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Ma thu tyc: 1.001193.000.00.00.H50

Tén tha tuc: Tha tuc dang ky khai sinh

a) Trinh tu thuc hién:

Luuy

Ngu’OI O yéu Cau dang ky khai sinh nop ho so tai Uy ban nhan dan cap
X& c6 tham quyén

Nguoi tiép nhan co trach nhiém kiém tra ngay toan bo hd so, di chiéu
thong tin trong T khai va tinh hop 1é cua gidy to trong hd so do nguoi
yéu cau nop, xut trinh.

Néu hé so day du, hop 1€, nguoi tlep nhan hd so viét gidy 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 b sung, hoan thién theo quy dinh; truong
hop khong thé bo sung, hoan thién ho so ngay thi phai lap thanh véan ban
huéng dan, trong d6 néu rd loai giay to, noi dung can bo sung, hoan
thién, ky, ghi 1 ho, chir dém, tén cia ngudi tiép nhan.

N&U h so sau khi da duoc hudng dan ma khong duoc bd sung day du,
hoan thién thi ngudi tiép nhan tir chéi tiép nhan ho so va 1ap van ban tir
chéi tiép nhan ho so, trong d6 ghi 18 1y do tir chéi, ky, ghi rd ho, chix
dém, tén caa nguoi tiép nhan.

Ngay sau khi nhan du gidy to theo quy dinh, néu thay théng tin khai sinh
day du va phu hop, cdng chirc tu phap - ho tich bao cdo Chu tich Uy ban
nhan dan cip xa. Truong hop Chu tich Uy ban nhan dan cap xi dong y
giai quyét thi cong chiic tu phap - ho tich cap nhat thong tin khai sinh
theo huéng dan dé Iy S6 dinh danh c4 nhan (d6i voi cac dia phuong da
trién khai cip S6 dinh danh ca nhan khi ding ky khai sinh), ghi noi dung
khai sinh vao So6 diang ky khai sinh, cting nguoi di dang ky khai sinh ky
tén vao S6. Chu tich Uy ban nhan dan cap xa ky Giay khai sinh cap cho
nguoi duge dang ky khai sinh

Truong hop nguoi yéu cau nop gidy to 1a ban sao dugc cap tir s6 goc
hodc ban sao duoc ching thyc tir ban chinh thi nguoi tiép nhan hé so
khong duoc yéu cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban
chup va xuét trinh ban chinh thi nguoi tiép nhan hé so kiém tra, d6i chiéu
ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da ddi chiéu
noi dung gidy to do, khong dugc yéu cau nguoi di dang ky nop ban sao
c6 chang thuc gidy to dé



« Truong hop phap luat quy dinh xuét trinh glay to khi dang ky ho tich,
ngudi tiép nhan cé trach nhiém kiém tra giay to Xuat trinh, d6i chiéu véi
thdng tin trong To khai va tra lai cho nguoi Xuat trinh, khong dugc yéu
cau nguoi dang ky ho tich nop thém ban sao gidy to d6. Nguoi tlep nhan
céd the chup 01 ban gidy to xuat trinh hoic ghi lai thdng tin cua gidy to

XUAt trmh dé luu ho so

« Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so dang ky ho tich
theo quy dinh cua phap luét h¢ tich, khong dugc yéu cau ngudi ding ky
ho tich ndp thém giay to ma phép luat ho tich khong quy dinh phai nop

b) Céch thwrc thuc hién:

o Truec tiép
e Truc tuyén
e Dich vu buu chinh

¢) Thanh phan, sb lugng hé so:
*Thanh phdan ho so:

Tén gidy to

- To khai dang ky khai sinh theo mau (néu ngudi c¢6 yéu
cau lya chon ndp ho so theo hinh thic tryc ti€p);

- Biéu mau dién tir twong tac dang ky khai sinh (do nguoi
yéu cau cung cap thong tin theo huong dan trén Cong dich
vu cong, néu nguoi cd yéu cau lya chon nop ho so theo
hinh thtc truc tuyén);

- Nguoi ¢6 yéu cau ding ky khai sinh thuc hién viéc
ndp/xuét trinh (theo hinh thire tryc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phai ndp:

Tén gidy to

- Ban chinh Gidy chiing sinh; truong hop khong c6 Gidy
chtng sinh thi ndp van ban cua nguoi lam chimg xac nhan
v€ viée sinh; néu khong c6 nguoi lam chimg thi phai c6
gidy cam doan vé viéc sinh;

- Truong hop tré em bi bo roi thi phai ¢ bién ban vé viée
tré bi bo roi do co quan c6 tham quyén lap.

- Vin ban uy quyén (dugc chimg thuc) theo quy dinh cua
phap luat trong truong hop uy quyén thuc hién viéc dang
ky khai sinh.

