I. LINH VUC BOI THUONG NHA NUGC: 01 THU TUC
Thi tuc giai quyet yéu cau boi thwong tai co quan truc tiép quan ly
nguwoi thi hanh cong vu gay thiét hai
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Thu tuc giai quyét yéu cau bdi thuong tai co quan truc tiép quan ly
ngudi thi hanh cdng vu gay thiét hai

Boi thudng nha nudc

- Co quan giai quyét boi thuong 13 co quan truc tiép quan 1y ngudi
thi hanh cong vu gay thiét hai trong hoat dong quan ly hanh chinh
quy dinh tai Bicu 33 cua Luat TNBTCNN nam 2017 & cap xa

- Nguoi yéu cau bdi thuong cé thé nop hd so truc tiép tai tru s co
quan giai quyet boi thuong hoac qua hé théng buu chinh.

- Nguoi yeu cau boi thuong nhan quyét dinh giai quyét boi thuong
ngay tai budi thuong lugng.

T6 chuc

- Tiép nhan va xa 1y hd so;

- Thu Iy hd so;

- Ctr nguoi giai quyét boi thuong;

- Tam &ng kinh phi boi thuong thiét hai;

- Xac minh thiét hai;

- Thuong luong viéc bdi thuong;

- Ra quyét dinh giai quyét boi thuong (sau khi ra quyét dinh giai
quyét boi thuong, co quan tryc tiép quan 1y nguoi thi hanh cong vu
gay thiét hai phai 1ap ho so dé nghi cap kinh phi boi thuong dén co
quan tai chinh c6 tham quyén dé dé nghi Cap kinh phi boi thuong va
chi tra tién boi thuong cho ngudi yéu cau boi thuong).

- Trong truong hop ngudi yéu cau boi thudng nop ho SO tryc tlep, co
quan giai quyét boi thuong tlep nhan hé so, ghi vao s6 nhan ho so va
cap gidy xac nhan da nhan hd so cho ngudi yéu cau bdi thuong.
Truong hop hd so dugc gii qua dich vu buu chinh thi trong thoi han
02 ngay lam viéc ké tir ngay nhan duoc hd so, co quan giai quyét boi
thuong phai thdng béo bang van ban vé viéc nhan hd so cho nguoi
yéu cau boi thuong. Trong thoi han 05 ngay 1am viéc ke tir ngay
nhén dugc hd so, Thu trudng co quan gial quyet boi thuong co thé
yéu cau ngudi yeu cau boi thudng bd sung hd so trong truong hop hd
so chua day du theo quy dinh tai khoan 1 va khoan 2 Piéu 41 cua



Luat TNBTCNN nim 2017. Trong thdi han 05 ngay 1am viéc ké tir
ngay nhan dugc yéu cau cua Tha truong co quan giai quyét boi
thuong, ngudi yYau cau bdi thuong phai bo sung hd so. Khoang thoi
gian cd sy kién bat kha khang hoac tré ngai khach quan theo quy
dinh cta B6 luat Dan su khéng tinh vao thoi han quy dinh tai khoan
nay.

- Trong thoi han 02 ngay 1am viéc ké tir ngay nhan duoc hd so hop 1é
theo quy dinh tai Diéu 41 cua Luat Trach nhiém bdi thuong caa Nha
nudc nam 2017 (Luat TNBTCNN nim 2017), co quan giai quyét boi
thuong phai thu Iy hd so va vao sé thu ly.

- Trong thoi han 02 ngay lam viéc ké tir ngay thu Iy ho so, co quan
giai quyét boi thuong phai cur ngudi gial quyet boi thuong.

- Truong hop, nguoi yéu cau boi thuong dé nghi tam ng kinh phi
boi thudng theo quy dinh tai diém e khoan 3 Diéu 41 cua Luat
TNBTCNN niam 2017, co quan giai quyét boi thuong tién hanh tam
trng kinh phi boi thuong d6i voi nhitng thiét hai quy dinh tai khoan 1
Diéu 44 TNBTCNN nim 2017. Cu thé, thoi han thuc hién tam tng
kinh phi boi thuong duoc thuc hién nhu sau: (1) Ngay sau khi thy Iy
ho so, nguoi giai quyét boi thuong co trach nhiém xéac dinh gié tri
cac thiét hai quy dinh tai khoan 1 Didu 44 TNBTCNN nidm 2017 va
dé xuat Thu tru’O’ng co quan giai quyét bdi thuong viéc tam tng kinh
phi bdi thudng va mac tam tng cho ngu0’| y&u cau boi thuong; (2)
Trong thoi han 05 ngay lam viéc ké tir ngay nhan duoc dé xuat, néu
con du toan quan ly hanh chinh duoc cap c6 tham quyén giao, co
quan giai quyét boi thuong phai hoan thanh viéc tam tng kinh phi va
chi tra cho ngudi yéu cau boi thuong. Truong hop khong con du dy
toan quan 1y hanh chinh dugc cap c6 tham quyen giao, trong thoi han
02 ngay lam viéc ké tir ngay nhan dugc dé xuat, Tha truong co quan
giai quyet boi thuong ¢ van ban dé nghi co quan tai chinh c6 tham
quyén tam tng kinh phi dé chi tra cho ngudi yéu cau boi thuong. Co
quan tai chinh co trach nhiém cap kinh phi cho co quan giai quyét
boi thuong trong thoi han 07 ngay lam viéc ké tir ngay nhan duoc
van ban dé nghi, co quan tai chinh c6 thim quyén c6 trach nhiém cap
kinh phi cho co quan giai quyét boi thuong. Thu truong co quan giai
quyét bdi thudng quyét dinh mac tam u’ng cho ngudi yau cau boi
thuong nhung khong dudi 50% gia tri cac thiét hai quy dinh tai
khoan 1 Diéu 44 TNBTCNN nim 2017.

- Trong thoi han 15 ngay ké tir ngay thu Iy hd so, ngudi giai quyét boi
thuong phai hoan thanh viéc xac minh thiét hai. Truong hop vu viéc
giai quyét yéu cau boi thuong c6 nhiéu tinh tiét phic tap hozc phai xac
minh tai nhiéu dja diém thi thoi han xac minh thiét hai 1a 30 ngay ké tur
ngay thy Iy hd so. Thoi han xac minh thiét hai cd thé duoc kéo dai theo
thoa thuan giira nguoi yéu cau boi thuong va nguoi giai quyét boi
thudng nhung toi da 13 15 ngay ké tir ngay hét thoi han quy dinh tai
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khoan nay. Trong thoi han 03 ngy lam viéc ke tir ngay két thic viéc
x&c minh thiét hai, nguoi giai quyet boi thuong phai hoan thanh béo céo
x4c minh thiét hai lam cin ctr dé thuong 1u’0ng viéc boi thuong.

- Trong thoi han 02 ngay lam viéc ké tir ngay hoan thanh bao cao xac
minh thiét hai, co quan giai quyét boi thu’ong phai tién hanh thuong
lugng viéc bdi thuong. Trong thoi han 10 ngay ké tir ngay tién hanh
thuong luong, viéc thu:orng lugng phai duge hoan thanh. Truong hop
vu Viéc giai quyét yéu cau bdi thuong c6 nhiéu tinh tiét phic tap thi
thoi han thuong luong toi da 14 15 ngay. Thoi han thuong lugng c6
thé duoc kéo dai theo thoa thuan gilta nguoi yéu cau boi thuong va
nguoi giai quyét boi thuong nhung téi da 1a 10 ngay ké tir ngay hét
thoi han quy dinh tai khoan nay.

- Ngay sau khi c6 bién ban két qua thuwong luwong thanh, Thu truéng
co quan giai quyét b01 thuong ra quyét dinh giai quyét boi thuong va
trao cho nguoi yéu cau boi thuong tai budi thuong luong. Truong
hop ngudi yéu cau boi thuong khong nhan quyét dinh giai quyét boi
thuong thi nguoi giai quyét boi thuong 1ap bién ban vé viéc khong
nhan quyét dinh. Bién ban phai c6 chit ky cia dai dién cac co quan
tham gia thuong luong. Bién ban phai néu rd hau qua phéap ly cua
viéc khdng nhan quyét dinh giai quyét boi thuong theo quy dinh tai
diém d khoan 1 Diéu 51 cua Luat TNBTCNN nam 2017. Co quan
giai quyét bdi thuong phai giri cho ngudi yéu cau boi thuong trong
thoi han 05 ngay 1am viéc ké tir ngay 1ap bién ban.

- Truong hop ngudi bi thiét hai chét ma c6 di chuc thi nguoi yéu cau
boi thuong phai cung cap di chue, truong hop khong c6 di chuc thi
phai c6 van ban hgp phap vé quyén thira ké:

+ Vin ban ay quyén hop phap trong truong hop dai dién theo ty
quyen;

+ Vin ban yéu cau boi thuong;

+ Vin ban lam cin ctr yéu cau boi thuong, trir truong hop ngudi bi
thiét hai khong duoc guri hoac khong thé cé vin ban 1am cin cr yéu
cau boi thuong;

+ Gidy to chung minh nhan than caa ngudi bi thiét hai;

+ Tai liéu, chiing ¢ ¢6 lién quan dén viéc yéu cau bdi thuong (néu
cd);

+ Gidy to ching minh nhan than caa ngudi thira ké, ngudi dai dién
cua nguoi bi thiét hai;

- Truong hop ngudi bi thiét hai truc tiép yéu cau boi thuong:

+ Vian ban yéu cau boi thuong;

+ Vin ban lam cin ctr yéu cau boi thuong, trir truong hop ngudi bi
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thiét hai khong duogc giri hoac khong thé c6 van ban lam cin ctr yéu
cau boi thuong;

+ Gidy to chung minh nhan than caa ngudi bi thiét hai;

+ Tai liéu, chiing ¢ ¢6 lién quan dén viéc yéu cau bdi thuong (néu
cod).

01 bo

Thu tuc hanh chinh duoc thuc hién khi c6 moét trong cac can cir sau
day:

- C6 mot trong cac can ctr xac dinh hanh vi trai phap luat cia nguoi
thi hanh céng vu gay thiét hai va yéu cau bdi thudng twong tng quy
dinh tai khoan 2 Biéu 7 Luat TNBTCNN nam 2017;

- C6 thiét hai thuc té ctia ngudi bi thiét hai thuoc pham vi trach
nhiém boi thudng cua Nha nudc theo quy dinh caa Luat TNBTCNN
nam 2017;

- C6 mdi quan hé nhan qua giira thiét hai thuc té va hanh vi gay thiét
hai

- Luat TNBTCNN nam 2017;
- Nghi dinh Sﬁ) 68/2018/ND-CP;
- Thong tu so0 04/2018/TT-BTP

File mau:

Vin ban yéu cau boi thuong (Mau 01/BTNN ban hanh kém theo
Thong tu s6 04/2018/TT-BTP Tai vé

- Quyét dinh giai quyét boi thuong


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2019_03/1553142946_Van_ban_yeu_cau_boi_thuong_-Mau_01BTNN_ban_hanh_kem_theo_Thong_tu_so_042018TT-BTP-.docx

Il. LINH VU'C CHUNG THUC: 08 THU TUC
1.Thi tuc ching thwc ban sao tir ban chinh giay to, van ban do co
guan té chac c6 tham quyen ciaa Viét Nam cap hoac chirng nhan

Tén thu Thu tuc chiing thyc ban sao tir ban chinh gidy to, van ban do co quan
tuc to chac 6 tham quyén cua Viét Nam cap hoac chang nhan

Linh vuc Chung thuc

Co quan Uy ban nhan dan cip xa.
thuc
hién

Céch Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND
thuc cap xa

thuc

hién

Poi T6 chac
tuong

thuc

hién

Trinh tu - Nguoi yéu cau chang thuc phai xuat trinh ban chinh gidy to, van

thuc ban 1am co s¢ dé chiing thuc ban sao va ban sao can chang thuc.

hién - Truong hop nguoi yéu cau ching thyuc chi xuat trinh ban chinh thi
UBND cap x4 tién hanh chup tir ban chinh dé thuc hién chung thuc,
trir truong hop UBND cép xi khong ¢ phuong tién dé chup.
- Ngudi thuc hién chiing thuc kiém tra ban chinh, déi chiéu véi ban
sao, néu ndi dung ban sao dung v&i ban chinh, ban chinh gidy to, vin
ban khong thudc cac truong hop ban chinh gidy to, van ban khdng
duoc dung lam co s¢ dé chiing thuc ban sao nhu quy dinh dudi day
thi thuc hién ching thuc ban sao, nhu sau:
- Ghi day du loi ching chiing thuc ban sao tir ban chinh theo mau
quy dinh;
- Ky, ghi rd ho tén, dong dau cua UBND cip x& thyuc hién chiing
thure va ghi vao sé ching thuc.
Dbi voi ban sao ¢d tir 02 (hai) trang tré 1én thi ghi 10i chiing vao
trang cudi, néu ban sao c6 tir 02 (hai) to tré Ién thi phai dong dau
giép lai.
MJi ban sao duoc ching thuc tir mot ban chinh gidy to, van ban hoic
nhiéu ban sao duoc chiing thuc tr mot ban chinh gidy to, van ban
trong cling mot thoi diém duoc ghi mot sé ching thuc.
- Khong dugc dung lam co sd dé ching thuc ban sao cac giay to, vin
ban sau:
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- Ban chinh bi tay x0a, stra chira, thém, bét noi dung khéng hop 1é.

- Ban chinh bi hu hong, cti nat, khong xac dinh dwoc ndi dung.

- Ban chinh déng diu mat cua co quan, to chicc ¢ tham quyén hoic
khong déng dau mat nhung ghi rd khong duoc sao chup.

- Ban chinh c6 noi dung trai phap luat, dao dac xa hoi; tuyén truyén,
kich dong chién tranh, chéng ché do xa hoi cha nghia Viét Nam;
xuyén tac lich st cua dan toc Viét Nam; xuc pham danh dy, nhan
pham, uy tin caa ca nhan, to chuc; vi pham quyen cong dan.

- Ban chinh do co quan, t6 chiic ¢ tham quyén cua nudc ngoai cap,
cong chung hoac chirng nhan chua dugc hop phap hoa lanh sy theo
quy dinh.

- Giay to, van ban do ca nhan ty lap nhung khong c6 xéc nhén va
dong dau cua co quan, t6 chirc co tham quyén.

+ Ngudi yéu cau ching thuc nhan két qua tai noi nop ho so.

Trong ngay UBND Cap Xa tlep nhan yéu cau hogc trong ngay lam
viec tiép theo, néu tiép nhan yéu cau sau 15 gio.
Poi véi truong hop cing mét Iic yéu ciu ching thuc ban sao tir
nhiéu loai ban chinh gidy to, van ban; ban chinh cé nhiéu trang; yéu
cau sb luong nhiéu ban sao; noi dung gidy to, van ban phuc tap kho
Kiém tra, d6i chiéu ma co quan, to chic thuc hién ching thuc khdng
thé dap tmg duogc thoi han quy dinh néu trén thi thoi han ching thuc
duoc kéo dai thém khong qué 02 (hai) ngay lam viéc hoac cd thé dai
hon theo thoa thuan bang van ban voi ngudi yéu cau ching thuc.
Trudng hop tra két qua trong ngay 1am viéc tiép theo hoic phai kéo
dai thoi gian theo quy dinh thi ngudi tiép nhan hd so phai c6 phiéu
hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching
thuc.

Khong

2.000 dong/trang; tir trang thr 3 trd 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban

Ban chinh gidy to, van ban 1am co s dé chuang thuc ban sao va ban
sao can ching thuc. Truong hop ngudi yéu cau ching thuc chi xuat
trinh ban chinh thi co quan, to chic tién hanh chyp tir ban chinh dé
thue hién chung thuc, trir trudng hop co quan, té chac khéng co
phuong tién dé chup. Ban sao, chup tir ban chinh dé thuc hién chang
thue phai co day da cac trang dd ghi thong tin ctia ban chinh.

01 bo



Kién

Cin ct - Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé

phap ly  cip ban sao tir ban chinh, ching thuc chit ky va ching thuc hop
ddng, giao dich;
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cta Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh phua vé cap ban sao tir
ban chinh, chang thuc chir ky va chang thuc hop déng, giao dich.
- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh
Quy dinh muc thu, ché d6 thu, nop, quan ly va sir dung phi ching
thuc.

Biéu
mau
dinh
kem

Két qua Ban sao dugc chung thuc tir ban chinh
thuc
hién



2.Thii tuc chieng thyc chir ky trong céc giay té, vin bén (4p dung cho
ca truwong hop ching thye diém chi va trudng hep ngudi yéu cau ching
thuc khong the ky, khdong thé diém chi dwoc)
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Thu tuc chung thyc chir ky trong cac gidy to, van ban (ap dung cho
ca truong hop chung thuc diém chi va truong hop nguoi yéu cau
chting thuc khéng thé ky, khdng thé diém chi duoc)

Chuang thuc
UBND cap x&

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND
cap x& hoic ngoai tru sé cua co quan thuc hién chung thuc néu nguoi
yéu cau chang thyuc thuoc dién gia yéu, khdng thé di lai dugc, dang
bi tam gitr, tam giam, thi hanh &n phat tu hoac c6 1y do chinh dang
khac.

T6 chuc

- Ngudi yéu cau ching thuc chit ky/diém chi/khéng thé ky, khdng
thé diém chi dugc phai xuét trinh céc gidy to phuc vu viéc ching
thuc chir ky.

- Trong truong hop ngudi yéu cau chang thuc khong théng thao
tiéng Viét thi phai c6 ngudi phién dich. Nguoi phién dich phai la
ngudi €6 nang lyc hanh vi dan su diy du theo quy dinh cua phap
lut, thdng thao tiéng Viét va ngdn ngir ma nguoi yéu cau chang thuc
sir dung. Nguoi phién dich do ngudi yéu cau chung thuc moi hoic do
co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
yéu cau ching thuc tra.

- Nguoi thuc hién chang thuc kiém tra giay to yéu cau chung thuc,
néu thay du gidy to theo quy dinh, tai thoi diém chung thuc, nguoi
yBu cau ching thuc minh man, nhan thac va 1am cha dugc hanh vi
cua minh va vi¢c ching thuc khdng thude cac truong hop khong
dugc chung thuc chir ky thi yéu cau ngudi yéu cau chung thuc
ky/diém chi trudc mit nguoi thuc hién chung thuc va thuc hién
chung thyc nhu sau:

- Ghi day du loi chiing chiing thuc chix ky theo mau quy dinh;

- Ky, ghi rd ho tén, dong dau cia UBND cap xa thuc hién ching
thure va ghi vao soé chang thuc.
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Déi véi glay to, vén ban ¢ tu (02) hai trang tré [€n thi ghi [6i ching
vao trang cudi, néu giay to, van ban c6 tir 02 (hai) to tré 18n thi phai
dong déu giap lai.

+ Truong hop khong duoc ching thuc chit ky:

- Tai thoi diém chung thuc, ngudi yéu cau ching thuc chir ky khong
nhan thic va lam chu dugc hanh vi caa minh.

- Nguoi yéu cau chang thyc chir ky xuét trinh Gidy chiing minh nhan
dan hozc Ho chiéu khdng con gia tri su dung hodc gia mao.

- Gidy to, vin ban ma ngudi yéu cau chung thyc ky vao ¢ ndi dung
trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh,
chéng ché d6 xa hoi chii nghia Viét Nam; xuyén tac lich st cta dan
toc Viét Nam; xic pham danh du, nhan pham, uy tin caa ca nhan, to
chtc; vi pham quyén cong dan

- Giy to, van ban c6 noi dung la hop dong giao dich, trir cac truong
hop_chung thuc chix ky trong Giay uy quyen d6i voi truong hop uy
quyen khong co thu lao, khong c6 nghia vu boi thuong cua bén dugc uy
quyén va khong lién quan dén viéc chuyén quyén sé hitu tai san, quyén
sir dung bat dong san hozc truong hop phap luat ¢ quy dinh khéc.

+ P6i véi truong hop chuang thuc chir ky/diém chi/khéng thé ky,
khdng thé diém chi duoc tai bo phan tiép nhan va tra két qua thi cong
chuc tiép nhan hd so kiém tra céc gidy to, néu nhan thiy nguoi yéu
cau ching thuc co du diéu kién quy dinh tai Khoan 2 Diéu 24 Nghi
dinh s6 23/2015/ND-CP thi d& nghi ngudi yéu cau ching thuc
ky/diém chi vao gidy to can chang thuc va chuyén cho ngudi c6
tham quyén ky chang thuc.

Trong ngdy UBND cap x& tiép nhan yéu cau hoac trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra ket
qua trong ngay lam viéc tiép theo thi ngudi tiép nhan ho so phai co
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau
chung thyec.

Khong

10.000 dong/truong hop (truong hop duogc tinh 1a mét hoac nhiéu
chit ky trong mot gidy to, van ban)

- Ban chinh hoic ban sao ¢d chtng thuc Ho chiéu hodc chang minh
nhan dan hoac thé can cudc cong dan con gia tri st dung.
- Gidy o, van ban ma minh sg& ky/diém chi. Trudng hop chiing thyc
chit ky trong gidy to, van ban bang tiéng nudc ngoai, néu ngudi thyc
hién ching thyc khong hleu rd noi dung cua gidy to, van ban thi co
quyen y&u cau ngudi yéu cau ching thuc nop kem theo ban dich ra
tiéng Viét noi dung cua gidy to, van ban do (ban dich khéng Can
cong ching hoac chang thuc chit ky nguoi dich, nguoi yéu cau
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chtng thuc phai chiu trach nhiém vé noi dung cua ban dich).

01 bo

Khong

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé
cap ban sao tir ban chinh, chiing thuc chit ky va chiing thuc hop
ddng, giao dich;

- Théng tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao tir
ban chinh, chiing thuc chir ky va chang thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bd Tai chinh
Quy dinh mic thu, ché do thu, ndp, quan ly va sir dung phi chiing thyc.

Gidy to, vin ban duogc ching thyuc chit ky/diém chi.



3.Thii tyc chirng thuc hep dong, giao dich lién quan dén tai san la
dong san, quyen sir dung dat va nha ¢

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thuac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tyc ching thuc hop dong giao dich lién quan dén tai san la dong
san, quyén str dung dat va nha ¢

Chuang thuc

Uy ban nhan dan cap xa

Nop hd so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND
cap xa. Viéc chting thuc cac hop dong, giao dich lién quan dén quyén
ctia ngudi sir dung dat dugc thyc hién tai Uy ban nhan dan cap xa noi
c6 dat. Viéc chiing thuc cac hop ddng, giao dich lién quan dén nha ¢
duoc thuc hién tai Uy ban nhan dan cap xa noi ¢6 nha.

T6 chuc

- Nguoi yéu cau ching thuc nop 01 b hd S0 yéu cau ching thuc.

- Nguoi thuc hién chung thyuc kiém tra gidy to trong hd so yéu cau
chung thuc, néu day du, tai thoi diém chang thuc cac bén tham gia
hop ddng, giao dich tw nguyén, minh man va nhan thac, 1am cha
duoc hanh vi caa minh thi thuc hién chirng thuc.

- Céc bén tham gia hop ddng, giao dich phai ky trudc mat ngudi thuc
hién chang thuc. Truong hop nguoi c6 tham quyén giao két hop
dong cua cac to chic tin dung, doanh nghiép da dang ky chir ky mau
tai co quan thuc hién chung thuc thi c6 thé ky truéc vao hop dong;
nguoi thyc hién ching thuc phai di chiéu chir ky caa ho trong hop
dong véi chir ky mau truge khi thyc hién chiing thuc, néu nghi ngo
chix ky trong hop dong khac vai chitr ky mau thi yéu cau nguoi do ky
trudc mat.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém
chi; néu ngudi do khong doc duoc, khong nghe dugc, khong ky,
khong diém chi duoc thi phai c6 02 (hai) ngudi 1am ching. Nguoi
lam chang phai c6 du nang luc hanh vi dan sy va khéng co quyen,
loi ich hodc nghia vu lién quan dén hop dong, giao dich. Ngudi 1am
ching do nguoi yéu cau ching thuc bé tri. Truong hop nguoi yéu
cau chang thuc khong bd tri duoc thi dé nghi co quan thuc hién
ching thyc chi dinh nguoi lam chang.

- Nguoi thuc hién chirng thuc ghi 101 ching teong tng vai tung loai



Thoi han
giai
quyeét

Phi
Lé Phi

Thanh

hop ddng, giao dich theo mau quy dinh; ky, ghi rd ho tén, déng dau
cua co quan thyc hién chimg thuc va ghi vao s6 chiing thyuc. Doi V6
hop dong, giao dich co tur 02 (hai) trang tr¢ 1én, thi tung trang phal
dugc danh so thu tu, c6 chir ky cua nguoi yeu cau chung thuc va
ngudi thue hién ching thuc; s6 lugng trang va 16i ching duoc ghi tai
trang cudi cua hop ddng, giao dich. Trudng hop hop ddng, giao dich
c6 tir 02 (hai) to tro 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chung thuc khéng thong thao
tiéng Viét thi phai c6 ngudi phién dich. Nguoi phién dich phai la
ngudi ¢o nang lyc hanh vi dan su day du theo quy dinh cua phap
luat, thdng thao tiéng Viét va ngdn ngi ma nguoi yéu cau chtng thuc
st dung. Nguoi phién dich do nguoi yéu cau chiing thuc moi hosc do
co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chang thyc tra. Nguoi phién dich co trach nhiém dich day
du, chinh xac noi dung cua hop dong, giao dich, noi dung 1oi ching
cho ngudi yéu cau chang thuc va ky vao ting trang hop dong véi tu
cach 1a ngudi phién dich.

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan da hd so yéu cau
chting thyuc hoac co thé kéo dai hon theo thoéa thuan bang van ban véi
ngudi Yeu cau chang thue. Truong hop kéo dai thoi han giai quyét
thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chang thuc.

Khong

50.000 dong/hop dong, giao dich

Mién 1& ph| ching thuc hop ddng thé chap tai san cho c& nhan, ho gia
dinh vay von tai to chuc tin dung dé phuc vu phét trién ndng nghiép,
ndng thon, gom cac linh vuc sau:

- Cho vay céc chi phi phat sinh phuc vu qué trinh san xuat kinh doanh san
pham néng nghiép tir khau san xuét dén thu mua, ché bién va tiéu thu.

- Cho vay phuc vu san xuat céng nghiép, thuong mai va cung tng
cac dich vu trén dia ban ndng thon.

- Cho vay dé san xuat giéng trong trong trot, chin nuéi, thuy san,
trng ring va cung tng cac san pham, dich vu phuc vu qué trinh san
Xuat néng nghiép.

- Cho vay phat trién nganh nghé tai dia ban néng thon.

- Cho vay phuc vy Chuong trinh myc tiéu Quéc gia vé xay dyng
nong thon mdi.

- Cho vay cac nhu cau phyc vu doi sdng caa cu dan trén dia ban ndng thon.
- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc ndng
nghiép, néng thon caa Chinh phu.

- Du thao hop dong, giao dich:
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- Ban sao Giay chitng minh nhan dan hoic thé can cudc céng dan
hodc Ho chiéu con gié tri sir dung caa ngudi yéu cau ching thuc
(xuat trinh kém theo ban chinh dé dbi chicu);

-Ban sao gidy ching nhan quyén so hitu, quyen st dung hoac ban
sao gidy to thay thé duoc phap luat quy dinh dol véi tai san ma phap
luat quy dinh phai dang ky quyén s hitu, quyen su dung trong
truong hop hop dong, 'giao dich lién quan dén tai san d6 (xuét trinh
kém theo ban chinh dé déi chiéu).

01 bo

Khéng

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha vé
cap ban sao tir ban chinh, chung thuc chit ky va ching thuc hop
dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 ndm 2015 cua Chinh
pht vé chinh sach tin dung phuc vu phét trién ndng nghiép, ndng thon;
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot sé diéu caa Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao tir
ban chinh, chiing thuc chir ky va chang thuc hop ddng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh
Quy dinh mic thu, ché dé thu, ndp, quan ly va str dung phi chiing thyc.

Hop ddng, giao dich dugc ching thuc



4.Tha tuc chieng thuc di chic

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Déi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc ching thuc di chic

Chuang thuc

Uy ban nhan dan cap xa

Truc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Nguoi yéu cau ching thuc ndp 01 bo hd so yéu cau chimg thyc.

- Nguoi thyc hién ching thyc kiém tra gidy to trong ho so yéu cau ching thuc,
néu day du, tai thoi diém ching thue ngudi 13p di chdc tw nguyén, minh man
va nhan thirc, lam cha duoc hanh vi ciia minh thi thuc hién ching thuc.

- Nguoi lap di chic phai ky trudc mat nguoi thuc hién ching thuc.

- Truong hop ngudi Yéu cau ching thue khong ky duoc thi phai diém chi; néu
ngudi do khong doc duoc, khong nghe dugce, khong ky, khdng diém chi dugc
thi phai ¢6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai c6 dt nang luc
hanh vi dan su va khong co quyén, loi ich hodc nghia vu lién quan dén giao
dich. Nguoi lam chimg do ngudi yéu cau ching thuc bo tri. Truong hop ngudi
yéu cau chimg thuc khong bé tri dugc thi dé nghi co quan thyc hién chimg
thuc chi dinh nguoi lam ching.

- Nguoai thyc hién chimg thuc ghi 1oi ching theo mau quy dinh; ky, ghi 16 ho
tén, dong dau ctia co quan thuc hién ching thyc va ghi vao s6 chang thye. B
vai di chuc ¢o tir 02 (hai) trang trg Ién, thi timg trang phai duoc danh s thi t,
¢6 chir ky ctia ngudi yu cau chimg thue va nguoi thuc hién ching thuc; s6
lwong trang va 10i chimg duoc ghi tai trang cudi ctia di chic. Truong hop di
chic co tir 02 (hai) to tro 1én thi phai dong dau giap lai.

- Trong truong hop ngudi Yéu cau ching thuc khdng thdng thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi c6 nang tuc hanh vi
dan su day du theo quy dinh cta phép luat, théng thao tiéng Viét va ngbn ngi
ma nguoi Yu cau ching thyc sir dung. Ngudi phién dich do ngudi yéu cu
chuing thuc moi hoac do co quan thuc hién chang thuc chi dinh. Thu lao phién
dich do ngudi yu cau chimg thuc tra. Ngudi phién dich c6 trach nhiém dich
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day du, chinh xac ndi dung caa di chic, ndi dung 16i chimg cho ngudi yéu cau
chimg thuc va Ky vao ting trang di chiic véi tu cach 1a nguoi phién dich.

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau
chtng thuc hoic c6 thé kéo dai hon theo thoa thuan bang van ban véi
ngudi yeu cau ching thue. Truong hop kéo dai thoi han giai quyét
thi ngudi tiép nhan hd so phai ¢6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chang thuc.

Khéng
50.000 @dng/di chuc.

- Dy thao di chdc;

- Ban sao Giay chitng minh nhan dan hoic thé can cudc céng dan
hodc Ho chiéu con gi4 tri sir dung caa ngudi yéu cau ching thuc
(xuét trinh kém theo ban chinh dé déi chiéu);

- Ban sao giay ching nhan quyen s hiru, quyen sir dung hoc ban
sao giay to thay thé duoc phap luat quy dinh dol Vi tai san ma phéap
luat quy dinh phai dang ky quyén so hiu, quyen st dung trong
truong hop hop dong, giao dich lién quan dén tai san do; trir truong
hop ngudi lap di chuc dang bi cai chét de doa dén tinh mang (xuat
trinh kém theo ban chinh dé déi chiéu).

01 bo

Khong

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha vé
cap ban sao tir ban chinh, chiing thuc chit ky va chiing thuc hop
dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao tir
ban chinh, ching thuc chit ky va chang thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh
Quy dinh mic thu, ché do thu, ndp, quan ly va str dung phi chiing thyc.

Di chuc duogc chang thuc



5.Thi tuc ching thue vin ban tir chdi nhan di san

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Déi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc ching thuc van ban tir chdi nhan di san

Chuang thuc

Uy ban nhan dan cap xa

Truc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Nguoi yéu cau ching thuc ndp 01 bo hd so yéu cau chimg thyc.

- Ngudi thuc hién ching thyc kiém tra gidy to trong hd so yéu cau ching thuc,
néu day du, tai thoi diém ching thue nguoi tir chdi nhan di san ty nguyén, minh
man va nhan thac, 1am chi dugc hanh vi caa minh thi thuce hién chimg thuce

- Nguoi tir chdi nhan di san ky tredc mét nguoi thue hién ching thuc.,

- Truong hop ngudi Yéu ciu ching thue khong ky dugc thi phai diém chi; néu
ngudi do khong doc duoc, khong nghe dugce, khong ky, khdng diém chi dugc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching phai ¢6 di nang Iuc
hanh vi dan su va khong co quyén, loi ich hodc nghia vu lién quan dén giao
dich. Nguoi lam chimg do ngudi yéu cau chimg thuc bo tri. Truong hop ngudi
yéu cau chimg thuc khong bé tri dugc thi dé nghi co quan thyc hién chimg
thuc chi dinh nguoi lam ching.

- Nguai thyc hién chimg thuc ghi 1oi ching theo mau quy dinh; ky, ghi 16 ho
tén, dong dau ciia co quan thyc hién ching thuc va ghi vao so chang thuc. Doi
Vo van ban tir chéi co tir 02 (hai) trang tro 1én, thi ting trang phai dugc dénh
sd thir tu, c6 chit ky ctia ngudi yu cau ching thuc va nguoi thyc hién chung
thuc; s6 luong trang va 1oi chimg duoc ghi tai trang cudi caa vin ban tir chdi
nhan di san. Truong hop van ban tir chéi nhan di san ¢ tir 02 (hai) to tro 1én
thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khdng thong thao tiéng Viét thi
phai c6 ngudi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi
dan su day da theo quy dinh cta phap luét, thong thao tiéng Viét va ngon ngir
ma nguoi Yeu cau ching thyc sir dung. Nguoi phién dich do ngudi yéu cau
chung thuc moi hoac do co quan thuc hién chang thuc chi dinh. Thu lao phién
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dich do ngudi yu cau chimg thyc tra. Ngudi phién dich ¢6 trach nhiém dich
day du, chinh xac ndi dung ciia van ban tir chéi nhan di san, noi dung 1oi
chtmg cho nguoi yeu cau ching thuc va Ky vao ting trang van ban tir chi
nhan di san vai tu cach 1a nguoi phién dich.

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau
chtng thuc hoic c6 thé kéo dai hon theo thoa thuan bang van ban véi
ngudi Yeu cau ching thuc. Truong hop kéo dai thoi han giai quyét
thi ngudi tiép nhan ho so phai ¢6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chang thuc.

Khéng
50.000 dong/van ban.

- Du thao van ban tir chdi nhan di san;

- Ban sao Giay chitng minh nhan dan hoic Thé cin cuéc cong dan
hodc Ho chiéu con gia tri sir dung caa ngudi yéu cau ching thuc
(xuat trinh kém theo ban chinh dé doi chiéu);

- Ban sao giay chiing nhan quyen s hiru, quyen sir dung hoc ban
sao giay to thay thé duoc phap luat quy dinh dol Vi tai san ma phéap
luat quy dinh phai dang ky quyén so hiu, quyen su dung trong
truong hop hop dong, giao dich lién quan dén tai san d6 (xuét trinh
kém theo ban chinh dé déi chiéu).

01 bo

Khong

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cap ban
sao tir ban chinh, chung thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia Bo Tu phap
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao tir
ban chinh, ching thuc chit ky va chang thuc hop dong, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 caa Bo Tai chinh
Quy dinh miic thu, ché do thu, ndp, quan ly va str dung phi chiing thyc.

Vin ban tir chdi nhan di san dugc chang thuc



6.Thi tuc chieng thwe van ban théa thuan phan chia di san ma di san
l1a dong san, quyen sir dung dat, nha ¢.

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thuac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc chﬁ:ng‘ thuc van ban thoa thuan phan chia di san ma di san la
dong san, quyen st dung dat, nha ¢

Chuang thuc

Uy ban nhan dan cap xa

Nop ho so tryc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND
cap xa.

T6 chuc

- Ngudi yéu cau ching thuc nop 01 b hé so yéu cau ching thyc.

- Nguoi thyue hién ching thuc kiém tra gidy to trong hd so yéu cau ching thuc,
néu day du, tai thoi diém ching thuc cac bén tham gia thoa thuan phan chia di
san tu nguyén, minh man va nhan thac, lam chii duoc hanh vi caa minh thi thyc
hién chimg thuc.

- Céc bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thuc
hién chimg thuc.

- Truong hop nguoi Yu cau chang thue khong ky duoc thi phai diém chi; néu
ngudi d6 khong doc dugc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching phai ¢ di nang luc
hanh vi dan su va khong ¢ quyén, loi ich hoac nghia vu lién quan dén giao
dich. Nguoi 1am chimg do nguoi yeu cau ching thuc bé tri. Truong hop ngudi
yéu cau ching thuc khong bb tr duoc thi dé nghi co quan thuc hién ching thuc
chi dinh nguoi lam ching.

- Nguoi thyc hién chimg thyc ghi 1o chung theo mau quy dinh; ky, ghi 10 ho ten,
déng déu ciia co quan thuc hién ching thuc va ghi vao s6 chang thuc. D Vo
van ban théa thuan co tir 02 (hai) trang tré 1én, thi ting trang phai dugc dénh sb
thir tur, ¢6 chit ky cia nguoi Yau cau ching thue va ngudi thuc hién ching thuyc;
s6 luong trang va 1oi chimg duoc ghi tai trang cudi ciia van ban thoa thuan.
Truong hop van ban thoa thuan cd tir 02 (hai) to tré 18n thi phai dong dau gidp lai.
- Trong trudng hop ngudi YAu cau ching thuc khong thdng thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai 12 nguoi ¢6 nang luc hanh vi
dan su day du theo quy dinh caa phép luat, thong thao tiéng Viét va ngbn ngir
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ma ngudi Yeu cau ching thuc st dung. Nguoi phién dich do ngudi yéu cau
chimg thuc moi hoac do co quan thuc hién chimg thuc chi dinh. Thu lao phién
dich do ngudi y8u cau chang thyc tra. Ngudi phién dich ¢6 trach nhiém dich
day du, chinh x4c ndi dung ciia van ban thoa thuan noi dung 1oi ching cho
nguoi YU cau ching thuc va ky vao timg trang van ban thoa thuan véi tur cach
1a nguoi phién dich.

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da hd so yéu cau
chung thuc hoac c6 thé kéo dai hon theo thoa thuan bang van ban véi
ngudi yéu cau chang thue. Truong hop kéo dai thoi han giai quyét
thi nguoi tlep nhan hd so phal co phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chang thuc.

khong
50.000 dong/van ban

- Dy thao van ban thoa thuan phan chia di san;

- Ban sao Gidy chiing minh nhan dan hoic Thé can cude cong dan hoac HO
chiéu con gié tri sir dung ciia nguoi yéu cau ching thuc (xuat trinh kém theo
ban chinh dé di chiéu);

- Ban sao giay chimg nhan quyén so hitu, quyén sir dung hoac ban sao giay
to thay thé duot phép luat quy dinh doi voi tai san ma phép luat quy dinh
phai dang ky quyen s hi, quyen str dung trong truong hop hop dong giao
dich lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé dbi chiéu).

01 bo

Khong

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tir ban chinh, chung thuc chit ky va ching thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia Bd Tu phép quy dinh
chi tiét va hudéng dan thi hanh mét s6 diéu ciia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cap ban sao tir ban chinh, ching
thyc chit ky va ching thuc hop déng, giao dich.

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh Quy
dinh muc thu, ché do thu, ndp, quan Iy va str dung phi ching thuc.
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7. Thii tuc chitng thure viée sira d6i, bo sung, hity b hop dong, giao dich
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Thi tuc ching thuc viéc sira d6i, bd sung, hity bo hop déng, giao dich

Chuang thuc
UBND cap x&

Truc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Nguoi yéu cau chang thuc xuat trinh gidy to tiy than con gia tri sir
dung dé ngudi thuc hién chang thuc kiém tra va nop 01 bd ho so .

- Viéc stra doi, bo sung, huy bo hop dong, giao dich da dugc ching
thue chi duoc thyc hién khi c6 thoa thuan bang van ban cua cac bén
tham gia hop dong giao dich.

- Viéc stra dol bd sung, hay bo hop dong giao dich duoc thuc hién
tai UBND cip x3 di chiing thuc hop dong, giao dich. Truong hop
stra doi, bo sung, thay thé, hily bé mot phan hoic toan bd di chic thi
c6 thé chung thyc tai bat ky co quan co tham quyén chung thuc nao.

- Nguoi thuc hién chung thyuc kiém tra gidy to trong hd so yéu cau
chung thuc, néu day du tai thoi diém chang thuc cac bén tham gia
hop dong, giao dich tw nguyén, minh man va nhan thac, lam cha
duoc hanh vi caa minh thi thuc hién ching thuc.

- Céc bén tham gia hop dong, giao dich phai ky trudc mat ngudi thuc
hién chang thyc. Truong hop nguoi c6 tham quyén giao két hop
dong cua cac to chic tin dung, doanh nghiép da dang ky chir ky mau
tai co quan thuc hién chung thyuc thi ¢ thé ky truéc vao hop dong;
ngudi thuc hién ching thuc phai déi chiéu chir ky caa ho trong hop
ddng véi chir ky mau truge khi thuc hién chiing thuc, néu nghi ngo
chix ky trong hop ddng khac vai chit ky mau thi yéu cau nguoi d6 ky
trudc mat.

- Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém
chi; néu ngudi d6 khong doc duoc, khong nghe dugc, khong ky,
khong diém chi duoc thi phai c6 02 (hai) ngudi 1am ching. Nguoi
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lam chtng phai c6 du ning luc hanh vi dan su va khéng c6 quyén,
loi ich hodc nghia vu lién quan dén hop dong, giao dich. Ngudi 1am
chting do nguoi yéu cau ching thuc bé tri. Truong hop nguoi yéu
cau chang thuc khong bd tri duoc thi dé nghi co quan thuc hién
chung thuc chi dinh ngudi lam chang.

- Nguoi thuc hién ching thuc ghi loi ching twong Gng vai tieng loai
hop ddng, giao dich theo mau quy dinh; ky, ghi rd ho tén, dong dau
ctia co quan thuc hién chiing thuc va ghi vao sé chang thuc. Boi voi
hop dong, giao dich c6 tir 02 (hai) trang tro 1én, thi ting trang phai
duoc danh s thir tu, c6 chir ky ctia ngudi yéu cau ching thuc va
ngudi thue hién ching thuc; sé lugng trang va 16i ching duoc ghi tai
trang cudi cua hop dong, giao dich. Trudong hop hop ddng, giao dich
c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau chung thuc khong théng thao
tiéng Viét thi phai c6 nguoi phién dich. Nguoi phién dich phai la
nguoi c6 nang lyc hanh vi dan su day du theo quy dinh cua phap
luat, thdng thao tiéng Viét va ngdn ngir ma nguoi yéu cau chang thuc
st dung. Ngudoi phién dich do ngudi yéu cau ching thue moi hodc do
co quan thuc hién chang thuc chi dinh. Thu lao phién dich do nguoi
y8u cau chang thyuc tra. Nguoi phién dich co trach nhiém dich day
du, chinh xac noi dung cua hop déng, giao dich, noi dung 16i ching
cho nguoi yéu cau chang thuc va ky vao tirng trang hop dong véi tu
cach la nguai phién dich.

