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Phu luc I
QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET CUA SO TU PHAP,
THAM QUYEN GIAI QUYET CUA CAC SO, BAN, NGANH, UBND CAP HUYEN, UBND CAP XA
TREN DPIA BAN TiNH NINH BiNH
(Ban hanh kém theo Quyét dinh sé /OP-UBND ngay / /2023 ciia Chii tich UBND tinh Ninh Binh)

Tong s6 thoi gian da cat giam ddi voi 02 quy trinh thii tuc hanh chinh cp huyén 1 08 gio
A. THU TUC HANH CHIiNH CAP TINH

|. THUC HIEN TAI TRUNG TAM PHUC VU HANH CHIiNH CONG

THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET CUA SO TU PHAP
LINH VUC HO TICH

1. Tén TTHC: Thi tuc xac nhan thong tin h tich

Truong hop 1: Khong phai kiém tra, xdc minh

Tong thoi gian thue hién TTHC: 03 ngay x 08 gid = 24 gid

Buoc . i n Thoi Biéu
DPon vi thuc Trach nhiém . n : x X
thuc N n NOi dung thue hién glan mau/Keét
s hién thuc hién " .,
hi€én j j ) 24 giv qua

Nguoi c6 yéu cau xac nhan thong tin ho tich tryc tiép thuc
hién hodc ly quyén cho ngudi khac thuc hién ndp hd so truc
tiép hodc gtri ho so qua hé théng buu chinh hodc nop hd so
Buéc 1 congdan | "YEWeR e

- Néu lya chon hinh thire ndp ho so truc ti€p, nguoi co yéu
cau cip xac nhan thong tin ho tich ndp hd so dé nghi cip xac
nhan thong tin hd tich tai Trung tdm Phuc vy hanh chinh
cong tinh Ninh Binh; np phi, 1€ phi theo quy dinh phép luat.
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- Néu lua chon hinh thurc ndp ho so truc tuyén, nguoi cd yéu
cau cép xac nhan thong tin hd tich truy cap Céng dich vu
cong qudc gia (dia chi: https:/dichvucong.gov.vn) hodc
Cong Dich vu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu da c6 tai khoan trén Cong dich vu cong) hoic dang ky
tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
huéng dan, dang nhap vao hé théng, xac dinh dung Co quan
quéan 1y Co s dit liéu ho tich dién tr c6 thim quyén.

Budc 2

Trung tdm
Phuc vu hanh
chinh cong
cua tinh

Can bo tiép
nhan

1. Trung tdm Phuc vu hanh chinh cong tiép nhan hd so,
kiém tra, hudng dan tiép nhan ho so truc tuyén hoac truc
tiép (d6i v6i to chire, ca nhan khong du diéu kién co s& ndp
hé so truc tuyén).

2. Néu hd so khong dat yéu cau thi hudng dan t6 chuc, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Truong hop hd so déy da, quét (scan) va cap nhat, luu
trit ho so vao phan mém va chuyén vé phong Hanh chinh -
BO tro tu phap.Thu phi, 1& phi (néu c¢6). In phiéu tiép nhan
va hen tra két qua giao cho t6 chirc, ca nhan.

4. In phiéu ban giao hd so tir Trung tim PVHCC vé S¢ Tu
phap

Ho so gém:

04 gio

Mau
01,02,03,0
4,05, 06



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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- T& khai dé nghi x4c nhan thong tin ho tich theo mau (néu
nguoi co6 yéu cau lua chon ndp hd so theo hinh thuc truc
tiép);

- Biéu mau dién tir twong tac yéu ciu cip vin ban xac nhén
thong tin ho tich (do ngudi yéu cu cung cap thdng tin theo
huéng dan trén Cong dich vu cong, néu ngudi cd yéu cau lya
chon nop hd so theo hinh thirc truc myén);

- Nguoi c6 yéu cau x4ac nhan thong tin hd tich thuc hién viéc
ndp/xuat trinh (theo hinh thuc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to' phai ndp:

- Gidy t0, tai liéu ¢6 lién quan dén noi dung dé nghi xac nhan
thong tin ho tich;

- Vin ban uy quyén (dugc ching thyc) theo quy dinh cua
phap luat trong trudng hop ty quyén thuc hién viéc xin cip
xac nhan thong tin ho tich. Trudng hop ngudi dugce oty quyén
la 6ng, ba, cha, me, con, vog, chéng, anh, chi, em rudt cua
ngudi iy quyén thi van ban ty quyén khong phai ching thuec.
* Gidy to phai xuat trinh:

- Ho chiéu hodc chimg minh nhan dan hodc thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé




Buoc . i " Thoi Biéu
DPon vi thuc Trach nhiém e n . x X
thuc o n NOi dung thue hién glan mau/Keét
s hi€én thuc hién - .
hién j j j 24 gio qua

chimg minh vé nhan than cia nguoi c6 yéu cau cip xac nhan
thong tin ho tich. Trudong hop cac thong tin ¢4 nhan trong cac
gidy tO nay da c6 trong Co sé dir lidu qudc gia vé dan cu
(CSDLQGVDC), Co s& dur ligu ho tich dién tr
(CSDLHTDT), dugc hé thdng dién ty dong thi khong phai
xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thure truc tuyén);

- Gidy t0 chtimg minh noi cu trii. Trudng hop cac thong tin
vé gidy to chimg minh noi cu tra d ¢ trong CSDLQGVDC,
duogc dién ty dong thi khong phai xuat trinh (theo hinh thic
tric tiép) hodc tai 1én (theo hinh thuc truc tuyén).

Trudng hop gii hd so qua hé thong buu chinh thi phai giri
kém theo ban sao c¢6 chung thyc cac gidy to phai xudt trinh
néu trén.

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp hd
so theo hinh thirc truc tiép:

+ Pbi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép
nhén c6 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 nguo1 xudt trinh, khong dugc yéu cau ndp ban sao
hodc ban chup gidy to do.
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+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hoac ban sao duoc cép tr sO géc hoac ban
chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky x4c nhan, khong duoc yéu cau ngudi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di ho so
dang ky ho tich theo quy dinh cua phap luat ho tich, khong
dugc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phép luat h tich khong quy dinh phai ndp.

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thuc tryc tuyén:

+ Ban chup céac gidy to gii kém theo hd so cap xac nhan
thong tin ho tich truc tuyén phai bao dam rd nét, day di, toan
ven vé nodi dung, 1a ban chup béng may anh, dién thoai hodc
duoc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc
cap hop 1¢, con gia tri str dung; néu 1a gidy to do co quan co
tham quyén nudc ngoai cap thi phai duoc hop phap héa lanh
su, dich sang tiéng Viét theo quy dinh, trtr truong hop dugce
mién hop phap hoa lanh su.




Buéc , . . Thoi Biéu
DPon vi thuc Trach nhiém e n . x X
thuc D o Noi dung thwe hién glan mau/Keét
. hién thuwc hién : ‘ : - .
hién j j j 24 gio qua
+ Trudng hop nhan két qua (Van ban x4c nhan thong tin hd
tich) tai co quan dang ky ho tich, nguoi co yéu cau cip xac
nhan thong tin ho tich xuat trinh gidy to tuy than; ndp ban
chup cac gidy to, tai liéu c6 lién quan dén nodi dung dé nghi
xac nhan thong tin ho tich theo quy dinh phap luat hd
tich. Truong hop gidy t0, tai liéu phai giri kém trong hd so
cép xac nhan thong tin ho tich truc tiép hoac truc tuyén da
¢6 ban sao dién tir hodc da co ban dién tir gidy to ho tich thi
ngudi yéu cau duoc sir dung ban dién tir nay.
S6 lwong hd so: 01 bd
Trudng phong Chuyén cho can bd chuyén mén phy trach thim dinh hé so | 02 gid | Mau 04,05
Pho,ng Harlh Chuyénvién |- Xuly, tham dinh ho so. _ Mau
Budc 3 | chinh-Bo 1 1a \ . 10 gio 02.04.05
. - Trinh 1anh dao phong xem xet. T
tro tu phap
Truong phong | Trinh l&nh dao S¢ xem xét quyét dinh 02 gio Mau 04,05
Giam d6c/Phé - : "
Budc4 | Lanhdao S | — b 0919 | Xem xét, quyét dinh 04 gio | MAu 04,05
Gi1dm doc
L - Pong diu va xac nhan trén phén mém.
, B phén van L. et fe R . . R .\ x
Budce 5 Can bd van thu | - Gui két qua téi Trung tam Phyc vu Hanh chinh cong. 02 gid | Mau 04,05

thu




Buéc , . . Thoi Biéu
DPon vi thuc Trach nhiém Ao A . x £
thuc D o Noi dung thwe hién glan mau/Keét
. hién thuwc hién : ‘ : - R
hién j j j 24 gio qua
Trung tam
. Phuc vu Cén b tiép Thong béo va tra két qua cho t6 chirc, c4 nhan. Két thic trén Mau 04,05,
Budc 6 . . . A A
hanh chinh nhéan phan mém. 06

cobng




Tén TTHC: Thi tuc xac nhén thong tin h tich
Truwong hop 2: Phai kiém tra, xac minh
Tong thoi gian thwe hién TTHC: 10 ngay x 08 gid = 80 gid
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Budce 1

Cong dén

Nguoi ¢o yéu cau x4c nhan thong tin ho tich truc tiép thuc hién
hodc uy quyén cho ngudi khac thuc hién ndp ho so truc tiép hoac
guri ho so qua hé thdng buu chinh hodc ndp hd so truc tuyén.

- Néu lua chon hinh thirc ndp ho so tryc tiép, ngudi ¢ yéu cau
céip xac nhan thong tin hd tich nop hd so dé nghi cép xac nhan
thong tin ho tich tai Trung tam Phuc vy hanh chinh céng tinh
Ninh Binh; ndp phi, 1€ phi theo quy dinh phap luat.

- Néu lua chon hinh thirc ndp hd so truc tuyén, nguoi ¢ yéu cau
cap xac nhan thong tin ho tich truy cap Cong dich vu cong qubc
gia (dia chi: https:/dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhép tai khoan (néu da co tai khoan trén Cong dich vu cong)
hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi
dung theo hudng dan, dang nhap vao hé thong, xac dinh dung Co
quan quan ly Co s¢ dit liéu ho tich dién tir ( CSDLHTDT) c0
tham quyen.



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/

Buge Don vi thuc Trach Thoi gian Biéu
thuc ST nhiém thwe Noi dung thue hién g mau/Két
on hién e ) ) ) 80 gio .
hién hi¢n qua
1. Trung tam Phuc vu hanh chinh céng tiép nhéan ho so, kiém
tra, hudng dan tiép nhén ho so truc myén hoac truc tiép (déi voi
t churc, c4 nhan khong du diéu kién co s6 nop ho so truc tuyén).
2. Néu hd so khong dat yéu cau thi huéng din t6 chirc, c4 nhan
bd sung theo dung quy dinh 01 lan duy nhat.
3. Truong hop ho so dﬁy du, quét (scan) va cap nhat, luu trir ho
s0 vao phan mém va chuyén vé phong Hanh chinh - Bo tro tu
phap.Thu phi, 1& phi (néu c6). In phiéu tiép nhan va hen tra két
Trung tam jufngii(i)ézh;af 012: iécjont};ré;un tam PVHCC v& S6 Tu pha Mau
. | Phuc vuhanh | Canbo tiép | 1, Pl Pang g prap | 01,02,03,0
Buoc 2 , R . HO so’ gom: 04 gio
chinh céng nhan e ah e p A A x 2 . 4,05, 06
et tinh - To khai dé nghi xac nhan thong tin h tich theo mau (néu nguoi
u

co yéu cau luya chon nop h so theo hinh thirc truc tiép);

- Biéu mau dién tir trong tic yéu cau cap vin ban xac nhan thong
tin ho tich (do nguoi yéu cau cung cap thong tin theo hudng din
trén Céng dich vu cong, néu nguoi co yéu cau lya chon ndp hd
so theo hinh thirc truc tuyén);

- Nguoi co yéu cAu xac nhan thong tin hd tich thuc hién viéc
ndp/xuét trinh (theo hinh thire truc tiép) hodc tai 1én (theo hinh
thirc tryc tuyén) cac gidy to sau:

* Gidy to phdi nop:
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Bude Pon vi thuc Trach Thoi gian Bicu

thuc ST nhiém thwe Noi dung thue hién g mau/Két
e hién o : : : 80 gior .

hién : hi¢n qua

- Giéy t0, tai li¢u c6 lién quan dén noi dung dé nghi x4c nhan
thong tin ho tich;

- Vin ban 1y quyén (duoc ching thyc) theo quy dinh ctia phap
luét trong truong hop oy quyén thyc hién viéc xin cap xac nhan
théng tin ho tich. Truong hop ngudi dugc Gy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt ctia nguoi uy quyén thi
van ban Uy quyén khong phai chung thuc.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cong
dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 thim quyén cap, con gié tri sitr dung dé ching minh vé
nhan than cta ngudi co yéu ciu cap xac nhan thong tin ho tich.
Trudong hop cic théng tin ca nhan trong cac gidy to nay di co
trong Co s¢ dit liu quic gia vé dan cu (CSDLQGVDC), Co sé
dit liéu ho tich dién tir (CSDLHTPT), dugc hé thong dién tyr dong
thi khong phai xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén);

- Gidy to ching minh noi cu tri. Trudng hop cac thong tin vé
gidy to chimg minh noi cu trii da ¢ trong CSDLQGVDC, duge
dién ty dong thi khong phai xudt trinh (theo hinh thirc tryc tiép)
hodc tai 1én (theo hinh thirc truc tuyén).
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Trudng hop gui hd so qua hé théng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cac gidy to phai xudt trinh néu trén.
*Luuy

- Pdi véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo
hinh thtrc tryc tiép:

+ Pdi voi gidy to xudt trinh khi ddng ky h tich, ngudi tiép nhan
c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xuét trinh, khéng dugc yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé ndp ban sao chimg thuc
tir ban chinh hodc ban sao dugc cp tir s6 gbc hodc ban chup kém
theo ban chinh gidy to& dé di chiéu. Truong hop ngudi yéu cau
ndp ban chyp kém theo ban chinh gidy t& thi nguoi tiép nhan c6
trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xac
nhan, khong dugc yéu cau ngudi di ding ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so dang
ky ho tich theo quy dinh ctua phap luat hd tich, khong dugc yéu
cau nguoi dang ky ho tich ndp thém gidy to ma phép luat ho tich
khong quy dinh phai ndp.
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- Dbi voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo
hinh thire truc tuyén:

+ Bén chup cac gidy t gui kém theo hd so cap xac nhan thong
tin ho tich truc myén phai bao dam ro nét, dﬁy du, toan ven vé ndi
dung, 1a ban chup béng may anh, dién thoai hoac dugc chup, dugc
quét bang thiét bi dién tu, tr gidy to dugc cap hop 18, con gia tri
sir dung; néu 1a gidy to do co quan c¢6 tham quyén nudc ngoai cap
thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo quy
dinh, trir trudng hop dwoc mién hop phéap hoa lanh su.

+ Truong hop nhan két qua (Vin ban x4c nhéan thong tin ho tich)
tai co quan ding ky ho tich, ngudi c6 yéu cau cip xac nhan théng
tin ho tich xuat trinh gidy to tuy than; ndp ban chup céc gidy to,
tai liéu c6 lién quan dén nodi dung d& nghi xac nhan thong tin ho
tich theo quy dinh phap luat ho tich. Truong hop gidy to, tai liéu
phai gtri kém trong hd so cap xac nhan thong tin ho tich truc tiép
hoac truc tuyén da co6 ban sao dién tir hoac da co6 ban dién tir giéy
to ho tich thi ngudi yéu cau duoc sir dung ban dién tir nay.

S6 lwong ho so: 01 bd

Buoc 3

Phong Hanh
chinh - B6
trg tu phap

Truong
phong

Chuyén cho can bd chuyén mén phu trach thim dinh ho so

02 gid

Mau 04,05

Chuyén
Vién

- Xtr Iy, tham dinh hd so.
- Trinh 1anh dao phong xem xeét.

64gid

Mau
02,04,05




13

Buge Don vi thuc Trach Thoi gian Biéu
thuc ST nhiém thwe Noi dung thue hién g mau/Két
on hién e ) ) ) 80 gio .
hién hi¢n qua
Trud C s e : x
pr;‘;’r’%g Trinh 1anh dao S& xem xét quyét dinh 02 gis | Miu 04,05
Giam
Budc 4 | Lanh dao S¢ | dbc/Phd | Xem xét, quyét dinh 06 gid | Mau 04,05
Giam déc
Bude 5 B6 phan van | Can bd van | - D(?').ng;d?’lu }/2‘1 ,%éc nhan Erén phﬁn mén?. o 02¢iir Miu 04,05
thu thu - Gui ket qua téi Trung tam Phuc vu Hanh chinh cong.
Trung tam
, Phuc vu Can bo Thong béo va tra két qua cho t6 chirc, ca nhan. Két thuc trén Mau 04,05,
Budc 6 . ] £ . A2
hanh chinh tiép nhan | phan mém. 06

cong
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THU TUC HANH CHINH THUQC THAM QUYEN CUA CO QUAN CHUYEN MON QUAN LY LINH VUC GIAM PINH

TU PHAP

LINH VUC GIAM PINH TU PHAP
1. Tén Thii tuc hanh chinh: Mién nhiém giam dinh vién tw phap (Ap dung véi co quan chuyén mon quan ly linh vue giam
dinh tu phap)
- Ma TTHC: 2.000894.000.00.00.H42
- Thoi gian giai quyét: 10 (ngay lam viéc) x 08 gio = 80 gio

Buge Thoi Biéu
b i th Nguoi th . x .
thuc on V: e gmﬁ e Noi dung thuc hién gian mau/Ket
. hién hién ) - .
hién j j 80 gitr qua
1.,Kién,1 tra, hudng dan tiép nhan ho so tryc tuyén hodc tryc
tiép (d61 voi to chirc, ca nhan khong du diéu kién co so ndp
ho so tryc tuyén). . .
2. Néu h6 so khong dat yéu cau thi huéng dan t6 churc, ca
nhan b sung theo dung quy dinh 01 1an duy nht.
Co quan
N 3. Truong hop hd Y day du, quét (scan) va cap nhat, luu trir
’ Chuqyen’ njon o ho so vao phan mém va chuyén vé phong chuyén méon Co Mau 01, 02,
Budc 1 quan ly linh Can b quan chuyén moén quan 1y linh vuc giam dinh tu phap. In 03. 04. 05. 06

vuc giam dinh
tu phap

phiéu tiép nhén va hen tra két qua giao cho t6 chtrc, ca nhan.
4. In phiéu ban giao ho so tr Trung tam PVHCC vé Co quan
chuyén mon quan ly linh vuc gidm dinh tu phap

HO so bao g(‘“)m:

- Vin ban dé nghi mién nhiém giam dinh vién tu phap ciia
cO quan, td chuc da dé nghi bd nhiém nguoi do;
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- Vin ban, gidy to chimg minh giam dinh vién tu phap thudc
mot trong cac truong hop quy dinh tai khoan 1 Diéu 10 Luat
giam dinh tu phép:

+ Khong con du tiéu chuan quy dinh tai khoan 1 Diéu 7 cta
Luat giam dinh tu phap.

+ Thudc mdt trong cac truong hop quy dinh tai khoan 2 Piéu
7 ctia Luat giam dinh tu phap.

+ Bi xtr ly ky ludt tr hinh thire canh céo trd 1€n hodc bi xur
phat hanh chinh do ¢b ¥ vi pham quy dinh cta phép luat vé
giam dinh tu phap.

+ Thuc hién mdt trong cac hanh vi quy dinh tai Diéu 6 cua
Luat giam dinh tu phap.

+ Theo d& nghi cua gidm dinh vién tu phap 13 cong chic,
vién chuec, sT quan quan doi, si quan cong an nhan dan, quan
nhan chuyén nghiép, cong nhan qudc phong cé quyét dinh
nghi viéc dé huong ché do huu tri hodc thoi viée.

Budc 2

Phong chuyén
mon cua Co
quan chuyén
mon quan ly

linh vuc giam
dinh tu phép

Trudng phong

Chuyén cho can by chuyén mén phu trach tham dinh ho so

Mau 04, 05

Chuyén vién

- Xir ly, tham dinh ho so.
- Xé4c minh (néu c6)
- L4y v kién cac co quan, don vi (néu c6)

- Trinh lanh dao phong xem Xxet.

Mau 04,02,
05
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Buéc , . Thoi Biéu
Don vi thuc Nguwoi thuc . n : x ;
thuc o A Noi dung thwe hién glan mau/Keét
n hi¢n hi¢n ) ’ ) . .
hi€én j j 80 gio qua
Truong phong | Trinh Lanh dao S¢ xem xét quyét dinh Mau 04, 05
Lanh dao Co
guan chuyén e, ax ,
Giam doc/Ph o X
Buoc3 | monquanly | — o GOUFNO T xem xét, quyét dinh Mau 04, 05
- ., Gidm doc
linh vuc giam
dinh tu phép
B6 phan Vi A . s x
Buoc 4 © pthil van Can bo van thu | Bong dau va chuyén ho so sang Van phong UBND tinh Mau 04, 05
- Xem xét, tham muu cho lanh dao UBND tinh va cac cép
Bude § Vién ph(‘)qng Chuyén vién | co tlﬁlénz quyqén xem xét, quyét d:inh - 5 80 gio | Mau 04, 05
UBND tinh - Tra két qua cho co quan chuyén mon c6 giam dinh vién tu
phép bi mién nhiém
o - Tiép nhan két qua va bao cao Lanh dao So
. B0 phan van A , A A A NP , A LA oK x
Budce 6 thur Cén bo van thu | - X4c nhan trén phan mém va thong bao cho b phan tiep Mau 04, 05
nhan
Co quan
chuyén mon . . . 3 <
, ,y o o - Tra két qua cho t6 chirc, cong dan va két thiac trén phan Mau 04, 05,
Budce 7 quan ly linh Céan bo mim 06

vuc gidm dinh
tu phap
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2. Thii tuc hanh chinh: B4 nhiém va cap thé giam dinh vién tw phap cap tinh (Ap dung véi co quan chuyén mén quan Iy linh
vue giam dinh tuw phap)
- Ma TTHC: 1.001122.000.00.00.H42
- Thoi gian giai quyét: 30 (ngay lam viéc) x 8 gio = 240 gio

Budc
thuc
hién

Pon vi thwe hién

Nguoi thuc
hién

Noi dung thuc hién

Thoi gian
240 gio

Bieéu mau/Ket
qua

Budc 1

Co quan chuyén
mon thuoc UBND
tinh

Can bo

1. Tiép nhan hd so kiém tra, huéng dan tiép nhan ho so
tryc tuyén hodc truc tiép (ddi véi to chirc, ca nhan
khong du diéu kién co s ndp hd so truc tuyén).

2. Néu ho so khong dat yéu cau thi hudng dan t6 chic,
ca nhan b sung theo dung quy dinh 01 1an duy nhét.
3. Truong hop hd so day du, quét (scan) va cip nhat,
luu trit hd so vao phan mém va chuyén vé phong
chuyén mén Co quan chuyén moén quan ly Iinh vuc
giam dinh tu phap. In phiéu tiép nhan va hen tra két
qua giao cho to chirc, ca nhan.

4. In phiéu ban giao hd so tir Trung tim PVHCC vé Co
quan chuyén mon quan ly linh vyc gidm dinh tu phap
Ho so bao gom:

1. Vin ban dé nghi bo nhiém giam dinh vién tu phap.
2. Ban sao bang t6t nghiép dai hoc tro 1én pht hop voi
linh vuc chuyén mén duoc dé nghi bo nhiém.

3. So yéu Iy lich va Phiéu 1y lich tu phép.
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Bwoc e e e o R X X
thwc | Pon vi thue hién Ngu’(ﬁ thye Noi dung thuc hién Thot gf?n Bicu ma?u/Ket
n P ’ hi¢n 240 gio qua

hi¢n :

4. Gidy xac nhan vé thoi gian thuc té hoat dong chuyén
mon cla co quan, t6 chirc noi ngudi duoc dé nghi bd
nhiém lam viéc.
5. Chimg chi dao tao hodc boi dudng nghiép vu giam
dinh ddi v6i nguoi duge dé nghi bd nhiém giam dinh
vién tu phap trong linh vuc phép y, phap y tim than va
ky thudt hinh su.
6. Cac gidy to khac ching minh nguoi dugc dé nghi bo
nhiém du tiéu chuén theo quy dinh ctua B trudng, Thu
truéng co quan ngang bd c6 thim quyén quan 1y linh
vuc giam dinh.
\ ) Truong phong CPuyén cho can bd chuyén mén phu trach thim dinh Mau 04, 05
Phong chuyén ho so
mon cua Co quan - Xuly, tham dinh ho so.
Buoc2 | chuytnmonquan | oy ey | - Xac minh (néu co) o Mau 04,02, 05
1y linh vyc giam - Lay y kién céac co quan, don vi (néu cd)
dinh tu phap - Trinh lanh dao phong xem xét.
Truéng phong | Trinh Lanh dao S& xem xét quyét dinh Mau 04, 05
Lanh dao Co quan
Budce 3 clTuz/en ot ql,lan Glar.n’ dOC/;PhO Xem xét, quyét dinh Mau 04, 05
1y linh vuc giam Gidam doc

dinh tu phap
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Budc : x .
Nguwdoi th Thoi gi Biée au/Ket
thuyc | DPon vi thuwe hién gu n we Noi dung thuc hién gf‘fm ted ma?u ¢
n T ) hién ’ ’ ’ 240 gio qua
hi¢n
Budc 4 | Bo phan van thu | Cén bd van thy | Pong ddu va chuyén ho so sang Vian phong UBND tinh Mau 04, 05
- Xem xét, tham muu cho 1anh dao UBND tinh va cac
Bude § Vian ph(‘)vng UBND | Chuyénvién | cap ?() tAhele fluyén xem Xét, quyé"i dinhA o 160 gios Mau 04, 05
tinh - Tra ket qua cho Co quan chuyén mén quan 1y linh
vuc giam dinh tu phap va S¢ Tu phép
- Thuc hi¢én in phdi thé gidm dinh vién tu phap, gui
UBND tinh trinh Chu tich UBND tinh ky duy¢t. . x
Budc 6 |  S& Tu phip Sang LS HITL I AL BER BT HI &Y SUYEL 1 80 gis | MAu 04, 05
- Gtri két qua cho co quan chuyén mon quan 1y linh vuc
giam dinh tu phap dé tra cho cong dan
B phan van thu
Co quan chuyén - Tiép nhan két qua va bao cao Lanh dao So
Budc 7 | mén quan ly linh | Céan b van thu | - Xéac nhan trén phﬁn mém va thong bao cho bo phan Mau 04, 05
vuc giam dinh tu tiép nhan
phap
Co quan chuyén
Bude 8 mon ql:lén 1.}'1 linh Cén bd Tfé két qua cho to chure, cong dan va két thuc trén phan Mau 04, 05,
vuc giam dinh tu mém 06

phap




II. THUC HIEN TAI CO QUAN
LINH VUC HQ TICH

1. Tén TTHC: Cép ban sao trich luc h tich
Ma s6 TTHC: 2.000635.000.00.00.H42
Tong thoi gian thwe hién: Ngay trong ngay tiép nhan ho so. Néu tiép nhan ho so sau 15 gio ma khong giai quyét dugc ngay

thi tra két qua trong ngay lam viéc tiép theo

Dich vu cong truc tuyén toan trinh
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Buge Don vi Trach nhiém Fiéu .
thuc . n NoOi dung thuc hién Thoi gian | mau/Ket
o thue hién thuce hién .
hi¢n ) ) ) ) qua
Nguoi co yéu cau cép ban sao trich luc ho tich truc tiép thuc hién
hoac uy quyén cho nguoi khac thye hién ndp hd so truc tiép hoac
gtri ho so qua hé thdng buu chinh hodc ndp hd so truc tuyén.
- Néu lira chon hinh thtrc ndp ho so truc tiép, nguoi co yéu cau
cap ban sao trich Iyc ho tich ndp hod so dé nghi cip béan sao trich
luc ho tich tai S& Tu phap tinh Ninh Binh; ndp phi, 1€ phi theo
Budce 1 Cong dan quy dinh phap luat.

- Néu Iira chon hinh thirc ndp hd so truc tuyén, ngudi co yéu cau
cap ban sao trich luc ho tich truy cap Cong dich vu cong qubc gia
(dia chi: https://dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu di c6 tai khoan trén Cong dich vu
cong) hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thuc hién

Thoi gian

Biéu
mau/Ket
qua

ngudi dung theo hudng dan, ding nhap vao hé théng, xac dinh
dung Co quan quan Iy CSDLHTDT c6 thdm quyeén.

Budc 2

S& Tu phap

Can bo tiép
nhan

1. Tiép nhén hd so, kiém tra, huéng dan tiép nhén hd so truc
tuyén hodc truc tiép (d6i v6i trudong hop khong da diéu kién co
s& ndp hd so truc tuyén).

2. Néu hd so khong dat yéu cau thi huéng din t chiic, ca nhan
bd sung theo dung quy dinh 01 lan duy nhat.

3. Néu truong hop can phai kiém tra, x4c minh 1am rd hodc do
nguyén nhan khac ma khong thé tra két qua dung thoi gian da
hen thi Can bd tiép nhan lap Phiéu xin 16i va hen lai ngay tra
két qua, trong d6 néu rd 1y do cham tra két qua va thoi gian hen
tra két qua (néu ngudi c6 yéu cau lya chon hinh thirc ndp hd so
tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua
thu dién tir hodc giri tin nhan qua dién thoai di dong cho nguoi
c6 yéu cau (néu ngudi c6 yéu cau lua chon hinh thirc ndp hd so
tryc tuyén).

4. Trudong hop ho so day di, quét (scan) va cap nhat, luu trit ho
so vao phan mém va chuyén vé Phong Hanh chinh - Bo tro tu
phap. In phiéu tiép nhan va hen tra két qua giao cho to chirc, ca
nhan.

Ho so g(“)m:

Mau
01,02,03,0
4.05, 06
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Buge | penvi | Trich nhigm Biéu

thye i . Noi dung thyc hi¢n Thoi gian | miu/Két
n thl.l’c hl@n thl.rc h]@n . v ¢ 9

hién qui

- T khai dé nghi ban sao Trich luc ho tich theo mau trong
truong hop ngudi yéu cau 1a ca nhan hodc Vian ban yéu ciu cip
ban sao Trich luc ho tich néu 16 1y do trong trudng hop nguoi yéu
cau 1a co quan, to chirc(néu nguoi 6 yéu cau lya chon ndp hd so
theo hinh thirc truc tiép);

- Biéu mau dién tir trong tac cap ban sao Gidy khai sinh, ban
sao Trich Iyc ho tich(do ngudi yéu ciu cung cap thong tin theo
huéng dan trén Cong dich vu cong, néu ngudi co yéu cu lwa chon
nop hd so theo hinh thirc tryc tuyén);

- Nguoi ¢6 yéu cau cép ban sao Trich luc ho tich thuc hién viéc
ndp/xuét trinh (theo hinh thuc tryc tiép) hodc tai Ién (theo hinh
thirc truc tuyén) céc gidy to sau:

* Gidy to phai nop:

- Vian ban oty quyén theo quy dinh ctia phap luat trong truong hop
lly quyén thuc hién yéu cau cip ban sao Trich luc ho tich. Trudng
hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia ngudi ity quyén thi van ban iy quyén khong phai
chimng thyc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc chtirng minh nhan dan hoac thé can cudc cong
dan hodc céc giéy to khac c6 dan anh va thong tin ca nhan do
co quan c6 thim quyén cip, con gia tri st dung dé chimg minh
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Buge | penvi | Trich nhigm Biéu

thye i . Noi dung thyc hi¢n Thoi gian | miu/Két
n thl.l’c hl@n thl.rc h]@n . v ¢ 9

hién qui

vé nhan than ciia ngudi co yéu cau cdp xac nhan thong tin ho
tich. Truong hop céc thong tin c4 nhan trong cac gidy to nay da
c6 trong (CSDLQGVDC), CSDLHTPDT, dugc hé thong dién ty
dong thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc
tai 1én (theo hinh thirc truc tuyén);

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém
theo ban sao ¢ chiing thuc cac gidy to phai xuét trinh néu trén.
*Luuy

- Péi voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hd so
theo hinh thirc truc tiép:

+ Pbi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu vé6i thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xudt trinh, khong dugce yéu cau ndp ban sao hoic ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duogc cép tir sO géc hoac ban chup
kém theo ban chinh gidy t& dé dbi chiéu. Truong hop ngudi yéu
cau nop ban chup kém theo ban chinh gidy t& thi ngudi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh va
ky xac nhan, khoéng dugc yéu cau ngudi di dang ky nop ban sao
gidy to do.
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thuc hién

Thoi gian

Biéu
mau/Ket
qua

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

- Déi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thtc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cap ban sao Trich lyc
ho tich truc tuyén phai bado dam rd nét, d?ly du, toan ven vé noi
dung, la ban chup bé’mg may anh, di¢n thoai hoac duogc chup, duoc
quét bang thiét bi dién tir, tir gidy to duoc cap hop 18, con gia tri
str dung; néu 1a gidy to do co quan c¢6 tham quyén nudc ngodi cap
thi phai dugc hop phép héa lanh sy, dich sang tiéng Viét theo quy
dinh, trir trudng hop duge mién hop phéap hoa lanh su.

+ Truong hop nhan két qua (ban sao Trich luc ho tich) tai co quan
dang ky ho tich, ngudi co yéu cau cip ban sao Trich lyc hd tich
phai xudt trinh gidy to tuy than; ndp cac gidy to, tai liéu Ia thanh
phan ho so cap ban sao Trich luc ho tichtheo quy dinh phap luat
ho tich. Trudng hop gidy to, tai liéu phai giri kém trong ho so cap
ban sao Trich luc ho tich truc tiép hoac truc myén da co ban sao
dién tr hodc da co ban dién tir gidy to ho tich thi ngudi yéu cau
duoc st dung ban di¢n tir nay.

S6 Iwgng hd so: 01 bo
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Buge Don vi Trach nhiém Biéu
thuc o i Noi dung thuc hién Thoi gian mau/Két
n thuc hién thuc hién ) ’ ) .
hién qua
: Mau 04
Truong phong | Chuyén cho can bo chuyén mén a(;l 5 ’
Phong Hanh A o .. 3 x
. , g p Chuyénvién |- Xt ly, tham dinh ho so. Mau 02,
Budc 2 | chinh-Bo s . ]
, - Trinh lanh dao phong xem Xét. 04, 05
trg Tu phép _
, . N, . L. 4 .z Mau 04,
Truéng phong | Trinh lanh dao co quan xem xét quyét dinh (ky so0) 05
Lanh dao co | Giam déc/Phd , , Mau 04
Budce 3 ‘ . . X t, quyét dinh (ky sO ’
Hoe quan Gidm dbe So | wem XCt quyet dinh (ky 50) 05
- Va0 s6 vin ban, luu ho so (k¥ sd co quan)
Bude 4 B? phan Cén b6 vin thu - Th(”)?lg bao cho cf),ng d?in, t(?) chirc dén nhan két qua (hoac tra Mau 04,
van thu qua dich vu Buu chinh cong ich) 05, 06

- Tra két qua cho t6 chirc, ca nhan




LINH VUC TRQ GIUP PHAP LY
1. Thi tuc yéu ciu tro gitip phap ly

- M4 s6 TTHC: 2.000829.000.00.00.H42
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- Thoi gian thyc hién TTHC: Ngay sau khi nhan di ho so theo quy dinh.

Bude | ponvithwe | Tréch nhiém N . L Biéu
thuc o o NoOi dung thwe hién Thoi gian x P .
o hi¢én thwe hién ’ ’ ’ mau/Ket qua
hién
1. Hudng dan, kiém tra, tiép nhén ho so; cap nhat hd
s0 vao so theo di tiép nhan, giai quyét TTHC.
2. Thyc hién quét (scan), luu trit hd so dién ti, cap
nhat dit liéu hd so vao Hé théng thong tin mot ctra
dién tir /Phan mém theo ddi tiép nhan va giai quyét
TTHC chuyén nganh (néu co);
3. Chuyén hd so dén Lanh dao Trung tAm trg giup
A hap ly o
Trung tam pH(‘)psz bao edm: Mau
Bude I TGPL Cén b6 ososom: S 01,02,03,04,
- Bon yéu cau trg giap phap 1y (theo mau); 05. 06

- Gidy to chirg minh ngudi thudc dién trg giup phap
Iy quy dinh tai Piéu 33 Thong tu sd 08/2017/TT-
BTP ngay 15/11/2017 cta Bo truéng Bo Tu phap
quy dinh chi tiét mot sé diéu cua Luat Tro giup phap
ly va va huéng dan gidy to trong hoat dong trg gitip
phap ly va huéng dan gidy to trong hoat dong tro
gitip phap 1y va Thong tu s6 09/2022/TT-BTP ngay
30/12/2022 bai bd mot sd ndi dung tai cac Thong tur
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi gian

Bi¢u
mau/Két qua

trong linh vyc trg giap phap 1y, hd tich do B trudng
B6 Tu phép ban hanh, cu thé:

1. Gidy to chimg minh 13 ngudi c¢6 cong vai cach
mang gdm mot trong cac gidy to sau:

- Quyét dinh ciia co quan c6 tham quyén cong nhan
la ngudi cé cong voi cach mang theo quy dinh cua
Phéap 1€nh uu dai ngudi c6 cong voi cach mang;

b) Quyét dinh phong tang danh hi¢u Ba me Viét Nam
anh hung, Anh hung lyc lugng vii trang nhan dan,
Anh hung lao dong trong thoi ky khang chién;

- Huén chuong Khang chién, Huy chuong Khéang
chién, Bang Ba me Viét Nam anh hing, Bang Anh
hung, Bang C6 cong véi nudc;

- Quyét dinh tro cép, phu cép do co quan cé tham
quyén cap xac dinh 1 ngudi c6 céng véi cach mang
theo quy dinh ctia phap luat vé vu dai ngudi co cong
vG1 cach mang;

- Quyét dinh hodc gidy ching nhan thuong binh,
nguoi hudng chinh sdch nhu thuong binh, bénh binh,
bénh tat do nhidm chat doc hoa hoc, nguoi hoat dong
khang chién bi nhiém chét doc hoa hoc.




28

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi gian

Bi¢u
mau/Két qua

2. Gidy to ching minh ngudi thudc ho nghéo 1a gidy
ching nhan ho nghéo.

3. Gidy to chitng minh 13 tré em gdbm mot trong céc
gidy to sau:

- Gidy khai sinh, chimg minh nhan dan, cin cudc
cong dan, ho chiéu;

- Vin ban ciia co quan tién hanh té tung xac dinh
ngudi co yéu cau trg giup phéap 1y 1a tré em;

- Vin ban cta co quan ¢ thim quyén vé ap dung
bién phép xur Iy hanh chinh hoac xur phat vi pham
hanh chinh xac dinh ngudi ¢6 yéu cau trg gitp phap
1y 1a tré em.

4. Gidy to chtng minh 13 nguoi dan toc thiéu sb cu
tra & ving c6 diéu kién kinh té - xa hoi dic biét kho
khin gdm mot trong cac gidy to sau:

- Gidy to hop phap do co quan c6 tham quyén cip
xéac dinh nguoi c6 tén 1a nguoi dan toc thicu sd va
noi cu tri cua nguoi do;

- Vin ban cta co quan tién hanh t6 tung xac dinh
ngudi ¢6 yéu ciu tro giup phap 1y 13 nguoi dan toc
thiéu s va noi cu tra cia ngudi do.
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi gian

Bi¢u
mau/Két qua

5. Gidy to chirng minh ngudi bi budc t6i tir du 16
tudi dén dudi 18 tudi 13 van ban cua co quan tién
hanh t6 tung xac dinh ngudi cd yéu cau trg gitp phap
1y 12 ngudi bi budc toi tir du 16 tudi dén dudi 18 tudi.
6. Giéy to chirng minh 1a ngudi bi bude to1 thudc hod
can nghéo gdm cac gidy td sau:

- Giéy ching nhan ho can ngheo;

- Vin ban cia co quan tién hanh t6 tung xac dinh
ngudi co yéu cau tro giup phap 1y 1a nguoi bi bude
t0i.

7. Giéy to chiing minh 1a cha dé, me dé, vo, chéng,
con cua li¢t sT va nguoi c6 cong nudi dudng khi liét
si con nho c6 kho khan vé tai chinh gdm cac gidy to
sau:.

- Giéy chiing nhan hd can ngheo hoac quyét dinh
hudng trg cap x4 hoi hang thang hodc quyét dinh tiép
nhén d6i tuong vao cham soc, nudi dudng tai nha xa
ho1, co sé bao tro xa hoi;

- Quyét dinh ciia co quan c6 thim quyén vé trg cap
uu dai, tro cép tién tuat doi voi cha dé, me dé, vo,
chdng, con cua liét si va nguoi co cong nudi dudng
khi liét si con nhé hodc Gidy chimng nhan gia dinh
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi gian

Bi¢u
mau/Két qua

liét sy, Bang t6 qudc ghi cong c6 tén liét sy kém theo
gidy to ching minh mdi quan hé than nhan vai liét
sy.

8. Gidy to chirmg minh 13 nguoi nhiém chét doc da
cam c6 kho khin vé tai chinh gém cac gidy td sau:

- Giéy ching nhan ho can ngheéo hoac quyét dinh
hudng trg cap x4 hoi hang thang hodc quyét dinh tiép
nhén doi tuong vao cham sdc, nudi dudng tai nha xa
hoi, co s& bao trg xa hoi;

- Quyét dinh vé viéc tro cép wu dai ddi véi con cua
ngudi hoat dong khang chién bi nhidm chat doc hoa
hoc hoac Giéy ching nhan bénh tat, di dang, di tat
do nhiém chét doc hoa hoc.

9. Gidy td chimg minh 13 ngudi cao tudi co kho khin
vé tai chinh gdm mat trong cac loai gidy to sau:

- Quyét dinh huong trg cdp xa hoi hang thang; Quyét
dinh tiép nhan ddi twong vao chim soc, nudi dudng
tai nha xa hoi, co sé bao tro xa hoi;

- Gidy chung nhan ho can nghéo kém theo gidy to
hop phép do co quan c6 thim quyén cip xac dinh
ngudi co tén trong gidy 13 ngudi cao tudi.
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10. Gidy to ching minh 13 ngudi khuyét tat co kho
khan vé tai chinh gdm mot trong cac loai gidy to sau:
- Gidy chimg nhan ho can nghéo kém theo Gidy
ching nhan khuyét tat do co quan c6 tham quyén
cap;

- Quyét dinh huong tro cAp xa hoi hang thang; Quyét
dinh tiép nhén d6i tuong vao cham séc, nudi dudng
tai nha xa hoi, co sd bao trg xa hoi.

11. Gidy td chimg minh 1a ngudi tir du 16 tudi dén
dudi 18 tudi 12 bi hai trong vu an hinh su ¢6 kho khan
vé tai chinh gém cac gidy to sau:

- Giéy chiing nhan hd can ngheo hoac quyét dinh
hudng trg cap x4 hoi hang thang hodc quyét dinh tiép
nhén doi twong vao cham séc, nudi dudng tai nha xa
hoi, co s& bao trg xa hoi;

- Vin ban cia co quan tién hanh t6 tung xac dinh
ngudi cd yéu cau trg giup phap 1y 1a bi hai va tir dit
16 tudi dén dudi 18 tudi.