Méu don, to

khai S0 lugng
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, (:iang Ban chinh: 1 Ban
ky khai :
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* Gidy to' phai xuit trinh:

Tén gidy to

- Ho chiéu hodc Ching minh nhén déan hodc The can cude
cong dan hodc cac gidy to khac co dan anh va thong tin ca
nhén do co quan c6 tham quyén cip, con gia tri sir dung dé
chimg minh vé nhan than ctia ngudi cé yéu cau dang ky
khai sinh. Trudng hop cac thong tin c4 nhan trong cac gidy
to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé
théng dién tir dong thi khong phai xuét trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thic tryc tuyén);

- Glay to chirng minh noi cu trd. Trudong hop céc thong tin
vé€ giay to chirng minh noi cu tra da cé trong
CSDLQGVDC, dugc dién ty dong thi khong phai xuét
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén);

- Gidy ching nhan két hon néu cha, me di dang ky két hon.
Truong hop da co6 thong tin vé viée két hon cua cha, me
trong CSDLHTPT, CSDLQGVDC thi khong phai xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri
kém theo ban sao c6 ching thuc cac gidy to phai xut trinh
néu trén.

*Luuy:

Tén gidy to

- Pbi voi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd
so theo hinh thirc tryc tiép:

+ Ddi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép
nhan ¢ trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuat trinh, khong duge yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co the nop ban sao ching
thue tir ban chinh hodc ban sao dugc cap tir 56 goc hoac
ban chup kem theo ban chinh gidy to dé ddi chiéu. Truong
hop nguoi yéu cau ndp ban chyup kém theo ban chinh giay
to thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu
ban chup vo1 ban chinh va ky xac nhén, khong dugc yéu
cau nguoi di dang ky ndp ban sao glay to do.

+ Nguoi tiép nhéan c6 trach nhiém tiép nhan ding, dit hd so
dang ky ho tich theo quy dinh cua phép luat ho tich, khong
duoc yéu cau nguoi dang ky ho tich ndp thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

Méu don, to
khai

Maiu don, tor
khai

S6 lwong
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Ban chinh: 1 Ban
sao: 0

Ban chinh: 1 Ban
sao: 0

Ban chinh: 0 Ban
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Tén gidy to

- Dbi v6i gidy to giri kém theo néu ngudi yéu cau ndp ho so
theo hinh thuc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky khai
sinh tryc tuyén phai bao dam rd nét, day d, toan ven vé
ndi dung, la ban chup bang may anh, dién thoai hodc dugc
chup, duoc quét bang thiét bi dién tu, tur gidy to duoc cap
hop 1€, con gia tri sir dung; néu 1a gidy to do co quan ¢
thim quyén nudc ngoai cap thi phai duoc hop phap hoa
lanh su, dich sang tiéng Viét theo quy dinh, trir trudng hop
duoc mién hop phap hoa lanh sy.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so
dang ky khai sinh truc tuyén da c6 ban sao dién tir hoic da
6 ban dién tir gidy to ho tich thi ngudi yéu cau dugce st
dung ban di¢n tir nay.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Giy khai
sinh/ban sao Gidy khai sinh), nguoi co yéu cau dang ky
khai sinh phai np ban chinh Glay chimg sinh; xuat trinh
gidy to tuy than; ban chinh Gidy chimg nhan két hon (néu
cha me tré da ding ky két hon va thong tin vé viéc két hon
chua c6 trong CSDLQGVDC CSDLHTDT).

Truong hop nguoi yéu cau dang ky khai sinh khong cung
cap dugc giay to néu trén theo quy dinh hodc giay to nop,
xuat trinh bi tdy x6a, stra chira, lam gia thi co quan dang ky
ho tich c6 tham quyén hay bo két qué dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a ong,
ba, nguoi than thich khac thi khong phai ¢6 van ban uy
quyén cua cha, me tr¢ em, nhung phai thong nhat véi cha,
me tré em vé cc ndi dung khai sinh.

- Boi véi viéc xac dinh ho, dan toc, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu
hop v6i phap luat va yéu cau gitr gin ban sdc dan toc, tap
quan, truyén thong vin hoa tt dep cua Viét Nam; khong
dat tén qua dai, kho sur dung.

+ Truong hop cha, me khong thoa thuén dugce vé ho, dan
tdc, qué quan cua con khi dang ky khai sinh thi ho, dan tdc,
qué quén cua con dugc xac dinh theo tap quan nhung phai
bao dam theo ho, dan toc, qué quan cua cha hodc me.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap
vin ban cam doan vé ndi dung yéu cau dang ky ho tich thi
co quan dang ky ho tich phai giai thich rd cho nguoi lap
vian ban cam doan vé trach nhiém, hé qua phap 1y cta viéc
cam doan khong dung su that.
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Co quan dang ky ho tich tur chfSi giai quyét hodc dé nghi co
quan c6 tham quyén huy bo két qua dang ky hd tich, néu co

Méu don, to

khai S0 lugng

Tén gidy to

Ban chinh: 0 Ban
sao: 0

co s& xac dinh ndi dung cam doan khong dung su that.