- UBND cap x& thuc hién viéc stra ddi, bo sung, thay thé, huy bé mot
phan hoic toan bo di chic phai théng béo bang van ban cho co quan
da chtng thyuce trude day vé ndi dung stra ddi, bo sung, thay thé, hay
bo mot phan hoic toan bo di chuc dé ghi chi vao So6 chiing thuc hop
dong, giao dich.

- Nguoi yéu cau ching thuc nhan két qua tai noi nop ho so.

Thoi han thuc hién yéu cau chung thuc phai duoc bao dam ngay
trong ngay co quan, t6 chuc tiép nhan yéu cau hogc trong ngay lam
viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két
qua trong ngay lam viéc tiép theo thi ngudi tiép nhan hd so phai co
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau
chung thuc.

Khéng

30.000 ddng/hop dong, giao dich.

Mién lé phi chiing thuc hop ddng thé chap tai san cho c& nhan, ho gia
dinh vay VOn tai to chuc tin dung dé phuc vu phat trién ndng nghiép,
ndng thon, gém cac linh vuc sau:

- Cho vay céc chi phi phat sinh phuc vu qué trinh san xuat kinh doanh san
pham ndng nghiép tir khau san xuét dén thu mua, ché bién va tiéu thu.
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- Cho vay phuc vu san xuét céng nghiép, thuong mai va cung tng
cac dich vu trén dia ban néng thon.

- Cho vay dé san xuat giéng trong trong trot, chin nuéi, thuy san,
trdng riing va cung tng cac san pham, dich vu phuc vu qué trinh san
Xuat néng nghiép.

- Cho vay phat trién nganh nghé tai dia ban néng thon.

- Cho vay phuc vu Chuong trinh muc tiéu Qubc gia vé xay dung
ndng thdn mai.

- Cho vay c4c nhu cau phuc vu doi song caa cu dan trén dia ban néng thon.
- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc ndng
nghiép, nbng thon caa Chinh phu.

- Hop ddng, giao dich di dugc chang thuc;

- Dy thao hop d6ng, giao dich sira ddi, bo sung, huy bo hop déng,
giao dich da dugc chung thuc;

- Trong truong hop noi dung stra doi, bo sung co lién quan dén tai
san thi nguoi yéu cau ching thuc phai nop ban sao kém ban chinh dé
dbi chleu gidy ching nhan quyén so hitu, quyen su dung hoac ban
sao giay to thay thé duoc phap luat quy dinh dol Vi tai san ma phéap
luat quy dinh phai ding ky quyén sé hitu, quyen st dung, trir truong
hop ngudi lap di chuc dang bi cai chét de doa dén tinh mang

01 bo

Khong

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha vé
cap ban sao tir ban chinh, chung thuc chit ky va chiang thuc hop
dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 ndm 2015 cua Chinh
pht vé chinh sach tin dung phuc vu phét trién ndng nghiép, ndng thon;
- Théng tu s 20/2015/TT-BTP ngay 29/12/2015 caa Bo Tu phép
quy dinh chi tiét va huéng dan thi hanh mot s6 diéu caa Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh phu vé cap ban sao tir
ban chinh, chiing thuc chir ky va chang thuc hop ddng, giao dich.

- Thong tu s 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh
Quy dinh mic thu, ché do thu, ndp, quan ly va str dung phi chiing thyc.

Hop dong, giao dich duoc ching thuc
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Thu tuc stra 13 sai s6t trong hop dong, giao dich

Chuang thuc
UBND cap x&

Truc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Nguoi yéu cau ching thuc nop 01 bo ho so.

- Viéc stra 16i sai sot trong khi ghi chép, danh may, in hop dong, giao
dich d& duogc ching thue duoc thyuc hién theo thoa thuan bang vin ban
cua cac bén tham gia hop dong, giao dich, néu khdng lam anh huong dén
quyén, nghia vu cia cac bén va duoc thuc hién tai co quan da ching thuc
hop ddng, giao dich.

- Nguoi thuc hién ching thuc gach chan 15i sai s6t can sira, dong dau cua
co quan thuc hién ching thuc va ghi vao bén 1& caa hop déng, giao dich
ndi dung da stra, ho tén, chir Ky ctia ngudi Stra, ngay thang nam sua.

- Nguoi yéu cau ching thuc nhan két qua tai noi nop hé so.

Thoi han thyc hién yéu cau ching thyc phai duoc bao dam ngay trong
ngay UBND cap x4 tiép nhan yéu cau hoac trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong
ngay lam viéc tiép theo thi nguoi tiép nhan hd so phai c6 phiéu hen ghi
rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thuc.

Khéng

25.000 ddng/hop ddng, giao dich.

Mién I¢ phi chung thuc hop dong thé chap tai san cho c& nhan, ho gia dinh
vay von tai t6 chuc tin dung dé phuc vu phét trién ndng nghiép, nong thén,
gom cac linh vyc sau:

- Cho vay cac chi phi phat sinh phuc vu qua trinh san xuét kinh doanh san
pham néng nghiép tir khau san xuat dén thu mua, ché bién va tiéu thu.
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- Cho vay phuc vu san xuat cdng nghiép, thuong mai va cung tng cac dich
vy trén dia ban ndng thon.

- Cho vay dé san xuat glong trong tréng trot, chin nudi, thuy san, trong rimg
va cung tmng Cac san pham, dich vu phuc vu qué trinh san xuat néng nghiép.
- Cho vay phét trién nganh nghé tai dia ban nong thon.

- Cho vay phuc vy Chuong trinh muc tiéu Qudc gia vé xay dung ndng thon méi.

- Cho vay c4c nhu cau phuc vu doi sdng caa cu dan trén dia ban néng thon.
- Cho vay theo cac chuong trinh kinh té lién quan dén linh vuc ndng
nghiép, ndng thdn cua Chinh phu.

- Ban sao Giéy chuang minh nhan dan hoac The can cugc cong dan
hoac Ho chiéu con gia tri st dung cta nguoi yéu cau chtng thuc
(xuat trinh ban chinh de doi Chleu)

- Van ban thoa thuan vé viéc stra 16i sai sot trong hop dong, giao dich
da dugc chung thuc

- Hop dong, giao dich di dugc chung thuc;

- Ban sao giay ching nhan quyen s hiru, quyen sir dung hoc ban
sao giay to thay thé duoc phap luat quy dinh dol Vi tai san ma phéap
luat quy dinh phai dang ky quyén so hiu, quyen su dung trong
truong hop hop dong, giao dich lién quan dén tai san d6 (xuét trinh
ban chinh dé di chiéu).

01 bo

Khong

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha vé
cap ban sao tir ban chinh, chung thuc chit ky va ching thuc hop
dong, giao dich;

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 ndm 2015 cua Chinh
pht vé chinh sach tin dung phuc vu phét trién ndng nghiép, ndng thon;
- Théong tu s6 20/2015/TT-BTP ngay 29/12/2015 cia B Tu phap quy
dinh chi tiét va huéng dan thi hanh mot sé diéu ciia Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 caa Chinh pha vé cap ban sao tir ban
chinh, chang thuc chir ky va ching thuc hop ddng, giao dich.

- Thong tu s 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh
Quy dinh mic thu, ché do thu, ndp, quan ly va str dung phi chimng thyc.

Hop dong, giao dich duoc stra 161 ky thuat



1L LINH VUC GIAl QUYET KHIEU NAI: 01 THU TUC
Thu tuc giai quyet khieu nai lan dau tai cap xa
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Thu tuc giai quyét khiéu nai lan dau tai cp xa
Giai quyét khiéu nai

- Co quan c6 tham quyén quyét dinh: Chi tich UBND x4, phuong, thi tran
- Co quan tryc tiép thuc hién: UBND x4, phuong, thi tran.

Cong dan giri don truc tiép hogc theo duong buu dién dén tru s co
guan giai quyeét khicu nai

T6 chirc hoic c& nhan

Budc 1: Thu ly giai quyét khiéu nai

1. Nghién ctu va xem xét thu Iy khiéu nai Trong thoi han 10 ngay
lam viéc, ké tr ngdy nhan dugc khiéu nai quyét dinh hanh chinh,
hanh vi hanh chinh thudc tham quyén giai quyét ma khong thuoc mot
trong céac truong hop duoc quy dinh tai Piéu 11 cua Luat Khiéu nai
2011 thi nguoi c6 tham quyen giai quyét khiéu nai lan dau phai thu ly
giai quyét. Truong hop nhiéu ngudi ciing khiéu nai vé mot noi dung
va cir nguoi dai dién dé trinh bay ndi dung khiéu nai thi thu ly khi
trong don khiéu nai c6 day du chir ky caa nhitng nguoi khiéu nai va
c6 van ban cir ngudi dai dién theo quy dinhtai Biéu 7 cua Nghi dinh
s6 124/2020/ND-CP.

2. Théng bao vé viéc thu Iy hoiac khong thu Iy khiéu nai Ddi véi
khiéu nai quyét dinh hanh chinh, hanh vi hanh chinh, ngudi ¢6 tham
quyen giai quyet khiéu nai thdng bao viéc thu ly hoac khéng thu ly
bang vin ban dén nguoi khiéu nai, co quan, t6 chic, don vi, ca nhan
¢6 lién quan va co quan thanh tra nha nugc cing cap biét. Trudng
hop nhiéu nguoi khiéu nai vé ciing mot ndi dung va cir ngudi dai dién
dé thyuc hién viéc khiéu nai thi van ban théng béo viéc thu ly hoic
khong thu Iy duoc guri dén mét trong sé nhitng nguoi dai dién.

Budc 2: Xac minh ndi dung khiéu nai

1. Kiém tra lai quyét dinh hanh chinh, hanh vi hanh chinh bi khiéu nai

a) Sau khi thu Iy khiéu nai, nguoi ¢ tham quyén giai quyét khiéu nai



lan dau kiém tra lai quyét dinh hanh chinh, hanh vi hanh chinh bi
khiéu nai.Noi dung kiém tra lai bao gém: Cian ci phap Iy ban hanh
quyét dinh hanh chinh, thuc hién hanh vi hanh chinh; tham quyén ban
hanh quyét dinh hanh chinh, thuc hién hanh vi hanh chinh; néi dung
ctia quyét dinh hanh chinh, viéc thuc hién hanh vi hanh chinh; trinh
tu, thu tuc ban hanh, thé thic va ki thuat trinh bay quyét dinh hanh
chinh; cac noi dung khac(néu co).

b) Sau khi kiem tra lai, néu thay khiéu nai la dung thi nguoi c6 tham
quyén giai quyet khiéu nai lan dau ra quyét dinh giai quyet khiéu nai
ngay. Néu thay chua c6 co so két luan noi dung khiéu nai thi nguoi
c6 tham quyeén giai quyét khiéu nai tién hanh xac minh.

2. Giao nhigm vy xac minh ngi dung khiéu nai Nguoi giai quyét
khiéu nai ty minh xac minh hoic giao ca nhan thugc quyén quan ly
ciia minh tién hanh xac minh noi dung khiéu nai. Nguoi gial quyét
khiéu nai ban hanh Quyét dinh xac minh noi dung khiéu nai, trong d6
xé4c dinh rd ngudi thuc hién xac minh, quyén va nghia vu ciia ngudi
thuc hién xac minh, thoi gian, ngi dung xac minh.

3. Tién hanh xac minh noi dung khiéu nai

a) Lam viéc truc tiép vai ngudi khiéu nai, nguoi dai dién, nguoi duoc
uy quyen luat su, tro gilp vién phap 1y caa ngudi khiéu nai Nguoi giai
quyet khiéu nai hoic nguoi duoc giao nhiém vy xac minh ndi dung
khiéu nai 1am viéc truc tlep va yéu cau ngIIO’I khiéu nai hoic nguoi dai
dién, ngudi dugc uy quyén, luat su, tro glup vién phap ly cua nguoi
khiéu nai cung cap thdng tin, tai liéu, bang ching c6 lién quan dén
nhan than, noi dung khiéu nai. Noi dung 1am viéc duoc 1ap thanh bién
ban, ghi rd thoi gian, dia diém, thanh phan, noi dung va c6 chix ky caa
cac bén. Trudong hop nguoi khiéu nai khdng hop tac, khong lam viéc,
khong ky vao bién ban 1am viéc thi bién ban duoc lay chir ky cua
nguoi lam chang hoic dai dién chinh quyén dia phuong. Bién ban
duoc 1ap thanh it nhat hai ban, mi bén giit mot ban.

b) Lam viéc tryc tiép voi nguoi c6 quyen, loi ich lién quan Trong qué
trinh giai quyét khiéu nai lan dau, nguoi giai quyét khiéu nai hoic
nguoi duoc giao nhi¢ém vu xac minh lam viéc truc tiép voi nguoi €O
quyén, loi ich lién quan va yéu cau cung cap théng tin, tai liéu, bang
chtng lién quan dén noi dung khiéu nai. Noi dung 1am viéc duoc 1ap
thanh bién ban, ghi rd thoi gian, dja diém, thanh phan, noi dung va cé
chit ky cua cac bén. Bién ban duoc lap thanh it nhat hai ban, mdi bén
gitt mot ban.

¢) Yéu cau co quan, té chic, don vi, c& nhan c6 lién quan cung cép
thong tin, tai liéu, bang chang Trong qué trinh x4c minh noi dung
khiéu nai, nguoi giai quyét khiéu nai hoic ngudi dugc giao nhiém vu
x&c minh giri vén ban yéu cau co quan, to chirc, don vi, ¢4 nhan c6
lién quan cung cap thong tin, tai liéu, bang chung lién quan den noi
dung khiéu nai. Truong hop lam viéc truc tiép voi co quan, to chic,
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don vi, ca nhan c6 lién quan dé yéu cau cung cap thdng tin, tai liéu,
bang chung thi 1ap bién ban lam viéc. Bién ban duoc lap thanh it nhat
hai ban, moi bén gitr mot ban.

Theo Diéu 28 Luat Khiéu nai

Thoi han giai quyet khiéu nai lan dau khdng qua 30 ngay, ké tir ngay
thu ly dé giai quyét; ddi véi vu viéc phic tap thi thoi han giai quyet
c6 thé kéo dai hon nhung khong qua 45 ngay, ké tir ngay thu 1y dé
giai quyét O vung sdu, vung xa di lai kho khan, thi thot han giai
quyet khiéu nai 1an dau khdng qua 45 ngay, ké tur ngay thu ly dé giai
quyét; d6i vai vu viéc phirc tap thi thoi han giai quyet c6 thé kéo dai
hon nhung khong qua 60 ngay, ké tir ngay thu 1y dé giai quyét.

- Bon khiéu nai hodc ban ghi 11 khiéu nai;

01 bo

Theo Biéu 11 Luat Khiéu nai 2011: Khiéu nai thuoc mot trong cac
truong hop sau day khong duoc thy ly giai quyét:

1. Quyét dinh hanh chinh, hanh vi hanh chinh trong ndi bo co quan nha
nude dé chi dao, to chie thyc hién nhiém vu, cdng vu; quyét dinh hanh
chinh, hanh vi hanh chinh trong chi dao diéu hanh caa co quan hanh
chinh cap trén voi co quan hanh chinh cap dudi; quyét dinh hanh chinh
c6 chtra dung cac quy pham phap luat do co quan, to chiic, ca nhan c6
tham quyén ban hanh theo trinh tu, thu tuc cua phép luat vé ban hanh
van ban quy pham phap luat; quyét dinh hanh chinh, hanh vi hanh
chinh thugc pham vi bi mat nha nudc trong cac linh vuc qubc phong,
an ninh, ngoai giao theo danh muc do Chinh phu quy dinh;

2. Quyét dinh hanh chinh, hanh vi hanh chinh bi khiéu nai khéng lién
quan truc tiép dén quyén, loi ich hop phap cia nguoi khiéu nai;

3. Nguoi khiéu nai khong cé nang luc hanh vi dan sy day di ma
khong c6 nguoi dai dién hop phap;

4. Nguoi dai dién khdng hop phép thuc hién khiéu nai;

5. Pon khiéu nai khéng cd chit ky hoic diém chi ctia ngudi khiéu nai;
6. Thoi hiéu, thoi han khiéu nai da hét ma khong co 1y do chinh déng;
7. Khiéu nai da c6 quyét dinh giai quyét khiéu nai lan hai;

8. Co vin ban thong bao dinh chi viéc giai quyét khiéu nai ma sau 30
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ngay ngudi khiéu nai khéng tiép tuc khiéu nai;

9. Viéc khiéu nai da duoc Toa an thu ly hodc da duoc giai quyét
bang ban &n, quyét dinh ctia Toa &n, trir quyét dinh dinh chi giai
quyét vu &n hanh chinh cua Toa an.

Luat 02/2011/QH13 ngay 11-11-2011;
Nghi dinh 124/2020/ND-CP ngay 19-10-2020

File mau: ,
Don khiéu nai hodc ban ghi 161 khiéu nai (Mau ban hanh kém theo
Nghi dinh 124-2020) Tai vé

Quyét dinh giai quyét khiéu nai lan dau


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2022_07/1658459965_Mau_ban_hanh_kem_theo_Nghi_dinh_124-2020.doc

III. LINH VUC HQ TICH: 30 THU TUC
1.Thi tuc dang ky khai sinh
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Thu tuc dang ky khai sinh

Ho tich

- Co quan thuc hién va quyét dinh thi tuc hanh chinh:

+ Uy ban nhan dan cap xa noi cu tri ctia ngudi cha hodc nguoi me
thuc hién dang ky khai sinh cho tré em.

+ Uy ban nhan dan cap xa noi 1ap bién ban vé viéc tré bi bo roi dbi
véi truong hop dang ky khai sinh cho tré bi bé roi.

- Co quan phdi hop thyuc hién: Khdng

- Nguoi ¢6 yéu cau dang ky khai sinh tryc tiép thuc hién hoac ay
quyén cho ngudi khac thuc hién viéc dang ky khai sinh;

- Nguoi thyc hién viéc dang ky khai sinh c6 thé truc tiép nop ho so
tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa co
tham quyén hoic gui ho so qua hé thong buu chinh.

T6 chuc

- Nguol céd yeu cau dang ky khai sinh nop hd so tai Bo phén tiép
nhan va tra két qua thuoc Uy ban nhan dan cip x& c6 tham quyeén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, doi
chiéu théng tin trong To khai va tinh hop 18 caa gidy to trong hd so
do ngudi yéu cau nop, xuat trinh.

- Néu ho so day du, hop Ié, nguoi tiép nhan ho so viét gidy tiép nhan,
trong d6 ghi 1& ngay, gio tra két qua; néu ho so chua day da, hoan
thién thi huéng dan ngudi nop hd so bod sung, hoan thién theo quy
dinh; truong hop khdng thé bo sung, hoan thién ho so ngay thi phai
lap thanh van ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cua nguoi tiép
nhan.,

- Néu hd so sau khi dd duoc huéng dan ma khong duoc bd sung day
dua, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so va 1ap vin
ban tir chéi tiép nhan hd so, trong d6 ghi rd 1y do tir chdi, ky, ghi rd
ho, chit dém, tén cta ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
sang thi chuyén giao trong budi sang, ho so tiép nhan dau gio chiéu
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thi chuyén giao trudc 15 gid va hd so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.

- Néu thay thong tin khai sinh day da va phu hop, céng chirc tu phap
- ho tich bao céo Chu tich Uy ban nhan dan cap xi. Trudng hop Chu
tich Uy ban nhan dan cp xa dong y giai quyét thi cong chirc tu phap
- ho tich cap nhat thong tin khai sinh theo hudng dan dé lay Sé dinh
danh c4 nhan (d6i Vi cac dia phuong da trién khai cap Sé dinh danh
c4 nhan khi dang ky khai sinh), ghi noi dung khai sinh vao S6 va ky
tén vao S6 dang ky khai sinh. Chu tich Uy ban nhan dan cap xa ky
Gidy khai sinh cap cho ngudi duoc dang ky khai sinh.

- Sau khi nhan S6 va Giay khai sinh tir cong chirc tu phap — ho tich;
B6 phan tiép nhan va tra két qua huéng dan dé nguoi di dang ky khai
sinh ky tén vao So, déng thoi trao Gidy khai sinh cap cho nguoi duoc
dang ky khai sinh.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to la ban sao dwoc cap tir so
goc hodc ban sao dugc chuang thuc tir ban chinh thi nguoi tiép nhén
ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
nguoi di dang ky nop ban sao ¢ ching thyuc gidy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi ding ky ho
tich, ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, ddi
chiéu vai théng tin trong To khai va tra lai cho ngudi xuat trinh,
khong dugc yeu cau ngudi dang ky ho tich nop thém ban sao giay to
d6. Nguoi tiép nhan c6 the chup 01 ban glay to xuat trinh hoac ghi lai
thong tin cua gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, du ho so ding ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phép luat ho tich khéng
quy dinh phai ngp.

Ngay trong ngay cong chiic tu phap — ho tich tiép nhan yéu cau,
treong hop nhan ho so sau 15 gio ma khdng giai quyet duoc ngay thi
tra két qua trong ngay lam viéc tiep theo.

- Phi cap ban sao Gidy khai sinh (néu c6 yau cau): 8.000 dong/ban sao.

- Pdi voi truong hop dang ky khai sinh khong dung han: Muc Ié phi
1a 5000 dong/lan

- Mién 1¢& phi @i voi trudong hop khai sinh diing han, nguoi thudc gia
dinh c6 cong véi cach mang; ngudi thudc ho nghéo; ngudi khuyét
tat.
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* Gidy to phai xuat trinh:

- Ho6 chiéu hogc chirng minh nhan dan hodc the can cudc cong dan
hoac cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gia tri st dung dé ching minh vé nhan than cua
ngudi cO yéu cau dang ky khai sinh.

- Gidy to chimg minh noi cu tra dé chitng minh thim quyén dang ky
khai sinh; truong hop cha, me cua tré da dang ky két hon thi phai
Xuat trinh Gidy chizng nhan két hon (trong giai doan Co s¢ dit lidu
quéc gia vé dan cu va Co sé dir liéu ho tich dién tir toan qubc chua
duoc xay dyng xong va thyc hién thong nhat trén toan quoc).

Truong hop gui ho so qua hé thong buu chinh thi phal gui kem theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

* Gidy to phai nop:

- To khai dang ky khai sinh theo mau.

- Ban chinh Giay chtng sinh; truong hop khong cé Giay chiing sinh
thi ndp van ban cia ngudi lam chiing xac nhan vé viéc sinh; néu
khong co ngudi 1am chang thi phai c6 gidy cam doan vé viéc sinh.

- Trudng hop tré em bi bo roi thi phai ¢ bién ban vé viéc tré bi bo
roi do co quan c6 tham quyen 1ap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai co
van ban xac nhan cia co so'y té da thuc hién ky thuat hd tro sinh san
cho viéc mang thai ho.

- Van ban uy quyén theo quy dinh caa phap luat trong truong hop ay
quyén thuc hién viéc dang ky khai sinh.

01 bo

Khong

- Luat Hon nhan va gia dinh;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot s diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dit liéu h¢ tich dién tir, dang ky ho tich truc tuyén;

- Thong tw s6 04/2020/TT- BTP ngay 28/5/2020 cua Bo Tu phap quy
dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh so
123/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

_ Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cia Bo Tai chinh
quy dinh mac thu, ché do thu, nop, quan ly va sir dung phi khai thac,
str dung thong tin trong co s& dit liéu ho tich, phi xac nhan cé quéc
tich Viét Nam, phi x&c nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
_Thoéng tu sb 85/2019/TT-BTC ngay 29/11/2019 cia Bo Tai chinh
huéng dan vé phi va 1& phi thudc tham quyén quyét dinh cia Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo Tai chinh
stra d6i, b6 sung mot sé diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cta Bo Tai chinh huéng dan vé phi va I¢é phi thuoc tham
quyén quyét dinh cia Ho6i ddng nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau: ‘
to khai dang ky khai sinh _Tai vé

Gidy khai sinh


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2022_11/1668110454_1-_TK_dang_ky_khai_sinh.doc

2. Xac nhan thong tin ho tich
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Xac nhan thdéng tin ho tich
Ho tich

Co quan thyuc hi¢n thu tuc hanh chinh: Co quan quan 1y Co s¢ dit ligu
ho tich dién ti (Co quan dang ky ho tich, Bo Tu phap, S& Tu phap cac
tinh, thanh phd truc thudc trung wong, Phong Tu phap cac huyén,
quan, thi x&, thanh phé thugc tinh, thanh phé tryc thudc trung wong).

Co quan phdi hop: Co quan cong an, cic co quan khac ¢6 lién quan.

- Ngudi €6 yeu cau xac nhan thong tin ho tich truc tiép thuc hién
hoac iy quyén cho ngudi khac thuc hién nop ho so truc tiép tai Bo
phan mot cua/Trung tam hanh chinh cong cua Co quan quan ly Co so
dir liéu ho tich dién tir hoac gui ho so qua hé thong buu chinh hoac
nop ho so tryc tuyén trén Cong dich vu cong quéc gia
(https://dichvucong.gov.vn) hoac

Cong dich vu cong cap tinh (https://dichvucong.haiduong.gov.vn).

Ca nhan

- Néu Iya chon hinh thtic nop hd so truc tiép, ngudi c6 yéu cau cap
x&c nhan thdng tin ho tich nop hd so d& nghi cip xac nhan théng tin
ho tich tai Bo phan mot cira/Trung tam hanh chinh cong cua Co quan
quan 1y Co so dit lidu ho tich dién tar c6 tham quyén; nop phi, 1& phi
theo quy dinh phép luat.

- Néu lua chon hinh thac nop ho so truc tuyén, nguoi o yéu CAU Cap
xac nhan thong tin ho tich truy cap cong dich vu cong qudc gia hoic
cong dich vy cong cap tinh, ding ky tai khoan (néu chua cé tai
khoan), xac thuc ngudi dung theo huong dan, dang nhap vao hé
thong, xac dinh ding Co quan quan ly Co s¢ dir liéu ho tich dién tur c6
tham quyen

Nguoi c6 yéu cau cap xéac nhan thdng tin ho tich truc tuyén cung cap
thong tin theo biéu mau dién tir twong tac (cung cap trén Cong dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac gidy to, tai lidu
lién quan dén ndi dung dé nghi xac nhan thong tin ho tich; nop phi
théng qua chic ning thanh toan truc tuyén hoic bang cach thic khéc
theo quy dinh phép luat, hoan tat viéc nop ho so.



- Cén bo tiép nhan ho so tai Bo phan mot cira co trach nhiém kiém tra
tinh chinh xac, déy du, théng nhat, hop 1€ cua hd so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan ho s0, ¢6 Phiéu hen, tra
két qua cho ngudi ¢d yéu cau (néu nguoi €6 yéu cau lya chon hinh thirc
nop hé so truc tiép) hozc gui ngay Phiéu hen, tra két qua qua thu dién ta
hodc gui tin nhan hen tra két qua qua dién thoai di dong cho ngudi c6
yéu cau (néu ngudi c6 yéu cau lya chon hinh thic nop hd so truc tuyén),
d6ng thoi chuyén hd so dé céng chirc 1am cong tac hé tich xt ly.

Sau khi tiép nhan hé so theo hinh thirc nop truc tiép, can bo tiép nhan hd
so tai B6 phan mot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu
dién tir trén hé thong thong tin, co sa dir liéu) va ky sb vao tai liu, ho so
giai quyét thu tuc hanh chinh di duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop 1€ thi c6 théng bao cho nguoi
yéu cau bo sung, hoan thién hd so, néu 1o loai gidy to, noi dung can
bo sung dé ngudi c6 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 cap xac nhan thong tin ho tich khdng
bo sung, hoan thién dugc hd so thi bao cao Trudng bo phan mot cira co
thdng bao tir chéi giai quyét yéu cau xac nhan théng tin ho tich.

- Cong chuc 1am cdng tac ho tich tham tra hé so (tham tra tinh théng
nhat, hop I& cua céc thong tin trong hd so, gidy to, tai liéu do nguoi
y&u cau nop, xuat trinh hoic dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du diéu kién
giai quyét, phai tir chéi thi gui thong béo vé tinh trang hd so t6i B
phan mot cira dé théng bao cho ngudi ndp hd so — thuc hién lai budc
(ii) hodc (iii):

+ Truong hop can phai kiém tra, xac minh lam ré hoac do nguyén
nhan khac ma khong thé tra két qua ding thoi gian da hen thi cong
chuc 1am cong 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 nguoi c6 yéu cau (néu nguoi co
yéu cau lya chon hinh thac nop ho so truc tiép), hoac gui Phiéu xin 15i
va hen lai ngay tra két qua qua thu di¢n tu hoac gui tin nhan qua dién
thoai di dong cho nguoi ¢ yéu cau (néu ngudi ¢ yéu cau lra chon
hinh thtrc nép hd so truc tuyén).

Truong hop can xac minh, cdng chic 1am cong tac ho tich bdo cao
Thu truong Co quan quan Iy Co so dit liéu ho tich dién tir ¢c6 van ban
dé nghi co quan cong an, cac co quan khac 6 lién quan xac minh theo
quy dinh tai Khoan 3 Diéu 13 Nghi dinh sé 87/2020/ND-CP. Trudng
hop két qua xac minh khéng co thdng tin hoac théng tin khéng théng
nhat véi gidy to ngudi yéu cau cung cap thi tir chbi cap Vian ban xac
nhan théng tin ho tich.

Péi véi yéu cau xac nhan thong tin ho tich cia ca nhan, néu thay
thong tin ho tich cua ca nhan khéng co su thay doi thi cong chac 1am
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cbng tac ho tich bao cao Thu truong Co quan quan 1y Co s& dir liéu ho
tich dién tir khdng cap Vin ban xac nhan théng tin ho tich ma huéng
dan ngudi yéu cau lam tha tuc cap ban sao Gidy khai sinh hoic ban
sao trich luc ho tich twong ng, trir truong hop co quan, t6 chuc co
tham quyen dé nghi cap van ban xac nhan dé giai quyét vu viéc lién
quan dén ca nhan.

+ Néu thay hd so day du, hop I¢, ding quy dinh, thong tin trong Co s6
dir liéu ho tich dién tir va thong tin dé nghi X4c nhan 13 dung, trudng
hop tiép nhan ho so cap xac nhan thong tin ho tich theo hinh thuc truc
tiép, thi céng chirc 1am cong tac ho tich in Van ban x&c nhan théng tin
ho tich, trinh Thu truong Co quan quan 1y Co s dir liéu ho tich dién tur
ky, chuyén téi Bo phan mot cira dé tra két qua cho ngudi ¢6 yéu cau.
Truong hop tiép nhan hé so xin cap xac nhan thong tin ho tich theo
hinh thuc truc tuyén, cong chac 1am cong tac ho tich giri lai bieu mau
Xéc nhan thong tin ho tich dién tir v4i thong tin ddy di cho nguoi yéu
cau qua thu dién tir hoic thiét bi so.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua cac
théng tin trén biéu miu Xé&c nhan théng tin ho tich dién tir va xac
nhan (t6i da mot ngay).

Néu nguoi c6 yéu cau xac nhan thong tin da thong nhét, day du hoac
khdng c6 phan héi sau thai han yéu cau thi cdng chire 1am cong tac ho
tich in Van ban xac nhan théng tin ho tich, trinh Thu truong Co quan
quan ly Co s& dir liéu ho tich dién tir ky Cap Vén ban xac nhan thong
tin ho tich, chuyen B phan mot cua tra két qua cho ngudi 6 yéu cau.
- Ngudi €6 Yeu cau cap xac nhan thdng tin ho tich duoc nhan két qua
theo mét trong cac phuong thirc sau day:

+ Nhan ban dién tir Van ban xac nhan thong tin ho tich gui qua thu
dién ti, Kho quan ly dit liéu dién ttr cua to chic, ca nhan do;

+ Nhan ban dién tir Van ban xac nhan théng tin ho tich giri vao thiét
bi sb, thong qua phuong phap truyén sé liéu phu hop, dam bao an
toan, bao mat thong tin;

+ Nhan két qua 1a Van ban xac nhan théng tin ho tich thong qua hé
théng buu chinh;

+ Nhan két qua 1a Van ban xac nhan thdng tin ho tich tai co quan ding
ky ho tich.

03 ngay. Truong hop phai kiém tra, x4c minh thi thoi han cé thé kéo
dai nhung khong qua 10 ngay lam vi¢c

Khéng

8.000 dong/Vin ban xac nhan vé mat viéc ho tich ciia ca nhan di ding ky

- Mién I phi cho ngudi thudc gia dinh c6 cong v6i cach mang; nguoi
thudc ho nghéo; nguoi khuyeét tat.
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- To khai dé nghi x4c nhan thdng tin ho tich theo mau (néu ngudi c6
y&u cau lya chon nop hd so theo hinh thic truc tiép);

- Biéu mau dién tir tuong tac yéu cau cap van ban xac nhan thdng tin
h¢ tich (do nguoi yéu cau cung Cap thong tin theo hudng dan trén
Cong dich vu cong, néu ngudi co yéu cau lua chon nop hd so theo
hinh thie truc tuyén);

- Ngudi ¢6 yéu cau xac nhan thong tin h tich thuc hién viéc nop/xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thac truc tuyén)
céc gidy to sau:

* Glay to phai nop:

- Giay to, tai liéu c6 lién quan dén noi dung dé nghi xéac nhan théng
tin ho tich;

- Van ban 1y quyén (duoc ching thuc) theo quy dinh caa phap luat
trong trudng hop ty quyén thuc hién viéc xin cap xac nhan thong tin
ho tich. Truong hop ngudi dugc Gy quyén la ong, ba, cha, me, con,
v, chong, anh, chi, em rudt ciia nguoi Gy quyén thi van ban ay quyeén
khong phai chang thuc.

* Giay to phai xuat trinh:

- Ho chiéu hodc chitng minh nhan dan hoic thé can cudc cong dan
hoac cac giéy to khac ¢6 dan anh va thong tin ca nhén do co quan ¢6
tham quyeén cap, con gia tri st dung dé chting minh vé nhan than cua
ngudi ¢4 yéu cau cip xac nhan thdng tin ho tich. Truong hop cac
thong tin c& nhan trong céc gidy to nay di c6 trong Co so dit liéu qubc
gia vé dan cu (CSDLQGVDC), Co sé dit lieu ho tich dién to
(CSDLHTDT), dugc hé théng dién ty dong thi khdng phai xuét trinh
(theo hinh thire truc tiép) hoic tai 18n (theo hinh thic truc tuyén);

- Gidy to chung minh noi cu tri. Trudng hop cac thong tin vé gidy to
chtrng minh noi cu tri d3 c¢6 trong CSDLQGVDC, duge dién tu dong
thi khéng phai xuat trinh (theo hinh thic tryc tiép) hoic tai 1én (theo
hinh thire truc tuyén).

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém theo
ban sao c6 chung thuc cac giay to phai xuat trinh néu trén.

*Luuy

- Bdi voi gidy to nop, xuat trinh néu ngudi yéu cau ndp hd so theo
hinh thie tryuc tiép:

+ P4i véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan co
trach nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup lai
hoic ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat
trinh, khong duoc y&u cau nop ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao chung thyc tir
ban chinh hogic ban sao duoc cap tir s6 goc hoac ban chup kém theo
ban chinh gidy to dé déi Chleu Truong hop nguoi yéu cau nop ban
chup kem theo ban chinh gidy to thi ngudi tiép nhan co trach nhiém
Kiém tra, d6i chiéu ban chup véi ban chinh va ky xéac nhan, khong
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duoc yéu Céu ngudi di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky
hd tich theo quy dinh cua phap luét hd tich, khong dugc yéu cau nguoi
dang ky ho tich nop thém gidy to ma phap luat ho tich khéng quy dinh
phai nop.

- Béi voi gidy to gui kém theo néu ngudi yéu cau nop hd so theo hinh
thire truc tuyén:

+ Ban chup cac gidy to gui kém theo hd so cip Xac nhéan thong tin ho
tich truc tuyen phai bao dam rd nét, day du, toan ven vé noi dung, la
ban chup bang may anh, dién thoal hodc dugc chup, duoc quet bang
thlet bi dién tur, tir gidy to duoc cap hop 1€, con gia tri st dung; néu la
gidy to do co quan c6 tham quyén nudc ngoai cap thi phai duoc hop
phap hoa 1anh su, dich sang tiéng Viét theo quy dinh, trir trudng hop
duoc mién hop phép hoa lanh su.

+ Truong hop nhan két qua (Van ban xac nhan thdng tin ho tich) tai
co quan dang ky ho tich, ngudi c6 yéu cau cap xac nhan thdng tin ho
tich xuat trinh gidy to tuy than; nop ban chup cac gidy to, tai liéu co
lién quan dén nodi dung dé nghi xac nhan thong tin ho tich theo quy
dinh phap luét h¢ tich. Truong hop gidy to, tai lieu phai gui kém trong
hd so cip x&c nhan thdng tin ho tich truc tlep hoic truc tuyén da co
ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu
cau duogc su dung ban dién ter nay.

01 bd

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cia Bo Tu phap quy
dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND-CP ngay 28/7/2020 caia Chinh pha quy dinh vé Co so dir
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liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh mac thu, ché d6 thu, nop, quan Iy va st dung phi khai théc,
st dung thdng tin trong co s& dir liéu ho tich, phi xac nhan c6 qudc
tich Viét Nam, phi x&c nhan 1a ngudi gbc Viét Nam, 18 phi quéc tich:

- Thong tu sb 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh
huéng dan vé phi va 1& phi thudc tham quyén quyét dinh cua Hoi dong
nhan dan tinh, thanh phé truc thudc Trung wong;

- Théng tu s6 106/2021/TT-BTC ngay 26/11/2021 caa Bo Tai chinh
stra d6i, bo sung mot s6 diéu cua Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1é phi thuoc tham
quyén quyét dinh cia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung wong

Vian ban xac nhan théng tin ho tich.



3.Thi tuc llen thong Ping ky khai tir - X6a dang ky thwong tra -
Hwéng ché do tir tuat (tro cap tuat va tro cap mai tang)

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc lién thong Déang ky khai tr - Xoa déng ky thuong trd -
Huong ché do tir tuat (tro cap tuat va tro cip mai tang)

Ho tich

Cong an Xa

Cong an huyén

Bao hiém x& hoi cap huyén

Truc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Bugc 1: Cong chirc Tu phap ho tich tiép nhan hd so ¢6 trach nhiém
kiém tra giay to trong hd so:

+ Néu ho so day du, hop 18 thi tiép nhan va thu 1& phi ding ky khai ttr
theo quy dinh (néu c6), dong thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu hd so thiéu hoic khdng hop 18 thi hudng dan ngudi ¢ yéu cau
bo sung hoan thién ho so; van ban huéng dan phai ghi day du, rd
rang loai glay to can bo sung, hoan thi¢n;

Cong chuc tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi nop
ho so. Tién hanh quét (scan) va luu trit ho so dién tir, cap nhat vao co
s& dir liéu cua Hé thong thong tin mét cira dién tir cta dia phuong.
Truong hop viéc dang ky khai tir dugc thuc hién Iuu dong thi cong
chtrc tu phap - ho tich truc tiép nhan hd so, cap gidy tiép nhan ho so
va hen tra két qua cho nguoi dan, sau d6 cap nhat vao co so dir liéu
ctia Hé thng thdng tin mot cura dién tir cua dia phuong.

Trudng hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di dang ky dén dung co quan co thdm quyén giai
quyét theo quy dinh.

Nghién cau xt ly hd so:

+ Néu ho so day du, thdng tin khai ta phi hop va dang quy dinh thi
tién hanh ghi noi dung khai tir vao So6 hé tich, cap nhat vao co sé di



liéu ho tich va trinh 1anh dao xa ky Trich luc khai tur;

+ Néu hd so khong day du va khong dang theo quy dinh trinh vin
ban tir chdi.

- Budc 2: Ngay khi ¢6 trich luc khai tir, Cong chirc Tu phap ho tich
cia UBND cép x4 c6 trach nhiém chup 02 ban trich luc khai tir tur
ban chinh dé bd sung vao hd so x6a dang ky thuong tru va hd so
huong ché do tir tuat (tro cap tuat va trg cap mai tang) ddng thot thuc
hién: Chuyén ho so xo6a diang ky thu:ong tra dén Cong an cap xa
(ngoai trir thanh phé Long Khanh va thanh phd Bién Hoa) hoic
chuyén cho co quan Céng an thanh phd Long Khanh hay Cong an
thanh phd Bién Hoa thuc hién viéc giai quyet thu tuc xo0a dang ky
thuong trd. Chuyén hd so huéng ché do tir tuat (trg cap tuat va tro
cAp mai tang) cho Céng chtc vin hoa - xa hoi dé trinh Chu tich
UBND cap xa ky chuyén cho co quan Bao hiém xa hoi huyén (riéng
dia ban thanh ph6 Bién Hoa s& chuyén Bao hiém xa hoi tinh) dé giai
quyét huong ché do tir tuat (tro cAp tuat va trg cap mai tang).

- Buoc 3:

+ Co quan Cong an ddi chiéu voi cac quy dinh cia phap luat vé cu
tra:

Truong hop hd so day du, hop 1é thi viét gidy bién nhan trao cho
ngudi chuyén hd so.

Truong hop hd so da diéu kién nhung thiéu thanh phan hd so hoic
biéu miu, gidy to ké khai chua dung, chua day du thi can bo tiép
nhan ho so ¢ trach nhiém tra lai hd so kém theo thong bao bang van
ban va néu rd ly do, ndi dung can bo sung cho ngudi chuyén hé so dé
huéng dan cho ngudi dan.

Truong hop duoc gidi quyét xoa dang ky thuong trl: Nhan ho 80,
kiém tra lai glay to, tai lidu, dbi chiéu cac thong tin duoc ghi trong $6
ho khau, gidy to khac va ky nhan vao so6 theo dai giai quyét ho khau
(ky, ghi rd ho, tén va ngay, thang, nam nhan két qua) va thuc hién
x6a dang ky thuong tr( cia nguoi chét, thay d6i chu ho (néu cd).
Chuyén két qua cho Cong chtrc Tu phap - Ho tich tai Bo phan mot
clra cap x4 dé tra cho ngudi dan.

+ Co quan bao hiém xa hoi kiém tra néu day du tha tuc theo quy
dinh, thi giai quyét ché do ttr tuat cho ngudi dan. Chuyén két qua cho
Cong chizc Tu phap - Ho tich tai Bo phan mot ctra cap xa dé tra cho
nguoi dan.

Truong hop hd so du diéu kién nhung thiéu thanh phan hé so hoic
biéu mau, gidy to ké khai chuwa dung, chua day du thi can bo tiép
nhan ho so ¢ trach nhiém tra lai ho so kém theo thong bao bang van
ban va néu rd ly do, ndi dung can bo sung cho nguoi chuyén hd so dé
huéng dan cho ngudi dan.

Truong hop hd so khong da diéu kién thi khdng tiép nhan va tra 10i
bang van ban cho nguoi dén nop hd so, néu 1 1y do khong tiép nhan;
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- Budgc 4: Cong chire Tu phép - Ho tich tai Bo phan mot cura cap xa
tra ket qua cho ngudi nop hd s0, yéu cau nguoi nhén két qua ky nhan
vao sb ding ky khai tir va s6 theo dbi giai quyét ho khau; ky nhan
tién huong ché do tir tuat.

* Luu y: Trong truong hop ca nhan khong gui hd so qua dich vu buu
chinh cong ich, thoi han giai quyét duoc tinh vao ngay lam viéc cua
UBND cap xa.

