiép nhdn hé so dang ky lai khai sinh theo hinh
thirc truc tuyén, cdng chire tur phdp - hé tich guri lai biéu mdu
Gidy khai sinh dién i Véi théng tin day dii cho nguoi yéu cau
qua thu dién tir hogc thiét bi so.

Nguoi yéu cdu co trach nhiém kiém tra tinh chinh xdc, day
i cuia c&c thdng tin trén bieu mau Gidy khai sinh dién tir va
xac nhdn (t6i da mét ngay).

Néu nguroi cO yéu cau Xac nhdn théng tin da thong nhat, day
dii hogc khdng c6 phan héi sau thoi hgn yéu cdu thi cong
chite tw phdp - hé tichthuc hién viéc ghi ngi dung vao Sé
dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu
chinh thitc trén Phan mém ding ky, quan Iy hé tich dién tir
dung chung.

Cong chirc tu phap - ho tich in Gidy khai sinh, trinh Lanh dao
UBND ky, chuyén téi B phan mét ctra dé tra két qua cho

Cong chac lam

Buéc 3 noUdi C6 VAU CAU cong tac ho tich; | 0.5 ngay lam viéc
guot coyeu catl Lanh dao UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)
Nguoi ¢6 y8u cau dang ky lai khai sinh kiém tra thong tin trén | Cang chirc
Buéc 4 Khong quy dinh

Gidy khai sinh, trong S6 dang ky khai sinh va ky tén vao So
dang ky khai sinh, nhan Gidy khai sinh.

Mot cua

Tong thoi gian giai quyét

05 ngay lam viéc.
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Truong hop phai co
van ban xac minh thi
thoi han giai quyét
khong qua 25 ngay.

14. Thi tuc Ping ky khai sinh cho nguoi dé cé ho so, gidy to c4 nhian

The tu
cac buoc

Noi dung cbng viéc

T6 chirc/ ca nhan
thuc hién

Thoi
quyet

han giai

Budc 1

- Céan bo tiép nhan ho so tai Bo phan mét cira ¢d trach nhiém
Kiém tra tinh chinh xac, ddy du, théng nhat, hop 1& caa hod
SO.

(i) Trudong hop ho so day du, hop Ié thi tiép nhan ho so, 6
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thiic nop hd so truc tiép) hoac gii ngay
Phiéu hen, tra két qud qua thw dién tir hogc gai tin nhan hen
tra két qud qua dién thoai di déng cho ngwoi cO yéu cau
(Néu nguoi co yéu cau lya chon hinh thizc nép hé so truc
tuyén), dong thoi chuyén hd so dé cong chic 1am cong tac
ho tich xur ly.

- Sau khi tiép nhdn ho so theo hinh thirc nép truc tiép, can
bé tiép nhdn hé so tai Bé phdn mét cia thuc hién sé hoa
(sao0 chup, chuyén thanh tai liéu dién tir trén hé thong thdng
tin, co so die liéu) va ky so vao tai liéu, ho so gidi quyét thi
tuc hanh chinh dé dwoc s6 héa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi c6 théng bao
cho nguoi yéu cau bo sung, hoan thién hd so, néu ro loai

Cong chac
cua

Mot

0.5 ngay lam viéc
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giay to, ndi dung can bd sung dé ngudi co yéu cau bo sung,
hoan thién. Sau khi hd so dugc bd sung, thuc hién lai budc (i);
(iii) Truong hop ngudi c6 yéu cau dang ky khai sinh khong
bd sung, hoan thién duoc hd so thi bao céo Truéng b phan
mot cira ¢ théng bao tir chdi giai quyét yéu cau diang ky
khai sinh.

Buoc 2

- COng chtic tur phép - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 ciia cac thdng tin trong ho so, gidy to, tai
liéu do ngudi yeu cau nop, xuat trinh hodc dinh kém).