*S6 luong ho so: 01 bo

d) Thei han giai quyét:

Truc tiép
Ngay trong ngay tiép nhdn yéu cau, triong hop nhén ho so sau 15 gio ma khong giai
quyéet dwoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Ngay trong ngay tiép nhan yéu cau, trudng hop nhan ho so sau 15 gid ma
khong giai quyét duoc ngay thi tra két qua trong ngay l1am viéc tiép theo.

Tryc tuyén

Ngay trong ngay tiép nhdn yéu cau, truong hop nhin ho so sau 15 gio ma khong giai
quyét diroc ngay thi tra két qua trong ngdy lam viéc tiép theo.

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

Dich vu buu chinh

Ngay trong ngay tiép nhdn yéu cau, truong hop nhdn ho so sau 15 gio- ma khéng gidi
quyét duwoc ngay thi tra két qua trong ngay lam viéc tiép theo.

Ngay trong ngay tiép nhan yéu cau, tredng hop nhan hd so sau 15 gio ma
khong giai quyét duoc ngay thi tra két qua trong ngay l1am viéc tiép theo.

e) Poi twong thuc hién thi tuc hanh chinh: Cé nhan

g) Co quan thyc hi¢n tha tuc hanh chinh:
- Co quan c6 tham quyen quyet dinh:

Uy ban nhan dan cap x&

- Co quan truc tiép thuc hién TTHC:

Uy ban nhan dan cap x

h) Két qua thuc hién tha tuc hanh chinh:



» Bansao gidy khai sinh
e Giay khai sinh

i) L& phi:

Léphi:

- 5.000 dong/ truong hop

- Mién 1¢ phi d61 vdi truong hop dang ky khai sinh ding han; dang ky cho nguoi thudce gia
dinh c6 cong véi cach mang; nguoi thugc ho nghéo; ngudi khuyét tat.

k) Tén mau don, mau to khai:

Maiu don, to

Tén gidy to Kha S6 lwgng

oz 1. TK dan
- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu kv khai & Ban chinh: 1 Ban
cau lya chon nop ho so theo hinh thirc truc ti€p); y sao. 0

sinh.doc

- Biéu mau dién tur tvong tac dang ky khai sinh (donguoi | BMDT
yéu cau cung cap thong tin theo hudng dan trén Cong dich tlion tac Bén chinh: 1 Ban
vu cong, néu nguoi cd yéu cau lya chon ndp hd so theo 9 sao: 0
hinh thtc truc tuyén); DKKS.docx

- Nguoi co yéu cau ding ky khai sinh thuc hién viéc

ndp/xuat trinh (theo hinh thire tryc tiép) hodc tai 1én (theo Ban chinh: 0 Ban

hinh thtic truc tuyén) céc gidy to sau: sa0: 0
* Gidy to phai nop:
Tén gidy to Mauk(rilgin, to S6 lwong
- Ban chinh Gidy chiing sinh; truong hop khong c6 Gidy
ching sinh thi ndp van ban ciia nguoi lam ching xac nhén Ban chinh: 1 Ban
v€ vige sinh; néu khong c6 nguoi lam ching thi phai c6 sao: 0
gidy cam doan vé viéc sinh;
- Truong hop tré em bi bo roi thi phai c¢6 bién ban vé viéc Bén chinh: 1 Ban
tré bi bo roi do co quan c¢6 tham quyén 1ap. sao: 0

- Vin ban uy quyén (duoc ching thuc) theo quy dinh cua
phap luét trong trudong hop uy quyén thuc hién viéc dang
ky khai sinh.

Ban chinh: 1 Ban
sao: 0

* Gidy to' phai xuit trinh:

Maiu don, tor

khai 50 lugng

Tén gidy to
- Ho chiéu hoic Ching minh nhén dan hodc The can cude
cong dan hodc cac gidy to khac co dan anh va thong tin ca

nhan do co quan c6 thim quyén cip, con gia trj str dung dé

Ban chinh: 1 Ban
sao: 0



Tén gidy to

chimg minh vé nhan than ctia ngudi c6 yéu cau dang ky
khai sinh. Trudng hop cac thong tin c4 nhan trong cac gidy
to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé
théng dién tir dong thi khong phai xuét trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Glay to chirng minh noi cu trd. Trudong hop céc thong tin
vé giay to chirng minh noi cu tra da cé trong
CSDLQGVDC, duoc dién ty dong thi khong phai xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén);

- Gidy chtg nhan két hén néu cha, me da dang ky két hon.
Truong hop d3 ¢ thong tin vé viée két hon cua cha, me
trong CSDLHTPT, CSDLQGVDC thi khong phai xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc
truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri
kém theo ban sao c6 ching thuc cac gidy to phai xut trinh
néu trén.