12. Gidy to ching minh 14 nan nhéan trong vu viéc
bao lyc gia dinh c6 kho khin vé tai chinh gdm mot
trong cac loai gidy td sau:
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- Quyét dinh tiép nhan nan nhan bao luc gia dinh vao
nha xa hoi, co s& bao tro xa hoi;

- Giéy chuing nhan hd can nghéo kém theo mot trong
cac loai giéy to: Giéy xac nhan cua co sé kham bénh,
chita bénh vé viéc kham va diéu tri thuong tich do
hanh vi bao lyc gia dinh gy ra; Quyét dinh cdm
ngudi gy bao luc gia dinh tiép xtic véi nan nhan bao
luc gia dinh; Quyét dinh xir Iy vi pham hanh chinh
v6i nguoi c6 hanh vi bao luc gia dinh.

13. Gidy to ching minh 12 nan nhéan ctia hanh vi mua
ban nguoi theo quy dinh ctia Luat Phong, chéng mua
ban ngudi c¢6 kho khan vé tai chinh gdm céc gidy to
Sau:

- Giéy chiing nhan hd can ngheo hoac quyét dinh
hudng tro cap x4 hoi hang thang hodc quyét dinh tiép
nhén doi twong vao cham séc, nudi dudng tai nha xa
ho1, co sé bao tro xa hoi;

- Giéy to, tai liéu chirng nhan nan nhan theo quy dinh
tai Diéu 28 Luat Phong, chéng mua ban nguoi.

14. Gidy to ching minh 13 ngudi nhiém HIV ¢6 kho
khan vé tai chinh gom cac gidy to sau:
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- Gidy ching nhan ho can nghéo hodc quyét dinh
hudng tro cip x4 hoi hang thang hodc quyét dinh tiép
nhén doi tuong vao cham soc, nudi dudng tai nha xa
hoi, co s& bao trg xa hoi;

- Gidy x4c nhan cta co quan c6 tham quyén cp xac
dinh 1a nguoi nhiém HIV.

15. Cac loai gidy to hop phap khac do co quan ¢o
tham quyén céip xac dinh dugc ngudi thudc dién trg
gitp phap ly theo quy dinh cta phép ludt trg gitp
phap ly.

Trong truong hop nhitng ngudi thudc dién dugc tro
gitip phap 1y bi that lac cac gidy to néu trén thi phai
¢6 xé4c nhéan ciia co quan ¢ thim quyén di cap gidy
to do.

- Cac giéy to, tai li€u co lién quan dén vu viéc tro

giup phap ly.

Buwoce 2

Trung tm
TGPL

Giam ddc
TTTGPL

Duyét hd so chuyén Tro giup vién xu 1y

Mau 04, 05

Trg gitp vién
phap ly

- Nghién ctru, tham dinh, tham muu, dé xuat, xu 1y
hd so (Trir trudng hop ddi véi yéu cau can phai xac
minh, diéu tra 1am 5 hoic theo quy trinh tham gia t6
tung).

Mau 02, 04,
05
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Bude | ponvithwe | Trich nhiém N 5 o Biéu
thuc o o Noi dung thwe hién Thoi gian x A .
n hién thuc hién : ) ) mau/Ket qua
hién
- Trinh lanh dao Trung tAm xem xét, quyét dinh
Giam déc Xem xét, quyét dinh (k¥ s0) Mau 04, 05
Buée 4 | BO phan van thu | Can bd vin thu | Vao s van ban, luu hd so (ky sd cia Trung tim TGPL) Mau 04, 05
Trund tam Cap nhat két qua giai quyét TTHC vao S6 theo doi
Bude s T GgPL Can bo tiép nhan, giai quyét TTHC; Hé théng thong tin mot Mau
i cua dién tor / Phan mém theo ddi tiép nhan va giai 04,05,06

quyét TTHC chuyén nganh (néu c6)
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B. THU TUC HANH CHINH CAP HUYEN

1. Tén TTHC: Thu tuc xac nhan thong tin ho tich
Truwong hop 1: Khong phai kiém tra, xdc minh

Téng thoi gian thuc hién TTHC: 03 ngay x 08 gior = 24 gioy

, . , . Thoi Bi€u
Bwédc thuwe | Don vithwe | Trach nhiém . n . x A
on o n NoOi dung thwe hién glan mau/Keét
hién hién thwe hi¢én . .
’ ) ) ) 24 gity qua

Nguoi c6 yéu cau x4c nhan thong tin ho tich tryc tiép thuc
hién hodc ity quyén cho nguoi khéc thuc hién ndp hd so truc
tiép hodc gtri hd so qua hé thdng buu chinh hodc ndp hd so
truc tuyén.

- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi co yéu
cau cép xac nhan thong tin ho tich ndp hd so dé nghi cép Xac
nhan thong tin hd tich tai B phan mot cira UBND cép
huyén; ndp phi, ¢ phi theo quy dinh phap luat.

Budc 1 Cong dan - Néu lua chon hinh thurc ndp hd so truc myén, nguoi cd yéu
cau cAp xac nhan thong tin ho tich truy cap Cong dich vu
cong qubc gia (dia chi: https://dichvucong.gov.vn) hoic
Cong Dich vu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu da c6 tai khoan trén Cong dich vu cong) hoic dang ky

tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo
hudng dan, dang nhap vao hé théng, xac dinh dung Co quan

quan Iy Co s dir liéu ho tich dién tr c6 tham quyén. Cung



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Thoi Bié
Buéc thwe | Pon vithwe | Trach nhiém . n . x reu A
n Lo i Noi dung thue hién glan mau/Keét
hién hién thuc hién ’ ’ ’ . .
j j : j 24 gio qua
cap thong tin theo biéu mau dién tir twong tac (cung cap trén
Céng dich vu cong), dinh kém ban chup hodc ban sao di¢n
tir cac gidy to, tai liéu lién quan dén noi dung dé nghi xéac
nhan thong tin hd tich; ndp phi thong qua churc nang thanh
toan tryc tuyén hodc bang cach thirc khac theo quy dinh phap
luat, hoan tat viéc nop hd so.
1. B0 phan mot cita UBND cép huyén tiép nhén hd so,
kiém tra, huéng dan tiép nhan ho so truc tuyén hoac truc
tiép (d6i v6i to chire, ca nhan khong du diéu kién co s& ndp
hé so truc tuyén).
2. Néu hd so khong dat yéu cau thi hudng dan t6 chuc, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat. M
X i u
B phan mot o 3.~Tr:rc‘mg hop hf) SO :iéy (?ﬁ, qué} (S(ian) ‘VE‘l cap nhé}t, luru 01,0203
, , Cén b tiép trlr ho so vao phan mém va chuyén vé Phong Tu phép céc
Buoe2 | cua UBND nhan huyén, thanh phé. Thu phi, 1& phi (néu ¢6). In phiéu tiép | 02 gio | 030

nhan va hen tra két qua giao cho to chirc, c4 nhan.

Ho so gom:

- T& khai dé nghi x4ac nhan thong tin ho tich theo mau (néu
nguoi cd yéu cau lya chon nop ho so theo hinh thirc truc
tiép);

- Biéu mAu dién tir twong tac yéu ciu cip vin ban xac nhén
thong tin ho tich (do ngudi yéu cau cung cip thong tin theo
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hudng dan trén Cong dich vu cong, néu ngudi cd yéu cau lya
chon ndp hd so theo hinh thire truc tuyén);

- Nguoi c6 yéu cau x4ac nhan thong tin hd tich thuc hién viéc
ndp/xuat trinh (theo hinh thuc truc tiép) hodc tai 1én (theo
hinh thtrc tryc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Gidy 10, tai liéu ¢6 lién quan dén noi dung dé nghi xac nhan
thong tin ho tich;

- Vin ban uy quyén (dugc ching thuc) theo quy dinh cua
phap luat trong trudng hop ty quyén thuc hién viéc xin cip
xac nhan thong tin ho tich. Trudng hop ngudi dugce oy quyén
la 6ng, ba, cha, me, con, vg, chéng, anh, chi, em rudt cia
ngudi ity quyén thi vin ban iy quyén khong phai chimg thuec.
* Gidy to' phai xuit trinh:

- Ho chiéu hodc ching minh nhan dan hoac thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con gia tri str dung dé
ching minh vé nhan than ctia nguoi c6 yéu cau cap xac nhan
thong tin ho tich. Truong hop cac thong tin cd nhéan trong cac
gidy to ndy di c¢6 trong CSDLQGVDC, CSDLHTDT, dugc
hé théng dién ty dong thi khong phai xuét trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);
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- Gidy to chimg minh noi cu tri. Trudng hop céc thong tin
vé gidy to chimg minh noi cu tri da c6 trong CSDLQGVDC,
duogc dién ty dong thi khong phai xuat trinh (theo hinh thic
tric tiép) hodc tai 1én (theo hinh thirc truc tuyén).

Trudng hop gii hd so qua hé thdng buu chinh thi phai giri
kém theo ban sao c¢6 chung thuc cac gidy to phai xuat trinh
néu trén.

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd
so theo hinh thirc truc tiép:

+ Dbi v6i gidy to xut trinh khi dang ky ho tich, nguoi tiép
nhén c¢6 trach nhiém kiém tra, dbi chiéu vai thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuét trinh, khong duoc yéu cdu ndp ban sao
hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cip tir s6 goc hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan c6 trach nhiém kiém tra, dbi chiéu ban chup
v6i ban chinh va ky x4c nhan, khong duoc yéu cau ngudi di
dang ky ndp ban sao gidy to do.
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+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh ctia phap luat hd tich, khong
dugc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phép luat h tich khong quy dinh phai ndp.

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thuc tryc tuyén:

+ Ban chup céac gidy to gui kém theo hd so cap xac nhan
thong tin ho tich truc tuyén phai bao dam rd nét, day du, toan
ven vé nodi dung, 1a ban chup béng may anh, dién thoai hodc
duoc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc
cap hop 18, con gia tri st dung; néu 13 gidy to do co quan c6
thadm quyén nudc ngoai cap thi phai duoc hop phéap hoa lanh
su, dich sang tiéng Viét theo quy dinh, trir trudng hop dugce
mién hop phap hoa lanh sy.

+ Trudng hop nhan két qua (Vian ban xac nhan thong tin hd
tich) tai co quan dang ky ho tich, ngudi co yéu cau cap xéac
nhan thong tin ho tich xuét trinh gidy to tuy than; ndp ban
chup céc gidy to, tai liéu c6 lién quan dén noi dung dé nghi
xac nhan thong tin hd tich theo quy dinh phéap luat ho
tich. Trudng hop gidy to, tai liéu phai giri kém trong hd so
cép xac nhan thong tin hd tich truc tiép hodc truc tuyén da
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Th‘ . B. R
Bwéc thwe | Pon vithwe | Trach nhiém . n ) ol x reu ;
o o n Noi dung thue hién glan mau/Keét
hi¢n hi¢n thwe hi¢én ) ’ ’ . .
’ ) ) ’ 24 gio qua
¢0O ban sao dién tir hoac da co6 ban dién tur giéy to ho tich thi
ngudi yéu cau duoc sir dung ban dién tir nay.
S6 lwong hd so: 01 bd
: s _ Ma
Truong phong | Chuyén cho can b chuyén moén phu trach tham dinh ho so | 01 gio 04 %115
Phong Tu ) ) M;
phép cac Chuyén vién |- Xirly, tham dinh ho so au
Budce 3 . . 10 gio | 02,04,05
huyén, 'fhaﬂh - Trinh 1anh dao phong xem xét
pho NG
. . L s : au
Truong phong | Trinh 1&nh dao UBND cap huyén xem xét, quyéet dinh 04 gio 04.05
Lanh dao Chau tich/Pho Miu
Budc 4 UBND cap | Chutich UBND | Xem xét, quyét dinh 04 gio 04.05
huyén cap huyén ’
B6 phan vi - Vo s6, dong dau, luu hd so . Ma
Budc 5 © phan van Can b0 van thu o ] , 02 gio au
thu - Giri ho s0, két qua cho Bo phan mét cira UBND cép huyén 04,05
o - Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan
B phan mot mot clra. . Mau
Budc 6 cura UBND Can bo A o , , , 01 gio
- Thong bao va tra két qua cho t0 chirc, ca nhan. Két thtc 04,05, 06

cap huyén

trén phan mém.
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Tén TTHC: Thi tuc xac nhén thong tin h tich

Trwong hop 2: Phai kiém tra, xac minh

Téng thoi gian thuc hién TTHC: 10 ngay x 08 gio = 80 gio
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Biéu
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qua

Budc 1

Cong dan

Nguoi c6 yéu cau x4c nhan thong tin ho tich truc tiép thuc
hién hodc ty quyén cho ngudi khéc thuce hién ndp hd so truc
tiép hodc giri hd so qua hé thong buu chinh hodc ndp hd so
truc tuyén.

- Néu lwa chon hinh thire ndp hd so truc tiép, ngudi co yéu
cau cép xac nhan thong tin ho tich ndp hd so dé nghi cép Xac
nhan thong tin hd tich tai B phan mot cta UBND cép
huyén; ndp phi, I¢ phi theo quy dinh phap luat.

- Néu lya chon hinh thirc ndp hd so truc tuyén, ngudi co yéu
cau cip xac nhan thong tin hd tich truy cdp Cong dich vu
cong qubc gia (dia chi: https://dichvucong.gov.vn) hoic
Céong Dich vu coéng tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Bang nhap tai khoan
(néu di c6 tai khoan trén Cong dich vu cong) hoic diang ky

tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo
hudng dan, dang nhap vao hé théng, xac dinh ding Co quan
quéan 1y Co so dir liéu ho tich dién tir ¢6 thim quyén. Cung
cap thong tin theo biéu mau dién tir twong tac (cung cap trén



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Céng dich vu cong), dinh kém ban chyp hodc ban sao di¢n
tir cac gidy to, tai liéu lién quan dén noi dung dé nghi xac
nhén thong tin ho tich; ndp phi thong qua chirc nang thanh
toan truc tuyén hodc bang cach thirc khac theo quy dinh phap
luat, hoan tat viéc nop hd so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Cén bd tiép
nhan

1. B6 phan mdt cra UBND cép huyén tiép nhéan hd so,
kiém tra, huéng dan tiép nhéan ho so truc tuyén hoac truc
tiép (d6i v6i td chire, ca nhan khong du diéu kién co s& ndp
hd so truc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chuc, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

3. Trudng hop hd so day du, quét (scan) va cap nhat, luu
trit hd so vao phan mém va chuyén vé phong Tu phap céac
huyén, thanh phd. Thu phi, 1& phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ca nhan.

Ho so gém:

- To khai dé nghi x4ac nhan thong tin ho tich theo mau (néu
ngudi co yéu cau lua chon ndp hod so theo hinh thirc truc
tiép);

- Biéu mAu dién tir trong tac yéu cu cdp vin ban xac nhan
thong tin ho tich (do nguot yéu cau cung cép thong tin theo

04 gid

Mau
01,02,03,0
4,05, 06
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hién j : ) 80 gio qua

hudng dan trén Cong dich vu cong, néu ngudi cd yéu cau lya
chon ndp hd so theo hinh thirc truc tuyén);

- Nguoi c6 yéu cau x4c nhan thong tin hd tich thuc hién viéc
ndp/xudt trinh (theo hinh thic truc tiép) hodc tai 1én (theo
hinh thirc true tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Gidy 10, tai liéu c6 lién quan dén ndi dung dé nghi xac nhan
thong tin ho tich;

- Vin ban uy quyén (duoc chimg thyuc) theo quy dinh cta
phap luat trong truong hop tty quyén thuc hién viée xin cip
xac nhan thong tin ho tich. Trudng hop ngudi dugc oy quyén
la dng, ba, cha, me, con, vg, chdng, anh, chi, em rudt cua
ngudi ity quyén thi vin ban tiy quyén khong phai chimg thuc.
* Gidy to' phai xuit trinh:

- Ho chiéu hoac ching minh nhan dan hoac thé can cudc
cong dan hodc 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
chimg minh vé nhan than ctia nguoi c6 yéu cau cap xac nhan
thong tin ho tich. Truong hop céc thong tin ¢4 nhan trong cac
gidy to ndy di c6 trong CSDLQGVDC, CSDLHTDT, dugc
hé théng dién ty dong thi khong phai xuét trinh (theo hinh
thirc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén);
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- Giy to chimg minh noi cu tri. Truong hop cac thong tin
vé gidy to chtimg minh noi cu tra di c6 trong CSDLQGVDC,
duoc dién tu dong thi khong phai xudt trinh (theo hinh thic
truc tiép) hodc tai 1én (theo hinh thuc tryc tuyén).

Trudng hop gui hd so qua hé thong buu chinh thi phai giri
kém theo ban sao c¢6 ching thyc cac gidy to phai xut trinh
néu trén.

*Luuy

- Pdi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén c¢6 trach nhiém kiém tra, ddi chiéu véi thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuét trinh, khéng duoc yéu cau ndp ban sao
hoic ban chup gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cap tir so gbc hodc ban
chup kém theo ban chinh gidy t& dé ddi chiéu. Trudng hop
ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky x4c nhan, khong duoc yéu cau ngudi di
dang ky ndp ban sao gidy to do.
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Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
80 gio

Biéu
mau/Ket

qua

+ Nguodi tiép nhan c6 trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh cta phap luat hd tich, khong
duoc yéu cau ngudi dang ky ho tich ndp thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

- Dbi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thuc tryc tuyén:

+ Ban chup céac gidy to giri kém theo hd so cap xac nhan
thong tin ho tich tryc tuyén phai bao dam rd nét, diy du, toan
ven vé ndi dung, 1a ban chup béng may anh, dién thoai hodc
dugc chup, dugc quét béng thiét bi dién tu, tir giéy to duoc
cap hop 18, con gia tri s dung; néu 13 gidy to do co quan cé
tham quyén nude ngoai cap thi phai duoc hop phép hoa lanh
su, dich sang tiéng Viét theo quy dinh, trir trudng hop dugce
mién hop phéap hoéa lanh su.

+ Trudng hop nhan két qua (Van ban x4c nhéan thong tin ho
tich) tai co quan dang ky ho tich, ngudi c6 yéu ciu cip xac
nhan thong tin ho tich xuét trinh gidy to tuy than; ndp ban
chup cac gidy to, tai liéu c6 lién quan dén noi dung dé nghi
xac nhan thong tin hd tich theo quy dinh phédp luat ho
tich. Truong hop gidy to, tai liéu phai giii kém trong ho so
cép xac nhan thong tin hg tich truc tiép hodc truc tuyén da
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Buéc , . . Thoi Biéu
Don vi thuwe | Trach nhiém . n ) x P
thue D i Noi dung thwe hién glan mau/Keét
e hién thuc hién ) ) ) " .
hién j : ) 80 gio qua
cO ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi
ngudi yéu cau duoc sir dung ban dién tir nay.
S6 lwong ho so: 01 bd
Truéng phong | Chuyén cho can b chuyén mén phy trach thim dinh hd so | 02 gio | Mau 04,05
Phong Tu p”
, phap cac Chuyén vién |- Xt ly, thdm dinh ho so. y Mau
Budc 3 N . ‘ , 60 gio 02,04,05
huyén, thanh - Trinh lanh dao phong xem xét. T
hd : : -
P Truong phong | Trinh lanh dao UBND cap huyén xem xét, quyét dinh 04 gio Mau 04,05
< Chu tich/Ph¢
Lanhdao | o UBND
Buéc 4 | UBND cip P Xem xét, quyét dinh 06 gio | Mau 04,05
. cap huyén
huyén
B6 phan vi - V4o s6, dong déu, luu hd so .
Buges | PV canbovanthe | .o o .| 02gio | MBuo04,05
thu - Gri ho so, két qua cho B phan mét cra UBND cap huyén
o - Xac nhan trén ph?m mém két qua TTHC da c6 tai Bo phan
B6 phan mot nr A
Buéc 6 | cita UBND Canby | "o 02 gio | Mau 0.0,
' - Thong bao va tra két qua cho t6 chirc, c4 nhan. Két thuc & 06

cap huyén

trén phan mém.
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2. Tén TTHC: Thii tuc cip béan sao Trich luc h tich
M4 s6 TTHC:2.000635.000.00.00.H42
Tong thoi gian thwe hién TTHC: Ngay trong ngdy tiép nhan hd so. Trudng hop nhan hd so sau 15 gio ma khong giai quyét
duoc ngay thi tra két qua trong ngay 1am viéc tiép theo
(Cat giam 02 budc thyuc hién)
Dich vu cong truc tuyén troan trinh.

Buoc . i n .. Biéu
Don vi thuc | Trach nhiém . . Thoi x X
thuc e T Noi dung thwe hién . mau/Keét
n hi¢n thuc hién glan .
hién qua

Nguoi co yéu cau cép ban sao Trich luc ho tich truc tiép thuc hién
hodc uy quyén cho nguoi khac thyc hién ndp hd so truc tiép hoac
guri ho so qua hé thdng buu chinh hodc ndp hd so truc tuyén.

- Néu Iya chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau cap
ban sao Trich luc ho tich nop hd so dé nghi cép ban sao Trich luc
ho tich tai BO phan mét cira UBND cép huyén; ndp phi, 1€ phi theo
. quy dinh phap luat.

Budce A A X . r A 1A £ oz oA A
Cong dan - Néu lya chon hinh thitc ndp ho so truc tuyén, nguoi cé yéu cau
cap ban sao Trich lyc ho tich truy cap Cong dich vu cong qudc gia
(dia chi: https://dichvucong.gov.vn) hodc Céng Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Dang
nhap tai khoan (néu da co tai khoan trén Cong dich vu cong) hoic

dang ky tai khoan (néu chua c6 tai khoan), x4c thuc ngudi ding
theo huéng dan, ding nhap vao hé théng, xac dinh dung UBND
cap huyén c6 tham quyén



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc Biéu
Pon vi thwc | Trach nhiém . n Thoi x X
thuwe D i Noi dung thwe hién ) mau/Keét
n hién thuc hién ) ’ ) glan .
hi¢n qua
1. Can by tiép nhan hd so, kiém tra, huéng dan tiép nhén hd so
truc tuyén hoac truc tiép (déi v&i to chire, ca nhan khong du diéu
kién co s& nop ho so truc tuyén).
2. Néu hd so khong dat yéu cau thi huéng dan t6 chirc, ca nhan
bd sung theo dung quy dinh 01 lan duy nhat.
3. Truong hop hd so diy dii, quét (scan) va cap nhat, luu trit hd
s0 vao phan mém va chuyén vé Phong Tu phap cac huyén, thanh
phé. In Gidy tiép nhan hd so va hen tra két qua giao cho to chirc,
ca nhan.
o Hb so gom: Mau
.. | BO phan mot Ak i AR i : A x \
Budc ] Can bo tiép - To khai dé nghi ban sao Trich luc hd tich theo mau trong truong 01,02,03,0
cua UBND A S oAl A 1N s 1A < w12 A A A 4,
2 nhan hop nguodi yéu cau la ca nhan hodc Van ban yéu cau cap ban sao 4,05, 06

cap huyén

Trich luc ho tich néu rd Iy do trong trudng hop ngudi yéu cau 1a co
quan, to chirc(néu ngudi c6 yéu cau lya chon ndp hd so theo hinh
thire truc tiép);

- Biéu mau dién tir trong tac cap ban sao Gidy khai sinh, ban sao
Trich luc ho tich(do nguoi yéu cau cung cap thong tin theo hudng
dan trén Cong dich vu cong, néu nguoi cd yéu cau lwa chon ndp hd
so theo hinh thtic truc tuyén);

- Nguoi co yéu cdu xac nhan thong tin hg tich thuc hién viéc
ndp/xudt trinh (theo hinh thirc tryc tiép) hoic tai 1én (theo hinh thirc
truc tuyén) cac gidy to sau:
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Budéc . i n .. Biéu
Don vi thuc | Trach nhiém e n Thoi x X
thuce . T NOi dung thue hién ] mau/Keét
n hién thuc hién glan .
hi¢n qua

* Gidy to phai nop:

- Vin ban 0ty quyén theo quy dinh cta phap ludt trong truong hop
liy quyén thyuc hién yéu cau cap ban sao Trich luc ho tich. Truong
hop nguoi duge uy quyén la 6ng, ba, cha, me, con, v, chéng, anh,
chi, em rudt ctia ngudi ty quyén thi van ban ay quyén khong phai
chiing thuc.

* Gidy to' phai xuit trinh:

-Ho chiéu hodc ching minh nhan dan hodc thé can cudc cong dan
hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co quan
c6 thAm quyén cip, con gia tri st dung dé chting minh vé nhan
than ctia nguoi ¢6 yéu cau cip xac nhan thong tin ho tich. Trudng
hop cac thong tin c4 nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén);

Truong hop gti hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao ¢ ching thuc cac gidy to phai xuat trinh néu trén
*Luuy

- Dbi véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo
hinh thuc truc tiép:

+ Poi v6i gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, dbi chiéu vé6i thong tin trong to khai,
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Budéc . i n .. Biéu
DPon vi thuc | Trach nhiém e n Thoi x X
thuce o n NOi dung thue hién ] mau/Keét
n hién thuc hién glan .
hi¢n qua

chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho
ngudi xudt trinh, khong duge yéu cau ndp ban sao hoic ban chup
gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chimg thuc
tir ban chinh hodc ban sao duoc cp tir s6 gbe hodc ban chup kém
theo ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhéan co
trach nhiém kiém tra, d6i chiéu ban chup v6i ban chinh va ky xac
nhan, khong dugc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dang, du hd so ding
ky ho tich theo quy dinh cua phap luat ho tich, khong dugce yéu
cau ngudi dang ky ho tich ndp thém giéy to ma phap luat ho tich
khong quy dinh phai ndp.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thuc truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so cap ban sao Trich luc ho
tich truc tuyén phai bdo dam 10 nét, dﬁy du, toan ven vé ndi dung, 1a
ban chup béng may anh, dién thoai hoac dugc chup, dugc quét béng
thiét bi dién tir, tir gidy to duge cap hop 18, con gia tri st dung; néu
14 gidy to do co quan c6 tham quyén nudc ngoai cip thi phai duoc
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Buoc | o om vi thwe | Tréch nhiém = i Thoi Bieu
thuce o n NOi dung thue hién ] mau/Keét
o hién thue hién : glan .
hi¢n : : : qua
hop phép hoa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop dugc mién hop phép héa lanh su.
+ Trudng hop nhdn két qua (ban sao Trich luc ho tich) tai co quan
dang ky ho tich, ngudi ¢ yéu cau cap ban sao Trich luc ho tich phai
xuét trinh gidy t& tuy than; ndp cac gidy to, tai liéu 13 thanh phan hd
SO cép ban sao Trich luc hd tich theo quy dinh phap luat ho
tich. Trudng hop gidy to, tai liéu phai gii kém trong hd so cip ban
sao Trich luc ho tich truc tiép hoac truc tuyén da co ban sao dién tir
hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu cau duoc sir
dung ban di¢n tir nay.
S6 lwong ho so: 01 bd
Truéng phong | Chuyén cho can b chuyén mén phu trach tham dinh hé so Mau 04, 05
Phong Tu : :
Bude | phép céc Chuyén vién |- Xurly, tham dinh ho so. Mau 02, 04,
3 | huyén, thanh - Trinh 1anh dao phong xem xét. 05
pho Truéng phong | Trinh lanh dao UBND cip huyén xem xét, quyét dinh Mau 04, 05
, Lanh dao Chu tich/Pho Mau 04, 05
Budc 2 . , L
4 UBND cap | Chu ,‘qch UBND | Xem x¢ét, quyét dinh
huyén cap huyén
Budc | Bo phan van Can bd van - V4o s6, dong déu, luu hd so .
5 thu anbo van it | _ Gui ho so, két qua cho Bo phan mdt cira UBND cép huyén Mau 04, 05
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Bué Bié
Y9C | Pon vithwe | Tréch nhiém . 3 Thoi e
thuwe D i Noi dung thwe hién ) mau/Keét
n hién thuc hién ) ’ ) glan .
hi¢n qua
P - Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan mét
.| B0 phan mot , x
Budc cita UBND Can bo cua. Mau 04, 05,
6 ’ - Thong bao va tra két qua cho t6 chirc, ca nhan. Két thiic trén 06

cap huyén

phan mém.
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3. Tén thii tuc hanh chinh: Ping ky khai sinh c6 yéu t6 nwéc ngoai

Mai s6 TTHC: 2.000528.000.00.00.H42

Tong thoi gian thwe hién TTHC: Ngay trong ngdy tiép nhan hd so. Trudng hop nhan hd so sau 15 gio ma khong giai quyét
duogc ngay thi tra két qua trong ngay lam viéc tiép theo.

(Cit giam 02 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn.

B 7 B.R
"¢ | Ponvi | Trach nhiém . i Thoi e
thuc s o NoOi dung thwe hién : mau/Ket
n thuc hién thuc hién ) ’ ) glan .
hién qua
Ngudi ¢o yéu cau dang ky khai sinh truc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién ndp hod so truc tiép hodc giri hd so
qua h¢ théng buu chinh hoac ndp hd so tryc tuyén.
- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi cd yéu cau
dang ky khai sinh ndp hd so dé nghi cap xac nhan thong tin ho
tich tai BO phan mot cu’a UBND cép huyén; nop phi, 1€ ph1 dang
, ky khai sinh;ndp phi cip ban sao Gidy khai sinh néu c6 yéu cau cap
Buoc n A
1 Cong dén ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc myén, nguoi cd yéu cau dang
ky két hon truy cap Cong dich vu cong quoc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh Binh
(dia chi: https://dichvucong.ninhbinh.gov.vn). Dang nhap tai khoan
(néu da co tai khoan trén Cong dich vu cong) hodc dang ky tai khoan
(néu chua c6 tai khoan), x4c thuc ngudi ding theo hudng dan, ding
nhdp vao hé théng, xac dinh ding Uy ban nhan dan cdp huyén c6



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian

Biéu
mau/Ket
qua

tham quyén. Cung cAp thong tin theo biéu mau dién tir twong tic ding
ky két hon (cung cdp trén Cong dich vu cong), dinh kém ban chup
hodc ban sao dién tir cac giéiy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi
théng qua chire nang thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phép luét, hoan tat viéc ndp hd so.

Budc

B6 phan
mot cura
UBND cép
huyén

Cén bd tiép
nhan

1. B6 phan mét ctta UBND céip huyén tiép nhén ho so, kiém tra,
huéng din tiép nhan hd so truc tuyén hoic truc tiép (ddi véi to
chire, ca nhan khong di diéu kién co so ndp hd so truc tuyén).
2. Néu hd so khong dat yéu cau thi huéng din t6 chirc, c4 nhan
bd sung theo diing quy dinh 01 1an duy nhét.
3. Trudng hop nguoi c6 yéu cau ding ky khai sinh khong b6 sung,
hoan thién dugc hod so thi bao cdo Trudéng bd phan mot cira co6
van ban tir chdi giai quyét yéu cau dang ky khai sinh (d6i voi hd
so truc tiép); giri thong bao tir chdi giai quyét qua thu dién tu
hodc tin nhan qua dién thoai di dong cho nguoi yéu cau (ddi véi
hd so truc tuyén).
4. Truong hop ho so diy du, quét (scan) va cap nhat, luu trir hd
s0 vao phan mém va chuyén vé Phong Tu phép cac huyén, thanh
phd.Thu phi, 1& phi (néu c6). In phiéu tiép nhan va hen tra két
qua giao cho to chirc, ca nhan.
Ho so gﬁm:

Mau
01,02,03,04
,05, 06




55

Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian

Biéu
mau/Ket
qua

- T khai dang ky khai sinh theo miu (néu ngudi c6 yéu cau lra
chon nop hd so theo hinh thic truc tiép);

- Biéu mAu dién tir tvong tac dang ky khai sinh (do ngudi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi ¢ yéu cau lya chon ndp ho so theo hinh thirc tryc tuyén);

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

* Gidy to phai ndp:

- Gidy chimng sinh.

Trudng hop khong co Gidy ching sinh thi thay thé bang: vin ban
cua nguoi lam chirng xac nhan vé viéc sinh, néu khong c6 van
ban ctia nguoi 1am ching thi thay thé bang vian ban cam doan vé
viéc sinh;

Trudng hop tré em sinh ra tai nuéc ngoai thi ndp Gidy chimg sinh
hodc gidy t& khac do co quan c6 thim quyén nudc ngoai cip xéac
nhan vé viéc tré em duoc sinh ra & nuée ngoai va quan hé me -
con,

+ Truong hop cha hodc me hodc cé cha, me 1a ngudi1 nudc ngoai
thi phai ndp van ban thdéa thuén cia cha, me vé viéc lya chon quéc
tich cho con. Truong hop cha, me lya chon quéc tich nudc ngoai
cho con, thi ngoai van ban théa thuan lya chon quéc tich con phai
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian

Biéu
mau/Ket
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6 xac nhan cta co quan c6 thim quyén ctia nude ma tré duoc lva
chon mang qudc tich vé viéc tré c¢6 qudc tich 1a phut hop quy dinh
phép luat ctia nude do;

+ Vin ban ty quyén (dugc chimg thyc) theo quy dinh ciia phap
luat trong truong hop uy quyén thue hién viée diang ky khai sinh.
Truong hgp ngudi di dang ky khai sinh cho tré em 1a 6ng, ba, nguoi
than thich khac thi khong phai c6 van ban oy quyén cua cha, me tré
em, nhung phai thong nhat véi cha, me tré em vé ndi dung khai sinh;
* Gidy to phai xuit trinh:

- Ho chiéu hodc Chirng minh nhan dan hodc Thé cin cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 thdm quyén cap, con gia tri sir dung dé ching minh vé
nhan than ciia ngudi ¢ yéu cau dang ky khai sinh. Truong hop
c4c théng tin cd nhan trong cic gidy to nay di cO trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thuc tryc tuyén);

- Gidy to chtg minh noi cu tri. Trudng hop céc thong tin vé gidy
to chirng minh noi cu trt da cé trong CSDLQGVDC, duoc dién ty
d6ng thi khéng phai xudt trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thirc tryc tuyén);
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hi€én
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thue hién
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Thoi
gian

Biéu
mau/Ket
qua

+ Gidy chimg nhan két hon néu cha, me di ding ky két hon.
Truong hop da co thong tin vé viéc két hon cua cha, me trong
CSDLHTDT, CSDLQGVDC thi khong phai xuit trinh (theo hinh
thure truc tiép) hoac tai 1én (theo hinh thirc truc tuyén);

+ Gidy td chting minh viéc tré em nhap canh hop phap vao Viét
Nam (nhu: ho chiéu, giéy to co gia tri di lai quéc té, c6 du xac
nhan nhép canh cia co quan quan 1y xuat, nhap canh) va vin ban
xé4c nhan cta co quan cong an c¢6 tham quyén vé viée tré em dang
cu tri tai Viét Nam trong trudong hop tré em sinh ra & nudce ngoai,
c6 cha hodac me la cong dan Viét Nam hodc cha va me déu 1a cong
dan Vi¢t Nam, chua dugc dang ky khai sinh ¢ nudc ngoai, vé cu
tra tai Viét Nam.

Trudng hop gui hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cac gidy to phai xuét trinh néu trén.
* Luuy

- Déi vai gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo
hinh thirc tryc tiép:

+ Pbi voi gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhan
c6 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 duoc yéu cau ndp ban sao hodc ban chup
gidy to do.
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+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chimg thuc
tir ban chinh hoac ban sao duoc cép tir sO géc hodc ban chup kem
theo ban chinh gidy to dé d6i chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhéan co
trach nhiém kiém tra, d6i chiéu ban chup v6i ban chinh va ky xac
nhan, khong duoc yéu cau ngudi di dang ky ndp ban sao gidytd
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du hd so ding
ky ho tich theo quy dinh ctua phap luat ho tich, khong dugc yéu
cau nguoi dang ky ho tich ndop thém giéy to ma phap luat hé tich
khong quy dinh phai ndp.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thuc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky khai sinh truc
tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a ban chup
béng may anh, dién thoai hodc duoc chup, dugc quét béng thiét bi
dién tu, tir giéy to duoc cép hop 1€, con gia tri str dung; néu la giéy
td do co quan ¢ tham quyén nudc ngoai cap thi phai dwoc hop phap
hoa lanh s, dich sang tiéng Viét theo quy dinh, trir trudng hop dugc
mién hop phéap hoa lanh su.
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+ Trudng hop gidy to, tai liéu phai giri kém trong hd so dang ky khai
sinh truc tuyén da co6 ban sao dién tir hoac da co6 ban dién tir giéy to
hd tich thi nguoi yéu cau duoc st dung ban di¢n tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai sinh/ban
sao Gidy khai sinh) ngudi ¢6 yéu ciu dang ky khai sinh phai nop
ban chinh Gidy chimg sinh; xut trinh gidy to tuy than; ban chinh
Gidy chimg nhan két hon (néu cha me tré di ding ky két hon va
thong tin vé viéc két hon chua c6 trong CSDLQGVDC,
CSDLHTDT).

Trudng hop ngudi yéu cau ding ky khai sinh khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét trinh
bi tiy x0a, sira chira, lam gia thi co quan ding ky ho tich c¢6 tham
quyén hay bo két qua dang ky khai sinh.

- Béi vai viéc xac dinh ho, dan toc, dit tén cho tré:

+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop véi
phap luat va yéu cau giir gin ban sic dan toc, tap quén, truyén
théng vian hoa tt dep cua Viét Nam; khong dat tén qua dai, kho
st dung.

+ Trudng hop cha, me khdng thoa thuan duoc vé ho, dan toc, qué
quan 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 toc, qué quan cua cha hoac me.
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S6 lwong hd so: 01 bo

Budc

Phong Tu
phap céac
huyén,
thanh phd

Trudéng phong

Chuyén cho can bd chuyén mon

Mau 04, 05

Chuyén vién

Kiém tra, xem xét ho so:

- Truong hop ho so chua day du, hop 16 hodc khong du diéu kién
giai quyét, phai tir chdi thi guri thong bao vé tinh trang hd so t6i
B6 phan mét ctra dé thong bao cho ngudi ndp hd so, ¢d van ban
huéng dan nguoi yéu cau bd sung, hoan thién hd so, néu 5 loai
gidy t0, noi dung can bd sung (d6i v6i ho so truc tiép) va gui
thong bao qua thu dién tur hodc tin nhén qua dién thoai di dong
cho nguoi yéu cu bo sung, hoan thién hd so (déi v&i ho so truc
tuyén).

- Néu thay day du, hop 18, dung quy dinh thi thyc hién viéc ghi
vao S6 dang ky khai sinh, cap nhat théng tin dang ky két hon trén
Phan mém dang ky, quan 1y ho tich dién tir ding chung.

- In gidy chirng nhan khai sinh, trinh 1inh dao phong xem xét.

Mau 02, 04,
05

Trudng phong

Trinh 1anh dao UBND cap huyén xem xét quyét dinh

Mau 04, 05

Budc

Lanh dao
UBND cap
huyén

Chu tich/Pho
Chu tich

Xem xé&t, ky Giay khai sinh ban giay va ky s6 vao ban dién tu
(n€u cong dan co yéu cau).

Mau 04, 05
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Bude | ponvi | Trach nhi¢m N . Théi ieu,
thuce o n NOi dung thue hién i mau/Keét
n thuc hién thuc hién glan .
hi¢n qua
UBND cép
huyén
Budc B6 phan Canbd van | - Vao s, dong dau, luu ho so
5 van thu thu - GUri hd so, két qua cho Bo phan mot ctra UBND cép huyén Mau 04, 05
Tra két qua:
- Truong hop truc tuyén: DE nghi cong dan xuat trinh va ndp cac
gidy t0, tai liéu theo thanh phan ho so. Cong dan kiém tra thong
tin va ky S6 dang ky khai sinh; ndp phi, 1& phi (néu c6 va cong
B9 phan dan chua ndp qua chirc ning thanh toan trén Cong dich vu cong
Budce mot cﬂra, Can bo tai Budce 1)‘. Tra két qlrlél chg cong dan. Gidy khai sinh ban dién tir Mau
6 UBND cap i duoc guri vé email/thiét bi s0 hodc Kho quan ly dit liéu dién tir cua 04,05,06
huyén cong dan (néu co yéu cau)

- Trudng hop truc tiép hodc buu chinh: Xut trinh Phiéu hen tra
két qua dé can bo hodc buu ta kiém tra, ddi chiéu thong tin trudc
khi tra két qua cho cong dan. Cong dan kiém tra thong tin va ky
S6 dang ky khai sinh.
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4. Tén thi tuc hanh chinh: Ping ky két hon c6 yéu toé nwée ngoai
Mai s6 TTHC: 2.000806.000.00.00.H42
Thoi gian giai quyét: 15 (ngay 1am viéc) x 08 gio = 120 gio lam viée
(Cit giam 02 budc thyc hién va 08 gio thuc hién) Tong thoi gian thyc hién sau khi cit giam: 14 ngay lam viée x 8 gio = 112 gior
Thoi gian cat giam 1an 1: 04 gio
Thoi gian cat giam 1an 2: 04 gio
Téng sd thoi gian cit giam dat: 08 gid dat 6,66%
Dich vu cong truc tuyén mot phﬁn.

Buéc , . o Thoi Biéu
Don vi thuwe | Trach nhiém . n . x p
thue D i Noi dung thwe hién glan mau/Ket
o hién thue hién : : : - 9
hién j j j 112 gior qua
Nguoi ¢6 yéu cau dang ky két hon thuc hién ndp hd so truc tiép
hoiic ndp hd so trire tuyén (bén nam hoidc bén nit ¢6 thé ndp hd
so ma khong can ¢6 vin ban tiy quyén ctia bén con lai).
- Néu Ira chon hinh thirc ndp hd so tryc tiép, ngudi co yéu cau
dang ky két hon ndp hod so dé nghi ding ky két hon tai Bo phan
mdt ctra UBND cép huyén; ndp phi, 1¢ phi theo quy dinh phap
Budce 1 Cong dan luat.

- Néu Iya chon hinh thirc ndp hé so truc tuyén, ngudi co yéu cau
dang ky két hon truy cap Cong dich vu cong qudc gia (dia chi:
https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhap
tai khoan (néu da co tai khoan trén Cong dich vu cong) hodc
dang ky tai khoan (néu chua c6 tai khoén), xac thuc ngudi ding



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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theo huéng dan, dang nhap vao hé thng, xéc dinh dang Uy ban
nhéan dén cip huyén co tham quyén. Cung cip thong tin theo
biéu mAu dién tir trong tac dang ky két hon (cung cap trén Cong
dich vy cong), dinh kém ban chup hodc ban sao dién tir cac gidy
t0, tai liu theo quy dinh; ndp phi, 1€ phi thong qua churc nang
thanh toan tryc tuyén hodc bang cach thirc khac theo quy dinh
phap ludt, hoan tat viéc ndp hd so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Cén bd

1. BO phan mot cira UBND cép huyén tiép nhéan hd so,
kiém tra, huéng dan tiép nhéan ho so truc tuyén hoac truc
tiép (dbi v6i to chire, ca nhan khong du didu kién co s¢ ndp
hd so truc tuyén).

2. Néu ho so khong dat yéu cau thi hudng dan t6 chuc, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

3. Trudng hop ngudi c6 yéu cau ding ky két hon khong bd
sung, hoan thién duogc hd so thi bao céo Trudng bd phan
mot cira co van ban tir chdi giai quyét yéu cau dang ky két
hon (d6i véi ho so truc tiép); gui thong bao tir chdi giai
quyét qua thu dién tir hodc tin nhén qua dién thoai di dong
cho nguoi yéu cau (d6i véi ho so truc tuyén).