+ Truong hop ho so can bé sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui thong bao vé tinh
trang ho so t6i BO phan tiép nhan hd so dé théng bao cho
ngudi nOp hd so - thuc hién lai budc (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh lam r hoac do
nguyén nhan khac ma khong thé tra két qua dung thoi gian
d4 hen thi céng chuc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu 1d 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mot
clra dé tra cho ngudi ¢6 yéu cau (néu ngudi co yéu cau lua
chon hinh thicc nop ho so tryc tiép), hodc guri Phiéu xin 16
va hen lgi ngay trd két qud qua thu dién tir hodc gai tin
nhan qua dién thogi di déng cho ngwoi c6 yéu cau (néu
ngueoi ¢6 yéu cau lwa chon hinh thizc nép hé so truc tuyeén).
Trong truong hop can thiét, cong chuc tu phép - ho tich bao
c4o Chu tich Uy ban nhan dan cép xi c6 van ban dé nghi Uy
ban nhan dan cip xa noi cu tra trude ddy cia ngudi yéu cau
dang ky khai sinh dé kiém tra, x4c minh vé viéc ding ky

Cong chuac lam
cong tac ho tich;
Lanh dao UBND

4 ngay lam viéc;
truong hop phai
xac minh thi thoi
han khong qua 24
ngay
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khai sinh va viéc luu giit 6 ho tich.

Sau khi nhan dugc van ban dé nghi, Uy ban nhan dan cap xa
noi ngudi yéu cau dang ky khai sinh cu tri trude day tién
hanh kiém tra, x4c minh va tra loi bang van ban vé viéc
ngudi yéu cau di duoc diang ky khai sinh hay chua dugc
dang ky khai sinh; viéc con luu gitr hodac khong luu giir
duoc s ho tich.

Truong hop gidy to cua ngudi yéu cau ding ky khai sinh
khong c6 thong tin chitng minh quan hé cha, me, con thi co
quan dang ky ho tich c6 van ban dé nghi co quan cong an c6
tham quyén xac minh. Trudng hop co quan cong an tra loi
khong c6 thong tin thi co quan dang ky ho tich cho nguoi
yéu cau dang ky khai sinh 1ap vin ban cam doan vé théng
tin cta cha, me va xac dinh noi dung khai sinh theo van ban
cam doan.

+ Sau khi nhan dugc két qua xac minh hoic sau thoi han 20
ngay ké tir ngay gui van ban yéu cau xac minh ma khéng nhan
duge van ban tra 10i, néu thay ho so day du, hop 16, ding quy
dinh, truong hop tiép nhan hd so dang ky khai sinh theo hinh
thirc truc tiép, thi cong chic tu phap - ho tich thuc hién viéc
ghi vao S6 ding ky khai sinh, cap nhat thong tin ding ky khai
sinh va luu chinh thic trén Phan mém dang ky, quan Iy ho
tich dién tir dung chung.

Trweong hop tiép nhdn hé so ding ky khai sinh theo hinh thirc
truc tuyén, céng chire tu phdp - hé tich gai lai biéu mau Gidy
khai sinh dién tir Véi théng tin day dii cho nguoi yéu cdu qua
thir dién tir hogce thiét b sé.
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Nguroi yéu cau c6 trach nhiém kiém tra tinh chinh xdc, day
i cuia c&c thdng tin trén bieu mau Gidy khai sinh dién tir va
x&c nhdn (t6i da mét ngay).

Néu nguwoi ¢ yéu cau xac nhdn théong tin da théng nhat, day
i hogc khdng c6 phan héi sau thoi han yéu cau thi cong
chite tw phdp - hé tichthuc hién viéc ghi ngi dung vao Sé
dang ky khai sinh, cap nhat thong tin dang ky khai sinh va luu
chinh thizc trén Phan mém ding ky, quan ly hé tich dién tir
dung chung.

Buoc 3

Cong chic tu phap - ho tich in Gidy khai sinh, trinh Lanh dao
UBND ky, chuyén téi Bo phan mét ctra dé tra két qua cho
nguoi ¢ yéu cau.

Cong chac lam
cong tac ho tich;
Lanh dao UBND

0.5 ngay lam viéc

Budc 4

Tra két qua cho nguoi ¢6 yéu cau (Luu ho so theo ddi)
Nguoi c6 yéu cau dang ky lai khai sinh kiém tra thong tin trén
Giay khai sinh, trong So6 dang ky khai sinh va ky tén vao S6
dang ky khai sinh, nhan Gidy khai sinh.