Tbi da khong qué 20 ngay lam viéc, trong d6 thoi gian giai quyét 1a
14 ngay; thoi gian chuyén ho so 1a 06 ngay

5.000 dong/1 truong hop (dang ky khai tir sau 15 ngay); c6 nhu cau
cap ban sao: 8.000 dong/1 truong hop. Mién 1& phi ddi voi trudong
hop dang ky khai tir dung han, nguoi thudc gia dinh c6 cong véi cach
mang; nguoi thudc ho nghéo; nguoi khuyét tat; tré em; nguoi cao
tudi; ¢6ng bao dan toc thiéu sé & cac xa co diéu kién kinh té - x& hoi
dac biét kho khan

Khong

Ban chinh mot trong cac gidy to 1a ho chiéu hodc ching minh nhan
dan hoic thé can cudc cong dan hoic céc gidy to khac co dan anh va
thong tin ca nhan do co quan c6 tham quyén cip, con gia tri sir dung
dé chting minh vé nhan than cia ngudi c6 yéu cau dang ky khai ti.
Truong hop hd so gt qua hé théng buu chinh thi phai gui kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén

01 bo
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Théng tu 15/2015/TT-BTP
Nghi dinh 31/2014/ND-CP

Nghi dinh 134/2015/ND-CP - Quy dinh chi tiét mot s diéu cua luat
bao hiém xa hoi vé bao hiém x& hoi tu nguyén

Nghi dinh 33/2016/ND-CP-Quy dinh chi tiét va huéng dan thi hanh
mot sd didu cua Luat Bao hiém xa hoi vé bao hiém xa hoi bat budc
d6i voi quan nhan, cong an nhan dan va ngudi lam cong tac co yéu
huong luong nhu dbi véi quan nhan

Théng tu 36/2014/TT-BCA

Théng tu 35/2014/TT-BCA

Luat stra doi, bd sung mot sé diéu cua Luat Cu tra

Luat Bao hiém x& hoi

Luat Ho tich

Thong tu 181/2016/TT-BQP

Nghi dinh 123/2015/NDb-CP

Nghi dinh 115/2015/NDb-CP

Thong tu 59/2015/TT-BLDTBXH



4. Thu tuc lién thong bang ky khai tir - Xoa dang ky thwong tra -
Huwdéng mai tang phi (dm vo6i doi tuwong nguoi co cong voi cach mang tir tran)

Tén thu
fuc

Linh
vVuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc lién thong Dang ky khai tr - Xo6a dang ky thuong trd -
Huong mai tang phi (doi voi doi twong nguoi ¢b cong vei cach mang
tur tran)

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Budc 1: Cong chirc Tu phap ho tich tiép nhan ho so ¢ trach nhiém
kiém tra giay to trong hd so:

+ Néu hod so day du, hop 1€ thi tiép nhan va thu Ié phi dang ky khai ttr
theo quy dinh (néu co), dong thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khdng hop 18 thi huéng dan nguoi ¢ yéu cau
bd sung hoan thién ho so; van ban huéng dan phai ghi day du, r6 rang
loai gidy to can bd sung, hoan thién;

Cong chic tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi nop hd
so. Tién hanh quét (scan) va luu trit ho so dién tir, cap nhat vao co s
dix liéu caa Hé théng thdng tin mot cia dién tir cua dia phuong.
Truong hop viéc dang ky khai tir dugc thuc hién luvu dong thi cong
chure tu phap - ho tich truc tiép nhan ho so, cap gidy tiép nhan ho so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co sé dir lidu
cua Hé thong thdng tin mot cura di¢n tir cua dia phuong.

Truong hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di ding ky dén dung co quan c6 tham quyén giai
quyét theo quy dinh.

Nghién ctu xt ly hd so:

+ Néu ho so day du, théng tin khai tir phi hop va ding quy dinh thi
tién hanh ghi noi dung khai tr vao So6 ho tich, cap nhat vao co sé di



liéu ho tich va trinh 1anh dao xa ky Trich luc khai t;

+ Néu hé so khong diy du va khong dang theo quy dinh trinh vin ban
tir chdi.

- Budc 2: Ngay khi co trich luc khai tir, Céng chirc Tu phap ho tich
cia UBND cap x4 c6 trach nhiém chup 02 ban trich luc khai tir tir ban
chinh dé bd 'sung vao hd so x6a dang ky thuong tru va hd so hudng
ché do tir tuat (tro cap tuat va trg cap mai tang) dong thoi thuc hién:

+ Chuyén hd so x6a diang ky thuong tra dén Cong an cip x4 (ngoai
trir thanh phd Long Khanh va thanh phd Bién Hoa) hoic chuyén cho
co quan Cong an thanh phd Long Khéanh hay Cong an thanh phé Bién
Hoa thuc hién viéc giai quyét thi tuc xoa dang ky thuong tra.

+ Chuyén hé so huang mai tang phi cho Cong chirc Van hoa - X& hoi
dé trinh Chu tich UBND cip x&: xac nhan vao Ban khai va chuyén
dén UBND cép huyén qua phong Lao dong - Thuong binh va Xa hoi

- Buéc 3:

+ Co quan Cong an d6i chiéu véi cac quy dinh ciia phéap luat vé cu tra:
Truong hop ho so day du, hop I& thi viét gidy bién nhan trao cho
nguoi chuyén ho so.

Truong hop ho so du diéu kién nhung thiéu thanh phan ho so hoac
biéu mau, gidy to ké khai chua dung, chua day du thi can bo tiép nhan
hd so ¢6 trach nhiém tra lai hd so kém theo thong bao bang vian ban
va néu rd ly do, noi dung can bd sung cho ngudi chuyén hd so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xoéa dang ky thuong trd: Nhan hd so,
kiém tra lai giay to, tai liéu, d6i chiéu cac thong tin dugc ghi trong s6
ho khau, gidy to khac va ky nhan vao sb theo dai giai quyét ho khau
(ky, ghi ro ho, tén va ngay, thang, ndm nhén két qua) va thuc hién xo6a
dang ky thuong trl cia nguoi chét, thay do6i chu ho (néu co). Chuyen
két qua cho Cong chitc Tu phéap - Ho tich tai Bo phan mot cira cap x3
dé tra cho nguoi dan.

+ Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

Néu thay ho so dii diéu kién nhung thiéu thanh phan ho so hoac biéu
mau, giay to ké khai chua dung, chua day du thi can b tiép nhan hd
so ¢ trach nhiém tra lai hd so kém theo thong bao bang van ban va
néu rd Iy do, noi dung can bd sung cho Cong chirc Vin hoa X4 hoi tai
B6 phan Tiép nhan va Tra két qua cia UBND cap x& thong bao cho
nguoi ndp hd so biét, hoan thién hd so.

Truong hop hod so khong du diéu kién thi khong tiép nhan va tra 1o
bang vin ban cho nguoi dén nop hd so, néu 16 1y do khong tiép nhan.
Truong hop du diéu kién, phong Lao dong - Thuong binh va Xa hoi
kiém tra ho so, 1ap phiéu bao giam va tong hop danh sach dé nghi gii
S& Lao dong - Thuong binh va Xa hoi (Phong Nguoi ¢o cong).

- Budc 4: So Lao dong - Thuong binh va Xa hoi:

Xem xét ho so, ky quyét dinh huong ché do6 mai tang phi va chuyén
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quyét dinh vé Phong Lao dong - Thuong binh va Xa hoi huyén

- Budc 5: Phong Lao dong - Thuong binh va Xa hoi huyén.

Ngay sau khi nhan quyét dinh huong ché do mai tang phi cua S¢ Lao
dong - Thuong binh va Xa hoi, phong Lao dong - Thuong binh va Xa
hoi ¢ trach nhiém chi tra tién huong ché d6 mai tang phi chuyén cho
Cong chac Tu phap - Ho tich tai Bo phan mot cua cap xa dé tra két
qua cho nguoi dan

- Budc 6: Cong chue Tu phap - Ho tich tai B phan mét cua cap xa
tra ket qua cho ngudi Nop hd so, yéu cau nguoi nhan két qua ky nhan
Vao s6 dé theo doi

* Luu ¥: Trong trudong hop ca nhan khong giri hd so qua dich vu buu
chinh cong ich, thoi han giai quyét duoc tinh vao ngay lam viéc cua
UBND cap xa

Téi da khong qua 33 ngay lam vigc, trong do thoi gian giai quyét la
25 ngay; thot gian chuyén ho so 1a 08 ngay.

Phi : 5000 Pong (Lé phi dang ky khai tir: 5.000 dong/1 truong hop
(dang ky khai tir sau 15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1
truong hop. Mién 18 phi ddi véi truong hop ding ky khai tir dang han,
ngudi thudc gia dinh c¢6 cong vai cach mang; nguoi thuéc hd nghéo;
nguoi khuyét tat; tré em; nguoi cao tudi; dong bao dan toc thiéu sé o
cac xa co diéu kién kinh té - xa hoi dac biét kho khan)

Khong

T khai dang ky khai tir theo mau; Gidy bao tir hoac gidy to thay cho
Gidy bao tir theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2 Diéu 4
Nghi dinh sé 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua
Chinh pht quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich, cu thé: B4i voi ngudi chét tai co sé 'y té thi Thi trudng co sd
y té cap Gidy bao tir; dbi voi ngudi chét do thi hanh &n ti hinh thi
Chu tich Hoi dong thi hanh &n tir hinh cap gidy xac nhan viéc thi hanh
an ta hinh thay Gidy bao tir; doi véi nguoi bi Toa an tuyén bo 1a da
chét thi Ban an, quyét dinh c6 hiéu luc cia Toa an thay Giay bao tir;
d6i v4i nguoi chét trén phuong tién giao thong, chét do tai nan, bi
giét, chét dot ngot hoac chét co nghi van thi vin ban xac nhan cia co
quan cong an hoac két qua giam dinh cua Co quan giam dinh phap y
thay Glay bao tur. Gidy bao tir do Uy ban nhan dan cap xa noi nguoi
d6 chét cap néu khong thudc cac truang hop chét néu trén. Phiéu bao
thay doi ho khau, nhan khau; S6 ho khau (ban chinh) c6 dang ky
thuong trd cia ngudi chét; Ban khai cua dai dién than nhan (kém bién
ban uy quyén) hodc ngudi té chirc mai tang (theo mau quy dinh); Ban
sao trich luc khai ttr; Ho so ctia nguoi ¢6 ¢dng vai cach mang.
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Khdng

Thong tu 15/2015/TT-BTP

Nghi dinh 31/2014/ND-CP

Nghi dinh 134/2015/ND-CP - Quy dinh chi tiét mot s6 diéu cua luat
bao hiém x& hoi vé bao hiém xa héi tu nguyén

Luat 36/2013/QH13 - Sira ddi, bo sung mot sé diéu cua Luat Cu tra
Thong tu 36/2014/TT-BCA

Thong tu 35/2014/TT-BCA04/2012/UBTVQH13 - Sira ddi, bd sung
mot s6 diéu cua Phap lénh vu dai ngudi ¢ cong véi cach mang
Hudng dan vé tha tuc 1ap ho so, quan 1y ho so, thuc hién ché d6 vu
dai nguoi co cong vai cach mang va than nhan Luat Ho tich

Nghi dinh 123/2015/ND-CP

Nghi dinh 31/2013/ND-CP

- Trich lyc khai tu (ban chinh) ,
- 50 hg khau da x6a dang ky thuong tri cho ngudi chet;
- Quyet dinh va giai quyet ché dd mai tang phi.



5. Lién thong thi tuc Ping ky khai tir, xéa diing ky thwong tri, hd tro
chi phi mai tang cho doi twgng bao trg' xa hoi (dwec tre' gilp xa hoi thuwong
Xuyén tai cong dong)

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tr, x6a dang ky thuong tra, ho tro
chi phi mai tang cho ddi tuong bao trg xa hoi (dugc trg gidp xa hoi
thudong xuyén tai cong dong)

Ho tich

Cap Huyén, Cap Xa

Truc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Buéc 1: Cong chire Tu phap ho tich tiép nhan hd so c6 trach nhiém
kiém tra giay to trong hd so:

+ Néu ho so day da, hop 18 thi tiép nhan va thu 18 phi ding ky khai ttr
theo quy dinh (néu c6), dong thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu hd so thiéu hozc khdng hop 18 thi hudng dan ngudi ¢ yéu cau
bo sung hoan thién ho so; van ban huéng dan phai ghi day du, ro
rang loai glay to can bo sung, hoan thi¢n;

Cong chuc tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi nop
ho so. Tién hanh quét (scan) va luu trit ho so dién ti, cap nhat vao co
s& dir liéu cua Hé thong thong tin mét cira dién tir cta dia phuong.
Truong hop viéc dang ky khai tir duoc thuc hién luu dong thi cong
chtic tu phap - ho tich truc tiép nhan hd so, cap gidy tiép nhan ho so
va hen tra két qua cho nguoi dan, sau d6 cap nhat vao co sé dir liéu
ctia Hé thng thdng tin mot cura dién tir cua dia phuong.

Trudng hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di dang ky dén dung co quan co tham quyén giai
quyét theo quy dinh.

Nghién cau xt ly hd so:

+ Néu ho so day du, thdng tin khai tar phi hop va dang quy dinh thi
tién hanh ghi noi dung khai tir vao So6 hé tich, cap nhat vao co sé di



liéu ho tich va trinh 1anh dao xa ky Trich luc khai tur;

+ Néu hd so khong day du va khong dung theo quy dinh trinh vin
ban tir chdi.

- Budc 2: Ngay khi cd trich luc khai tir, Céng chirc Tu phap hé tich caa
UBND cip x4 c6 trach nhiém chup 02 ban trich luc khai tir tir ban chinh
dé bd sung vao hd so xoa diang ky thuong trd va hd so hudng ché do tir
tuat (tro cap tuat va trg cAp mai tang) dong thoi thuc hién:

+ Chuyén hd so xo6a dang ky thuong tri dén Cong an cap xa (ngoai
trir thanh phd Long Khanh va thanh phd Bién Hoa) hoic chuyén cho
co quan Cong an thanh phd Long Khéanh hay Céng an thanh phd
Bién Hoa thuc hién viéc giai quyét thu tuc x6a dang ky thuong tra.
Chuyén hd so huéng mai tang phi cho Céng chtrc Vin hoa - Xa hoi
dé xem xét 1ap ho so hd tro chi phi mai tang cho dbi twong bao trg xa
hoi, trinh Chu tich UBND cép x4 ky van ban dé nghi kém theo ho so
dbi tuong guri phong Lao dong - Thuong binh va x3 hoi huyén.

- Buoc 3:

+ Co quan Cong an d6i chiéu véi cac quy dinh cua phép luat vé cu tru:
Truong hop ho so day du, hop Ié thi viét gidy bién nhan trao cho
ngudi chuyén ho so.

Truong hop hd so du diéu kién nhung thiéu thanh phan hd so hoic
biéu miu, gidy to ké khai chua dung, chua day du thi can bo tiép
nhan ho so ¢ trach nhiém tra lai hd so kém theo thong béo bang vin
ban va néu rd ly do, ndi dung can bo sung cho ngudi chuyén ho so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xoa dang ky thuong tru: Nhan ho 50,
kiém tra lai glay to, tai lidu, ddi chiéu cac thong tin dugc ghi trong )
ho khau, gidy to khac va ky nhan vao s6 theo dai giai quyét ho khau
(ky, ghi rd ho, tén va ngay, thang, nam nhan két qua) va thuc hién
x6a ding ky thuong trd cia nguoi chét, thay doi chi ho (néu co).
Chuyén két qua cho Cong chirc Tu phap - Ho tich tai B phan mot
ctra Cap x4 dé tra cho nguoi dan.

+ Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

- Néu thay hd so da diéu kién nhung thiéu thanh phan hd so hoic
biéu miu, gidy to ké khai chua dung, chua day du thi can bo tiép
nhan ho so ¢o trach nhiém tra lai hd so kém theo thong bao bang van
ban va néu rd ly do, noi dung can bd sung cho Bo phan Tiép nhan va
Tra két qua caa UBND cip xi thong bao cho ngudi nop hd so biét,
hoan thién hd so.

- Trudng hop hd so khong du diéu kién thi khong tiép nhan va tra 1oi
bang van ban cho nguoi dén nop hd so, néu 1 1y do khong tiép nhan.
- Truong hop du diéu kién, phong Lao dong - Thuong binh va Xa hoi
tham dinh, trinh Cha tich UBND céap huyén quyét dinh hd tro chi phi
mai tang, chi tra tién hd tro chi phi mai tang chuyén cho Céng chirc
Tu phap - Ho tich tai B phan mot cta cap xa dé tra két qua cho
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nguoi dan.

- Budgc 4: Cong chire Tu phap - Ho tich tai Bo phan mot cua cap xa
tra ket qua cho ngudi nop hd so, yéu cau ngudi nhan két qua ky nhan
Vvao s6 dé theo dbi

* Luu y: Trong trudng hop ca nhan khong giri hd so qua dich vu buu
chinh cdng ich, thoi han giai quyét duoc tinh vao ngay 1am viéc cua
UBND cap xa.

Ti da khong qua 10 ngay lam vigc, trong do thoi gian giai quyét la
06 ngay; thoi gian chuyén ho so 1a 04 ngay.

Khéng

Lé phi dang ky khai tir: 5.000 dong/1 trudng hop (dang ky khai tir
sau 15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 truong hop.
Mién 1& phi d6i vai truong hop diang ky khai tir dung han, nguoi
thudc gia dinh c¢6 cong voi cach mang; ngudoi thudc ho nghéo; nguoi
Khuyét tat; tré em; ngudi cao tudi; dong bao dan toc thiéu sé & cac xa
c6 diéu kién kinh té - xa hoi dac biét kho khan

To khai ddng ky khai ttr theo mau; Giy béo tir hoac giay to thay cho
Gidy bao tir theo quy dinh tai Biéu 34 Luat Ho tich va khoan 2 Piéu
4 Nghi dinh sé 123/2015/ND-CP ngay 15 thang 11 ndm 2015 ciia
Chinh phu quy dinh chi tiét mot s6 diéu va bién phép thi hanh Luat
Ho tich, cu thé: Pbi voi ngudi chét tai co so y té thi Thu trudng co so
y té cap Giay béo tir; ddi v6i ngudi chét do thi hanh &n ti hinh thi
Chu tich Hoi dong thi hanh &n tir hinh cap gidy xac nhan viéc thi
hanh &n ti hinh thay Gidy bao tir; dbi voi ngudi bi Toa an tuyén bé 1a
da chét thi Ban an, quyét dinh c6 hiéu lyc cua Toa an thay Gidy bao
tir; d6i voi ngudi chét trén phuong tién giao thong, chét do tai nan, bi
giét, chét dot ngot hodc chét co nghi vén thi van ban xac nhan cua co
quan cong an hoac két qua giam dinh cua Co quan giam dinh phap y
thay Glay bao tur. Giay bao tir do Uy ban nhan dan cap xa noi nguoi
d6 chét cap néu khong thudc cac truong hop chét néu trén. Phiéu bao
thay d6i ho khau, nhan khau; S6 ho khau (ban chinh) c6 dang ky
thuong tri cia nguoi chét; Van ban hoic don dé nghi caa co quan, to
chtic, ho gia dinh hoac c& nhan dtng ra té chirc mai tang cho ddi
tuong; Ban sao trich luc khai tir; Ban sao quyét dinh hudng trg cap
x& hoi ciia nguoi don than dang nudi con va ban sao gidy khai sinh
hodc ban sao trich luc khai sinh ctia ngudi con bi chét ddi véi truong
hop 1 con cua ngudi don than nghéo quy dinh tai khoan 4 Diéu 5
Nghi dinh s6 136/2013/ND-CP; - Ban sao S6 ho khau hoic van ban
x&c nhan caa Cong an cap x4, ban sao quyét dinh thoi huong trg cap
bao hiém x4 hoi, trg cap khac caa co quan c6 tham quyén di voi
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truong hop 12 nguoi tir du 80 tuoi tro 1én dang hudng tro cap tuat bao
hiém xa hoi hang thang, tro cap hang thang khac.

01 bo

Khong

Nghi dinh 134/2015/ND-CP

Théng tu 36/2014/TT-BCA

Thong tu 35/2014/TT-BCA

Nghi dinh 136/2013/ND-CP - Quy dinh chinh sach trg gitp x& hoi
dbi véi dbi tugng bao trg xa hoi

Luat 36/2013/QH13 - Sira doi, bd sung mot sé diéu cua Luat Cu tra
Thong tu 15/2015/TT-BTP

Luat Ho tich

- Trich luc khai tu (ban chinh) ’
- 50 hg khau da xda dang ky thuong tri cho ngudi chét;
- Quyét dinh va ho trg chi phi mai tang



6. Lién thong tha tuc Pang ky khai tir, x6a ding ky thwong tru,
hwéng mai tang phi dbi véi ddi tweng than nhan liét si dang hwéng tro cap
hang thang; nguoi truc tiép tham gia khang chién chéng M¥ ciru nuwéc
nhung chuwa dwgc huéng chinh sach cia Pang, Nha nwéc theo Quyét dinh
$0 290/2005/QP-TTgngay 08 thang 11 nim 2005, Quyét dinh
s6 188/2007/QP-TTg ngay 06 thang 12 niim 2007

Tén thu
tuc

Linh
vVuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tw, x6a dang ky thuong tra,
hudng mai tang phi dbi voi ddi twgng than nhan liét si dang hudng
tro cap hang thang; ngudi truc tiép tham gia khang chién chéng My
ctru nudc nhung chua dugce huong chinh sach cua Pang, Nha nudc
theo Quyét dinh s6 290/2005/QP-TTg ngay 08 thang 11 nam 2005,
Quyét dinh sb 188/2007/QD-TTg ngay 06 thang 12 nam 2007

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Budc 1: Cong chirc Tu phap ho tich tiép nhan ho so c6 trach nhiém
kiém tra gidy to trong ho so:

+ Néu ho so day du, hop Ié thi tiép nhan va thu 1& phi dang ky khai tir
theo quy dinh (néu co), dong thoi viét gidy nhan ho so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khéng hop 18 thi huéng dan ngudi co yéu cau
bd sung hoan thién hd so; van ban huéng dan phai ghi day du, ré rang
loai gidy t& can bd sung, hoan thién;

Cong chtc tiép nhan ho so ky, ghi 16 ho tén va giao cho ngudi ndp hd
so. Tién hanh quét (scan) va luu trir hd so dién tir, cap nhat vao co so
dir liéu caa Hé théng thong tin mot cira dién tir cua dia phuong.
Truong hop viéc dang ky khai tir dwoc thuc hién luu dong thi cong
chtrc tu phap - ho tich truc tiép nhan ho so, cap gidy tiép nhan ho so
va hen tra két qua cho nguoi dan, sau d6 cap nhat vao co s¢ dir liéu



ctia Hé thong thong tin mot cira dién tir clia dia phuong.

Trudng hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di dang ky dén ding co quan c6 thadm quyén giai
quyét theo quy dinh.

Nghién citu xu 1y hd so:

+ Néu hd so day du, théng tin khai tir phi hop va ding quy dinh thi
tién hanh ghi noi dung khai tir vao S6 ho tich, cap nhat vao co sé dit
liéu ho tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu ho so khong day du va khong ding theo quy dinh trinh van
ban tir chdi.

- Budc 2: Ngay khi o trich luc khai tir, Cong chitc Tu phap ho tich
ctia UBND cép x& c6 trach nhiém chup 02 ban trich luc khai ttr tir ban
chinh dé b6 sung vao hd so xo6a dang ky thuong tri va hd so huang
ché do tir tuat (trg cAp tuat va trg cap mai tang) dong thoi thuc hién:

+ Chuyén ho so x6a dang ky thuong tra dén Cong an cap xa (ngoai
trir thanh phé Long Khanh va thanh phé Bién Hoa) hoac chuyén cho
co quan Cong an thanh phé Long Khanh hay Cong an thanh pho Bién
Hoa thuc hién viéc giai quyét thi tuc xoa dang ky thuong tra.

+ Chuyén hé so huong mai tang phi cho Cong chiic Vian héa - X hoi
dé xét duyét, niém yét danh séach, 1ap hd so trinh Chu tich UBND cap
x& ky bao cao giri UBND cap huyén qua phong Lao dong - Thuong
binh va Xa hoi.

- Buoc 3:

+ Co quan Cong an d6i chiéu véi cac quy dinh caa phép luat vé cu tra:
Truong hop hd so day du, hop Ié thi viét gidy bién nhan trao cho
ngudi chuyén ho so.

Truong hop ho so du diéu kién nhung thiéu thanh phan ho so hoic
biéu mau, gidy to ké khai chua dung, chua day du thi can bo tiép
nhan ho so ¢ trach nhiém tra lai ho so kém theo thong bao bang vin
ban va néu rd ly do, noi dung can bd sung cho nguoi chuyén ho so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xoa ding ky thuong trd: Nhan ho so,
kiém tra lai gidy to, tai liéu, ddi chiéu cac thong tin duoc ghi trong so
ho khau, gidy to khac va ky nhan vao sé theo ddi giai quyét ho khau
(ky, ghi rd ho, tén va ngdy, thang, nam nhan két qua) va thuc hién
x6a ding ky thuong trd cua ngudi chét, thay d6i chu ho (néu co).
Chuyén két qua cho Céng chac Tu phap - Ho tich tai Bo phan mot
ctra cap x4 dé tra cho nguoi dan.

+ Phong Lao dong - Thuong binh va Xa hoi kiém tra hd so:

Néu thay ho so dii diéu kién nhung thiéu thanh phan ho so hodc biéu mau,
giay to ké khai chua dung, chua day du thi can bo tiép nhan ho so co trach
nhiém tra lai ho so kém theo théng bao bang van ban va néu rd ly do, noi
dung can bo sung cho Bo phan Tiép nhan va Tra két qua cua UBND cap
x4 thong bao cho ngudi ndp ho so biét, hoan thien ho so.



Thoi
han giéi
quyet
Phi

Lé Phi

Thanh
phan ho
SO

Truong hop hd so khong du diéu kién thi khdng tiép nhan va tra 1oi
bang van ban cho nguoi dén nop hd so, néu 13 1y do khong tiép nhan.
Truong hop hd so du diéu kién, phong Lao dong - Thuong binh va
X& hoi 1ap hd so, trinh Chu tich UBND cip huyén ky gui So Lao
dong - Thuong binh va Xa hoi (Phong Nguoi ¢6 cong).

- Budc 4: S& Lao dong - Thuong binh va X3 hoi: tham dinh, xét
duyét, tong hop danh sach bao cdo UBND tinh

- Budc 5: UBND tinh ky quyét dinh huong ché do mai tang phi guri
vé S¢ Lao dong - Thuong binh va Xa hoi, Phong Lao dong - Thuong
binh va Xa hoi huyén

- Budc6: Phong Lao dong - Thuong binh va Xa hoi huyén:

Ngay sau khi nhan quyét dinh huong ché @6 mai tang phi cia UBND
tinh, phong Lao dong - Thuong binh va Xa hoi c6 trach nhiém chi tra
tién huong ché do6 mai tang phi chuyén cho Cong chic Tu phap - Ho
tich tai Bo phan mot ctra cap xa dé tra két qua cho ngudi dan.

- Bugc 7: Cong chire Tu phép - Ho tich tai Bo phan mot cua cap xa
tra ket qua cho nguoi nop ho so, yéu cau ngudi nhan két qua ky nhan
vao so dé theo dbi.

* Luu ¥: Trong truong hop c& nhan khong gui ho so qua dich vu buu
chinh cdng ich, thoi han giai quyét dugc tinh vao ngay 1am viéc cua
UBND cap xa

Toi da 12 48 ngay lam viée, trong d6 thoi gian giai quyet Ia 40 ngay
lam viéc; thoi gian chuyén ho so 1a 08 ngay lam viéc

Khong

Lé phi dang ky khai tir: 5.000 dong/1 trudng hop (dang ky khai tir sau
15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 trudong hop. Mién 18
phi dbi véi truong hop dang ky khai tir dung han, nguoi thudc gia
dinh c6 cong voi cach mang; ngudi thugc ho ngheo; ngudi khuyét tat;
tré em; nguoi cao tudi; dong bao dan toc thiéu sé ¢ cac xa co didu
kién kinh té - x& hoi dac biét kho khan

T khai dang ky khai tir theo mau; Giay béo tir hoac giay to thay cho
Gidy bao tir theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2 Diéu
4 Nghi dinh sé 123/2015/ND-CP ngay 15 thang 11 nim 2015 cua
Chinh pha quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat
Ho tich, cu thé: DI véi nguoi chét tai co so y té thi Thu trudng co sé
y té cap Gidy bao tir; d6i voi nguoi chét do thi hanh an tar hinh thi
Chu tich Hoi dong thi hanh &n tir hinh cip gidy xac nhan viéc thi
hanh an tir hinh thay Gidy bao tir; d6i voi nguoi bi Toa an tuyén bé 1a
da chét thi Ban an, quyét dinh c6 hiéu lyc cua Toa an thay Giay bao
tar; ddi v6i nguoi chét trén phuong tién giao théng, chét do tai nan, bi
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giét, chét aot ngot hoac chét co nghi van thi van ban x4c nhan cua co
quan cong an hoac két qua giam dinh caa Co quan giam dinh phap y
thay Glay bao tur, Gidy béo tir do Uy ban nhan dan cép xi noi nguoi
d6 chét cap néu khong thudc cac trudng hop chét néu trén. Phiéu bao
thay d6i ho khau, nhan khau; S6 ho khau (ban chinh) c6 ding ky
thuong trd cua nguoi chét; + Di véi dbi twong than nhan liét si dang
huéng tro cap hang thang: Pon dé nghi ciia than nhan ddi tuong co
xé&c nhan caa chinh quyén dia phuong x4, phuong, thi tran noi cu tru;
Ban sao trich luc khai tir; Cong van dé nghi cia UBND x4, phuong,
thi tran noi ddi twong cu tri; + DS v6i dbi tugng ngudi tryc tiép
tham gia khang chién chéng My ctru nudc nhung chua duoc huong
chinh sach cta Pang, nha nudc theo Quyét dinh s6 290/22005/QP-
TTg ngay 08/11/2005, Quyét dinh sé 188/2007/QD-TTg ngay
06/12/2007: Pon dé nghi cia than nhan dbi tugng c6 xac nhan cua
chinh quyén dia phuong xa, phuong, thi tran noi cu tra; Ban sao trich
luc khai tir; Cong van dé nghi cia UBND x4, phuong, thi tran noi d6i
twong cu tra; Ban trich sao danh sach dé nghi huong ché ¢6 mét lan
theo Quyét dinh s6 290/2005/QD-TTg ngay 08/11/2005 hoic ban sao
mot trong cac quyét dinh duoc huong tro cap mot lan (phuc vién,
Xuat ngi, thoi viéc; trg cAp mot 1an) hodc ban sao quyét dinh hudng
ché do bao hiém y té theo quy dinh tai Théng tu lién tich sb
191/2005/TTLT/BQP-BLDTBXH-BTC); Cong van dé nghi caa Chu
tich UBND huyén (quan), kém theo danh sach dbi tuong duoc huong
ché @6 mai tang phi (theo mau quy dinh); Danh sach tong hop cia So
Lao dong - Thuong binh va Xa hoi (theo mau) giri Chu tich UBND
tinh dé ra Quyét dinh huong ché d6 mai tang phi.

01 bo

Khdng

Nghi dinh 123/2015/ND-CP

Thong tu 15/2015/TT-BTP

Nghi dinh 31/2014/ND-CP

Nghi dinh 134/2015/NB-CP - Quy dinh chi tiét mot sé diéu cua luat
bao hiém xa hoi vé bao hiém x& hoi tu nguyén

Quyét dinh 290/2005/QD-TTg

Thong tu 36/2014/TT-BCA - Quy dinh vé biéu mau st dung trong
dang ky, quan ly cu tra

Quyét dinh 188/2007/QB-TTg - Vé viéc sia d6i, bd sung Quyét dinh
s6 290/2005/QD-TTg ngay 08/11/2005 cua Tha tudng Chinh pha vé



Biéu
mau
dinh
kem

Két qua
thuc
hién

ché o, chinh sach ddi voi mot sé ddi twong truc tiép tham gia khang
chién chéng My ctru nuéc nhung chua duge huong chinh sach cua
bang va Nha nuéc

Luat 36/2013/QH13 - Stra ddi, bd sung mot sé diéu cua Luat Cu tra
Thong tr 35/2014/TT-BCA

Hudéng dan vé tha tuc 1ap ho so, quan ly hd so, thuc hién ché d6 wu
dai nguoi co cong vai cach mang va than nhan

Luat Ho tich

Phap Iénh 04/2012/UBTVQH13

Nghi dinh 31/2013/ND-CP

- Trich luc khai tu (ban chinh) , ,
- S6 h¢ khau da xo6a dang ky thuong trii cho ngudi chét; - Quyet dinh
va giai quyet mai tang phi



7. Lién thong thi tuc Dang ky khai tir, hwéng mai ting phi doi véi doi
twgng thuc hign theo Nghi dinh so 150/2006/ND-CP ngay 12 thang 12 nam
2006 hwdong dan thi hanh mét so dieu caa Phap Iénh Cwu chién binh
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thirc
thuc
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thuc
hién

Lién thdng tha tuc Dang ky khai tir, huong mai tang phi ddi véi doi
tuong thuc hién theo Nghi dinh sé 150/2006/ND-CP ngay 12 thang
12 nam 2006 huéng dan thi hanh mot sé diéu caa Phép 1énh Cuu
chién binh

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Bugc 1: Cong chirc Tu phap ho tich tiép nhan hd so co trach nhiém
kiém tra glay t& trong ho so:

+ Néu hd so day du, hop Ié thi tiép nhan va thu 1& phi dang ky khai ttr
theo quy dinh (néu c6), ddng thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hodc khéng hop 1é thi huéng dan ngudi ¢ yéu cau
bo sung hoan thién ho so; van ban huéng dan phai ghi day du, o rang
loai gidy to can bo sung, hoan thién;

Cong chuc tiép nhan ho so ky, ghi 1d ho tén va giao cho ngudi nop
ho so. Tién hanh quét (scan) va luu trit ho so dién tir, cap nhat vao co
s& dir liéu cua Hé thong thdng tin mot cira dién tir ctia dia phuong.
Truong hop viéc dang ky khai tir duoc thuc hién luu dong thi cong
chte tu phap - ho tich truc tiép nhan hd so, cap gidy tiép nhan hé so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co sé dir liéu
cua Hé thong thdng tin mot cura di¢n tir cua dia phuong.

Truong hop hd so khong thudc tham quyeén giai quyet thi giai thich,
huong dan nguoi di dang ky dén ding co quan c6 tham quyén giai
quyét theo quy dinh.

Nghién ciu xu ly hd so:



+ Néu hd so day du, thdng tin khai tir phi hop va dung quy dinh thi tién
hanh ghi ndi dung khai tir vao S6 hé tich, cap nhat vao co so dit liéu ho
tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu hd so khong day du va khong dang theo quy dinh trinh van
ban tir chéi.

- Budc 2: Ngay khi cé trich luc khai tir, Cong chirc Tu phap ho tich
cua UBND cép Xa c0 trach nhiém chup 02 ban trich luc khai tr tir ban
chinh dé b6 'sung vao hd so x6a déng ky thuong trd va hd so huong
ché do tir tuat (tro cap tuat va trg cap mai tang) dong thoi thuc hién:

+ Chuyén hd so x6a dang ky thuong tra dén Cong an cap xa (ngoai
trir thanh phd Long Khanh va thanh phé Bién Hoa) hoic chuyén cho
co quan Cong an thanh phé Long Khanh hay Céng an thanh phd Bién
Hoa thuc hién viéc giai quyét thi tuc xoa dang ky thuong tra.

+ Chuyén hoé so huong mai tang phi cho Cong chirc Vian héa - Xa hoi
dé thuc hién:

Pbi véi d6i twong thuc hién theo Nghi dinh s6 150/2006/NB-CP
ngay 12/12/2006 cua Chinh pha Quy dinh chi tiét va huéng dan thi
hanh mot sb diéu Phap Iénh Cuu chién binh: phéi hop Hoi Cuu chién
binh cap x& xac nhan, 1ap danh sach bao céo Chu tich UBND cap x4
ky cong vin dé nghi huong ché d6 mai tang phi giri phong Lao dong
- Thuong binh va Xa hoi.

Péi véi ddi twong huong trg cap theo Quyét dinh sé 49/2015/Qb-
TTg ngay 14 thang 10 nam 2015 cia Thi tuéng Chinh phi vé mot s6
ché @6, chinh sach d6i véi dan cong hoa tuyén tham gia khang chién
chéng Phap, chéng My, chién tranh bao vé T qudc va lam nghia vu
qudc té: tong hop trinh Cha tich UBND cap x4 ky UBND cap huyén
qua phong Lao dong - Thuong binh va Xa hoi.

- Buéc 3:

+ Co quan Cong an ddi chiéu véi cac quy dinh cua phép luat vé cu
tra:

Truong hop ho so day du, hop Ié thi viét gidy bién nhan trao cho
nguoi chuyén ho so.

Truong hop hd so du diéu kién nhung thiéu thanh phan hd so hoic
biéu miu, gidy to ké khai chua ding, chua day du thi can bo tiép
nhan hd so c6 trach nhiém tra lai hd so kém theo thong bao bang van
ban va néu rd ly do, noi dung can bd sung cho nguoi chuyén ho so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xo6a ding ky thuong tri: Nhan hd so,
kiém tra lai gidy to, tai liéu, ddi chiéu cac thong tin duoc ghi trong so
ho khau, gidy to khac va ky nhan vao so theo di giai quyét ho khau
(ky, ghi rd ho, tén va ngay, thang, nim nhan két qua) va thuc hién
x6a dang ky thuong trd ciia ngudi chét, thay doi chi hd (néu co).

+ Phong Lao dong - Thuong binh va Xa hoi huyén:

Dbi véi ddi twong thuc hién theo Nghi dinh sé 150/2006/ND-CP



ngay 12/12/2006 cta Chinh phu Quy dinh chi tiét va huéng dan thi
hanh mot s6 diéu Phap lénh Cuu chién binh:

Néu thay ho so du diéu kién nhung thiéu thanh phan hé so hoic biéu
mau, giay to ké khai chwa dang, chua day du thi can bo tiép nhan ho
so ¢6 trach nhiém tra lai hd so kém theo thong bao bang van ban va
néu rd ly do, ndi dung can bd sung cho Bo phan Tiép nhan va Tra két
qua cua UBND cip x4 thong bao cho ngudi nop hd so biét, hoan
thién ho so.

Truong hop hd so khong du diéu kién thi khéng tiép nhan va tra 10
bang van ban cho nguoi dén nop hd so, néu rd Iy do khong tiép nhan.
Trudng hop hd so du diéu kién thi chu tri phdi hop véi Hai cuu chién
binh cing cap téng hop, lap danh sach dé nghi huong ché do mai
tang phi bao cao Chu tich UBND céap huyén ky cong van gui S& Lao
dong - Thuong binh va Xa hoi (Phong Nguoi o cong).

Péi véi doi twong huong trg cap theo Quyét dinh sé 49/2015/Qb-
TTg ngay 14 thang 10 nam 2015 ctia Tha tudng Chinh phua vé mot s6
ché do, chinh sach d6i véi dan cong hoa tuyén tham gia khang chién
chéng Phap, chéng My, chién tranh bao vé To qudc va lam nghia vu
qudc té:

Néu thay ho so du diéu kién nhung thiéu thanh phan hé so hoac biéu
mau, giay to ké khai chwa dang, chua day du thi can bo tiép nhan hd
so ¢ trach nhiém tra lai hd so kém theo thong bao bang vin ban va
néu rd Iy do, noi dung can bd sung cho Bo phan Tiép nhan va Tra két
qua cua UBND cip x4 thong bao cho ngudi nop hd so biét, hoan
thién ho so.

Truong hop hd so khong du diéu kién thi khéng tiép nhan va tra 10
bang van ban cho nguoi dén nop ho so, néu 1 1y do khong tiép nhan.
Truong hop hé so du diéu Kién thi phong Lao dong - Thuong binh va
X& hoi kiém tra ho so, tong hop danh sach dé nghi gui So Lao dong -
Thuong binh va Xa hoi (Phong Nguoi o cong).

- Budc 4: Phong Nguoi o cong - So Lao dong - Thuong binh va Xa
hoi:

- Péi véi ddi tuong thuc hién theo Nghi dinh sé 150/2006/ND-CP
ngdy 12/12/2006 cua Chinh pha Quy dinh chi tiét va huéng dan thi
hanh mot sb diéu Phéap 1énh Cuu chién binh: cha tri phdi hop véi Hol
cuu chién binh cuing cap téng hop, 1ap danh sach trinh Giam dbc So
Lao dong - Thuwong binh va Xa hoi ky quyét dinh huéng tro cap;
chuyén quyét dinh vé phong Lao dong - Thuong binh va Xi hoi
huyén.

Péi véi ddi twong huong trg cap theo Quyét dinh sé 49/2015/QP-
TTg ngay 14 thang 10 nam 2015 cia Thi tuéng Chinh phi vé mét s6
ché do, chinh sach d6i véi dan cong hoa tuyén tham gia khang chién
chéng Phap, chéng My, chién tranh bao vé To6 qudc va lam nghia vu
quéc té: kiém tra, tong hop danh sach, trinh Giam déc S¢ Lao dong -
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Thuong binh va Xa hoi ky quyét dinh huong tro cip; chuyén quyét
dinh vé phong Lao dong - Thuong binh va Xa hoi huyén.

- Budc 5: Phong Lao dong - Thuong binh va Xa hoi huyén.

Ngay sau khi nhan quyét dinh huéng ché d6 mai tang phi cua So Lao
dong - Thuong binh va Xa hdi, phong Lao dong - Thuong binh va Xa
hoi ¢ trach nhiém chi tra tién huong ché do mai tang phi chuyén cho
Cong chac Tu phéap - Ho tich tai Bo phan mot cira cap xa dé tra két
qua cho nguoi dan.

- Budc 6: Cong chirc Tu phap - HO tich tai Bo phan mot cua cap xa
tra ket qua cho ngudoi Nop hd so, yéu cau ngudi nhan két qua ky nhan
Vao s6 dé theo dbi.