4. Truong hop ho so day du, quét (scan) va cip nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phéap cac

02 gid

Mau
01,02,03,04,
05, 06
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huyén, thanh phd. Thu phi, 18 phi (néu co). In phiéu tiép
nhan va hen tra két qua giao cho to chirc, ca nhan

Ho so g(‘A)m:

- T& khai dang ky két hon theo mau, c6 du thong tin cua
hai bén nam, nit. Hai bén nam, nit c¢6 thé khai chung vao
mot To khai ding ky két hon (néu ngudi ¢6 yéu cau lya chon
nop hd so theo hinh thuc truc tiép);

- Biéu mAu dién tir trong tac dang ky két hon (do ngudi yéu
cau cung cip thong tin theo hudéng dan trén Cong dich vu
cong, néu ngudi co yéu cau lira chon ndp hd so theo hinh thirc
tryc tuyén);

- Ngudi ¢ yéu cau ding ky két hdn thyc hién viéc ndp/xuét
trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo hinh thac
tryc tuyén) céc gidy to sau:

* Gidy to phai nop:

- Gidy x4c nhan cia t chirc y té c6 thim quyén cua Viét
Nam hoac nudc ngoai xac nhan cac bén két hon khong méac
bénh tdm than hodc bénh khac ma khong c6 kha nang nhan
thire, lam chu dugc hanh vi cia minh;

- Giy to ching minh tinh trang hon nhan ctia ngudi nudc
ngoai do co quan c6 thim quyén cta nuwdc ma ngudi d6 1a
cong dan cép con gia tri st dung, xac nhan hi¢n tai nguoi
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d6 khong c6 vo hodc khong co chdng; trudong hop nudc
ngoai khong cip x4c nhén tinh trang hon nhén thi thay bang
gidy to do co quan c6 tham quyén nudc ngoai xac nhén
ngudi d6 ¢ du didu kién két hon theo phap ludt nude do.
Gi4 tri str dung cta gidy to chtg minh tinh trang hén nhan
cua nguoi nude ngoai dugc xac dinh theo thoi han ghi trén
gidy to d6.Truong hop gidy to chimg minh tinh trang hon
nhan khong ghi thoi han st dung thi gidy to nay va gidy xac
nhan cua t6 chiic y té ¢6 gia tri trong thdi han 06 thang, ké
tir ngay cap.

- Nguoi nudc ngoai, cong dan Viét Nam dinh cu & nudc
ngoai phai ndp ban sao ho chiéu/gidy td c6 gia tri thay thé
ho chiéu.

- Gidy x4c nhan tinh trang hon nhén cta céng dan Viét Nam
cu tru trong nudc. Truong hop da co thong tin tinh trang
hon nhén trong CSDLHTDT, CSDLQGVDC thi khong phai
xudt trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo hinh
thire truc tuyén).

* Ngoai gidy to néu trén, tiy ting truong hop, bén nam, bén
nit phai ndp gidy to twong ing sau ddy:

- Cong dan Viét Nam da ly hon hodac huy viéc két héon tai
co quan c6 tham quyén ciia nudc ngoai phai ndp ban sao
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trich luc ho tich vé viéc da ghi vao s6 viéc ly hon hodc huy
viéc két hon trai phap luat (Trich luc ghi cha ly hén);

- Cong dan Vi¢t Nam la cong chuce, vién chirc hodc dang
phuc vu trong luc lugng vii trang phdi np van ban cua co
quan, don vi quan 1y x4c nhan viéc két hon véi nguoi nude
ngoai khong trai voi quy dinh cua nganh do;

- Trudng hop ngudi yéu cdu dang ky két hon dang cong téc,
hoc tap, lao dong c6 thoi han & nude ngoai thi phai nop
Giéy xac nhan tinh trang hén nhan do Co quan dai di¢n
ngoai giao, Co quan dai di¢n lanh sy cia Viét Nam ¢ nude
ngoai cap.

* Gidy to phai xut trinh:

- Ho chiéu hodc chiing minh nhan dan hoac thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé
chimg minh vé nhén than cta cong dan Viét Nam. Trudng
hop cac thong tin c4 nhan trong cac gidy to nay di co trong
CSDLQGVDC, CSDLHTPDT, duogc hé thong dién tu dong
thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thirc tryc tuyén);

- Ngudi nude ngoai xuat trinh ban chinh ho chiéu dé chimg
minh vé nhén than; trudng hop ngudi nude ngoai khong cb
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ho chiéu dé xuat trinh thi c6 thé xut trinh gidy to di lai qudc
té hodc thé cu tra.

- Gidy to chimg minh noi cu tri dé xac dinh thAm quyén ding
ky két hon. Truong hop cac thong tin vé gidy td chimg minh
noi cu tru da cé trong CSDLQGVDC, dugc dién tu dong thi
khong phai xudt trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén).

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd
so theo hinh thirc tryc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé Iuu trong hd so va
tra lai cho ngudi xudt trinh, khong dugc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cip tir s6 gdc hodc ban
chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop
ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan cé trach nhiém kiém tra, dbi chiéu ban chup
v6i ban chinh va ky xac nhan, khéng duoc yéu cau ngudi
di dang ky ndp ban sao gidytd do.
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+ Ngudi tiép nhan c6 trach nhiém tiép nhan dung, di hd so
dang ky hd tich theo quy dinh cua phép luat ho tich, khong
dugc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

- Pbi v6i gidy to gtri kém theo néu nguoi yéu cau ndp ho so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky két hon
truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé nodi dung,
la ban chup béng may anh, dién thoai hoac duoc chup, duogc
quét bang thiét bi dién tir, tir gidy to dwoc cap hop 18, con gia
tri sir dung; néu 1a gidy to do co quan c6 thim quyén nuéc
ngoai cap thi phai dwoc hop phép héa lanh su, dich sang tiéng
Viét theo quy dinh, trir trudng hop duoc mién hop phap hoa
lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so ding
ky két hon truc tuyén da c6 ban sao dién tir hoac da co6 ban
dién tir gidy to ho tich thi nguoi yéu cau duoc str dung ban
dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy ching
nhan két hon), ngudi co yéu cau dang ky két hon phai nop ban
chinh Gidy x4c nhan tinh trang hon nhan (néu thong tin vé
tinh trang hon nhan chua c6 trong CSDLQGVDC,
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CSDLHTPDT), gidy t& chimg minh tinh trang hon nhan, gidy
xac nhan cta to chic y té.

Truong hop nguoi yéu cau dang ky két hon khong cung cép
duogc gidy td néu trén theo quy dinh hodc gidy to ndp, xuat
trinh bi tiy x6a, stra chita, lam gia thi co quan dang ky ho
tich c6 tham quyén hay bo két qua dang ky két hon.

S6 lwong ho so: 01 b6

Budc 3

Phong Tu
phap cac
huyén, thanh
phd

Trudng phong

Chuyén cho can bg chuyén mon

04 gio

MaAu 04, 05

Chuyén vién

Kiém tra, xem xét hd so:

- Trudng hop ho so chwa ddy da, hop 16 hodc khong du diéu

kién giai quyét, phai tir chi thi giri thong béo vé tinh trang

hd so t6i Bo phan mot cira dé thong bao cho ngudi ndp hd

50, ¢6 van ban hudng dan ngudi yéu cau bd sung, hoan

thién hd so, néu rd loai gidy to, ndi dung can bd sung (doi

v6i ho so truc tiép) va giri thong bao qua thu dién tir hoic

tin nhan qua dién thoai di dong cho nguoi yéu cau bo sung,

hoan thién ho so (ddi véi hd so truc tuyén).

- Néu thay day du, hop 18, ding quy dinh thi thuc hién viéc
ghi vao S6 dang ky két hon, cap nhat thong tin diang ky két
hén trén Phan mém dang ky, quan 1y ho tich dién tir ding
chung.

- In gidy chimg nhan két hon, trinh lanh dao phong xem xét.

88 gidy

Mau 05,
02,04
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Buéc , . . Thoi Biéu
Don vi thuwe | Trach nhiém . n ) x P
thue D i Noi dung thwe hién glan mau/Keét
n hién thwe hién : : - .
hién j : ) 112 gior qua
Trudng phong | Trinh l4nh dao UBND cap huyén xem xét quyét dinh 08 gio | Mau 05, 04
Lanh dao Chu tich/Pho )
Buéc4 | UBNDcip | Chutich UBND | Xem xét, quyét dinh 06 gi | Mau 05, 04
huyén cap huyén
B6 phan vin L - Va0 s0, dong déu, luu hd so _ N
Budce 5 T Can b0 van thu . . , 02 gidy x
thu - Gri ho so, két qua cho B phan mét cra UBND cap huyén g Mau 04, 05
Tra két qua:
- Trudng hop truc tuyén: Dé nghi hai bén Nam, Nir xuat
trinh va ndp cac gidy to, tai liéu theo thanh phan hé so.
Cong dan kiém tra théng tin va ky S6 ding ky két hon, ky
B6 phan mot Gidy chtmg nhan két hon; ndp phi, 18 phi (néu c6 va cong ME
Budc 6 | cua UBND Can by dan chua ndp qua chirc nang thanh toéan trén Céng dichvu | 02 gio 04 OZuOG

cap huyén

cong tai Bude 1). Tra két qua cho cong dan.

- Truong hop truc tlep Xuat trinh Phiéu hen tra két qua dé
can bo kiém tra, ddi chiéu thong tin trudce khi tra két qua
cho cong dan. Cong dan kiém tra thong tin va ky S6 diang
ky két hon, ky Gidy ching nhan két hon
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5. Tén thi tuc hanh chinh: Ping ky khai tir ¢é yéu t6 nwéc ngoai

Mai s6 TTHC: 1.001766.000.00.00.H42

* Truwong hop khong cin xdc minh:

Téng thoi gian giai quyét: Ngay trong ngdy tiép nhan ho so. Trudng hop nhan hd so sau 15 gid ma khong giai quyét duge ngay
thi tra két qua trong ngay lam viéc tiép theo

(Cit giam 02 budc thyc hién)

Dich vu cong true tuyén mét phan.

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
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qua

Budece 1

Ngudi cé yéu cau dang ky khai tir truc tiép thuc hién hodc
iy quyén cho ngudi khac thuc hién ndp ho so truc tiép hodc
gtri hd so qua hé thdng buu chinh hodc ndp hd so truc tuyén.
- Néu lwa chon hinh thire ndp hd so truc tiép, ngudi co yéu
cau cap khai tir ndp ho so dé nghi cap xac nhan thong tin ho
tich tai B phan mot ctra UBND cép huyén; ndp phi, 1€ phi
dang ky khai tir;ndp phi cap ban sao Trich luc khai tir néu c6
yéu cau cap ban sao Trich luc khai tir.

- Néu Iira chon hinh thirc ndp ho so truc tuyén, ngudi co yéu cau
dang ky khai tir truy cap Cong dich vu cong qudc gia (dia chi:
https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).Dang nhap
tai khoan (néu da co tai khoan trén Cong dich vu cong) hodc

dang ky tai khoan (néu chua c6 tai khoén), xac thuc ngudi ding
theo hudéng dan, dang nhap vao hé thong, xac dinh ding Uy ban



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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nhéan dén cip huyén co tham quyén. Cung cip thong tin theo
biéu mAu dién tir trong tac dang ky khai tir (cung cip trén Cong
dich vy cong), dinh kém ban chup hodc ban sao dién tir cac gidy
t0, tai liu theo quy dinh; ndp phi, 1€ phi thong qua churc nang
thanh toan tryc tuyén hodc bang cach thirc khac theo quy dinh
phép ludt, hoan tat viéc ndp hd so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Cén bd

1. BO phan mot cira UBND cép huyén tiép nhéan hd so,
kiém tra, huéng dan tiép nhéan ho so truc tuyén hoac truc
tiép (d6i v6i td chire, ca nhan khong du diéu kién co s& ndp
hd so truc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

3. Truong hop ngudi cd yéu cau dang ky khai tir khong bd
sung, hoan thién duogc hd so thi bao céo Trudng bd phan
mot clra ¢d van ban tir chdi giai quyét yéu cau dang ky khai
tir (@61 v6i ho so truc tiép); gui thong bao tir chdi giai quyét
qua thu di¢n tur hodc tin nhéin qua dién thoai di dong cho
nguoi yéu cau (d6i véi ho so truc tuyén).

4. Truong hop hd so day du, quét (scan) va cip nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phéap cac
huyén, thanh phd.Thu phi, 1& phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ca nhan

Mau
01,02,03,04,
05, 06
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Ho so g("im:

- To khai dang ky khai tir theo mAu (néu ngudi c6 yéu cau lya
chon nop hd so theo hinh thuc truc tiép);

- Biéu mAu dién tir tvong tac dang ky khai ttr (do ngudi yéu
cau cung cip thong tin theo hudng dan trén Cong dich vu
cong, néu ngudi co yéu cau lira chon ndp hd so theo hinh thirc
tryc tuyén);

- Ngudi ¢6 yéu cau dang ky khai tir thuc hién viéc ndp/xuét
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thac
tryc tuyén) c4c gidy to sau:

* Gidy to phai nop:

- Gidy béo tir hoic gidy & thay thé Gidy béo tir do co quan cd
tham quyén cap;

- Gidy 10, tai liéu, chimg ctt do co quan, to chirc c6 tham quyén
cép hodc xac nhan hop 1¢ chiing minh su kién chét d6i véi
trudng hop dang ky khai tir cho ngudi chét da 1au, khong co
Gidy bao tir hodc gidy to thay thé Gidy bao tir;

- Vian ban iy quyén (dugc chimg thuc) theo quy dinh ctia phap
ludt trong truong hop iy quyén thuc hién viéc dang ky khai
tr. Truong hop nguot co trach nhiém dang ky khai tir iy
quyén cho nguoi khac thuc hién viée dang ky khai tr ma
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
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chi, em rudt cia ngudi Gy quyén thi vin ban uy quyén khong
phai chiing thuc.

* Gidy to phai xudt trinh:

- Ho6 chiéu hoic Chimg minh nhan dan hodc Thé can cudc
coéng dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé
chimg minh vé nhan than ciia nguoi cé yéu cau diang ky
khai sinh. Trudng hop cac thong tin ca nhan trong céc gidy
to nay da co6 trong CSDLQGVDC, CSDLHTDT, duogc h¢
thdng dién ty dong thi khéng phai xudt trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Gidy to chtng minh noi cu tri. Trudng hop cac thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC,
duogc dién ty dong thi khong phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

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

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod
so theo hinh thirc truc tiép:
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+ Pbi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
t& khai, chup lai hodc ghi lai thong tin dé luu trong ho so va
tra lai cho ngudi xudt trinh, khong dugc yéu ciu ndp ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cap tir so gbe hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khéng duoc yéu cau ngudi
di dang ky nop ban sao gidy to do.

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

- Dbi voi gidy to giri kém theo néu nguoi yéu cau nop ho so
theo hinh thirc tryc tuyén:

+ Bén chyp céc gidy to giri kém theo ho so ding ky khai tir
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé nodi dung,
14 ban chyp bang may anh, dién thoai hodc dugc chup, dugc
quét bang thiét bi dién tir, tir gidy to dwoc cip hop 18, con gia
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tri str dung; néu 1 gidy to do co quan c6 tham quyén nudc
ngoai cp thi phai duoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop duoc mién hop phap hoa
lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so ding
ky khai tir truc tuyén da c6 ban sao dién tir hoac da co ban
dién tir gidy to ho tich thi nguoi yéu cau duge sir dung ban
dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc
khai tt/ban sao Trich luc khai tit), ngudi co yéu cau dang ky
khai tir phai xuét trinh gidy to tuy than, ndp ban chinh cac
gidy to 1a thanh phan hd so dang ky khai tir theo quy dinh
phap luat ho tich.

Truong hop nguoi yéu cau ding ky khai tir khong cung cap
duogc gidy td néu trén theo quy dinh hodc gidy to ndp, xuét
trinh bi tiy x6a, stra chita, lam gia thi co quan dang ky ho
tich c6 tham quyén huy bo két qua dang ky khai tr

S6 lwong ho so: 01 b

Budc 3

Phong Tu
phap cac
huyén, thanh
phd

Trudng phong

Chuyén cho can b chuyén mon

Mau 04, 05

Chuyén vién

Kiém tra, xem x¢ét ho so:

- Trudong hop ,h(*) so chua dafly du, hop 1€ hodac khong du diéu
ki€n gidi quyét, phai tir choi thi giri thong bao vé tinh trang

Mau 02, 04,
05
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r B-R
Buge Don vi thuwe | Trach nhiém N n Thoi o
thuce - n Noi dung thwe hién . mau/Ket

n hi¢n thwe hi¢én ) ’ ) glan .
hién qua
hé so t6i Bo phan mot cira dé thong bao cho nguoi nop ho
s0, ¢c6 van ban huong dan nguoi yéu cau bd sung, hoan
thién ho so, néu rd loai gidy to, ndi dung can bo sung (d6i
v6i ho so truc tiép) va gui thong bao qua thu dién tur hodc
tin nhin qua dién thoai di dong cho nguoi yéu cau bo sung,
hoan thién hé so (ddi véi hd so truc tuyén).
- Néu thay day du, hop 18, dung quy dinh thi thyc hién viéc
ghi vao S6 dang ky két hon, cap nhat thong tin dang ky két
hon trén Phan mém dang ky, quan ly ho tich dién tir dung
chung.
- In gidy chting nhén khai i, trinh 1anh dao phong xem xét.
Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh Mau 04, 05
N Chu tich/Ph6 Mau 04, 05
Lanh dao L. Y N S
, P Chu tich UBND | Xem x¢ét, ky Trich luc khai tir ban gidy va ky s6 vao ban
Buéc4 | UBND cap P R dien tir (néu e Al A A
A cap huyén 1€n tr (néu cong dan co6 yéu cau).
huyén
B6 phén van - V4o sd, dong du van ban, luu hd so.
Bué T Can bo van th s . . “
uoe 5 thu anbovantu ) Gri ho so, két qua cho B phan mét cira UBND cap huyén Mau 04, 05
Tra két qua:
B0 phan mot A X - A 3
, ?p an mo . - Truong hop truc tuyén: D& nghi cong dan xuat trinh va Mau
Buéc 6 | cua UBND Céan bo N S . X 1A . A
ndp cac giay to, tai li¢u theo thanh phan ho so. Cong dan 04,05,06

cép huyén

kiém tra thong tin va ky SO dang ky khai tir; ndp phi, 1& phi
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(néu c6 va cong dan chua ndp qua chirc ning thanh toan
trén Cong dich vu cong tai Budc 1). Tra két qua cho cong
dan. Trich luc khai t&r ban di¢n tir dugc gui vé email/thiét
bi s6 hodc Kho quan 1y dir liéu dién tir ciia cong dan (néu
c6 yéu cau)

- Truong hop truc tiép hodc buu chinh: Xuét trinh Phiéu
hen tra két qua dé can bo hodc buu ta kiém tra, ddi chiéu
thong tin trude khi tra két qua cho cong dan. Cong dan
kiém tra thong tin va ky SO dang ky khai tu.




* Truwong hop cin xic minh:
Téng thoi gian giai quyét TTHC: 03 ngay lam viée x 8 gio = 24 gid lam viée
(Cat giam 02 budc thyc hién)

Dich vu cong trwe tuyén mét phan
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Buge , . . Thoi Biéu
Don vi thuc Trach nhiém . n ) x p
thuc o i Noi dung thwe hién glan mau/Keé
o hién thuc hién ) ) ) - .
hién j j j 24 gioy t qua
Nguoi ¢6 yéu cau dang ky khai tir truc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp hd so truc tiép hodc gui hd
so qua hé thdng buu chinh hodc ndp hd so truc tuyén.
- Néu Iya chon hinh thirc ndp ho so tryc tiép, ngudi c6 yéu cau cap
khai tir ndp hd so dé nghi cdp xac nhan thong tin ho tich tai Bo
phan mét ctta UBND c.'?ip huyén; nop phi, 1€ phi dang ky khai tir;
ndp phi cap ban sao Trich luc khai tir néu c¢6 yéu cau cip béan sao
Bude Trich luc khai ttr.
1 Cong dan - Néu Iyra chon hinh thtre ndp hd so truc tuyén, ngudi co yéu cau ding

ky khai tor truy cdp Cong dich vu cong qudc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh Binh
(dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu di co tai khoan trén Cong dich vu cong) hodc diang ky tai khoan

(néu chua c6 tai khoan), x4c thuc ngudi ding theo huéng dan, ding
nhép vao hé thong, xac dinh ding Uy ban nhan dan cap huyén c¢6 tham
quyén. Cung cép thong tin theo biéu miu dién tir trong tac ding ky
khai tir (cung cép trén Cong dich vu cong), dinh kém ban chup hoic



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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DPon vi thuc Trach nhiém e n . e
thuwe D i NOi dung thwe hién glan mau/Keé
e hién thuc hién ) ) ) - .
hi€én j : j 24 gio t qua
ban sao dién tr cac gidy t, tai liéu theo quy dinh; ndp phi, 16 phi thong
qua chtrc nang thanh toan truc tuyén hodc bang cach thirc khac theo
quy dinh phap luat, hoan tat viéc ndp hd so.
1. B phan mgt cira UBND cép huyén tiép nhén ho so, kiém tra,
hudng dan tiép nhan ho so tryc tuyén hodc truc tiép (ddi véi t6
chirc, ca nhan khong du diéu kién co s& ndp hd so truc tuyén).
2. Néu ho so khong dat yéu cau thi huéng dan to chirc, ca nhan
bd sung theo dung quy dinh 01 lan duy nhat.
3. Truong hop ngudi cd yéu cau dang ky khai tir khong bo sung,
hoan thién dugce ho so thi béo céo Trudng bd phan mot cua cod
A van ban tir chdi giai quyét yéu cau dang ky khai tir (d6i v6i ho so Mau
, B6 phan mot i Ve A e A . Z A e«
Budce j L truc ti€p); guri thong bao tir choi gidi quyét qua thu dién tir hoac .. 101,02,03
cua UBND Can bo . . i e an A aZe a1 02 gio
2 J . tin nhan qua dién thoai di dong cho nguoi yéu cau (d6i véi ho so ,04,05,
cap huyén X
tryc tuyén). 06

4. Trudng hop ho so ddy du, quét (scan) va cap nhat, luu trix hd
s0 vao phan mém va chuyén vé Phong Tu phép céc huyén, thanh
phd.Thu phi, 1& phi (néu c6). In phiéu tiép nhan va hen tra két
qua giao cho to chirc, ca nhan

Ho so gom:

- T khai déng ky khai tir theo mau (néu ngudi ¢6 yéu cau lwa chon
ndp hd so theo hinh thire truc tiép);
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- Biéu miu dién tir twong tac dang ky khai tir (do ngudi yéu cau
cung cip thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi c6 yéu cau lya chon ndp ho so theo hinh thire truc tuyén);

- Nguoi c6 yéu cau dang ky khai tir thuc hién viéc ndp/xuit trinh
(theo hinh thie tryc tiép) hodc tai Ién (theo hinh thirc truc tuyén)
c4cC gidy to sau:

* Gidy to phai nop:

- Gidy bao tir hodc gidy to thay thé Gidy béo tir do co quan c6 tham
quyén cap;

- Gidy t0, tai liéu, chimg ctt do co quan, to chirc ¢6 tham quyén cip
hodc x4c nhan hop 18 chig minh sy kién chét dbi véi truong hop
dang ky khai tir cho nguoi chét da 1au, khong co Gidy bao tir hoic
gidy to thay thé Gidy bao tu;

- Vin ban ty quyén (dugc chimg thyc) theo quy dinh ctia phap luat
trong truong hop ty quyén thyc hién viéc dang ky khai tir . Trudng
hop nguoi ¢6 trach nhiém dang ky khai tir iy quyén cho ngudi khac
thyc hién viéc dang ky khai tor ma ngudi duge Gy quyén 1a 6ng, ba,
cha, me, con, Vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi
van ban ity quyén khong phai chimg thyc.

* Gidy to phai xut trinh:

- Ho chiéu hodc Ching minh nhéan dan hodc Thé cin cudc cong
dan hodc céc gidy to khac co dan anh va thoéng tin ca nhan do co
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Pon vi thuc Trach nhiém . . . P
thuce o n NOi dung thue hién glan mau/Ke
e hién thuc hién - .
hi€én j : j 24 gio t qua

quan c6 thAm quyén cip, con gia tri sir dung dé ching minh vé
nhan than cta ngudi ¢ yéu cau ding ky khai sinh. Truong hop
c4c thong tin ca nhan trong cac gidy to ndy di cO trong
CSDLQGVDC, CSDLHTPDT, dugc hé théng dién ty dong thi
khong phai xudt trinh (theo hinh thirc tryc tiép) hoic tai 1én (theo
hinh thirc truc tuyén);

- Gidy to ching minh noi cu tri. Truong hop cac théng tin vé gidy
td chitng minh noi cu tra dd c6 trong CSDLQGVDC, duoc dién tur
dong thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thirc tryc tuyén);

Truong hop giri hd so qua hé théng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cic gidy to phai xuét trinh néu trén.
*Luuy

- Déi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo
hinh thtc truc tiép:

+ Pdi v6i gidy to xut trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to khai,
chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho
nguoi xuat trinh, khong dugc yéu cau ndp ban sao hoic ban chup
gidy to do.

+ Nguoi yéu cau diang ky ho tich co thé ndp ban sao chimg thuc
tir ban chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kém
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Pon vi thuc Trach nhiém . . . P
thuce o n NOi dung thue hién glan mau/Ke
e hién thuc hién - .
hi€én j : j 24 gio t qua

theo ban chinh gidy t& dé dbi chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy t& thi ngudi tiép nhan co
trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh va ky xac
nhan, khéng dugc yéu cau nguoi di dang ky nop ban sao gidy to
do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, di hd so ding
ky ho tich theo quy dinh cta phép luat hg tich, khong dugc yéu
cau nguoi dang ky hé tich nop thém giéy to ma phap luat ho tich
khong quy dinh phéi ndp.

- Pbi voi gidy to giri kém theo néu nguoi yéu cau ndp hd so theo
hinh thuc truc tuyén:

+ Ban chup cac gidy to gii kém theo hd so dang ky khai tir truc
tuyén phai bao dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup
béng may anh, dién thoai hoac dugc chup, dugc quét bé“mg thiét bi
dién tur, tur giéy to duoc cép hop 1€, con gia tri stir dung; néu la giéy
td do co quan ¢ tham quyén nude ngoai cap thi phai dugc hop phap
hoéa lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop duoc
mién hop phéap héa lanh sy.

+ Truong hop gidy to, tai liéu phai gui kém trong ho so ding ky
khai tir truc tuyén da c6 ban sao dién tir hodc da c6 ban dién tir gidy
t& ho tich thi nguoi yéu cau duoc st dung ban dién tir nay.
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Don vi thuc Trach nhiém . n . x ;
thuwe D i NOi dung thwe hién glan mau/Keé
o hién thuwe hién : ‘ : - v
hi€én j : j 24 gio t qua
+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai
tir/ban sao Trich luc khai tir), ngudi c6 yéu cau dang ky khai tir phai
xuét trinh gidy to tuy than, ndp ban chinh cac gidy to 1a thanh phan
hé so dang ky khai tir theo quy dinh phap luat ho tich.
Truong hop ngudi yéu cau dang ky khai tir khéng cung cap duoc
gidy to néu trén theo quy dinh hodc gidy td ndp, xuét trinh bj tay
x0a, sira chira, lam gia thi co quan déng ky ho tich c¢6 tham quyén
huy bo két qua dang ky khai tir.
S6 lwong ho so: 01 bé
. , Mau 04,
Truéng phong | Chuyén cho can b chuyén mon 01 gio a(;15
Kiém tra, xem xét hd so:
Phone Tu - Truong hop ho so chua day du, hop 16 hoic khong du diéu kién
Bude ha gcéc giai quyét, phai tir chi thi gui thong bao vé tinh trang ho so t6i
P R P . N Bd phan mét cura dé thong bao cho nguodi ndp hd so, ¢6 van ban :
3 huyén, thanh Chuyén vién , x e A A oz . o 1A oy o Mau 02,
phé hudng dan ngudi yéu cau bo sung, hoan thién ho so, néu ro loai 11 gio 04. 05

gidy t0, ndi dung can bd sung (d6i véi hd so truc tiép) va gl
thong bao qua thu dién tir hoac tin nhéin qua dié¢n thoai di dong
cho nguoi yéu cau bo sung, hoan thi¢n ho so (déi voi hd so truc
tuyén).
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Budc , . . Thoi Biéu
Don vi thuc Trach nhiém . n . x ;
thuwe D i NOi dung thwe hién glan mau/Keé
o hién thuwe hién : ‘ : - v
hi€én j : j 24 gio t qua
- Néu thay day du, hop 18, dung quy dinh thi thyc hién viéc ghi
vao SO dang ky két hon, cap nhat thong tin ding ky két hon trén
Phan mém dang ky, quan 1y ho tich dién tir ding chung.
- In gidy ching nhan khai tir, trinh 13nh dao phong xem xét.
. : - | Mau 04,
Trudéng phong | Trinh l[anh dao UBND cap huyén xem xét quyét dinh 04 gio a(;lS
Lanh d Chu tich/Phé . g , . Mau 04,
Budc UI;lIriID jgp Chil liicllf UBI\(I)D Xeim xAét, k}'/A Tric’:h }uc lihal tor ban gidy va ky s6 vao ban dién t 04 gio a(;lS
4 . £ . (néu cong dan cb yéu cau).
huyén cap huyén
Buéc | Bo phan vi - V4o s0, déng dau vin ban, luu hd so. x
HOC 1 POPRARVAL i b van thu | - oo oo CONE catl van batl, Wi Ao 8. . 01 gi | Méu 04,
5 thu - Gui ho so, két qua cho B§ phan mot ctra UBND cap huyén 05
Tra két qua:
- Trudng hop tryc tuyén: D& nghi cong dan xuat trinh va ndp céac
gidy t0, tai liéu theo thanh phan hd so. Cong dan kiém tra thong
’ B phan mt tin va k}'/ Sb da‘mg’ ky lfhai tur; ndp I?hi, lAé phi;(né'u .c() va céPg dér.l )
Budc cita UBND Can bd chua ndp qua chirc nang thanh todn trén Cong dich vu cong tai 01 gio Mau
6 ' Budc 1). Tra két qua cho cong dan. Trich luc khai tir ban dién tir 8 04,05,06

cap huyén

dugc gui vé email/thiét bi s6 hodc Kho quan 1y dir liéu dién tir
ctia cong dan (néu co yéu ciu)

- Truong hop truc tiép hodc buu chinh: Xuét trinh Phiéu hen tra
két qua dé can bd hodc buu ta kiém tra, dbi chiéu thong tin trudc
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khi tra két qua cho cong dan. Cong dan kiém tra thong tin va ky

S6 dang ky khai tir.
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6. Tén thii tuc hanh chinh: Ping ky nhin cha, me, con ¢é yéu té nwéc ngoai
Mai s6 TTHC: 2.000779.000.00.00.H42
Thoi gian giai quyét: 15 ngay x 8 gid = 120 gid
(Cit giam 02 budc thyc hién va 08 gio) Téng thoi gian thue hién sau khi cat giam 14 ngay 1am viée x 8 gio = 112 gio lam viée
Thoi gian cat giam 1an 1: 04 gio

Thoi gian cét giam 1an 2: 04 gid
Tong s6 thoi gian cat giam dat: 08 gio dat 6,66 %
Dich vu cong true tuyén mét phan

Buéc , . o Thoi Biéu
Pon vi thuc Trach nhiém . n . x e
thuc D i NoOi dung thwe hién glan mau/Keét
o hién thuc hién : ‘ : - .
hién ’ ) ) 112 gior qua
Ngudi c6 yéu cau ding ky nhan cha, me, con ndp hd so ding
ky nhén cha, me, con thuc hién nop hd so truc tiép hodc nop
hd so truc tuyén.
- Néu Iyra chon hinh thirc ndp hd so truc tiép, ngudi co yéu
cau yeu cau dang ky nhan cha, me, con ndp hd so dang ky
nhan cha, me, con tai B6 phan mot cra UBND cép huyén;
N nop phi, 1& phi ndp 1¢ phi néu thude trudng hop phai nop 1é
Bude 1 Cong dan Op phi, 1€ phinop 1€ p : g hop p Op 1€

phi ding ky nhan cha, me, con; ndp phi cip ban sao Trich
luc dang ky nhan cha, me, con néu co yeéu cAu cép ban sao
Trich luc dang ky nhén cha, me, con.

- Néu Iya chon hinh thtrc ndp hé so truc tuyén, ngudi co yéu
cau yeu cau dang ky nhan cha, me, con ndp ho so dang ky nhan
cha, me, con truy cip Cong dich vu cong quéc gia (dia chi:
https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh Ninh



https://dichvucong.gov.vn/
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Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Bang nhap
tai khoan (néu da co tai khoan trén Céng dich vu cong) hodc

dang ky tai khoan (néu chua co tai khoan), x4c thyc nguoi ding
theo huéng dan, dang nhap vao hé théng, xac dinh ding Uy ban
nhéan dan cip huyén c6 thim quyén. Cung cép thong tin theo
biéu mAu dién tir tuong tac dang ky nhan cha, me, con (cung
cap trén Cong dich vu cong), dinh kém ban chup hozc ban sao
dién tir cac gidy 10, tai lidu theo quy dinh; ndp phi, 1¢ phi thong
qua chtic ning thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phép luét, hoan tat viéc ndp hd so.

Budc 2

B6 phan mét
cua UBND
cap huyén

Can bo

1. Bo phan mét cira UBND cap huyén tiép nhan ho so, kiém
tra, huéng dan tiép nhan hd so tryc tuyén hodc tryc tiép (d6i
voi to chie, ¢4 nhan khong du diéu kién co s ndp hd so
tryc tuyén).

2. Néu hd so khong dat yéu cau thi huéng dan t6 chirc, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

3. Truong hop ho so dy du, quét (scan) va cap nhat, luu
trit ho so vao phan mém va chuyén vé Phong Tu phép cac
huyén, thanh phd.Thu phi, 1& phi (néu c6). In phiéu tiép
nhén va hen tra két qua giao cho t6 chure, ca nhan

Ho so gﬁm:

04 gid

Mau
01,02,03,04,0
5, 06



https://dichvucong.ninhbinh.gov.vn/
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- TO khai dang ky dang ky nhan cha, me, con theo mau (néu
nguoi cé yéu cau lya chon ndp hd so theo hinh thirc truc tiép);
- Biéu mau dién tir tuong tac dang ky nhan cha, me, con (do
ngudi cd yéu ciu cung cap thong tin theo hudng dan trén
Céng dich vu cong, néu nguoi co yéu cau lya chon ndp ho so
theo hinh thirc tryc tuyén);

- Ngudi ¢6 yéu cau diang ky nhan cha, me, con thyc hién
viéc ndp/xudt trinh (theo hinh thirc truc tiép) hodc tai Ién
(theo hinh thie tryc tuyén) céc gidy to sau:

* Gidy to phai nop:

- Chung ctr ching minh quan hé cha, con hodc quan hé me,
con gdm mot trong cac gidy to, tai lidu sau day:

+ Vin ban cla co quan y té, co quan giam dinh hodc co
quan, to chirc khac c6 thim quyén ¢ trong nudc hodc nudc
ngoai xac nhan quan h¢ cha con, quan hé me con.

+ Truong hop khong cé chig ctr chiing minh quan hé cha,
me, con néu trén thi phai ¢c6 van ban cam doan cua cac bén
nhan cha, me, con, c6 it nhat hai nguoi [am chung vé mdi
quan h¢ cha, me, con.

- Truong hop diang ky nhan cha, me, con gitra cong dan
Viét Nam véi nguoi nude ngoai hodc gilta ngudt nudc
ngoai vo1 nhau thi ngudi nudc ngoai phai ndop ban sao ho
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chiéu hoic gidy td co gia tri thay ho chiéu dé chimg minh
vé nhén than.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc
cong dan hodc céac gidy to khac co dan anh va thong tin ca
nhan do co quan ¢ tham quyén cap, con gié tri sir dung dé
chimg minh vé nhan than cta ngudi co yéu cau ding ky
nhan cha, me, con. Truong hop cac thdng tin ca nhan trong
cac gidy to ndy da c6 trong CSDLQGVDC, CSDLHTDT,
duogc hé thong dién ty dong thi khong phai xuét trinh (theo
hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);
- Gidy to chimg minh noi cu tra. Truong hop cac thong tin vé
gidy to chimg minh noi cu tri da c¢6 trong CSDLQGVDC,
duogc dién tu dong thi khéng phai xudt trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

*Luuy

- DB6i v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho
so theo hinh thirc tryc tiép:

+ Poi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, ddi chiéu vai thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so




91

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
112 gior

Biéu
mau/Ket
qua

va tra lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching
thie tir ban chinh hodc ban sao duoc cép tir s6 gbc hoidc
ban chup kém theo ban chinh gidy t& dé ddi chiéu. Truong
hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, ddi chiéu
ban chup véi ban chinh va ky xac nhan, khong dugc yéu
cau ngudi di dang ky ndp ban sao gidy to do.

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

- Péi voi gidy to giri kém theo néu ngudi yéu cau ndp hd
so theo hinh thirc tryc tuyén:

+ Ban chup cic gidy to giri kém theo h so ding ky nhan cha,
me, con coO yéu t6 nude ngoai truc tuyén phéi bao dam rd nét,
day du, toan ven vé noi dung, 1a ban chup bang may anh, dién
thoai hodc dugc chup, duoc quét bang thiét bj dién i, tir gidy
t& duoc cap hop 18, con gia tri sir dung; néu 1a gidy to do co
quan c6 tham quyén nudc ngoai cap thi phai duoc hop phéap
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héa l1anh sy, dich sang tiéng Viét theo quy dinh, trr truong
hop dugc mién hop phép héa lanh su.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so ding
ky nhan cha, me, con tryc myén da co6 ban sao dién tir hoac
da c6 ban dién tir gidy to ho tich thi nguoi yéu cau dugce sir
dung ban di¢n tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc
dang ky nhan cha, me, con/ban sao Trich luc dang ky nhan
cha, me, con) nguoi c6 yéu cau dang ky nhan cha, me, con
phai xuat trinh gidy to tily than dé xac dinh nhéan than; nop
ban chinh gidy to, tai liéu 1 ching ct chimg minh quan hé
cha, con hodc quan hé me, con.

Truong hop nguoi yéu cau ding ky nhan cha, me, con
khong cung cp duogc gidy to néu trén theo quy dinh hodc
giéy to nop, xuét trinh bi téy x0a, sura chira, lam gia thi co
quan dang ky ho tich ¢6 tham quyén hity bo két qua dang
ky nhan cha, me, con.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich 1ap
van ban cam doan vé ndi dung yéu cau dang ky ho tich thi
co quan dang ky hd tich phai giai thich ro cho nguoi 1ap
vin ban cam doan vé trach nhiém, hé qua phap 1y cua viéc
cam doan khong dung su that.
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Buéc , . . Thoi Biéu
Don vi thue | Trach nhiém e cn . x £
thuc D i Noi dung thwe hién glan mau/Keét
. hién thwc hién : ‘ : - R
hién j : j 112 gior qua
Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 tham quyén huy bo két qua ding ky ho tich, néu c6
co s¢ xac dinh ndi dung cam doan khong dling su that.
S6 lwong ho so: 01 bé
Phong Tu Trudng phong | Chuyén cho can bd chuyén mon 02 gid | Mau 04, 05
Buse3 | PMPCAC | chuyenvien |- X Iy, thim dinh h so. o6 i | MAU02,04
huyen},l‘ihanh - Trinh lanh dao phong xem xét. & 05
pno —— : - : ~
Truong phong | Trinh l1anh dao UBND cap huyén xem xét quyet dinh 08 gid | Mau 04, 05
Lanh dao Chu tich/Ph¢ Mau 04, 05
Budc 4 | UBND cap | Chutich UBND | Xem xét, quyét dinh 08 gio
huyén cap huyén
B0 phén van - Vo s6, dong ddu vin ban, luu h so. :
Budc 5 T Can bg van th s . . 02 gic x
Hoe thu an bo van it | _ G ho so, két qua cho B phan mot cira UBND céap huyén glo Mau 04, 05
A - X4c nhan trén phan mém két qua TTHC d4 c6 tai Bo phan
B0 phan mot mot cura Mau
Budc 6 ra UBND Can bo A . . . 02 gic
AR By P2 |- Thong bao va tra két qua cho t6 chirc, cé nhan. Kétthic |~ © | 04,05,06

cap huyén

trén phan mém.
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7. Tén thi tuc hanh chinh: Ping Ky khai sinh két hop ding ky nhéin cha, me, con c6 yéu té nuéc ngoai
Mai s6 TTHC: 1.001695.000.00.00.H42
Thoi gian giai quyét: 15 ngay x 8 gid = 120 gid

(Cét giam 02 budc thuce hién va 04 gid) Tong thoi gian thuc hién sau khi cat giam 14,5 ngay 1am viée x 8 gid = 116 gio 1am viéc

Thoi gian cat giam 1an 1: 04 gio

Tong s6 thoi gian cat giam dat: 04 gio dat 3,33 %
Dich vy cong truc tuyén mot phan.

Thoi

Buoc . i n ; Biéu
Don vi thuc Trach nhiém . n glan x X
thuc N n NoOi dung thwe hi¢n . mau/Keét
o hi¢n thwe hién 116 gio .
hién qua
Ngudi ¢6 yéu cau dang ky khai sinh va nhan cha, me, con
nop ho so dang ky khai sinh va ding ky nhan cha, me, con
tai BO phan mot ctra cuia UBND cép huyén co tham quyén;
Bude 1 Cong dén n'(f)p 1¢ I}hi l’lé}l thliéc truong hop phéAi nop }é Izhi dﬁéng ky khﬁai
sinh, dang ky nhan cha, me, con; ndp phi cap ban sao Gidy
khai sinh,Trich luc dang ky nhan cha, me, con néu ¢o yéu
cau cép ban sao Giéy khai sinh,Trich luc dang ky nhan cha,
me, con.
1. B6 phan mot cira UBND cép huyén tiép nhan ho so, kiém
B6 phan mot tra, kiém tra tinh chinh x4c, df?ly du, théng nhét, hop 1€ cua Mau
Budc 2 | cira UBND cép Céan bo hd so. 04 o | 01:02:080
huyén 2. Néu ho so khong dat yéu cau thi huéng dan td chuc, ca g 4,05, 06

nhan bd sung theo dung quy dinh 01 1an duy nhat.
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3. Truong hop hd so ddy du, quét (scan) va cap nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phép céac
huyén, thanh phd. Thu phi, 1& phi (néu c6). In phiéu tiép
nhén va hen tra két qua giao cho t6 chirc, ca nhan

Ho so gfﬁm:

- T& khai ding ky khai sinh theo mau;

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

- Gidy chung sinh.

+ Truong hop khong c6 Gidy chtng sinh thi ndp van ban
ctia nguoi 1am chimg xac nhan vé viée sinh; néu khong c6
van ban ctia ngudi lam ching thi phai ¢ gidy cam doan vé
viéc sinh.

+ Trudng hop tré em sinh ra tai nuéc ngoai thi nop Giy
ching sinh hoic gidy to khac do co quan c6 thdm quyén
nudec ngoai cap xac nhan vé viée tré em duoc sinh ra & nude
ngoai va quan hé me - con (néu co);

- Truong hop cha hodac me¢ hodc ca cha, me 1a ngudi nude
ngoai thi phai ndp vin ban thoa thuan ciia cha, me vé viéc
lra chon quéc tich cho con. Truong hop cha, me¢ lya chon
qudc tich nude ngoai cho con, thi ngoai van ban thoa thuan
lra chon quéc tich con phai c6 xac nhan cia co quan co
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tham quyén nudc ma tré duoc chon mang qudc tich vé viéc
tré co qudc tich phtt hop quy dinh ctia phap luat nuéc do.

- Chung ctr chitng minh quan h¢ cha, con hodc quan hé me,
con gdm mot trong cac gidy to, tai lidu sau day:

+ Vin ban ciia co quan y té, co quan giam dinh hodc co
quan khac c6 thim quyén & trong nudc hodc nudc ngoai xac
nhan quan h¢ cha con, quan hé me con.