Cong chac
Mot ctra

Khong quy dinh

Tong thei gian giai quyét

05 ngay lam viéc.
Truong hop phai
c6 van ban Xac
minh thi thoi han
giai quyét khdng
qua 25 ngay.
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15. Thi tuc Ping ky lai két hon

The tu
cac bwoc

Noi dung cong viéc

T6 chirc/ ca nhan
thuc hién

Thoi  han  giai
quyet

Budc 1

- Cén bo tiép nhan hd so tai B6 phan mot cira co trach
nhiém kiém tra tinh chinh xac, day du, théng nhat, hop 1é
cua hod so.

(i) Truong hop hoé so day da, hop Ié thi tiép nhan hé so, c6
Phiéu hen, tra két qua cho nguoi ¢6 yéu cau (néu ngudi co yéu
cau lya chon hinh thiic nop hé so tryc tiép) hodc gui ngay
Phiéu hen, trd két qud qua thw dién tir hodc giti tin nhan hen
tra két qud qua dién thoai di déng cho ngwoi cO yéu cau
(Néu nguoi c6 yéu cau lya chon hinh thizc nép hé so truc
tuyén), ddng thoi chuyén hd so dé cong chic 1am cong tac
ho tich xi 1y.

- Sau khi tiép nhdn hé so theo hinh thirc nép truc tiép, can
b tiep nhdn hé so tai Bé phdn mét cira thic hién sé hoa
(sa0 chup, chuyén thanh tai liéu dién tir trén hé thong théng
tin, co s dir liéu) va ky sé vao tai liéu, hé so gidi quyét th
tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i) Truong hop hé so chua day du, hop 18 thi c6 thong béo
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé ngudi c6 yéu cau bo sung,
hoan thién. Sau khi ho so dugc bd sung, thuc hién lai budc (i);
(iii) Néu ngudi 6 yéu chu dang k¥ lai két hon khong bd
sung, hoan thién dugc hd so thi bao cdo Trusng bo phan
tiép nhan hd so co van ban tir chdi giai quyét yéu cau dang

Cong chac Mot
ctra

0.5 ngay lam viéc
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ky lai két hon.

Budc 2

- COng chte tu phap - ho tich tham tra ho so (tham tra tinh
thdng nhat, hop 18 ciia cac thdng tin trong ho so, gidy to, tai
liéu do ngudi Yeu cau nop, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi gui théng bao vé tinh
trang hd so téi Bo phan mot caa dé thong bao cho nguoi
nop ho so — thuc hién lai bude (i) hoic (iii);

+ Truong hop can phai kiém tra, xac minh lam ré hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian
d4 hen thi céng chuc 1am cong tac ho tich 1ap Phiéu xin 15i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén B phan mot
clra dé tra cho ngudi c6 yéu cau (néu ngudi co yéu cau lua
chon hinh thicc nop hd so tryc tiép), hodc gur Phiéu xin 16
va hen lgi ngay tra két qud qua thw dién tir hogc gei tin
nhan qua dién thogi di déng cho ngwoi c6 yéu cau (néu
ngueoi c6 yéu cau lwa chon hinh thizc nép hé so truc tuyeén).
Truong hop viée dang ky lai két hon thuc hién tai Uy ban
nhan dan cip xa khong phai noi di ding ky két hon truéc
day thi cong chirc tu phap - ho tich bao cao Chu tich Uy ban
nhan dan c6 van ban dé nghi Uy ban nhan dan noi dang ky
két hon trude day kiém tra, xac minh vé viéc luu giit s6 ho
tich tai dia phuong.

Sau khi nhan duogc van ban dé nghi, Uy ban nhan dan noi da
dang ky két hon trude day tién hanh kiém tra, x4 minh va

Cong chuc lam
cong tac ho tich;
Lanh dao UBND

4 ngay lam viéc;
truong hop phai xac
minh thi thoi han
khdong qué 24 ngay
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tra 101 bang van ban vé viéc con luu gitt hodc khong luu gitr
duoc S6 ho tich.