* Luu ¥: Trong truong hop c& nhan khéng guri hd so qua dich vu buu
chinh cdng ich, thoi han giai quyét dugc tinh vao ngay lam viéc cua
UBND cap x4

Téi da 1a 30 ngay lam viée, trong do thoi gian giai quyét 1a 24 ngay
lam viéc; thoi gian chuyén ho so 1a 06 ngay lam viéc

Khdng

Lé phi dang ky khai ta: : 5.000 dong/1 truong hop (dang ky khai tar
sau 15 ngay); c¢6 nhu cau cip ban sao: 8.000 dong/l trudng hop.
Mién 18 phi ddi véi truong hop dang ky khai tir dang han, ngudi
thudc gia dinh c6 cong voi cach mang; ngudi thuoc ho ngheo; ngu0’|
khuyet tat; tré em; nguoi cao tudi; dong bao dan toc thiéu sé & cac xa
c6 diéu kién kinh té - xa hoi dac biét khé khin

- T& khai ding ky khai tir theo mau; - Gidy béo tir hoic gidy to thay
cho Gidy bao tir theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2
Piéu 4 Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015
cia Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh
Luat Ho tich, cu thé: Ddi véi nguoi chét tai co so y té thi Thi truong
co s6 Yy té cap Gidy bao tu; ddi v6i nguoi chét do thi hanh an ta hinh
thi Cha tich Hoi dong thi hanh an tir hinh cap gidy xac nhan viéc thi
hanh &n tir hinh thay Giay béo tir; d6i voi nguoi bi Toa an tuyén bb 1a
da chét thi Ban an, quyét dinh c6 hiéu luc cua Toa an thay Gidy bao
tar; ddi v6i nguoi chét trén phuong tién giao thdng, chét do tai nan, bi
giét, chét dot ngot hodc chét c6 nghi vén thi van ban xac nhan cia co
quan cong an hoac két qua giam dinh cua Co quan giam dinh phap y
thay Glay bao tur. Gidy béao ta do Uy ban nhan dan cip x4 noi nguoi
d6 chét cap néu khong thudc cac truong hop chét néu trén. - Phiéu
bao thay doi ho khau, nhan khau; - S6 ho khau (ban chinh) c6 ding
ky thuong tri cia ngudi chét; Déi véi dbi tugng thuc hién theo Nghi
dinh s6 150/2006/ND-CP ngay 12/12/2006 ciia Chinh pha Quy dinh
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chi tiét va hudng dan thi hanh mot sé diéu Phap 1énh Cuu chién binh:
- Than nhan ngudi chét 1am ban khai dé nghi huéong ché do mai tang
phi gui Hoi Cuu chién binh cdp xa (theo Mau 1b). - Truong hop
ngudi chét khong con than nhan thi co quan, té chirc, don vi dang ra
t6 chirc mai tdng 1am ban khai d& nghi huong ché do mai tang phi gui
Hoi Cyu chién binh cap xa (theo Mau 1b). D6i véi dbi tuong hudng
trg cap theo Quyét dinh sé 49/2015/Qb-TTg ngay 14 thang 10 ndm
2015 cua Thu twdng Chinh phu vé mot sb ché do, chinh sach ddi Véi
dan cong hoa tuyén tham gia khang chién chong Phap, chéng My,
chlen tranh bao vé T quéc va lam nghia vu qudc té: - Ban trich sao
quyet dinh cua dbi twong tir tran da duoc huong ché do tro cap mot
lan; - Ban sao trich luc khai ta * Luu y: - Truong hop ngudi yéu cau
nop giay to 12 ban sao dwoc cap tir s6 goc hodc ban sao duoc ching
thuc tir ban chinh thi ngudi tiép nhan hd so khong duoc yéu cau xuat
trinh ban chinh; - Néu nguoi yéu cau chi nop ban chup va xuat trinh
ban chinh thi nguoi tiép nhan ho so kiém tra, d6i chiéu ban chup voi
ban chinh va ky vao ban chup xac nhan vé viéc da déi chiéu noi dung
gidy to do, khong dugc yéu cau nguoi di dang ky nop ban sao co
ching thuc giay to do. - Truong hop phap luat quy dinh Xuat trinh
glay to khi dang ky, nguoi tiép nhan co trach nhiém kiém tra gidy to
Xuat trinh, ddi chiéu voi thdng tin trong To khai va tra lai cho nguoi
XUt trinh, khong dugc yéu cau ngu0’1 déng ky h¢ tich nop thém ban
sao gidy to d6. Ngudi tiép nhén co the chup 01 ban glay to XUt trinh
hoac ghi lai thong tin cta gidy to Xuat trinh dé luu ho so. - Ngudi tiép
nhan cé trach nhiém tiép nhan ding, du hd so ding ky ho tich theo
quy dinh cta phap luat ho tich, khong duoc yéu cau ngudi ding ky
nop thém gidy to ma phép luat khong quy dinh phai nop

01 bo

Khdng

Nghi dinh 31/2014/ND-CP

Nghi dinh 134/2015/ND-CP - Quy dinh chi tiét mot s6 diéu cua luat
bao hiém xa hoi vé bao hiém x& hoi tu nguyén

Nghi dinh 31/2013/ND-CP - Huéng dan Phap lénh wu dii nguoi co
cdng vaGi cach mang Luat 36/2013/QH13 - Sira ddi, bd sung mot sd
diéu cua Luat Cu tra

Thong tu 36/2014/TT-BCA

Thong tu 35/2014/TT-BCA

Hudng dan vé tha tuc 1ap ho so, quan Iy ho so, thuc hién ché do uu



dai nguoi 6 cong vai cdch mang va than nhan théng tu 15/2015/TT-
BTP

Luat Ho tich

Phap Iénh 04/2012/UBTVQH13

Nghi dinh 123/2015/ND-CP

Nghi dinh 150/2006/ND-CP

Biéu

mau

dinh

kém

Két qua - Trich luc khai tir (ban chinh);

thurc - S6 ho khau da x6a dang ky thuong tri cho ngudi chét; - Quyét dinh
hién va giai quyét huong mai tang phi



8. Lién thong thua tuc Pang ky khai tir, x6a ding ky thwong tru,
hwéng mai tang phi ddi véi doi twong hwéng tro cap theo Quyét dinh
$0 62/2011/QP-TTg ngay 09 thiang 11 nim 2011 vé ché dd, chinh sach doi
véi ddi twgng tham gia chién tranh bao vé Té quéc, 1am nhiém vu quéc té &
Cam-pu-chia, giup ban Lao sau ngay 30 thang 4 nam 1975 da phuc vién,
Xuit ngii, thdi viéc

Tén thu
tuc

Linh
vVuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tir, x6a ding ky thuong tru, “huong
mai tang phi d6i véi dbi twong huong tro cap theo Quyet dinh
s6 62/2011/QD-TTg ngay 09 thang 11 nam 2011 vé ché do, chinh
sach dbi véi ddi tuong tham gia chién tranh bao vé Td quéc, 1am
nhiém vu quéc té & Cam-pu-chia, gilip ban Lao sau ngay 30 thang 4
nam 1975 da phuc vién, xuat ngii, thoi viéc

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Budc 1: 1 Cong chue Tu phép ho tich tiép nhan ho so ¢6 trach nhiém
kiém tra glay to trong ho so:

+ Néu ho so day du, hop 1€ thi tiép nhan va thu Ié phi dang ky khai tur
theo quy dinh (néu co), dong thoi viét gidy nhan ho so, hen tra két
qua tuing loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khéng hop & thi huéng dan ngudi ¢ yéu cau
b6 sung hoan thién hd so; van ban huéng dan phai ghi day du, rd rang
loai gidy t& can bd sung, hoan thién;

Cong chuc tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi nop hd
so. Tién hanh quét (scan) va luu trit hd so dién tar, cap nhat vao co sé
dir liéu ctia Hé théng thdng tin mot cira dién tir cua dia phuong.
Truong hop viéc dang ky khai tir dugc thuc hién luu dong thi céng
chtrc tu phap - ho tich truc tiép nhan ho so, cap gidy tiép nhan ho so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co s¢ dir liéu



cua Hé théng thdng tin mot ctra dién tur cua dia phuong.

Truong hop hd so khéng thudc tham quyén giai quyet thi giai thich,
huéng dan nguoi di dang ky dén dung co quan c6 tham quyén giai
quyét theo quy dinh.

Nghién ctru xur 1y hd so:

+ Néu hd so day du, thdng tin khai tir phi hop va ding quy dinh thi tién
hanh ghi noi dung khai tir vao S6 ho tich, cap nhat vao co so dir liéu hd
tich va trinh lanh dao xa ky Trich luc khai tu;

+ Néu ho so khong day du va khong ding theo quy dinh trinh vin ban
tir choi.

- Budc 2: Ngay khi co trich luc khai ti, Cong chie Tu phap ho tich
cia UBND cip x4 cd trach nhiém chup 02 ban trich luc khai tu tir ban
chinh dé bd sung vao hd so x6a dang ky thuong trd va hd so huang
ché do tir tuat (trg cap tuat va tro cap mai tang) dong thoi thuc hién:

+ Chuyén ho so x6a ding ky thuong tri dén Cong an cap xa (ngoai
trir thanh phd Long Khanh va thanh phd Bién Hoa) hoic chuyén cho
co quan Cong an thanh phd Long Khanh hay Céng an thanh ph6 Bién
Hoa thuc hién viéc giai quyét thi tuc xoa dang ky thuong tra.

+ Chuyén hé so huong mai tang phi cho Cong chitc Van hoa - Xa hoi
dé niém yét danh sach, 1ap hd so trinh Chu tich UBND cap x4 ky béo
cao gui UBND cap huyén qua phong Lao dong - Thuong binh va Xa
hoi.

- Buéc 3:

+ Co quan Céng an dbi chiéu voi cac quy dinh cua phép luat vé cu
tra:

Truong hop hd so day du, hop 1& thi viét gidy bién nhan trao cho
ngudi chuyén ho so.

Truong hop ho so di diéu kién nhung thiéu thanh phan hé so hoac
biéu mau, gidy to ké khai chua dung, chua day du thi can bo tiép nhan
ho so c6 trach nhiém tra lai hd so kém theo thong bao bang vin ban
va néu rd ly do, noi dung can bo sung cho nguoi chuyén ho so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xoéa dang ky thuong trd: Nhan hd so,
kiém tra lai gidy to, tai liéu, d6i chiéu cac thong tin dugc ghi trong sb
ho khau, gidy to khéc va ky nhan vao sb theo dai giai quyét ho khau
(ky, ghi r6 ho, tén va ngay, thang, nam nhén két qua) va thuc hién xoa
dang ky thuong trd cua nguoi chét, thay ddi chu ho (néu co). Chuyen
két qua cho Cong chirc Tu phap - Ho tich tai Bo phan mot ctra cap x&
dé tra cho nguoi dan.

+ Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

Néu thay ho so di diéu kién nhung thiéu thanh phan ho so hoac biéu
mau, giy to ké khai chua ding, chua day du thi can b tiép nhan ho
50 ¢co trach nhiém tra lai hd so kém theo thong bao bang van ban va
néu rd Iy do, noi dung can bo sung cho Bo phan Tiép nhan va Tra két
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qua cia UBND cip xi thong bao cho nguoi nop hd so biét, hoan
thién ho so.

Truong hop hd so khong du diéu kién thi khong tiép nhan va tra 1
bang van ban cho ngudi dén nop hd so, néu rd 1y do khéng tiép nhan.

Truong hop hd so du diéu kién, phong Lao dong - Thuong binh va
X& hoi 1ap ho so, trinh Chu tich UBND cap huyén ky giri S¢ Lao
dong - Thuong binh va Xa hoi (Phong Nguoi o cong).

- Budc 4: Sé Lao dong - Thuong binh va Xa hoi: tham dinh, xét
duyét, tong hop danh sach bao cao UBND tinh

- Budc 5: UBND tinh ky quyét dinh huong ché ¢6 mai tang phi gui
vé So Lao dong - Thuong binh va X4 hoi, Phong Lao dong - Thuong
binh va Xa hoi huyén

- Budc 6: Phong Lao dong - Thuong binh va Xa hoi huyén:

Ngay sau khi nhan quyét dinh huong ché ¢6 mai tang phi caa UBND
tinh, phong Lao dong - Thuong binh va Xa hdi c6 trach nhiém chi tra
tién huong ché do mai tang phi chuyen cho Cong chic Tu phap - HO
tich tai Bo phan mot ctra cap xa dé tra két qua cho ngudi dan

- Bugc 7: Cong chirc Tu phap - HY tich tai B phan mot cura cap x&
tra ket qua cho ngudi nop ho so, yéu cau nguoi nhan két qua ky nhan
Vao s6 dé theo doi

* Luu ¥: Trong trudng hop ca nhan khong giri hd so qua dich vu buu
chinh céng ich, thoi han giai quyét duoc tinh vao ngay lam viéc cua
UBND cap x&

Toi da 1a 34 ngay lam viéc, trong d6 thoi gian giai quyét Ia 26 ngay
lam viéc; thoi gian chuyén ho so 1a 08 ngay lam viéc

Khong

Lé phi dang ky khai tr: 5.000 dong/1 truong hop (ding ky khai tir sau
15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 trudng hop. Mién I¢ phi
déi véi truong hop dang ky khai tir dung han, nguoi thudc gia dinh co
cdng véi cach mang; nguoi thuoc hd nghéo; nguoi khuyét tat; tré em;
ngudi cao tudi; dong bao dan toc thiéu so & cac xa co diéu kién kinh té -
xa hoi dac biét kho khan

To khai dang ky khai tir theo mau; Gidy béo tir hoic gidy to thay cho
Gidy béo tir theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2 Diéu 4
Nghi dinh sé 123/2015/ND-CP ngiy 15 thang 11 nam 2015 cua
Chinh phua quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich, cu thé: B4i voi ngudi chét tai co sy té thi Tha truong co s
y té cap Gidy bao tu; dbi voi ngudi chét do thi hanh an tir hinh thi
Chu tich Hoi dong thi hanh &n tir hinh cap gidy xac nhan viéc thi hanh
an t hinh thay Gidy bao tir; doi véi nguoi bi Toa an tuyén bo 1a da
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chét thi Ban an, quyét dinh c6 hiéu luc cua Toa an thay Gidy bao tir;
dbi v6i nguoi chét trén phuong tién giao thong, chét do tai nan, bi
giét, chét dot ngot hoic chét co nghi van thi vin ban xac nhan cua co
quan cdng an hoac két qua giam dinh cua Co quan giam dinh phap y
thay Glay bao tu. Gidy béo tir do Uy ban nhan dan cép xa noi nguoi
d6 chét cap néu khdng thudc cac truong hop chét néu trén. Phiéu bao
thay d6i ho khau, nhan khau; S6 ho khau (ban chinh) c6 ding ky
thuong tri cua nguoi chét; Ban khai caa than nhan doi tuong c6 xac
nhan cua chinh quyén dia phuong xa, phudng noi cu tri (theo Mau
TT1); Bién ban hop gia dinh ddi véi trudng hop khéng con b, me,
vo hodc chdng; - Ban sao trich luc khai tir (d6i voi d6i tuong da tir
tran); Ban trich sao quyét dinh kém theo danh sach trang c6 tén ddi
tugng hudng tro cap 1 1an theo Quyét dinh sé 62/2011/QP-TTg cua
Thu twéng Chinh phi (Ban CHQS huyén, thanh pho ky sao doi véi
dbi twong do quan doi giai quyét, phong Lao dong - Thuong binh va
X& hoi ky sao d6i véi dbi tugng thuoc UBND cap tinh giai quyét);
Cong vian dé nghi cia phong Lao dong - Thuong binh va Xa hoi
huyén, thanh pho kém theo danh séach

01 bo

Khong

Nghi dinh 134/2015/NDb-CP

Luat 36/2013/QH13 - Stra di, b6 sung mot sé diéu cua Luat Cu tri
Nghi dinh 31/2014/ND-CP;Thong tu 36/2014/TT-BCA;Thong tu
35/2014/TT-BCA

Huéng dan vé thi tuc 1ap ho so, quan Iy ho so, thuc hién ché do uu
dai ngudi ¢ cong vai cach mang va than nhéan; Thong tu 15/2015/TT-
BTP:Luat Ho tich:Phap lénh 04/2012/UBTVQH13;Nghi dinh
123/2015/ND-CP;Nghi dinh 3 1/2013/ND-CP;Quyét dinh
62/2011/QD-TTg

- Trich lyc khai tu (ban chinh) ’
- S0 ho khau da x6a dang ky thuong trii cho ngudi cheét
- Quyét dinh va giai quyét mai tang phi



9. Lién thong thi tuc Ping ky khai tir, h tro chi phi mai tang cho doi
twong bao tro xa hoi (dwerc tro gidp xa hoi thwong xuyén tai cong dong)

Tén thu
fuc

Linh vuc

Co quan
thuc hién

Cach
thurc
thuc hién
Poi
tuong
thuc hién

Trinh tu
thuc hién

Lién thdng thu tuc Pang ky khai tir, h tro chi phi mai tang cho dbi
tuong bao trg X8 hoéi (dugc tro gilp xa hoi thuong xuyén tai cong
ddng)

Ho tich

Cap Huyén, Cap Xa

Truyc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Buéc 1: Cong chire Tu phap ho tich tiép nhan ho so ¢6 trach nhiém
kiém tra gidy to trong ho so:

+ Néu ho so day du, hop 1¢ thi tiép nhan va thu I phi dang ky khai tir
theo quy dinh (néu co6), dong thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu hd so thiéu hoic khdng hop 1¢ thi huéng dan nguoi c6 yéu cau
bd sung hoan thién hd so; van ban huéng dan phai ghi day du, rd
rang loai gidy to can b sung, hoan thién:

Cong chuc tiép nhan ho so ky, ghi 13 ho tén va giao cho ngudi nop
hd so. Tién hanh quét (scan) va luu trit hd so dién tir, cap nhat vao co
s& dir liéu cua Hé thong théng tin mét cira dién tir ctia dja phuong.
Truong hop viéc dang ky khai tir dugc thuc hién luu dong thi cong
chtrc tu phap - ho tich truc tiép nhan hé so, cap gidy tiép nhan ho so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co sé dit ligu
ctia Hg thong thong tin mot cura dién tir cia dia phuong.

Truong hop ho so khong thudc tham quyén giai quyet thi giai thich,
huong dan ngudi di dang ky dén dang co quan c6 tham quyén giai
quyét theo quy dinh.

Nghién ctu xt ly hd so:

+ Néu hd so day du, thdng tin khai tir phil hop va dang quy dinh thi tién
hanh ghi noi dung khai tir vao S6 ho tich, cap nhat vao co so dir liéu ho
tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu hd so khong ddy du va khong ding theo quy dinh trinh vin
ban tir choi

- Budc 2: Ngay khi co trich luc khai tir, Cong chirc Tu phap ho tich



Thoi han
giai
quyeét
Phi

L¢ Phi

Thanh
phan ho
SO

cia UBND cip x& c6 trach nhiém chup 01 ban trich luc khai tir tir
ban chinh dé chuyén kém hd so huong mai tang phi cho Cong chuc
Vin hoa - X& hoi dé xem xét 1ap hd so hd tro chi phi mai tang cho
d6i twong bao tro x& hoi, trinh Cha tich UBND cép x3 ky vin ban dé
nghi kém theo hd so ddi twong giri phong Lao dong - Thuong binh
va xa hoi huyén

- Bué6c 3: Phong Lao dong - Thuong binh va X& hoi kiém tra hé so:

- Néu thay hd so du diéu kién nhung thiéu thanh phan hé so hoic
biéu mau, gidy to ké khai chua ding, chua day du thi can bo tiép
nhan ho so ¢o trach nhiém tra lai ho so kém theo thong bao bang vin
ban va néu rd Iy do, ndi dung can bo sung cho B phan Tiép nhan va
Tra két qua cia UBND cap xa thong bao cho ngudi nop hd so biét,
hoan thién hd so.

- Truong hop hd so khong du diéu kién thi khong tiép nhan va tra 1oi
bang van ban cho nguoi dén nop ho so, néu 1 1y do khong tiép nhan.
- Truong hop du diéu kién, phong Lao dong - Thuong binh va Xa
hoi tham dinh, trinh Chu tich UBND cap huyén quyét dinh hd tro chi
phi mai tang, chi tra tién hd tro chi phi mai tang chuyen cho Cong
chic Tu phap - Ho tich tai Bo phan mot cua cap xa dé tra két qua
cho nguoi dan

- Budgc 4: Cong chace Tu phap - Ho tich tai B phan mot cua cap xa
tra ket qua cho ngudi nop hd so, yéu cau ngudi nhan két qua ky nhan
Vvao s6 dé theo doi

* Luu ¥: Trong trudng hop ca nhan khéng gai hd so qua dich vu
buu chinh céng ich, thoi han giai quyét duoc tinh vao ngay lam viéc
cia UBND cap x&

Ti da khong qua 10 ngay lam viéc, trong do thoi gian giai quyét la
06 ngay; thoi gian chuyén ho so 1a 04 ngay

Khdng

Lé phi dang ky khai ttr: 5.000 dong/1 trudng hop (ding ky khai tir sau
15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 truong hop. Mién 1é
phi ddi véi truong hop ding ky khai tr dung han, nguoi thude gia dinh
¢ cdng voi cach mang; ngudi thuoc ho nghéo; ngudi khuyét tat; tré
em; ngudi cao tudi; ddng bao dan toc thiéu sé & cac xa co didu kien
kinh té - x4 hoi dac biét kho khan

T khai dang ky khai tir theo mau; Gidy béo tir hoic glay to thay cho
Gidy béo tur theo quy dinh tai Diéu 34 Luat Hb tich va khoan 2 Diéu
4 Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nim 2015 cua
Chinh phu quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat
Ho tich, cu thé: Déi véi ngudi chét tai co so y té thi Thu trudng co



S6 lugng
bd ho so

Yéu cau
- dieu
Kién

Can cu

phap ly

Biéu
mau dinh
kem

Két qua
thuc hién

s&'y té cap Gidy béo tir; d6i voi ngudi chét do thi hanh an ti hinh thi
Chu tich Hoi ddng thi hanh &n tir hinh cip gidy xac nhan viéc thi
hanh an t hinh thay Gidy béo tur; d6i véi nguoi bi Toa an tuyén bd
1a da chét thi Ban &n, quyét dinh c6 hiéu luyc cua Toa &n thay Gidy
bao tir; d6i voi ngudi chét trén phuong tién giao thdng, chét do tai
nan, bi giét, chét dot ngot hodc chét co nghi van thi vin ban x4c nhan
Cla co quan cong an hodc két qua giam dinh cia Co quan giam dinh
phap y thay Glay bao tur. Gidy béo tir do Uy ban nhan dan cap x4 noi
nguoi d6 chét cap néu khong thude cac trudng hop chét néu trén.
Vin ban hodc don dé nghi ciia co quan, t6 chirc, ho gia dinh hodc cé
nhan déng ra té chirc mai tang cho ddi twong; Ban sao trich luc khai
tar; Ban sao quyét dinh huong tro cap xa hoi caa nguoi don than dang
nudi con va ban sao gidy khai sinh hoic ban sao trich luc khai sinh
ctia nguoi con bi chét doi voi truong hop 1a con cua ngudi don than
nghéo quy dinh tai khoan 4 Piéu 5 Nghi dinh s6 136/2013/ND-CP; -
Ban sao S6 ho khau hodc van ban xac nhan cua Cong an cap x4, ban
sa0 quyét dinh thoi huong trg cap bao hiém xa hoi, tro cap khéc cua
co quan ¢ tham quyen d6i vai truong hop 13 nguoi tir du 80 tudi tro
lén dang huong trg cap tuat bao hiém xa hoi hang thang, trg cap
hang thang khac

01 bd

Khong

Nghi dinh 134/2015/ND-CP

Nghi dinh 136/2013/ND-CP - Quy dinh chinh sach trg giup x& hoi
d6i véi dbi tuong bao tro xa hoi

Luat 36/2013/QH13 - Sira doi, b6 sung mot s6 diéu cua Luat Cu tra
Théng tu 35/2014/TT-BCA - Quy dinh chi tiét thi hanh mot s6 diéu
cua Luat Cu tra va Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4
nam 2014 caa Chinh pha quy dinh chi tiét mot s diéu va bién phép
thi hanh Luat Cu trd;Thong tu 36/2014/TT-BCA; Thong tu
15/2015/TT-BTP;Luat Ho tich:Nghi dinh 123/2015/ND-CP

Nghi dinh 31/2013/ND-CP

- Trich lyc khai tu (ban chinh)
- Quyét dinh hd tro chi phi mai tang



10. Lién thong thu tuc Pang ky khai tir, hwong mai tang phi dm voi doi
twong than nhan liét si dang huwéng tro cap hang thang; nguoi truc tlep tham
gia khang chién chong MY ciru nwéc nhung chwa dwge huwéng chinh sach caa
Ping, Nha nuéc theo Quyét dinh s6 290/2005/QP-TTg ngay 08 thang 11 nim
2005, Quyét dinh s6 188/2007/QP-TTg ngay 06 thang 12 nim 2007

Tén thu
fuc

Linh
vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Poi
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thdng tha tuc Pang ky khai ttr, huéng mai tdng phi d6i véi doi
tuong than nhan liét si dang huong tro cip hang thang; ngudoi truc
tiép tham gia khang chién chéng My ciru nudc nhung chua duoc
huong chinh séch cua Pang, Nha nuéc theo Quyét dinh
$6 290/2005/QD-TTg ngay 08 thang 11 nam 2005, Quyét dinh
s6 188/2007/QP-TTg ngay 06 thang 12 nim 2007

Ho tich

Céap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Budc 1: Cong chtrc Tu phap hé tich tiép nhan hd so c6 trach nhiém
kiém tra gidy to trong ho so:

+ Néu hd so day du, hop Ié thi tiép nhan va thu 1& phi dang ky khai ttr
theo quy dinh (néu c6), ddng thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khéng hop 18 thi huéng dan ngudi co yéu cau
bo sung hoan thién ho so; vin ban huéng dan phai ghi day du, ré rang
loai giay to can bo sung, hoan thién;

Cong chuc tiép nhan ho so ky, ghi 18 ho tén va giao cho ngudi nop ho
so. Tién hanh quét (scan) va luu trit hd so dién ta, cap nhat vao co s
dir liéu cua Hé théng thdng tin mot cira dién tir cua dia phuong.
Truong hop viéc dang ky khai tir dwoc thuc hién luu dong thi cong
chtc tu phap - ho tich truc tiép nhan hd so, cap gidy tiép nhan hd so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co sé dit liéu
cua Hé thong théng tin mot cira dién tir cua dia phuong.



Truong hop hd so khong thudc thim quyén giai quyet thi giai thich,

huong dan nguoi di dang ky dén ding co quan c6 thadm quyén giai
quyét theo quy dinh.

Nghién ciu xu 1y hd so:

+ Néu hd so day du, thdng tin khai tir phi hop va dung quy dinh thi tién
hanh ghi ndi dung khai tir vao S6 ho tich, cap nhat vao co so dit liéu ho
tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu ho so khong day du va khong ding theo quy dinh trinh van
ban tir chdi.

- Budc 2: Ngay khi cd trich lyc khai tir, Cong chitc Tu phap hd tich
ctia UBND cép x& c6 trach nhiém chup 01 ban trich luc khai ttr tir ban
chinh dé chuyén kém hd so huong mai tang phi cho Céng chirc Vin
hoa - X& hoi dé xét duyét, niém yét danh séach, 1ap hd so trinh Cha tich
UBND cap x4 ky bao céo guri UBND cap huyén qua phong Lao dong -
Thuong binh va Xa hoi.

- Budc 3: Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

Néu thay ho so du diéu kién nhung thiéu thanh phan hé so hoic biéu
mau, giay to ké khai chua ding, chua day du thi can bo tiép nhan ho
so ¢6 trach nhiém tra lai ho so kém theo thong bao bang vin ban va
néu rd ly do, noi dung can bd sung cho Bo phan Tiép nhan va Tra két
qua cua UBND cip xa théng béo cho ngudi nop hd so biét, hoan
thién ho so.

Truong hop ho so khéng du diéu kién thi khéng tiép nhan va tra loi
bang van ban cho nguoi dén nop hd so, néu 13 1y do khéng tiép nhan.

Truong hop hd so du diéu kién, phong Lao déng - Thuong binh va
X4 hoi 1ap hd so, trinh Chu tich UBND céap huyén ky gui S¢ Lao
dong - Thuong binh va Xa hoi (Phong Nguoi ¢o cong).

- Budc 4: S& Lao dong - Thuong binh va Xa hoi: tham dinh, xét
duyét, tong hop danh sach bao cao UBND tinh

- Budc 5: UBND tinh ky quyét dinh huong ché do mai tang phi gui
vé So Lao dong - Thuong binh va Xa hoi, Phong Lao dong - Thuong
binh va Xa hoi huyén

- Budc 6: Phong Lao dong - Thuong binh va Xa hoi huyén:

Ngay sau khi nhan quyét dinh huong ché @6 mai tang phi cia UBND
tinh, phong Lao dong - Thuong binh va Xa hoi c6 trach nhiém chi tra
tién huong ché d6 mai tang phi chuyén cho Céng chic Tu phap - Ho
tich tai Bo phan mot ctra cap xa dé tra két qua cho ngudi dan.

- Bugc 7: Cong chire Tu phép - Ho tich tai Bo phan mot cua cap xa
tra ket qua cho nguoi nop hd so, yéu cau ngudi nhan két qua ky nhan
VAo s6 dé theo dbi.

* Luu ¥: Trong truong hop c& nhan khong gui hd so qua dich vu buu
chinh cdng ich, thoi han giai quyét dugc tinh vao ngay lam viéc cua
UBND cap x&



Thoi

han giai
quyet
Phi

Lé Phi

Thanh
phan ho
SO

Tdi da 1a 48 ngdy, trong do thoi gian giai quyét 1a 40 ngay; thoi gian
chuyén ho so 1a 08 ngay

Khdng

Lé phi dang ky khai tir: 5.000 dong/1 trudng hop (dang ky khai tir sau
15 ngay); c6 nhu cau cap ban sao: 8.000 déng/1 truong hop. Mién 1¢ phi
d6i voi truong hop dang ky khai tir diing han, nguoi thudce gia dinh c6
cbng Vvéi cach mang; nguoi thudc ho nghéo; ngudi khuyét tat; tré em:;
ngudi cao tudi; dong bao dan toc thiéu sé & cac xa co diéu kien kinh té -
xa hoi dac biét kho khan

T khai dang ky khai tir theo mau; Gidy béo tir hoac gidy to thay cho
Gidy béo tur theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2 Diéu
4 Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich, cu thé: Boi voi ngudi chét tai co sy té thi Thu trudng co s
y té cap Gidy bao tir; d6i voi nguoi chét do thi hanh an tar hinh thi
Chu tich Hoi ddng thi hanh an tir hinh cip gidy xac nhan viéc thi
hanh &n tir hinh thay Giay béo tir; d6i voi ngudi bi Toa an tuyén bo 1a
da chét thi Ban an, quyét dinh c6 higu luc cia Toa &n thay Giay bao
tar; ddi véi nguoi chét trén phuong tién giao thong, chét do tai nan, bi
giét, chét dot ngot hodc chét co nghi van thi vian ban xac nhan cua co
quan cong an hoac két qua giam dinh caa Co quan giam dinh phap y
thay Glay bao ta. Giay bao tir do Uy ban nhan dan cép xa noi nguoi
d6 chét cap néu khong thudc cac truong hop Chet néu trén. + D4i Vo
d6i twong than nhan liét si dang huong trg cip hang thang: Pon dé
nghi cua than nhan doi tuong ¢ xac nhan cua chinh quyen dia
phuong x4, phuong, thi trdn noi cu trG; Ban sao trich luc khai tir;
Cong vin dé nghi cua UBND x3, phuong, thi tran noi dbi tuong cu
tr; + Po6i vai doi twong ngudi truc tiép tham gia khang chién chong
My ctru nudc nhung chua dugc huong chinh sach cia Bang, nha
nuéc theo Quyét dinh sb 290/22005/QD-TTg ngay 08/11/2005,
Quyét dinh s6 188/2007/QD-TTg ngay 06/12/2007: Pon dé nghi cua
than nhan d4i twong ¢4 xac nhan caa chinh quyén dia phuong x4,
phuong, thi tran noi cu tra; Ban sao trich luc khai tr; Cong vin dé
nghi caa UBND x4, phudng, thi tran noi ddi twong cu tra; Ban trich
sao danh sach dé nghi huong ché d¢6 mot lan theo Quyét dinh sb
290/2005/Qb-TTg ngay 08/11/2005 hoac ban sao mot trong cac
quyét dinh dugc huong tro cap mot lan (phuc vién, xuat ngi, thoi
viéc; trg cap maot 1an) hoic ban sao quyét dinh huong ché do bao
hiém y té& theo quy dinh tai Thong tu lién tich s6
191/2005/TTLT/BQP-BLDTBXH-BTC); Céng vin dé nghi cia Chu
tich UBND huyén (quan), kém theo danh sach dbi tugng duoc huong
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ché @6 mai tang phi (theo mau quy dinh); Danh sach tong hop cua So
Lao dong - Thuong binh va Xa hoi (theo mau) gui Chu tich UBND
tinh (thanh phd) dé ra Quyét dinh hudéng ché d6 mai tang phi (theo
mau quy dinh).

01 bo

Khéng

Nghi dinh 31/2014/ND-CP
Thong tu 35/2014/TT-BCA
Nghi dinh 134/2015/ND-CP - Quy dinh chi tiét mot s6 diéu caa luat
bao hiém x& hoi vé bao hiém xa héi tu nguyén
Quyét dinh 290/2005/QD-TTg
Luat 36/2013/QH13 - Stra d6i, bo sung mot s6 diéu cua Luat Cu tri
Thong tu 36/2014/TT-BCA
Quyét dinh 188/2007/QB-TTg - V& viéc sia doi, bo sung Quyét dinh
s 290/2005/QD-TTg ngay 08/11/2005 cua Thi tuéng Chinh pha vé
ché o, chinh sach ddi véi mot sé ddi tuong truc tiép tham gia khang
chién chéng My ctru nudc nhung chua duge huong chinh sach cua
Dang va Nha nuéc
Huéng dan vé tha tuc 13p ho so, quan ly hd so, thuc hién ché d6 wu
dai nguoi ¢ cong vai cach mang va than nhan

Ho tich
Thong tu 15/2015/TT-BTP
Phap Iénh 04/2012/UBTVQH13
Nghi dinh 123/2015/ND-CP
Nghi dinh 31/2013/ND-CP

- Trich lyc khai tu (ban chinh);
- Quyeét dinh va giai quyét mai tang phi



11. Lién thong thi tuc Dang ky khai ti, hwéng mai tang phi doi voi
ddi twong hwéng tro cap theo Quyét dinh sé 62/2011/QD-TTg ngay 09
thang 11 nim 2011 vé ché dd, chinh sach déi véi ddi twong tham gia chién
tranh bao vé Té quéc, 1am nhiém vu quéc té & Cam-pu-chia, gitip ban Lao
sau ngay 30 thang 4 nim 1975 da phuc vién, xuit ngii, théi viéc

Tén thu
tuc

Linh
vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tr, huong mai tang phi dbi voi dbi
tugng huong tro cap theo Quyét dinh s 62/2011/Qb-TTg ngay 09
thang 11 ndm 2011 vé che d6, chinh sach ddi Vai dbi twong tham gia
chién tranh bao vé T quéc, 1am nhiém vu quéc té & Cam-pu-chia,
gilp ban Lao sau ngdy 30 thang 4 nam 1975 d3 phuc vién, xuat ngi,
thoi viéc

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Budc 1: 1 Cong chire Tu phap ho tich tiép nhan hd so co trach
nhiém klem tra gidy to trong ho so:

+ Néu ho so day du, hop Ié thi tiép nhan va thu & phi dang ky khai tr
theo quy dinh (néu co), dong thoi viét gidy nhan ho so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hodc khéng hop 1¢ thi huéng dan ngudi ¢ yéu cau
bd sung hoan thién hd so; van ban huéng dan phai ghi day du, rd rang
loai gidy to can bd sung, hoan thién;

Cong chuc tiép nhan ho so ky, ghi & ho tén va giao cho ngudi nop
hd so. Tién hanh quét (scan) va luu trir ho so dién tir, cap nhat vao co
s& dir liéu cua Hé thdng thdng tin mot cira dién tir cia dia phuong.
Truong hop viéc dang ky khai tir duoc thuc hién luu dong thi cong
chie tu phap - ho tich truc tiép nhan ho so, cap gidy tiép nhan ho so
va hen tra két qua cho nguoi dan, sau d6 cap nhat vao co so dit liéu
cua Heé thong théng tin mot cira dién tir cua dia phuong.



Truong hop hd so khong thudc tham quyén giai quyet thi giai thich,
husng dan nguoi di dang ky dén ding co quan cd tham quyén giai
quyét theo quy dinh.

Nghién ciu xu 1y hd so:

+ Néu hd so day du, thdng tin khai tir phi hop va dung quy dinh thi tién
hanh ghi ndi dung khai ttr vao Sé ho tich, cap nhat vao co so dix liéu ho
tich va trinh l1anh dao xa ky Trich luc khai tir;

+ Néu ho so khong day du va khong ding theo quy dinh trinh vin
ban tir chdi.

- Budc 2: Ngay khi o trich luc khai tir, Cong chttc Tu phap ho tich
ctia UBND cép x& c6 trach nhiém chup 01 ban trich luc khai ttr tir ban
chinh dé chuyén kém hd so huéng mai tang phi cho Cong chirc Vin
hoa - X& hoi dé niém yét danh séach, 1ap hd so trinh Chu tich UBND
cap xa ky béo céo gui UBND cép huyén qua phong Lao dong -
Thuong binh va Xa hoi

- Budc 3: Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

Néu thay ho so du diéu kién nhung thiéu thanh phan hé so hoac biéu
mau, giay to ké khai chua dang, chua day du thi can bo tiép nhan ho
so ¢6 trach nhiém tra lai hd so kém theo thong bao bang van ban va
néu rd Iy do, noi dung can bd sung cho Bo phan Tiép nhan va Tra két
qua cua UBND cip x4 thong bao cho ngudi nop hd so biét, hoan
thién ho so.

Truong hop hd so khong du diéu kién thi khéng tiép nhan va tra 10
bang van ban cho nguoi dén nop hd so, néu 1 1y do khéng tiép nhan.
Truong hop hd so du diéu kién, phong Lao dong - Thuong binh va
X4 hoi 1ap hd so, trinh Chu tich UBND cap huyén ky gui S¢ Lao
dong - Thuong binh va Xa hoi (Phong Nguoi co cong).

- Buéc 4: S& Lao dong - Thuong binh va Xa hoi: tham dinh, xét
duyét, tong hop danh sach béo cao UBND tinh

- Bugc 5: UBND tinh ky quyét dinh huong ché do mai tang phi guri
vé So Lao dong - Thuong binh va Xa hoi, Phong Lao dong - Thuong
binh va Xa hoi huyén

- Budc 6: Phong Lao dong - Thuong binh va Xa hoi huyén:

Ngay sau khi nhan quyét dinh huéng ché @6 mai tang phi cia UBND
tinh, phong Lao dong - Thuong binh va Xa hoi cé trach nhiém chi tra
tién huong ché do mai tang phi chuyén cho Céng chire Tu phéap - HO
tich tai Bo phan mot ctra cap xa dé tra két qua cho ngudi dan

- Bugc 7: Cong chire Tu phép - Ho tich tai Bo phan mot cua cap x&
tra ket qua cho ngudi nop hd so, yéu cau ngudi nhan két qua ky nhan
Vao s6 dé theo doi

* Luu ¥: Trong truong hop c& nhan khéng gui ho so qua dich vu buu
chinh cdng ich, thoi han giai quyét dugc tinh vao ngay lam viéc cua
UBND cap xa



Thoi
han

giai

quyét

Phi
LEP

hi

Thanh
phan ho

SO

Téi da 1a 34 ngay lam Viéc, trong do thoi gian giai quyét 12 26 ngay
lam viéc; thaoi gian chuyén ho so 1a 08 ngay lam viéc

Khdng

Lé phi dang ky khai tir: 5.000 dong/1 truong hop (ding ky khai tir sau
15 ngay); ¢6 nhu cau cap ban sao: 8.000 déng/1 trudng hop. Mién 1¢ phi
d6i voi trudng hop dang ky khai tir ding han, nguoi thudce gia dinh c6
cbng véi cach mang; ngudi thuoc ho nghéo; nguoi khuyét tat; tré em;
ngudi cao tudi; dong bao dan tc thiéu s6 & cac xa co diéu kién kinh té -
xa hoi dac biét kho khan

T khai dang ky khai tir theo mau; Gidy béo tir hoac gidy to thay cho
Gidy béo tur theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2 Diéu
4 Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua
Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat
Ho tich, cu thé: Boi véi ngudi chét tai co so y té thi Tha trudng co so
y té cAp Gidy bao tir; dbi vai nguoi chét do thi hanh an tar hinh thi
Chu tich Hoi ddng thi hanh &n tir hinh cap gidy xac nhan viéc thi
hanh &n tir hinh thay Giay béo tir; d6i voi nguoi bi Toa an tuyén bb 1a
da chét thi Ban an, quyét dinh c6 higu luc ciia Toa &n thay Giay bao
tar; ddi v6i nguoi chét trén phuong tién giao thong, chét do tai nan, bi
giét, chét dot ngot hoac chét cd nghi van thi van ban xac nhan cua co
quan cong an hoac két qua giam dinh cua Co quan giam dinh phap y
thay Glay bao ta. Gidy bao tir do Uy ban nhan dan cap xa noi nguoi
d6 chét cap néu khong thudc cac truong hop chét néu trén. Ban khai
cta than nhan dbi tuong c6 xac nhan cua chinh quyén dia phuong xa,
phuong noi cu tra (theo Mau TT1); Bién ban hop gia dinh ddi véi
truong hop khéng con bd, me, vo hoic chong; - Ban sao trich luc
khai tir (d0i voi doi twong da tir tran); Ban trich sao quyét dinh kém
theo danh sach trang c6 tén d6i tugng huong tro cap 1 1an theo Quyét
dinh s 62/2011/Qb-TTg cua Thu tusng Chinh phu (Ban CHQS
huyén, thanh phd ky sao d6i véi ddi tuong do quan doi giai quyét,
phong Lao dong - Thuong binh va Xa hoi ky sao dbi voi doi tugng
thuoc UBND cép tinh giai quyét); Cong vin dé nghi caa phong Lao
d6ng - Thuong binh va Xa hoi huyén, thanh phb kém theo danh séch.

01 bo



Can ci Thong tu 15/2015/TT-BTP
phap ly  Nghi dinh 134/2015/ND-CP
Nghi dinh 31/2014/NDb-CP
Thong tu 36/2014/TT-BCA
Luat 36/2013/QH13 - Stra ddi, b sung mot sé diéu cua Luat Cu tra
Théng tu 35/2014/TT-BCA
Hudéng dan Phap lénh wu dai nguoi 6 cong vai cach mang
Huéng dan vé thi tuc 13p ho so, quan ly hd so, thuc hién ché do uu
dai nguoi co cong vai cach mang va than nhan
Luat Ho tich
Phép Iénh 04/2012/UBTVQH13
Nghi dinh 123/2015/NDb-CP
Quyét dinh 62/2011/QD-TTg
Biéu
mau
dinh
kem

Két qua - Trich luc khai twr (ban chinh)
thuc - Quyeét dinh va giai quyét mai tang phi
hién



12.

Lién thong tha tuc Pang ky khai tir, xéa ding ky thwong tru,

hwéng mai tang phi ddi véi doi twong hwéng tro cap theo Quyét dinh
56 49/2015/QD-TTg ngay 14 thang 10 nim 2015 vé mdt s6 ché d9, chinh
sach déi véi dan cong héa tuyen tham gia khang chlen chéng Phap, chdng
M§, chién tranh bao vé Té quéc va 1am nghia vu quéc té

Tén thu
tuc

Linh
vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tw, x6a dang ky thuong tra, huong
mai ting phi dbi véi dbi tuong huong tro cap theo Quyet dinh
s6 49/2015/Qb-TTg ngay 14 thang 10 nam 2015 vé mot s6 ché do,
chinh sach d6i véi dan cong hoa tuyén tham gia khang chién chng
Phap, chéng My, chién tranh bao vé T qudc va 1am nghia vu qudc té

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Budc 1: Cong chic Tu phap ho tich tiép nhan hd so cotrach nhiém
kiém tra gidy to trong ho so:

+ Néu ho so day du, hop Ié thi tiép nhan va thu & phi dang ky khai tir
theo quy dinh (néu co), dong thoi viét gidy nhan ho so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khéng hop 18 thi huéng dan ngudi co yéu cau
b sung hoan thién ho so; vin ban huéng dan phai ghi day du, ré rang
loai gidy to can bd sung, hoan thién;

Cong chic tiép nhan ho so ky, ghi 16 ho tén va giao cho ngudi ndp hd
so. Tién hanh quét (scan) va luu trir hd so dién tir, cap nhat vao co so
dir liéu cua Hé théng thong tin mot cira dién tir cia dia phuong.
Truong hop viéc dang ky khai tir dwoc thuc hién luu dong thi cong
chtc tu phap - ho tich truc tiép nhan hd so, cip gidy tiép nhan hd so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co sé di liéu
cua Hé thong théng tin mot cira dién tir cua dia phuong.