+ Truong hop khong c6 ching ctir chimg minh quan hé¢ cha,
me, con néu trén thi phai c6 van ban cam doan ctia cac bén
nhén cha, me, con, c6 it nhat hai nguoi lam ching vé mbi
quan h¢ cha, me, con.

- Truong hop dang ky nhan cha, me, con gitra cong dan Viét
Nam véi nguoi nude ngoai hoac gitta ngudi nudc ngoai voi
nhau thi ngudi nude ngoai phai ndp ban sao ho chiéu hoic
gidy t0 ¢6 gia tri thay ho chiéu dé chimg minh vé nhan than.
* Gidy to' phai xuat trinh:

- Ho chiéu hodc Ching minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac ¢ dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri st dung dé
ching minh vé nhan than cta ngudi cd yéu cau ding ky
nhan cha, me, con. Truong hop cac thdng tin ca nhan trong
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cac gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT,
duogc hé théng dién ty dong thi khong phai xudt trinh;

- Gidy to chtng minh noi cu tr. Trudng hop cac thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC,
duoc dién tu dong thi khong phai xuét trinh;

- Truong hop tré em sinh ra & nudc ngoai, c6 cha hodc me
la cong dan Viét Nam hoac cha va me déu la cong dan Viét
Nam, chua dugc ding ky khai sinh & nudc ngoai, vé cu tra
tai Viét Nam thi xuét trinh gidy t& chimg minh viéc tré em
d3 nhap canh hop phap vao Viét Nam (nhu: ho chiéu, gidy
td ¢6 gid tri di lai qubc té c6 ddu xac nhan nhap canh cua co
quan quan 1y xuat, nhap canh) va vin ban xac nhan cia co
quan cong an c6 tham quyén vé viéc tré em dang cu tru tai
Viét Nam.

*Luuy

- DB6i v6i gidy to ndp, xuét trinh:

+ Poi véi gidy to xuat trinh khi ding ky ho tich, ngudi tiép
nhan c6 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
trd lai cho nguoi xuét trinh, khong duoc yéu cau ndp ban
sao hodc ban chup gidy to do.
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+ Nguoi yéu cau dang ky ho tich ¢ thé ndp ban sao chimng
thuc tir ban chinh hodc ban sao dugc cap tir s6 gbc hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Trudong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du ho so
dang ky ho tich theo quy dinh cua phép luat hd tich, khong
dugc yéu cau ngudi dang ky ho tich nop thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

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

Co quan ding ky ho tich tir chdi giai quyét hoac dé nghi co
quan c6 tham quyén huy bo két qua dang ky ho tich, néu c6
co s¢ xac dinh nd1 dung cam doan khong dung su that.

- Béi véi viéc xac dinh ho, dan toc, dat tén cho tré:
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Buoéc . i ” ] Biéu
Pon vi thuc Trach nhiém e en glan . P
thuc N n NoOi dung thwe hi¢n . mau/Keét
o hién thue hién 116 gior .
hién qua
+ Viéc xac dinh ho, dan toc, dat tén cho tré em phai phu hop
véi phép luat va yéu cau giir gin ban sic dan toc, tap quén,
truyén thong vin hoa tét dep cua Viét Nam; khdng dit tén
qua dai, kho str dung.
+ Truong hop cha, me khong thoa thuan duogc vé ho, dan
toc, qué quan cua con khi dang ky khai sinh thi ho, dan toc,
qué quan cua con duoc xac dinh theo tap quan nhung phai
bao dam theo ho, dan toc, qué quan cua cha hoac me.
S6 Iwgng hd so: 01 bd
. , Mau 04,
Trudéng phong | Chuyén cho céan b chuyén mon 02 gio a(;15
Phong Tu pha N . . 5 ~
, O,Hg UP ap Chuyénvién | - Xu ly, tham dinh ho so. o Mau 02,
Budec 3 cac huyén, T . . 90 gio
. P - Trinh Ianh dao phong xem xét. 04, 05
thanh pho _
) \ N ~ Je ~ , £, 4 . Mau 04,
Truong phong | Trinh lanh dao UBND cap huyén xem xét quyéet dinh 08 gio 05
Lanh dao Chu tich/Pho Mau 04,
Bu6c4 | UBNDcap | Chatich UBND | Xem xét, quyét dinh 08 gio 05
huyén cap huyén
- Vo s6, dong dau van ban, luu hd so. . .
Budc 5 | BO phan van thu | Can bo van thu | - oo o> COng au van baf, Wi o 5o 02 gid | Mau 04,

- Gtii ho so, két qua cho B phan mot ctra UBND cép huyén

05
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. Thoi .
Buoc . i n ] Bi€u
Pon vi thue Trach nhiém .. A glan x P
thuc N n NoOi dung thwe hi¢n . mau/Keét
o hién thue hién 116 gior .
hién qua
. - Xac nhan trén ph?m mém két qua TTHC da c6 tai B phan
B0 phan mot mot ctra Mau
Budc 6 | cira UBND ci Cén bd SRS : : : 02 gid
¢ cua cap an bo - Thong bao va tra két qua cho to chirc, ca nhan. Két thuc &l 04,05,06

huyén

trén phan mém.
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8. Tén thii tuc hanh chinh: Ping Ky giam hd cé yéu t6 nwéc ngoai

Mai s6 TTHC: 1.001669.000.00.00.H42

* Truwong hop dang ky giam h§ ci

Thaoi gian giai quyét TTHC: 05 (ngay 1am viéc)x 08 gio = 40 gid lam viée
(Cat giam 02 budc thyc hién)

Dich vu cong true tuyén mét phan.

. Thoi <X
Budc . , n . Biéu
Don vi Trach nhiém .. A glan x £
thuc s n Noi dung thwe hi¢n . mau/Keét
o thue hién thwe hién 40 gity .
hién qua

Ngudi c6 yéu cau yéu cau dang ky giam ho thuce hién hodc Gy quyén
cho nguoi khac thyuc hién ndp hd so truc tiép hodc giri hd so qua hé
thdng buu chinh hoidc ndp hd so truc tuyén.

- Néu lya chon hinh thtrc ndp hd so truc tiép, ngudi cd yéu cau yéu
cau dang ky giam ho ndp hd so d& nghi yéu cau dang ky giam ho
tai B phan mot cira UBND cép huyén; nop phi, 1€ phi theo quy
dinh phéap luat.

Budce 1 Cong dan - Néu Iya chon hinh thirc ndp hd so truc tuyén, ngudi co yéu cau
yéu cau dang ky giam ho truy cip Cong dich vu cong qudc gia (dia
chi: https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhap tai
khoan (néu da co tai khoan trén Cong dich vu cong) hodc dang ky
tai khoan (néu chwa c6 tai khoan), xac thuc ngudi dung theo huéng

dan, ding nhap vao hé théng, xac dinh dung Uy ban nhan dan cép

huyén c6 thim quyén. Cung cép thong tin theo biéu miu dién tir



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
40 gior

Biéu
mauw/Két
qua

tuong tac ding ky giam ho (cung cip trén Cong dich vu cong), dinh
kém ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy
dinh; ndp phi, 1¢ phi thong qua chirc ning thanh toan tryc tuyén hodc
bang cach thirc khéc theo quy dinh phép luat, hoan tit viéc ndp ho
SO.

Budc 2

B6 phan
mot cura
UBND cip
huyén

Can bo

1. Bo phan mét cira UBND cép huyén tiép nhan h so, kiém tra,
huéng din tiép nhan ho so tryc tuyén hodc truc tiép (d6i véi to
chure, c4 nhan khong du diéu kién co s& ndp hd so truc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan to chiic, ca nhan bd
sung theo dung quy dinh 01 1an duy nhét.

3. Truong hop hd so day dil, quét (scan) va cap nhat, luu trir hd so

vao phan mém va chuyén vé Phong Tu phap cac huyén, thanh phd.

Thu phi, 18 phi (néu co). In phiéu tiép nhan va hen tra két qua giao

cho to chure, ¢4 nhan

Ho so gﬁm:

- To khai dang ky giam ho theo mau (néu nguoi c6 yéu cau lua chon
nop ho so theo hinh thirc tryc tiép);

- Biéu méu dién tir tuong tac ding ky giam ho (do ngudi yéu cau
cung cip thong tin theo hudng dén trén Cong dich vu cong, néu nguoi
co yeu cAu lya chon nop hd so theo hinh thie truc tuyén);

02 gid

Mau
01,02,03,
04,05, 06
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
40 gior

Biéu
mauw/Két
qua

- Nguoi ¢6 yéu cau dang Ky giam ho thuc hién viée ndp/xudt trinh
(theo hinh thirc truc tiép) hodc tai Ién (theo hinh thirc truc tuyén)
c4cC gidy to sau:

* Gidy to phai nop:

- Van ban ctr nguoi giam hd theo quy dinh cua B0 luat Dan sy ddi
v6i truong hop ding ky giam ho cir; gidy to chimg minh diéu kién
giam ho duong nhién theo quy dinh cua Bo ludt Dan sy ddi véi
truong hop dang ky giam ho dwong nhién; trudng hop co nhiéu
ngudi cing du diéu kién 1am gidm ho dwong nhién thi ndp thém
véan ban thoa thuan vé viéc ctir mot nguoi lam giam ho duong nhién;
- Vin ban ty quyén (duoc chiing thuc) theo quy dinh ctia phép luat
trong trudng hop ty quyén thyc hién dang ky giam ho. Truong hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi,
em rudt cia ngudi Uy quyén thi vin ban uy quyén khéng phai
chung thyc.

* Gidy to phai xuit trinh:

- HO chiéu hoac Chimng minh nhan dan hoac Thé can cudc cong
dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cdp, con gid tri st dung dé chtimg minh vé
nhan than cua nguoi co yéu cau dang ky giam ho. Truong hop céac
thdng tin c4 nhan trong cac gidy to nay d c6 trong CSDLQGVDC,
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
40 gior

Biéu
mauw/Két
qua

CSDLHTDT, duoc hé théng dién tu dong thi khong phai xuét trinh
(theo hinh thire tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén);
- Gidy to chimg minh noi cu tra. Trudng hop cc théng tin vé gidy to
chimg minh noi cu tri dd c6 trong CSDLQGVDC, duoc dién tu
dong thi khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thirc tryc tuyén);

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cic gidy to phai xuét trinh néu trén.
*Luuy

- Pbi véi gidy to ndp, xuét trinh néu nguoi yéu cau ndp hd so theo
hinh thuc truc tiép:

+ Pbi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup
lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi
xuét trinh, khéng duoc yéu ciu ndp ban sao hodc ban chup gidy to
do.

+ Nguoi yéu cau diang ky ho tich c¢6 thé ndp ban sao ching thyc tir
ban chinh hodc ban sao duoc cip tir s6 gdc hodc ban chup kém
theo ban chinh gidy to dé ddi chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan co
trach nhiém kiém tra, d6i chiéu ban chup vai ban chinh va ky xac
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
40 gior

Biéu
mauw/Két
qua

nhan, khong duogc yéu cau nguoi di dang ky ndp ban sao gidy to
do.

+ Ngudi tiép nhéan co trach nhiém tiép nhan dung, du hd so dang
ky ho tich theo quy dinh ctia phéap luat ho tich, khéng dugc yéu cau
ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich khong
quy dinh phai ndp.

- Pdi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so theo
hinh thte truc tuyén:

+ Ban chup cac gidy to gii kém theo hd so diang ky giam ho truc
tuyén phai bao dam 4 nét, dﬁy du, toan ven vé ndi dung, 1a ban chyp
béng may anh, dién thoai hoac dugc chup, dugc quét bé“mg thiét bi
dién i, tir gidy to dugc cap hop 18, con gia tri str dung; néu 1a gidy to
do co quan c6 thim quyén nudc ngodi cap thi phai duge hop phap
hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir trudng hop duoc
mién hop phéap héa lanh sy.

+ Trudng hop gidy t0, tai lidu phai giri kém trong ho so ding ky giam
ho truc tuyén di c6 ban sao dién tir hodc di c6 ban dién tir gidy to ho
tich thi nguoi yéu cau duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky
giam ho/ban sao Trich lyc dang ky gidm ho), nguoi co yéu cau diang
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Thoi

Buoéc . i n ] Biéu
Pon vi Trach nhiém e cn glan x P
thue s . Noi dung thwe hi¢n N mau/Keét
o thue hién thue hién i ) j 40 gior .
hién qua
ky gidm ho xuét trinh gidy to tuy than, ndp ban chinh cac gidy to 1a
thanh phan hd so dang ky giam ho theo quy dinh phap lut h tich.
Truong hop ngudi yéu cau dang ky giam ho khong cung cip duoc
gidy td néu trén theo quy dinh hodc gidy to ndp, xuat trinh bi tay
x0a, stra chira, lam gia thi co quan dang ky ho tich ¢ thim quyén
huy bo két qua dang ky giam ho.
S6 lwong ho so: 01 bé
: ‘ 3 A o .| Mau 04,
Truong phong | Chuyén cho can by chuyén mon 02 gid
\ 05
Phong Tu . :
hép cac | Chuyén vién |- Xurly, tham dinh h6 so. . Mau 02
Busc3 | PP y e ‘ , 16 gio | auUe
huyén, - Trinh 1anh dao phong xem xét. 04, 05
thanh ph , , Mau 04
Truong phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 08 gio 05 ’
Chu tich/Ph¢ Mau 04
Lanhdao |~ 100 ™ o5
I u 4 . .
Budce 4 UBNDA cap UBND. chp Xem xét, quyét dinh 08 gio
huyén R
huyén
B6 phan Canbo van |- Vao sd, dong du vén ban, luu hd so. . x
Budc 5 P ; e ; , 02 gid | Mau 04,
Hoe van thu thu - Gui ho so, két qua cho B phan mot ctra UBND cap huyén £19 au

05
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Thoi

Buoéc . i n ] Biéu
Pon vi Trach nhiém .. A glan x P
thue s . Noi dung thwe hi¢n N mau/Keét
o thue hién thue hién i ) j 40 gior .
hién qua
B phan - Xac nhan trén phﬁn mém két qua TTHC da c6 tai BO phan mot
mot cuira cua. Mau
Budc 6 ° . Can bo R . . . . \ 02 gio
¢ UBND cap an bo - Thong bao va tra két qua cho to chirc, ca nhan. Két thic trén phan &l 04,05,06

huyén

mém.
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Tén thi tuc hanh chinh: Ping ky giam hd ¢ yéu té nwéc ngoai
* Truwong hop dang ky giam h¢ dwong nhién

Thaoi gian giai quyét: 03 (ngay lam viéc)x 08 gid = 24 gid 1am viée
(Cat giam 02 budc thyc hién)

Dich vu cong trwe tuyén mot phan.

Budc
thuwe
hién

Pon vi thuec | Trach nhiém

Noi dung thue hié
hién thue hién 01 dung thue hi¢n

Thoi
gian
24 gity

Bicu

mauw/Két qua

Nguoi co yéu cau yéu ciu dang ky giam ho thuc hién hoac
iy quyén cho ngudi khac thuc hién ndp ho so truc tiép hodc
gtri hd so qua hé thdng buu chinh hodc ndp hd so truc tuyén.
- Néu lwa chon hinh thire ndp hd so truc tiép, ngudi co yéu
cau yéu cau dang ky giam ho ndp ho so dé nghi yéu ciu ding
ky giam ho tai B6 phan mét cta UBND cép huyén; ndp phi,
1& phi néu thudc trudng hop phai ndp 1é phi dang ky giam ho;
Bude 1 Cong dan n?p pA,hi cfip ban sa,o Trich 1}1(: dé,ng ky gia}m ho néu co yéu
cau cap ban sao Trich luc dang ky gidm ho.

- Néu lya chon hinh thirc ndp hd so truc tuyén, ngudi co yéu
cau yéu cau dang ky giam ho truy cap Cong dich vu cong
quoc gia (dia chi: https://dichvucong.gov.vn) hodc Cong
Dich wvu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu di c6 tai khoan trén Cong dich vu cong) hoic ding ky

tai khoan (n€u chua c¢ tai khodn), xac thyc nguoi dung theo



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

hudng dén, diing nhap vao hé théng, xac dinh ding Uy ban
nhan déan cap huyén c6 tham quyén. Cung cép thong tin theo
biéu mau dién tir tuong tic dang ky giam ho (cung cap trén
Cong dich vu cong), dinh kém ban chup hodc ban sao dién
tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi thong
qua chiic ning thanh toan truc tuyén hodc bang cach thic
khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

Budc 2

B6 phan mét
cura UBND
cap huyén

Can bo

1. Bo phan mot cira UBND cip huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhan hd so truc tuyén hodc truc tiép (d6i
voi to chie, ¢4 nhan khong du diéu kién co s& nop hd so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

3. Truong hop hd so ddy du, quét (scan) va cdp nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phép cac
huyén, thanh phé. Thu phi, 1¢ phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chure, ca nhan

Ho so gom:

- To khai dang ky giam ho theo mau (néu nguoi ¢ yéu cau
lya chon ndp hd so theo hinh thuc truc tiép);

02 gid

Mau
01,02,03,04,0
5, 06
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

- Biéu méu dién tir trong tic dang ky giam ho (do ngudi yéu
cau cung cip thong tin theo hudéng dan trén Cong dich vu
cong, néu ngudi co yéu cau lira chon ndp hd so theo hinh thirc
tryc tuyén);

- Ngudi c6 yeu cau dang ky giam ho thyc hién viée ndp/xuét
trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo hinh thac
truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Van ban ctr nguoi giam ho theo quy dinh cua B9 luat Dan
su dbi v6i truong hop dang ky giam ho cir; gidy to chimg
minh diéu kién giam ho duwong nhién theo quy dinh cta Bo
luat Dan sy ddi véi truong hop ding ky giam ho duong
nhién; trudng hop c6 nhiéu nguoi cing du didu kién lam
giam ho duwong nhién thi ndp thém vian ban thoa thuan vé
viéc cir mot nguoi lam giam hd duwong nhién;

- Vin ban uy quyén (duoc ching thyc) theo quy dinh cua
phap luat trong truong hop uy quyén thuc hién ding ky
giam ho. Trudng hop ngudi dugc Gy quyén 1a dng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cua nguoi uy quyén
thi van ban ty quyén khong phai chiing thyc.

* Gidy to phai xuit trinh:
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

- Ho chiéu hoac Chimg minh nhan dan hodc Thé can cudc
coéng dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé
chimg minh vé nhan than ciia nguoi cé yéu cau ding ky
giam ho. Truong hop cac thong tin c4 nhan trong cac gidy
to nay da co6 trong CSDLQGVDC, CSDLHTDT, duogc h¢
thdng dién ty dong thi khéng phai xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Gidy to chtng minh noi cu tri. Trudng hop cac thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC,
duogc dién ty dong thi khong phai xuét trinh (theo hinh thic
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

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

*Luuy

- Bdi véi gidy to nop, xuat trinh néu ngudi yéu cau ndp ho
so theo hinh thirc tryc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, dbi chiéu vai thong tin trong
td khai, chup lai hodc ghi lai thong tin dé Iuu trong hd so va
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

tra lai cho nguoi xudt trinh, khong dugc yéu cau ndp ban
sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cap tir so gbe hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

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

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

+ Ban chup cac gidy to giri kém theo hd so dang ky giam ho
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé nodi dung,
14 ban chup bang may anh, dién thoai hodc dugc chup, dugc
quét bang thiét bi dién tir, tir gidy to dwoc cip hop 18, con gia
tri str dung; néu 13 gidy to do co quan c6 thim quyén nudc
ngoai cip thi phai dwoc hop phép héa lanh su, dich sang tiéng
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

Viét theo quy dinh, trir trudng hop duoc mién hop phap hoa
lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd so ding
ky giam hd truc tuyén da co ban sao dién tir hoac da co ban
dién tir gidy to ho tich thi nguoi yéu cau duge sir dung ban
dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc
dang ky gidm hg/ban sao Trich luc dang ky giam ho), ngudi
c6 yéu cau dang ky giam ho xudt trinh gidy to tuy than, nop
ban chinh céc gidy to 1a thanh phan hd so ding ky gidam ho
theo quy dinh phép luét ho tich.

Truong hop ngudi yéu ciu ding ky giam ho khong cung
cap duoc gidy to néu trén theo quy dinh hodc gidy to nop,
xudt trinh bi tiy x6a, stra chita, 1am gia thi co quan dang ky
ho tich c6 thim quyén hay bo két qua diang ky giam ho.

S6 lwong ho so: 01 b

Budce 3

Phong Tu
phap cac
huyén, thanh
phd

Trudng phong

Chuyén cho can b chuyén mon

01 gid

Mau 04, 05

Chuyén vién

- Xir Iy, tham dinh ho so.

- Trinh 1anh dao phong xem xét.

11 gio

Mau 02, 04,
05
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, Thoi
Buoc . , en . X
Pon vi thuc Trach nhiém e cn glan Biéu
thuce o in Noi dung thwe hién . , X .
o hién thwe hién 24 giv | mau/Ket qua
hién
Trudng phong | Trinh ¥nh dao UBND cép huyén xem xét quyét dinh 04 gio Mau 04, 05
Lanhdao | Chi tich/Pho Mau 04, 05
Buéc 4 | UBNDcip | Chutich UBND | Xem xét, quyét dinh 04 gioy
huyén cap huyén
5 phan vi - Vo sd, dong dau van ban, luu hd so.
Buee s | DOPHAMVAN | oo e van thy | e A o .| olgiv | Mauo04 05
thu - Gui ho so, két qua cho B phan mgt cira UBND cap huyén ’
B phan mot ;n}é,?z E:én trén phﬁn mém két qua TTHC da c6 tai Bo phan
Buéc 6 | cira UBND Can bd i ' 01 gid | Mau 04,05,06

cap huyén

- Thong bao va tra két qua cho t6 chirc, c4 nhan. Két thuc
trén phan mém.
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9. Tén thii tuc hanh chinh: Ping ky chim dirt giam hd c6 yéu td nwée ngoai
Mai s6 TTHC: 2.000756.000.00.00.H42
Tong thoi gian thwe hién TTHC: 02 ngay 1am viée x 8 gid = 16 gio lam viée
Dich vu cong trwe tuyén mét phan
(Cat giam 02 budc thyc hién)

Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thuc hién

Noi dung thue hién

Thoi
gian
16 gio

Bieéu
mau/Ket

>

qua

Budc 1

Cong dan

Ngudi ¢6 yéu cau yéu cau dang ky chdm dut giam ho thyc
hién hodc ty quyén cho ngudi khéc thuce hién ndp hd so truc
tiép hodc giri hd so qua hé thong buu chinh hodc ndp hd so
truc tuyén.

- Néu lwa chon hinh thire ndp hd so truc tiép, ngudi co yéu
cau yéu cau dang ky chdm dut giam hd ndp hd so dé nghi
yéu cau dang ky cham dut giam ho tai B phan mot ctra
UBND cép huyén; ndp phi, 18 phi néu thudc truong hop phai
nop 18 phi ding ky cham dit giam ho; ndp phi cap ban sao
Trich lyc dang kY cham dit giam ho néu c6 yéu cau cap ban
sa0 Trich lyc ding ky chdm dut giam ho.

- Néu luya chon hinh thirc ndp ho so truc tuyén, ngudi co yéu
cau yéu cau diang ky cham dut giam ho truy cap Cong dich
vu cong qudc gia (dia chi: https://dichvucong.gov.vn) hoic
Cong Dich vu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/

116

Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Bieu
mau/Két

>

qua

(néu d3 co tai khoan trén Cong dich vu cong) hodc diang ky
tai khoan (néu chwa c6 tai khoan), xac thue ngudi dung theo
hudng dén, ding nhap vao hé théng, xac dinh ding Uy ban
nhan déan cip huyén c6 tham quyén. Cung cap thong tin theo
biéu mAu dién tir twong tac dang ky chim dit giam ho (cung
cap trén Cong dich vu cong), dinh kém ban chup hodc ban
sao dién tir cac giéy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi
thong qua chirc ning thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phap luat, hoan tit viéc nop hd so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Can bo

1. Bo phan mot cira UBND cip huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhan hd so truc tuyén hodc truc tiép (d6i
voi tO chie, ¢4 nhan khong du diéu kién co s& nop hd so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chirc, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

3. Truong hop ho so day du, quét (scan) va cip nhat, luu
trit ho so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh phé. Thu phi, 18 phi (néu co6). In phiéu tiép
nhén va hen tra két qua giao cho t6 chure, ca nhan

Ho so gﬁm:

02 gio

Mau
01,02,03,04,
05, 06
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Bieu
mau/Két

>

qua

- T& khai dang ky chim dirt giam ho theo mau (néu ngudi co
yéu cau lya chon ndp hd so theo hinh thirc truc tiép);
- Biéu méu dién tir trong tac dang ky chim dut giam ho (do
ngudi yéu cau cung cip thong tin theo hudng din trén Cong
dich vu cong, néu nguoi cd yéu cau lya chon ndp hd so theo
hinh thtrc truc tuyén);

- Ngudi ¢6 yéu cau dang ky cham dut giam ho thyc hién viéc
ndp/xudt trinh (theo hinh thire truc tiép) hodc tai 18n (theo
hinh thiic tryc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy to 1am can ctr cham dit giam ho theo quy dinh ctia Bo
luat Dan su.

- Vin ban oty quyén (duoc chimg thuc) theo quy dinh ctia phap
luat trong truong hop Uy quyén thuc hién dang ky cham dirt
giam ho. Trudng hop nguoi duge oy quyén 1a 6ng, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi
van ban ity quyén khong phai chimg thyc.

* Gidy to phai xuat trinh:

Ho chiéu hoic Ching minh nhan dan hodc Thé cin cudc
cong dan hodc cac gidy to khac c6 dén anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia trj sir dung dé
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Bieu
mau/Két

>

qua

ching minh vé nhan than cta nguoi cd yéu cau ding ky
cham dut giam ho. Trudng hop céc théng tin ca nhan trong
cac gidy to nay da co trong CSDLQGVDC, CSDLHTPT,
dugc hé théng dién tu dong thi khong phai xuét trinh (theo
hinh thirc truc tiép) hoic tai 1én (theo hinh thirc tryc tuyén).
Truong hop giri hd so qua hé théng buu chinh thi phai gui
kém theo ban sao c6 chimg thuc cac gidy to phai xuét trinh
néu trén.

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod
so theo hinh thirc tryc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xudt trinh, khong duoc yéu ciu ndp ban
sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cip tir s6 gdc hodc ban
chup kém theo ban chinh gidy t& dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
ngudi tiép nhan c6 trach nhiém kiém tra, dbi chiéu ban chup
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Bieu
mau/Két

>

qua

v6i ban chinh va ky xac nhéan, khong dugc yéu cau ngudi
di dang ky nop ban sao gidy to do.

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

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so
theo hinh thirc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky cham dirt
giam ho truc tuyén phai bao dam 16 nét, day du, toan ven vé
noi dung, 13 ban chup bang may anh, dién thoai hoic duoc
chup, dugc quét bﬁng thiét bj dién tu, tr giéy to duoc cép hop
1€, con gia tri sir dung; néu la giéy to do co quan co thAm
quyén nudc ngoai cap thi phai dugc hop phap hoa lanh s,
dich sang tiéng Viét theo quy dinh, trir trudng hop duoc mién
hop phap hoa lanh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang
ky chdm dut giam ho truc tuyén da c6 ban sao dién tir hodc da
c6 ban dién tir gidy to ho tich thi ngudi yéu cau duoc sir dung
ban di¢n tir nay.
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Bieu
mau/Két

>

qua

- Khi d&én co quan dang ky ho tich nhan két qua (Trich luc
dang ky cham dit giam ho/ban sao Trich luc dang ky cham
dirt giam ho), nguoi c6 yéu cau dang ky cham dat giam ho
xuét trinh gidy to tuy than, ndp ban chinh cac gidy to 1a thanh
phan hd so ding ky cham dut giam ho theo quy dinh phap luat
ho tich.

Truong hop ngudi co yéu cau dang ky chdm dut giam ho
khong cung cap duge gidy td néu trén theo quy dinh hoic
giéy to nop, xut trinh bi téy x6a, stra chira, lam gia thi co
quan dang ky ho tich co thim quyén hiy bo két qua dang
ky cham dat giam ho.

S6 lwong ho so: 01 bo

Budc 3

Phong Tu
phap cac
huyén, thanh
phd

Trudng phong

Chuyén cho can by chuyén mon

01 gio

MaAu 04, 05

Chuyén vién

- Xtr Iy, tham dinh hd so.

- Trinh lanh dao phong xem xét.

06 gio

Mau 02, 04,
05

Trudng phong

Trinh lanh dao UBND cap huyén xem xét quyét dinh

03 giov

Mau 04, 05
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Thoi

Bué ) Bié
woe Pon vi thwe | Trach nhiém . n gian x et £
thuwe N n Noi dung thwe hi¢n . mau/Keét
o hién thue hién 16 gior R
hién qua
Lanh dao Chu tich/Pho Mau 04, 05
Budc4 | UBNDcip | Chiitich UBND | Xem xét, quyét dinh 02 gid
huyén cap huyén
B phén van - V4o sd, dong déu, Iuu ho so. .
Buodc 5 T Can b0 van th Doy . . 01 gic N
Hoe thu an bo van thtt ) _ Gri ho so, két qua cho B phan mét cra UBND cap huyén glo Mau 04, 05
o - Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan
B phan mot mot cura Mau
Buoc 6 ra UBND Can bg L ; . A . 01 gic
woe cua an bo - Thong bao va tra két qua cho to chirc, ca nhan. Két thtc 810 04,05,06

cap huyén

trén phan mém.
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10. Tén thii tuc hanh chinh: Thay ddi, cai chinh, bd sung hd tich, xac dinh lai din téc

Mai s6 TTHC: 2.000748.000.00.00.H42

* Poi véi bo sung hd tich

Thoi gian giai quyét: Ngay trong ngay tiép nhan ho so. Truong hop nhan ho so sau 15 gio ma khong giai quyét dugc ngay thi
tra két qua trong ngay lam viéc tiép theo.

(Cit giam 02 budc thuc hién)

Dich vu cong truc tuyén mot phﬁn

Buo Bié
oe Pon vi thuc | Trach nhiém . n Thoi x red £
thuc o o NoOi dung thwe hién : mau/Ket
: hi¢n thuc hién ) ’ ) glan

hién qua

Nguoi ¢6 yéu cau yéu cu thay doi, cai chinh, bo sung hod
tich, x4c dinh lai dan toc thyc hién hodc tiy quyén cho ngudi
khéc thuc hién ndp hd so truc tiép hodc gui hd so qua h¢
thdng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thirc ndp hd so truc tiép, ngudi co yéu
cau yéu cau thay ddi, cai chinh, bd sung ho tich, xac dinh
Bude 1 Cong dan lai dan ‘f(f)c' ndp h?) so.dé nghi yAéu cfiu th?ly dA(l)i, Cfli chiflh, }?6
sung ho tich, xac dinh lai dan tdc tai Bo phan mot ctra
UBND cép huyén; ndp 1¢ phi néu thudc trudng hop phai ndp
1¢ phi thay dbi, cai chinh, b6 sung thong tin ho tich, xac dinh
lai dan toc; ndp phi cép ban sao Trich luc thay dbi, cai chinh,
bo sung thong tin ho tich, xac dinh lai dan toc néu co yéu
cau cap ban sao Trich luc thay d6i, cai chinh, b6 sung thong
tin ho tich, xac dinh lai dan tdc.
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Biéu
mau/Ket
qua

- Néu lua chon hinh thurc ndp ho so truc tuyén, nguoi cd yéu
cau thay ddi, cai chinh, bd sung ho tich, xac dinh lai dan tdc
truy cdp Cong dich vu cong qubc gia (dia chi:
https://dichvucong.gov.vn) hodc Céng Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich vu
cong) hodc diang ky tai khoan (néu chua cé tai khoan), xac
thyc ngudi dung theo huéng dan, ding nhap vao hé thong,
xac dinh dung Uy ban nhéan déan cap huyén c6 thim quyén.
Cung cap thong tin theo biéu mau dién tir trong tac thyc hién
dang ky thay ddi, cai chinh, bd sung thong tin hd tich, xac
dinh lai dan toc (cung cap trén Cong dich vu céng), dinh kém
ban chup hodc ban sao dién tir cac gidy to, tai liéu theo quy
dinh; ndp phi, 1¢ phi thong qua chirc nang thanh toan truc
tuyén hodc bang cach thic khac theo quy dinh phap luat,
hoan tat viéc nop ho so.

Budc 2

B6 phan mdt
cua UBND
cap huyén

Cén bd

1. B6 phan mot cira UBND cap huyén tiép nhan ho so, kiém
tra, hudng dan tiép nhan ho so tryc tuyén hodc tryc tiép (d6i
voi to chire, c4 nhan khong du diéu kién co so nop ho so
truc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan to chirc, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

Mau
01,02,03,04,
05, 06



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Buoc . i " .. Biéu
DPon vi thuc Trach nhiém e n Thoi x X
thuc o n NOi dung thue hién i mau/Keét
n hién thuc hién glan .
hién qua

3. Trudng hop hd so ddy du, quét (scan) va cdp nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phép cac
huyén, thanh phé. Thu phi, 1& phi (néu o). In phiéu tiép
nhén va hen tra két qua giao cho t6 chirc, c4 nhan.

Ho so bao gdm:

- T& khai dang ky thay doi, cai chinh, bd sung thong tin ho
tich, xac dinh lai dan toc theo mau (néu nguoi co yéu cau lua
chon nop hé so theo hinh thirc truc tiép);

- Biéu mau dién tur tuong tac thuc hién dang ky thay ddi, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan toc (do
ngudi yéu ciu cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi co yéu cau lya chon ndp hd so theo
hinh thirc tryc tuyén);

- Ngudi ¢6 yéu cau diang ky thay doi, cai chinh, bd sung
thong tin hd tich, xac dinh lai dan tocthuc hién viéc
ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo
hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy to lién quan dén viéc thay doi, cai chinh, b6 sung
thong tin ho tich, xac dinh lai dan toc;

- Vian ban uy quyén (dugc chimg thyc) theo quy dinh cua
phap luat trong truong hop Uy quyén thuc hién viéc dang
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Biéu
mau/Ket
qua

ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh
lai dan toc. Truong hop nguoi duge Gy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy
quyén thi van ban y quyén khong phai chiing thyc.

* Gidy to phai xuét trinh:

- Ho chiéu hoac Chirng minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cép, con gia tri sir dung dé
ching minh vé nhan than ciia ngudi ¢ yéu cau dang ky thay
ddi, cai chinh, bo sung thong tin ho tich, xac dinh lai dan toc.
Trudng hop cac thong tin ca nhan trong cic gidy to ndy da
c¢6 trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién
tir dong thi khéng phai xudt trinh (theo hinh thirc tryc tiép)
hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tra. Truong hop céc théng tin vé
gidy to chimg minh noi cu tri da c6 trong CSDLQGVDC,
duoc dién ty dong thi khong phai xuat trinh (theo hinh thire
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

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

* Luuy
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Buoc . i " .. Biéu
DPon vi thuc Trach nhiém e n Thoi x X
thuc o n NOi dung thue hién i mau/Keét
n hién thuc hién glan .
hién qua

- Bdi véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuét trinh, khong duoc yéu cau ndp ban
sao hodc ban chyp gidy td do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thue tir ban chinh hodc ban sao dugc cip tir s6 gde hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhén, khong dugc yéu cau ngudi
di dang ky nop ban sao gidy to do.

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

- Dbi véi gidy to giri kém theo néu nguoi yéu cau nop ho so
theo hinh thire truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so diang ky thay doi,
cai chinh, bo sung thong tin ho tich, xac dinh lai dan tdc truc




127

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién
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tuyén phai bdo dam rd nét, dﬁy du, toan ven vé ndi dung, 1a
ban chup béng may anh, dién thoai hoac dugc chup, dugc quét
béng thiét bi dién t, tir giéiy to duoc cép hop I¢, con gia tri sur
dung; néu 1a gidy t& do co quan c6 thim quyén nudc ngodi
cap thi phai dugc hop phap héa lanh su, dich sang tiéng Viét
theo quy dinh, trir trudng hop dugce mién hop phap héa lanh
SU.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so dang
ky thay dbi, cai chinh, bd sung thong tin ho tich, x4c dinh lai
dan tc truc tuyén da co6 ban sao dién tir hoac da co6 ban dién
tir gidy to ho tich thi ngudi yéu cau duoc str dung ban dién tir
nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc
thay ddi/cai chinh/ bd sung thong tin hd tich/xac dinh lai
dan tdc/ban sao Trich lyc thay ddi/ cai chinh, bo sung thong
tin ho tich/ xac dinh lai dan toc), nguoi ¢ yéu cau dang ky
thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc xuat trinh gidy to tuy than, ndp ban chinh cac gidy to
1a thanh phan ho so dang ky thay doi, cai chinh, b6 sung
thong tin hd tich, xac dinh lai dan tdc theo quy dinh phéap
luat ho tich.
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Bué Bié
"¢ | Pon vithwe | Tréch nhiém . 5 Thoi e
thuc D o Noi dung thwe hién : mau/Keét
n hién thuc hién ) ’ ) glan .
hién qua
Truong hop ngudi ¢ yéu cau ding ky thay doi, cai chinh,
bo sung thong tin ho tich, xac dinh lai dan tockhong cung
cap duoc gidy to néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tiy x6a, sira chita, lam gia thi co quan dang ky
ho tich ¢6 thim quyén huy bo két qua dang ky thay doi, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan tdc
S6 lwong ho so: 01 bo
Trudng phong | Chuyén cho can bo chuyén mon Mau 04, 05
Phong Tu . :
Buge 3 phép cac Chuyénvién |- Xt ly, tham dinh ho so. Mau 02, 04,
udc
huyén, thanh - Trinh lanh dao phong xem xét. 05
ho : : 5
P Truong phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh Mau 04, 05
Lanh dao Chit tich/Phe Mau 04, 05
% u tich/Pho
Busc4 | UBNP P | oy tich UBND | Xem xét, quyét dinh
huyén cap huyén
BO phan vén L - Vo s6, dong dau, luu hd so. N
Budc 5 thu Can b0 van thu Mau 04, 05

- Gri ho so, két qua cho B phan mot ctra UBND cép huyén
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Bué Bié
"¢ | Pon vithwe | Tréch nhiém . 5 Thoi e
thuc D o Noi dung thwe hién : mau/Keét
n hién thuc hién ) ’ ) glan .
hién qua
o - Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan
B6 phan mot A ~
o mot cua. Mau
Budc 6 | cra UBND Cén bo . e P, oo
- Thong bao va tra két qua cho to chirc, ca nhan. K&t thic 04,05,06

cap huyén

trén phan mém.
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Tén thii tuc hanh chinh: Thay ddi, cai chinh, bd sung hd tich, xac dinh lai din téc
- Trudng hop khong can xac minh

Thoi gian giai quyét: 03 ngay lam viéc x 08 gio = 24 gid lam viée
(Cat giam 02 budc thyuc hién)

Dich vu cong trwe tuyén mot phan

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
24 gio

Biéu
mau/Két
qua

Budc 1

Cong dén

Nguoi co yéu cau yéu cau thay dbi, cai chinh, xac dinh lai
dan toc thuc hién hoac uy quyén cho nguoi khac thuc hién
nop ho so tryc tiép hodc giri hd so qua hé théng buu chinh
hodc nop hd so truc tuyén.

- Néu lya chon hinh thirc ndp ho so truc tiép, ngudi co yéu
cau yéu cau thay dbi, cai chinh, x4c dinh lai dan toc nop hd
so dé nghi yéu cau thay ddi, cai chinh, x4ac dinh lai dan toc
tai B phan mgt cra UBND cép huyén; ndp phi cép ban sao
Trich luc thay ddi, cai chinh, xac dinh lai dan toc néu c6 yeu
cau cép ban sao Trich luc thay ddi, cai chinh, xac dinh lai
dan toc.

- Néu lua chon hinh thirc ndp ho so truc tuyén, ngudi co yéu
cau thay ddi, cai chinh, xac dinh lai dan toc truy cap Céng
dich vu céng qubc gia (dia chi: https://dichvucong.gov.vn)
hoac Céng Dich vu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Bang nhap tai khoan
(néu da c6 tai khoan trén Cong dich vu cong) hodc dang ky
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
24 gio

Biéu
mau/Ket
qua

tai khoan (néu chua c6 tai khoan), xac thuc nguoi ding theo
huéng dan, dang nhap vao hé thdng, xac dinh ding Uy ban
nhan dén cap huyén c6 thim quyén. Cung cip thong tin theo
biéu miu dién tir twong tac thyc hién dang ky thay ddi, cai
chinh, bd sung thong tin hd tich, xac dinh lai dan tdc (cung
cap trén Cong dich vy cong), dinh kém ban chup hodc ban
sao dién tir cac giéy t0, tai liu theo quy dinh; ndp phi, 1¢
phi thong qua chtic nang thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tt viéc ndp
ho so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Céan bo

1. B6 phan mot ctira UBND cép huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
véi to chire, ca nhan khong du diéu kién co s6 ndp hd so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Trudng hop ho so day du, quét (scan) va cap nhat, luu trix
hdé so vao phan mém va chuyén vé Phong Tu phép cac
huyén, thanh phd. Thu phi, 1& phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ¢4 nhan.

Ho so bao gﬁm:

02 gio

Mau
01,02,03,04,
05, 06
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Buoc . i " Thoi Biéu
DPon vi thuc Trach nhiém . Pn i x X
thuc o n NOi dung thue hién glan mau/Keét
s hi€én thuc hién - .
hién j j j 24 gio qua

- To khai dang ky thay doi, cai chinh, bd sung thong tin ho
tich, xac dinh lai dan tdc theo mau (néu nguoi co yéu cau
lya chon ndp hd so theo hinh thire truc tiép);

- Biéu mau dién tir tvong tac thyc hién ding ky thay dbi, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan tdc (do
ngudi yéu cau cung cip thong tin theo huéng dan trén Cong
dich vu cong, néu ngudi co yéu cau lua chon nop hd so theo
hinh thirc truc tuyén);

- Ngudi c6 yéu cau dang ky thay doi, cai chinh, bd sung
thong tin hd tich, xac dinh lai dan tdc thuc hién viéc
ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo
hinh thirc tric tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Gidy to lién quan dén viéc thay doi, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc;

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh cua
phap luat trong truong hop iy quyén thuc hién viéc ding ky
thay doi, cai chinh, bo sung thong tin ho tich, xac dinh lai
dan toc. Truong hop nguoi duoc iy quyén 1a 6ng, ba, cha,
me, con, Vo, chéng, anh, chi, em ruft ciia nguoi uy quyén
thi van ban ty quyén khong phai chiing thyec.

* Gidy to phai xuat trinh:
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Buoc . i " Thoi Biéu
DPon vi thuc Trach nhiém . Pn i x X
thuc o n NOi dung thue hién glan mau/Keét
s hi€én thuc hién - .
hién j j j 24 gio qua

- Ho chiéu hodc Ching minh nhan dan hoac Thé can cudce
cong dan hodc cac gidy to khac co dan anh va thong tin ca
nhan do co quan c6 thim quyén cap, con gia tri sir dung dé
chimg minh vé nhan than ctia nguoi c6 yéu cau ding ky thay
d6i, cai chinh, bd sung thong tin ho tich, xac dinh lai dan
toc. Truong hop céc thong tin c4 nhan trong cac gidy to ndy
da co trong CSDLQGVDC, CSDLHTDT, duoc hé théng
dién tu dong thi khong phai xuét trinh (theo hinh thirc truc
tiép) hodc tai Ién (theo hinh thirc truc tuyén);

- Gidy to chtng minh noi cu tra. Trudng hop cac thong tin
vé gidy to chimg minh noi cu tra di co trong
CSDLQGVDC, duoc dién ty dong thi khéng phai xuat trinh
(theo hinh thure truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén);

Truong hop giri hd so qua hé thong buu chinh thi phai gui
kém theo ban sao c6 chimg thuc cic gidy to phai xuét trinh
néu trén.