+ Sau khi nhan duogc két qua xac minh vé viéc khong con luu
gitt dugc Sb ho tich tai noi da dang ky két hon hoic sau thoi
han 20 ngay ké tir ngdy gui van ban y8u cau xac minh ma
khéng nhan duoc van ban tra 161, néu thdy hd so day da, hop
18, dung quy dinh, truong hop tiép nhan hd so dang ky lai két
hon theo hinh thic tryc tiép, thi cdng chic tu phép - ho tich
thuc hién viéc ghi vao So6 dang ky két hon, cap nhat thong tin
dang ky lai két hon va luu chinh thirc trén Phan mém ding
ky, quan ly ho tich dién tir dung chung.

Truong hop tiép nhdn hé so ding ky lai két hén theo hinh
thizc truec tuyén, cong chire tu phdp - hé tich giri lai biéu mdu
Gidy chitng nhdn két hén dién tr Voi théng tin day dii cho
nguoi Yeu cau qua thu dién tir hodgc thiét bi sé.

Nguroi yeu cau cé trach nhiém Kiém tra tinh chinh xdc, day
dii cuia cac thdng tin trén biéu mau Gidy chiing nhdn két hon
dién tir va xac nhdn (toi da mét ngay).

Néu ngudi cO yéu cau xac nhan thong tin da thong nhat, day
du hoac khéng c6 phan hoi sau thoi han yéu cau thi cong
chire tu phép - ho tich thuc hién viéc ghi vao S6 ding ky két
hon, cap nhat thong tin ding ky lai két hon va luu chinh thic
trén Phan mém ding ky, quan 1y ho tich dién tir dung chung.

Buoc 3

Cong chie tu phap - ho tich in Gidy ching nhan két hon, trinh
Lanh dao UBND Ky, chuyén téi Bo phan mot cira dé tra két
qua cho ngudi cO Yau cau.

Cong chac lam
cong tac ho tich;
Lanh dao UBND

0.5 ngay lam viéc
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Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)

Ngudi ¢6 yéu cau dang ky lai két hén (hai bén nam, nir phai
cO mat, xuat trinh gidy to tuy than dé déi chiéu) kiém tra théng
tin trén Gidy ching nhan két hon, trong S6 dang ky két hon,
va ky tén vao S6 dang ky két hdn, ky tén vao Gidy chimng nhan
két hon, mdi bén nam, nit nhan 01 ban chinh Gidy ching nhan
két hon.

Budc 4

Cong chuc
Mot cua

Khong quy dinh

Tong thoi gian giai quyét

05 ngay lam viéc.
Truong hop phai co
van ban xac minh thi
thoi han giai quyét
khong qua 25 ngay.

16. Tha tuc Pang ky lai khai tir

Thir tw Cad | .. A T6 chic/ c&d nhan | Thei  han  giai
\ Noi dung cbng viéc o £
bwdéc thwc hién quyet
Busc 1 - Céan bo tiép nhan hé so tai Bo phan mot cura cd trach
nhiém kiém tra tinh chinh xac, day du, théng nhat, hop &
cua hd so. T
N N » . REeh ’ st | 0.5 ngay lam viéc
(i) Truong hop hé so ddy dit, hop 18 thi tiép nhan hé so, ¢o gf;g chic Mot | B> NGy '

Phiéu hen, tra két qua cho ngudi ¢6 yéu cau (néu ngudi cd yéu
cau lya chon hinh thiic nop hd so truc tiép) hoac gii ngay
Phiéu hen, tra két qud qua thw dién tir hogc gai tin nhan hen
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tra két qua qua dién thoai di dong cho nguoi c6 yéu cau
(néu nguoi co yéu cau lya chon hinh thizc nép hé so truc
tuyén), ddng thoi chuyén hd so dé céng chuc 1am cong tac
ho tich xir Iy

- Sau khi tiép nhdn ho so theo hinh thirc ngp truc tiép, can
bé tiép nhdn hé so tai B phdn mét cira thye hién so hoa
(sao chup, chuyén thanh tai liéu dién tik trén hé thong thong
tin, co sé dir ligu) va ky sé vao tai liéu, ho so gidi quyét thi
tuc hanh chinh dd dwoc sé héa theo quy dinh.