Truong hop ho so khong thudc tham quyén giai quyét thi giai thich,



huéng din nguoi di dang ky dén dung co quan c6 tham quyén giai
quyét theo quy dinh.

Nghién ciu xu 1y hd so:

+ Néu hd so day du, thdng tin khai tir phi hop va dung quy dinh thi tién
hanh ghi ndi dung khai tir vao S6 hé tich, cap nhat vao co so dit liéu ho
tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu ho so khong day du va khong ding theo quy dinh trinh van
ban tir chdi.

- Budc 2: Ngay khi o trich luc khai tir, Cong chitc Tu phéap ho tich
cua UBND cép Xa c0 trach nhiém chup 02 ban trich luc khai tr tir ban
chinh dé b6 sung vao hd so x6a déng ky thuong trd va hd so huong
ché do tir tuat (tro cap tuat va trg cap mai tang) dong thoi thyc hién:

+ Chuyén hd so x6a dang ky thuong tra dén Cong an cap xa (ngoai
trir thanh phé Long Khanh va thanh phé Bién Hoa) hoac chuyén cho
co quan Cong an thanh phé Long Khanh hay Cong an thanh pho Bién
Hoa thuc hién viéc giai quyét thi tuc xoa dang ky thuong tra.

+ Chuyén hoé so huong mai tang phi cho Cong chirc Vian héa - Xa hoi
dé xét duyét, niém yét danh sach, 1ap ho so trinh Chu tich UBND cap
x& ky bao cao giri UBND cap huyén qua phong Lao dong - Thuong
binh va Xa hoi.

- Buoc 3:

+ Co quan Cong an ddi chiéu véi cac quy dinh cua phép luat vé cu
tra:

Truong hop hd so day du, hop Ié thi viét gidy bién nhan trao cho
ngudi chuyén ho so.

Truong hop hd so du diéu kién nhung thiéu thanh phan hd so hoic
biéu mau, gidy to ké khai chua dung, chua day du thi can bo tiép
nhan ho so ¢ trach nhiém tra lai ho so kém theo thong bao bang vin
ban va néu rd ly do, noi dung can bd sung cho nguoi chuyén ho so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xoa ding ky thuong trd: Nhan ho so,
kiém tra lai gidy to, tai liéu, doi chiéu cac thong tin duoc ghi trong so
ho khau, gidy to khac va ky nhan vao sé theo ddi giai quyét ho khau
(ky, ghi rd ho, tén va ngdy, thang, naim nhan két qua) va thuc hién
x6a ding ky thuong trd cua ngudi chét, thay d6i chu ho (néu co).
Chuyén két qua cho Céng chac Tu phap - Ho tich tai Bo phan mot
ctra cap x4 dé tra cho nguoi dan.

+ Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

Néu thay ho so du diéu kién nhung thiéu thanh phan hd so hoic biéu
mau, giay to ké khai chua dung, chua day du thi can bo tiép nhan ho
s0 ¢ trach nhiém tra lai ho so kém theo thong bao bang van ban va
néu rd ly do, ndi dung can bo sung cho B phan Tiép nhan va Tra két
qua cua UBND cip xi thong bao cho ngudi nop hd so biét, hoan
thién hé so.
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Truong hop hd so khong du diéu kién thi khdng tiép nhan va tra 1oi
bang van ban cho nguoi dén nop hd so, néu 13 1y do khong tiép nhan.
Truong hop hd so du diéu kién, phong Lao déng - Thuong binh va
X& hoi 1ap hd so, trinh Chu tich UBND cap huyén ky gui So Lao
dong - Thuong binh va Xa hoi (Phong Nguoi ¢6 cong).

- Budc 4: S& Lao dong - Thuong binh va X3 hoi: tham dinh, xét
duyét, tong hop danh sach bao cdo UBND tinh

- Bugc 5: UBND tinh ky quyét dinh huong ché do mai tang phi guri
vé S¢ Lao dong - Thuong binh va Xa hoi, Phong Lao dong - Thuong
binh va Xa hoi huyén

- Budc6: Phong Lao dong - Thuong binh va Xa hoi huyén:

Ngay sau khi nhan quyét dinh huong ché @6 mai tang phi cia UBND
tinh, phong Lao dong - Thuong binh va Xa hoi co trach nhiém chi tra
tién huong ché do6 mai tang phi chuyén cho Cong chic Tu phap - Ho
tich tai Bo phan mot ctra cap xa dé tra két qua cho ngudi dan.

- Budc 7: Cong chirc Tu phéap - Ho tich tai Bo phan mot ctra cap x4
tra két qua cho ngudi nop hod so, yéu cau ngudi nhan két qua ky nhan
Vvao so dé theo dbi.

* Luu ¥: Trong truong hop c& nhan khong gui ho so qua dich vu buu
chinh cdng ich, thoi han giai quyét dugc tinh vao ngay 1am viéc cua
UBND cap xa

Téi da 1a 34 ngay 1am Viéc, trong do thoi gian giai quyét 1a 26 ngay
lam viéc; thoi gian chuyén ho so 1a 08 ngay lam viéc.

Khong

Lé phi dang ky khai tir: 5.000 dong/1 trudong hop (dang ky khai tir sau
15 ngay); ¢6 nhu cau cap ban sao: 8.000 dong/1 truong hop. Mién 1& phi
d6i voi trudng hop dang ky khai tir ding han, nguoi thudce gia dinh c6
céng véi cach mang; nguoi thudc ho nghéo; nguoi khuyét tat; tré em:;
ngudi cao tudi; dong bao dan toc thiéu s6 & cac xa co diéu kien kinh té -
x& hoi dac biét kho khan

T khai dang ky khai tir theo mau; Giay béo tir hoac giay to thay cho
Gidy bao tir theo quy dinh tai Diéu 34 Luat Ho tich va khoan 2 Diéu
4 Nghi dinh sé 123/2015/ND-CP ngay 15 thang 11 nim 2015 cua
Chinh pha quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat
Ho tich, cu thé: DI véi nguoi chét tai co so y té thi Thu trudng co sé
y té cap Gidy bao tir; d6i voi nguoi chét do thi hanh an tar hinh thi
Chu tich Hoi dong thi hanh &n tir hinh cip gidy xac nhan viéc thi
hanh an tir hinh thay Gidy bao tir; d6i véi nguoi bi Toa an tuyén bé 1a
da chét thi Ban an, quyét dinh c6 hiéu lyc cua Toa an thay Giay bao
tar; ddi v6i nguoi chét trén phuong tién giao théng, chét do tai nan, bi
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giét, chét dot ngot hoac chét co nghi van thi van ban xac nhan cua co
quan cong an hoac két qua giam dinh caa Co quan giam dinh phap y
thay Glay bao tur, Gidy béo tir do Uy ban nhan dan cép xi noi nguoi
d6 chét cap néu khong thudc cac trudng hop chét néu trén. Phiéu bao
thay d6i ho khau, nhan khau; S6 ho khau (ban chinh) c6 ding ky
thuong trd cua nguoi chét; + Di véi dbi tuong than nhan liét si dang
huéng tro cap hang thang: Pon dé nghi ciia than nhan ddi tuong co
xé&c nhan caa chinh quyén dia phuong x4, phuong, thi tran noi cu tru;
Ban sao trich luc khai tir; Cong van dé nghi cia UBND x&, phuong,
thi tran noi ddi twong cu tra; + DS v6i dbi tugng ngudi tryc tiép
tham gia khang chién chéng My ctru nudc nhung chua duoc huong
chinh sach cta Pang, nha nudc theo Quyét dinh s6 290/22005/QP-
TTg ngay 08/11/2005, Quyét dinh sé 188/2007/QD-TTg ngay
06/12/2007: Bon dé nghi cta than nhan ddi twong cd xac nhan cua
chinh quyén dia phuong xa, phuong, thi tran noi cu tra; Ban sao trich
luc khai tir; Cong van dé nghi cia UBND x4, phuong, thi tran noi d6i
tugng cu tra; Ban trich sao danh sach dé nghi huang ché d¢6 mot lan
theo Quyét dinh s6 290/2005/QD-TTg ngay 08/11/2005 hoic ban sao
mot trong cac quyét dinh duoc huong tro cap mot lan (phuc vién,
Xuat ngi, thoi viéc; trg cAp mot 1an) hodc ban sao quyét dinh hudng
ché do bao hiém y té theo quy dinh tai Théng tu lién tich sb
191/2005/TTLT/BQP-BLDTBXH-BTC); Cong vin dé nghi cia Chu
tich UBND huyén (quan), kém theo danh sach dbi tuong duoc huong
ché @6 mai tang phi (theo mau quy dinh); Danh sach tong hop cia So
Lao dong - Thuong binh va Xa hoi (theo mau) giri Chu tich UBND
tinh dé ra Quyét dinh huong ché d6 mai tang phi.

01 bo

Khdng

Nghi dinh 123/2015/ND-CP

Thong tu 15/2015/TT-BTP

Nghi dinh 31/2014/ND-CP

Nghi dinh 134/2015/NB-CP - Quy dinh chi tiét mot sé diéu cua luat
bao hiém xa hoi vé bao hiém x& hoi tu nguyén

Quyét dinh 290/2005/QD-TTg

Thong tu 36/2014/TT-BCA - Quy dinh vé biéu mau st dung trong
dang ky, quan ly cu tra

Quyét dinh 188/2007/QB-TTg - Vé viéc sia d6i, bd sung Quyét dinh
s6 290/2005/QD-TTg ngay 08/11/2005 cua Tha tudng Chinh pha vé



Biéu
mau
dinh
kem

Két qua
thuc
hién

ché o, chinh sach ddi voi mot sé ddi twong truc tiép tham gia khang
chién chéng My ctru nuéc nhung chua duge huong chinh sach cua
bang va Nha nuéc

Luat 36/2013/QH13 - Stra ddi, bd sung mot sé diéu cua Luat Cu tra
Thong tu 35/2014/TT-BCA

Hudéng dan vé tha tuc 1ap ho so, quan ly hd so, thuc hién ché d6 wu
dai nguoi co cong vai cach mang va than nhan

Luat Ho tich

Phap Iénh 04/2012/UBTVQH13

Nghi dinh 31/2013/ND-CP

- Trich luc khai tu (ban chinh) ,
- 50 ho khau da x6a dang ky thuong tri cho ngudi chet;
- Quyeét dinh va giai quyét mai tang phi



13. Lién thong thi tuc Dang ky khai ti, hwéng mai tang phi doi voi
ddi twong hwéng tro cAp theo Quyét dinh sb6 49/2015/QD-TTg ngay 14
thang 10 nim 2015 vé mjt so6 ché dd, chinh sach ddi véi dan cong hoa tuyen
tham gia khang chién chéng Phép, chdng My, chién tranh bio vé Té quéc
va lam nghia vu quéc té

Tén thu
tuc

Linh
vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tr, huong mai tang phi d6i véi doi
tugng huong tro cap theo Quyet dinh s0 49/2015/Qb-TTg ngay 14
thang 10 ndm 2015 vé mot s6 ché do, chinh sach dbi voi dan cong
hoa tuyen tham gia khang chién chong Phap, chdng My, chién tranh
bao vé To qudc va 1am nghia vu qudc té

Ho tich

CAap huyén, cap xa.

Truyc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Budc 1: Cong chirc Tu phap ho tich tiép nhan hd so ¢o trach nhiém
kiém tra giay to trong ho so:

+ Néu ho so day du, hop 1¢ thi tiép nhan va thu 18 phi dang ky khai tir
theo quy dinh (néu co), ddng thoi viét gidy nhan ho so, hen tra két qua
tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khdng hop 1é thi huéng dan nguoi co yéu cau
bo sung hoan thién ho so; van ban huéng dan phai ghi day du, o rang
loai gidy t& can bo sung, hoan thién;

Cong chuc tiép nhan hd so ky, ghi 15 ho tén va giao cho ngudi nop hd
s0. Tién hanh quét (scan) va luu trit hd so dién tir, cap nhat vao co so di
lieu cua Hé thdng thong tin mot cira dién tir cua dja phuong.

Truong hop viéc dang ky khai ttir dugc thuc hién luu dong thi cong chirc
tur phap - ho tich truc tiép nhan hd so, cap gidy tiép nhan hd so va hen
tra két qua cho nguoi dan, sau d6 cap nhét vao co sd dit liéu caa Hé
thdng théng tin mot cira dién tir cia dia phuong.

Truong hop hd so khong thudc tham quyén giai quyét thi giai thich,



Thoi han
giai
quyet

huéng din nguoi di ding ky dén dung co quan c6 tham quyén giai
quyét theo quy dinh.

Nghién ctu xu 1y hd so:

+ Néu hd so day du, thdng tin khai tir phu hop va dang quy dinh thi tién
hanh ghi ndi dung khai tir vao S6 hé tich, cap nhat vao co so dit liéu ho
tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu hd so khong day di va khong ding theo quy dinh trinh van ban tir chéi.
- Budc 2: Ngay khi c6 trich luc khai tir, Cong chire Tu phép ho tich caa
UBND cép x4 c6 trach nhiém chup 01 ban trich luc khai ti tir ban chinh
dé chuyén kém hé so huong mai tang phi cho Céng chtic Vin hoa - Xa
hoi dé xét duyét, niém yét danh sach, 1ap hd so trinh Cha tich UBND
cap xa ky bao céo gui UBND céap huyén qua phong Lao dong - Thuong
binh va Xa hoi.

- Budc 3: Phong Lao dong - Thuong binh va Xa hoi kiém tra ho so:

Néu thay ho so di diéu kién nhung thiéu thanh phan ho so hoic biéu
mau, giay to ké khai chua dung, chua day du thi can bo tiép nhan ho so
c6 trach nhiém tra lai ho so kém theo thong bao bang van ban va néu rd
ly do, ndi dung can bo sung cho Bo phan Tiép nhan va Tra két qua cua
UBND cap x4 thong bao cho ngudi nop hd so biét, hoan thién ho so.
Truong hop hd so khéng du diéu kién thi khdng tiép nhan va tra loi
bang vin ban cho ngudi dén nop hé so, néu rd 1y do khong tiép nhan.
Truong hop hd so du diéu kién, phong Lao dong - Thuong binh va X3
hoi 1ap hd so, trinh Cha tich UBND cép huyén ky giri Sé Lao dong -
Thuong binh va Xa hoi (Phong Nguoi co cong).

- Budc 4: So Lao dong - Thuong binh va X4 hoi: tham dinh, xét duyét,
téng hop danh sach bao cdo UBND tinh

- Budc 5: UBND tinh ky quyét dinh huong ché do mai tang phi giri vé
S¢ Lao dong - Thuong binh va Xa hdi, Phong Lao dong - Thuong binh
va Xa hoi huyén

- Budc 6: Phong Lao dong - Thuong binh va Xa hoi huyén:

Ngay sau khi nhan quyét dinh hudong ché do mai tang phi cia UBND
tinh, phong Lao dong - Thuong binh va Xa hoi cd trach nhiém chi tra
tién huong ché do mai tang phi chuyén cho Coéng chirc Tu phéap - Ho
tich tai Bo phan mot ctra cip xa dé tra két qua cho nguoi dan.

- Bugc 7: Cong chae Tu phap - HO tich tai B phan mét cua cap xatra
ket qua cho ngudi nop hd so, yéu cau ngudi nhan két qua ky nhan vao
s6 dé theo dbi.

* Luu y: Trong truong hop c& nhan khong gui hd so qua dich vu buu
chinh cong ich, thoi han giai quyét duoc tinh vao ngay lam viéc coa
UBND cap x4

Toi da 1a 34 ngay lam viéc, trong d6 thoi gian giai quyét 1a 26 ngay
lam viéc; thoi gian chuyén ho so 1a 08 ngay lam viéc.
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Khdng

Lé phi dang ky khai tir: 5.000 dong/1 truong hop (ding ky khai tir sau
15 ngay); ¢6 nhu cau cap ban sao: 8.000 déng/1 trudng hop. Mién 1¢ phi
d6i voi truong hop dang ky khai tir ding han, nguoi thude gia dinh co
cdng véi cach mang; ngudi thudc ho nghéo; ngudi khuyét tat; tré em:
ngudi cao tudi; dong bao dan toc thiéu sé & cac xa co diéu kién kinh té -
xa hoi dac biét kho khan

+ To khai ding ky khai tir theo mau;

+ Giay bao tur hoic gidy to thay cho Gidy bao tu theo quy dinh tai
Diéu 34 Luat Ho tich va khoan 2 DBiéu 4 Nghi dinh s 123/2015/ND-
CP ngay 15 thang 11 nam 2015 cta Chinh phii quy dinh chi tiét mot
s diéu va bién phép thi hanh Luat Ho tich, cu thé: P voi nguoi
chét tai co s y té thi Tha truong co sd 'y té cap Giay bao tir; d6i Voi
nguoi chét do thi hanh an tir hinh thi Cha tich Hoi dong thi hanh an
tar hinh cip gidy xac nhan viéc thi hanh an tir hinh thay Giay béo tu;
d6i v&i nguoi bi Toa &n tuyén bd 1a da chét thi Ban an, quyét dinh c6
hiéu luc cua Toa an thay Giay béo tir; d6i voi ngudi chét trén phuong
tién giao thong, chét do tai nan, bi giét, chét dot ngot hoac chét co
nghi van thi van ban xac nhan cia co quan cong an hoac két qua giam
dinh cia Co quan giam dinh phap y thay Gidy bao tu. Gidy bao tir do
UBND cép x3 noi ngudi d6 chét cap néu khong thude cac truong hop
chét néu trén.

- Lé phi dang ky khai tir: Theo quy dinh cia Hoi dong nhan dan cip
tinh.

- Nguoi ¢6 trach nhiém ding ky khai tir theo khoan 1 Biéu 33 Luat
Ho tich khong co diéu kién truc tiép dén co quan ding ky, co thé uy
quyén cho ngudi khac lam thay.

+ Ban trich sao quyét dinh cua ddi tuong tir tran da duoc huong ché
d6 tro cap mot lan;

+ Giay chung tir hoic ban sao trich luc khai tu.

- Ho so hd trg chi phi mai tang cho dbi tuong bao trg xa hoi (duoc tro
gilp xa hoi thuong xuyén tai cong dong):

+ Van ban hodc don d& nghi caa co quan, té chuc, ho gia dinh hoic
ca nhan dung ra to chirc mai tang cho ddi tuong;

+ Ban sao Gidy chung ti hoc trich luc khai tu;

+ Ban sao quyét dinh hudng trg cdp x& hoi cia nguoi don than dang
nudi con va ban sao gidy khai sinh hoac ban sao trich luc khai sinh
ctia ngudi con bi chét dbi véi truong hop 1a con ciia ngudi don than
nghéo quy dinh tai khoan 4 Biéu 5 Nghi dinh sé 136/2013/ND-CP;

+ Ban sao S6 hd khau hodc van ban xac nhan cia cong an cap x&, ban
sao quyét dinh thoi huong tro cap bao hiém xa hoi, trg cap khéc cua
co quan c¢6 tham quyén ddi véi truong hop 1a nguoi tir du 80 tudi tro
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1én dang hudng tro cap tuat bao hiém xa hoi hang thang, tro cap hang
thang khéc.

01 bo

Khéng

Nghi dinh 31/2014/NB-CP

Thong tu 35/2014/TT-BCA

Nghi dinh 134/2015/ND-CP - Quy dinh chi tiét mot sé diéu cua luat
bao hiém x& hoi vé bao hiém xa héi tu nguyén

Quyét dinh 290/2005/QD-TTg

Luat 36/2013/QH13 - Stra d6i, bo sung mot s6 diéu cua Luat Cu tri
Thong tu 36/2014/TT-BCA

Quyét dinh 188/2007/QD-TTg - V& viéc sira doi, bo sung Quyét dinh
) 290/2005/Qb-TTg ngay 08/11/2005 cua Thu tuéng Chinh phu vé
ché o, chinh sach ddi véi mot s ddi tuong truc tiép tham gia khang
chién chdng My ctru nude nhung chwa duoc huong chinh sach cua
Dang va Nha nuéc

Huéng dan vé tha tuc 1ap ho so, quan ly hd so, thuc hién ché d6 wu
dai nguoi ¢ cong vai cach mang va than nhan

Ho tich

Thong tu 15/2015/TT-BTP

Phap Iénh 04/2012/UBTVQH13

Nghi dinh 123/2015/Nb-CP

Nghi dinh 31/2013/NB-CP

- Trich lyc khai tu (ban chinh);
- Quyét dinh va giai quyét mai tang phi



14. Lién théng thi tuc bing ky khai tir, x6a dang ky thuwong tra,
hwéng mai tang phi déi véi d6i twong thuwc hién theo Nghi dinh
s6 150/2006/ND-CP ngay 12 thang 12 nim 2006 hwéng din thi hanh mét so
diéu caa Phap lénh Cuu chién binh

Tén tha
tuc

Linh
vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Doi
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Pang ky khai tir, x6a dang ky thuong tr, hudng
mai tang phi dbi voi ddi twong thuc hién theo Nghi dinh
s6 150/2006/ND-CP ngay 12 thang 12 nim 2006 huéng dan thi hanh
mot sé diéu caa Phap 1énh Cyu chién binh

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truyc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Budc 1: Cong chtic Tu phap hé tich tiép nhan hd so cé trach nhiém
kiém tra gidy to trong ho so:

+ Néu ho so day du, hop Ié thi tiép nhan va thu 1& phi dang ky khai ttr
theo quy dinh (néu co), dong thoi viét gidy nhan ho so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khéng hop 18 thi huéng dan ngudi co yéu cau
bo sung hoan thién ho so; vin ban huéng dan phai ghi day du, ré rang
loai giay to can bo sung, hoan thién;

Cong chuc tiép nhan ho so ky, ghi 16 ho tén va giao cho nguoi ndp ho
so. Tién hanh quét (scan) va luu trir hd so dién tir, cap nhat vao co sd
dir liéu caa Hé théng théng tin mot cira dién tir cia dia phuong.
Truong hop viéc dang ky khai tir dwoc thuc hién luu dong thi cong
chtc tu phap - ho tich truc tiép nhan hd so, cap gidy tiép nhan hd so
va hen tra két qua cho ngudi dan, sau d6 cap nhat vao co sé dit liéu
cua Hé thong thdng tin mot cura di¢n tir cua dia phuong.

Truong hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di dang ky dén ding co quan c6 tham quyén giai
quyét theo quy dinh.



Nghién ciu xu 1y hd so:

+ Néu hd so day du, théng tin khai tir phi hop va dung quy dinh thi tién
hanh ghi ndi dung khai tir vao S6 ho tich, cap nhat vao co so dit liéu ho
tich va trinh 1anh dao xa ky Trich luc khai tu;

+ Néu hd so khong day du va khong dang theo quy dinh trinh van
ban tir chéi.

- Budc 2: Ngay khi o trich luc khai tir, Cong chitc Tu phéap ho tich
ctia UBND cép x& c6 trach nhiém chup 02 ban trich luc khai ttr tir ban
chinh dé b6 sung vao hd so xo6a dang ky thuong tri va hd so huang
ché do tir tuat (tro cAp tuat va trg cap mai tang) déng thoi thuc hién:

+ Chuyén hd so x6a dang ky thuong tra dén Cong an cap xa (ngoai
trir thanh phd Long Khanh va thanh phé Bién Hoa) hoic chuyén cho
co quan Cong an thanh phd Long Khanh hay Cong an thanh phd Bién
Hoa thuc hién viéc giai quyét thi tuc xoa dang ky thuong tra.

+ Chuyén ho so huong mai tang phi cho Cong chiic Vian héa - Xa hoi
dé thuc hién:

Pbi v6i d6i twong thuc hién theo Nghi dinh s6 150/2006/ND-CP
ngay 12/12/2006 cua Chinh pha Quy dinh chi tiét va huéng dan thi
hanh mot sb diéu Phap 1énh Cyu chién binh: phéi hop Hoi Cyu chién
binh cip xa xac nhan, 1ap danh sach b&o cdo Chu tich UBND cap x&
ky cong van dé nghi huong ché ¢6 mai tang phi giri phong Lao dong
- Thuong binh va Xa hoi.

Péi véi ddi twong huong trg cap theo Quyét dinh sé 49/2015/QP-
TTg ngdy 14 thang 10 nam 2015 cua Thi tuéng Chinh phii vé mot s6
ché do, chinh sach doi véi dan cong hoa tuyén tham gia khang chien
Chong Phap, chéng My, chién tranh bao vé T6 qubc va lam nghia vu
qudc té: tong hop trinh Chi tich UBND cap xa ky UBND céap huyén
qua phong Lao dong - Thuong binh va Xa hoi.

- Buéc 3:

+ Co quan Cong an ddi chiéu véi cac quy dinh cua phép luat vé cu
tra:

Truong hop ho so day du, hop Ié thi viét gidy bién nhan trao cho
ngudi chuyén ho so.

Truong hop hd so du diéu kién nhung thiéu thanh phan hd so hoic
biéu miu, gidy to ké khai chua ding, chua day du thi can bo tiép
nhan ho so c6 trach nhiém tra lai hd so kém theo thong bao bang vin
ban va néu rd ly do, ndi dung can bd sung cho nguoi chuyén hd so dé
huéng dan cho ngudi dan.

Truong hop duoc giai quyét xo6a ding ky thuong trd: Nhan hd so,
kiém tra lai gidy to, tai liéu, ddi chiéu cac thong tin duoc ghi trong so
ho khau, gidy to khac va ky nhan vao so theo dai giai quyét ho khau
(ky, ghi rd ho, tén va ngay, thang, nim nhan két qua) va thuc hién
x6a dang ky thuong trd ciia ngudi chét, thay doi chi hd (néu co).

+ Phong Lao dong - Thuong binh va Xa hoi huyén:



Dbi v6i d6i twong thuc hién theo Nghi dinh sé 150/2006/ND-CP
ngay 12/12/2006 cua Chinh pha Quy dinh chi tiét va huéng dan thi
hanh mot s6 diéu Phap lénh Cuu chién binh:
Néu thay ho so du diéu kién nhung thiéu thanh phan hé so hoic biéu
mau, giay to ké khai chua ding, chua day du thi can bo tiép nhan hd
s0 ¢6 trach nhiém tra lai hd so kém theo thong bao bang vin ban va
néu rd ly do, noi dung can bd sung cho B phan Tiép nhan va Tra két
qua cua UBND cip x4 thong bao cho ngudi nop hd so biét, hoan
thién ho so.
Truong hop ho so khéng du diéu kién thi khong tiép nhan va tra loi
bang van ban cho nguoi dén nop hd so, néu 13 1y do khéng tiép nhan.
Trudng hop hd so du diéu kién thi chu tri phdi hop véi Hoi cuu chién
binh cing cap téng hop, lap danh sach dé nghi huéng ché do mai
tang phi bao cdo Chu tich UBND céap huyén ky cong vin giri S¢ Lao
dong - Thuong binh va Xa hoi (Phong Nguoi co cong).
Péi véi ddi twong huong trg cap theo Quyét dinh sé 49/2015/Qb-
TTg ngay 14 thang 10 ndam 2015 ciia Thu tudng Chinh phi vé mot s6
ché do, chinh sach d6i véi dan cong hoa tuyén tham gia khang chién
chéng Phap, chéng My, chién tranh bao vé T quéc va lam nghia vu
quéc té:
Néu thay ho so du didu kién nhung thiéu thanh phan hé so hoic biéu
mau, giay to ké khai chua dang, chua day du thi can bo tiép nhan hd
so ¢ trach nhiém tra lai hd so kém theo thong bao bang van ban va
néu rd ly do, noi dung can bd sung cho B phan Tiép nhan va Tra két
qua cua UBND cip x4 thong bao cho ngudi nop hd so biét, hoan
thién ho so.
Truong hop ho so khong du diéu kién thi khong tiép nhan va tra loi
bang van ban cho nguoi dén nop ho so, néu 1 1y do khong tiép nhan.
Truong hop ho so du diéu kién thi phong Lao dong - Thuong
binh va X& hoi kiém tra ho so, tong hop danh sach dé nghi giri So
Lao dong - Thuong binh va Xa hoi (Phong Nguoi ¢ cong).
- Budc 4: Phong Nguoi ¢6 cong - Sé Lao dong - Thuong binh va Xa
hoi:
- Péi vé6i dbi twong thuc hién theo Nghi dinh sé 150/2006/ND-CP
ngay 12/12/2006 cua Chinh pha Quy dinh chi tiét va huéng dan thi
hanh mot sb diéu Phéap Iénh Cuu chién binh: chu tri phdi hop véi Hoi
cuu chién binh cung cap téng hop, 1ap danh sach trinh Giam dbc So
Lao d6ng - Thuong binh va X3 hoi ky quyét dinh huong tro cap;
chuyén quyét dinh vé phong Lao dong - Thuong binh va Xa hoi
huyén.
Péi véi ddi twong huong trg cap theo Quyét dinh sé 49/2015/QP-
TTg ngay 14 thang 10 nam 2015 cua Thi twéng Chinh phii vé mot s6
ché @6, chinh sach d6i véi dan cong hoa tuyén tham gia khang chién
chéng Phap, chéng My, chién tranh bao vé T qudc va lam nghia vu
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quéc té: kiém tra, tong hop danh sach, trinh Giam dc S¢ Lao dong -
Thuong binh va Xa hoi ky quyét dinh huéng trg cap; chuyén quyét
dinh vé phong Lao dong - Thuong binh va Xa hoi huyén.

- Budc 5: Phong Lao dong - Thuong binh va Xa hoi huyén.

Ngay sau khi nhan quyét dinh huéng ché dé mai tang phi cua So Lao
dong - Thuong binh va Xa hdi, phong Lao dong - Thuong binh va Xa
hoi ¢d trach nhiém chi tra tién huéng ché do mai tang phi chuyén cho
Cong chac Tu phéap - Ho tich tai Bo phan mot cira cap xa dé tra két
qua cho nguoi dan.

- Budc 6: Cong chirc Tu phap - HO tich tai Bo phan mot cua cap xa
tra ket qua cho ngudi nop hd so, yéu cau ngudi nhan két qua ky nhan
Vao s6 dé theo dbi.

* Luu ¥: Trong truong hop c& nhan khong gui hd so qua dich vu buu
chinh cdng ich, thoi han giai quyét dugc tinh vao ngay lam viéc cua
UBND cap x4

Téi da 1a 30 ngay lam viée, trong do thoi gian giai quyét 1a 24 ngay
lam viéc; thoi gian chuyén ho so 1a 06 ngay lam viéc

Khong

Lé phi dang ky khai ta: : 5.000 dong/1 truong hop (dang ky khai tir
sau 15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 trudng hop.
Mién 18 phi ddi voi truong hop dang ky khai tir dung han, nguoi
thudc gia dinh c6 cong vdi cach mang; ngudi thuéc ho nghéo; nguoi
khuyét tat; tré em; ngudi cao tudi; ddng bao dan toc thiéu sé ¢ cac xa
c6 diéu kien kinh té - xa hoi dac biét kho khin

+ S6 bao hiém x& hoi (ban chinh) caa nguoi tham gia bao hiém xa hoi
tu nguyén, nguoi bao luu thoi gian dong bao hiém xa hoi va nguoi
cho du diéu kién vé tudi doi dé huong luong huu, tro cap hang thang
bi chét;

+ Ban sao gidy chung tir hoic trich luc khai ti;

+ To khai caa than nhan theo mau (ban chinh);

+ Bién ban hop cua cac than nhan dbi véi truong hop da diéu kién
huong tro c4p tuat hang thang nhung chon hudng tro cAp tudt mot lan
theo mau (ban chinh); truong hop chi c6 mot than nhan du diéu kién
huong tro cap tUat hang thang hodc nhiéu than nhan du diéu kién
huong trg cap tuat hang thang nhung chi c6 mot ngudi dai dién hop
phap ma lra chon huéng tro cap tuat mot 1an thi than nhan lya chon
huong tro cAp tudt mot 1an hodc nguoi dai dién hop phép cua than
nhan chiu trach nhiém vé viéc lua chon va khdng can bién ban nay;

+ Bién ban giam dinh mac suy giam kha ning lao dong ddi véi than



nhan bi suy giam kha ning lao dong tir 81% tro 18n hodc Gidy xac
nhan khuyét tat mac d6 dic biét nang (twong dwong mac suy giam
kha ning lao dong tir 81% tré 1én) theo quy dinh tai Thong tu sd
37/2012/TTLT-BLDTBXH-BYT-BTC-BGDPT trong trudng hop
huong tro cap tUat hang thang;

+ Gidy uy quyen (neu dbi twong da tur tran c6 nhiéu than nhan).

Céc thanh phan ho so néu trén néu khong quy dinh 13 ban chinh thi c6
thé nop ban chinh, ban sao kém ban chinh dé di chiéu, ban sao duoc
chtng thuc hoic ban sao dugc cap tir s6 gc.

- HO so hudng mai tang phi d6i voi ddi twong ngudi c6 cdng véi cach
mang tir tran:

+ Ban khai cua dai dién than nhan (kém bién ban ay quyén) hoic
ngudi t6 chirc mai tang (theo mau quy dinh);

+ Ban sao Giay chung tir hoic trich luc khai tir;

+ H0 so ctia nguoi ¢6 ¢dng v6i cach mang.

- Ho so hudng mai tang phi dbi voi doi tuong than nhan liét si dang
huong tro cap hang thang; nguoi tryc tiép tham gia khang chién
chéng My ciru nude nhung chua duge huong chinh sach cua Pang,
nha nudc theo Quyét dinh s6 290/2005/QP-TTg ngay 08 thang 11
nam 2005, Quyét dinh s6 188/2007/QD-TTg ngay 06 thang 12 nim
2007:

+ Pon dé nghi cua than nhan d6i twong c6 xac nhan caa chinh quyén
dia phuong cap xi noi cu tru;

+ Ban sao gidy chung tir hoic trich luc khai tir;

+ Cong vian dé nghi cia UBND cép xa noi ddi tuong cu tra (theo mau
quy dinh);

+ Ban trich sao danh sach dé nghi huong ché do mot lan theo Quyét
dinh sé 290/2005/Qb-TTg ngay 08 thang 11 nam 2005 hoac ban sao
mot trong cac quyét dinh dugc huong trg cap mot Ian (phuc vién,
Xuat ngil, thoi viéc; tro Cap mot lan) hodc ban sao quyét dinh huong
ché do bao hiém y té theo quy dinh tai Thong tu lién tich s6
191/2005/TTLT/BQP-BLDTBXH-BTC;

+ Céng van dé nghi cua Chu tich UBND cap huyén, kém theo danh
sach ddi trong dugce huong ché do mai tang phi (theo mau quy dinh);
+ Danh sach tong hop caa S¢ Lao dong - Thuong binh va X3 hoi
(theo mau) gui Chu tich UBND tinh dé ra Quyét dinh huong ché do
mai tang phi (theo mau quy dinh).

- H6 so hudng mai tang phi ddi véi dbi twong thuc hién theo quyét
dinh s6 150/2006/QD-TTg ngay 12 thang 12 ndm 2006 hudéng dan thi
hanh mot sé diéu cua Phap Iénh cyu chién binh:

Than nhan ngudi chét 1am ban khai dé nghi huéng ché d6 mai tang
phi gtri Hoi Cuu chién binh cap xa (theo mau quy dinh).

Truong hop nguoi chét khong con than nhan thi co quan, to chuc,
don vi dung ra té chirc mai tang 1am ban khai dé nghi huong ché do



mai tang phi gui Hoi Cuu chién binh Cap x4 (theo mau quy dinh).

- Hb so huong mai tang phi dbi véi ddi twong huong tro Cap theo
Quyét dinh sé 62/2011/QD-TTg ngay 09 thang 11 nim 2011 vé ché
d6, chinh sach dbi véi d6i twong tham gia chién tranh bao vé t6 qudc,
lam nhiém vu québc té & Cam-pu-chi-a, gilp ban Lao sau ngay 30
thang 4 nim 1975 da phuc vién, xuét ngi, thoi viéc:

+ Ban khai cta than nhan d4i twong cd xac nhan caa chinh quyén dia
phuong xa, phudng noi cu tra (theo mau quy dinh);

+ Bién ban hop gia dinh ddi véi truong hop khdng con bd, me, vo
hoic chéng;

+ Gidy chung tir (d6i véi dbi tuong da tir tran) ban sao c6 ching thuc,
hoac ban sao trich luc khai tu;

+ Ban trich sao quyét dinh kém theo danh sach trang c6 tén dbi tuong
huong tro cap 1 lan theo Quyét dinh sé 62/2011/QD-TTg cua Thu
tuéng Chinh phi (Ban CHQS huyén, thanh phd ky sao doi véi doi
tuong do quan doi glal quyét, Phong Lao dong - Thuong binh va Xa
hoi ky sao doi véi dbi tuong thuoc UBND tinh giai quyét);

+ Cong vin dé nghi cua Phong Lao dong - Thuong binh va Xa hoi
huyén, thanh phd kém theo danh séach.

- Hb so huong mai tang phi dbi véi ddi twong huong trg cap theo
Quyét dinh s6 49/2015/Qb-TTg ngdy 14 thang 10 nam 2015 cua Thu
tudng Chinh pha v& mot sé ché do, chinh sach ddi véi dan cong hoa
tuyen tham gia khang chién chong Phap, chéng My, chién tranh bao
vé T6 qudc va 1am nghia vu QUOC té:

+ Ban trich sao quyét dinh cta ddi twong tir tran d3 duoc hudng ché
d6 tro cap mot lan;

+ Gidy chung tir hoic ban sao trich luc khai tu.

- Ho so hd tro chi phi mai tang cho dbi tugng bao trg xa hoi (duoc tro
gilp xa hoi thuong xuyén tai cong dong):

+ Vin ban hodc don dé nghi ctia co quan, to chuc, ho gia dinh hoic
c4 nhan dtng ra to chire mai tang cho ddi tuwong;

+ Ban sao Giay chung tir hoic trich luc khai tir;

+ Ban sao quyét dinh huong trg cdp x4 hoi ciia nguoi don than dang
nudi con va ban sao gidy khai sinh hoic ban sao trich luc khai sinh
ctia ngudi con bi chét dbi véi truong hop 1a con cua ngudi don than
nghéo quy dinh tai khoan 4 Diéu 5 Nghi dinh sé 136/2013/ND-CP;

+ Ban sao S6 ho khau hoic vin ban xac nhan caa cdng an cap x4, ban
sao quyét dinh thoi huong tro cip bao hiém xa hoi, trg cAp khéc cua
co quan c6 tham quyén ddi véi truong hop 1a nguoi tir du 80 tudi tro
1én dang hudng tro cap tuat bao hiém xa hoi hang thang, tro cap hang
thang khéc.

- Phiéu bao thay d6i ho khau, nhan khau;

- S6 ho khau (ban chinh) c6 dang ky thuong trd ciia nguoi chét;

- Ban sao trich luc khai tir.
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- Gidy to phai xuét trinh: Ban chinh mot trong cac gidy to 1a ho chiéu,
hodc chitng minh nhan dan, hoac thé cén cudéc cong dan, hoac cac
glay to khac ¢ dan anh va thong tin ca nhén do co quan c6 tham
quyen Cap, con gia tri str dung dé chitng minh vé nhan than cia nguoi
c6 yéu cau dang ky khai tu.

Truong hop hd so giri qua hé théng buu chinh thi phai gui kém theo
ban sao ¢d chitng thuc cc gidy to phai xuét trinh néu trén.

- Giay to phai nop:

+ To khai ding ky khai tir theo mau;

+ Giay bao tr hoic gidy to thay cho Gidy bao tu theo quy dinh tai
Diéu 34 Luat Ho tich va khoan 2 Diéu 4 Nghi dinh s6 123/2015/ND-
CP ngay 15 thang 11 nam 2015 cta Chinh phu quy dinh chi tiét mot
s6 diéu va bién phéap thi hanh Luat Ho tich, cu thé: Dbi véi nguoi
chét tai co s y té thi Tha truong co s y té cap Giay bao tir; d6i Vai
nguoi chét do thi hanh an tir hinh thi Cha tich Hoi dong thi hanh an
tar hinh cap gidy xac nhan viéc thi hanh an tir hinh thay Giay béo tu;
d6i vai nguoi bi Toa an tuyén bd 1a da chét thi Ban an, quyét dinh c6
hiéu luc cua Toa an thay Giay bao tir; d6i v6i ngudi chét trén phuong
tién giao thong, chét do tai nan, bi giét, chét dot ngot hoac chét co
nghi vén thi van ban xac nhan cia co quan cong an hoac két qua giam
dinh cua Co quan giam dinh phap y thay Gidy bdo tu. Giay bao tir do
UBND cip x3 noi ngudi d6 chét cap néu khdng thuodc cac truong hop
chét néu trén.

- Lé phi dang ky khai tir: Theo quy dinh cta Hoi ddng nhan dan cap
tinh.

- Nguoi ¢6 trach nhiém ding ky khai tir theo khoan 1 Biéu 33 Luat
Ho tich khong co diéu kién truc tiép dén co quan dang ky, c6 thé ty
quyén cho ngudi khac lam thay.

01 bo

Khong

Nghi dinh 31/2014/ND-CP

Nghi dinh 134/2015/NB-CP - Quy dinh chi tiét mot sé diéu cua luat
bao hiém xa hoi vé bao hiém x& hoi tu nguyén

Nghi dinh 31/2013/ND-CP - Huéng dan Phap lénh wu dii nguoi co
cbng vai cach mang

Luat 36/2013/QH13 - Sira doi, b6 sung mot sé diéu cua Luat Cu tra
Thong tu 36/2014/TT-BCA
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Théng tu 35/2014/TT-BCA

Hudéng dan vé tha tuc 1ap ho so, quan ly hd so, thuc hién ché d6 wu
dai ngudi ¢ cong vai cach mang va than nhan

Thoéng tu 15/2015/TT-BTP

Luat Ho tich

Phap Iénh 04/2012/UBTVQH13

Nghi dinh 123/2015/NDb-CP

Nghi dinh 150/2006/ND-CP

- Trich luc khai tir (ban chinh);

- S6 ho khau da x6a dang ky thuong tra cho nguoi chét;
- Quyét dinh va giai quyét huong mai tang phi



15. Lién thong thii tuc Pang ky khai tir, hwéng mai tang phi ddi voi
doi twong cb cbng véi cach mang tir tran

Tén thu
fuc

Linh
vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thong thu tuc Dang ky khai tu, huong mai tang phi d6i voi dbi
tuong c6 cong vai cach mang tur tran

Ho tich

Cap Tinh, Cap Huyén, Cap X4

Truc tiép tai co quan hanh chinh nha nudc

T6 chuc

- Bugc 1: Cong chirc Tu phép ho tich tiép nhan hd so ¢ trach nhiém
kiém tra glay to trong ho so:

+ Néu hd so day du, hop 1€ thi tiép nhan va thu Ié phi dang ky khai ttr
theo quy dinh (néu c6), déng thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;

+ Néu ho so thiéu hoac khéng hop & thi huéng dan ngudi ¢ yéu cau
b6 sung hoan thién hd so; van ban huéng dan phai ghi day du, rd rang
loai gidy to can bo sung, hoan thién;

Cong chuc tiép nhan ho so ky, ghi 1d ho tén va giao cho ngudi nop hd
s0. Tién hanh quét (scan) va luu trit ho so dién tir, cap nhat vao co s
dix liéu caa Hé théng thdng tin mot ctra dién ti caa dia phuong.
Truong hop viéc dang ky khai tir duoc thuc hién Iuu dong thi céng
chtrc tu phap - ho tich truc tiép nhan ho so, cap gidy tiép nhan ho so
va hen tra két qua cho nguoi dan, sau d6 cap nhat vao co s& dir liu
cta Hé thng thdng tin mot cura dién tir cua dia phuong.