*Luuy

- Béi véi gidy to ndp, xuat trinh néu nguoi yéu cau nop ho
so theo hinh thirc truc tiép:

+ Ddi v6i gidy to xuat trinh khi ding ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
24 gio

Biéu
mau/Ket
qua

to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban
sao hodc ban chyp gidy td do.

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cap tir so ge hodc ban
chup kém theo ban chinh gidy to dé d6i chiéu. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, dbi chiéu ban chup
v6i ban chinh va ky x4c nhan, khong dugc yéu cau nguoi di
dang ky ndp ban sao gidy td do.

+ Nguoi tiép nhéan co trach nhiém tiép nhan ding, du ho so
dang ky ho tich theo quy dinh cta phép luat hd tich, khong
dugc yéu cau ngudi ding ky ho tich nop thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

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

+ Ban chup céac gidy to gui kém theo ho so ding ky thay
d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
toc truc tuyén phai bdo dam ro nét, dﬁy du, toan ven vé nodi
dung, 1a ban chup béng may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bi dién tir, tir gidy to duge cap hop 16,
con gia tri str dung; néu 13 gidy to do co quan c6 tham quyén
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
24 gio

Biéu
mau/Ket
qua

nudc ngoai cap thi phai dugce hop phap hoa lanh sy, dich
sang tiéng Viét theo quy dinh, trir trudng hop dugc mién
hop phap hoéa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang
ky thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh
lai dan tc truc tuyén da co ban sao dién tr hoac da co ban
dién tir gidy to ho tich thi ngudi yéu cau duoc st dung ban
dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc
thay ddi/cai chinh/ bd sung thong tin ho tich/xac dinh lai
dan toc/ban sao Trich luc thay d6i/ cai chinh, bd sung thong
tin ho tich/ xac dinh lai dan toc), ngudi co yéu cau dang ky
thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai
dan toc xudt trinh gidy to tuy than, ndp ban chinh cac gidy
td 1a thanh phan ho so dang ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tdc theo quy dinh phap
luat ho tich.

Truong hop nguoi c6 yéu cau dang ky thay doi, cai chinh,
bo sung thong tin h tich, x4c dinh lai dan toc khong cung
cap duogc gidy to néu trén theo quy dinh hodc gidy to nop,
xudt trinh bj tiy x0a, sira chita, 1am gia thi co quan dang ky
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Buée , . . Thoi Biéu
DPon vi thuc Trach nhiém . Pn i x X
thuc D o NOi dung thwe hién glan mau/Keét
. hién thuwc hién : ‘ : - R
hién j j j 24 gio qua
ho tich c6 thim quyén hay bo két qua dang ky thay doi, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan tdc
S6 lwong ho so: 01 b
Trudéng phong Chuyén cho can b chuyén mén 01 gio Mau 04, 05
, Phong Tu | Chuyénvién |- Xt 1y, tham dinh ho so. | M3u 02, 04,
Budce 3 ) o an . , 11 gio
phap - Trinh 1anh dao phong xem xét. 05
Truong phong | Trinh l&nh dao UBND cap huyén xem xét quyét dinh 04 gid Mau 04, 05
Lanh dao Chu tich/Pho
Budc4 | UBNDcip | Chutich UBND | Xem xét, quyét dinh 04 gid | MAu 04, 05
huyén cap huyén
B6 phan vi - Vo sd, dong dau, luu ho so. _
Budes | PV canbovanthe | Lo U | o1giv ]
thu - Gui ho so, két qua cho Bo phan mét cira UBND cap huyén Mau 04, 05
A - X4c nhan trén phan mém két qua TTHC di c6 tai BO phan
B6 phan mét A «
mot cua. ) Mau
Buéc 6 | cua UBND Can bd . L PO + .. |0l gio
- Thong bao va tra két qua cho to chirc, ca nhan. Két thuc 04,05,06

cap huyén

trén phan mém.
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Tén thii tuc hanh chinh: Thay ddi, cai chinh, bd sung hd tich, xac dinh lai din téc

- Truwong hop can phai x4c minh

Thoi gian giai quyét: 06 ngay lam viéc x 08 gio = 48 gid lam viée
(Cat giam 02 budc thyuc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
48 gity

Biéu
mau/Két
qua

Budc 1

Cong dén

Nguoi co yéu cau yéu cau thay ddi, cai chinh, x4c dinh lai
dan toc thuc hi¢n hodc uy quyén cho nguoi khac thyuc hién
ndp hd so truc tiép hodc guri hd so qua hé théng buu chinh
hodc nop hd so truc tuyén.

- Néu Iyra chon hinh thirc ndp hd so tryc tiép, ngudi co yéu
cau yéu cau thay ddi, cai chinh, xac dinh lai dan toc nop hd
so dé nghi yéu cau thay dbi, cai chinh, x4c dinh lai dan toc
tai B phan mot ctra UBND cép huyén; nop phi cép ban sao
Trich luc thay ddi, cai chinh, x4c dinh lai dan toc néu c6 yéu
cau cap ban sao Trich luc thay d6i, cai chinh, b6 sung thong
tin ho tich, xac dinh lai dan toc.

- Néu lya chon hinh thtc ndp hd so truc tuyén, ngudi co
yéu cau thay ddi, cai chinh, xac dinh lai dan toc truy cap
Cong dich wvu cong quoc gia (dia chi
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu di c6 tai khoan trén Cong dich
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
48 gior

Biéu
mau/Ket
qua

vu cong) hodc dang ky tai khoan (néu chua c6 tai khoan),
x4c thuc ngudi dung theo huéng dan, ding nhiap vao hé
thdng, x4c dinh dung Uy ban nhéan dén cap huyén c6 tham
quyén. Cung cip thong tin theo biéu mau dién tir twong tac
thuc hién dang ky thay ddi, cai chinh, bd sung thong tin hd
tich, xac dinh lai dan toc (cung cap trén Cong dich vu cong),
dinh kém ban chup hoac ban sao dién tur cac giéy to, tai liéu
theo quy dinh; ndp phi, I¢ phi thong qua chirc nang thanh
todn truc tuyén hodc bang cach thirc khac theo quy dinh
phap luat, hoan tit viéc ndp hd so.

Budc 2

B6 phan mot
UBND
cap huyén

cua

Céan bo

1. Bo phan mot cira UBND cap huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
véi to chie, ¢4 nhan khong du diéu kién co s& ndp hd so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Trudng hop hd so ddy du, quét (scan) va cap nhat, luu
trit ho so vao phan mém va chuyén vé Phong Tu phép céc
huyén, thanh phd. Thu phi, 1¢ phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ¢4 nhan.

Ho so bao gﬁm:

02 gio

Mau
01,02,03,04,
05, 06
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
48 gior

Biéu
mau/Ket
qua

- To khai ddng ky thay d6i, cai chinh, bd sung théng tin ho
tich, xac dinh lai dan toc theo mau (néu nguodi co yéu cau
lya chon nop hd so theo hinh thire truc tiép);

- Biéu mau dién tir twong tac thyc hién ding ky thay doi,
cai chinh, bd sung thong tin ho tich, xac dinh lai dan tdc (do
ngudi yéu cau cung cap thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi co yéu cau lya chon nop hd so theo
hinh thirc truc tuyén);

- Ngudi co yéu cau ding ky thay doi, cai chinh, bd sung
thong tin hd tich, xac dinh lai dan tdc thuc hi¢n viéc
ndp/xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thuc truc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Gidy to lién quan dén viéc thay d6i, cai chinh, bd sung
thong tin ho tich, xac dinh lai dan toc;

- Vin ban y quyén (duoc ching thuc) theo quy dinh cua
phap luat trong truong hop iy quyén thuc hién viéc diang
ky thay doi, cai chinh, b6 sung thong tin h tich, xac dinh
lai dan toc. Truong hop ngudi duge Gy quyén 13 ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy
quyén thi vin ban ty quyén khong phai ching thyc.

* Gidy to phai xuit trinh:
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Buoc . i " Thoi Biéu
DPon vi thuc Trach nhiém e n . x X
thuc o n NOi dung thue hién glan mau/Keét
s hi€én thuc hién . .
hién j j j 48 gior qua

- Ho chiéu hoac Chimg minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va théng tin ca
nhan do co quan c6 tham quyén cép, con gia tri sir dung dé
ching minh vé nhan than ctia ngudi c6 yéu cau diang ky
thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai
dan toc. Truong hop cac thong tin c4 nhan trong cac gidy to
nay da cé trong CSDLQGVDC, CSDLHTDPT, dugc hé¢
thdng dién ty dong thi khong phai xuét trinh (theo hinh thir
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy td ching minh noi cu tri. Trudng hop cac thong tin
vé gidy t0 chimg minh noi cu tra di co trong
CSDLQGVDC, duoc dién tu dong thi khong phai xudt trinh
(theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc tryc
tuyén);

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

*Luuy

- DB6i v6i gidy to nop, xuat trinh néu nguoi yéu cau nop ho
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
48 gior

Biéu
mau/Ket
qua

to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xudt trinh, khong dugc yéu cau ndp ban
sao hodc ban chyp gidy td do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cip tir s6 gbc hodc ban
chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khéng dugc yéu cau ngudi
di dang ky nop ban sao gidy to do.

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

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so diang ky thay
d6i, cai chinh, bo sung thong tin ho tich, xac dinh lai dan
tdc truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi
dung, 13 ban chyp bang may anh, dién thoai hoic dugc
chup, dugc quét bang thiét bi dién tu, tir gidy t& dugc cap
hop 1€, con gia tri st dung; néu la giéy to do co quan cé
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
48 gior

Biéu
mau/Ket
qua

thAm quyén nudc ngoai cap thi phai duoc hop phap hoa 13nh
su, dich sang tiéng Viét theo quy dinh, trir truong hop duoc
mién hop phap hoéa lanh suy.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so
dang ky thay ddi, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan tc truc tuyén da co6 ban sao dién tir hoac da co
ban dién tir gidy to ho tich thi ngudi yéu cau dugc st dung
ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc
thay ddi/cai chinh/ bd sung thong tin hd tich/xac dinh lai
dan toc/ban sao Trich luc thay ddi/ cai chinh, bo sung thong
tin ho tich/ xac dinh lai dan toc), ngudi co yéu cau dang ky
thay ddi, cai chinh, bd sung thong tin ho tich, xac dinh lai
dan toc xudt trinh gidy to tuy than, ndp ban chinh cac gidy
td 13 thanh phan ho so ding ky thay doi, cai chinh, bo sung
thong tin ho tich, xac dinh lai dan tdc theo quy dinh phap
luat ho tich.

Truong hop nguoi co yéu cau dang ky thay doi, cai chinh,
bo sung thong tin ho tich, xac dinh lai dan toc khéng cung
cap duoc gidy to néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tiy x6a, stra chita, lam gia thi co quan dang ky
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Buée : . . Thoi Biéu
DPon vi thuc Trach nhiém e n . x X
thuc D o Noi dung thwe hién glan mau/Keét
. hién thuwc hién : ‘ : - R
hién j j j 48 gior qua
ho tich c6 thadm quyén hity bo két qua dang ky thay doi, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan tdc
S6 lwong ho so: 01 b
Trudéng phong Chuyén cho can b chuyén mén 02 gid | Mau 04, 05
Phong Tu : :
hép cac | Chuyén vién - Xur ly, tham dinh ho so. .| Mau 02,04
Bugc3 | PP y o : , 30 giy | PSP
huyén, thanh - Trinh 1anh dao phong xem xét. 05
hd , : -
P Truong phong | Trinh lanh dao UBND cap huyén xem xét quyct dinh 06 gid | Mau 04, 05
Lanh dao Chu tich/Pho
Budc 4 UBND cép Chu tich UBND | Xem xét, quyét dinh 06 gio Mau 04, 05
huyén cap huyén
B6 phan vi - Vo sd, dong dau, luu ho so.
Budes | P VI canbovan the | . o T o | otgiv | .
thu - Gui ho so, két qua cho Bo phan mot cra UBND cap huyén Mau 04, 05
A - Xé4c nhan trén phan mém két qua TTHC di c6 tai BO phan
B6 phan mét Ay o ~
mot cua. ) Mau
Buéc 6 | cua UBND Can bd ) o Lo o 01 gio
- Thong bao va tra két qua cho t6 chirc, ca nhan. Két thuc 04,05,06

cap huyén

trén phan mém.




144

11. Tén thi tuc hanh chinh: Ghi vao S6 h tich viéc két hon ciia cong din Viét Nam da dwoc giai quyét tai co quan cé thim
quyén ciia nwée ngoai

Mai s6 TTHC: 2.002189.000.00.00.H42

Thoi gian thyc hién: 12 ngay 1am viéc x 8 gio = 96 gid lam viéc

(Cit giam 02 budc thyc hién)

Dich vu cong truc tuyén mét phin

. Thoi <X
Budc . , n i Biéu
Don vi thuwc | Trach nhiém . n glan x £
thuc n T NOi dung thwe hién . mau/Ket
o hién thwe hién 96 gitr .
hién qua

Nguoi ¢ yéu cau yéu cau ghi vao S6 ho tich viéc két hon da
duoc giai quyét tai co quan c6 tham quyén cta nude ngoai (sau
day goi 1a ghi cht két hon) thuce hién hodc ty quyén cho nguoi
khac thuc hién ndp hd so truc tiép hoac gui hd so qua hé théng
buu chinh hoac ndp hd so truc tuyén.

- Néu Iira chon hinh thirc ndp hd so truc tiép, nguoi cd yéu cau
yéu cau ghi chii két hon ndp ho so d& nghi yéu cau ghi cha két
Buoc 1 Cong dén hon tai Bo phan mdt cira UBND cép huyén; nop 1€ phi néu thudc
truong hop phai ndp 1¢ phi ghi chu két hon, ndp phi cip ban sao
Trich luc ghi chi két hén néu c6 yéu cau cap ban sao Trich luc
ghi cht két hon

- Néu Iyra chon hinh thtrc ndp hé so trire tuyén, ngudi cd yéu cau
ghi cha két hon truy cap Cong dich vu cong qudc gia (dia chi:
https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Bang nhép



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu
mauw/Két
qua

tai khoan (néu da co tai khoan trén Céng dich vu cong) hoac
dang ky tai khoan (néu chua c6 tai khoan), xac thue nguoi ding
theo huéng dan, dang nhap vao hé thdng, x4c dinh ding Uy ban
nhan dan cap huyén c6 thim quyén. Cung cap thong tin theo
biéu mAu dién tir trong tac ghi vao So ho tich viée két hon(cung
cap trén Cong dich vu cong), dinh kém béan chup hodc ban sao
dién tir cac gidy t0, tai liéu theo quy dinh; ndp phi, 1& phi théng
qua chiic nang thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phép luét, hoan tat viéc ndp hd so.

Budc 2

B6 phan mét
ctra UBND
cap huyén

Can bo

1. Bo phan mot cira UBND cap huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhan hd so truc tuyén hodc truc tiép (d6i
véi to chie, ¢4 nhan khong du diéu kién co s& ndp hd so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Trudng hop hd so day du, quét (scan) va cap nhat, luu
trit ho so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh phd.Thu phi, 1¢ phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ¢4 nhan.

HOo so bao gﬁm:

04 gid

Mau
01,02,03,04,
05, 06
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu
mauw/Két
qua

- Td khai ghi cha két hon theo mau (néu ngudi cé yéu cau lra
chon nop hd so theo hinh thurc truc tiép);

- Biéu mau dién tu tuong tac ghi vao S6 ho tich viéc két
hén(do ngudi yéu cau cung cap thong tin theo huéng dan trén
Céng dich vu cong, néu nguoi co yéu cAu lya chon ndp hd so
theo hinh thirc truc tuyén);

- Nguoi cé yéu cau ghi chu két hon thuc hién viée n(f)p/xuét
trinh (theo hinh thire truc tiép) hoc tai Ién (theo hinh thuc
truc tuyén) C4c gidy to sau:

* Gidy to phai ndp:

- Ban sao gidy to ching nhan viéc két hon do co quan ¢6
thim quyén ctia nudc ngoai cip;

- Néu cong dan Viét Nam da ly hon hodc hity viéc két hon
tai co quan c6 tham quyén nudc ngodi thi phai nop Trich
luc vé viéc di ghi vao S6 ho tich viéc ly hon hodc huy viée
két hon (Trich luc ghi chu ly hon).

- Vin ban uy quyén (duoc ching thuc) theo quy dinh cua
phap luat trong trudng hop ty quyén thyc hién viéc ghi chi
két hon. Trudong hop ngudi duoc Gy quyén 1a ong, ba, cha,
me, con, Vo, chéng, anh, chi, em rudt cua nguoi uy quyén
thi van ban ty quyén khong phai chiing thyec.
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu
mau/Két

qua

* Gidy to phai xuat trinh:

- H6 chiéu hoic Chirng minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cép, con gia tri sir dung dé
ching minh vé nhéan than ctia ngudi ¢6 yéu cau ghi chu két
hon. Trudng hop cac thong tin c4 nhan trong cac gidy to nay
da c6 trong CSDLQGVDC, CSDLHTDT, duoc hé théng
dién ty dong thi khong phai xudt trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thiic tryc tuyén);

- Gidy to chting minh noi cu tri. Trudong hop cac thong tin vé
gidy t& chimg minh noi cu tra d c6 trong CSDLQGVDC,
dugc dién ty dong thi khong phai xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

* Luuy

- DB6i v6i gidy to nop, xuat trinh néu nguoi yéu cau nop ho
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhan ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu
mauw/Két
qua

to khai, chup lai hoac ghi lai thong tin dé Iuu trong ho so va
tra lai cho ngudi xuét trinh, khong duoc yéu cau ndp ban
sao hodc ban chyp gidy td do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thue tir ban chinh hodc ban sao dugc cip tir s6 gde hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhén, khong dugc yéu cau ngudi
di dang ky nop ban sao gidy to do.

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

- P6i vai gidy to giri kém theo néu nguoi yéu cau ndp ho so
theo hinh thirc tryc tuyén:

+ Bén chup céc gidy to giri kém theo ho so ghi cha két hon
truc tuyén phai bao dam 10 nét, dﬁy du, toan ven vé ndi dung,
14 ban chyp bang may anh, dién thoai hoic dugc chup, dugc
quét bang thiét bi dién tir, tir gidy t& duoc cip hop 18, con gia
tri sir dung; néu 13 gidy td do co quan c6 thim quyén nudc
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu
mauw/Két
qua

ngoai cp thi phai duoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop dugc mién hop phap hoa
lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so ghi
cht két hon truc tuyén da c6 ban sao dién tir hoac da c6 ban
dién tir gidy to ho tich thi nguoi yéu cau duge sir dung ban
dién tr nay.

+ Trudng hop nhan két qua (Trich luc ghi cht két hon/ban sao
Trich Iyc ghi chi két hon) tai co quan dang ky ho tich, ngudi
6 yéu cau ghi cha két hon phai xuét trinh gidy to tuy thén,
ndp cac gidy to, tai liéu 14 thanh phan ho so ghi chi két hon
theo quy dinh phép luat ho tich.

S6 lwong ho so: 01 bo

Budc 3

Phong Tu
phap cac
huy¢n, thanh
phd

Trudng phong

Chuyén cho can bg chuyén mon

02 gio

Mau 04, 05

Chuyén vién

- X1r Iy, tham dinh ho so.

- Trinh 1anh dao phong xem xét.

54 gio

Mau 02, 04,
05

Trudéng phong

Trinh 1anh dao UBND cap huyén xem xét quyét dinh

16 gio

Mau 04, 05
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Thoi

Buoéc . i ” : Biéu
Pon vi thuc | Trach nhiém e en glan x ;
thue o i NoOi dung thwe hi¢n " mau/Keét
o hién thue hién ’ : i 96 gio .
hién qua
Lanh dao Chu tich/Pho Mau 04, 05
Budc 4 | UBND cép | Chitich UBND | Xem xét, quyét dinh 16 gio
huyén cap huyén
Bé6 phan vi - Vo s6, dong déu, lru ho so. .
Buocs5 | o PV canbovan the | o U o | 02gi0 | Mawos 05
thu - Gui ho so, két qua cho Bo phan mot ctra UBND cap huyén ’
o - X4c nhan trén phan mém két qua TTHC d c6 tai BO phan
B6 phan mdt 5t ol «
Budc 6 | cira UBND Can bo ot ena 02 gidy Mau
' - Thong bao va tra két qua cho t6 chirc, ca nhan. Két thac 04,05,06

cap huyén

trén phan mém.
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12. Tén thii tuc hanh chinh: Thi tuc ghi vao So6 hd tich viéc ly hon, hity viéc két hon ciia cong dan Viét Nam da dworc gidi
quyét tai co’ quan cé thAm quyén ciia nwéc ngoai
Mai s6 TTHC: 2.000554.000.00.00.H42
Tong thoi gian thwe hién TTHC: 12 ngay 1am viée x 8 gid = 96 gio lam viée
(Cit giam 02 budc thyc hién)
Dich vu cong truc tuyén mét phin

Thoi
Buéc thuc | Pon vi Trach nhiém gian Biéu

N¢i dung thuc hié x oz
hién thuc hién thuc hién @ Clung Tyre et 96 giv | mau/Ket qua

Nguoi co yéu cau yéu cau ghi vao S6 ho tich viée ly hon,
huy viéc két hon da duoc giai quyét tai co quan co tham
quyén ctia nudc ngodi (sau day goi 1a ghi chi ly hon) thuc
hién hodc y quyén cho nguoi khac thuc hién ndp ho so
tryc tiép hodc gui hd so qua hé thdng buu chinh hodc ndp
hd so tryc tuyén.

- Néu lira chon hinh thirc ndp hd so truc tiép, ngudi cd yéu
cau yéu cau ghi chu ly hén ndp ho so dé nghi yéu cau ghi
chit ly hon tai B phan mot cira UBND cap huyén; nop 16
phi néu thudc truong hop phai ndp 1¢ phi ghl cha ly hén, nop
phi cip ban sao Trich luc ghi chi ly hon néu c6 yéu cau cap
ban saoTrich luc ghi chu ly hon

- Néu lua chon hinh thirc ndp hd so truc tuyén, ngudi ¢ yéu
cau ghi chi Iy hon truy cap Cong dich vu cong qudc gia (dia

Budc 1 Cong dan
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Budc thue
hién

Don vi
thue hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu

miu/Két qua

chi: https://dichvucong.gov.vn) hoac Céng Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich vu
cong) hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc
ngudi dung theo hudng dan, ding nhap vao hé thong, xac dinh
dtng Uy ban nhan dan cip huyén c6 tham quyén. Cung cap
théng tin theo biéu mau dién tir trong tac ghi vao SO ho tich
viéc Iy hon (cung cap trén Cong dich vu cong), dinh kém ban
chup hodc ban sao dién tir cac gidy to, tai liéu theo quy dinh;
ndp phi, 1¢ phi théng qua chirc nang thanh toan truc tuyén
hodc bang cach thirc khac theo quy dinh phap luat, hoan
tat viéc nop ho so

Budc 2

B6 phan
mot ctra
UBND cap
huyén

Céan bo

1. B6 phan mdt cira UBND cép huyén tiép nhén hd so,
kiém tra, hudng dan tiép nhéan hd so truc tuyén hoac truc
tiép (d6i véi to chirc, ca nhan khong du diéu kién co s
ndp hd so truc tuyén).

2. Néu ho so khong dat yéu cau thi hudng dan t6 chirc, ca
nhan bo sung theo dung quy dinh 01 1an duy nht.

3. Trudng hop hd so day du, quét (scan) va cip nhat, luu
trit ho so vao phan mém va chuyén vé Phong Tu phap céc

04 gioy

Mau
01,02,03,04,0
5, 06



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc thue
hién

Don vi
thue hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu

miu/Két qua

huyén, thanh phd. Thu phi, 18 phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ca nhan.

Ho so bao gdm:

- T khai ghi chu ly hon theo mau (néu nguoi c6 yéu cau lya
chon nop hd so theo hinh thuc truc tiép);

- Biéu mau dién tir tuong tac ghi vao S6 ho tich viéc ly hon
(do nguoi yéu cau cung cap thong tin theo hudng dan trén
Cdng dich vu cong néu ngudi cé yéu cau lya chon ndp hd so
theo hinh thirc truc tuyén).

- Ngudi ¢ yéu cau ghi ch ly hdn thyc hién viéc ndp/xuat
trinh (theo hinh thirc truc tiép) hodc tai Ién (theo hinh thic
tryc tuyén) céc gidy to sau:

* Gidy to phai nop:

- Ban sao Ban 4n, quyét dinh ly hon, hity két hon, vin ban
thoa thuan ly hon hodc gidy to khac cong nhan viéc ly hon
do co quan ¢6 tham quyén ctia nudc ngoai cap da cé hiéu
luc phap luat;

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh cua
phap luat trong truong hop Uy quyén thuc hién viéc ghi
chi ly hon. Truong hop ngudi duoc Gy quyén 13 ong, ba,
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Budc thue
hién

Don vi
thue hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu

miu/Két qua

cha, me, con, voQ, chéng, anh, chi, em rudt cua nguoi uy
quyén thi van ban ty quyén khong phai chiing thyc.

* Gidy to phai xut trinh:

- Ho chiéu hoac Chirng minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 thim quyén cép, con gié tri sir dung dé
ching minh vé nhan than cta ngudi cé yéu cau ghi chi ly
hon. Trudng hop cac théng tin ca nhan trong cac gidy to
nay da cO trong CSDLQGVDC, CSDLHTDT, duoc hé
thdng dién ty dong thi khong phai xut trinh (theo hinh
thirc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chting minh noi cu tra dé xac dinh tham quyén
trong truong hop cong dan Viét Nam tir nudc ngoai vé
thuong tra tai Viét Nam c6 yéu cau ghi cha ly hén, cong
dan Viét Nam khong thuong tra tai Viét Nam yéu cau ghi
chu ly hon tai Uy ban nhan dan cap huyén noi cu tra trude
khi xuat canh. Truong hop cac thong tin vé gidy to ching
minh noi cu tra da c6 trong CSDLQGVDC, duoc dién tu
dong thi khong phai xuét trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thuc truc tuyén).
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Budc thue
hién

Don vi
thue hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu

miu/Két qua

Truong hop giri hd so qua hé théng buu chinh thi phai giri
kém theo ban sao co chiing thuc cic gidy to phai xuat trinh
néu trén.

*Luuy

- Dbi v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd
so theo hinh thirc tryc tiép:

+Dbi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép
nhén co trach nhiém kiém tra, d6i chiéu vai thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so
va tra lai cho ngudi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chimg
thie tir ban chinh hodc ban sao dugc cip tir s6 gdc hoic
ban chup kém theo ban chinh gidy to dé d6i chiéu. Truong
hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi nguoi tiép nhan co trach nhiém kiém tra, ddi chiéu
ban chup v&i ban chinh va ky xac nhan, khong duoc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan ding, du hd
so dang ky ho tich theo quy dinh ctuia phéap luat ho tich,
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Budc thue
hién

Don vi
thue hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
96 gio

Biéu

miu/Két qua

khong duoc yéu cau ngudi ding ky ho tich ndp thém gidy
to ma phép luat ho tich khong quy dinh phai ndp.

- P6i vé6i gidy to giri kém theo néu ngudi yéu cau ndp hd
so theo hinh thirc tryc tuyén:

+ Bén chup céc gidy to giri kém theo hd so ghi chi ly hon
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé ndi dung,
la ban chup béng may anh, dién thoai hoac dugc chup, dugc
quét bang thiét bi dién tt, tir gidy t dugc cap hop 1€, con gia
tri str dung; néu 13 gidy to do co quan c¢6 thim quyén nudc
ngoai cap thi phai duoc hop phéap hoa lanh sy, dich sang
tiéng Viét theo quy dinh, tri trudng hop duoc mién hop phap
hoa lanh su.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so ghi
cha ly hén truc tuyén da co ban sao dién tir hodc da co ban
dién tir gidy to ho tich thi ngudi yéu cau duge st dung ban
dién tir nay.

+ Trudng hop nhan két qua (Trich luc ghi chu ly hon/ban sao
Trich lyc ghi cha ly hon) tai co quan dang ky hd tich,nguoi
c6 yéu cau ghi chii ly hénxuét trinh gidy to tuy than, nop cac
gidy to 1a thanh phan hd so ghi chu ly hontheo quy dinh phap
luat ho tich.
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Thoi
Budc thuc Pon vi Trach nhiém gian Biéu
: : : Noi d thuc hié x x
hién thue hién thuc hién g1 Gung Hhire et 96 giv | mau/Ket qua
S6 lwong ho so: 01 bo
Trudéng phong Chuyén cho can b chuyén mén 02 gio Mau 04, 05
Phong Tu : -
héap cac Chuyén vién | - X 1y, tham dinh ho so. . Mau 02, 04
Budce 3 p pA y . N . ) 54 gl(‘)' au ’ s
huyén, - Trinh lanh dao phong xem xét. 05
thanh phd N : 2 Mau 04, 0
Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 16 gio au 04, 05
Lanh dao | Chu tich/Pho Mau 04, 05
Budc4 | UBND cdp | Chiitich UBND | Xem xét, quyét dinh 16 gio
huyén cap huyén
Bo phan - Vo s6, dong dau, luu ho so. _
Budc 5 Do Cén b van thu N . . 02 gio 3
van thu i - Gt ho so, két qua cho Bo phan mét ctra UBND cap huyén 8 Mau 04, 05
B0 phan - X4c nhan trén phin mém két qua TTHC d4 c6 tai Bo phan
mot cira mot cua. ~
Budc 6 ‘ . Cén b i . . . 02 gio | Mau 04,05,06
Hoe UBND cap anbe - Thong béo va tra két qua cho td chirc, ca nhan. Két thic glo au o,

huyén

trén phan mém.




158

13. Tén thii tuc hanh chinh: Ghi vao S hd tich viéc hd tich khic ciia cong dan Viét Nam da dwoc giai quyét tai co quan cé
thAm quyén ciia nwéc ngoai (khai sinh; giam hd; nhan cha, me, con; xac dinh cha, me, con; khai tir; thay ddi hd tich).

Mai s6 TTHC: 2.000547.000.00.00.H42

* Truwong hop khong can xac minh

Thoi gian giai quyét: Ngay trong ngay tiép nhan ho so. Trudng hop nhan hd so sau 15 gid ma khong giai quyét dugc ngay thi tra
két qua trong ngay lam viéc tiép theo.

(Cit giam 02 budc thyc hién)

Dich vu cong truc tuyén mét phan.

Buoéc . i n Thoi Biéu
Pon vi thuc Trach nhiém . n i x ;
thue o n NOi dung thuc hién gian mau/Keét
n hi¢n thuc hién .
hi¢n qua

Ngudi 6 yéu cau yéu cau ghi vao S6 ho tich viéc khai sinh;
giam ho; nhan cha, me, con; xac dinh cha, me, con; nuoi
con nuoi; khai tir; thay ddi ho tich da duoc giai quyét tai co
quan c6 tham quyén cia nudc ngoai (sau day goi 13 ghi vao
S6 ho tich cac viée ho tich khéc) thyc hién hoac uy quyén
cho nguoi khac thuc hién ndp hd so truc tiép hodc guri hd
Budce 1 Cong dén so qua hé théng buu chinh hodc nop hd so truc tuyén.

- Néu Iyra chon hinh thirc ndp hd so truc tiép, ngudi co yéu
cau yéu cau ghi vao S6 hé tich cac viéc ho tich khac tai BO
phan mot cira UBND cép huyén; nop 1¢ phi néu thudc truong
hop phai ndp 1¢ phi ghi vao S6 ho tich cac viéc ho tich khac;
ndp phi cdp ban sao Trich lyc ho tich trong g néu c6 yéu
cau.
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Biéu
mau/Ket
qua

- Néu lya chon hinh thire nop hd so truc tuyén, nguodi co
yéu cau ghi vao SO ho tich cac viée hd tich khéc truy cap
Cong dich wvu cong qubc gia (dia  chi
https://dichvucong.gov.vn) hoac Céng Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich
vu cong) hodc ding ky tai khoan (néu chua c6 tai khoan),
x4c thuc ngudi dung theo hudng dan, ding nhap vao hé
thdng, x4c dinh diing Uy ban nhan dan cip c6 tham quyén.
Cung cap thong tin theo Biéu mau dién tir twong tac ghi vao
SO ho tich viéc khai sinh/khai ta/nudi con nudi/ giam

hd,nhan cha, me,con/Biéu mau dién tir tuong tac ghi vao SH
h tich cac viéc ho tich khac (cung cép trén Céng dich vu
cong), dinh kém ban chup hoic ban sao dién tir cac gidy to,
tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc nang
thanh toan tryc tuyén hodc bang cach thirc khac theo quy
dinh phap luat, hoan tat viéc nop ho so.

Budc 2

B6 phan mdt
cua UBND
cap huyén

Cén bd

1. B6 phan mot cira UBND cép huyén tiép nhan ho so, kiém
tra, hudng dan tiép nhan ho so truc tuyén hodc tryc tiép (d6i
voi tO chire, c4 nhan khong du diéu kién co s& nop hd so
truc tuyén).

Mau
01,02,03,04,
05, 06



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Buoc . i " Thoi Biéu
DPon vi thuc Trach nhiém e n . x X
thuc o n NOi dung thue hién glan mau/Keét
N hién thuc hién .
hién qua

2. Néu ho so khong dat yéu cau thi huéng dan t6 chirc, ca
nhan b sung theo dung quy dinh 01 1an duy nhat.

3. Truong hop hd so dﬁy da, quét (scan) va cap nhat, luu
trir hd so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh ph4.Thu phi, 18 phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ¢4 nhan.

Ho so bao gdm:

- To khai ghi vao S6 ho tich viéc khai sinh/To khai ghi vao
S6 ho tich viéc khai tir/Td khai ghi vao S6 ho tich viéc nuoi
con nudi/ To khai ghi vao S6 ho tich viéc giam hg, nhan
cha, me, con/To khai ghi vao S6 ho tich cac viée ho tich
khac theo mau (néu ngudi ¢ yéu cau lira chon ndp hd so theo
hinh thirc tryc tiép);

- Biéu mau dién tir tuong tac ghi vao S6 ho tich viéc khai
sinh/khai tu/nudi con nudi/giam hd,nhan cha, me,con/Biéu
mau dién tur tuong tac ghi vao S6 ho tich céc viée hd tich
khac(do nguoi yéu cau cung cap thong tin theo huéng dan
trén Cong dich vu cong néu ngudi ¢ yéu cau lya chon ndp
hé so theo hinh thirc tryc tuyén).

- Nguoi ¢6 yéu caughi vao S6 ho tich cic viéc ho tich
khécthue hién viéc ndp/xuét trinh (theo hinh thie tryc tiép)
hoic tai I&n (theo hinh thire tryc tuyén) céc gidy to sau:
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* Gidy to phai ndp:

- Ban sao gidy to chimg minh viéc ho tich da duoc giai
quyét tai co quan c6 thim quyén ciia nudc ngoai.

- Vin ban y quyén (dugc chung thuc) theo quy dinh cua
phap luat trong truong hop Uy quyén thyc hién viéc ghi
chi. Truong hop nguoi dugce uy quyén la 6ng, ba, cha, me,
con, VO, chéng, anh, chi, em rudt cua nguoi uy quyén thi
van ban ty quyén khong phai ching thyc.

* Gidy to phai xuit trinh:

- Ho6 chiéu hoac Chirng minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac cé dan anh va thong tin ca
nhan do co quan c6 tham quyén cép, con gia tri sit dung dé
ching minh vé nhéan than ctia ngudi ¢6 yéu cau ghi vao S6
ho tich céc viéc ho tich khac. Truong hop cac thong tin ca
nhan trong cic gidy to nay da c¢d trong CSDLQGVDC,
CSDLHTDT, duoc hé thdng dién ty dong thi khong phai
xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén);

- Gidy to chimg minh noi cu tri. Trudng hop céac thong tin vé
gidy to chimg minh noi cu tra d4 ¢6 trong CSDLQGVDC,
dugc dién ty dong thi khong phai xuat trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);
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Don vi thuc
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Trach nhiém
thue hién

Noi dung thuc hién

Thoi
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Truong hop gtri hd so qua hé théng buu chinh thi phai gui
kém theo ban sao c6 ching thyc cac gidy to phai xuat trinh
néu trén.

*Luuy

- P6i voi gidy to nop, xuat trinh néu nguoi yéu cau ndp hod
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
td khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuét trinh, khong duoc yéu cau ndp ban
sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hoic ban sao dugc cip tir so gbc hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khong dugc yéu cau ngudi
di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di ho so
dang ky ho tich theo quy dinh cua phép luét ho tich, khong
duoc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai ndp.
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Trach nhiém
thue hién
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- Dbi véi gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so cau ghi vao S6 hd
tich cac viéc ho tich khac truc tuyén phai bao dam ro nét, dﬁy
du, toan ven vé ndi dung, 13 ban chup bang may anh, dién
thoai hodc dugc chup, dugc quét béng thiét bi dién t, tir giéiy
td dwoc cap hop 18, con gia tri st dung; néu 1a gidy to do co
quan c6 thim quyén nudc ngoai cap thi phai duoc hop phéap
hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong
hop duoc mién hop phap hoa lanh su.

+ Trudng hop gidy to, tai liéu phai gii kém trong hd so ghi
vao S6 ho tich cac viéc ho tich khac truc tuyén da c6 ban sao
dién tir hodc da co ban dién tir gidy to ho tich thi ngudi yéu
cau duoc st dung ban dién tir nay.

+ Trudng hop nhéan két qua (Trich luc ghi vao S6 ho tich
viéc khai sinh/Trich luc ghi vao SO ho tich céc viée hd
tich khac/ban sao Trich luc ghi vao S6 ho tich viée khai
sinh/ban sao Trich luc ghi vao S6 hd tich cac viéc ho tich
khac) tai co quan diang ky ho tich,ngudi c6 yéu cau ghi vao
S6 ho tich cac viéc ho tich khac phai xut trinh gidy to tuy
than, ndp cac gidy to 13 thanh phan ho so ghi vao S6 h tich
cac viéc ho tich khactheo quy dinh phép luét ho tich
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Budéc , . . Thoi Biéu
DPon vi thuc Trach nhiém e n . x X
thuc D o Noi dung thwe hién glan mau/Keét
n hién thuc hién ) ’ ) .
hién qua
S6 lwong ho so: 01 bo
Truéng phong Chuyén cho can b chuyén mén Mau 04, 05
Phong Tu : :
Bue 3 phap cac Chuyén vién | - Xt 1y, tham dinh ho so. Mau 02, 04,
huyén, thanh - Trinh lanh dao phong xem xét. 05
hé , , x
P Truong phong | Trinh lanh dao UBND cap huyé¢n xem xét quyet dinh Mau 04, 05
Lanh dao Chu tich/Phé Mau 04, 05
Budc4 | UBND cip | Chatich UBND | Xem xét, quyét dinh
huyén cap huyén
B phan van - Va0 sd, dong déu, luu ho so.
Buoc 5 o Can b0 van th Doy . . 5
Hoe thu anbovantiu ) _ Gri ho so, két qua cho B phan mét cira UBND cap huyén Mau 04, 05
o - Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan
B0 phan mot mot clra Mau
Budc 6 ra UBND Can bd i ' . . .
Hoe cua an bo - Thong béo va tra két qua cho t6 churc, ca nhan. K&t thic 04,05,06

cap huyén

trén phan mém.
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Tén thi tuc hanh chinh: Ghi vao S6 hd tich viée hd tich khac ciia cong din Viét Nam da dwore gidi quyét tai co quan cé
thAm quyén ciia nwéc ngoai (khai sinh; giAm h; nhan cha, me, con; xac dinh cha, me, con; khai tir; thay doi ho tich).
* Trwong hgp phai xac minh
Thoi han giai quyét: 03 ngay lam viée x 8 gid = 24 gio lam viée
(Cit giam 02 budc thyc hién)
Dich vu cong truc tuyén mét phan.

Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thuc hién

Noi dung thue hién

Thoi
gian
24 gio

Biéu
mau/Két qua

Budece 1

Nguoi c6 yéu cau yéu cau ghi vao S6 ho tich viée khai sinh;
giam ho; nhan cha, me, con; xac dinh cha, me, con; nuoi
con nudi; khai tur; thay ddi ho tich da duoc giai quyét tai co
quan c6 thAm quyén ctia nudc ngoai (sau day goi 1a ghi vao
S6 hé tich cac viée ho tich khac) thyc hién hoac uy quyén
cho nguoi khac thyc hién ndp ho so truc tiép hodc giri hd
so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu Iya chon hinh thire ndp hd so truc tiép, ngudi cé yéu
cau yéu cau ghi vao S6 ho tich céc viée ho tich khac tai BO
phan mot cira UBND ca”ip huyén; nop 1¢ phi néu thudc truong
hop phai ndp 1¢ phi ghi vao S6 ho tich cac viéc ho tich khac;
nop phi cap ban sao Trich luc ho tich tuong tng néu c6 yéu
cau.

- Néu lua chon hinh thirc nop hd so truc tuyén, nguoi co
yéu cau ghi vao S6 ho tich cac viée ho tich khac truy cap
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

Cong dich wvu cong qudc gia (dia  chi:
https://dichvucong.gov.vn) hoac Céng Dich vu coéng tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich
vu cong) hodc dang ky tai khoan (néu chua c6 tai khoan),

x4c thuc ngudi dung theo hudéng dan, ding nhap vio hé
thdng, x4c dinh dung Uy ban nhan dan cap huyén c6 tham
quyén. Cung cap thong tin theo Biéu mau dién tir trong tac
ghi vao S6 ho tich viéc khai sinh/khai t/nudi con
nudi/gidm ho,nhan cha, me,con/Biéu mau dién tur tuong tac
ghi vao S6 ho tich cac viée ho tich khac (cung cép trén Céng
dich vu cong), dinh kém ban chup hoac ban sao dién tir cac
gidy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua
chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp hd so.

Budc 2

B6 phan mdt
cua UBND
cap huyén

Céan bo

1. B6 phan mot cira UBND cép huyén tiép nhan ho so, kiém
tra, hudng dan tiép nhan ho so tryc tuyén hodc tryc tiép (d6i
véi to chite, c4 nhan khong du diéu kién co s& nop ho so
truc tuyén).

2. Néu hé so khong dat yéu cau thi huéng dan t6 chirc, ca
nhan bd sung theo dung quy dinh 01 1an duy nhat.

02 gid

Mau
01,02,03,04,0
5, 06



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
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Don vi thuc
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Trach nhiém
thue hién

N0i dung thue hién

Thoi
gian
24 gio

Biéu

miu/Két qua

3. Truong hop hd so ddy du, quét (scan) va cip nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh phd. Thu phi, 1& phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho t6 chirc, ca nhan.

Ho so bao gdm:

- To khai ghi vao S6 ho tich viéc khai sinh/T khai ghi vao
S6 ho tich viéc khai ti/To khai ghi vao S6 ho tich viéc nudi
con nudi/ To khai ghi vao S6 ho tich viéc giam ho, nhan
cha, me, con/To khai ghi vao Sb ho tich céac viée ho tich
khac theo mau (néu ngudi o yéu cau lya chon ndp hd so theo
hinh thirc tryc tiép);

- Biéu mau dién tir tuong tac ghi vao Sb hé tich viéc khai
sinh/khai tu/nudi con nudi/giam hd,nhan cha, me,con/Biéu
mau dién tir twong tac ghi vao S6 ho tich céc viée ho tich
khéc(do ngudi yéu cau cung cép thong tin theo hudng dén
trén Cong dich vu céng néu ngudi c6 yéu cau lwa chon ndp
h6 so theo hinh thirc tryc tuyén).