(i) Truong hop hod so chua day du, hop 1é thi c6 thong bao
cho nguoi yéu cau bd sung, hoan thién hd so, néu rd loai
gidy to, ndi dung can bd sung dé ngudi co yéu cau bd sung,
hoan thién. Sau khi hd so dugc bd sung, thuc hién lai bude (i);
(iii) Néu nguoi c6 yéu cau dang ky lai khai tir khdng bd
sung, hoan thién dugc ho so thi bao cao Truong bd phan
tiép nhan hd so co van ban tir chbi giai quyét yéu cau dang
Ky lai khai ti.

Budc 2

- COng chuc tu phap - ho tich tham tra ho so (tham tra tinh
thong nhat, hop 18 ciia cac thdng tin trong ho so, gidy to, tai
liéu do ngudi yBu cau nop, xuat trinh hodc dinh kém).

+ Trudng hop hd so can bd sung, hoan thién hoic khong du
diéu kién giai quyét, phai tir chéi thi giri théng bao vé tinh
trang ho so téi Bo phan mot cira dé thong bao cho nguoi
nop ho so — thuc hién lai bude (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh lam rd hoic do
nguyén nhan khac ma khong thé tra két qua dung thoi gian

Cong chac lam
cong tac ho tich;
Lanh dao UBND

4 ngay lam viéc;
truong hop phai xac
minh thi thoi han
khéng qua 9 ngay
lam viéc
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da hen thi cdng chuc 1am cong tac ho tich 1ap Phiéu xin 16i
va hen lai ngay tra két qua, trong d6 néu rd 1y do cham tra
két qua va thoi gian hen tra két qua, chuyén Bo phan mét
ctra dé tra cho ngudi c6 yéu cau (néu ngudi c6 yéu cau lya
chon hinh thirc nop hd so truc tiép), hodc giri Phiéu xin 14
va hen lgi ngay tra két qud qua thw dién tir hodc gei tin
nhan qua dién thogi di déng cho nguwoi ¢ yéu cdu (néu
ngueoi ¢6 yéu cau lwa chon hinh thizc nép hé so truc tuyeén).
+ Néu thay thdng tin khai tar day du va pha hop, ho so day
du, hop 1&, dung quy dinh, trudng hop tiép nhan ho so ding
ky lai khai tir theo hinh thuc truc tiép, thi cong chie tu phép -
ho tich thuc hién viéc ghi vao S6 dang ky khai tir, cap nhat
thong tin dang ky lai khai tir va luu chinh thwc trén Phan
mém ding ky, quan ly ho tich dién tr diing chung.

Truong hop tiép nhdn hé so dang ky Iai khai ti theo hinh thizc
truc tuyén, cong chize tw phdp - hé tich gii lai biéu mau
Trich luc khai tir dién tnéi thong tin day di cho nguoi yéu
cau qua thw dién tir hogc thiét bj sé.

Nguroi yeu cau cé trach nhiém kiém tra tinh chinh xdc, day
dui cuia cac thdng tin trén biéu mdu Trich luc khai ti dién tir
va xac nhdn (toi da mét ngay).

Néu nguoi ¢6 yéu cau xac nhdn théng tin da thong nhat, day
i hogc khdng c6 phan héi sau thoi han yéu cdu thi cong
chize twe phdp - hé tich thuc hién viéc ghi ngi dung vao Sé
dang ky khai tiz, cap nhdt thong tin dang ky lai kKhai tu va luu
chinh thizc trén Phan mém dang ky, qudn Iy hé tich dién tir
dung chung.
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Cong churc tu phap - ho tich in Trich luc khai tr, trinh Lanh

, e ) . Cong chuc lam
Buéc 3 dao UBND Ky, chuyén toi Bo phan mét ctra dé tra ket qua cho cong tac ho tich; | 0.5 ngay lam viec
nguoi O yeu cau Linh dao UBND
Tra két qua cho nguoi ¢6 yéu cau (Luu hd so theo ddi)
Busc4 | Negudi c6 yéu cAu ding ky lai khai tir kiém tra thong tin trén | €09 chic Khéng quy dinh
Trich luc khai tu, trong S6 ding ky khai tir va ky tén vao S6 | Mot cta

dang ky khai tir, nhan Trich luc khai t.

Tong thei gian giai quyét

05 ngay lam viéc.
truong hop can xéc
minh thi thoi han
giai quyét khong
qua 10 ngay lam
viéc.
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