Truong hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di diang ky dén dung co quan co tham quyén giai
quyét theo quy dinh.

Nghién cau xt ly ho so:

+ Néu ho so day du, théng tin khai tir phi hop va dang quy dinh thi tién
hanh ghi ndi dung khai tir vao S6 hé tich, cap nhat vao co so dit liéu ho
tich va trinh 1anh dao x& ky Trich luc khai tu;



Thoi
han giai
quyet
Phi

L¢é Phi

+ Néu hd so khong day du va khong ding theo quy dinh trinh vin ban
tir chdi.

- Budc 2: Ngay khi ¢ trich luc khai tir, Cong chirc Tu phap ho tich
ciia UBND cap x4 ¢ trach nhiém chup 01 ban trich luc khai tir tir ban
chinh dé chuyén kém hd so huong mai tang phi cho Céng chirc Vin
hoa - X& hoi dé trinh Chu tich UBND cép xa xac nhan vao Ban khai
va chuyén dén phong Lao dong - Thuong binh va Xa hoi huyén

- Budc 3: Phong Lao dong - Thuong binh va Xa hoi huyén kiem tra
ho so:

Néu thay ho so dii diéu kién nhung thiéu thanh phan ho so hoic biéu
mau, giay to ké khai chua dung, chua day du thi can b tiép nhan ho
s0 ¢ trach nhiém tra lai hd so kém theo thong bao bang van ban va
néu rd ly do, noi dung can bo sung cho Cong chirc Vin hoa X4 hoi tai
Bo phan Tiép nhan va Tra két qua cia UBND cap x& thong bao cho
ngudi nop ho so biét, hoan thién ho so.

Truong hop ho so khong du diéu kién thi khong tiép nhan va tra 1o
bang van ban cho nguoi dén nop ho so, néu 1 1y do khong tiép nhan.
Truong hop du diéu kién, phong Lao dong - Thuong binh va Xa hoi
lap kiém tra ho so, 1ap phiéu bao giam va tong hop danh sach dé nghi
gui So Lao dong - Thuong binh va Xa hoi (Phong Nguoi ¢ cong)

- Buoc 4: So Lao dong - Thuong binh va Xa hoi:

Xem xét hd so, ky quyét dinh huong ché do mai tang phi va chuyén quyét
dinh vé Phong Lao dong - Thuong binh va Xa hoi huyén.

- Budc 5: Phong Lao dong - Thuong binh va Xa hdi huyén.

Ngay sau khi nhan quyét dinh huéng ché do mai tang phi cia S¢ Lao
dong - Thuong binh va Xa hoi, phong Lao dong - Thuong binh va Xa
hoi ¢ trach nhiém chi tra tién huong ché do mai tang phi chuyén cho
Cong chirc Tu phéap - Ho tich tai Bé phan mot cira cap xa dé tra két
qua cho nguoi dan

- Budc 6: Cong chie Tu phap - Ho tich tai B phan mét cua cap xa
tra ket qua cho ngudi nop hd so, yéu cau nguoi nhan két qua ky nhan
vao so dé theo dbi

* Luu ¥: Trong trudng hop ca nhan khong giri hd so qua dich vu buu
chinh céng ich, thai han giai quyét duoc tinh vao ngay lam viéc cua
UBND cap x&

Tbi da khong qua 33 ngay lam viéc, trong do thoi gian giai quyét 1a
25 ngay; thoi gian chuyén ho so 1a 08 ngay

Khéng

Lé phi ding ky khai tir: 5.000 dong/1 truong hop (dang ky khai tir sau

15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 truong hop. Mién ¢ phi
doi voi truong hgp dang ky khai tir dung han, nguoi thudc gia dinh co6
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cdng véi cach mang; nguoi thuoc ho ngheéo; ngudi khuyét tat; tré em:
nguoi cao tuoi; dong bao dan toc thiéu so ¢ cac xa co dieu kién kinh té -
xa hoi dac biét kho khan

To khai dang ky khai tir theo mau; Gidy béo tir hoic gidy to thay cho
Gidy bao tir theo quy dinh tai Didu 34 Luat Ho tich va khoan 2 Diéu 4
Nghi dinh s 123/2015/ND-CP ngay 15 thang 11 nim 2015 cua
Chinh phua quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
Ho tich, cu thé: B4i véi nguoi chét tai co sy té thi Thu trudng co s
y té cAp Gidy bao tu; dbi véi ngudi chét do thi hanh an tir hinh thi
Chu tich Hoi dong thi hanh &n ti hinh cap gidy xac nhan viéc thi hanh
an tir hinh thay Gidy bao tir; doi véi nguoi bj Toa n tuyén bo la da
chét thi Ban an, quyet dinh c6 hiéu lyc cua Toa an thay Giay béo tu;
dbi véi nguol chét trén phuong tién giao thong, chét do tai nan, bi
giét, chét dot ngot hoac chét co nghi van thi vin ban xac nhan cia co
quan cdng an hogc két qua giam dinh cua Co quan giam dinh phap y
thay Glay bao tu. Gidy béo tir do Uy ban nhan dan cép xa noi ngudi
d6 chét cap néu khdng thudc cac truong hop chét néu trén. Ban khai
cua dai dién than nhan (kém bién ban ty quyén) hoic ngudi to chuc
mai tang (theo mau quy dinh); Ban sao trich luc khai tir; HO so cua
ngudi cO cOng vai cach mang

01 bo

Khong

Nghi dinh 134/2015/ND-CP;Nghi dinh  31/2014/ND-CP;Luat
36/2013/QH13 - Stra doi, bo sung mot s diéu cua Luat Cu tra

Thong tu 36/2014/TT-BCA;Thong tu 35/2014/TT-BCA

Huéng dan vé tha tuc 1ap hd so, quan 1y ho so, thuc hién ché do uu
dai ngudi cd cong véi cach mang va than nhan; Thong tu 15/2015/TT-
BTP;Luat Ho tich;Phap 1énh 04/2012/UBTVQH13;Nghi dinh
123/2015/ND-CP;Nghi dinh 31/2013/NDb-CP

- Trich lyc khai tu (ban chinh)
- Quyét dinh va giai quyeét che d6 mai tang phi



16. Thi tuc lién thong Ping ky Kkhai tir - Hwéng ché d tir tuat (tro
cap tuat va trg cap mai tang)

Tén thu Thu tyc lién thong Déng ky khai tir - Huong ché do tir tuat (trg cap
tuc tuat va tro cap mai tang)

Linh vuc H0 tich

Co quan Cap Huyén, Cap Xa
thuc
hién

Cach Truc tiép tai co quan hanh chinh nha nudc
thuc
thuc
hién

Poi T6 chac
tuong

thuc

hién

Trinh ty - Budc 1: Cong chirc Tu phap ho tich tiép nhan ho so ¢o trach nhiém

thuc kiém tra giay to trong hd so:

hién + Néu ho so day da, hop 18 thi tiép nhan va thu 1& phi ding ky khai ttr
theo quy dinh (néu c6), dong thoi viét gidy nhan hd so, hen tra két
qua tung loai viéc cho nguoi di dang ky;
+ Néu hd so thiéu hozc khdng hop 18 thi hudng dan ngudi ¢ yéu cau
b6 sung hoan thién hd so; van ban huéng dan phai ghi day du, ro
rang loai gidy to can b sung, hoan thién:
Cong chuc tiép nhan ho so ky, ghi rd ho tén va giao cho ngudi nop
ho so. Tién hanh quét (scan) va luu trix ho so dién tir, cap nhat vao co
s& dir liéu cua Hé thong thong tin mét cira dién tir cta dia phuong.
Truong hop viéc dang ky khai tir dugc thuc hién Iuu dong thi cong
chtrc tu phap - ho tich truc tiép nhan ho so, cap gidy tiép nhan ho so
va hen tra két qua cho nguoi dan, sau d6 cap nhat vao co sé dir ligu
ctia Hé théng théng tin mot cira dién tir cua dia phuong.
Truong hop hd so khong thudc tham quyén giai quyét thi giai thich,
huéng dan nguoi di ding ky dén dung co quan co thim quyén giai
quyét theo quy dinh.
Nghién cau xt ly ho so:
+ Néu hd so day du, thong tin khai tir phi hop va diing quy dinh thi tién
hanh ghi noi dung khai tir vao S6 ho tich, cap nhat vao co so dir lidu ho
tich va trinh 1anh dao x& ky Trich luc khai tu;
+ Néu ho so khong day du va khong ding theo quy dinh trinh vin
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ban tir chéi

- Budc 2: Ngay khi ¢6 trich luc khai tir, Cong chirc Tu phap ho tich
ctia UBND cip x& c6 trach nhiém chup 01 ban trich luc khai ta tir ban
chinh dé bo sung vao hd so huéng ché do tir tuat (tro cap tuat va trg
cap mai tang) dong thoi thuc hién chuyén héd so huong ché do tur tuat
(tro cp tuat va tro cip mai tang) cho Cong chirc vén hoa - Xa hoi dé
trinh Chu tich UBND cap x& ky chuyén cho co quan Bao hiém xa hoi
huyén (riéng dia ban thanh phd Bién Hoa s& chuyén Bao hiém x& hoi
tinh) dé giai quyét huéng ché do tir tuat (tro cap tuat va trg cip mai
tang).

- Budc 3: Co quan bao hiém xa hoi kiém tra ho so:

+ Néu day du tha tuc theo quy dinh, thi giai quyét ché do tir tuat cho
ngudi dan. Chuyén két qua cho Cong chirc Tu phép - Ho tich tai Bo
phan mat cira cap xa dé tra cho ngudi dan

+ Truong hop ho so du diéu kién nhung thiéu thanh phan ho so hoic
biéu mau, gidy to ké khai chua ding, chua day du thi can bo tiép
nhan ho so ¢ trach nhiém tra lai ho so kém theo thong bao bang van
ban va néu rd ly do, ndi dung can bo sung cho nguoi chuyén ho so dé
huéng dan cho ngudi dan.

+ Truong hop hd so khong du diéu kién thi khdng tiép nhan va tra 1oi
bang van ban cho nguoi dén nop hd so, néu 1 1y do khong tiép nhén
- Budgc 4: Cong chire Tu phap - Ho tich tai Bo phan mot cua cap xa
tra ket qua cho ngudi nop hd s0, yéu cau ngudi nhan két qua ky nhan
vao s ding ky khai tir va s6 theo dbi giai quyét ho khau; ky nhan
tién hudng ché do tir tuat

* Luu y: Trong trudng hop ca nhan khéng giri hd so qua dich vu buu
chinh cdng ich, thoi han giai quyét duoc tinh vao ngay lam viéc cua
UBND cap x4

Tbi da khong qué 20 ngay lam viéc, trong d6 thoi gian giai quyét 1a
14 ngay; thoi gian chuyén ho so 1a 06 ngay.

Khong

Lé phi dang ky khai tir: 5.000 dong/1 trudng hop (dang ky khai tir sau
15 ngay); c6 nhu cau cap ban sao: 8.000 dong/1 trudng hop.

Mién 1¢ phi d6i véi truong hop dang ky khai tir dng han, nguoi thugc
gia dinh c6 cong voi cach mang; nguoi thugc ho ngheo; ngudi khuyet
tat; tré em; nguoi cao tudi; ddng bao dan toc thiéu sé & cac xa co diéu
kién kinh té - xa hoi dac biét kho khin

T khai dang ky khai tir theo mau; Giay bao tir hoic gidy to thay cho
Gidy bao tur theo quy dinh tai Diéu 34 Luat Hb tich va khoan 2 Diéu
4 Nghi dinh sé 123/2015/ND-CP ngay 15 thang 11 nim 2015 cua



Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat
Ho tich, cu thé: Di véi ngudi chét tai co so y té thi Tha trudng co s
y té cap Gidy béo tur; ddi v6i nguoi chét do thi hanh an tir hinh thi
Chu tich Hoi ddng thi hanh an tir hinh cdp gidy xac nhan viéc thi
hanh &n ti hinh thay Gidy bao tr; dbi voi ngudi bi Toa &n tuyén bé 1a
da chét thi Ban &n, quyét dinh ¢6 hiéu lyc cua Toa an thay Gidy bao
tir; d6i v6i ngudi chét trén phu:()’ng tién giao thong, chét do tai nan, bi
giét, chét dot ngot hodc chét ¢ nghi van thi van ban xac nhan cia co
quan cdng an hoac két qua giam dinh ctia Co quan giam dinh phap y
thay Glay bao tu. Gidy bao tir do Uy ban nhan dan cap xa noi nguoi
d6 chét cap néu khdng thudc cac truong hop chét néu trén. Ho so
huong ché do tr tuat bao gébm: - Truong hop than nhan cia ngudi
dang dong BHXH, dang bao luu thoi gian dong BHXH: S6 BHXH
(ban chinh); Ban sao gidy ching tir hoac ban sao giay béo tir hoac
trich luc khai tir hoac ban sao quyét dinh tuyén bd 1a da chét cua Toa
an da c6 hiéu luc phap luat; To khai cia than nhan theo mau sé 09-
HSB (ban chinh); Bién ban giam dinh mac suy giam KNLD cua Hoi
dong GPYK dbi vai than nhan bi suy giam KNLD tir 81% tro Ién
(ban chinh, truong hop ngudi lao dong da c6 bién ban GDYK dé
huong cac chinh sach khéc trude d6 ma du diéu kién huong thi co thé
thay bang ban sao) hoic ban sao gidy xac nhan khuyét tat mac do dic
biét nang (twong duwong muc suy giam KNLD tir 81% tré 1én) theo
quy dinh tai Thong tu s6 01/2019/TT-BLDTBXH trong trudng hop
hudng trg cap tuat hang thang do suy giam KNLD; Trudng hop chét
do TNLD, BNN thi c6 thém bién ban diéu tra TNLD hodc bénh &n
diéu tri BNN (ban chinh); Truong hop thanh toan phi GDYK thi co
thém hoa don, ching tur thu phi giam dinh; bang ké cac noi dung
giam dinh cua co s¢ thuc hién GBDYK (ban chinh); Ban khai ca nhan
vé thoi gian, dia ban phuc vu trong quan d6i ¢ huong phu cap khu
vuc theo miu sé6 04C-HBKV ban hanh kém theo Thong tu s
181/2016/TT-BQP ddi véi nguoi ¢ thoi gian phuc vu trong quéan doi
truéc ngay 01/01/2007 tai dia ban c6 huong phu cap khu vuc ma s6
BHXH khéng thé hién day du thong tin 1am can cw tinh phu cap khu
vuc (ban chinh). - B4i véi than nhan cua nguoi dang hudng hoic tam
dimg huong luong huu, trg cip BHXH hang thang: Ban sao gidy
chting tir hoic ban sao gidy bao tir hoic trich luc khai tir hoic ban sao
quyét dinh tuyén b 1a da chét cua Toa an da c6 higu luc phap luat;
To khai cta than nhan theo mau s 09-HSB (ban chinh); Bién ban
giam dinh mic suy giam KNLD ctua Hoi dong GDYK ddi véi than
nhan bi suy giam KNLD tir 81% trd Ién (ban chinh, truong hop
ngudi lao dong di co bién ban GPYK dé huong céac chinh sach khac
trude d6 ma du diéu kién huong thi cé thé thay bang ban sao) hoic
ban sao giay xac nhan khuyét tat mirc d6 dic biét ning (twong duong
muc suy giam KNLD tir 81% tro 1én) theo quy dinh tai Thong tu s6
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01/2019/TT-BLDTBXH trong trudong hop huong tro cdp tuat hang
thang do suy giam KNLD; Truong hgp thanh toan phi GPYK thi c6
thém hoa don, ching tir thu phi giam dinh; bang ké cac noi dung
giam dinh caa co so thuc hién GDYK (ban chinh); Gidy ay quyén
mau sé 13-HSB (néu cd)

01 bo

Khéng

Nghi dinh 134/2015/NDb-CP

Thong tu 01/2016/TT-BLDTBXH

Nghi dinh 33/2016/ND-CP-Quy dinh chi tiét va huéng dan thi hanh
mot sd didu cua Luat Bao hiém x& hoi vé bao hiém xa& hoi bat budc
d6i voi quan nhan, cong an nhan dan va ngudi lam cdng tic co yéu
huong luong nhu ddi véi quan nhan

Luat Bao hiém x& hoi

Thong tu 15/2015/TT-BTP

Luat Ho tich

Thong tu 181/2016/TT-BQP

Nghi dinh 123/2015/Nb-CP

Thong tu 59/2015/TT-BLDTBXH

- Quyat dinh vé viée huong ché do tir tuat hang thang hogc mot lan, doi
véi truong hop huong che do tuat mot lan tai huyén/tinh kljéc thi kem
theo thong bao mau 23-HSB vé viéc chi tra lwong huu, trg cap BHXH



17. Tha tuc lién thong dang ky khai tir, x6a dang ky thwong tru

Tén thu
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Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Déi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc lién thong dang ky khai tir, x6a dang ky thuong trd

Ho tich

Uy ban nhan dan cap xa

Co quan cong an dang ky

Truc tiép tai co quan hanh chinh nha nudc

T6 chirc

Budc 1: Nguoi ¢6 yéu cau dang ky khai tir, x6a dang ky thuong trd
nop ho so truc tiép tai Bo phan tiép nhan va tra két qua caa Uy ban
nhan dan phuong, x4, thi tran

Bugc 2: Bo phan tiép nhan va tra két qua tiép nhan hd so, kiém tra
tinh hop 1é va day du caa cac giay to c6 trong hd so:

+ Truong hop hd so day du, hop 1¢, cong chuc tiép nhan hd so, viét
gidy bién nhan;

+ Truong hop hd so chua day du, chua hop 1& thi hudng dan nguoi
nop hd so bd sung, hoan thién hd so theo quy dinh. Truong hop
khong thé bo sung, hoan thién hd so ngay thi phai lap van ban huéng
dan, trong d6 néu rd nhing loai glay td, ndi dung can bo sung, hoan
thién, ky va ghi rd ho, tén ngudi tiép nhan ho so;

+ Trong truong hop ho so khong dugc bo sung, hoan thién theo hudng
dan thi nguoi tiép nhan ho so tir chdi tiép nhan hod so. Viéc tir chéi tiép
nhan hé so phai dugc thé hién bang vin ban, trong d6 ghi 16 1y do tir
chéi, ngudi tiép nhan ky va ghi rd ho tén

Buéc 3:

Ngay sau khi tiép nhan ho so, Uy ban nhan dan phuong, x4, thi tran
thuc hién dang ky khai tir ngay trong ngay; trudng hop hd so tlep
nhan sau 15 gio ma khong giai quyet dugc ngay trong ngay thi tién
hanh giai quyét trong ngay 1am viéc tiép theo;

Trong thoi han 02 ngay 1am viéc ké tir ngay cap trich luc khai tr, Uy
ban nhan dan phuong, X4, thi tran cd trach nhiém 1ap ho so dé nghi x6a
dang ky thuong trii doi voi ngudi da chét gom Phiéu bao thay doi nhan
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khau, ho khau, S6 hd khau ban chinh, ban sao trich luc khai tir va
chuyén hd so cho Cong an quan, huyén;

Trong thoi han 03 ngay 1am viéc, ké tir ngdy nhan dugc hd so xo6a
dang ky thuong tri do Uy ban nhan dan phudng, x4, thi tran chuyén
dén, Cong an quan, huyén kiém tra tinh hop phap, day du cua hd so.
Truong hop hé so dy du, dung quy dinh, Cong an quan, huyén thuc
hién x6a dang ky thudng tri cho ngudi chét va tra két qua cho Uy
ban nhan dan phuong, x4, thi tran dé tra cho nguoi dan. Ngudoi duoc
giao chuyén ho so cia Uy ban nhan dan cip xa c6 trach nhiém kiém
tra cac thong tin dugc ghi trong s6 ho khau va ky nhan vao sb theo
ddi giai quyét ho khau:

Truong hop hd so chua ding quy dinh thi ngay sau khi tiép nhan ho
so, Cong an quan, huyén phai théng béao cho Uy ban nhan dan
phuong, x&, thi tran biét dé hoan thién ho so va gui lai cho Cong an
quan, huyén dé xéa diang ky thudng tra cho ngudi chét

Budc 4: Trong thoi han 06 ngay lam viéc, ké tir ngay nhan da ho so
hop 18, nguoi ndp hd so dén Bd phan tiép nhan va tra két qua thuoc
Uy ban nhan dan phuong, x4, thi tran noi da nop ho so dé nhan Trich
luc khai tir (ban chinh) va H6 khau.

6 ngay

To khai ding ky khai tir (theo mau)

Ban chinh Gidy bao ti hodc gidy to thay cho Giay bao tir theo quy
dinh

Vin ban uy quyén theo quy dinh phap luat trong truong hop uy
quyén thyuc hién viéc dang ky khai tir

Phiéu bao thay d6i ho khau, nhan khau

Ban chinh So6 ho khau c6 dang ky thuong tri cua nguoi chét

01 bo

Céc co quan thyc hi¢n thu tuc lién thdng phai cing thudce dia ban mot
quan, huyén trén dia ban thanh pho H6 Chi Minh

- Luat Cu trt 81/2006/QH11
- Luat stra doi, bo sung mot so diéu cua Luat Cu tra 36/2013/QH13
- Luat Ho tich 60/2014/QH13



Biéu
mau
dinh
kem

- Hudng dan thue hién lién théng cac tha tuc hanh chinh vé dang ky
khai sinh, ding ky thuong trd, cap thé bao hiém y té cho tré em duéi
06 tudi 05/2015/TTLT-BTP-BCA-BYT

- Quy dinh chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi
dinh s6 123/2015/ND-CP ngay 15 thang 01 nim 2015 cua Chinh pha
quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat Ho tich
15/2015/TT-BTP

File mau: q 7 q ‘
Phicu bao thay doi h¢ khau, nhan khau Tai vé
To khai dang ky khai tir (theo mau) Tai ve

Két qua Trich luc khai tir, Ho khau

thuc
hién


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2022_10/1666753888_Ma----u_HK02_-_phieu_bao_thay_doi_ho_khau_-1-.docx
https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2022_10/1666753733_dang_ky_khai_tu.docx

18. Thu tuc dang ky nhan cha, me, con

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Déi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc dang ky nhan cha, me, con

Ho tich

- Co quan thyc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan
dan cap xa noi cu tra cua nguoi nhan hoac ngudi dugc nhan la cha,
me, con.

Ngudi ¢6 yéu cau ding ky nhan cha, me, con (mét hogc hai bén) nop
ho so truc ,tiép tai B phan j[iép nhan va tra két qua thuéc Uy ban
nhan dan cap xa co tham quyen.

T6 chirc

- Nguoi ¢d yéu cau diang ky nhan cha, me, con nop ho so tai Bo phan
tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa c6 tham
quyén.

- Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bo hd so, xac
dinh tinh hop Ié cua gidy to trong hd so do nguoi Yéu cau nop, Xuat
trinh; d6i chiéu thdng tin trong To khai véi gidy to trong hd so.

- Néu hé so day du, hop 1€, ngudi tiép nhan hé so viét gidy/phiéu tiép
nhan, trong d6 ghi rd ngay, gio tra két qua; néu ho so chua day du,
hoan thién thi huéng dan ngudi nop hd so bo sung, hoan thién theo
quy dinh; truong hop khéng thé bo sung, hoan thién ho so ngay thi
phai lap thanh vin ban huéng dan, trong d6 néu 1o loai gidy to, noi
dung can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén cta nguoi
tiép nhan.

- Néu hé so sau khi d3 duoc hudng didn ma khong duoc bd sung day
du, hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so va 1ap van
ban tir chdi tiép nhan hd so, trong d6 ghi 5 1y do tir chdi, ky, ghi rd
ho, chit dém, tén ctia ngudi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
séng thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va hd so tiép nhan thoi gian con lai
dugc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngdy nhan da ho so, néu thay viéc
nhan cha, me, con 1a dang va khong c6 tranh chap, cong chic tu



Thoi han
giai
quyet
Phi
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phan ho
SO

phap - ho tich bao cdo Chu tich Uy ban nhan dan cip xa. Truong hop
Chu tich Uy ban nhan dan cap xa dong y giai quyét thi céng chuc tu
phap - ho tich ghi va ky vao S6 dang ky nhan cha, me, con. Chu tich
Uy ban nhan dan cip xa ky Trich luc ding ky nhan cha, me, con.

- Sau khi nhan Sé va Trich luc dang ky nhan cha, me, con tir cng
chtrc tu phap — ho tich; Bo phan tiép nhan va tra két qua huéng dan
dé nguoi di dang ky ho tich ky tén vao S6, ddng thoi trao Trich luc
dang ky nhan cha, me, con cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir 0
goc hodc ban sao dugc chuang thuc tir ban chinh thi nguoi tiép nhan
hd so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
Kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di ding ky nop ban sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh XUAt trinh giay to khi dang ky h tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chiéu véi
théng tin trong To khai va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nép thém ban sao gidy to d6. Ngudi tiép nhan
c6 thé chup 01 ban gidy to xuét trinh hogc ghi lai théng tin cua gidy to
XUt trinh dé luu ho so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, da hd so dang ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém gidy to ma phép luat ho tich khéng
quy dinh phai nop.

03 ngay lam viéc ke tir ngay cong chire tw phap - ho tich tiep nhan ho
so. Truong hop can phai xac minh thi thoi han giai quyét khong qua
08 ngay lam viéc.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau): 8.000 dong/ban
$a0.

10.000 dong.
Mién I¢ phi cho ngudi thude gia dinh c6 cdng véi cach mang; nguoi
thuoc ho nghéo; nguoi Khuyet tat.

* Gidy to phai xuat trinh

- Ho chiéu hogc chirng minh nhan dan hoac the can cudc cong dan
hodc cac glay to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen cap, con gia tri sir dung dé chirng minh vé nhan than cua
nguoi c6 yéu cau dang ky nhan cha, me, con.

- Giay to chimg minh noi cu trii dé xac dinh tham quyen dang ky
nhan cha, me, con (trong giai doan Co s& dir liéu qudc gia vé dan cu



S6 luong
bo ho so

Yéu cau
- diéu
Kién

Can cu
phap ly

va Co s¢ dir liéu ho tich dién tir toan qudc chua dugc xay dung xong
va thuc hién thong nhit trén toan quéc).

* Gidy to phai nop

- To khai ding ky nhan cha, me, con theo mau.

- Giay to, d6 vat hoic ching ctr khac chitng minh quan hé cha, con
hodc quan hé me, con gom:

+ Vin ban caa co quan y té, co quan giam dinh hoic co quan khac c6
tham quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai co6 thu tir, phim
anh, bang, dia, d6 dung, vat dung khac ching minh mdi quan hé cha
con, quan hé me con va vin ban cam doan ctia cha, me V& viéc tré em
la con chung cua hai ngudi, ¢6 it nhat hai nguoi than thich caa cha,
me lam chung.

01 bo
- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;
-Viéc  nhan  cha, me, con khong c6 tranh  chap.

-Truong hop nam, nir chung séng véi nhau nhu vg chong, khong
dang ky két hon, sinh con, ngudi con song cling vaéi ngudi cha, khi
ngudi cha lam tha tuc nhan con ma khong lién hé duoc véi ngudi me
thi khéng can cd y kién cia ngudi me trong To khai dang ky nhan
cha, me, con.

- Luat Hon nhan va gia dinh;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh phi quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Hb tich;

- Thong tu sb 01/2022/TT-BTP ngady 04/01/2022 cua Bo Tu phép
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co s&
dix liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
su dung thong tin trong co so dir liéu ho tich, phi xac nhan co qudc
tich Vit Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi



Biéu mau
dinh kém
Két qua
thuc hién

ddng nhan dan tinh, thanh phé truc thudc Trung wong;

- Théong tu s 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, b6 sung mot s diéu cua Thong tu sb 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thugc tham
quyén quyét dinh cia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung vong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau:
To khai dang ky nhan cha, me, con. Tai vé

Trich luc dang ky nhan cha, me, con.


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494358162_6--TK-dang-ky-nhan-cha-me-con.doc

19. Thi tuc ding ky khai sinh két hop nhan cha, me, con

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Déi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc dang ky khai sinh két hop nhan cha, me, con

Ho tich

- Co quan thyc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan
dan cap xa noi cu tru cua nguoi cha hodc nguoi me thuc hién dang
ky khai sinh két hop nhan cha, me, con.

Ngudi yéu cau dang ky khai sinh, nhan cha, me, con (mét hodc hai
bén) nop ho so truc tiép tai Uy ban nhan dan cap xa co tham quyeén.

T6 chirc

- Nguoi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con nop ho so
tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa co
tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, doi
chiéu théng tin trong To khai va tinh hop 18 caa gidy to trong hd so
do ngudi yéu cau nop, Xuat trinh.

- Néu hé so day da, hop 18, ngudi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi 18 ngay, gid tra két qua; néu hd so chwa day du, hoan
thién thi hudng dan ngudi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong the bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén caa nguoi tiép
nhan.

- Hb so dang ky khai sinh va nhan cha, me, con sau khi da dugc
huéng din theo quy dinh ma khong duoc bo sung, hoan thién thi
ngudi tiép nhan tir chdi tiép nhan hd so. Viéc tir chi tiép nhan ho so
phai duoc thé hién bang van ban, trong d6 ghi 1 1y do tir chéi, nguoi
tiép nhan ky, ghi rd ho, chir dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
séng thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va hd so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay, ké tir ngdy nhan da ho so, néu thay viéc
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Phi
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Thanh

nhan cha, me, con 1a dung va khong cé tranh chip; thdng tin khai
sinh day du va ph hop, cong chire tu phap - ho tich bao céo Chu tich
Uy ban nhan dan cap xi. Truong hop Chu tich Uy ban nhan dan cép
xa dong y giai quyét thi cong chuc tu phap - ho tich ghi noi dung
nhan cha, me, con vao Sb ding ky nhan cha, me, con; ghi ndi dung
khai sinh vao S6 dang ky khai sinh, cap nhat théng tin khai sinh theo
huéng dan dé lay S6 dinh danh ca nhan (d6i véi cac dia phuong da
trién khai cap Sé dinh danh ca nhan khi dang ky khai sinh) va ky tén
vao S6. Chu tich Uy ban nhan dan cap xa ky Gidy khai sinh va Trich
luc nhan cha, me, con.

- Sau khi nhan két qua tir cdng chire tu phap — ho tich; Bo phan tiép
nhan va tra két qua hudng dan dé nguoi di dang ky khai sinh va nhan
cha, me, con ky tén vao So6, dong thoi trao Trich luc dang ky nhan
cha, me, con va Giay khai sinh cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to la ban sao dwoc cap tir so
goC hodc ban sao dugc chuang thuc tir ban chinh thi nguoi tiép nhén
ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di dang ky nop ban sao co chung thuc giéy to do.

+ Truong hop phap luat quy dinh XUAt trinh gidy to khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to Xuat trinh, d6i chiéu véi
théng tin trong To khai va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nép thém ban sao gidy to d6. Ngudi tiép nhan
c6 thé chyup 01 ban gidy to xuat trinh hozc ghi lai thong tin caa giy to
Xuat trinh dé luu ho so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, du ho so ding ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phép luat ho tich khéng
quy dinh phai ngp.

03 ngay lam viéc ké tir thoi diem Cong chirc tu phap — ho tich nhan
da ho so hop 1€, truong hop phai xac minh thi khéng qué 08 ngay
lam viéc.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban
sa0.

- 15.000 dong/lan
Mién I€ phi cho nguoi thude gia dinh c6 cong véi cach mang; nguoi
thudc ho nghéo; nguoi khuyet tat.

* Giay to phai xuat trinh:
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- Ho chiéu hodc chirng minh nhan dan hoic thé can cude cong dan
hoac cac giéy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen Cap, con gia tri st dung dé ching minh vé nhan than cua
ngu’(rl c6 yéu cau ding ky khai sinh, nhan cha, me, con.

- Gidy to chimg minh noi cu tra dé chitng minh thim quyén dang ky
khai sinh, nhan cha, me, con (trong giai doan Co s& dit liéu qudc gia
vé dan cu va Co s& dit liéu ho tich dién tir todn quéc chua dugc xay
dung xong va thuc hién théng nhat trén toan quc).

* Gidy to phai nop:

- To khai dang ky khai sinh, To khai dang ky nhan cha, me, con theo
mau.

- Ban chinh Gidy chtng sinh; truong hop khong co Giay chang sinh
thi ndp vén ban cua nguoi lam ching xac nhan Vé viéc sinh; néu
khong c6 ngudi 1am ching thi phai c6 gidy cam doan vé viéc sinh;

- Giay to, d6 vat hoic ching ctr khac chitng minh quan hé cha, con
hoac quan hé me, con gom:

+ Vin ban caa co quan y té, co quan giam dinh hoic co quan khac ¢6
tham quyén xac nhan quan hé cha con, quan hé me con.

+ Truong hop khong c6 van ban néu trén thi phai co thu tir, phim
anh, bang, dia, d6 dung, vat dung khac ching minh mdi quan hé cha
con, quan hé me con va vin ban cam doan ctia cha, me V& viéc tré em
la con chung cua hai ngudi, ¢6 it nhat hai nguoi than thich cua cha,
me lam chung.

01 bo

-Bén nhan va bén duoc nhan la cha, me, con déu con song;
-Viéc  nhan  cha, me, con khong c6 tranh  chap.
-Truong hop nam, nir chung séng Véi nhau nhu vg chong, khong

dang ky két hon, sinh con, ngudi con song cung vaéi ngudi cha, khi
nguoi cha lam tha tuc nhan con ma khong lién hé dugc véi nguoi me
thi kndng can cé y kién ciia ngudi me trong T khai dang ky nhan
cha, me, con.

- Luat Hon nhan va gia dinh;

- Luat Ho tich nam 2014;

-Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy
dinh chi tiét mot sé diéu va bién phap thi hanh Luét Ho tich:

-Nghi dinh sb 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh
vé Co sé dit liéu ho tich dién ti, dang ky ho tich truc tuyén;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh phi quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Ho tich;
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- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cia Bo Tu phap
quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so
dix liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s 281/2016/TT-BTC ngay 14/11/2016 cua B Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co sd dir liéu ho tich, phi xac nhan cé qudc
tich Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, bd sung mot sé didu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cuia Bo Tai chinh huéng dan vé phi va Ié phi thuoc tham
quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung vong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau:
To khai dang ky khai sinh, To khai ding ky nhan cha, me, con Tai vé

Gidy khai sinh, Trich luc nhan cha, me, con.


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537045061_NADUC.docx

20. Thi tuc dang ky khai ti
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thuc
hién

Thu tuc dang ky khai tur

Ho tich

- Co quan thuc hién va quyét dinh tha tuc hanh chinh:

+ Uy ban nhan dan cap xa noi cu tri cudi cling cta ngudi chét thuc
hién viéc dang ky khai tir;

+ Uy ban nhan dan cap xa noi nguoi d6 chét hodc noi phat hién thi
thé nguoi chét thyuc hién viéc dang ky khai tur trong truong hop
khong xac dinh dugc noi cu trii cudi cling cia nguoi chét.

- Nguoi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hoic uy quyén
cho nguoi khac thuc hién viéc dang ky khai to;
- Nguoi thuc hién viéc dang ky khai tir ¢6 thé tryuc tiép nop ho so tai
Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa co
tham quyén hoic gui ho so qua hé thong buu chinh.

T6 chuc

-Nguoi c6 yéu cau diang ky khai tr nop hd so tai Bo phan tiép nhan va
tra két qua thuéc Uy ban nhan dan cip x& c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, doi
chiéu théng tin trong To khai va tinh hop 18 caa gidy to trong hd so
do ngudi yéu cau nop, Xuat trinh.

- Néu ho so day di, hop 18, ngudi tiép nhan ho so viét giay tiép nhan,
trong d6 ghi 18 ngay, gid tra két qua; néu ho so chua day du, hoan
thién thi hudng dan ngudi nop ho so bd sung, hoan thién theo quy
dinh; truong hop khong the bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén caa nguoi tiép
nhan.

- Néu hd so sau khi da duogc huéng dan theo quy dinh ma khéng
duoc b sung day du, hoan thi¢n thi nguoi tiép nhan tir chdi tiép nhan
hd so va lap van ban tir chdi tiép nhan hd so, trong do6 ghi 10 1y do tur
chéi, ky, ghi ré ho, chir dém, tén cua ngudoi tlep nhan.,

- B6 phan tiép nhan va tra két qua chuyén hod so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
sang thi chuyén giao trong budi sang, ho so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va ho so tiép nhan thoi gian con lai
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duoc chuyén giao cudi budi chiéu hang ngay.

- Ngay sau khi nhan du ho so theo quy dinh, néu thay thong tin khai ti
day du va phu hop, cong churc tu phap - hé tich bao cao Chu tich Uy
ban nhan déan Cap xa. Truong hop Chu tich Uy ban nhan dan cap x&
ddng y giai quyét thi ky Trich luc khai tir; cong chirc tu phép - ho tich
ghi va ky tén vao S6 dang ky khai tir.

- Sau khi nhan S6 va Trich lyc dang ky khai tir cdng chirc tu phap -
ho tich; Bo phan tiép nhan va tra két qua huong dan dé nguoi di ding
ky khai tir Ky tén vao So, dong thoi trao Trich luc dang ky khai tar
cho nguoi di dang ky ho tich.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir 0
goc hodc ban sao dugc chuang thuc tir ban chinh thi nguoi tiép nhén
ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
Kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di ding ky nop ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh XUAt trinh giay to khi dang ky h tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to Xuat trinh, d6i chiéu véi
thong tin trong To khai va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Nguoi tiép nhan
co the chup 01 ban gidy to xuat trinh hodc ghi lai thdng tin cua gidy to
Xuét trinh dé luu hé so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, da hd so ding ky
ho tich theo quy dinh cua phéap luat ho tich, khong dugc yéu cau
nguoi dang ky ho tich nop thém giay to ma phép luat ho tich khéng
quy dinh phai ngp.

Ngay trong ngay cdng chirc tu phap — ho tich tiep nhan yéu cau,
truong hop nhan ho so sau 15 gio ma khodng giai quyet duoc ngay thi
tra ket qua trong ngay lam viéc tiep theo.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau): 8.000 dong/ban
sa0.

5.000 dong/lan

Mién 1¢ phi ddi véi trudng hop dang ky khai tir dung han, nguoi
thudc gia dinh ¢6 cong vai cdch mang; nguoi thugc ho ngheo; nguoi
khuyét tat.

* Gidy to phai xuat trinh

- Ho chiéu hoac chirng minh nhan dan hoic thé can cudc cong dan
hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chirng minh vé nhan than cua
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ngudi c6 yéu cau dang ky khai tu;

- Gidy to chimg minh noi cu tra cudi cling cta nguoi chét dé xéac
dinh tham quyén (trong giai doan Co sé dit liéu quéc gia vé dan cu
va Co sé dit liéu ho tich dién tir toan qudc chua dugc xay dung xong
va thuc hién thong nhit trén toan quéc).

- Truong hop khong xac dinh dugc noi cu tra cudi cung cia nguoi
chét thi xuat trinh gidy to chung minh noi ngudi do chét hoic noi
phét hién thi thé cia ngudi chét.

Truong hop gt hd so qua hé théng buu chinh thi phai giri kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

* Gidy to phai nop

- To khai dang ky khai ttr theo mau;

- Giay béo tir hoic giay to thay thé Gidy bao tir do co quan c6 tham
quyén cap.

- Van ban uy quyén theo quy dinh ctia phap luat trong truong hop ty
quyén thyuc hién viéc ding ky khai ttr. Truong hop nguoi duoc uy
quyen 1a dng, ba, cha, me, con, vg, chong, anh, chi, em ruot cua
ngudi Gy quyén thi van ban uy quyén khong phai cong chung, chang
thuc, nhung phai o gidy to ching minh méi quan hé véi ngudi uy

quyén.
01 bo

Khong

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Hé tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 cta Bo Tu phap
quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh sb
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co s&
dix liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co s& dir liéu ho tich, phi xac nhan cé qudc
tich Vit Nam, phi xac nhan la ngudi goc Viét Nam, 18 phi quéc tich;
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_ Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va I1& phi thuéc tham quyén quyét dinh cua Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

_ Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, bd sung mot s diéu cua Théng tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thugc tham
quyén quyét dinh cia Hoi ddng nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND.

File miu: ‘
To khai dang ky khai tir. _Tai vé

Trich luc khai twr


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494356611_To_khai_dang_ky_khai_tu.doc

21. Thi tuc dang ky khai sinh lvu dgng

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Déi
tuong
thuc
hién

Trinh tu
thuc
hién

Thu tuc dang ky khai sinh luu dong

Ho tich

- Co quan thyc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan
dan cap xa noi cu tra ciia nguoi cha hoac nguoi me.

Truc tiép tai co quan hanh chinh nha nudc

T6 chirc

- Cong chuc tu phap - ho tich cip xa duoc giao nhiém vy ding ky
khai sinh luu dong c6 trach nhiém chuan bj day di mau To khai dang
ky khai sinh, gidy to ho tich va diéu kién can thiét dé thyuc hién ding
ky luu dong tai nha riéng hoic tai dia diém t6 chuc ding ky luu
dong, bao dam thuan lgi cho nguoi dan.

Tai dia diém dang ky ho tich luu dong, cdng chic tu phap - ho tich
huéng din ngudi yéu cau dién day du théng tin trong To khai dang
ky khai sinh; kiém tra cac gidy to 1am co s cho viéc dang ky khai
sinh.

- Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan du ho so,
cong chuc tu phap - ho tich bao cdo Chu tich Uy ban nhan dan cap
xa. Truong hop Chu tich Uy ban nhén dan dong y giai quyét thi ky
Giay khai sinh cap cho ngudi co yeu Cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan du ho so, cong chirc tu
phap - ho tich dem theo Gidy khai sinh va So6 ding ky khai sinh dé
tra két qua cho ngudi c6 yéu cau tai dia diém dang ky luu dong; cong
chie tu phap - h¢ tich ghi néi dung déng ky vao S6 dang ky khai
sinh, cung ngudi yéu cau ky So theo quy dinh. Tai muc “Ghi chu”
trong S6 dang ky khai sinh _ghi 10 “Pang ky Iuu dong”.

- Truong hop nguoi yéu cau khdng biét chir thi cong chire tu phap -
ho tich tryc tiép ghi To khai, sau d6 doc cho nguol yéu cau nghe lai
noi dung va huéng dan ngudi d6 diém chi vao To khai. Khi tra két
qua dang ky ho tich, cong chuc tu phap - ho tich phai doc lai noi
dung gidy to ho tich cho nguoi yéu cau nghe va huéng dan nguoi do
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diém chi vao Sé ho tich.

05 ngay lam viéc.

Khong

- Béi véi truong hop ding ky khai sinh khong dang han: Muc 1é phi
1a 5000 dong/lan

- Mién 18 phi d6i voi trudng hop khai sinh dung han, nguoi thudc gia
dinh c6 cbng véi cach mang; ngudi thudc ho nghéo; ngudi khuyét
tat,

* Gidy to phai xuat trinh

- Ho chiéu hoic chirng minh nhan dan hoic thé can cude céng dan
hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chiing minh vé nhan than cua
ngudi yéu cau dang ky khai sinh.

- Giay to ching minh noi cu tra dé chitng minh tham quyén dang ky
khai sinh; truong hop cha, me cua tré da diang ky két hon thi phai
xuat trinh Gidy ching nhan két hon (trong giai doan Co s¢ dit liéu
quéc gia vé dan cu va Co sé dir liéu ho tich dién tir toan québc chua
duoc xay dung xong va thuc hién théng nhat trén toan qudc).

* Gidy to phai nop:

- T khai ding ky khai sinh theo mau.