- Nguoi ¢6 yéu cau ghi vao S6 ho tich cac viéc ho tich
khécthuc hién viéc ndp/xudt trinh (theo hinh thuc tryc tiép)
hoic tai 1&n (theo hinh thire tryc tuyén) cac gidy to sau:

* Gidy to phai ndp:
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- Ban sao gidy to chimg minh viéc ho tich di duogc giai
quyét tai co quan c6 thidm quyén clia nudc ngoai.

- Vin ban ty quyén (duoc ching thuc) theo quy dinh cua
phap luat trong truong hop ty quyén thyuc hién viéc ghi
cha. Truong hop nguoi dugce ty quyén la 6ng, ba, cha, me,
con, V0, chéng, anh, chi, em rudt cua nguoi uy quyén thi
van ban ty quyén khong phai chung thyc.

* Gidy to phai xut trinh:

- H6 chiéu hoic Ching minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dén anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé
chimg minh vé nhén than cta ngudi c6 yéu cau ghi vao S6
ho tich cac viéc ho tich khac. Truong hop cac thong tin ca
nhan trong cic gidy to nay da c¢d trong CSDLQGVDC,
CSDLHTDT, duoc hé thong dién ty dong thi khoéng phai
xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén);

- Gidy to chimg minh noi cu tri. Trudng hop céac thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC,
duogc dién ty dong thi khong phai xuét trinh (theo hinh thirc
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);
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Truong hop giri hd so qua hé théng buu chinh thi phai gui
kém theo ban sao c6 chimg thuc cac gidy to phai xuat trinh
néu trén.

*Luuy

- P6i v6i gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod
so theo hinh thirc tryc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu voi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xudt trinh, khong dugc yéu cau ndp ban
sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thure tir ban chinh hodc ban sao dugc cip tir s6 gde hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan c¢6 trach nhiém kiém tra, di chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau ngudi
di dang ky ndp ban sao gidy to do.

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

- Pbi v6i gidy to gtri kém theo néu ngudi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so cau ghi vao S6 ho
tich cac viéc ho tich khac truc tuyén phai bao dam rd nét, dﬁy
du, toan ven vé ndi dung, 1a ban chup bang may anh, dién
thoai hodc duogc chup, dugc quét béng thiét bi dién tir, tir giéy
td duoc cap hop 18, con gia tri str dung; néu 1a gidy to do co
quan c6 thim quyén nudc ngoai cap thi phai duoc hop phép
hoa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong
hop dugce mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so ghi
vao S6 ho tich cac viée hé tich khéc truc tuyén da c6 ban sao
dién ttr hodc da co ban dién tir gidy to ho tich thi ngudi yéu
cau duoc sur dung ban di¢n tir nay.

+ Truong hop nhan két qua (Trich luc ghi vao S6 ho tich
vi¢c khai sinh/Trich lyc ghi vao S6 ho tich cac viéc hd
tich khac/ban sao Trich luc ghi vao S6 ho tich viéc khai
sinh/ban sao Trich luc ghi vao SO ho tich cac viéc ho tich
khac) tai co quan dang ky ho tich, ngudi o yéu cdu ghi vao
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. Thoi
Buoc . . ‘n . <R
Pon vi thuc Trach nhiém e cn glan Biéu
thuce o in Noi dung thwe hién . , X .
o hién thwe hién 24 giv | mau/Ket qua
hién
S6 hd tich cac viée ho tich khac phai Xuét trinh giéy to tuy
than, ndp cac gidy to 13 thanh phan ho so ghi vao S6 ho tich
cac viéc ho tich khac theo quy dinh phdp luat hd tich
S6 lwong ho so: 01 bo
Truéng phong | Chuyén cho can bd chuyén mén 01 gio Mau 04, 05
Phong Tu v .
hap cac Chuyén vién | - X ly, tham dinh ho so. . Mau 02, 04
Bugc3 | P op ¢ y 11gis | au2e 0%
huyén, 'Ehanh - Trinh lanh dao phong xem xét. 05
pho , , Mau 04, 05
Truong phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 04 gio au o,
Lanh dao Chu tich/Pho Mau 04, 05
Budc4 | UBND cip | Chuatich UBND | Xem xét, quyét dinh 04 gio
huyén cap huyén
B6 phan vi - Vo s6, dong dau, luu ho so. .
Buscs | o Pt YA Can b van thu T , 01gis | Mau 04,05
thu - Gri ho so, két qua cho B phan mét cura UBND cap huyén
B phan mot ;n)g?z E:an trén phﬁn mém két qud TTHC da c6 tai BO phan
Budc 6 | cira UBND Can bo ‘ ' 01 gi> | Mau 04,05,06

cap huyén

- Thong bao va tra két qua cho to chirc, ca nhan. Két thuc
trén phan mém.
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14. Tén thii tuc hanh chinh: Ping ky lai khai sinh ¢6 yéu t6 nwéc ngoai

Mi s6 TTHC: 2.000522.000.00.00.H42

* Truwong hop khong can xac minh
Thoi gian giai quyét: 05 ngay lam viéc x 8 gid = 40 gid 1am viée
(Cit giam 02 budc thyc hién)

Dich vu cong truc myén mot phﬁn.

, Thoi
Buwoéc ) , o . <X
Pon vi thuc Trach nhiém e en glan Biéu
thuc N n NoOi dung thwe hi¢n s x ; .
o hién thwe hién 40 gi | mau/Ket qua
hién
Nguoi c6 yéu cdu yéu cau diang ky lai khai sinh thuc hién
hoc iy quyén cho ngudi khac thuc hién ndp ho so truc tiép
hodc gtri ho so qua hé théng buu chinh hodc ndp hd so truc
tuyén.
- Néu Iyra chon hinh thirc ndp hd so tryc tiép, ngudi co yéu
cau yéu cau dang ky lai khai sinh tai B0 phan mdt cua
UBND cép huyén; ndp 1é phi néu thudc truong hop phai ndp
Budc 1 Cong dan 1é phi dang ky lai khai sinh; ndp phi cap ban sao Gidy khai

sinh néu c6 yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thtc ndp hd so truc tuyén, ngudi co
yéu cau dang ky lai khai sinh truy cap Cong dich vu cong
quéc gia (dia chi: https://dichvucong.gov.vn) hodc Cong
Dich wvu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu d4 c6 tai khoan trén Cong dich vu cong) hoic dang ky
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu

miu/Két qua

tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo
hudng dén, dang nhap vao hé théng, x4c dinh ding Uy ban
nhan dan cip huyén c6 tham quyén. Cung cap thong tin theo
biéu miu dién tir trong tac diang ky lai khai sinh (cung cap
trén Cong dich vu cong), dinh kém ban chup hoic ban sao
dién tir cac giéy t0, tai li¢u theo quy dinh; ndp phi, 1€ phi
thong qua chirc nang thanh toan tryc tuyén hoic bang cach
thirc khac theo quy dinh phép luat, hoan tat viéc ndp hd so.

Budc 2

B6 phan mét
ctra UBND
cap huyén

Can bo

1. Bo phan mot cira UBND cap huyén tiép nhan ho so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
v6i to chirc, c4 nhan khong du diéu kién co sé nop ho so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Truong hop hd so day du, quét (scan) va cap nhat, luu
trit ho so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh phd. Thu phi, 1¢ phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho to chirc, ca nhan.

HOo so bao gﬁm:

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam
doan ctia ngudi yéu cau vé viée dd nop du cc gidy to hién co

02 gid

Mau
01,02,03,04,0
5, 06
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu

miu/Két qua

(néu ngudi co yéu cau lya chon ndp hd so theo hinh thire truc
tiép);

- Biéu mau dién tir tvong tac dang ky lai khai sinh, trong d6
cOcam doan céc thong tin cung cép 1a ding su that, khong
con ban chinh Gidy khai sinh, da ndp di cac gidy to hién c6
va chiu hoan toan trach nhiém truéc phap luat vé ndi dung
cam doan ctia minh (do ngudi yéu cdu cung cap thong tin
theo hudng dan trén Cong dich vu cong néu ngudi cd yéu cau
lya chon ndp hd so theo hinh thie truc tuyén).

- Nguoi ¢O yéu cau ding ky lai khai sinh thuc hién viéc
ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo
hinh thtic tryc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban sao toan b ho so, gidy to ctia ngudi yéu cau hoic hd
50, gidy t0, tai liéu khac trong d6 c¢6 thong tin lién quan dén
ndi dung khai sinh, g@)m:

+ Ban sao Gidy khai sinh do co quan c6 thim quyén cia
Viét Nam cép hop 1é (ban sao dugc ching thyc tir ban
chinh, ban sao dugc cap tir S6 dang ky khai sinh); ban chinh
hodc ban sao gidy to co gia tri thay thé Gidy khai sinh dugc
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu

miu/Két qua

cap trudc nim 1945 ¢ mién Béc va trude nam 1975 & mién
Nam.

+ Truong hop ngudi yéu cau khong co gidy to néu trén thi
phai ndp ban sao gidy to do co quan ¢ tham quyén ciia Viét
Nam cip hop 1é nhu: Gidy chimg minh nhan déan, Thé cin
cudc cong dan hodac HO chiéu; S6 ho khau, S6 tam tra, giéy
t chimg minh vé noi cu tra; Bang tot nghiép, Gidy ching
nhan, Chung chi, Hoc ba, hd so hoc tap do co quan co tham
quyén cip hodc xac nhan; Gidy to khac ¢ thong tin vé ho,
tén, ngay, thang, nam sinh cua c4 nhan.

Ngudi yéu cau diang ky lai khai sinh ¢6 trach nhiém nop day
du ban sao cac gidy to néu trén (néu co) va phai cam doan
da ndp du cac giéy to minh co; chiu trach nhiém, hé qua cta
viéc cam doan khong ding sy that.

- Vin ban Uy quyén theo quy dinh ciia phap ludt trong
truong hop Gy quyén thuc hién viéc dang ky lai khai sinh.
Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me, con,
VO, chéng, anh, chi, em rudt ctia nguoi uy quyén thi van ban
iy quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu

miu/Két qua

- Ho chiéu hoac Chimg minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dén anh va thong tin ca
nhan do co quan c6 tham quyén cép, con gia tri sir dung dé
ching minh vé nhan than ciia ngudi ¢6 yéu cau dang ky lai
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy
to nay da c6 trong CSDLQGVDC, CSDLHTDT, duogc hé
thdng dién ty dong thi khong phai xuét trinh (theo hinh thir
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén).

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

* Luuy

- P6i voi gidy to ndp, xuat trinh néu nguoi yéu cau ndp hod
so theo hinh thirc truc tiép:

+ P6i voi gidy to xuét trinh khi ding ky ho tich, ngudi tiép
nhén c6 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 nguoi xuat trinh, khéng dugc yéu cau ndp ban
sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thue tir ban chinh hoic ban sao dugc cip tir s6 gdc hodc ban
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu

miu/Két qua

chup kém theo ban chinh gidy td dé ddi chiéu. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

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

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky lai khai
sinh truc tuyén phai bao dam ro nét, déy du, toan ven vé ndi
dung, la ban chup béng may anh, di¢n thoai hodc duoc chup,
duoc quét bang thiét bi dién tu, tir gidy to dwoc cap hop 1¢,
con gia tri str dung; néu 1a gidy to do co quan c6 tham quyén
nudc ngoai cap thi phai dugc hop phép hoa lanh su, dich sang
tiéng Viét theo quy dinh, trir truong hop dugc mién hop phap
hoéa lanh su.

+ Truong hop gidy t0, tai lidu phai giri kém trong hd so ding
ky lai khai sinh tryc tuyén dd c6 ban sao dién tir hodc da c6
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu

miu/Két qua

ban dién tir gidy to ho tich thi ngudi yéu cau duoc st dung
ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), nguoi co yéu cau diang kylai
khai sinh phai xuit trinh gidy to tuy than, nop cac gidy to la
thanh phan ho so dang ky lai khai sinh theo quy dinh phap
luat ho tich.

Trudng hop nguoi co yéu cau ding ky lai khai sinh khong
cung cap dugc gidy to néu trén theo quy dinh hoic gidy to
nop, xuét trinh bi téy x6a, stra chira, lam gia thi co quan
dang ky ho tich co thadm quyén hity bo két qua dang ky lai
khai sinh.

- Truong hop cho phép ngudi yéu cau dang ky ho tich lap vin
ban cam doan vé ndi dung yéu cau diang ky ho tich thi co quan
dang ky hd tich phai giai thich 6 cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phap ly ciia viéc cam doan khong
dang sy that.

Co quan ding ky ho tich tir chéi giai quyét hoic dé nghi co
quan c¢6 thAm quyén huy bo két qua dang ky ho tich, néu c6
co s& xac dinh ndi dung cam doan khong ding su that.

S6 lwong ho so: 01 bd
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. Thoi
Buoc . , A . <X
Pon vi thuc Trach nhiém e en glan Biéu
thuc o n NOi dung thwe hién . x X .
o hién thwe hién 40 gi | mau/Ket qua
hi¢n
Trudng phong Chuyén cho can b chuyén mén 02 gid Mau 04, 05
Phong Tu : .
) phap céc Chuyén vién |- Xur Iy, tham dinh ho so. .. | Mau 02, 04,
Budce 3 . . o . ) 16 gio
huyén, thanh - Trinh lanh dao phong xem xét. 05
hd , : %
d Truong phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 08 gio Mau 04, 05
Lanh dao Chu tich/Pho Mau 04, 05
Budc 4 | UBND cép | Chitich UBND | Xem xét, quyét dinh 08 gio
huyén cap huyén
Bé6 phan vi - Vo s6, dong déu, lru ho so. .
Budc 5 © phdtl van Can bo van thu s JO o . . 02 gio Mau 04. 05
thu - Gtri ho so, két qua cho BO phan mdt cira UBND céap huyén ’
A - Xé4c nhan trén phan mém két qua TTHC di c6 tai BO phan
B phén mot mot cua
Buéc 6 | ctra UBND Can bd ‘ 02 gid | Mau 04,05,06

cap huyén

- Thong bao va tra két qua cho t6 chirc, ca nhan. Két thuic
trén phan mém.
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Tén thi tuc hanh chinh: Ping ky lai khai sinh ¢ yéu t6 nwéc ngoai
* Trwong hop phai c6 van ban xac minh

Thoi han giai quyét: 25 ngay lam viée x 8 gid = 200 gid 1am viée

(Cat giam 02 budc thyc hién)
Dich vu cong truc tuyén mot ph::in

Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thuc hién

Noi dung thue hién

Thoi
gian
200 gio

Bieéu
mau/Ket

>

qua

Budc 1

Cong dan

Nguoi co yéu cau yéu cau dang ky lai khai sinh thyc hién hodc
iy quyén cho ngudi khac thue hién ndp hd so truc tiép hoidc
gti hd so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thire ndp hd so truc tiép, ngudi co yéu cau
dang ky lai khai sinh tai B0 phan mot cra UBND cép huyén,;
ndp 1& phi néu thude trudng hop phai ndp 16 phi dang ky lai khai
sinh; ndp phi cap ban sao Gidy khai sinh néu c6 yéu cau cap ban
sao Gidy khai sinh.

- Néu Iya chon hinh thtrc nép hd so truc tuyén, ngudi c6 yéu
cau dang ky lai khai sinh truy cap Cong dich vu céng quéc gia
(dia chi: https://dichvucong.gov.vn) hoic Céng Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhép tai khoan (néu di c6 tai khoan trén Cong dich vu

cong) hoac dang ky tai khoan (néu chua c¢ tai khoan), xac thuc
ngudi ding theo hudng din, dang nhap vao hé théng, xac dinh
dung Uy ban nhan dan cap huyén c6 tham quyén. Cung cap
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
200 gior

Bieu
mau/Két

>

qua

thong tin theo biéu mau dién tir twong tac ding ky lai khai sinh
(cung cip trén Cong dich vu cong), dinh kém ban chyp hoic
ban sao dién tir cac giéiy t0, tai liéu theo quy dinh; ndp phi, 1€
phi thong qua chirc ning thanh toan truc tuyén hoic bang cach
thirc khac theo quy dinh phéap luat, hoan tat viéc nop ho so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Céan bo

1. B6 phan mét cra UBND cép huyén tiép nhén hd so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
véi to chue, ca nhan khong du diéu kién co s nop ho so truc
tuyén).

2. Néu hd so khong dat yéu cau thi hudng din t6 chire, ca nhan
bd sung theo dung quy dinh 01 1an duy nhat.

3. Truong hop hd so ddy du, quét (scan) va cap nhat, luu trir hd
so vao phin mém va chuyén vé Phong Tu phap cac huyén,
thanh phd.Thu phi, 1& phi (néu c6). In phiéu tiép nhan va hen
tra két qua giao cho to chuc, ca nhan.

Ho so bao gom:

- T khai ding ky lai khai sinh theo mau, trong d6 c6 cam doan
ctia ngudi yéu cau vé viée dd ndp du cac gidy to hién co (néu
ngudi c6 yéu cau lya chon ndp hd so theo hinh thire truc tiép);

- Biéu méu dién tir twong tac ding ky lai khai sinh, trong d6
cOcam doan cic thong tin cung cap 1a dung sy that, khong con

02 gio

Mau
01,02,03,0
4,05, 06
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Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
200 gior

Bieu
mau/Két

>

qua

ban chinh Gidy khai sinh, dd nop du cac gidy to hién c6 va chiu
hoan toan trach nhiém trudc phap luat vé ndi dung cam doan
ctia minh (do nguoi yéu ciu cung cip thong tin theo hudng dan
trén Cong dich vu cong néu ngudi c6 yéu cau lya chon ndp hd so
theo hinh thirc truc tuyén).

- Ngudi ¢ yéu cau ding Ky lai khai sinh thue hién viée ndp/xuét
trinh (theo hinh thirc truc tiép) hodc tai 18n (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao toan bo hd so, gidy to ciia nguoi yéu cau hodc hd so,
gidy t0, tai liéu khéc trong d6 co thong tin lién quan dén noi
dung khai sinh, gom:

+ Bén sao Gidy khai sinh do co quan c6 tham quyén cia Viét
Nam cép hop 1& (ban sao duoc chimg thuc tir ban chinh, ban
sao dugc cap tir S6 dang ky khai sinh); ban chinh hodc ban sao
gidy to c6 gia tri thay thé Gidy khai sinh duoc cap trudc nim
1945 & mién Béc va trudc ndm 1975 & mién Nam.

+ Truong hop ngudi yéu cau khong co gidy to néu trén thi phai
ndp ban sao giéy td do co quan c6 tham quyén cua Viét Nam
cap hop 1¢ nhu: Gidy ching minh nhan dan, Thé cin cudc cong
dan hoic Ho chiéu; S6 ho khau, S6 tam trd, gidy to chimg minh




183

Budc
thuwe
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
200 gior

Bieu
mau/Két

>

qua

vé noi cu tri; Bang tot nghiép, Gidy chimg nhan, Chimg chi,
Hoc ba, ho so hoc tap do co quan co tham quyén cép hoac xac
nhéan; Giéy to khac c6 thong tin vé ho, tén, ngay, thang, nam
sinh ctia ¢4 nhan.

Ngudi yéu cau dang ky lai khai sinh ¢o trach nhiém nop day
da ban sao cac gidy to néu trén (néu cd) va phai cam doan di
ndp du cac gi:?iy to minh co; chiu trach nhi€ém, hé qua cua vi¢c
cam doan khong dung su that.

- Vian ban ty quyén theo quy dinh ctia phap luét trong truong
hop iy quyén thyc hién viéc ding ky lai khai sinh. Truong hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia ngudi iy quyén thi vin ban iy quyén khong
phai chung thuc.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chting minh nhan dan hodc Thé cin cudc cong
dan hodc cac gidy to khac co dan anh va thong tin ca nhan do
co quan c6 thim quyén cap, con gia tri st dung dé chimg minh
vé nhan than cua ngudi c6 yéu cau ding ky lai khai sinh.
Truong hop céac thong tin c4 nhan trong cac gidy td nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tur
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hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
200 gior

Bieu
mau/Két

>

qua

dong thi khong phai xudt trinh (theo hinh thire truc tiép) hodc
tai 1én (theo hinh thirc truc tuyén).

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

- P6i v6i gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so
theo hinh thuc tryc tiép:

+ Pdi v6i gidy to xuét trinh khi ding ky ho tich, ngudi tiép
nhén c6 trach nhiém kiém tra, ddi chiéu voi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hodc
ban chyp gidy to do.

+ Nguoi yéu cau diang ky ho tich ¢6 thé ndp ban sao ching thuc
tir ban chinh hodc ban sao duoc cép tir s6 gbc hodc ban chup
kém theo ban chinh gidy to dé ddi chiéu. Trudng hop nguoi
yéu cau nop ban chup kém theo ban chinh gidy t& thi nguoi tiép
nhan c6 trach nhiém kiém tra, d6i chiéu ban chup v61 ban chinh
va ky xéac nhan, khong duoc yéu cau ngudi di dang ky ndp ban
sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh cua phap luat hd tich, khong
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Don vi thuc
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Trach nhiém
thue hién

Noi dung thue hién
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>
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dugc yéu cau ngudi diang ky ho tich ndp thém gidy to ma phap
luat hd tich khong quy dinh phai ndp.

- Péi v6i gidy to giri kém theo néu nguoi yéu cau nop hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky lai khai sinh
truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a
ban chup béng may anh, dién thoai hodc dugc chup, dugc quét
bang thiét bi dién tir, tir gidy to dugc cap hop 18, con gia tri sir
dung; néu 13 gidy to do co quan ¢ thim quyén nudc ngoai cap
thi phai duoc hop phép hoa lanh su, dich sang tiéng Viét theo quy
dinh, trir trudng hop duge mién hop phéap hoa lanh su.

+ Truong hop gidy t0, tai liéu phai gii kém trong hd so ding ky
lai khai sinh tryc tuyén da c6 ban sao dién tir hodc d c6 ban dién
tir gidy to ho tich thi ngudi yéu cau duoc st dung ban dién tir nay.
+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh),nguoi c6 yéu cau ding ky lai khai
sinh phai xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh phan
ho so dang ky lai khai sinh theo quy dinh phap luat h tich.
Truong hop ngudi co yéu cau ding ky lai khai sinh khong cung
cap dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xuit
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Thoi

Buéc . i n ] Biéu
Pon vi thuc | Trach nhiém e cn glan . P
thuwe N n Noi dung thwe hi¢n . mau/Keét
o hién thue hién 200 gio R
hién qua
trinh bi tdy x0a, stra chira, 1am gia thi co quan dang ky ho tich
c6 tham quyén huy bo két qua dang ky lai khai sinh.
Trudng hop cho phép ngudi yéu cau dang ky ho tich lap vin ban
cam doan vé ndi dung yéu cau ding ky ho tich thi co quan dang
ky ho tich phai giai thich rd cho ngudi 1ap van ban cam doan vé
trach nhiém, hé qua phap 1y cta viéc cam doan khong ding sy
that.
Co quan dang ky ho tich tir chdi giai quyét hodc d& nghi co quan
c6 tham quyén hiy bo két qua ding ky ho tich, néu c6 co so xac
dinh ndi dung cam doan khong ding su that.
S6 lwong ho so: 01 bo
Trudng phong Chuyén cho can b chuyén mén 02 gio Mau 04,
. 05
Phong Tu . :
hap céac Chuyén vién | - Xu ly, thdm dinh ho so. Mau 02,
Buse3 | | M g o ‘ , 160 giy | ot
huyén, thanh - Trinh 1anh dao phong xem xét. 04, 05
phO , . N o X A , % . . M?lll 04,
Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 16 gio 05
hu tich/Phé
Lanh dgo | © (1:lht %Cti::h i Méu 04
. u ‘L s u
Budoc4 | UBND ca T Xem xét, quyét dinh 16 oid ’
uoe . égap UBND cép auyer e glo 05
uye

huyén
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. Thoi 2
Buoc ) i n . Biéu
DPon vi thuc | Trach nhiém e cn glan x £
thuwe o o Noi dung thwe hi¢n - mau/Ket
o hién thue hién ) j 200 gio R
hién qua
B6 phan vi Can bo vi - Vo s0, dong déu, luu hd so. . .
Buge 5 | o Pranvan | LAl 5o van e R o 02 gid | Mau 04,
thu thu - Gui ho so, két qua cho B phan mot ctra UBND cap huyén 05
o - Xac nhan trén ph?m mém két qua TTHC da co tai B6 phan
B6 phan mot nr x
mot cua. _ Mau
Buoc 6 | cua UBND Can bd ) L L o 02 gio
- Thong bao va tra két qua cho t0 chirc, ca nhan. Két thic trén 04,05,06

cap huyén

phan mém.
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15. Tén thii tuc hanh chinh: Ping ky khai sinh ¢é yéu t6 nwéc ngoai cho nguoi di c6 ho so, gidy to ca nhian

Mi s6 TTHC: 1.000893.000.00.00.H42

* Truwong hop khong can xac minh

Thoi gian thyce hién TTHC: 05 ngay lam viéc x 8 gio =40 gio lam vi¢e

(Cit giam 02 budc thyc hién)
Dich vu cong tryc tuyén mot phﬁn.

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Két

qua

Budce 1

Cong dén

Ngudi co yéu cau yéu cau diang ky khai sinh thuc hién hodc ay
quyén cho nguoi khac thyc hién ndp hd so truc tiép hodc gui
hd so qua hé théng buu chinh hodc ndp ho so truc tuyén.

- Néu lira chon hinh thitrc ndp hd so truc tiép, ngudi c6 yéu cau
yéu cau dang Ky khai sinh dé nghi yéu cau ding ky khai sinh
tai B phan mét cira UBND cép huyén; nop I¢ phi néu thudc
trudng hop phai ndp 1é phi ding ky khai sinh; nop phi cip ban
sao Gidy khai sinh néu ¢ yéu cu cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc ndp hd so truc tuyén, ngudi co yéu
cau dang ky khai sinh truy cap Cong dich vu cong qudc gia
(dia chi: https://dichvucong.gov.vn) hoic Cong Dich vy cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich vu

cong) hoac dang ky tai khoan (néu chua 6 tai khoan), xac thuc
ngudi dung theo hudng dan, ding nhap vao hé théng, xac dinh
daung Uy ban nhan dan cip huyén co tham quyén. Cung cép
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https://dichvucong.ninhbinh.gov.vn/

189

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

thong tin theo biéu mau dién tr tuong tac dang ky khai sinh
(cung cap trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tir cac giéy t0, tai liéu theo quy dinh; ndp phi, 1¢
phi thong qua chirc ning thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phép luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan mét
cira UBND
cap huyén

Can bo

1. Bo phan mét cira UBND cap huyén tiép nhan ho so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (ddi
véi to chie, ca nhan khong du diéu kién co s& ndp h so truc
tuyén).

2. Néu ho so khong dat yéu cau thi hudng dan t6 chire, ca nhan
bd sung theo dung quy dinh 01 lan duy nhat.

3. Trudng hop ho so day di, quét (scan) va cap nhat, luu trir
ho so vao phan mém va chuyén vé Phong Tu phap céc huyén,
thanh phd.Thu phi, 1& phi (néu ¢6). In phiéu tiép nhan va hen
tra két qua giao cho t6 chuc, ca nhan.

Ho so bao gﬁm:

- T& khai ddng ky khai sinh theo mau (néu ngudi c6 yéu cau lya
chon nop hd so theo hinh thuc truc myén);

- Biéu mau dién tir trong tac dang ky khai sinh (do ngudi yéu
cau cung cip thong tin theo huéng dan trén Cong dich vu cong
néu nguoi co yéu cau lya chon nop hd so theo hinh thic truc
tuyén).

02 gid

Mau
01,02,03,04,
05, 06
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Budc ) , n Thoi Bicu
Don vi thue | Trach nhiém . n . x ;
thuc o n NOi dung thue hién glan mau/Keét
n hién thuc hién - .
hién j j 40 gior qua

- Nguoi ¢6 yéu cau dang ky khai sinh thyc hién viéc ndp/xuét
trinh (theo hinh thtc truc tiép) hodc tai 18n (theo hinh thuc truc
tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Vin ban cam doan vé viéc chua dugc dang ky khai sinh.

- Ban sao toan bo ho so, gidy to ciia ngudi yéu cau hodc hd so,
gidy t0, tai lidu khac trong d6 co thong tin lién quan dén noi
dung khai sinh, gdbm: Gidy ching minh nhan dan, Thé cin
cudc cong dan hodac HO chiéu; S6 ho khau, S6 tam tra, giéy to
chimg minh vé noi cu trii; Bang t6t nghiép, Gidy chimg nhan,
Chung chi, Hoc ba, hd so hoc tap do co quan co thaim quyén
cép hodc xac nhan; Giéy to khac c6 thong tin vé ho, tén, ngay,
thang, nam sinh cua cé nhan.

Ngudi yéu cau dang ky khai sinh ¢6 trach nhiém ndp day du
ban sao céac gidy to néu trén (néu c6) va phai cam doan da nop
du cac giéy to minh cé; chiu trach nhi¢m, h¢ qua cta viéc cam
doan khong dung sy that.

- Vin ban ty quyén (dugc chimg thuc) theo quy dinh ctia phap
luat trong trudng hop ty quyén thyuc hién viéc dang ky khai
sinh. Truong hop nguoi dugc uy quyén la 6ng, ba, cha, me,
con, Vo, chéng, anh, chi, em rudt cia nguoi uy quyén thi van
ban Uy quyén khong phai ching thyc.
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chung minh nhan dan hoac Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan
do co quan c¢6 tham quyén cép, con gia tri sir dung dé chimg
minh vé nhan than cta ngudi cé yéu cau dang ky khai sinh.
Trudng hop cac thong tin ¢4 nhan trong cac gidy to ndy di co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu
dong thi khong phai xudt trinh (theo hinh thirc tryc tiép) hoic
tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tré trude khi xut canh dé xac dinh
tham quyén dang ky khai sinh. Truong hop cac thong tin vé gidy
td chtng minh noi cur trai da c6 trong CSDLQGVDC, dugc dién
tir dong thi khéng phai xudt trinh (theo hinh thic tryc tiép)
hodc tai 1én (theo hinh thuc truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai gii kém
theo ban sao c¢6 chimg thyc cac gidy to phai xuat trinh néu trén.
* Luuy

- P6i v6i gidy td nop, xuat trinh néu nguoi yéu cau nop ho so
theo hinh thirc tryc tiép:

+ Pdi voi gidy to xudt trinh khi ding ky h tich, ngudi tiép
nhén ¢6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoac
ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cép tir s6 gbc hodc ban
chup kém theo ban chinh gidy t& dé dbi chiéu. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky x4c nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy td do.

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

- Pdi voi gidy to gii kém theo néu nguoi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Bén chup cac gidy to giri kém theo hd so dang ky khai sinh
truc myén phai bao dam 0 nét, dﬁy du, toan ven vé ndi dung, la
ban chup bang may anh, dién thoai hoic duoc chup, duoc quét
bang thiét bi dién tir, tir gidy t& dugc cap hop 1€, con gid tri sir
dung; néu 13 gidy to do co quan c¢6 thim quyén nudc ngoai cap
thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo
quy dinh, trir trudng hop duoc mién hgp phap hoa lanh sy.
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

+ Truong hop gidy t0, tai liéu phai gtri kém trong ho so dang ky
khai sinh truc tuyén da c6 ban sao dién tir hoac da co ban dién tur
gidy to ho tich thi nguoi yéu cau duge sir dung ban dién tir ndy.
+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau ding ky khai sinh
phai xuét trinh gidy to tuy than, ndp cac gidy to 1a thanh phan hd
so dang ky khai sinh theo quy dinh phap luat ho tich.

Trudng hop ngudi yéu cau dang ky khai sinh khong cung cap
dugc gidy to néu trén theo quy dinh hodc gidy td ndp, xuét
trinh bi tiy x6a, sira chira, lam gia thi co quan dang ky ho tich
c¢6 tham quyén hiy bo két qua dang ky khai sinh.

- Truong hop cho phép ngudi yéu cau ding ky ho tich 1ap vin
ban cam doan vé& ndi dung yéu cau ding ky ho tich thi co quan
dang ky hd tich phai giai thich 6 cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phap 1y cta viéc cam doan khong
dang su that.

Co quan dang ky ho tich tir chéi gidi quyét hodc dé nghi co quan
c¢6 tham quyén hay bo két qua ding ky ho tich, néu co co sé xac
dinh nd1 dung cam doan khong dung su thit.

S6 lwong ho so: 01 bo

Buoc 3

Trudng phong

Chuyén cho can by chuyén mon

02 gid

Mau 04, 05
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Buéc , . . Thoi Biéu
Don vi thue | Trach nhiém . n . x ;
thuc D o NOi dung thwe hién glan mau/Keét
. hién thuc hién : ‘ : N v
hién j j j 40 gior qua
Phong Tu Chuyénvién |- Xt ly, tham dinh ho so. _ Mau 02, 04,
hap cac b 1R . : 21 gio
phap - Trinh lanh dao phong xem xét. 05
huyén, thanh - - ~
phd Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 06 gio | Mau 04,05
Lanh dao Chu tich/Pho Mau 04, 05
Budc 4 | UBND cép | Chitich UBND | Xem xét, quyét dinh 06 gio
huyén cap huyén
B6 phan van - Vao s6, dong déu, lru ho so. .
Bude 5 R Cén bo van thu ) . . 02 gio 3
thu i - Gui ho so, két qua cho B phan mot ctira UBND cap huyén 8 Mau 04, 05
A - X4c nhan trén phan mém két qua TTHC d3 co tai BO phan
B6 phan mét 5t ot <
Budc 6 | cira UBND Can bo ot e 01 gios Mau
' - Thong bao va tra két qua cho to chtrc, ca nhan. Két thuc trén 04,05,06

cap huyén

phan mém.




195

Tén thi tuc hanh chinh: Ping ky khai sinh ¢6 yéu t6 nwéc ngoai cho nguoi da c6 ho so, gidy to ca nhian

* Trwong hop phai c6 van ban xac minh

Thoi han giai quyét: 25 ngay lam viée x 8 gid = 200 gid 1am viée

(Cit giam 02 budc thyc hién)
Dich vu cong tryc tuyén mot ph::in

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gio

Bi¢u
mau/Keét qua

Budce 1

Cong dén

Ngudi c6 yéu ciu yéu cau dang ky khai sinh thyc hién hosc
Uiy quyén cho ngudi khac thuc hién ndp hd so truc tiép hodc
giri hd so qua hé théng buu chinh hodc ndp ho so truc tuyén.
- Néu Iyra chon hinh thirc ndp hd so tryc tiép, ngudi co yéu
cau yéu cau dang ky khai sinh dé nghi yéu cau dang ky khai
sinh tai B6 phan mot cira UBND cép huyén; ndp 18 phi néu
thudc truong hop phai ndp 1€ phi dang ky khai sinh; ndp phi
cap ban sao Gidy khai sinh néu ¢ yéu cau cap ban sao Gidy
khai sinh.

- Néu lua chon hinh thirc ndp hd so truc tuyén, ngudi co
yéu cau dang ky khai sinh truy cap Cong dich vu cong qudc
gia (dja chi: https://dichvucong.gov.vn) hoidc Cong Dich vu
cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu d4 c6 tai khoan trén Cong dich vu cong) hoic dang ky

tai khoan (néu chua c6 tai khoan), xac thyc ngudi dung theo
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gio

Bicu
mau/Két qua

hudng dén, dang nhap vao hé théng, x4c dinh ding Uy ban
nhan dan cap huyén c6 thim quyén. Cung cap thdng tin theo
biéu mau dién tir trong tac dang ky khai sinh (cung cap trén
Cong dich vu cong), dinh kém ban chup hoic ban sao dién
tir cic gidy tO, tai liéu theo quy dinh; ndp phi, 18 phi thong
qua chirc nang thanh toan truc tuyén hodc bang cach thirc
khéc theo quy dinh phap luat, hoan tat viéc nop hd so.

Budc 2

B6 phan mét
cira UBND
cap huyén

Can bo

1. Bo phan mot cira UBND cap huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (ddi
véi to chie, ¢4 nhan khong du diéu kién co s& ndp ho so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chic, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Truong hop hd so déy da, quét (scan) va cap nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh phd. Thu phi, 1& phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho to chirc, ca nhan.

Ho so bao gom:

- To khai dang ky khai sinh theo mau (néu ngudi c¢6 yéu cau
lua chon ndp hd so theo hinh thirc truc tuyén);

- Biéu mau dién tir twong tac ding ky khai sinh (do nguoi
yéu cu cung cap thong tin theo hudng din trén Cong dich vu

02 gid

Mau
01,02,03,04,0
5, 06
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Buoéc . i n Thoi "
Pon vi thuc Trach nhiém . . . Biéu
thuc o n Noi dung thwe hién glan x A )
o hién thuc hién ... | mau/Ket qua
hién 200 gio

cong néu ngudi cd yéu cau la chon ndp ho so theo hinh thirc
truc tuyén).

- Nguoi ¢ yéu cau dang ky khai sinh thyc hién viéc
ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo
hinh thtic tryc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Vin ban cam doan vé viéc chua dugc dang ky khai sinh.
- Ban sao toan b ho so, gidy to ctia ngudi yéu cau hoic hd
50, gidy t0, tai liéu khac trong d6 c6 thong tin lién quan dén
noi dung khai sinh, gdm: Gidy ching minh nhan dan, Thé
can cudc cong dan hoac HO chiéu; S6 ho khéu, S6 tam tru,
gidy to ching minh vé noi cu tra; Bang t6t nghiép, Gidy
ching nhan, Ching chi, Hoc ba, hd so hoc tap do co quan
c6 thAm quyén cip hodc xac nhan; Gidy to khac ¢ thong
tin vé ho, tén, ngay, thang, nam sinh ctia ¢4 nhan.

Ngudi yéu cau dang ky khai sinh ¢6 trach nhiém nop day
du ban sao cac gidy to néu trén (néu co) va phai cam doan
da nop du cac gidy td minh c6; chiu trach nhiém, hé qua cia
viéc cam doan khong dung su that.

- Vin ban uy quyén (dugc ching thuc) theo quy dinh cua
phap luat trong truong hop ty quyén thuc hién viéc dang
ky khai sinh. Trudng hop ngudi duoc ty quyén 13 ong, ba,
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gio

Bicu
mau/Két qua

cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi uy
quyén thi vin ban uy quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:

- Ho6 chiéu hoic Chimng minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé
ching minh vé nhan than ctia ngudi c6 yéu cau diang ky
khai sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy
to nay da c6 trong CSDLQGVDC, CSDLHTDT, duogc hé
thdng dién ty dong thi khong phai xudt trinh (theo hinh thic
truc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tra trudce khi xudt canh dé xac
dinh thdm quyén dang ky khai sinh. Trudng hop cac théng tin
vé gidy to chimg minh noi cu tra dé c6 trong CSDLQGVDC,
dugc dién ty dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

* Luuy

- P6i voi gidy to ndp, xudt trinh néu nguoi yéu cau ndp hod
so theo hinh thirc truc tiép:
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gio

Bicu
mau/Két qua

+ Dbi voi gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xuét trinh, khong duoc yéu ciu ndp ban
sao hodc ban chyp gidy td do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cip tir so gbc hodc ban
chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop
ngudi yéu cdu ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, ddi chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi
di dang ky nop ban sao gidy to do.

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

- Pbi véi gidy to giri kém theo néu nguoi yéu cau nop ho so
theo hinh thirc tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky khai sinh
truc tuyén phai bao dam 10 nét, dﬁy du, toan ven vé ndi dung,
14 ban chyp bang may anh, dién thoai hoic dugc chup, dugc
quét bang thiét bi dién tir, tir gidy t& duoc cip hop 18, con gia
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tri str dung; néu 13 gidy t& do co quan c6 thAm quyén nudc
ngoai cp thi phai duoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop dugc mién hop phap hoa
lanh su.

+ Truong hop gidy t0, tai lidu phai giri kém trong hd so dang
ky khai sinh truc tuyén da co6 ban sao dién tir hoac da c6 ban
dién tir gidy to ho tich thi nguoi yéu cau duge sir dung ban
dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), nguoi c6 yéu cau ding ky khai
sinh phai xuét trinh gidy to tuy than, ndp cac gidy to 14 thanh
phan hd so dang ky khai sinh theo quy dinh phap luét ho tich.
Trudng hop ngudi yéu cau ding ky khai sinh khong cung
cap duoc gidy to néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tiy x6a, stra chita, lam gia thi co quan dang ky
ho tich c6 tham quyén hity bo két qua ding ky khai sinh.
Truong hop cho phép nguoi yéu cau ding ky ho tich 1ap van
ban cam doan vé ndi dung yéu cau diang ky ho tich thi co quan
dang ky ho tich phai giai thich rd cho nguo1 13p van ban cam
doan vé trach nhiém, hé qua phap 1y ciia viéc cam doan khong
dang sy that.
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Budc

Thoi

Pon vi thwe | Trach nhiém N . : Biéu
thue L i Noi dung thwe hién glan x P 3
s hi€én thuc hién : : ’ ... | mau/Két qua
hién j j j 200 gio
Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 tham quyén hay bo két qua ding ky ho tich, néu co
co s¢ xac dinh ndi dung cam doan khong dung sy that.
S6 lwong ho so: 01 bo
Trudéng phong Chuyén cho can b chuyén mén 02 gio Mau 04, 05
Phong Tu : :
hap céac Chuyén vién | - Xt ly, tham dinh ho so. Mau 02, 04
Bugc3 | PP o y S : , 160 gis | o US P
huyén, thanh - Trinh lanh dao phong xem xét. 05
ho : : 5
d Truong phong | Trinh lanh dao UBND cap huyén xem xét quyet dinh 16 gio Mau 04, 05
Lanh dao Chu tich/Pho Mau 04, 05
Budc4 | UBND cép | Chitich UBND | Xem xét, quyét dinh 16 gio
huyén cap huyén
B6 phan van - Vo s6, dong déu, lru ho so. _
Bude 5 R Cén bo van thu 3 . . 02 gio 3
thu i - Gtri ho so, két qua cho B phan mét cira UBND cap huyén 8 Mau 04, 05
o - Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan
B0 phén mt mot cura
Buéc 6 | cua UBND Cén bd ' 02 gid | Mau 04,05,06

cap huyén

- Thong béo va tra két qua cho t6 chirc, ca nhan. Két thic
trén phan mém.
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16. Tén thii tuc hanh chinh: Ping ky lai két hon cé yéu to nudc ngoai

Mi s6 TTHC: 2.000513.000.00.00.H42

* Truwong hop khong can xac minh
Thoi gian thyce hién TTHC: 05 ngay lam viéc x 8 gio =40 gio lam vi¢e
(Cat giam 02 budc thyc hién)

Dich vu cong truc tuyén mét phin

, Thoi
Buwoéc ) , o i . X
Don vi thuwc | Trach nhiém . n glan Bi¢u
thuc s n NoOi dung thwe hi¢n s x ; .
o hién thwe hién 40 gi | mau/Ket qua
hién
Ngudi co yéu cau yéu cau dang ky lai két hon thuc hién nop
hd so truc tiép hodc ndp hd so truc tuyén (bén nam hoic
bén nit ¢6 thé ndp hd so ma khong can c6 van ban ty quyén
cua bén con lai).
- Néu Iyra chon hinh thirc ndp hd so tryc tiép, ngudi co yéu
cau yéu cau dang ky lai két hon dé nghi yéu cau dang ky lai
két hon tai BO phan mot cra UBND cép huyén; ndp 1€ phi
Budc 1 Cong dan néu thudc truong hop phai ndp 16 phi dang ky lai két hon.