*Luuy:

Tén gidy to

- Pi voi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd
so theo hinh thirc tryc tiép:

+Pbi voi gidy to xuat trinh khi dang ky h¢ tich, nguoi tiép
nhan c6 trach nhiém kiém tra, dbi chiéu vé6i thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho ngudi xudt trinh, khéng dugc yéu ciu ndp ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 the ndp ban sao ching
thyce tir ban chinh hodc ban sao dugc cap tir s6 goc hodc
ban chyp kém theo ban chinh gidy t& dé ddi chiéu. Trudong
hop nguoi yéu cdu ndp ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu
ban chup v61 ban chinh va ky xac nhén, khoéng dugc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so
dang ky ho tich theo quy dinh ctia phap luét ho tich, khong
dugc yéu cau nguoi dang ky hd tich ndp thém giay to ma
phap luat h tich khong quy dinh phai ndp.

- D6i véi gidy to g kém theo néu ngudi yéu cau nop hd so
theo hinh thurc truc tuyén:

+ Ban chup cac gidy to guri kém theo }}(‘3 so dang ky khai
sinh truc tuyén phai bao dam ro nét, day du, toan ven ve

Méu don, to
khai

Méu don, to
khai

S6 lwong
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Ban chinh: 1 Ban
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S6 lwong
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Tén gidy to

ndi dung, 1a ban chup béng may anh, dién thoai hoac duoc
chup, dugc quét béng thiét bi dién tur, tir giéy to duoc cép
hop 18, con gi tri str dung; néu 13 gidy to do co quan co
thAm quyén nudc ngoai cp thi phai duoc hop phap hoa
lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mién hop phéap hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so
dang ky khai sinh truc tuyén da c6 ban sao dién tir hodc da
¢6 ban dién tir gidy to ho tich thi ngudi yéu cau dugc sir
dung ban di¢n tr nady.

+ Khi dén co quan dang ky h¢ tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), nguoi co yéu cau dang ky
khai sinh phai nop ban chinh Gidy ching sinh; xuat trinh
gidy tO tuy than; ban chinh Gidy ching nhan két hon (néu
cha me tré da ding ky két hon va thong tin vé viéc két hon
chua co trong CSDLQGVDC CSDLHTDT).

Truong hop nguoi yéu cau dang ky khai sinh khong cung
cap dugc gidy to néu trén theo quy dinh hodc gidy to ndp,
xudt trinh bi tdy x0a, stra chita, 1am gia thi co quan dang ky
ho tich c6 tham quyén huy bo két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a ong,
ba, nguoi than thich khéc thi khong phai c6 van ban uy
quyén cua cha, me tré em, nhung phai théng nhat véi cha,
me tré em vé cac ndi dung khai sinh.

- P61 vbi viée xac dinh ho, dan toc, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu
hop vai phap luat va yéu cau gilr gin ban sac dan tdc, tap
quan, truyén thdng van hoa tot dep cta Viét Nam; khong
dat tén qua dai, kho sur dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan
toc, qué quén cua con khi dang ky khai sinh thi ho, dan toc,
qué quan cua con dugc xac dinh theo tap quan nhung phai
bao dam theo ho, dan tc, qué quéan cua cha hoac me.

- Truong hop cho phép ngudi yéu cu ding ky ho tich 1ap
vin ban cam doan vé ndi dung yéu cau dang ky ho tich thi
co quan dang ky ho tich phai giai thich rd cho nguoi lap
vin ban cam doan vé trach nhiém, hé qua phap 1y cia viéc
cam doan khong dung su that.

Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 thAm quyén huy bo két qua dang ky ho tich, néu c6
co s& xac dinh ndi dung cam doan khong dung su that.

Méu don, to
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Khong

m) Can ctr phép ly cia thi tuc hanh chinh:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu:

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phui;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua Bo Tu phap;

- Théng tw s6 01/2022/TT-BTP ngay 04/01/2022 ciia Bo Tu phdp;

- Théng tu s6 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh;
- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh;
- Théng twr s6 106/2021/TT-BTC ngay 26/11/2021 ciia Bg Tai chinh.

- Nghi quyét s6 13/2022/NQ-HPND ngay 15 thang 4 nam 2022 ctia HDND tinh
Quang Tri.

n) Biéu miu dinh kém N
- To khai dang kv khai sinh theo mau.



https://motcua.quangtri.gov.vn/tttl/MA_TINH_THANH/giayto/2020/09/To%20khai%20dang%20ky%20khai%20sinh_1600166113.docx