- Ban chinh Gidy chutng sinh; truong hop khong cé Giay ching sinh
thi nop vin ban ciia nguoi lam chiing xac nhan veé viéc sinh; néu
khong c6 ngudi 1am ching thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai co
van ban x4c nhan cua co sd Yy té da thuc hién ki thuat hd tro sinh san
cho viéc mang thai ho.

01 bo

Khong

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s& 04/2020/TT-BTP ngay 28/5/2020 cua Bd Tu phap quy
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dinh chi tiét thi hanh mot sé diéu caa Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét
mot s6 diéu va bién phap thi hanh Luat Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung théng tin trong co sd dir liéu ho tich, phi xac nhan cé qudc
tich Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
dong nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu s& 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, b6 sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cuia Bo Tai chinh huéng dan vé phi va I& phi thugc tham
quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung vong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau:
TO KHAI DANG KY KHAI SINH Tai vé

Gidy khai sinh


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2018_06/1528074458_tp_dkkt_-1-.docx

22,

Tén thu
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Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thi tuc dang Kky khai tir luu dong

Thu tuc dang ky khai tir Ivu dong

Ho tich

- Co quan thuc hién va quyét dinh tha tuc hanh chinh:
+ Uy ban nhan déan cap x4 noi cu tra cudi clng cua ngudi chét;
+ Uy ban nhan dan cap xa noi ngudi d6 chét hodc noi phat hién thi
thé nguoi chét thuc hién viéc dang ky khai tu trong truong hop
khong xac dinh dugc noi cu trii cudi cling cia nguoi chét.

Truc tiép tai co quan hanh chinh nha nudc

T6 chuc

- COng chuc tu phap - ho tich dugc giao nhiém vu dang ky khai tir
lwu dong c6 trach nhiém chuan bi diy du mau To khai dang ky khai
tar, gidy to ho tich va diéu kién can thiét dé thuc hién ding ky luu
dong tai nha riéng hoic tai dia diém t6 chuc dang ky luu dong, bao
dam thuan loi cho nguoi dan.

- Tai dja diém ding ky khai t luu dong, cdng chire tu phap - ho tich
huéng din ngudi yéu cau dién day du théng tin trong To khai dang
ky khai tir, kiém tra cac gidy to lam co so cho viéc dang ky khai tir.

- Trong thoi han 02 ngay lam viéc, ké tir ngay tiép nhan ho so, , cong
chtrc tu phap - ho tich béo cédo Chu tich Uy ban nhan dan cap Xa.
Truong hop Chu tich Uy ban nhan dan dong y giai quyét thi ky cap
Trich lyc khai tir cho ngudi ¢6 yéu cau.

- Trong thoi han 05 ngay ké tir ngay tiép nhan ho so, cong chic tu
phap — ho tich dem theo Trich luc khai tir va S dang ky khai tir dé
tra két qua cho ngudi c6 yéu cau tai dia diém dang ky luu dong; cong
chac tu phap — ho tich ghi noi dung vao So dang ky khai tir, cing
ngudi Yeu cau ky vao S6. Tai muc “Ghi chi” trong SO dang ky khai
tor ghi r0 “Dang ky luu dong”.

- Truong hop nguoi yéu cau khong biét chit thi céng chirc tu phép -
ho tich truc tiép ghi To khai, sau d6 doc cho nguoi yéu cau nghe lai
nodi dung va huéng dan ngudi d6 diém chi vao To khai. Khi tra két
qua, cbng chure tu phap - ho tich doc lai ndi dung Trich luc khai tir
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cho ngudi yéu ciu nghe va hudng dan ngudi d6 diém chi vao S
dang ky khai tir.

05 ngay lam viéc.

Khong

5.000 dong/lan

Mién 1& phi d6i véi truong hop dang ky khai tir dung han; dang ky
cho nguoi thudc gia dinh c6 cong voi cach mang; nguoi thuoc ho
nghéo; ngudi khuyét tat.

* Gidy to phai xuat trinh

- Ho chiéu hoic chirng minh nhan dan hoic thé can cude céng dan
hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chiing minh vé nhan than cua
nguoi ¢O yéu cau dang ky khai tir;

- Giay to chimg minh noi cu tri cudi cling cua nguoi chét dé xéac
dinh tham quyén (trong giai doan Co s¢ dit liéu quéc gia vé dan cu
va Co so dit liéu ho tich dién tir toan qudc chua duoc xay dung xong
va thuc hién thong nhat trén toan quéc).

- Truong hop khong xac dinh duge noi cu trd cudi cung cua nguoi
chét thi xuat trinh gidy to chung minh noi nguoi do chét hoic noi
phat hién thi thé cua ngudi chét.

* Gidy to phai nop

- To khai dang ky khai ttr theo mau;

- Giay béo tir hoic gidy to thay thé Gidy bao tir do co quan c6 tham
quyén cap.

01 bo

Khong

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu phap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so
dix liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Théong tu sb 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co sé dit liéu ho tich, phi xac nhan cé qudc
tich Vit Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, b6 sung mot s diéu cua Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cuia Bo Tai chinh huéng dan vé phi va & phi thugc tham
quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau: ‘
Té khai ding ky khai tir. Tai vé

Trich luc khai tir


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494356611_To_khai_dang_ky_khai_tu.doc

23.
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Linh vuc

Co quan
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hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thii tuc thay doi, cai chinh, b sung hd tich

Thu tuc thay dbi, cai chinh, bd sung hé tich

Ho tich

- Co quan thyc hién va quyét dinh thu tyc hanh chinh: Uy ban nhan
dan cap xa noi da dang ky ho tich truéc déy hodc Uy ban nhan dan
cap xa noi cu tri cua ngudi €O yéu cau

- Nguoi ¢ yéu cau dang ky thay d6i, cai chinh, bd sung ho tich truc
tiép thuc hién hoic 1y quyén cho nguoi khac thuc hién;
- Nguoi thuc hién viée dang ky thay d6i, cai chinh, b6 sung ho tich
c6 thé truc tiép nop hd so tai B phan tiép nhan va tra két qua thuoc
Uy ban nhan dan cap xa c6 tham quyén hoic giri hd so qua hé thong
buu chinh.

T6 chuc

- Ngudi ¢ yéu cau thay doi, cai chinh, bd sung h tich nop hd so tai
Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cip xa c6
tham quyén.

- Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bo hd so, xac
dinh tinh hop 1& cua gidy to trong ho so do ngudi yéu cau nop, xuat
trinh; d6i chiéu thdng tin trong To khai véi glay to trong ho SO.

- Néu hd so day dua, hop 18, nguoi tiép nhén hd so viét glay tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu ho so chua day du, hoan
thién thi hudng dan ngudi nop ho so bd sung, hoan thién theo quy
dinh; truong hop khong the bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém tén cua nguoi tiép
nhan.,

- Ho so sau khi di duoc hudng dan theo quy dinh ma khong dugc bd
sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so.
Viéc tir chéi tiép nhan hd so phai dugc thé hién bang van ban, trong
d6 ghi 15 1y do tir chdi, nguoi tiép nhan ky, ghi rd ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
séng thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va ho so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.
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- Trong thoi han 03 ngay lam viéc ké tir ngay nhan du gidy to theo
quy dinh ddi véi yéu Cau thay dbi, cai chinh ho tich; ngay trong ngay
lam viéc ddi voi yéu cau bd sung ho tich; néu thay viéc thay ddi, cai
chinh, bd sung ho tich 1a c6 co s&, phi hop véi quy dinh cua phap
luat dan su va phéap luat co lién quan, cong chirc tu phap - ho tich bao
c4o Chu tich Uy ban nhan dan cap xa. Truong hop Chu tich Uy ban
nhan dan cap xa déng y giai quyét thi ky Trich luc ho tich tuong (ng
(Trich luc thay doi ho tich/Trich luc cai chinh ho tich/Trich luc b
sung ho tich); céng chic tu phap - ho tich ghi noi dung thay doi, cai
chinh, b6 sung ho tich vao S6 va ky vao So dang ky thay doi, cai
chinh, b6 sung ho tich, xac dinh lai dan toc.

Truong hop thay ddi, cai chinh, bd sung théng tin ho tich lién quan dén
Giay khai sinh, Giay chung nhan két hdn thi cong chirc tu phap - hd
tich ghi noi dung thay doi, cai chinh ho tich vao Giay khai sinh, Giay
chang nhan két hdn; bo sung thong tin ho tich vao myc tuong tng va
dong dau vao noi dung b sung.

- Sau khi tiép nhan két qua tir cdng chire tw phap — h¢ tich; Bo phan
tiép nhan va tra két qua huong dan dé nguoi di dang ky thay doi, cai
chinh, bo sung ho tich, xac dinh lai dan toc ky tén vao So, dong thoi
trao Trich luc dang ky ho tich twong img cho nguoi dang ky ho tich.,
*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir 0
goc hodc ban sao dugc chang thuc tir ban chinh thi nguoi tiép nhan
hd so khong duoc yéu cau xuat trinh ban chinh; néu ngudi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di dang ky nop ban sao co chung thuc giéy to do.

+ Truong hop phap luat quy dinh XUAt trinh giay to khi dang ky h tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuét trinh, d6i chiéu véi
thong tin trong To khai va tra lai cho nguoi xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Nguoi tiép nhan
c6 thé chup 01 ban gidy to xuét trinh hogc ghi lai théng tin cua gidy to
Xuat trinh dé luu ho so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, da hd so dang ky
ho tich theo quy dinh cua phéap luat ho tich, khong dugc yéu cau
nguoi dang ky ho tich nop thém gidy to ma phép luat ho tich khéng
quy dinh phai ngp.

- 03 ngay lam vigc ddi voi yéu cau thay doi, cai chinh ho tich; truong
hop phai xac minh thi thoi han giai quyet khdng qua 06 ngay lam
viéc ké tir thoi diém cong chirc tu phap - ho tich nhan da ho so hop
€.

- Ngay trong ngay lam viéc déi véi yéu cau bo sung ho tich, truong



Phi

L¢é Phi

Thanh
phan ho
SO

S6 luong
bo ho so

Yéu cau
- dieu
Kién

Can cu

phap ly

hop nhan ho so sau 15 gio ma khdng giai quyét dugc ngay thi tra két
qua trong ngay lam viéc tiep theo.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban
530.

10.000 dong./lan
Mién 1€ phi cho ngudi thudc gia dinh cé cong véi cach mang; nguoi
thuoc ho nghéo; nguoi khuyet tat.

* Gidy to phai xuat trinh

- Ho chiéu hogc chitng minh nhan dan hodc the can cudc cong dan
hoac cac glay to khac c6 dan anh va thong tin cé nhan do co quan c6
tham quyén cap, con gia tri st dung dé ching minh vé nhan than cua
ngudi cO yéu cau dang ky thay doi, cai chinh, bd sung ho tich.

- Giay to ching minh noi cu tra dé xac dinh thém quyén diang ky
thay doi, cai chinh, bo sung ho tich (trong giai doan Co sé dix lieu
quéc gia vé dan cu va Co so dir lieu ho tich dién tir toan qUOc chua
dugc xay dung xong va thuc hi¢n thdng nhat trén toan quéc).
Truong hop gui ho so qua hé thong buu chinh thi phai gui kém theo
ban sao ¢ ching thyc cac gidy to phai xuat trinh néu trén.

* Gidy to phai nop

- To khai dang ky thay doi, cai chinh, bd sung ho tich, xac dinh lai
dan toc theo mau.

- Giay to lam can ¢t thay d6i, cai chinh, bo sung ho tich.

- Vén ban uy quyén theo quy dinh ctua phap luat trong trudng hop uy
quyén thyc hién viéc ding ky thay dbi, cai chinh, b sung ho tich.
Trudng hop ngudi dugc ty quyén 12 6ng, ba cha, me, con, vo,
chdng, anh, chi, em rudt ciia ngudi ty quyén thi van ban ay quyén
khong phai cong chung, ching thyuce, nhung phai co gidy to ching
minh mdi quan hé voi nguoi ay quyeén.

01 bo

Khong

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy



Biéu
mau dinh
kem

Két qua
thuc hién

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

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap
quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so
dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co sd dit liéu ho tich, phi xac nhan cé qudc
tich Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
dong nhan dan tinh, thanh phé tryc thudc Trung wong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, b6 sung mot sb diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cuia Bo Tai chinh huéng dan vé phi va & phi thugc tham
quyén quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung vong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau: q
To khai dang ky thay doi, cai chinh, bo sung ho tich, xac dinh lai dan
toc. Tai ve

Trich luc thay doi ho tich/Trich luc cai chinh ho tich/Trich luc bd
sung ho tich.


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494355916_To_khai_dang_ky_thay_doi-_cai_chinh-_bo_sung_ho_tich-_xac_dinh_lai_dan_toc.doc

24. Thii tuc cap Gidy xac nhan tinh trang hon nhan

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Tha tuc cip Gidy xac nhan tinh trang hén nhan

Ho tich

- Co quan thyc hién va quyét dinh tha tuc hanh chinh:

+ Uy ban nhan dan cap xa noi nguoi yéu cau cap Gidy xac nhan tinh
trang hon nhan thuong tra.

+ Trudng hop ngudi yéu cau cap Giay xac nhan tinh trang hén nhan
khong c6 noi thuong trd thi Uy ban nhan dan cap xa noi tam trd thyuc
hién viéc cap Gidy xac nhan tinh trang hon nhan.

- Co quan phdi hop: Uy ban nhan dan cap x4 noi thuong tr trude day
Cua ngudi yeu cau cap Gidy xac nhan tinh trang hon nhan (trudng hop
ngudi Yeu cau da thuong tri & nhiéu noi khac nhau).

- Nguoi ¢6 yéu cau cap Gidy xac nhan tinh trang hon nhan truc tiép
thuc hién hoac ay quyén cho ngudi khac thuc hién yéu cau cap Giay
xac nhan tinh trang hon nhan;

- Nguoi thuc hién yéu cau cap Gidy xac nhan tinh trang hén nhan co thé
truc tiép nop ho so tai Bo phan tiép nhan va tra két qua thuoc Uy ban
nhan dan cap xa ¢ tham quyén hoac gui hd so qua hé thdng buu chinh.

T6 chirc

- Nguoi ¢ yéu cau cap Gidy xac nhan tinh trang hén nhan nop hé so
tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap x& co
tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, doi
chiéu thdng tin trong To khai va tinh hop 1é cua giay to trong ho so
do ngudi yéu cau nop, xuat trinh.

- Neu ho so day du, hop 18, nguoi tiép nhan ho so viét gidy tiép nhan,
trong d6 ghi rd ngay, gio tra két qua; néu hd so chua day du, hoan thién
thi huéng dan nguoi nop hd so bd sung, hoan thién theo quy dinh;
trudng hop khong thé bo sung, hoan thién ho so ngay thi phai 13p thanh
vin ban hudng dan, trong d6 néu rd loai giy to, noi dung can b sung,
hoan thién, ky, ghi rd ho, chir dém tén caa nguoi tiép nhan,

- Néu hd so sau khi dd duoc huéng dan ma khong duoc bd sung day
da, hoan thién thi ngudi tiép nhan tir chdi tiép nhan ho so va 1ap vin
ban tir chéi tiép nhan ho so, trong d6 ghi 1 1y do tir chdi, ky, ghi rd
ho, chir dém, tén ctia ngudi tiép nhan.



- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chuc tu
phap — ho tich, theo thdi gian nhu sau: Hd so tiép nhan trong budi
sang thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va hd so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da hd so hop I8,
cong chuc tu phap - ho tich kiém tra, x4c minh tinh trang hén nhan
ctia ngudi €6 yéu cau.

Truong hop ngudi yéu cau xac nhan tinh trang hon nhan da ting
dang ky thuong trd tai nhiéu noi khac nhau thi nguodi d6 co trach
nhiém chang minh vé tinh trang hoén nhan cia minh. Trudng hop
ngudi yéu cau khong chimg minh duoc thi cong chace tu phap - ho
tich bao cao Chu tich Uy ban nhan dan cp x4 c6 vin ban dé nghi Uy
ban nhan dan cap xi noi ngudi do da timg dang ky thuong tru tién
hanh kiém tra, x4c minh vé tinh trang hon nhan cua nguoi do.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan dugc van ban dé
nghi, Uy ban nhan dan cap xa dugc yéu cau, tién hanh kiém tra, xac
minh va tra 1o bang van ban ve tinh trang hon nhan trong thoi gian
thuong trd tai dia phuong ctia nguoi €O yeu Cau.

- Néu két qua kiém tra, xac minh cho thay nguoi yéu cau co6 du diéu
kién, viéc cap Gidy xac nhan tinh trang hdn nhan [a phi hop quy
dinh phap luat thi céng chiic tu phap - ho tich trinh Chu tich Uy ban
nhan dan ky 01 ban Giay xac nhan tinh trang hon nhan.

- Sau khi nhan két qua tir cdng chire tu phap — ho tich, Bo phan tiép
nhan va tra két qua trao Giay xac nhan tinh trang hon nhan cho nguoi
yBU Cau.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to la ban sao dwoc cap tir so
goC hodc ban sao dugc chung thuc tir ban chinh thi nguoi tiép nhén
ho so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, doi chieu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong dugc yéu cau
ngudi di dang ky nop ban sao co chung thuc glay to do.

+ Truong hop phap luat quy dinh XUAt trinh gidy to khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chiéu véi
théng tin trong To khai va tra lai cho nguoi xuat trinh, khéng duoc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Ngudi tiép nhan
cd thé chyup 01 ban gidy to xuat trinh hozc ghi lai thong tin caa gidy to
Xuat trinh dé luu hé so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di hd so dang ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phép luat ho tich khéng
quy dinh phai nop.
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03 ngay lam viéc ké tir thoi diém cdng chic tu phap — ho tich nhan
da hd so hop 18.

Truong hop phai giri van ban xac minh thi thoi han giai quyet khong qua
06 ngay lam viéc (khéng tinh thoi glan giri van ban yéu cau xac minh va
thoi gian gui van ban tra 10i két qua xac minh qua hé thong buu chinh).

Khong

10.000 dong/lan
Mién I¢ phi cho ngudi thude gia dinh c6 cong véi cach mang; nguoi
thuoc ho nghéo; nguoi kKhuyet tat.

* Gidy to phai xuat trinh

- Ho chiéu hoic chirng minh nhan dan hoic thé can cude céng dan
hoac cac giéy to khac c6 dan anh va thong tin cé nhan do co quan c6
tham quyén cap, con gia tri st dung dé ching minh vé nhan than cua
ngudi ¢ yéu cau cap Giay xac nhan tinh trang hon nhan.

- Giay to ching minh noi cu tra cia nguoi Yéu cau cap Gidy xac
nhan tinh trang hon nhan dé xac dinh tham quyén (trong giai doan
Co so dit liéu quéc gia vé dan cu va Co sé dir liéu ho tich dién tir
toan quéc chua dugc xay dung xong va thuc hién théng nhat trén
toan quéc).

Truong hop gt hd so qua hé théng buu chinh thi phai giri kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

* Gidy to phai nop

- To khai cdp Giay xac nhan tlnh trang hon nhan theo mau;

- Truong hop ngudi yeu cau cap Gidy xac nhan tinh trang hon nhan da
c6 vo hoic chong nhung da Iy hon hodc ngudi vo/chong da chét thi phai
Xuat trinh (ban chinh) hoac nop ban sao gidy to hop 1é dé ching minh;

- COng dan Viét Nam da ly hon, huy viéc két hon ¢ nude ngoai thi
phai nop ban sao Trich luc ghi cha ly hon.

- Trudng hop yéu cau cap lai Giay xac nhan tinh trang hon nhan dé
str dung vao muc dich két hén véi ngudi khac véi nguoi da ghi trong
phan muyc dich sir dung cua Giay xac nhan tinh trang hon nhan duoc
cap trude diy hoac do Gidy xac nhan tinh trang hon nhan da hét thoi
han str dung theo quy dinh thi phai nop lai Gidy xac nhan tinh trang
hén nhan d3 duoc cap trude day.

01 bo

Trudng hop yéu cau xac nhan tinh trang hdn nhan nham muc dich két
hén thi ngudi yéu cau phai dap tmg du diéu kién két hon:

- Nam tir da 20 tudi tré 1én, nit tir da 18 tudi tro 1én;

- Viéc két hén do nam va nix ty nguyén quyét dinh;



Can cu

phap ly

Biéu mau
dinh kém
Két qua
thuc hién

- Khéng bi mat ning luc hanh vi dan su;

- Viéc két hdn khong thudc mot trong cac truang hop cam két hén, gdom:
+ Két hon gia tao, ly hdn gia tao;

+ Tao hon, cudng ép két hon, lira ddi két hdn, can tr két hon;

+ Nguoi dang c6 vo, 6 chong ma két hdn vaoi ngudi khac hoic chua c6
Vo, chua c6 chong ma két hdn véi ngudi dang c¢6 chdng, ¢d vo:;

+ Két hon gitra nhitng ngudi cling dong méau vé truc hé; giita nhiing
nguoi ¢6 ho trong pham vi ba doi; gitra cha, me nudi vai con nudi;
gitta ngudi da ting 1a cha, me nudi véi con nudi, cha chong véi con
dau, me vo Véi con ré, cha dugng vai con riéng cua vo, me ké véi con
riéng caa chong;

* Nha nudc khong thira nhan hén nhén gitra nhitng nguoi cung giai tinh.

- Luat Hon nhan va gia dinh;

- Luat Ho tich nam 2014,

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot s diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bd Tu phép quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Hé tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta B6 Tu phéap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co s&
dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co sd dir liéu ho tich, phi xac nhan cé québc
tich Viét Nam, phi x4c nhan 1a ngudi gc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ciia Bo Tai chinh
huéng dan vé phi va I& phi thuoc tham quyén quyét dinh cia Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Théng tur sb 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sira
doi, bd sung mot s didu cua Théng tu sb 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh huéng dan vé phi va Ié phi thudc tham quyén
quyét dinh ctiia Hoi dong nhan dan tinh, thanh phd truc thude Trung uong.

- Nghi quyét s6 17/2016/NQ-HDND.

File mau:
To khai cap Giay x&c nhan tinh trang hon nhan. Tai vé

Gidy xac nhan tinh trang hon nhan.


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494355576_To_khai_cap_Giay_xac_nhan_tinh_trang_hon_nhan.doc
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Thi tuc dang ky lai khai sinh

Thu tuc dang ky lai khai sinh

Ho tich

- Co quan thyc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan
dan cap xa noi da dang ky khai sinh truéc day hozc Uy ban nhan dan
cap x4 noi ngudi yeu cau dang ky lai khai sinh thuong tra.

- Co quan phdi hop: Uy ban nhan dan cap xa noi nguoi yéu cau dang
kY lai khai sinh da déng ky khai sinh trudc day trong truong hop thuc
hién dang ky lai khai sinh tai Uy ban nhan dan cip xa noi thuong tra.

- Ngudi ¢6 yéu cau dang ky lai khai sinh truc tiép thuc hién hoic ay
quyén cho nguoi khéc thyc hién viéc diang ky lai khai sinh;
- Nguoi thuc hién dang ky lai khai sinh c6 thé truc tiép nop ho so tai
Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa co
tham quyén hoic gui ho so qua hé thong buu chinh.

Ca nhan

- Nguoi ¢d yéu cau ding ky lai khai sinh nop hd so tai B phan tiép nhan
va tra két qua thuoc Uy ban nhan dan cip xa c6 tham quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, doi
chiéu théng tin trong To khai va tinh hop 18 caa gidy to trong hd so
do ngudi yéu cau nop, Xuat trinh.

- Néu ho so day di, hop 18, ngudi tiép nhan ho so viét giay tiép nhan,
trong d6 ghi 18 ngdy, gio tra két qua; néu ho so chua day du, hoan
thién thi hudng dan ngudi nop ho so bd sung, hoan thién theo quy
dinh; truong hop khong the bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém tén cua nguoi tiép
nhan.

- Ho so sau khi di duoc hudng dan theo quy dinh ma khong dugc bd
sung day du, hoan thién thi nguoi tiép nhan tir chdi tiép nhan ho so.
Viéc tir chéi tiép nhan hd so phai dugc thé hién bang van ban, trong
d6 ghi 15 1y do tir chdi, nguoi tiép nhan ky, ghi rd ho, chit dém, tén.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
sang thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va ho so tiép nhan thoi gian con lai



duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hd so, cong
chtrc tu phap - ho tich kiém tra, x4c minh h so.

Truong hop viée dang ky lai khai sinh dugc thyc hién tai Uy ban
nhan dan cap xa khdng phai noi ding ky khai sinh trude ddy thi cong
chuc tu phap — ho tich bao cao Chu tich Uy ban nhan dan cip x& c6
van ban dé nghi Uy ban nhan dan cip xa noi dang ky khai sinh truéc
day kiém tra, x4c minh vé viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan duoc vén ban dé
nghi, Uy ban nhén dan noi da déng ky khai sinh trudc day tién hanh
kiém tra, x4c minh va tra loi bang van ban vé viéc con luu gitt hoic
khong luu gitr duoc s6 hd tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xac
minh Vé viéc khong con luu giit dugc s6 ho tich tai noi da dang ky khai
sinh, néu thay viéc dang ky lai khai sinh chinh xéc, (ding quy dinh phap
luat, cdng chiic tu phép - ho tich bao cao Chu tich Uy ban nhan dén cap
xa. Truong hop Chu tich Uy ban nhan dan dong y giai quyét thi cong
chire tu phap - ho tich ghi noi dung khai sinh vao S6 va ky vao So dang
ky khai sinh. Chu tich Uy ban nhan dan ky Giay khai sinh cho nguoi ¢6
y&u CAu.

- Sau khi nhan két qua tir cdng chirc tu phap — ho tich; Bo phan tiép
nhan va tra két qua huéng dan dé nguoi di dang ky lai khai sinh ky
tén vao So6, ddng thoi cip Gidy khai sinh cho ngudi dugce ding ky
Khai sinh.

*Luuy:

+ Truong hop nguoi yéu cau nop gidy to 1a ban sao duoc Cép tir 6
goC hodc ban sao dugc chung thuc tir ban chinh thi nguoi tiép nhén
ho so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
Kiém tra, doi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di dang ky ndp ban sao ¢é chung thyc gidy to do.

+ Truong hop phap luat quy dinh XUAt trinh gidy to khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to Xuat trinh, d6i chiéu véi
théng tin trong To khai va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Ngudi tiép nhan
c6 thé chup 01 ban gidy to xuét trinh hogc ghi lai théng tin cua gidy to
XUt trinh dé luu ho so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, di hd so dang ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phép luat ho tich khéng
quy dinh phai ngp.

Thoi han 05 ngay lam viéc tinh tir thoi diém nhan du hd so hop Ié.
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Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong
qua 25 ngay lam viéc (khong tinh thoi gian gm van ban yéu cau xac
minh va thoi gian giri van ban tra 1oi két qua xac minh qua hé théng
buu chinh).

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban
530.

5.000 dong./1an
Mién I¢ phi cho ngudi thude gia dinh c6 cdng voi cach mang; nguoi
thuoc ho nghéo; nguoi kKhuyet tat.

* Gidy to phai xuat trinh

- Ho chiéu hoic chirng minh nhan dan hoic thé can cude céng dan
hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chiing minh vé nhan than cua
ngudi ¢ yéu cau dang ky lai khai sinh.

- Giay to ching minh noi cu tra dé xéac dinh tham quyen dang ky lai
khai sinh (trong giai doan Co s¢ dit ligu quéc gia vé dan cu va Co so
dir liéu ho tich dién tir toan quéc chua dugc xay dung xong va thuc
hién théng nhat trén toan qudc).

Truong hop gii hd so qua hé théng buu chinh thi phai giri kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

* Gidy to phai nop

- To khai dang ky lai khai sinh theo mau, trong d6 c6 cam doan cua
ngudi yeu cau vé viéc da ding ky khai sinh nhung khong luu giir
duoc ban chinh Giay khai sinh.

- Ban sao toan bo ho so, gidy to cia ngudi yéu cau hoic hd so, gidy
to, tai liéu khéac trong d6 c6 thong tin lién quan dén noi dung khai
sinh, gom:

+ Ban sao Gidy khai sinh do co quan c6 tham quyén caa Viét Nam
cap (ban sao duoc cong ching, chang thuc hop 18, ban sao dugc cap
tir S6 dang ky khai sinh).

+ Ban chinh hozc ban sao giay to c6 gid tri thay thé Giay khai sinh
duoc cip trude ndm 1945 & mién Bic va trude ndm 1975 & mién
Nam.

+ Tru:ong hop ngudi yéu cau khdng co gidy to trén thi gidy to do co
quan c6 tham quyén cua Viét Nam cap hop 1€ sau day la co so dé xac
dinh ndi dung dang ky lai khai sinh: Gidy chitng minh nhan dan, Thé
can cudc cong dan hozc Ho chiéu; S6 ho khau, S6 tam tra, gidy to
chang minh vé noi cu tr(; Bang tét nghiép, Gidy ching nhan, Chang
chi, Hoc ba, Ho so hoc tap do co quan dao tao, quan Iy gido duc c6
tham quyén cap hoic xac nhan; Gidy to khac cd thong tin vé ho, chir
dém, tén, ngay, thang, nim sinh cta ca nhan; Gidy to chirng minh
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phap ly

quan hé cha con, me con.

Ngu’OI yéu cau ding ky khai sinh c6 trach nhiém nop day du ban sao
cac gidy to néu trén (néu co) va phai cam doan da nop du cac giay to
minh c6. Truong hop ngudi yéu cau ding ky khai sinh cam doan
khong ding su that, ¢ y chi nop ban sao gidy to ¢é loi dé ding ky
khai sinh thi viéc dang ky khai sinh khong c6 gia tri phap ly.

- Trudng hop ngudi yéu cau dang ky lai khai sinh 1a can b, cong
chuc, vién chire, nguoi dang cong tac trong luc luong vii trang thi
phéi c6 vin ban xac nhan caa Tha trudng co quan, don vi vé Viéc
nhitng noi dung khai sinh ctia ngudi d6 gdm ho, chit dém, tén; gioi
tinh; ngay, thang, nam sinh; dan toc; qudc tich; qué quéan; quan hé
cha - con, me - con phl hop véi hé so do co quan, don vi dang quan
ly.

- Van ban uy quyén theo quy dinh ctia phap luat trong truong hop ty
quyén thyuc hién viéc dang ky lai khai sinh. Truong hop nguoi duoc
uy quyen la éng, ba, cha, me, con, v, chong, anh, chi, em rugt cia
nguoi Gy quyén thi van ban uy quyén khong phai cong chung, chang
thuc, nhung phai o gidy to ching minh méi quan hé véi ngudi uy

quyén.
01 bo

- Viéc khai sinh d3 duoc ding kY tai co quan c6 tham quyén cua Viét
Nam trudc ngay 01/01/2016 nhung S6 dang ky khai sinh va ban
chinh Giay khai sinh déu bi mat.

- Nguoi ¢6 yéu cau con sbng tai thoi diém yéu cau dang ky lai.

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Hé tich;

- Théng tu sb 01/2022/TT-BTP ngay 04/01/2022 cta Bo Tu phap
quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh sb
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co s&
dix liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co s& dir liéu ho tich, phi xac nhan cé qudc
tich Vit Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;



Biéu mau
dinh kém
Két qua
thuc hién

_ Thong tu sé 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va I1& phi thuéc tham quyén quyét dinh cua Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

_ Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, bd sung mot s diéu cua Théng tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thugc tham
quyén quyét dinh cia Hoi ddng nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau: ‘
To khai dang ky lai khai sinh. Tai vé

Gidy khai sinh


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494355284_To_khai_dang_ky_lai_giay_khai_sinh.doc

26.Thii tuc diang ky khai sinh cho ngudi da c6 ho so, gidy to ca nhan

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thuac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thi tuc dang ky khai sinh cho ngudi di c6 ho so, gidy to ca nhan

Ho tich

- Co quan thyc hién va quyet dinh thu tuc hanh chinh: Uy ban nhan
dan cap xa noi ngudi yéu cau cu tru,

- Co quan phdi hop: Uy ban nhan dan cap xa noi nguoi yéu cau dang
ky khai sinh cu tra trude day.

- Nguoi ¢6 yéu cau ding ky khai sinh truc tiép thuc hién hoac uy
quyén cho nguodi khac thuc hién viéc dang ky khai sinh;
- Nguoi thuc hién viée dang ky khai sinh c¢6 thé truc tiép nop ho so tai
Bo phan tiép nhan va tra két qua thuéc Uy ban nhan dan cap xa c6 tham
quyén hoac giri ho so qua hé théng buu chinh.

T6 chuc

- Cong dan Viét Nam cu tru trong nude, sinh trugc ngay 01/01/2016,
chua dugc dang ky khai sinh, c6 hd so, gidy to ca nhan (ban chinh
hodc ban sao dugc ching thuc hop 18) nhu: gidy to tly than; S6 ho
khau; S6 tam tr(; gidy to khac do co quan nha nudc co tham quyén
cta Viét Nam cap c6 yéu cau diang ky khai sinh nop hd so tai Bo
phan tiép nhan va tra két qua thudc Uy ban nhan dan cap xa c6 tham
quyén.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, doi
chiéu thong tin trong To khai va tinh hop 1é cua giay to trong ho so
do nguoi Yéu cau nop, xuat trinh.

- Néu ho so day di, hop 18, ngudi tiép nhan ho so viét giay tiép nhan,
trong d6 ghi 18 ngay, gid tra két qua; néu ho so chua day du, hoan
thién thi hudng dan ngudi nop ho so bd sung, hoan thién theo quy
dinh; truong hop khong thé bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban huéng dan, trong d6 néu rd loai gidy to, noi dung
can bd sung, hoan thién, ky, ghi rd ho, chit dém tén cua ngudi tiép
nhan.

- Ho so dang ky khai sinh sau khi d3 dugc huéng dan theo quy dinh
ma khéng duoc bd sung day du, hoan thién thi nguoi tiép nhan tur
chéi tiép nhan hd so. Viéc tir chéi tiép nhan ho so phai dugc thé hién
bang vin ban, trong d6 ghi 13 1y do tir chdi, nguoi tiép nhan ky, ghi
rd ho, chir dém, tén.



- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chuc tu
phap — ho tich, theo thdi gian nhu sau: Hd so tiép nhan trong budi
sang thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va hd so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay 1am viéc, ké tir ngay tiép nhan hd so, cong
chuc tu phap - ho tich kiém tra, x4c minh hd so. Trong trudng hop
can thiét, cong chuc tu phap - ho tich bao cao Chu tich Uy ban nhan
dan cap xa co van ban dé nghi Uy ban nhan dan cap x4 noi cu tra
trude ddy clia nguoi yeu ciu dang ky lai khai sinh dé kiém tra, xéac
minh vé viéc dang ky khai sinh va viéc luu gitr s6 ho tich.

Trong thoi han 05 ngay lam viéc, ké tir ngay nhan dugc van ban dé
nghi, Uy ban nhan dan cap x noi ngudi yéu cau dang ky khai sinh
cu tra truge day tién hanh kiém tra, x4c minh va tra loi bang vin ban
Vvé Viéc nguoi yéu cau di dugc dang ky khai sinh hay chua duoc
dang ky khai sinh; viéc con luu giir hoac khong luu gitt duoc s6 ho
tich.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan duoc két qua xéac
minh, néu thay ho so ding ky khai sinh 1a day du, chinh xac, dung
quy dinh phap luat, céng chtc tu phap - ho tich béo céo Chu tich Uy
ban nhan dan cap xa. Truong hgp Chu tich Uy ban nhan dan cap x&
ddng y giai quyét thi céng chirc tu phap - ho tich ghi noi dung khai
sinh vao S6 va ky tén vao S6. Chu tich Uy ban nhan dan cap xa ky
Gidy khai sinh cho ngudi dugc dang ky khai sinh.

- Sau khi nhan két qua tir cdng chire tu phap — ho tich; Bo phan tiép
nhan va tra két qua huéng dan dé nguoi di dang ky khai sinh ky tén
vao So6, dong thoi trao Gidy khai sinh cho nguoi di ding ky khai sinh.
*Luuy:

+ Truong hop ngudi yéu cau nop gidy to la ban sao duoc cap tir so
goC hodc ban sao dugc chung thuc tir ban chinh thi nguoi tiép nhén
ho so khong dugc yéu cau xuat trinh ban chinh; néu ngudi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di dang ky nop ban sao ¢ ching thyuc gidy to do.

+ Trudng hop phép luat quy dinh xuét trinh gidy to khi ding ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chiéu véi
théng tin trong To khai va tra lai cho nguoi xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Ngudi tiép nhan
c6 thé chyup 01 ban gidy to xuat trinh hozc ghi lai thong tin caa gidy to
Xuat trinh dé luu hé so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di hd so dang ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém giay to ma phép luat ho tich khéng
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quy dinh phai nop.

05 ngay lam viéc ké tr thoi diém nhan du ho so hop l&.
Tru:ong hop phai c6 van ban xac minh thi thoi han giai quyét khong
qua 25 ngay lam viéc (khong tinh thoi gian gm van ban yéu cau xac
minh va thoi gian giri van ban tra 1o két qua xac minh qua hé théng
buu chinh).

- Phi cip ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/ban
sa0.

5.000 dong/lan
Mién I¢ phi cho ngudi thude gia dinh c6 cong véi cach mang; nguoi
thuoc ho nghéo; nguoi khuyet tat.

* Gidy to phai xuat trinh

-Ho chiéu hoac chitng minh nhén dan hoac thé can cudc cong dan hoac
cac glay to khac 6 dan anh va thong tin ca nhén do co quan ¢6 tham
quyen cap, con gia tri sir dung dé ching minh vé nhan than cta nguoi 6
yéu cau ding ky khai sinh (gidy to tdy than).

- Giay to ching minh noi cu tra dé xéac dinh tham quyen dang ky
khai sinh (trong giai doan Co s¢ dit liéu quéc gia vé dan cu va Co so
di liéu ho tich dién tir toan qudc chua duoc xay dung xong va thuc
hién thong nhat trén toan quéc).

Truong hop gt hd so qua hé théng buu chinh thi phai giri kém theo
ban sao ¢ ching thuc c4c gidy to phai xuat trinh néu trén.

* Gidy to phai nop

- T khai ding ky khai sinh theo mau.

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

- Ban sao toan bo ho so, gidy to cia ngudi yéu cau hoac hé so, gidy
to, tai liéu khéc trong d6 c6 thong tin lién quan dén noi dung khai
sinh, gom: Giay chung minh nhan dan, Thé can cudc cong dan hoac
Ho chiéu; S6 ho khau, S6 tam trd, gidy to chirng minh vé noi cu tru;
Bang tét nghiép, Gidy ching nhan, Ching chi, Hoc ba, Ho so hoc tap
do co quan dao tao, quan ly gi4o duc c6 tham quyén cap hoic xac
nhan; Gidy to khéac co thdng tin vé ho, chit dém, tén, ngay, thang,
nam sinh cua ca nhan; Giay to ching minh quan hé cha con, me con.
- Truong hop ngudi yéu cau dang ky khai sinh 1a can bo, cong chc,
vién chure, nguoi dang cong tac trong luc lugng vii trang thi phai co
van ban xac nhan cua Thu trudng co quan, don vi vé viéc nhirng noi
dung khai sinh ctia nguoi d6 gdm ho, chi dém, tén; gii tinh; ngay,
thang, nam sinh; dan toc; quéc tich; qué quan; quan hé cha - con, me
- con phu hop véi hd so do co quan, don vi dang quan 1y.
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- Vin ban uy quyén theo quy dinh cua phép lut trong trudng hop ty
quyén thuc hién viéc dang ky khai sinh. Truong hop nguoi dugc uy
quyén la dng, ba, cha, me, con, vo, chdng, anh, chi, em rudt cua ngudi
1y quyén thi van ban uy quyén khong phai cong chung, ching the,
nhung phai c6 gidy to ching minh mdi quan hé véi ngudi uy quyén.

01 bo

Khéng

- Luat Ho tich nam 2014;

- Nghi dinh s 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot s diéu va bién phép thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh pha quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh phi quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Hb tich;

- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta B6 Tu phéap
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so
dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
su dung thong tin trong co so dir liéu ho tich, phi xac nhan co quéc
tich Viét Nam, phi x4c nhan 1a ngudi gc Viét Nam, 18 phi qudc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
dong nhan dan tinh, thanh phé tryc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, b6 sung mot sb diéu cua Thong tu sé 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh huéng dan vé phi va 1& phi thugc tham
quyén quyét dinh ciia Hoi ddng nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HDND.

File mau: ‘
To khai dang ky khai sinh. _Tai vé

Gidy khai sinh


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494355026_To_khai_dang_ky_khai_sinh.doc

27.Thi tuc diing ky lai két hon

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Tha tuc dang ky lai két hon

Ho tich

- Co quan thyc hién va quyét dinh tha tuc hanh chinh: Uy ban nhan
dan cap xa noi da dang ky két hon trude ddy hoac Uy ban nhan dan
cap xa noi nguoi yéu cau cu tra,

- Co quan phdi hop: Uy ban nhan dan Cap x4 noi da dang ky két hon
trude day hozc Uy ban nhan dan cip xa noi nguoi yéu cau cu tru.

Ngudoi ¢ yéu cau dang ky lai két hon truc tiép nop hd so tai Bo phan
tiép nhan va tra két qua thuoc Uy ban nhan dan cap x& c6 tham quyen
(bén nam hoac bén nix c6 thé truc tiép nop hd so ma khong can co
van ban uy quyén cua bén con lai).

T6 chuc

- Ngu’O’I 6 yéu cau dang ky lai két hon nop hd so tai Bo phan tiép nhan
va tra két qua thudc Uy ban nhan dan cap x& c6 tham quyen.

- Nguoi tiép nhan cé trach nhiém kiém tra ngay toan bo hd so, xac
dinh tinh hop 1é cua gidy to trong hd so do nguoi yéu cau nop, xuat
trinh; d6i chiéu thdng tin trong To khai véi gidy to trong hd so.

- Néu hé so day da, hop 18, ngudi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi 1& ngay, gid tra két qua; néu hd so chua day du, hoan
thién thi hudng dan ngudi nop ho so bd sung, hoan thién theo quy
dinh; truong hop khong the bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém tén cua nguoi tiép
nhan.,

- Hb so sau khi d3 duoc hudng dan ma khong duoc bd sung day du,
hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va lap van ban
tr choi tiép nhan hd so, trong d6 ghi ro 1y do tur chéi, ky, ghi rd ho,
chir dém, tén ciia nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
séng thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va hd so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.

- Trong thoi han 05 ngay lam viéc, ké tir ngay tiép nhan ho so, cong



Thoi han
gial
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chtrc tu phap - ho tich kiém tra, xac minh hd so.

Truong hop viéc dang ky lai két hon thuc hién tai Uy ban nhan dan
cap x& khong phai noi di dang ky két hon trude day thi cong chirc tu
phap - ho tich bao cao Chu tich Uy ban nhan dan c6 vin ban dé nghi
Uy ban nhéan dan noi dang ky két hon trude day kiém tra, x4c minh
vé viéc luu giir $6 ho tich tai dia phuong.

Trong thoi han 05 ngay lam viéc, ké tur ngay nhan dugc van ban dé
nghi, Uy ban nhéan dan noi da dang ky két hén truge day tién hanh
kiém tra, x4c minh va tra loi bang van ban vé viéc con luu gitr hoic
khong luu gitr duoc s6 hd tich.

- Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan duoc két qua xac
minh vé viéc khong con luu gitr duoc s6 ho tich tai noi di dang ky
két hon, néu thay ho so day du, chinh xac, dung quy dinh phap luat
thi céng chuc tu phap - ho tich béo céo Chu tich Uy ban nhan dan
cap xa. Truong hop Chu tich Uy ban nhan dan cap xi dong y giai
quyét thi cong chirc tu phap — ho tich ghi viéc két hén vao S6 diang
ky két hén, cing hai bén nam, nir ky tén vao So6; hai bén nam, nix
cuing ky vao Giay chiing nhan két hon; Chu tich Uy ban nhan dan cap
x4 to chic trao Giay chung nhan két hén cho hai bén nam, nit.
*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s
goc hodc ban sao dugc chang thuc tir ban chinh thi nguoi tiép nhan
hd so khong duoc yéu cau xuat trinh ban chinh; néu ngudi yéu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
nguoi di dang ky nop ban sao c6 ching thyuc giy to do.

+ Truong hop phap luat quy dinh xuat trinh gidy to khi diang ky ho
tich, ngudi tiép nhan cé trach nhiém kiém tra gidy to xuat trinh, doi
chiéu vai thong tin trong To khai va tra lai cho ngudi xuat trinh,
khong dugc yéu cau nguoi dang ky ho tich nop thém ban sao gidy to
d6. Nguoi tiép nhan co thé chyp 01 ban giy to xuat trinh hoac ghi lai
thong tin cua gidy to xuat trinh dé luu ho so.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, da hd so dang ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém gidy to ma phép luat ho tich khéng
quy dinh phai nop.

05 ngay lam viéc tinh tir thoi diém cong chire tu phap — ho tich nhan
du ho SO hop .
Truong hop phai ¢6 van ban xac minh thi thoi han giai quyét khéng
qua 25 ngay lam viéc (khdng tinh thoi gian gui van ban yéu cau xac
minh va thoi gian giri van ban tra loi két qua xac minh qua hé théng
buu chinh).
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S6 luong
bd ho so

Yéu cau
- dieu
Kién

Can cu

phap ly

Khong

25.000 dong/lan
Mién 1€ phi cho nguoi thude gia dinh c6 cong véi cach mang; nguoi
thuoc ho nghéo; nguoi Khuyet tat.

* Gidy to phai xuat trinh

- Ho chiéu hodc chirng minh nhan dan hoic thé can cude céng dan
hoac cac giéy to khac c6 dan anh va thdng tin ca nhén do co quan c6
tham quyén cap, con gia tri st dung dé ching minh vé nhén than cua
ngudi €6 yeu cau dang ky lai két hon.

- Giay to chimg minh noi cu tra dé xac dinh tham quyén trong trudng
hop viéc dang ky lai két hén thuc hién tai Uy ban nhan dan cap xa
khong phai 1a noi dang ky két hon trude day (trong giai doan Co s&
di liéu qudc gia vé dan cu va Co so dit liéu ho tich dién tir toan quéc
chua dugc xay dung xong va thuc hién thong nhat trén toan quéc).

* Giay to phai nop

- To khai dang ky lai két hon theo mau;

- Ban sao Giay chiing nhan két hon dugc cap trude day. Néu khdng
c6 ban sao Gidy chung nhan két hon thi nop ban sao ho so, gidy to ca
nhan c6 cac thong tin lién quan dén noi dung ding ky két hon.

01 bo

- Viéc két hon da dugce ding ky tai co quan c6 tham quyén cua Viét
Nam truéc ngay 01/01/2016 nhung S6 dang ky két hon va ban chinh
Giay chang nhan két hon déu bi mat;
- Nguoi yéu ciu dang ky lai két hon con séng vao thoi diém yéu cau
dang ky lai két hon.

- Luat Hon nhan va gia dinh;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/NB-CP ngay 15/11/2015 cua Chinh phu
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat Ho tich:

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cia Chinh phi quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

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

- Théng tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B Tu phap
quy dinh chi tiét mot sé diéu va bién phép thi hanh Nghi dinh sb
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so



Biéu mau
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Két qua
thuc hién

dir liéu ho tich dién ttr, dang ky ho tich truc tuyén;

_ Théng tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co s& dit liéu ho tich, phi xac nhan cé qudc
tich Viét Nam, phi xac nhan 1a ngudi goc Viét Nam, 18 phi quéc tich;
_ Théng tu sb 85/2019/TT-BTC ngay 29/11/2019 cua B Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cia Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, b6 sung mot sé diéu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 cuia Bo Tai chinh huéng dan vé phi va & phi thugc tham
quyén quyét dinh cia Hoi ddng nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND.

File mau: ’ ‘
To khai dang ky lai két hon. Tai vé

Giay chang nhan két hon


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494354798_To_khai_dang_ky_lai_ket_hon.doc

28.

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thac
thuc
hién

Péi
tuong
thuc
hién

Trinh tu
thuc
hién

Thi tuc dang ky lai khai tir

Thu tuc dang ky lai khai tu

Ho tich

- Co quan thyc hi¢n va quyét dinh thu tyc hanh chinh: Uy ban nhan
dan cap x4, noi da dang ky khai tir trude day.

- Nguoi ¢6 yéu cau dang ky lai khai tir truc tiép thuc hién hoic uy
quyén cho ngudi khac thuc hién viéc dang ky lai khai ti;
- Nguoi thuc hién viée dang ky lai khai tir c6 thé nop hd so truc tiép
tai Bo phan tiép nhan va tra két qua thuoc Uy ban nhan dan cap xa co
tham quyén hoic gui hd so qua hé thdng buu chinh.

T6 chuc

- Ngudi ¢d yéu cau ding ky lai khai tir nop ho so tai Bo phan tiép nhan
va tra két qua thuoc Uy ban nhan dan cap xa co tham quyen.

- Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo ho so, doi
chiéu théng tin trong To khai va tinh hop 18 caa gidy to trong hd so
do ngudi yéu cau nop, Xuat trinh.

- Néu hé so day da, hop 18, ngudi tiép nhan hd so viét gidy tiép nhan,
trong d6 ghi 18 ngay, gid tra két qua; néu hd so chwa day du, hoan
thién thi hudng dan ngudi nop hd so bd sung, hoan thién theo quy
dinh; truong hop khong the bo sung, hoan thién ho so ngay thi phai
lap thanh vén ban husng dan, trong d6 néu rd loai gidy to, noi dung
can bo sung, hoan thién, ky, ghi rd ho, chit dém, tén caa nguoi tiép
nhan.,

- H6 so sau khi da dugc huéng din ma khong dugc bo sung day du,
hoan thién thi nguoi tiép nhan tir chéi tiép nhan hd so va lap vin ban
tir chdi tiép nhan hd so, trong d6 ghi 18 1y do tur chdi, ky, ghi rd ho,
chi dém, tén cta nguoi tiép nhan.

- B6 phan tiép nhan va tra két qua chuyén hd so dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho so tiép nhan trong budi
séng thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao truéc 15 gid va hd so tiép nhan thoi gian con lai
duoc chuyén giao cudi budi chiéu hang ngay.

- Néu thay thdng tin khai tir ddy da va phi hop, cong chire tu phép -
ho tich bao cao Chu tich Uy ban nhan dan cap xi. Truong hop Chu
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tich Uy ban nhan dan cap xa ddng y giai quyét thi cdng chirc tu phap
- hé tich ghi vao S6 ky vao S6 dang ky khai tir. Chi tich Uy ban nhan
dan cap xa ky trich luc khai tir cho ngudi di dang ky khai tir.

- Sau khi nhan két qua tir cdng chire tu phap — ho tich; Bo phan tiép
nhan va tra két qua huéng dan dé ngudi di dang ky khai tir ky tén vao
S6, ddng thoi cap Trich luc khai tir cho nguoi duoc dang ky khai tr.
*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao duoc cap tir s
goc hodc ban sao dugc chang thuc tir ban chinh thi nguoi tiép nhan
hd so khong dugc yéu cau xuat trinh ban chinh; néu nguoi yeu cau
chi nop ban chup va xuat trinh ban chinh thi nguoi tiép nhan ho so
kiém tra, dbi chiéu ban chup véi ban chinh va ky vao ban chup xac
nhan vé viéc da d6i chiéu noi dung gidy to do, khong duoc yéu cau
ngudi di diang ky nop ban sao c6 chimg thuc gidy to do.

+ Truong hop phap luat quy dinh XUAt trinh giay to khi dang ky h tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuat trinh, d6i chiéu véi
théng tin trong To khai va tra lai cho nguoi Xuat trinh, khong duoc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Nguoi tiép nhan
c6 thé chyp 01 ban gidy to xuat trinh hozc ghi lai thong tin caa giy to
Xuat trinh dé luu ho so.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, da hd so dang ky
ho tich theo quy dinh caa phap luat ho tich, khong duoc yéu cau
nguoi dang ky ho tich nop thém gidy to ma phép luat ho tich khéng
quy dinh phai nop.

05 ngay lam viéc tinh tr thoi diem nhin du ho so hop lé.
Truong hop can xac minh thi thoi han giai quyét khong qua 10 ngay
lam viéc.

- Phi cap ban sao Giay khai sinh (néu c6 yéu cau): 8.000 dong/ban
$a0.

5.000 dong/lan
Miéen 1€ phi cho ngudi thude gia dinh c6 cong v6i cach mang; nguoi
thudc h nghéo; nguoi khuyet tat.

* Gidy to phai xuat trinh

- Ho chiéu hoac chirng minh nhan dan hoic thé can cude cong dan
hodc cac giéy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyen cap, con gia tri sir dung dé chirng minh vé nhan than cua
ngudi 6 yéu cau dang ky lai khai tu;

Trudng hop giri hd so qua hé thong buu chinh thi phai giri kém theo
ban sao ¢ ching thyuc gidy to phai xuat trinh néu trén.

* Giay to phai nop
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- To khai dang ky lai khai tir theo mau;

- Ban sao Gidy chung tir trude day dugc cap hop 16. Néu khdng c6 ban
sa0 Gidy chung tir trude day duoc cap hop 18 thi nop ban sao hd so,
gidy to lién quan ¢ ndi dung ching minh su kién chét.

- Van ban uy quyén theo quy dinh cua phap luat trong truong hop ay
quyén thuc hién viéc dang ky lai khai tir. Truong hop nguoi dugc uy
quyén la dng, ba, cha, me, con, vo, chong anh, chi, em ruot cua
ngudi ty quyén thi van ban uy quyen khong phai cong chung, chuang
thuc, nhung phai 6 gidy to chitng minh méi quan hé véi ngudi uy

quyen.
01 bo

Viéc khai tir da dugc dang ky tai co quan c6 tham quyén cua Viét
Nam trudce ngay 01/01/2016 nhung So dang ky khai tir va ban chinh
Giay ching tir deu bi mat.

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phi quy
dinh vé Co s¢ dix lidu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phap quy
dinh chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh sé
123/2015/ND-CP ngay 15/11/2015 cua Chinh pha quy dinh chi tiét
mét sb diéu va bién phép thi hanh Luat Hé tich;

- Thong tu sb 01/2022/TT-BTP ngady 04/01/2022 cua Bo Tu phép
quy dinh chi tiét mot sé diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so
dir liéu ho tich dién tir, ding ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan Iy va sir dung phi khai thac,
st dung thong tin trong co sd dir liéu ho tich, phi xac nhan c6 québc
tich Viét Nam, phi x4c nhan 1a ngudi gc Viét Nam, 18 phi qudc tich;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh
huéng dan vé phi va Ié phi thuoc tham quyén quyét dinh cua Hoi
ddng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu sé 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh
stra d6i, bd sung mot sé didu cua Thong tu s6 85/2019/TT-BTC ngay
29/11/2019 caa Bo Tai chinh hudng dan vé phi va 1é phi thuoc tham
quyén quyét dinh cia Hoi dong nhan dan tinh, thanh phé truc thudc
Trung uong.

- Nghi quyét s6 17/2016/NQ-HPND.



Bicu File mau: ‘
mau dinh To khai dang ky lai khai tir. _Tai vé
kem

Két qua Trich luc khai tr
thuc hién


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494354458_To_khai_dang_ky_lai_khai_tu.doc

29. Lién thong thi tuc hanh chinh vé ding ky khai sinh, ding ky
thwong trd, cap thé bao hieém y te cho tré em dwéi 6 tuoi

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Di
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thdng thi tuc hanh chinh vé dang ky khai sinh, dang ky thuong
trd, cap thé bao hiémy té cho tré em dudi 6 tuoi

Ho tich

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap xa c6
tham quyén dang ky khai sinh; co quan Cong an c¢6 tham quyén diang
ky thuong tri; Bao hiém x& hoi cap huyén cd tham quyén cap thé bao
hiémy té cho tré em.

- Co quan hodc ngudi ¢ tham quyén duoc ty quyén hoic phan cap
thuc hién: Khdng.

- Co quan tryc tiép thyuc hién tha tuc hanh chinh: Uy ban nhan dan
Cap xd; co quan Cong an ¢o tham quyén dang ky thuong trd; Bao
hiém xa hoi co tham quyeén cap thé bao hiém y té cho tré em.

Nguoi c6 yéu cau thuc hién tryc tiép hoic uy quyén cho ‘nguoi khac
thuc hién tai B phan tlep nhan va tra két qua theo co ché “Mot cira”
cua Uy ban nhan dan cap xa.

T6 chirc

- Nguoi ¢6 yéu cau nop hod so tai Bo phan tiép nhan va tra két qua
theo co ché “Mot cira” caa Uy ban nhan dan cip xa.

- Can b, cbng chic tiép nhan ho so cé trach nhiém kiém tra giay to
trong ho so, néu hd so day du, hop I¢ thi tiép nhan va tam thu Ié phi
dang ky thuong trd cho tré em theo quy dinh, dong thoi viét giéy
nhan ho so, hen tra két qua ting loai viéc cho nguoi di dang ky; néu
ho so thiéu hoic khong hop 1€ thi huong dan nguoi co yéu cau bo
sung hoan thién ho so; van ban huéng dan phai ghi day du, rd rang
loai gidy to can bd sung, hoan thién; can bo tiép nhan hé so ky, ghi 16
ho tén va giao cho nguoi nop hod so.

Truong hop hd so khong thudc tham quyén giai quyet thi giai thich,
huong dan nguoi di dang ky dén dung co quan co tham quyén giai
quyét theo quy dinh.

- B6 phan tiép nhan va tra két qua chuyen hd SO dén cong chic tu
phap — ho tich, theo thoi gian nhu sau: Ho6 so tiép nhan trong budi
sang thi chuyén giao trong budi sang, hd so tiép nhan dau gio chiéu
thi chuyén giao trudc 15 gio va hd so tiép nhan thoi gian con lai
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dugc chuyen giao cudi buoi chiéu hang ngay.

- Cong chtre Tu phap - ho tich cap xa dang ky khai sinh cho tré em
ngay trong ngay tiép nhan ho so.

- Sau khi cong chirc Tu phap — h tich cap x& thuc hién viéc dang ky
khai sinh va cap Gidy khai sinh cho tré em, can b, cong chire dugc
giao nhiém vu 1ap ho so dang ky thuong tri keém theo 1€ phi chuyén
cho co quan Cong an c6 tham quyén, cu thé: Pia ban huyén thi
chuyén cho Cong an x4, thi tran thudc huyén; dia ban thi x&, thanh
phd thudc tinh, quan, huyén, thi x& thudc thanh phé truc thudc trung
wong thi chuyén cho Cong an cip huyén dé ding ky thuong trd cho
tré em; dong thoi 1ap hd so cap Thé bao hiém y té chuyén cho Bao
hiém x4 hoi cap huyén dé cap Thé bao hiém y té cho tré em.

- Co quan Cong an, co quan Bao hiém xa hoi kiém tra hd so, néu
thay day du, hop 1 thi thuc hién ding ky thuong trd (trong thoi han
15 ngay), cap Thé bao hiém y té cho tré em (trong thoi han 10 ngay)
Truong hop hd so chua day du thi thong bao cho Uy ban nhan dan
cap x4 biét, hoan thién.

- Cong an, Bao hiém xa hoi chuyen tra két qua dang ky thuong trd,
Theé bao hiém y té cho tré em vé Uy ban nhan dan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Mot cira” tai Uy ban
nhan dan cap xa tra két qua cho ngudi ¢6 yéu cau.

Khi tra Giay khai sinh cho nguoi c6 yéu cau cong chirc Tu phap —
ho tich ghl vao S6 dang ky khai sinh, y&u ciu nguoi cO yéu cau ky
tén vao S6 dang ky khai sinh va Gidy khai sinh.

- Thoi han thyuc hién lién thong cac thu tuc hanh chinh dang ky khai
sinh, ddng ky thuong trd, cp thé bao hiém y té cho tré em dudi 6
tuoi toi da khong qua 20 ngay lam viéc, ké tir ngay nop di ho so theo
quy dinh.
- Truong hop ho so, thong tin chua day du hoic chua dung quy dinh
ma Bo phan tiép nhan va tra két qua cua Uy ban nhan dan cap xa
phai hoan thién ho so, bo sung théng tin theo yéu cau cia co quan
Cong an, co quan Bao hiém xa hoi thi thoi han giai quyét duoc kéo
dai thém khong qua 02 ngay lam Viéc.
- Pbi voi cac xa cach xa tru so co quan Bao hiém xa hoi cap huyén
hodc co quan Cong an cap huyén tir 50 km tré 1én, giao thong di lai
kho khin, chua dugc két ndi Internet thi thoi han tra két qua duoc
kéo dai thém nhung khong quad 05 ngay lam viéc.
- Can ctr VAo tinh hinh thuc té, cac dia phuong c6 thé quy dinh cu thé
thoi han thuc hién lién théng cac tha tuc hanh chinh ngin hon thoi
han t6i da néu trén.

Khéng
- Khai sinh: 5.000 dong.
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cau
diéu

Mién 1& phi d6i voi truong hop khai sinh dung han, nguoi thudc gia
dinh c6 cong v6i cadch mang; ngudi thuoc hd nghéo; nguoi khuyét
tat.

- Pang ky thuong tra: 15.000 déng/lan ding ky thuong trd nhung
khong cap s6 ho khau tai cac phuong ndi thanh thudc thanh phé Hai
Duong.

7.000 d6ng/lan dang ky d6i voi cac khu vuc con lai.

Khoéng thu 1¢ phi dang ky cu trii ddi véi cac truong hop: Con dudi 18
tudi caa liét si; con dudi 18 tudi cua thuong binh; ho gia dinh thudc
dién xoa do6i, giam nghéo; céng dan thudc x4, thi tran ving cao theo
quy dinh caa Uy ban Dan toc.

To khai ding ky khai sinh theo miau quy dinh.
- Gidy chtng sinh do co so Y té noi tré em sinh ra cap; néu tré em sinh
ra ngoai co s¢ Yy té thi gidy chung sinh dugc thay bang van ban xac
nhan cua nguoi lam chung; truong hop khong c6 nguoi lam ching thi
nguoi di khai sinh phai 1am gidy cam doan vé viéc sinh 1a c6 thuc. D6i
Véi truong hop tré em bi bo roi thi nop bién ban vé viéc tré em bi bo roi
thay cho gidy chang sinh.
- Phiéu bao thay doi ho khau, nhan khau (theo mau quy dinh); S6 ho
khau cua cha, me (ban chinh) hodc S6 ho khau cia me (ban chinh) dbi
Véi truong hop tré em ding ky thuong tri theo me hozc S6 ho khau cua
cha (ban chinh) d6i véi truong hop tré em dang ky thuong tri theo cha
hodc S6 ho khau ciia ngudi nudi dudng, cham soc tré (ban chinh) dbi
Vi truong hop tré em khong dang ky thuong tru theo cha, me, ban sao
Giay khai sinh cua tré.
+ Truong hop tré em khong diang ky thuong tri cing hd khau veéi cha,
me ma dang ky thuong tri theo ho khau cua ngudi khac thi ngoai ban
sao Giay khai sinh, phai c6 y kién bang vin ban cua cha, me, c6 Xac
nhan caa Uy ban nhan dan cap x4, y kién dong y cua chu ho va S6 ho
khau cla chu ho (ban chinh).
- To khai tham gia bao hiém y té, Danh sach dé nghi cap thé bao hiémy
té cho tré em dudi 6 tudi cua Uy ban nhan dan cap xa (theo mau quy
dinh).
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- Viéc dang ky khai sinh cho tré em dudi 6 tudi thuoc tham quyén
giai  quyét cua Uy ban nhan dan  cap XA
- Cac co quan c6 tham quyén thuc hién lién théng céc thu tuc hanh
chinh phai cung thudc dia ban mot huyén, thi x4, thanh phé thuoc
tinh caa tinh hoac cung thudc dia ban mot quan, huyén, thi xa caa
thanh phd truc thudc trung vong.



Can cu

phap ly

Biéu mau
dinh kem

Két qua
thuc hién

- Luét Cu tri ndm 2006 (duoc stra doi, bo sung tai Luat stra doi, bd
sung mot sb diéu cua Luat Cu tra nam 2013);

- Luét Bao hiém y té nam 2008 (duoc sira doi bd sung tai Luat stra
d6i, bd sung mot sé diéu cua Luat Bao hiém y té nim 2014);

- Luat ho tich nam 2014;

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

- Nghi dinh s6 31/2014/ND-CP ngay 18 thang 4 nam 2014 ciia Chinh
pht quy dinh chi tiét mot sé diéu va bién phap thi hanh Luat Cu trd;
- Nghi dinh s6 105/2014/ND-CP ngay 15 thang 11 nim 2014 cua
Chinh phu quy dinh chi tiét va huéng dan thi hanh mot sé diéu cua
Luat Bao hlem y té;

- Thong tu s6 80/2011/TT-BCA ngay 15/12/2011 cia Bo Cong an
quy dinh vé quy trinh dang ky cu tra;

- Thong tu s6 36/2014/TT-BCA ngay 09/9/2014 cua Bo Cong an quy
dinh vé biéu miu sir dung trong ding ky, quan 1y cu trd;

- Thong tu 15/2015/TT-BTP ngay 16 thang 11 ndm 2015 cua B Tu
phap vé Quy dinh chi tiét thi hanh mot s6 dieu cua Luat ho tich va
Nghi dinh s6 123/2015/NP CP ngay 15 thang 11 nam 2015 cua
Chinh pha quy dinh chi tiét mot sé diéu va bién phép thi hanh Luat
ho tich;

- Thong tur 02/2014/TT-BTC ngay 02/01/2014 cua Bo Tai chinh
huéng dan vé phi va 1& phi thudc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phé truc thuéc Trung wong.

- Thong tu lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay
10/6/2015 cua lién Bo: Tu phap, Cong an, Y té hudng dan thuc hién
lién thdng cac thu tuc hanh chinh ve dang ky khai sinh, dang ky
thuong tra, Cap Thé bao hiém y té cho tré em dudi 6 tudi.

- Quyét dinh s6 32/2016/QB UBND ngay 01/11/2016 cua UBND
tinh Hai Duong v€ viéc quy dinh muec thu, Che do thu, nop, quan ly
va sir dung phi, 1 phi thuoc tham quyén quyét dinh cua Hoi dong
nhan dan tinh Hai Duong.

File mau:

Phiéu bao thay dbi ho khau, nhan khau (Mau HKO2 ban hanh theo
Thong tu s6 36/2014/TT-BCA ngay 09/9/2014). Tai vé

T& khai tham gia bao hiém x& hoi, bao hiém y té (Mau sé: TK1-
TS). Taivé

To khai dang ky dang ky khai sinh (Mau TP/HT-2012-TKKS.1). Tai vé

Gidy khai sinh (ban chinh), S6 ho khau da dang ky thuong trd cho tré
em va Thé bao hiemy te.


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494388444_Phieu_bao_thay_doi_ho_khau-_nhan_khau.doc
https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494388110_To_khai_tham_gia_BHXH.docx
https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494387840_To_khai_dang_ky_dang_ky_khai_sinh.doc

30. Lién théng cac thi tuc hanh chinh vé ding ky khai sinh, cap Thé
bao hiém y te cho tré em dwéi 6 tuoi

Tén thu
fuc

Linh vuc

Co quan
thuc
hién

Cach
thirc
thuc
hién

Doi
tuong
thuc
hién

Trinh tu
thuc
hién

Lién thng céc thi tuc hanh chinh vé ding ky khai sinh, cap Thé bao
hiem y té cho tré em dudi 6 tuodi

Ho tich

- Co quan c6 tham quyén quyét dinh: Uy ban nhan dan cap xa c6
tham quyén dang ky khai sinh; Bao hiém x& hoi cap huyén cé tham
quyén cap Thé bao hiém y té cho tré em.

- Co quan hodc ngudi ¢ tham quyén duoc Gy quyén hozc phan cap
thuc hién: Khong.

- Co quan tryc tiép thuc hién thi tuc hanh chinh: Uy ban nhan dan
cap x&; Bao hiém x& hoi ¢ tham quyén cap thé bao hiém y té cho tré
em.

Ngudi ¢6 yu cau tryc tiép hoac ty quyen cho ngudi khéc thuc hién
tai Bo phan tiép nhan va tra két qua tai Uy ban nhan dan cap xa.

T6 chuc

- Nguoi ¢6 yéu cau nop hd so tai Bo phan tiép nhan va tra két qua
theo co ché “Mot cira” cua Uy ban nhan dan cip xa.

- Can b, cong chuc tiép nhan hd so ¢6 trach nhiém kiém tra gidy to
trong ho so, néu ho so day du, hop 18 thi tiép nhan, viét giay nhan ho
so, hen tra két qua ting loai viéc cho nguoi di ding ky;. néu ho so
thiéu hoac khong hop 1€ thi huong dan nguoi c6 yéu cau bo sung
hoan thién ho so; vin ban huéng dan phai ghi day du, ro rang loai
gidy to can bo sung, hoan thién; can bo tiép nhan ho so ky, ghi ré ho
tén va giao cho ngudi nép hd so.

- Cong chtre Tu phap - ho tich cap xd dang ky khai sinh cho tré em
ngay trong ngay tiép nhan ho so;

- Sau khi cong chtic Tu phap — ho tich cap x4 thuc hién viéc dang ky
khai sinh va cap Giay khai sinh cho tré em, can b, cong chirc duoc
giao nhiém vu 1ap 1ap hd so cip Thé bao hiém y té chuyén cho Bao
hiém x& hoi cap huyén dé cap Thé bao hiém y té cho tré em.

- Co quan Bao hiém xa hoi kiém tra ho so, néu thdy day du, hop 1é
thi thuc hién cap Thé bao hiém y té cho tré em (trong thoi han 10
ngay).
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Truong hop hd so chua day du thi théng bao cho Uy ban nhan dan
cap x4 biét, hoan thién.

- Co quan B4o hiém x& hoi chuyén tra Thé bao hiém y té cho tré em
vé Uy ban nhan dan cap xa.

- Bo phan tiép nhan va tra két qua theo co ché “Moét cira” tai Uy ban
nhan dan cap xd tra két qua cho ngudi ¢6 yéu cau.

Khi tra Giay khai sinh cho nguoi c6 yéu cau, cong chue Tu phap —
ho tich ghi vao S6 dang ky khai sinh, yéu cau ngudi c6 yéu cau ky
tén vao S6 dang ky khai sinh va Gidy khai sinh.

- Thoi han thyuc hién lién thong cac tha tuc hanh chinh dang ky khai sinh,
cap the bao hiém y té cho tré em dudi 6 tudi ti da khong qué 15 ngay
lam viéc, ké tir ngay nop du ho so theo quy dinh.

- Truong hop hd so, thong tin chua day da hoic chua dung quy dinh ma
Bo phan tiép nhan va tra két qua cia Uy ban nhan dan cap xa phai hoan
thién ho so, bo sung thong tin theo yéu cau cua co quan Bao hicm xa hoi
thi thoi han giai quyét duoc kéo dai thém khong qua 02 ngay lam viéc.

- P6i voi cac xa cach xa tru so co quan Bao hiém xa hoi cap huyen tir 50
km tré 1én, giao thong di lai kho khan, chua duoc két ndi Internet thi thoi
han tra két qua duogc kéo dai thém nhung khong qua 05 ngay lam viéc.

- Cin ctr vao tinh hinh thuc té, cac dia phuong co thé quy dinh cu thé
thoi han thuc hién lién thong cc thi tuc hanh chinh ngén hon thoi han
t6i da néu trén.

Khong
5.000 dong.
Mien I¢ phi doi véi treong hop khai sinh dung han, nguoi thudc gia

dinh c6 cong v6i cach mang; ngudi thuoc hd nghéo; nguoi khuyét
tat,

Tod khai ding ky khai sinh theo mau quy dinh.
- Giay ching sinh do co s¢ Yy té noi tré em sinh ra cap; néu tré em
sinh ra ngoai co sd Y té thi gidy chung sinh duoc thay bang vin ban
xac nhan cua nguoi lam ching; truong hop khong c6 nguoi lam
chimg thi nguoi di khai sinh phai lam gidy cam doan vé Viéc sinh la
c6 thuc. Dbi véi trudng hop tré em bi bo roi thi nop bién ban vé viéc
tré em bi bo roi thay cho gidy ching sinh.
- To khai tham gia bao hiém y té, Danh sach d& nghi cap thé bao
hiém y té cho tré em du6i 6 tudi cua Uy ban nhan dan cip xa (theo
mau quy dinh).
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- Viéc dang ky khai sinh cho tré em duéi 6 tudi thuoc tham quyén
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giai quyét cua Uy ban nhan dan cép x4.

- Cac co quan c6 tham quyén thyc hién lién thong cac thi tuc hanh
chinh phai ciing thudc dia ban mot huyén, thi x&, thanh phé thudc
tinh hoac cung thudc dia ban mot quan, huyén, thi xa thuoc thanh
phd truc thudc trung wong.

- Luat Bao hiém y té nam 2008 (duoc sira ddi bd sung tai Luat stra
ddi, b sung mot sé diéu cua Luat Bao hiém y té nim 2014);

- Nghi dinh sb 158/2005/ND-CP ngay 27/12/2005 caa Chinh phu vé
dang ky, quan ly ho tich;

- Nghi dinh s6 06/2012/NB-CP ngay 02/02/2012 ctia Chinh phu sta
ddi, bd sung mot sé diéu caa cac Nghi dinh vé ho tich, hén nhan va
gia dinh va chuing thuc;

- Nghi dinh sb 105/2014/ND-CP ngay 15 thang 11 nim 2014 cua
Chinh pht quy dinh chi tiét va huéng dan thi hanh mot sé diéu cua
Luat Bao hiém y té;

- Thong tu 15/2015/TT-BTP ngay 16 thang 11 ndm 2015 cua Bo Tu
phap vé Quy dinh chi tiét thi hanh mot s6 diéu cua Luat ho tich va
Nghi dinh s6 123/2015/ND CP ngay 15 thang 11 ndm 2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat
ho tich;

- Thong tu s6 02/2014/TT-BTC ngay 02/01/2014 caa Bo tai chinh
huéng dan vé phi va 1& phi thudc tham quyén quyét dinh caa Hoi
d6ng nhan dan tinh, thanh phé tryc thudc Trung wong;

- Thong tu lién tich s6 05/2015/TTLT-BTP-BCA-BYT ngay 10/6/2015
cua lién Bo: Tu phép, Cong an, Y té hudng dan thyuc hién lién théng cac
thi tuc hanh chinh vé ding ky khai sinh, ding ky thuong trd, cap Thé
bao hiém y té cho tré em dudi 6 tudi.

- Quyét dinh s6 32/2016/QD-UBND ngay 01/11/2016 caa UBND
tinh Hai Duong vé viéc quy dinh mic thu, ché do thu, nop, quan ly
va sir dung phi, 1 phi thuoc tham quyén quyét dinh cua Hoi dong
nhan dan tinh Hai Duong.

File mau:

T& khai tham gia bao hiém x& hoi, bao hiém y té (Mau sé: TK1-
TS). Taivé

To khai dang ky dang ky khai sinh (MAu TP/HT-2012-TKKS.1). Tai
veé

Gidy khai sinh (ban chinh) va Thé bao hiém y té.


https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494388110_To_khai_tham_gia_BHXH.docx
https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494387840_To_khai_dang_ky_dang_ky_khai_sinh.doc
https://dichvucong.haiduong.gov.vn/tttl/HAI_DUONG/giayto/2017_05/1494387840_To_khai_dang_ky_dang_ky_khai_sinh.doc

V. LINH VUC NUOI CON NUOI: 01 THU TUC
Thu tuc dang Ky nudi con nudi trong nwéc
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Linh vuc
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hién
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thuc
thuc

hién

Poi
tuong
thuc

hién
Trinh tu

thuc
hién

Thoi han
giai
quyet

Thu tuc dang ky nud6i con nudi trong nudc

Nudi con nudi

- Co quan c6 tham quyén quyét dinh: UBND cép x4 noi thuong tri cia
nguoi nhan con nudi hoac cua nguoi dugc nhan lam con nuoi.

- Co quan tryuc tiép thyc hién tha tuc hanh chinh: UBND cép x4 noi
thuong trd cta nguoi nhan con nudi hoac cua nguoi dugc nhan lam
con nuoi.

- Co quan phdi hop: Khdng

Truyc tiép tai tru s& UBND cip x&

T6 chuc

- Ngudoi nhan con nudi ndp hd so cua minh va ctua ngudi duoc nhan
lam con nudi tai UBND cap xa noi ngudi dugc nhan lam con nudi
thuong tra (d6i véi cac truong hop thong thuong) hoac tai UBND
cap x3 noi ngudi nhan con nudi thuong trd (néu 1a cha duong, me ké
hoac c¢0, cau, di, chd, bac rudt cua nguoi dugc nhan lam con nudi
hoac c6 su thoa thuan gitra nguoi nhan con nubi véi cha me dé,
ngudi gidm ho cta nguoi dugc nhan lam con nubi);

- CoOng chirc tu phap - ho tich kiém tra ho so, 1ay y kién cua nhiing
ngudi o lién quan;

- Uy ban nhan dan cap x& t6 chirc dang ky nudi con nudi, trao Giy
ching nhan nudi con nudi cho cha me nubi, cha me dé hoiac nguoi
giam ho hoic dai dién co sé nudi dudng (tai Lé giao nhan con nudi).
Truong hop tir chéi dang ky, Uy ban nhan dan cap xa phai tra loi
bang vin ban cho ngudi nhan con nudi, cha me dé hoic nguoi giam
ho hoac dai dién co s& nuoi dudng.

Trong thoi han 30 ngay, trong do:

- Kiém tra ho so va lay y kién: 10 ngay, ké tir ngay nhan du ho so
hop I¢;

- Ghi vao so dang ky viéc nudi con nudi va Giay chiing nhan nudi
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con nudi, giao - nhan con nudi: 20 ngay, ké tir ngay ¢ y kién déng y
cua nhitng nguoi cé lién quan (theo quy dinh cia Bicu 21 Luat nubi
con nudi).

Khong
400.000d/truong hop

+ Ho so clia ngudi nhan con nudi:

- Pon xin nhan con nudi (theo mau quy dinh);

-Ho chleu/Chu:ng minh nhan dan hoac giay to ¢ gia tri thay thé;

- Phiéu Iy lich tu phap (dwoc cap chua qua 06 thang);

- Vian ban xac nhan tinh trang hon nhan;

- Giay kham stc khoe do co sd 'y té cap huyén tro 18n cap (duoc cap
chua qua 06 thang);

- Vin ban xac nhan hoan canh gia dinh, tinh trang chd o, diéu kién kinh
té do UBND cap x4 noi ngudi nhan con nudi thuong tri cap (truong
hop cha dugng, me ké hogc cd, cau, di, chd, bac rudt ciia ngudi dugc
nhan 1am con nudi thi khdng can vin ban nay).

+ Ho so cua ngudi dugc nhan 1am con nudi:

- Giy khai sinh;

- Giay kham suc khoe do co quan y té cap huyén tro 1én cap;

- Hai anh toan than, nhin thang (chup khéng qua 06 thang);

- Bién ban xac nhan do Uy ban nhan dan hoiac Cong an cip xi noi
phat hién tré bi bo roi 1ap ddi véi tré em bi bo roi; Gidy chang tir cia
cha d¢, me dé hoic quyét dinh cua Toa &n tuyén bd cha d¢, me dé caa
tré em 1a da chét déi vai tré em md cdi; quyét dinh caa Toa an tuyén
bé cha dé, me dé cua nguoi duoc gisi thiéu 1am con nudi mat tich ddi
véi ngudi dugc gidi thiéu 1am con nudi ma cha dé, me dé mat tich;
quyét dinh ctia Toa an tuyén b cha dé, me dé ciia ngudi duogc gidi
thiéu 1am con nudi mat ning luc hanh vi dan sy d6i voi ngudi duoc
gioi thiéu 1am con nudi ma cha dé, me dé mat ning luc hanh vi dan
su;

- Quyét dinh tiép nhan ddi véi tré em & co s nudi dudng.
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+ Ngudi nhan con nudi phai co da diéu kién sau:

- C6 néng lyc hanh vi dan sy day du;

- Hon con nudi tir 20 tudi tro 1én — khong ap dung dbi voi truong hop
cha duong nhan con riéng caa vg, me ké nhan con riéng cua chong
lam con nubi hoac c¢6, cau,di, chu bac ruét nhan chau lam con nubi;

- C6 diéu kién vé stc khoe, kinh té, chd ¢ bao dam viéc cham séc,
nudi dudng, giao duc con nudi - khdng ap dung déi voi truong hop
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cha dugng nhan con riéng cua vo, me ké nhan con riéng caa chong
lam con nu6i hoac ¢b, cau,di, chu bac rudt nhan chau lam con nubi;

- C6 tu cach dao dirc tot.

+ Cac truong hop khong dugc nhan con nubi:

- Pang bi han ché mot s6 quyén caa cha, me ddi véi con chwa thanh
nién;

- Pang chap hanh quyét dinh xt Iy hanh chinh tai co s& giéo duc, co
s& chtra bénh;

- Pang chap hanh hinh phat to;

- Chua duoc x0a an tich vé mot trong cac toi cd y xam pham tinh
mang, suc khoé, nhan phém, danh du ctia nguoi khac; nguoc dai
hoac hanh ha 6ng ba, cha me, vo chong, con, chau, nguoi c6 cong
nudi dudng minh; du dd, ép budc hoic chtra chap nguoi chua thanh
nién vi pham phap luat; mua ban, danh tréo, chiém doat tré em.

+ Tré em duoc nhan 1am con nudi phai ¢ du diéu kién nhu sau:

- La tré em dudi 16 tudi (néu thudc truong hop cha duong, me ké, co,
cau, di, chd, bac rudt nhan 1am con nudi thi cd thé dén dudi 18 tudi);
- Mot nguoi chi dugc lam con nubi ctia mét nguoi doc than hoac caa
ca hai nguoi 1a vo chong.

- Luat Nubi con nudi;

- Nghi dinh s6 19/2011/NB-CP ngay 21/3/2011 caa Chinh phu quy
dinh chi tiét thi hanh mot s6 diéu cua Luat Nudi con nudi;

- Thong tu s6 12/2011/TT-BTP ngay 27/6/2011 Ve viéc ban hanh va
huéng dan Viéc ghi chep, luu trir, sir dung biéu mau nudi con nudi;

- Thong tu s6 24/2014/TT-BTP ngay 29/12/2014 stra d6i, b6 sung
mét s6 diéu cua Thong tu sb 12/2011/TT-BTP ngay 27/6/2011 cua
Bo Tu phap vé viéc ban hanh va huéng dan viéc ghi chép, luu trit, st
dung biéu mau nubi con nudi;

- Nghi dinh s6 114/2016/ND-CP ngay 08/7/2016 cua Chinh phu quy
dinh 1& phi ding ky nudi con nuéi, 1¢ phi cap gidy phép hoat dong cua
to chirc nudi con nudi nudec ngoai;

- Thong tu s6 267/2016/TT- BTP ngay 14/11/2016 hudéng dan lap du
toan, quan 1y, sir dung va quyét toan kinh _phi ngén sach nha nugce
bao dam cho cdng tac nudi con nudi va cap, gia han, stra d6i gidy
phép hoat dong cua t chirc nudi con nudi nudc ngoai tai Viét Nam.

File mau:

TO KHAI HOAN CANH GIA PINH CUA NGUOI NHAN CON
NUOI Tai vé ‘

Pon xin nhan con nubi Tai vé

Gidy chitng nhan nuéi con nudi.


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537047124_Mau_TP-CN-2011-CN-06.doc
https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2018_09/1537047019_Mau_TP-CN-2014-CN-02.doc

V1. LINH VUC PHO BIEN GIAO DUC PHAP LUAT: 01 THU TUC
Thi tuc cong nhan to trwong to hoa giai

Tén thu
fuc

Linh vuc

Co quan
thuc
hién
Céch
thuc
thuc
hién
Doi
tuong
thuc
hién

Trinh tu
thuc
hién

Thaoi han
giai
quyeét
Phi

L¢ Phi
Thanh

phan hod
SO

Thu tuc cdng nhan t6 truong té hoa giai

Phé bién gido duc phap luat

Uy ban nhan dan cip xa.

Truc tiép tai co quan hanh chinh nha nudc

T6 chuc

Trong thoi han 03 ngay, ké tir ngay t6 chic cudc hop bau to truang to
hoa giai, Truong ban cdng tac Mat tran 1am van ban dé nghi cong
nhan t6 trudng té hoa giai kém theo bién ban kiém phiéu hoic bién
ban vé két qua biéu quyét vé viéc bau to truong té hoa giai, giri Chu
tich Uy ban nhan dan cap xa.

Trong thai han 03 ngay 1am viéc, ké tir ngay nhan duge vin ban dé
nghi céng nhan to truong to hoa giai, Chu tich Uy ban nhan dan cap
x& xem xét, quyét dinh.

Trong thoi han 03 ngay lam viéc, ké tir ngay nhan da ho so theo quy
dinh.

- Van ban dé nghi cong nhan to truong to hoa giai (Mau s6 07 tai Phu
luc ban hanh kém theo Nghi quyét lién tich s6 01/2014/NQLT-CP-
UBTUMTTQVN).

- Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé viéc
bau to truong to hoa giai (Mau sb 04 tai Phu luc ban hanh kém theo
Nghi quyét lién tich sé 01/2014/NQLT-CP-UBTUMTTQVN trong
truong hop bau t6 truong té hoa giai vién bang hinh thic biéu quyét



S6
luong bd
ho so

Yéu cau
- diéu
kién
Can cu
phap ly
Biéu
mau
dinh
kem

Két qua
thuc hién

cong khai; Mau s6 05 tai Phu luc ban hanh kém theo Nghj quyét lién
tich s6 01/2014/NQLT-CP-UBTUMTTQVN trong trudng hop bau té
trrdng to hoa giai vién bang hinh thic bo phiéu kin).

01 bo

Nguoi dugc cong nhan la t6 truong to hoa giai phai dat trén 50% s6 hoa
giai vién cua té hoa giai dong y va la ngudi c6 sé phiéu bau cao nhit.

- Luat hoa giai ¢ co s¢ ndm 2013;
- Nghi quyeét lién tich s6 01/2014/NQLT-CP-UBTUMTTQVN.

File mau:

Bién ban kiém phiéu hoic bién ban vé két qua biéu quyét vé viéc bau
t6 truong to hoa giai trong truong hop bau to truong to hoa giai vién
bang hinh thirc bo phiéu kin) Tai vé

Bién ban kiém phiéu hoac bién ban ve két qua bicu quyét ve viéc bau
t6 truong to hoa giai trong truong hop bau t6 truong to hoa giai vién
bang hinh thirc biéu quyét cong khai_Tai vé

Quyét dinh cong nhan t6 truong té hoa giai.


https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2021_08/1629165103_mau_05.docx
https://dichvucong.haiduong.gov.vn/tttl/30/giayto/2021_08/1629165082_mau_04.docx