- Néu lua chon hinh thirc ndp hd so truc tuyén, ngudi co
yéu cau dang ky lai két hon truy cap Cong dich vu cong
quéc gia (dia chi: https://dichvucong.gov.vn) hodc Cong
Dich wvu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu d4 c6 tai khoan trén Cong dich vu cong) hoic dang ky
tai khoan (néu chua c6 tai khoan), xac thyc ngudi dung theo



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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hudng dén, dang nhap vao hé théng, x4c dinh ding Uy ban
nhan dan cap huyén c6 tham quyén. Cung cap thong tin theo
biéu mau dién tir twong tac dang ky lai két hon (cung cap
trén Cong dich vu cong), dinh kém ban chup hoic ban sao
dién tir cac gi:?iy t0, tai li¢u theo quy dinh; ndp phi, 1€ phi
thong qua chirc nang thanh toan tryc tuyén hoic bang cach
thirc khac theo quy dinh phép luat, hoan tat viéc ndp hd so.

Budc 2

B6 phan mét
cira UBND
cap huyén

Can bo

1. Bo phan mot cira UBND cap huyén tiép nhan hé so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
v6i to chirc, c4 nhan khong du diéu kién co sé nop ho so
tryc tuyén).

2. Néu ho so khong dat yéu cau thi huéng dan t6 chirc, ca
nhan bo sung theo dang quy dinh 01 1an duy nhat.

3. Truong hop hd so day du, quét (scan) va cap nhat, luu
trit hd so vao phan mém va chuyén vé Phong Tu phap cac
huyén, thanh phd. Thu phi, 1¢ phi (néu c6). In phiéu tiép
nhan va hen tra két qua giao cho to chirc, ca nhan.

Ho so bao gom:

- To khai dang ky lai két hon theo mau (néu ngudi c6 yéu cau
lya chon ndp hd so theo hinh thie truc tiép);

02 gid

Mau
01,02,03,04,0
5, 06
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- Biéu mAu dién tir tuong tac dang ky lai két hon, trong d6
¢ cam doan céc thong tin cung cap 13 dung sy that, khong
con ban chinh Gidy chtg nhan két hon, di ndp di cac gidy
to hién c6 va chiu hoan toan trach nhi€m trudc phap luat vé
ndi dung cam doan ciia minh(do ngudi yéu cau cung cip
thong tin theo hudng dan trén Cong dich vu cong néu ngudi
cé yéu cau lya chon ndp hd so theo hinh thirc truc myén).

- Ngudi ¢6 yéu cau ding ky lai két hon thuc hién viéc
ndp/xuét trinh (theo hinh thirc tryc tiép) hodc tai Ién (theo
hinh thtic tryc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban sao Gidy chtng nhan két hon duoc cip trude day. Néu
khong c6 ban sao Gidy ching nhan két hon thi nop ban sao
hé so, gidy to ¢4 nhan c6 cac thong tin lién quan dén ndi dung
dang ky két hon.

* Gidy to phai xuat trinh:

- H chiéu hodc Chung minh nhan dan hoac Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cp, con gia tri sir dung dé
chimg minh vé nhan than cua ca hai bén c6 yéu cau ding
ky lai két hon. Trudng hop cac thdng tin c& nhan trong cac
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gidy t0 ndy da c6 trong CSDLQGVDC, CSDLHTBT, dugc
hé théng dién tu dong thi khong phai xuat trinh (theo hinh
thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén).
*Luuy

- P6i voi gidy to nop, xuat trinh néu nguoi yéu cau ndp hd
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho nguoi xudt trinh, khong dugc yéu ciu ndp ban
sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching
thue tir ban chinh hodc ban sao dugc cip tir s6 gde hodc ban
chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan c6 trach nhiém kiém tra, di chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau ngudi
di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di hd so
dang ky hd tich theo quy dinh cta phap luét ho tich, khong
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duoc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phép luat ho tich khong quy dinh phai ndp.

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so
theo hinh thuc tryc tuyén:

+ Bén chup cac gidy to giri kém theo hd so dang ky lai két
hon truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé nodi
dung, la ban chup béng may anh, di¢n thoai hodc duoc chup,
duoc quét bang thiét bi dién tu, tir gidy to dwoc cap hop 1¢,
con gia tri sir dung; néu 13 gidy to do co quan ¢ thim quyén
nudc ngoai cap thi phai duoc hop phap hoa lanh sy, dich sang
tiéng Viét theo quy dinh, trir trudng hop dwoc mién hop phap
hoa lanh su.

+ Truong hop gidy to, tai lidu phai giri kém trong hd so ding
ky lai két hon truc tuyén da c6 ban sao dién tir hoac da co ban
dién tir gidy to ho tich thi nguoi yéu cau duge sir dung ban
dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy ching
nhan két hon), nguoi co yéu cau dang ky lai két hon xuét trinh
gidy to tuy than, ndp cac gidy to 1a thanh phan hd so dang ky
lai két hon theo quy dinh phép luat ho tich.
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, Thoi
Buoc . , A . <X
Pon vi thuc Trach nhiém e en glan Biéu
thuc o n NOi dung thwe hién . x X .
o hién thwe hién 40 gi | mau/Ket qua
hi¢n
Truong hop ngudi yéu cau dang ky lai két hon khong cung
cap duoc gidy to néu trén quy dinh hoic gidy to nop, xuat
trinh bi tiy x6a, stra chita, lam gia thi co quan ding ky ho
tich c6 tham quyén huy bo két qua dang ky lai két hon.
S6 lwong ho so: 01 bo
Trudéng phong Chuyén cho can b chuyén mén 02 gio Mau 04, 05
Phong Tu : :
) phap cac Chuyén vién | - Xt 1y, tham dinh ho so. .| Mau 02, 04,
Budce 3 R . o . . 16 gio
huyén, thanh - Trinh lanh dao phong xem xét. 05
hd , , 5
P Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 08 giv | Mau04,05
Lanh dao Chu tich/Pho Mau 04, 05
Buéc 4 | UBNDcép | Chutich UBND | Xem xét, quyét dinh 08 gid
huyén cap huyén
B6 phan vi - Vo s6, dong déu, lru ho so. _
Bude 5 OPRAVAL | g bd van thu o . o p ) 02 gio Mau 04. 05
thu - Gui ho so, két qua cho Bo phan mot ctra UBND cap huyén ’
o - Xac nhan trén phﬁn mém két qua TTHC da c6 tai By phan
B0 phén mt mot cura
Budéc 6 | cua UBND Céan bd ' 02 gid | Mau 04,05,06

cép huyén

- Thong bao va tra két qua cho to chirc, ca nhan. Két thac
trén phan mém.




208

Tén thi tuc hanh chinh: Ping ky lai két hon c6 yéu té nuwée ngoai
* Trwong hop phai c6 van ban xac minh

Thoi han giai quyét: 25 ngay lam viée x 8 gid = 200 gid 1am viée

(Cat giam 02 budc thyc hién)
Dich vu cong truc tuyén mot ph::in

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gio

Biéu
mau/Két
qua

Budc 1

Nguoi c6 yéu cau yéu cau dang ky lai két hon thue hién nop
ho so truc tiép hodc nop hd so truc tuyén (bén nam hodc bén
nit ¢6 thé ndp hd so ma khong can cd van ban Gy quyén cia
bén con lai).

- Néu lua chon hinh thirc ndp hd so truc tiép, nguoi ¢ yéu cau
yéu cau diang ky lai két hon dé nghi yéu cau dang ky lai két
hon tai Bo phan mét cira UBND cép huyén; ndp 1¢ phi néu
thudc truong hop phai ndp 1& phi dang ky lai két hon.

- Néu lya chon hinh thirc ndp hd so tryc tuyén, ngudi co yéu
cau dang ky lai két hon truy cap Cong dich vu cong quéc gia
(dia chi: https:/dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich vu

cong) hodc dang ky tai khoan (néu chua co tai khoan), xac thuc
ngudi dung theo huéng dan, dang nhap vao hé thdng, xac dinh
dung Uy ban nhan dan cip huyén c6 thim quyén. Cung cap
thong tin theo biéu mau dién tir trong tac dang ky lai két hon



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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(cung cap trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tir cac giz?'ly t0, tai li¢u theo quy dinh; ndp phi, 1¢
phi thong qua chirc nang thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phéap luat, hoan tat viéc nop ho so.

Budc 2

B6 phan
mot cura
UBND cép
huyén

Céan bo

1. BO phan mot cira UBND cép huyén tiép nhén hd so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
v6i to chire, ca nhan khong da didu kién co s ndp hd so truc
tuyén).

2. Néu ho so khong dat yéu ciu thi hudng dan t6 chirc, c4 nhan
bd sung theo dung quy dinh 01 lan duy nht.

3. Truong hop hd so ddy du, quét (scan) va cap nhat, luu trit
ho so vao phan mém va chuyén vé Phong Tu phap cac huyén,
thanh phd.Thu phi, 1& phi (néu c¢6). In phiéu tiép nhan va hen
tra két qua giao cho to chuc, ca nhan.

Ho so bao g(‘*)m:

- To khai dang ky lai két hon theo mau (néu ngudi ¢6 yéu cau
lya chon ndp hd so theo hinh thic truc tiép);

- Biéu méu dién tir trong tac dang ky lai két hon, trong d6 c6
cam doan cac thong tin cung cap 1a dang su that, khong con
ban chinh Gidy chirmg nhan két hon, da nop du cac gidy to hién
¢6 va chiu hoan toan trach nhiém truéc phap luat vé ndi dung
cam doan ctia minh(do ngudi yéu cau cung cip thong tin theo

02 gio

Mau
01,02,03,04
,05, 06
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huéng dan trén Cong dich vu cong néu nguoi ¢ yéu cau lya
chon ndp hd so theo hinh thirc truc tuyén).

- Ngudi ¢6 yéu cau dang ky lai két hon thuc hién viée ndp/xuét
trinh (theo hinh thuc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao Gidy chimg nhan két hon duogc cp trude day. Néu
khong c6 ban sao Gidy chimg nhan két hon thi ndp ban sao hd
50, gidy tO ca nhan c6 cac thong tin lién quan dén noi dung dang
ky két hon.

* Gidy to phai xuit trinh:

- H6 chiéu hoic Ching minh nhan dan hoac Thé can cudc
cong dan hoic cac gidy to khac c6 dan anh va thong tin c4 nhan
do co quan c6 tham quyén cép, con gia tri sit dung dé ching
minh vé nhan thancta ca hai bén c¢6 yéu cau ding ky lai két
hon. Trudng hop céc thong tin ca nhan trong cc gidy to ndy
da c6 trong CSDLQGVDC, CSDLHTPT, duoc hé théng dién
tu dong thi khong phai xuat trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thirc tryc tuyén).

*Luuy

- P6i v6i gidy to ndp, xuat trinh néu nguoi yéu cau ndp hd so
theo hinh thirc tryc tiép:
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Buoc . , n Thoi Biéu
Pon vi Trach nhiém . . . x p
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién - .
hién : j : j 200 gio qua

+ Pdi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép
nhan co trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra
lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoac
ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cip tir s6 gdc hodc ban
chup kém theo ban chinh gidy to dé d6i chiéu. Trudng hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, doi chiéu ban chup
v6i ban chinh va ky xac nhéan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, di hd so
dang ky ho tich theo quy dinh cua phap luat ho tich, khong
duogc yéu cau nguoi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

- Péi v6i gidy to gui kém theo néu ngudi yéu cau ndp ho so
theo hinh thirc tryc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky lai két hon
truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi dung, 1a
ban chup bé“mg may anh, dién thoai hodc duogc chup, dugc quét
bang thiét bi dién t, tir gidy to dugc cAp hop 18, con gié tri st
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dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai cap
thi phai dugc hop phap hoa lanh su, dich sang tiéng Viét theo
quy dinh, trir trudng hop duoc mién hop phap hoa lanh sy.

+ Trudng hop gidy t0, tai liéu phai gii kém trong hd so dang ky
lai két hon truc tuyén da co6 ban sao dién tir hoac da co6 ban dién
tir gidy to ho tich thi ngudi yéu cau dugce stir dung ban dién tir
nay.

+ Khi d&én co quan dang ky ho tich nhan két qua (Gidy ching
nhan két hon), nguoi c6 yéu cau ding ky lai két hon xuat trinh
gidy to tuy than, ndp cac gidy to 1a thanh phan ho so dang ky lai
két hon theo quy dinh phap luat ho tich.

Truong hop nguoi yéu cau dang ky lai két hon khong cung céap
duoc giéy to néu trén quy dinh hoac giéy to nop, xuat trinh bi
tay x0a, sira chita, lam gia thi co quan diang ky ho tich c6 thim
quyén hay bo két qua dang ky lai két hon.

S6 lwong ho so: 01 bo

Budc 3

Phong Tu
phap céac
huyén,
thanh phd

Trudng phong

Chuyén cho can b chuyén mon

02 gio

Mau 04, 05

Chuyén vién

- Xir Iy, thim dinh ho so.

- Trinh 1anh dao phong xem xét.

160 gio

Mau 02, 04,
05

Trudng phong

Trinh lanh dao UBND cip huyén xem xét quyét dinh

16 gio

Mau 04, 05
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Budéc , . . Thoi Biéu
Don vi Trach nhiém e en . x A
thuc o i Noi dung thwe hién glan mau/Keét
. thuc hién thwc hién : ‘ : - R
hién : j : j 200 gio qua
Lanh dao | Chi tich/Ph6 Mau 04, 05
Budc 4 | UBND cap | Chiitich UBND | Xem xét, quyét dinh 16 gio
huyén cap huyén
Bé6 pha - Vo s6, dong dau, luu ho so. .
Buoc5 | 2P | Canbovanthe | . U o 02 g6 | My 04. 05
van thu - Gui ho so, két qua cho B§ phan mot cra UBND cap huyén ’
B phan - X4c nhan trén phan mém két qua TTHC d3 co tai BO phan
mot clra mot cra. Mau
Budc 6 ’ . Can bd . . . 02 gio
UBND cap ' - Thong bao va tra két qua cho to chirc, ca nhan. Két thic trén 8 04,05,06

huyén

phan mém.
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17. Tén thii tuc hanh chinh: Ping ky lai khai tir ¢6 yéu t6 nwéc ngoai

Mi s6 TTHC: 2.000497.000.00.00.H42

* Truwong hop khong can xac minh
Thoi gian thyce hién TTHC: 05 ngay lam viéc x 8 gio =40 gio lam vi¢e
(Cat giam 02 budc thyc hién)
Dich vu cong tryc tuyén mot phﬁn

Buéc
thuc
hién

DPon vi thuc
hién

Trach nhiém
thuc hién

NOi dung thuc hién

Thoi
gian
40 gity

Bieéu
mau/Ket

>

qua

Budc 1

Cong dén

Ngudi c6 yéu cau diang ky lai khai tir thyc hién hodc ty quyén
cho nguoi khac thyc hién ndp hd so truc tiép hodc gui hd so
qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu Iira chon hinh thitrc ndp hd so truc tiép, ngudi co yéu cau
yéu cau dang ky lai khai tr dé nghi yéu cau dang ky lai khai ti
tai B phan mét cira UBND cép huyén; nop I¢ phi néu thudc
truong hop phai ndp 1€ phi dang ky lai khai tir

- Néu lya chon hinh thirc nép hd so truc tuyén, ngudi cd yéu
cau dang ky lai khai tir truy cap Cong dich vu cong qudc gia
(dia chi: https://dichvucong.gov.vn) hoic Cong Dich vy cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich vu
cong) hodc diang ky tai khoan (néu chua c6 tai khoan), xac thuc
ngudi dung theo hudng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhan dan cip huyén co tham quyén. Cung cép



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Bieu
mau/Két

>

qua

thong tin theo biéu mau dién tir twong tic ding ky lai khai tir
(cung cip trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tir cac giéy to, tai li¢u theo quy dinh; ndp phi, 1€
phi thong qua chitrc ning thanh toan truc tuyén hodc bang cach
thirc khac theo quy dinh phép luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan mot
cua UBND
cap huyén

Cén bd

1. Bo phan mét cira UBND cap huyén tiép nhan hd so, kiém
tra, hudng dan tiép nhan hd so truc tuyén hodc truc tiép (d6i
véi to chire, ca nhan khong du diéu kién co s6 nop hd so truc
tuyén).

2. Néu ho so khong dat yéu cau thi hudng dan t6 chire, ca nhan
bd sung theo diing quy dinh 01 1an duy nhét.

3. Truong hop hd so ddy du, quét (scan) va cap nhat, luu trix
ho so vao phan mém va chuyén vé Phong Tu phap cac huyén,
thanh phé. Thu phi, 18 phi (néu o). In phiéu tiép nhan va hen
tra két qua giao cho t6 chuc, ca nhan.

Ho so bao gom:

- To khai dang ky lai khai tir theo mau (néu nguoi c6 yéu cau lya
chon ndp ho so theo hinh thic truc tiép);

- Biéu mau dién tir twong tac ding ky lai khai tir, trong d6 c6
cam doan céc thong tin cung cdp 1a dung sy that, khong con
ban chinh Gidy chimg tir/Trich luc khai tir, d3 nop du cac gidy

02 gio

Mau
01,02,03,0
4,05, 06
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Bieu
mau/Két

>

qua

to hién c6 va chiu hoan toan trach nhiém trudc phap luat vé
n6i dung cam doan ctia minh (do ngudi yéu ciu cung cap thong
tin theo huéng dan trén Cong dich vu cong néu nguoi co yéu cau
lya chon ndp hd so theo hinh thue truc tuyén).

- Nguoi ¢6 yéu cau ding ky lai khai tir thye hién viée ndp/xuét
trinh (theo hinh thtc truc tiép) hodc tai 18n (theo hinh thuc truc
tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban sao Gidy chung ttr trude day dugc cap hop 16. Néu khong
¢6 ban sao Gidy chimg tir trude day duoc cap hop 1¢ thi ndp
ban sao ho so, gidy to lién quan c6 ndi dung ching minh sy
kién chét.

- Vin ban oty quyén theo quy dinh ctia phép luat trong trudng
hop iy quyén thyc hién ding ky lai khai tir. Truong hop ngudi
duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi,
em rudt cia nguoi Uy quyén thi vin ban uy quyén khong phai
ching thyec.

* Gidy to phai xuat trinh:

- H6 chiéu hoic Chung minh nhan dan hodc Thé can cudc
cong dan hoic cac gidy to khac c6 dan anh va théng tin c4 nhan
do co quan c6 tham quyén cip, con gia tri sit dung dé ching
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Bieu
mau/Két

>

qua

minh vé nhan than cua nguoi c¢6 yéu ciu dang ky lai khai tir.
Trudng hop cac thong tin ¢4 nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu
d6ng thi khong phai xudt trinh (theo hinh thirc truc tiép) hoic
tai 1én (theo hinh thirc truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém
theo ban sao c¢6 chimg thyc cac gidy to phai xuat trinh néu trén.
*Luuy

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

+ Pdi voi gidy to xudt trinh khi ding ky ho tich, ngudi tiép
nhén ¢6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra
lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoac
ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching
thie tir ban chinh hoic ban sao dugc cap tir s6 goc hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, d6i chiéu ban chup
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gior

Bieu
mau/Két

>

qua

v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

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

- Pdi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so
theo hinh thuc tryc tuyén:

+ Ban chup cic gidy to gui kém theo hd so ding ky lai khai tir
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé ndi dung, la
ban chup béng may anh, dién thoai hoac duoc chup, dugc quét
béng thiét bi dién tir, tir giéy to duogc cép hop €, con gia tri st
dung; néu 13 gidy to do co quan c¢6 tham quyén nudc ngoai cap
thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo
quy dinh, trir truong hop duge mién hop phap héa lanh sy.

+ Truong hop gidy to, tai liéu phai giri kém trong ho so dang ky
lai khai tir truc tuyén da c6 ban sao dién tir hoac da co6 ban dién
tir gidy to ho tich thi nguoi yéu cau duogc sir dung ban dién tir
nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai
tir/ban sao Trich luc khai tir), ngudi ¢6 yéu cau ding ky lai khai
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Thoi

Buoéc . i ” ] Biéu
Pon vi thuc | Trach nhiém e en glan . P
thuc o n NOi dung thwe hién . mau/Ket
o hién thue hién 40 gio R
hién qua
tir phai xuét trinh gidy to tuy than, ndp cac gidy to 13 thanh phan
hé so dang ky lai khai tir theo quy dinh phap luat ho tich.
Trudng hop ngudi ¢ yéu cu ding ky lai khai tr khong cung
cap duogc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét
trinh bi ty x0a, stra chita, 1am gia thi co quan ding ky ho tich
c¢6 thim quyén hiy bo két qua dang ky lai khai tir.
S6 lwong ho so: 01 bo
Trudng phong | Chuyén cho can bo chuyén mén 02 gio Mau 04,
\ 05
Phong Tu : :
hap cac Chuyén vién |- Xt ly, tham dinh ho so. . Mau 02
Bugc3 | | PP y e ‘ , 16 gio s
huyén, thanh - Trinh l1anh dao phong xem xét. 04, 05
phO ) . N ~ X N , X . . ME:IU. 04,
Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 08 gio 05
Léanh dao Chu tich/Pho Mau 04,
Budéc4 | UBND cép Chu tich UBND | Xem xét, quyét dinh 08 gio 05
huyén cap huyén
B6 phan vi - Vo sd, dong déu, luu ho so. . N
Buocs | o PRV can b van thu 02 gi6 | Mau 04,

thu

- Gri ho so, két qua cho B) phan mot ctra UBND cép huyén

05
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. Thoi . X
Buoc . i n ] Bi€éu
Don vi thuc Trach nhiém .. A glan x P
thuc n T NOi dung thwe hién . mau/Ket
o hién thue hién 40 gio R
hién qua
o - Xéc nhan trén phan mém két qua TTHC da co6 tai B6 phéan
B6 phan mot A x
Bude 6 | cira UBND Can bg moteus. 02 gi¢ Mau
udc cua an bo 10
' 8 04,05,06

cap huyén

- Thong béo va tra két qua cho to chirc, ca nhan. Két thuc trén
phan mém.
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Tén thii tuc hanh chinh: Ping ky lai khai tir c6 yéu t6 nwéc ngoai
* Trwong hop phai c6 van ban xac minh

Thoi han giai quyét: 10 ngay 1am viée x 8 gid = 80 gior lam viée

(Cit giam 02 budc thyc hién)

Dich vu cong trwe tuyén mot phan.

Buéc
thuc
hién

DPon vi thuc
hién

Trach nhiém
thuc hién

NOi dung thuc hién

Thoi
gian
80 gior

Bieéu
mau/Ket

>

qua

Budce 1

Cong dén

Ngudi c6 yéu cau dang ky lai khai tir thyc hién hodc oy quyén
cho nguoi khac thyc hién ndp hd so truc tiép hodc gui hd so
qua hé théng buu chinh hodc nop hd so truc tuyén.

- Néu lira chon hinh thitrc ndp hd so truc tiép, ngudi c6 yéu cau
yéu cau dang ky lai khai tr dé nghi yéu cau dang ky lai khai t
tai B phan mét cira UBND cép huyén; nop I¢ phi néu thudc
truong hop phai ndp 1€ phi dang ky lai khai tir

- Néu lya chon hinh thirc nép hd so truc tuyén, ngudi cd yéu
cau dang ky lai khai tir truy cap Cong dich vu cong qudc gia
(dia chi: https:/dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Pang nhap tai khoan (néu da c6 tai khoan trén Cong dich vu

cong) hodc dang ky tai khoan (néu chua co tai khoan), xac thuc
ngudi dung theo hudng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhan dan cip huyén c6 tham quyén. Cung cp
thong tin theo biéu mau dién tir twong tic dang ky lai khai tir



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
80 gio

Bieu
mau/Két

>

qua

(cung cap trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tir cac giéy t0, tai liéu theo quy dinh; ndp phi, 1¢
phi thdng qua chirc nang thanh toan tryc tuyén hodc bang cach
thirc khac theo quy dinh phép luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan mét
cira UBND
cap huyén

Can bo

1. Bo phan mét cira UBND cap huyén tiép nhan ho so, kiém
tra, huéng dan tiép nhén hd so truc tuyén hoac truc tiép (dbi
véi to chire, ca nhan khong du diéu kién co s6 nop hd so truc
tuyén).

2. Néu ho so khong dat yéu cau thi hudng dan t6 chire, ca nhan
bd sung theo dung quy dinh 01 lan duy nhat.

3. Trudng hop ho so day di, quét (scan) va cap nhat, luu trir
ho so vao phan mém va chuyén vé Phong Tu phap cac huyén,
thanh phd.Thu phi, 1& phi (néu ¢6). In phiéu tiép nhan va hen
tra két qua giao cho t6 chuc, ca nhan.

Ho so bao gﬁm:

- To khai dang ky lai khai tir theo mau (néu nguoi c6 yéu cau lya
chon nop hé so theo hinh thuec truc tiép);

- Biéu mAu dién tir twong tac ding ky lai khai tir, trong d6 c6
cam doan céc thong tin cung cdp 1a dung sy that, khong con
ban chinh Gidy chimg tir/Trich luc khai tir, d3 nop du cac gidy
to hién cd va chiu hoan toan trach nhi¢m trudc phap luat vé

02 gid

Mau
01,02,03,0
4,05, 06
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
80 gio

Bieu
mau/Két

>

qua

ndi dung cam doan ctia minh (do ngudi yéu cau cung cap thong
tin theo huéng dan trén Cong dich vu cong néu nguoi co yéu cau
lya chon ndp hd so theo hinh thue truc tuyén).

- Nguoi ¢6 yéu cau ding ky lai khai tir thye hién viée ndp/xuét
trinh (theo hinh thtc truc tiép) hodc tai 18n (theo hinh thuc truc
tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban sao Gidy chung ttr trude day duogc cap hop 16. Néu khong
c¢6 ban sao Gidy chimg tir trude day duoc cip hop 18 thi ndp
ban sao ho so, gidy to lién quan c6 ndi dung ching minh sy
kién chét.

- Vin ban oty quyén theo quy dinh ctia phép luat trong truong
hop iy quyén thyc hién ding ky lai khai tir. Truong hop ngudi
duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi,
em rudt ctia nguoi Uy quyén thi vin ban oty quyén khéng phai
ching thyec.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cudc
cong dan hoic cac gidy to khac c6 dan anh va théng tin c4 nhan
do co quan c6 tham quyén cép, con gia tri st dung dé chimg
minh vé nhéan than cta ngudi ¢6 yéu cau dang ky lai khai ti.
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
80 gio

Bieu
mau/Két

>

qua

Truong hop cac thong tin ca nhan trong cac gidy to nay di co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tu
dong thi khong phai xudt trinh (theo hinh thirc tryc tiép) hoic
tai 1én (theo hinh thirc truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém
theo ban sao c¢6 chimg thyc cac gidy to phai xuat trinh néu trén.
*Luuy

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

+ Pdi voi gidy to xudt trinh khi ding ky ho tich, ngudi tiép
nhén ¢6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra
lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hoac
ban chyp gidy to do.

+ Nguoi yéu cau diang ky ho tich co thé ndp ban sao ching
thue tir ban chinh hoic ban sao dugc cap tir s6 gdc hodc ban
chup kém theo ban chinh gidy to dé dbi chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén co trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy td do
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Budc
thuc
hi€én

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
80 gio

Bieu
mau/Két

>

qua

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so
dang ky ho tich theo quy dinh cia phdp luat ho tich, khong
dugc yéu cau nguoi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

- Pdi voi gidy to gui kém theo néu nguoi yéu cau ndp hd so
theo hinh thuc tryc tuyén:

+ Ban chup cic gidy to gui kém theo hd so ding ky lai khai tir
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé ndi dung, la
ban chup béng may anh, dién thoai hoac duoc chup, dugc quét
béng thiét bi dién tir, tir giéy to duogc cép hop 1€, con gia tri st
dung; néu 13 gidy to do co quan c¢6 tham quyén nudc ngoai cip
thi phai duoc hop phap hoa lanh sy, dich sang tiéng Viét theo
quy dinh, trir truong hop duge mién hop phap hoa lanh sy.

+ Truong hop gidy t0, tai liéu phai giri kém trong ho so dang ky
lai khai tir truc tuyén da c6 ban sao dién tir hoac da co6 ban dién
tir gidy to ho tich thi nguoi yéu cau duogc sir dung ban dién tir
nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai
tir/ban sao Trich luc khai tir), ngudi ¢6 yéu cau ding ky lai khai
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Thoi

Budc ) , o . Biéu
Pon vi thuwe | Trach nhiém e en glan : P
thuc N n NoOi dung thwe hi¢n . mau/Keét
o hién thue hién 80 gio R
hién qua
tir phai xuét trinh gidy to tuy than, ndp cac gidy to 13 thanh phan
hé so dang ky lai khai tir theo quy dinh phap luat ho tich.
Trudng hop ngudi ¢ yéu cu ding ky lai khai tr khong cung
cap duogc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat
trinh bi tay x6a, stra chita, 1am gia thi co quan ding ky ho tich
c¢6 thim quyén hiy bo két qua dang ky lai khai tir.
S6 lwong ho so: 01 bo
Trudng phong | Chuyén cho can bo chuyén mén 02 gio Mau 04,
\ 05
Phong Tu : :
hap cac Chuyén vién |- Xt ly, tham dinh ho so. . Mau 02
Bugc3 | Papcd y o ‘ , 56 gior au 02,
huyén, thanh - Trinh l1anh dao phong xem xét. 04, 05
phO ) . N ~ X N , X . . ME:IU. 04,
Trudng phong | Trinh lanh dao UBND cap huyén xem xét quyét dinh 08 gio 05
Lanh dao Chu tich/Pho Mau 04,
Budéc4 | UBND cép Chu tich UBND | Xem xét, quyét dinh 08 gio 05
huyén cap huyén
B6 phan vi - Vo sd, dong déu, luu ho so. . N
Buocs | 0 PRV can bo van thu 02 gi6 | Mau 04,

thu

- Gri ho so, két qua cho B) phan mot ctra UBND cép huyén

05




227

. Thoi . X
Buoc . , . ] Bi€éu
Pon vi thwe | Trach nhiém .. n gian . P
thuc n T NOi dung thwe hién . mau/Ket
o hién thue hién 80 gio R
hién qua
o - Xéc nhan trén phan mém két qua TTHC da co6 tai B6 phéan
B6 phan mot A x
Bude 6 | cira UBND Can bg moteus. 02 gi¢ Mau
udc cua an bo 10
' 8 04,05,06

cap huyén

- Théng bao va tra két qua cho to chirc, ca nhan. Két thuc trén
phan mém.
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C. THU TUC HANH CHIiNH CAP XA

1. Tén thid tuc hanh chinh: Pang ky khai sinh

Mai s6 TTHC: 1.001193.000.00.00.H42

Thoi gian thuc hién: Ngay trong ngay tiép nhan ho so. Néu tiép nhdn sau 15 gid ma khong giai quyét duge ngay thi tra két qua
trong ngay tiép theo

(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Bué Bié
toe Pon vi thwe | Trach nhiém " T Thoi gian x el £
thue D i Noi dung thwe hién mau/Keét
: hién thuc hién : ’ )

hién qua

Nguoi ¢6 yéu dang ky khai sinh tryc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp hd so truc tiép hodc gii
ho so qua h¢ théng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thirc ndp ho so truc tiép, ngudi co yéu cau
dang ky khai sinh ndp ho so dé nghi dang ky khai sinh tai Bo
phan mét cira UBND cép x4; ndp 1¢ phi néu thudc truong hop
phai nop 1é phi dang ky khai sinh; ndp phi cap ban sao Gidy
Budc 1 Cong dan khai sinh néu c6 yéu ciu cip ban sao Gidy khai sinh.

- Néu lwa chon hinh thirc ndp hé so truc tuyén, ngudi co yéu
cau Pang ky khai sinh truy cap Cong dich vu cong qubc gia
(dia chi: https://dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhép tai khoan (néu da c6 tai khoan trén Cong dich vu
cong) hodc dang ky tai khoan (néu chwa co tai khoan), xac thuc
ngudi ding theo huéng dan, dang nhap vao hé thdng, xac dinh



https://dichvucong.gov.vn/
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thue hién

Noi dung thue hién

Thoi gian

Biéu
mau/Ket
qua

dung Uy ban nhan dén cap xa c¢6 tham quyén. Cung cép thong
tin theo biéu mau dién tir tuong tac dang ky khai sinh (cung
cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao
dién tir cac gidy t0, tai liéu theo quy dinh; ndp phi, 1é phi théng
qua chtic nang thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp hd so.

Budc 2

B6 phan mot
cua UBND
cép xa

Can bo

Kjém tra, huQng dan, tiép nhéan hd so truc tuyén hoac truc
tiép (doi voi to chirc, ca nhan khong du di€u kién co so ndp
ho so tryc tuyén):

- Truy cap Phan mém mdt cira cta tinh; Phan mém dang ky,
quan ly hg tich dién tu kiém tra thong tin ctia cong dan, tham
tra hd so (thdm tra tinh théng nhat, hop 1 cia cac thong tin
trong ho so, gidy to, tai liéu dinh kém). Néu ho so khong dat
yéu cau thi huéng dan t6 chirc, c4 nhan bo sung theo ding
quy dinh 01 1an duy nhat. Truong hop tiép nhan hd so sau
15h00 ma khong thé giai quyét ngay thi c6 Phiéu hen, tra két
qua cho cong dan trong ngay lam viéc tiép theo.

- Truong hop day du, hop 18, ding quy dinh thi thuc hién
viéc ghi vao S6 dang ky khai sinh, cap nhat thong tin dang
ky khai sinh trén Phan mém ding ky, quan 1y ho tich dién tir
dung chung va chuyén thong tin dén CSDLQGVDC dé lay
s6 dinh danh c4 nhan.

Mau
01,02,03,
04,05, 06




230

Budc Bicu
DPon vi thwe | Trach nhiém e T Thoi gian X K
thuc o T NOi dung thue hién mau/Keét
n hién thuc hién .
hién qua

- Sau khi CSDLQGVDC tra vé $0 dinh danh ¢4 nhan, in Giéy
khai sinh, trinh Lanh dao UBND cép xa xem xét ky Gidy khai
sinh.

Ho so bao gdm:

- T& khai dang ky khai sinh theo miu (néu ngudi c6 yéu cau
lya chon ndp hd so theo hinh thurc truc tiép);

- Biéu mau dién tir twong tic dang ky khai sinh(do ngudi yéu
cau cung cap thong tin theo hudng dan trén Cong dich vu cong,
néu nguoi co yéu cau lya chon ndp hd so theo hinh thirc truc
tuyén);

- Nguoi ¢6 yéu cau diang ky khai sinh thyc hién viéc ndp/xuat
trinh (theo hinh thire tryc tiép) hodc tai 1én (theo hinh thuc
truc tuyén) C4c gidy to sau:

* Gidy to phai ndp:

- Ban chinh Gidy chung sinh; truong hop khong c6 Gidy
chtmng sinh thi ndp vin ban ctia ngudi lam chimg xac nhan vé
viéc sinh; néu khong c6 nguoi 1am ching 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 thdm quyén lap.
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Buoc . Biéu
DPon vi thwe | Trach nhiém e T Thoi gian X K
thuc o T NOi dung thue hién mau/Keét
n hién thuc hién .
hién qua

- Truong hop khai sinh cho tré em sinh ra do mang thai ho
phai c6 van ban xéac nhan cta co sy té d3 thyc hién ky thuat
hd trg sinh san cho viéc mang thai ho.

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

* Gidy to phai xuit trinh:

- Ho chiéu hodc Ching minh nhan dan hodac Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gié tri st dung dé
chtmg minh vé nhén than cta ngudi co yéu cau dang ky khai
sinh. Truong hop céac thong tin ¢4 nhan trong cac gidy to nay
d3 c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién
tir dong thi khong phai xuat trinh (theo hinh thuc tryc tiép)
hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy td chimg minh noi cu trii. Trudng hop cac thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC,
duoc dién ty dong thi khong phai xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén);

+ Giéy chirng nhan két hon néu cha, me di dang ky két hon.
Truong hop di c6 thong tin vé viée két hon cua cha, me trong
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CSDLHTDT, CSDLQGVDC thi khong phai xuét trinh (theo
hinh thuc tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).
Truong hop giri hd so qua hé théng buu chinh thi phai giri
kém theo ban sao c6 chung thuc cac gidy to phai xuét trinh
néu trén.

*Lwuy:

- Pbi v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp ho so
theo hinh thirc tryc tiép:

+ Pbi v6i gidy to xuat trinh khi ding ky ho tich, nguoi tiép
nhén co trach nhiém kiém tra, d6i chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xudt trinh, khong duoc yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cép tir s6 gdc hodc ban
chup kém theo ban chinh gidy to dé d6i chiéu. Truong hop
ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh cta phap luat ho tich, khong
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duoc yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

- PBéi v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so
theo hinh thuc tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai sinh
truc tuyén phai bdo dam 10 nét, dﬁy du, toan ven vé ndi dung, 1a
ban chup béng may anh, di¢n thoai hodc duogc chup, dugc quét
bang thiét bi dién tir, tir gidy t& dwoc cap hop 18, con gia tri su
dung; néu 13 gidy t& do co quan c¢6 tham quyén nudc ngoai cap
thi phai dugc hop phap hoa lanh su, dich sang tiéng Viét theo
quy dinh, trir truong hop duge mién hop phap héa lanh sy.

+ Trudng hop gidy 0, tai liéu phai giri kém trong hd so dang ky
khai sinh truc tuyén da co ban sao dién tr hoac da co ban dién
tir gidy to ho tich thi nguoi yéu cau duoc st dung ban dién tir
nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau dang ky khai
sinh phai ndp ban chinh Gidy chimg sinh; xuét trinh gidy to tuy
than; ban chinh Gidy chimg nhan két hon (néu cha me tré da
dang ky két hon va thong tin vé viéc két hon chua co trong
CSDLQGVDC, CSDLHTDT).
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Truong hop nguoi yéu cau ding ky khai sinh khong cung céap
dugc gidy to néu trén theo quy dinh hodc gidy td ndp, xuat
trinh bi tay x0a, sira chita, 1am gia thi co quan ding ky ho tich
c¢6 tham quyén hiy bo két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em la 6ng,
ba, nguoi than thich khac thi khong phai c6 van ban ty quyén
ctia cha, me tré em, nhung phai thong nhat voi cha, me tré em
vé cac ndi dung khai sinh.

- Pi v6i viée x4c dinh ho, dan toc, dt tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop
v6i phap lut va yéu ciu giit gin ban sic déan toc, tip quan,
truyén théng van hoa tdt dep cua Viét Nam; khong dat tén qua
dai, khé st dung.

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

- Trudng hop cho phép nguoi yéu cau diang ky ho tich 1ap van
ban cam doan vé ndi dung yéu cau dang ky ho tich thi co quan
dang ky ho tich phai giai thich ro cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phép 1y ctia viéc cam doan khong
dung su that.




235

Bué Bié
oe Pon vi thwe | Trach nhiém . n Thoi gian x et £
thuc Lo i Noi dung thwe hién mau/Keét
n hién thuc hién ) ’ ) .
hién qua
Co quan dang ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 thim quyén hiy bo két qua dang ky ho tich, néu co
co s¢ xac dinh ndi dung cam doan khong ding sy that.
S6 lwong ho so: 01 bo
Bude 3 Lanh dao Chu tich hodc | Xem xét, ky Giy khai sinh ban gidy va ky s6 vao ban dién tir Mau
UBND cdp x3 | Phé Chu tich | (néu cong dan co yéu cu). 05,04
B phén van Dong déu, luu hod so va xac nhan trén phﬁn mém. Gui ho so, M
. u
Budc 4 thu Can bd van | két qua cho B phan mot ctra
05,04
thu
Tra két qua:
- Truong hop truc tuyén: D& nghi cong dan xuét trinh va nop
cac gidy t0, tai liéu theo thanh phan hd so. Cong dan kiém tra
thong tin va ky S6 dang ky khai sinh; n0p phi, 1¢ phi (néu co
o va cong dan chua ndp qua churc ndng thanh toan trén Céng
B6 phan mot . n S, 1 Ao R R Z i x
Bude 5 2 UBND Cin b dich vu cong tai Budce 1). Tra két qua cho cong dan. Gidy khai Mau 05,
uoc cu:aA’ y an bo sinh ban dién tr dugc guri vé email/thiét bi s6 hodc Kho quan ly 04, 06
cap xa

dit liéu dién tir ciia cong dan (néu c6 yéu cau)

- Trudng hop truc tiép hodc buu chinh: Xut trinh Phiéu hen
tra két qua dé can bo hodc buu ta kiém tra, doi chiéu thong
tin trude khi tra két qua cho cong dan. Cong dan kiém tra
thdng tin va ky S6 dang ky khai sinh
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2. Tén thi tuc hanh chinh: Ping ky két hon

Mi s6 TTHC: 1.000894.000.00.00.H42

*Truwdong hop khong cin xac minh
Thoi gian thue hién: Ngay trong ngay tiép nhan ho so. Néu tiép nhan sau 15 gio thi tra két qua trong ngay tiép theo
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Buoc Biéu
Pon vi thuc | Trach nhiém . n Thoi gian X X
thuc ot n Noi dung thwe hién mau/Ket
n hién thuc hién ) ’ ) .
hi¢n qua
Nguoi c6 yéu diang ky két hon ndp hd so truc tiép hodc nop hd
SO truc tuyén.
- Néu Iya chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau
dang ky két hon nop ho so tai Bo phan mot cira UBND cép x&;
nop 1é phi néu thudc truong hop phai ndp 18 phi ding ky két hon;
ndp phi cap ban sao Trich luc két hon néu c6 yéu cu cap ban
sao Trich luc két hon.
R n - Néu Iya chon hinh thitc ndp ho so true tuyén, ngudi co yéu ciu
Budc 1 Cong dan ' ' P ey 8 Y

Ping ky két hon truy cap Cong dich vu cong quéc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhap
tai khoan (néu da c6 tai khoan trén Cong dich vu cong) hoic

dang ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi dung
theo hudng dan, ding nhap vao hé théng, xac dinh ding Uy ban
nhan dan cip xa c6 tham quyén. Cung cdp thong tin theo biéu
mau dién tir trong tac dang ky két hon (cung cap trén Cong dich



https://dichvucong.gov.vn/
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vu cong), dinh kém ban chup hodc ban sao di¢n tir cac giéy to,
tai liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc nang thanh
toan truc tuyén hodc bang cach thirc khac theo quy dinh phép
luat, hoan tat viéc nop hd so.

Budc 2

B6 phan mot
cua UBND
cép xa

Céan bo

Kiém tra, huong dan, tiép nhan hd so tryc tuyén hodc truc tiép
(d61 voi to chuc, ca nhan khong du diéu kién ndp ho so truc
tuyén):

- Truy cap Phan mém mot cira cua tinh; Phan mém dang ky,
quan ly ho tich dién t kiém tra thong tin ctia cong dan, tham
tra hd so (tham tra tinh thdng nhét, hop 1¢ cta cac thong tin
trong ho so, giéy to, tai liéu dinh kém). Néu hd so khong dat
yéu cau thi hudng dan t6 chirc, ca nhan bo sung theo diing quy
dinh 01 1an duy nhat. Truong hop tiép nhan ho so sau 15h00
ma khong thé giai quyét ngay thi co Phiéu hen, tra két qua cho
cong dan trong ngay lam viéc tiép theo.

- Néu ho so dﬁy dua, hop 1€, dung quy dinh thi thyc hién viéc
ghi vao SO dang ky két hon, cap nhat thong tin dang ky két
hon trén Phan mém dang ky, quan 1y ho tich dién tr dung
chung. In Giéy chirng nhan két hon, trinh Lanh dao UBND
cap xa ky

Ho so bao g%)m:

Mau
01,02,03,
04,05, 06




238

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi gian

Biéu
mau/Ket
qua

- To khai ding ky két hon theo miu, c6 du thong tin cua
hai bén nam, nit. Hai bén nam, nit c¢6 thé khai chung vao
mot To khai ding ky két hon (néu ngudi co yéu cau lua
chon nop ho so theo hinh thire truc tiép);

- Biéu mau dién ta twong tac dang ky két hon (do nguoi
yéu cau cung cip thong tin theo hudng dan trén Cong dich
vu cbng, néu nguoi cd yéu cau lya chon ndp hod so theo
hinh thurc truc tuyen),

- Ngudi ¢6 yéu cau ding ky két hon thuc hién viéc ndp/xuat
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén) cac gidy to sau:

* Gidy to phai np:

- Ban chinh Gidy x4c nhan tinh trang hén nhan do Uy ban
nhén dan cip xa c6 tham quyén cip trong trudng hop ngudi
yéu cau dang ky két hon khong diang ky thuong tri tai dia
ban xd, phuong, thi trdn 1am thu tyc ding ky két hén.
Truong hop cac thong tin vé tinh trang hén nhan di co
trong CSDLQGVDC, CSDLHTPT dugc dién ty dong thi
khong phai xuat trinh (theo hinh thirc tryc tiép) hodc tai
1én (theo hinh thuec tryc tuyén).

* Gidy to phai xuit trinh:
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Budée Bicu
Don vi thuwe | Trach nhiém e n Thoi gian X K
thuc o T NOi dung thue hién mau/Keét
n hién thuc hién .
hién qua

- H6 chiéu hodc Chting minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhén do co quan c¢6 thim quyén cap, con gia tri sir dung dé
chirmg minh vé nhan than ctia ngudi c6 yéu cau ding ky
khai sinh. Truong hop cac thong tin ca nhan trong cac gidy
to nay da co trong CSDLQGVDC, CSDLHTDT, dugc hé
théng dién ty dong thi khong phai xuét trinh (theo hinh
thtrc truc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Gidy to chirng minh noi cu tra. Truong hop céac thong tin
vé giéy td0 ching minh noi cu trt da co6 trong
CSDLQGVDC, dugc dién tu dong thi khong phai xuat
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
truc tuyén);

- Trich lyc ghi cha ly hon d6i véi trudng hop cong dan Viét
Nam déang ky thuong tri tai dia ban xa lam thua tuc dang ky
két hon, dd duoc giai quyét viée ly hon, huy viée két hon
trude dé tai co quan c6 tham quyén nudc ngoai.

* Luuy

- Pbi voi gidy to ndp, xuét trinh néu ngudi yéu cau nop ho
so theo hinh thtrc truc tiép:

+ Pbi v6i gidy to xuét trinh khi diang ky ho tich, ngudi tiép
nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
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Budéc i n . Biéu
Don vi thuc | Trach nhiém . n Thoi gian x X
thuc - T NOi dung thue hién mau/Keét
n hién thuc hién .
hién qua

to khai, chup lai hodc ghi lai thong tin dé luu trong ho so
va tra lai cho nguoi xuét trinh, khong duoc yéu cau ndp
ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao dugc cip tir sd6 gbc hodc
ban chup kém theo ban chinh gidy t& dé ddi chiéu. Truong
hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu
ban chup véi ban chinh va ky xac nhan, khong dugc yéu
cau ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan ¢6 trach nhiém tiép nhan ding, du hd so
dang ky ho tich theo quy dinh ctia phéap luét hd tich, khong
duoc yéu cau nguoi ding ky ho tich nop thém gidy to ma
phap luat ho tich khong quy dinh phai ndp.

- D6i v6i gidy to giri kém theo néu nguoi yéu cau nop hod
so theo hinh thirc tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky két hon
truc tuyén phai bdao dam rd nét, dﬁy du, toan ven vé ndi1
dung, 1a ban chup bang may anh, dién thoai hodc duoc
chup, dugc quét bang thiét bi dién to, tir gidy to dugc cip
hop 1€, con gia tri st dung; néu la giéy to do co quan c¢6
tham quyén nudc ngoai cip thi phai dugc hgp phap hoa
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lanh sy, dich sang tiéng Viét theo quy dinh, trur truong hop
dugc mién hop phap hoa lanh su.

+ Trudong hop gidy to, tai lidu phai gui kém trong ho so
dang ky két hon truc tuyén di c6 ban sao dién tir hodc da
c6 ban dién tir gidy to ho tich thi ngudi yéu cau duogc st
dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (ban chinh
Giay chtrng nhan két hon/ban sao Trich luc két hon), nguoi
c6 yéu cau dang ky két hon phai nop ban chinh Gidy xéac
nhén tinh trang hon nhan (néu thong tin vé tinh trang hon
nhan chua c6 trong CSDLQGVDC, CSDLHTDT).
Trudng hop ngudi yéu cau dang ky két hon khong cung
cap duoc gidy to néu trén theo quy dinh hodc gidy to ndp,
xuat trinh bi tiy x6a, stra chita, lam gia thi co quan ding
ky ho tich c6 tham quyén huy bo két qua dang ky két hon.
S6 lwong hé so: 01 bo

Budc 3

Lanh dao
UBND cap
Xa

Chu tich/Phé
Chu tich
UBND cap x3

Xem xét, quyét dinh

Mau 05,
04

Budc 4

B6 phan van
thu

Can bo van
thu

- Pong ddu, x4c nhan trén phan mém.
- Gri hd so, két qua cho Bo phan mdt cira UBND cép Xa

Mau 05,
04
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Bué Bié
woe Pon vi thuc | Trach nhiém . n Thoi gian x et X
thuc D i Noi dung thwe hién mau/Keét
n hién thuc hién ) ’ ) .
hién qua
Tra két qua:
- Trudng hop truc tuyén: Dé nghi hai bén Nam, Nit xuét trinh
va ndp cac gidy to, tai lidu theo thanh phan hd so. Cong dan
kiém tra thong tin va ky SO dang ky két hon, ky Gidy ching
Bd phan mot nhan két hon; ndp phi, 1¢ phi (néu c6 va cong dan chua ndp qua Mau 05
R . A . ’ 5 a ’
Budce 5 cua UBND Can bd churc nang thanh toan trén Cong dich vu cong tai Bude 1). Tra O4u06
cap xa két qua cho cong dan. ’

- Truong hop tryc tiép: Xuat trinh Phiéu hen tra két qua dé can
bo kiém tra, d6i chiéu thong tin trudc khi tra két qua cho cong
dan. Cong déan kiém tra thong tin va ky S6 dang ky két hon, ky
Gidy chimg nhan két hon
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Tén thi tuc hanh chinh: Ping ky két hon
* Truwong hop cin xic minh
Thoi gian thyc hién: 05 ngay lam viéc x 08 gio = 40 gid l[am viéc
(Cit giam 01 bude thuc hién)

Dich vu c¢ong trwe tuyén mot phan

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gity

Biéu
mau/Két
qua

Budc 1

Nguoi cb yéu dang ky két hon ndp hd so truc tiép hodc ndp hd
SO truc tuyén.

- Néu lwa chon hinh thirc ndp hd so truc tiép, ngudi co yéu cau
dang ky két h6n nop ho so tai B4 phan mot cira UBND cép
X&; ndp 1€ phi neu thudc truong hop phai ndp le phi dang ky
ket hén; ndp phi cip ban sao Trich luc két hon néu c6 yéu cau
cap ban sao Trich luc két hon.

- Néu lira chon hinh thirc ndp hé so truc tuyén, ngudi co yéu
cau Pang ky két hon truy cap Cong dich vu cong qudc gia (dia
chi: https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da co tai khoan trén Cong dich vu

cong) hoidc ding ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo huéng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhéan dan cdp xi c6 tham quyén. Cung cap théng
tin theo biéu mau dién tir tvong tac dang ky két hon (cung cép
trén Cong dich vu cong), dinh kém ban chup hoic ban sao dién
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua
chirc ning thanh toan tryc tuyén hodc bang cach thirc khac theo
quy dinh phap luat, hoan tat viée nop hd so.

Budc 2

B6 phan mot
cua UBND
cép xa

Cén bd

Kjém tra, hu’c'):ng dan, tiép nhén ho so truc tuyén hoac truc
tiép (doi voi to chire, ca nhan khong du diéu kién nop ho so
truc tuyén):

- Truy cép Phan mém mot cira cua tinh; Phan mém dang ky,
quan 1y ho tich dién tir kiém tra thong tin ctia cong dan, tham
tra ho so (thdm tra tinh théng nhat, hop 1é ciia cac thong tin
trong hd so, gidy to, tai liu dinh kém). Néu ho so khong dat
yéu cau thi hudng dan t6 chirc, c4 nhan bo sung theo dung
quy dinh 01 1an duy nhat. Truong hop tiép nhan hd so sau
15h00 ma khong thé giai quyét ngay thi co Phiéu hen, tra két
qua cho cong dan trong ngay lam viéc tiép theo.

- Néu hd so déy dua, hop 1€, ding quy dinh thi thyc hién viéc
ghi vao S6 dang ky két hon, cap nhat thong tin ding ky két
hén trén Phan mém dang ky, quan 1y ho tich dién tir ding
chung. In Giéy chirg nhan két hon, trinh Lanh dao UBND
cap xa ky

Ho so bao g%)m:

- To khai ding ky két hon theo miu, co du thong tin cua
hai bén nam, nit. Hai bén nam, nir c¢6 thé khai chung vao

28 gio

Mau
01,02,03,04
.05, 06
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gio

Biéu
mau/Ket
qua

mot To khai ding ky két hon (néu nguoi co yéu cau lua
chon nop ho so theo hinh thire truc tiép);

- Biéu mau dién ta twong tac diang ky két hon (do nguoi
yéu cau cung cip thong tin theo hudng dan trén Cong dich
vu cong, néu ngudi co yéu cau lya chon ndp hd so theo
hinh thurc truc tuyen),

- Ngudi ¢6 yéu cau ding ky két hon thuc hién viéc
ndp/xuat trinh (theo hinh thirc truc tiép) hoic tai 1én (theo
hinh thire truce tuyén) cac gidy to sau:

* Gidy to phai np:

- Ban chinh Gidy x4c nhén tinh trang hoén nhan do Uy
ban nhan dan cap x3 c6 thim quyén cap trong trudng hop
ngudi yéu cau ding ky két hon khong dang ky thuong tra
tai dia ban xa, phuong, thi tran lam tha tuc dang ky két
hon. Truong hop cac thong tin vé tinh trang hon nhan da
c6 trong CSDLQGVDC, CSDLHTBT duoc dién ty dong
thi khong phai xuat trinh (theo hinh thirc truc tiép) hoic
tai 1én (theo hinh thtrc tryc tuyén).

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chtrng minh nhan dan hodc Thé can cudc
cong dan hoic cac gidy to khac c6 dan anh va thong tin
c4 nhan do co quan c6 thim quyén cip, con gia tri st dung
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

dé chtrng minh vé nhan than cua nguoi ¢ yéu cau ding
ky khai sinh. Truong hop céc thong tin cd nhan trong céc
gidy to nay di c6 trong CSDLQGVDC, CSDLHTPT,
duoc hé théng dién ty dong thi khong phai xuét trinh
(theo hinh thtrc truc tiép) hodc tai 1én (theo hinh thtc truc
tuyén);

- Gidy to chitng minh noi cu tra. Truong hop cic thong
tin vé gidy to chimg minh noi cu tri d3 co trong
CSDLQGVDC, duoc dién tu dong thi khong phai xuat
trinh (theo hinh thtrc tryc tiép) hodc tai 1én (theo hinh
thtrc truc tuyén);

- Trich luc ghi cha ly hén ddi véi truong hop cong dan
Viét Nam dang ky thuong tra tai dia ban xa lam thu tuc
ding ky két hon, d duoc giai quyét viéc ly hon, huy viée
két hon trude d6 tai co quan c6 thdm quyén nude ngoai.
* Luwuy

- P6i v6i gidy td ndp, xuét trinh néu nguoi yéu cau ndp
ho so theo hinh thire truc tiép:

+ Poi voi gidy to xuat trinh khi dang ky ho tich, nguoi
tiép nhan co trach nhiém kiém tra, dbi chiéu véi thong tin
trong to khai, chup lai hoac ghi lai thong tin dé luu trong
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

ho so va tra lai cho nguoi xuat trinh, khong duoc yéu cau
ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich c6 thé ndp ban sao chiing
thyuc tir ban chinh hodc ban sao dugc cip tir s6 goc hodc
ban chup kém theo ban chinh gidy to dé déi chiéu. Truong
hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
to thi ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu
ban chup vdi ban chinh va ky xac nhan, khong dugc yéu
cau ngudi di dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan diung, di ho
so dang ky hd tich theo quy dinh cua phéap luat hd tich,
khong dugc yéu cau ngudi dang ky ho tich ndp thém gidy
td ma phap luat hd tich khong quy dinh phai ndp.

- Dbi voi gidy to giri kém theo néu ngudi yéu cau ndp hd
so theo hinh thirc tryc tuyén:

+ Béan chup cac gidy to giri kém theo hd so diang ky két
hon truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé
ndi dung, 1a ban chup bang may anh, dién thoai hoic dugc
chup, dugc quét bﬁng thiét bi dién tu, tor giéy to duoc cép
hop 1€, con gia tr1 st dung; néu 1a giéy td do co quan co
tham quyén nudc ngoai cip thi phai duoc hop phap hoa
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

lanh sy, dich sang tiéng Viét theo quy dinh, tru truong
hop dugc mién hop phap hoa lanh su.

+ Truong hop gidy to, tai liéu phai gui kém trong hd so
dang ky két hon tryc tuyén da co ban sao dién tir hodc da
c6 ban dién ttr gidy to ho tich thi nguoi yéu cau duoc st
dung ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (ban
chinh Giéy chung nhan két hon/ban sao Trich luc két
hon), ngudi co6 yéu cau ding ky két hon phai nop ban
chinh Gidy xac nhan tinh trang hon nhan (néu thong tin
vé tinh trang hon nhan chua c6 trong CSDLQGVDC,
CSDLHTDT).

Trudng hop ngudi yéu cau ding ky két hon khong cung
cip duoc gidy to néu trén theo quy dinh hodc gidy to nop,
xuat trinh bi tdy x0a, stra chita, lam gia thi co quan ding
ky ho tich c6 thim quyén hiy bo két qua dang ky két hon.
S6 lwong ho so: 01 bd

Budc 3

Lanh dao
UBND cap
Xa

Chu tich/Pho
Chu tich UBND
cép xa

Xem xét, quyét dinh

08 gid

Mau 05, 04

Buoc 4

B6 phan van
thu

Can b0 van thu

- Pong ddu, x4c nhan trén phan mém.
- Gri hd so, két qua cho Bo phan mdt cira UBND cép Xa

02 gid

Mau 05, 04
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Budc , . . Thoi Biéu
Don vi thuec | Trach nhiém . n : x ;
thuc D i NOi dung thwe hién glan mau/Keét
N hién thwc hién : ‘ : - R
hién j : j 40 gio qua
- Trudng hop truc tuyén: Dé nghi hai bén Nam, Nt xuét trinh
va ndp cac gidy to, tai liéu theo thanh phan hd so. Cong dan
kiém tra thong tin va ky So6 dang ky két hon, ky Gidy chimg
Bo phan mot nhan k(jét hévn; ndp phi, l,é phiA (nél: co V.E‘l cong c{ﬁn chg’a n(f?p ]
, ] L qua chirc nang thanh toan trén Cong dich vu cong tai Budc . Mau 05, 04,
Budc 5 | cira UBND Can bo . x - ) ) 02 gio
chp xa 1). Tra két qua cho cong dan. 06
X

- Truong hop truc tiép: Xuat trinh Phiéu hen tra két qua dé
can bo kiém tra, d6i chiéu thong tin trudc khi tra két qua cho
cong dan. Cong dan kiém tra thong tin va ky S6 dang ky két
hén, ky Gidy ching nhan két hon
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3. Tén thu tuc hanh chinh: Pang ky nhan cha, me, con
Mai s6 TTHC: 1.001022.000.00.00.H42
* Truwong hop khong can xac minh
Thoi gian thye hién: 03 (ngay lam vi¢c) x 08 gio = 24 gid lam viéc
(Cit giam 01 budc thyc hién)

Dich vu cong true tuyén mét phan

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi gian
24 gio

Bicu
mau/Két
qua

Budce 1

Cong dan

Nguoi c6 yéu dang ky nhan cha, me, con ndp hd so truc tiép hodc
nop hd so truc tuyén.

- Néu lua chon hinh thirc ndp ho so tryc tiép, ngudi ¢ yéu cau
dang ky nhan cha, me, con nop hd so dang ky nhan cha, me, con
tai B phan mét ctra cia UBND cép x4 cO tham quyén; ndp 1€ phi
néu thudc truong hop phai ndp 1€ phi dang ky nhan cha, me, con;
ndp phi cap ban sao Trich luc ding ky nhan cha, me, con néu c¢6
yéu cau cép ban sao Trich luc dang ky nhan cha, me, con.

- Néu lya chon hinh thirc ndp hd so truc tuyén, ngudi ¢ yéu cau ding
ky nhén cha, me, con truy cap Céng dich vu cong quéc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh Binh
(dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhdp tai khoan
(néu da c6 tai khoan trén Cong dich vu cong) hoac dang ky tai khoan
(néu chua co tai khoan), xac thyc ngudi ding theo hudng dan, ding
nhdp vao hé théng, x4c dinh ding Uy ban nhan dan cép xd c6 tham
quyén. Cung cap thong tin theo biéu mau dién tir twong tac diang ky
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi gian
24 gio

Biéu
mau/Ket

qua

nhan cha, me, con (cung c.'flp trén Céng dich vu cong), dinh kém ban
chup hodc ban sao dién tir cac giéy t0, tai liéu theo quy dinh; ndp phi,
18 phi thong qua chtic ning thanh toan tryc tuyén hodc bang cach thic
khéc theo quy dinh phép ludt, hoan tit viéc ndp ho so.

Budc 2

B6 phan
mot cuira
UBND
cép xa

Can bo

1. B0 phan mot cra UBND cép xa tiép nhén hd so, kiém tra,

huéng dan tiép nhan hd so truc tuyén hoic truc tiép (ddi véi to

chirc, ca nhan khong du diéu kién co s¢ ndp ho so truc tuyén).

Néu hd so khong dat yéu cau thi huéng dan t6 chirc, ci nhan

bd sung theo dung quy dinh 01 1an duy nhat.

2. Trudng hop hd so ddy du, quét (scan) va cap nhat, luu trit hd
s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua
giao cho t6 chuc, ca nhan.

3. Xuly, tham dinh, xac minh. Dy thao vin ban hodc quyét dinh
trinh Lanh dao UBND cép xa xem xét.

Ho so bao g(‘*)m:

- To khai dang ky dang ky nhan cha, me, con theo mau (néu
nguoi co yéu cau lwa chon ndp ho so theo hinh thire tric tiép);

- Biéu méu dién tr twong tac ding ky nhan cha, me, con (do
nguoi co yéu cau cung cip thong tin theo hudng dan trén Cong
dich vu cong, néu nguoi cd yéu cAu lya chon nop h so theo hinh
thirc truc tuyén);

14 gio

Mau
01,02,03,0
4,05, 06
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi gian
24 gio

Biéu
mau/Ket
qua

- Nguoi c6 yéu cau dang ky nhan cha, me, con thuc hién viéc
ndp/xuit trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ching ctr chung minh quan h¢ cha, con hodc quan hé me, con
gom:

+ Vin ban cta co quan y té, co quan giam dinh hodc co quan
khac c6 thim quyén xac nhan quan hé cha con, quan hé me con.
+ Truong hop khong c6 van ban néu trén thi phai c6 van ban
cam doan cua cic bén nhan cha, me, con vé& mdi quan h¢ cha,
me, con va c6 it nhat hai nguoi 1am ching vé mdi quan hé cha,
me, con.

* Gidy to phai xudt trinh:

- H6 chiéu hodc Chimg minh nhan dén hoic Thé cin cude cong
dan hodc cac gidy to khac ¢ dan anh va thong tin ca nhan do co
quan c6 thim quyén cap, con gia tri str dung dé chimg minh vé
nhan than cua nguoi co yéu cau dang ky nhan cha, me, con.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong
thi khéng phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén);
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi gian
24 gio

Biéu
mau/Ket
qua

- Gidy to ching minh noi cu tri. Trudng hop céac thong tin vé
gidy to chimg minh noi cu tri dé c6 trong CSDLQGVDC, dugc
dién ty dong thi khong phai xuét trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thuc truc tuyén).

*Luuy

- Déi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so
theo hinh thuc tryc tiép:

+ Poi voi gidy to xudt trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho
ngudi xudt trinh, khong duge yéu ciu ndp ban sao hodc ban chyp
gidy to do.

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao chimg thyc
tir ban chinh hodc ban sao dugc cip tir so6 gbe hodc ban chup
kém theo ban chinh gidy to dé ddi chiéu. Trudong hop ngudi yéu
cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky
xac nhan, khoéng dugc yéu cau nguoi di dang ky ndp ban sao
gidy to do.

+ Nguoi tiép nhan co6 trach nhiém tiép nhan dang, du ho so dang
ky ho tich theo quy dinh cua phép luét ho tich, khong dugc yéu
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Budc Bicu
Don vi Trach nhiém . n Thaoi gian x X
thuc o T NOi dung thue hién s mau/Keét
e thuc hién thuc hién 24 gio )
hién qua

cau ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich
khong quy dinh phai ndp.

- P6i vai gidy to giri kém theo néu ngudi yéu cau ndp ho so theo
hinh thte truc tuyén:

+ Ban chup cac gidy to giri kém theo ho so dang ky nhan cha,
me, con truc tuyén phai bao dam ro nét, déy du, toan ven vé ndi
dung, 1a ban chup b::ing may anh, dién thoai hodc duoc chup,
dugc quét bang thiét bi dién tu, tir gidy to duoc cip hop 18, con
gia tri st dung; néu 1a gidy to do co quan c6 tham quyén nudc
ngoai cap thi phai duoc hop phap héa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop duge mién hop phap hoa lanh
su.

+ Trudng hop gidy to, tai liéu phai guri kém trong hd so dang ky
nhan cha, me, con truc tuyén da c6 ban sao dién tir hoac da co
ban dién tir gidy to ho tich thi nguoi yéu cau dugc str dung ban
dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc ding
ky nhan cha, me, con/ban sao Trich luc dang ky nhéan cha, me,
con) ngudi ¢ yéu cau ding ky nhan cha, me, con phai xuét trinh
gidy tO tly than dé x4c dinh nhan than; ndp ban chinh gidy to,
tai liéu lachung cur chirng minh quan h¢ cha, con hodac quan hé
me, con.
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Buge Don vi Trach nhiém e n Thoi gian Eleu £
thuc o T NOi dung thue hién s mau/Keét
e thuc hién thuc hién 24 gio )
hién qua
Truong hop ngudi yéu cau dang ky nhan cha, me, con khong
cung cép duoc gidy to néu trén theo quy dinh hodc gidy to ndp,
xudt trinh bi tiy x0a, sira chita, 1am gia thi co quan dang ky ho
tich c6 tham quyén hay bo két qua dang ky nhan cha, me, con.
- Truong hop cho phép ngudi yéu cau dang ky ho tich 1ap van
ban cam doan vé nodi dung yéu cau ding ky ho tich thi co quan
dang ky hd tich phai giai thich 16 cho nguoi ldp van ban cam
doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong
dang sy that.
Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan
c6 thAm quyén huty bo két qua dang ky ho tich, néu c6 co sd xac
dinh ndi dung cam doan khong dung su that.
S6 lwong ho so: 01 bo
Lanh dao L L. , x
Budce 3 U!BNI? Cglllntt::l; lzjl;h[\(; D Xem xét quyét dinh 06 gio Macl)l 405’
cap xa
, B0 phan L - Vo s6, dong dau van ban, Iuu ho so. N Mau 05,
Buge 4 Vénpthu’ Cén b0 van thu - Gri ho so, k%ét qua cho Bo phan mdt cira UBND cép xa 02 gio 04
Bo phan - Xé4c nhan trén phan mém két qua TTHC d3 c6 tai B6 phan mot
, mot cura o cua. . Mau
BuoeS | ueND Canbo - Thong bao v tra két qua cho t chic, c4 nhan. Thu phi, le phi | 2 &9 | 04,05,06

cap xa

(néu cb).
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- Két thuc trén phan mém
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Tén tha tuc hanh chinh: Pang ky nhan cha, me, con
* Truwong hop cin phai xac minh
Thoi gian giai quyét TTHC: 08 ngay 1am viéc x 08 gid = 64 gio lam viée
(Cat giam 01 bude thyc hién)

Dich vu cong trwe tuyén mot phan

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi gian
64 gio

Biéu
mau/Két
qua

Budc 1

Nguoi c6 yéu dang ky nhan cha, me, con ndp hd so truc tiép hodc
nop hd so truc tuyén.

- Néu lua chon hinh thirc ndp ho so tryc tiép, ngudi ¢ yéu cau
dang ky nhan cha, me, con nop hd so dang ky nhan cha, me, con
tai B phan mét ctra cia UBND cép x4 cO tham quyén; nop 1€ phi
néu thudc truong hop phai ndp 1€ phi dang ky nhan cha, me, con;
ndp phi cap ban sao Trich lyc ding ky nhan cha, me, con néu c¢6
yéu cau cép ban sao Trich luc dang ky nhan cha, me, con.

- Néu Iyra chon hinh thirc nop hd so truc tuyén, nguodicod yéu cau dang
ky nhan cha, me, con truy cap Céng dich vu cong quéc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh Binh
(dia chi: https://dichvucong.ninhbinh.gov.vn). Bang nhap tai khoan
(néu da c6 tai khoan trén Cong dich vu cong) hoac dang ky tai khoan
(néu chua co tai khoan), xac thuc ngudi ding theo huéng dan, ding
nhép vao hé thong, x4c dinh ding Uy ban nhan dan c4p xi c6 tham
quyén. Cung cép thong tin theo biéu miu dién tir tuong tic ding ky
nhan cha, me, con (cung cép trén Céng dich vu cong), dinh kem ban



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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chup hodc ban sao dién tir cac giéy t0, tai li¢u theo quy dinh; nop phi,
16 phi thong qua chire nang thanh toan tryc tuyén hoic bang cach thirc
khéc theo quy dinh phap luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan
mot cuira
UBND cip
xa

Can bo

1. B0 phan mot cra UBND cép xa tiép nhén hd so, kiém tra,
hudng dan tiép nhan hé so truc tuyén hoic truc tiép (ddi voi to
churc, ca nhan khong du diéu kién co s& nép ho so truc myén).
Néu hd so khong dat yéu cau thi huéng dan t6 chirc, c4 nhan
bd sung theo dung quy dinh 01 lan duy nhat.

2. Truong hop ho so day di, quét (scan) va cap nhat, luu trir ho
s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua
giao cho td chtrc, ca nhan.

3. Xuly, tham dinh, xac minh. Dy thao vin ban hodc quyét dinh
trinh Lanh dao UBND cép xa xem xét.

Ho so bao g(‘*)m:

- To khai dang ky dang ky nhan cha, me, con theo miu (néu
ngudi c6 yéu cau lwa chon ndp ho so theo hinh thire tric tiép);
- Biéu mau dién tor twong tac dang ky nhan cha, me, con (do
nguoi co yéu cau cung cap thong tin theo huéng dan trén Cong
dich vu cong, néu nguoi cd yéu cau lya chon nop ho so theo hinh
thirc truc tuyén);

52 gio

Mau
01,02,03,0
4,05, 06
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- Nguoi c6 yéu cau dang ky nhan cha, me, con thuc hién viéc
ndp/xuit trinh (theo hinh thurc truc tiép) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ching ctr chung minh quan h¢ cha, con hoac quan hé me, con
gom:

+ Vin ban ciia co quan y té, co quan giam dinh hodc co quan
khac c6 thim quyén xac nhan quan hé cha con, quan hé me con.
+ Truong hop khong c6 van ban néu trén thi phai c6 van ban
cam doan cua cic bén nhan cha, me, con vé& mdi quan h¢ cha,
me, con va c6 it nhat hai nguoi 1am chimg vé mdi quan hé cha,
me, con.

* Gidy to phai xut trinh:

- H6 chiéu hodc Chimg minh nhan dén hoic Thé cin cude cong
dan hodc cac gidy to khac ¢ dan anh va thong tin ca nhan do co
quan c6 thim quyén cap, con gié tri sir dung dé chimg minh vé
nhan than ctia nguoi co yéu cau dang ky nhan cha, me, con.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé thong dién tu dong
thi khéng phai xuat trinh (theo hinh thic truc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén);
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- Gidy to ching minh noi cu tri. Trudng hop cac thong tin vé
gidy to chimg minh noi cu tri dé c6 trong CSDLQGVDC, duoc
dién ty dong thi khong phai xuét trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thuc truc tuyén).

*Luuy

- Péi voi gidy to ndp, xuat trinh néu ngudi yéu cau nop ho so
theo hinh thirc truc tiép:

+ Poi voi gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong to khai,
chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho
ngudi xudt trinh, khong dugc yéu ciu ndp ban sao hodc ban chyp
gidy to do.

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao ching thyc
tir ban chinh hodc ban sao dugc cip tir s6 gbe hodc ban chyp
kém theo ban chinh gidy t& dé ddi chiéu. Truong hop ngudi yéu
cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan
c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky
xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao
gidy to do.

+ Ngudi tiép nhan c6 trach nhiém tiép nhan ding, ¢ hd so ding
ky ho tich theo quy dinh cua phap luét ho tich, khong dugc yéu
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Buoc .. Biéu
Pon vi Trach nhiém . n Thoi gian x X
thuc o n NOi dung thue hién o mau/Keét
e thuce hién thuc hién 64 gio )
hién qua

cau ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich
khong quy dinh phai ndp.

- Péi vai gidy to giri kém theo néu ngudi yéu cau ndp ho so theo
hinh thte truc tuyén:

+ Ban chup cac gidy to giri kém theo hod so dang ky nhan cha,
me, con truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi
dung, 1a ban chup b::ing may anh, dién thoai hodc duoc chup,
dugc quét bang thiét bi dién tu, tir gidy to duwoc cap hop 18, con
gia tri st dung; néu 1a gidy to do co quan c6 tham quyén nudc
ngoai cap thi phai duoc hop phap héa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop duge mién hop phap hoa lanh
su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so dang ky
nhan cha, me, con truc tuyén da c6 ban sao dién tir hoac da co
ban dién tir gidy to ho tich thi nguoi yéu cau dugce st dung ban
dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc ding
ky nhan cha, me, con/ban sao Trich luc dang ky nhan cha, me,
con) ngudi ¢d yéu cau ding ky nhan cha, me, con phai xuét trinh
gidy tO tly than dé x4c dinh nhan than; ndp ban chinh gidy to,
tai liéu lachung cur chirng minh quan h¢ cha, con hodac quan hé
me, con.
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Bué Bié
woe Don vi Trach nhiém . n Thaoi gian x et X
thuc o i Noi dung thwe hién o mau/Keét
e thuce hién thuc hién ) ’ ) 64 gio )
hién qua
Truong hop ngudi yéu cau dang ky nhan cha, me, con khong
cung cép duoc gidy to néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tiy x0a, sira chita, 1am gia thi co quan dang ky ho
tich c6 tham quyén hay bo két qua dang ky nhan cha, me, con.
- Trudng hop cho phép ngudi yéu cau dang ky ho tich lap van
ban cam doan vé ndi dung yéu cau ding ky ho tich thi co quan
dang ky hd tich phai giai thich 16 cho nguodi lap van ban cam
doan vé trach nhiém, hé qua phap 1y cua viéc cam doan khong
dang sy that.
Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co quan
c6 thAm quyén hity bo két qua dang ky ho tich, néu c6 co s& xac
dinh ndi dung cam doan khong dung su that.
S6 lwong ho so: 01 bo
Lanh dao Chu tich/Pho My 05
14 . 4 . . u 9
Budc 3 | UBND cap Chu tich Xem xét quyét dinh 08 gio
N o 04
Xa UBND cap xa
. B6 phan Canbo van |- Vao sd, doéng d4u van ban, luu hd so. . Mau 05,
Budc 4 y P X, 2 . Ao~ 02 gio
van thu thu - G ho so, két qua cho B phan mgt cira UBND cap xa 04
Bo phan - Xé4c nhan trén phan mém két qua TTHC da c6 tai B6 phan mot
mot cira clra. Mau
Budce 5 ’ . Céan bg . L . . 02 gi¢
Y€1 UBND cép MO Théng bao va tra két qué cho t chirc, ¢4 nhan. Thu phi, 18 phi 8191 04,05,06
Xa - Két thiic trén phan mém




263

4. Tén thi tuc hanh chinh: Ping ky khai sinh két hop ding ky nhéin cha, me, con
Mai s6 TTHC: 1.000689.000.00.00.H42

* Truwong hop khong can xac minh

Thoi gian thye hién: 03 (ngay lam vi¢e) x 08 gio = 24 gio lam viéc
(Cét giam 01 budc thyuc hién)
Dich vu cong truc tuyén mot phﬁn

B r B.R
woe Pon vi thuc | Trach nhiém . n Thoi gian x reu X
thue D i Noi dung thwe hién . mau/Keét
e hi¢n thwe hién ’ ’ ’ 24 gio ,
hi¢n qua
Nguoi ¢ yéu cau dang ky khai sinh va nhan cha, me, con nop
hé so dang ky khai sinh va ding ky nhan cha, me, con tai Bo
phan mot ctra ciia UBND cdp x4 c6 tham quyén; nop 1¢ phi néu
Budc 1 Cong dan thudc truong hop phai ndp 1¢ phi dang ky khai sinh, dang ky
nhan cha, me, con; ndp phi cép ban sao Giéy khai sinh, Trich
luc dang ky nhan cha, me, con néu cd yéu cau cép ban sao Giéy
khai sinh, Trich luc dang ky nhan cha, me, con
1. Bo phan mét cra UBND cép x4 tiép nhén ho so, kiém tra,
o huéng dan (néu hd so khong dat yéu cau thi hudng dan to Mau
B6 phan mdt , N , ) N £
, ] A chtrc, ca nhan bo sung theo diing quy dinh 01 1an duy nhat). 01,02,03,04
Budc 2 | cira UBND Can bo . N A aa ; A R N .
chp xa 2. Truong hop ho so day du, quét (scan) va cap nhat, luu trix 14 gio ,05, 06

ho so vao phan mém. In Giay ti€p nhin ho so va hen tra ket
qua giao cho to chirc, ca nhan.
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3. Xt ly, tham dinh, x4c minh. Dy thdo vin ban hodc quyét
dinh trinh Lanh dao UBND cép Xa xem Xeét.

Ho so bao gdm:

* Gidy to phai ndp:

- T khai dang ky khai sinh theo mau;

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

- Béan chinh Gidy chung sinh; truong hop khong co Gidy
chung sinh thi ndp vin ban ctia ngudi 1am chimg xac nhan vé
viéc sinh; néu khong c6 ngudi 1am ching thi phai co gidy cam
doan vé viéc sinh;

- Chung ctr chirng minh quan hé cha, con hoac quan hé me,
con gom:

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

+ Truong hop khong c¢6 van ban néu trén thi cac bén nhan
cha, me, con 13p van ban cam doan vé mbi quan h¢ cha, me,
con, co it nhét hai nguoi lam ching vé moi quan h¢ cha, me,
con.

* Gidy to phai xuét trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cude
cong dan hoidc cac gidy to khac c6 dan anh va thong tin ca
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nhan do co quan c6 thim quyén cép, con gia tri sir dung dé
chting minh vé nhan than ctia nguoi co yéu cau diang ky khai
sinh va nhén cha, me, con. Truong hop cac thong tin c4 nhan
trong cac gidy t0 nay dd c6 trong CSDLQGVDC,
CSDLHTDT, dugc hé thdng dién ty dong thi khong phai xuat
trinh;

- Gidy to chtig minh noi cu tri. Trudng hop cac thong tin vé
gidy to chimg minh noi cu trii da c6 trong CSDLQGVDC,
dugc dién tu dong thi khong phai xuét trinh;

* Luuy:

- Pbi voi gidy to ndp, xudt trinh:

+ Pbi v6i gidy to xudt trinh khi ding ky ho tich, nguoi tiép
nhén co trach nhiém kiém tra, d6i chiéu véi thong tin trong to
Khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xudt trinh, khong dugc yéu cAu ndp ban sao
hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching
thue tir ban chinh hoic ban sao dugc cip tir s goc hodc ban
chup kém theo ban chinh gidy to dé d6i chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
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v6i ban chinh va ky x4c nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh cta phéap luat ho tich, khong
duge yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich lap van
ban cam doan vé ndi dung yéu cau dang ky ho tich thi co quan
dang ky ho tich phai gidi thich 6 cho nguoi 1dp van ban cam
doan vé trach nhiém, hé qua phép 1y ctia viéc cam doan khong
ding su that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé nghi co
quan c6 tham quyén hiy bo két qua dang ky ho tich, néu co
co s¢ xac dinh ndi dung cam doan khong dung sy that.

- Béi vai viée xac dinh ho, dan tdc, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop
v6i phap luat va yéu cau giit gin ban sac dan toc, tap quan,
truyén théng van hoa tot dep cua Viét Nam; khong dat tén qua
dai, kho st dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan tdc,
qué quan cua con khi dang ky khai sinh thi hg, dan tdc, qué
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Buge Pon vi thue | Trach nhiém e n Thoi gian Pleu £
thuc o n Noi dung thwe hién . mau/Keét
o hién thwe hién ’ ) 24 gio .
hién qua
quén cua con dugc xac dinh theo tdp quan nhung phai bao
dam theo ho, dan tdc, qué quan cia cha hodc me.
S6 lwong ho so: 01 bo
Lanh dao Cha tich/Pho
Budc 3 | UBND cép Chu tich Xem xét quyét dinh 06 gio Mau 05, 04
XA UBND cép xi
, B6 phan van Can b van | - Vao s0, dong dau van ban, Iuu ho so. . x
Buge 4 thu thu - Gtri hd so, k%t qua cho Bo phan mot ctra UBND cép xa 02 g1 Mau 05, 04
- X4ac nhan trén phﬁn mém két qua TTHC da c6 tai B6 phan
B6 phan mét mot clra. , w Miu
Budec 5 | cua ,UBND Cén bd - Thf)r}g bao va tra két qua cho t6 chtic, ca nhan. Thu phi, 1&¢ | 02 gio 04.05.06
cap xa phi (néu co). A

- Két thiic trén phan mém




268

Tén thii tuc hanh chinh: Ping ky khai sinh két hop déing ky nhin cha, me, con
Truwong hop cin phai xac minh
Thoi gian giai quyét TTHC: 08 ngay 1am viéc x 08 gid = 64 gid 1am viée
(Cit giam 01 bude thuc hién)

Dich vu cdng truc tuyén mot phan

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi gian
64 giv

Biéu
mau/Két
qua

Buoc 1

Cong dan

Nguoi co yéu cau dang ky khai sinh va nhan cha, me, con nop
ho so dang ky khai sinh va dang ky nhan cha, me, con tai Bo
phan mot ctra cia UBND cép x4 ¢6 thim quyén; ndp 1¢ phi
néu thudc trudng hop phai ndp 1¢ phi dang ky khai sinh, ding
ky nhan cha, me, con; np phi cép ban sao Giéy khai sinh,
Trich luc dang ky nhan cha, me, con néu cé yéu cau cép ban
sao Giéy khai sinh, Trich luc dang ky nhan cha, me, con

Budc 2

B6 phan
mot cura
UBND cap
Xa

Céan bo

1. Bo phan mét cra UBND cép xa tiép nhén hd so, kiém tra,
huéng dan (néu hd so khong dat yéu cau thi huéng dan to
chire, ca nhan bo sung theo dung quy dinh 01 1an duy nhat).
2. Truong hop hd so dy du, quét (scan) va cap nhat, luu trit
ho so vao phan mém. In Gidy tiép nhan ho so va hen tra két
qua giao cho to chirc, ca nhan.

3. Xu ly, tham dinh, xac minh. Dy thao van ban hoic quyét
dinh trinh Lanh dao UBND cép Xa xem Xét.
HO so bao gﬁm:

* Gidy to phai np:

52 gid

Mau
01,02,03,04
,05, 06
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- To khai ding ky khai sinh theo mau;

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

- Ban chinh Gidy chung sinh; truong hop khong c6 Gidy
chung sinh thi ndp vin ban ctia ngudi lam chimg xac nhan vé
viéc sinh; néu khong c6 ngudi 1am ching thi phai co gidy cam
doan vé viéc sinh;

- Chung ctr chting minh quan hé cha, con hodc quan h¢ me,
con gom:

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

+ Truong hop khong c¢6 van ban néu trén thi cac bén nhan
cha, me, con 1ap van ban cam doan vé mbi quan h¢ cha, me,
con, ¢6 it nhat hai nguoi lam ching vé mdi quan h¢ cha, me,
con.

* Gidy to phai xuit trinh:

- Ho chiéu hoic Chung minh nhan dan hodc Thé can cude
cong dan hoic cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri st dung dé
chimg minh vé nhén than cta ngudi cd yéu cau dang ky khai
sinh va nhan cha, me, con. Truong hgp cac thong tin ¢ nhan
trong cac gidy t0 ndy di c6 trong CSDLQGVDC,
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Budc Biéu
Don vi Trach nhiém . n Thoi gian x X
thuc o T NOi dung thue hién - mau/Keét
e thuce hién thwe hién 64 gio .
hién qua

CSDLHTDT, dugc hé théng dién tu dong thi khong phai Xuét
trinh;

- Gidy to chimg minh noi cu tra. Trudng hop cac thong tin vé
gidy to chimg minh noi cu tri da c6 trong CSDLQGVDC,
dugc dién tu dong thi khong phai xuét trinh;

*Luuy:

- Pbi voi gidy to ndp, xudt trinh:

+ Pbi v6i gidy to xuat trinh khi ding ky ho tich, nguoi tiép
nhén co trach nhiém kiém tra, d6i chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xudt trinh, khong duoc yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao duoc cép tir s6 gdc hodc ban
chup kém theo ban chinh gidy to dé d6i chiéu. Trudong hop
ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to thi
nguoi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh ctua phap luat ho tich, khong
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thue hién

Noi dung thue hién

Thoi gian
64 gio

Biéu
mau/Ket
qua

duoc yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

- Trudng hop cho phép ngudi yéu cau dang ky ho tich lap vin
ban cam doan vé ndi dung yéu cau dang ky ho tich thi co quan
dang ky ho tich phai gidi thich 6 cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phép 1y ctia viéc cam doan khong
ding su that.

Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co
quan c6 tham quyén hiy bo két qua dang ky ho tich, néu co
co s¢ xac dinh ndi dung cam doan khong ding sy that.

- B6i v6i viée xac dinh ho, dan tdc, dit tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop
v6i phap ludt va yéu ciu giit gin ban sic dan tdc, tap quan,
truyén théng van hoa tdt dep cua Viét Nam; khong dat tén qua
dai, khé st dung.

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

S6 lwong ho so: 01 bd
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B y BoR
roe DPon vi Trach nhiém . n Thoi gian x reu ;
thuc o i Noi dung thwe hién . mau/Keét
e thuce hién thwe hién ) ’ ) 64 gio .
hién qua
Lanh dao Chu tich/Pho
Budc 3 | UBND cap | Chi tich UBND | Xem xét quyét dinh 08 gid | Mau 05, 04
Xa cap xa
B6 phan - Va0 s, dong du van ban, luu hd so. ) x
Budc 4 D Can bo van th s f . 02 gic Mau 05, 04
voe van thu an bo van thtt | _ Gri ho so, két qua cho B phan mot cira UBND cap xa glo au
B phan - )A(éc ?nhém trén phﬁn mém két qua TTHC da c6 tai B6 phan
mot clra mot cua. Mau
Budc 5 UBND chp Can bd - T,hc“)rlg bfflo va tra két qua cho t0 chirc, ca nhan. Thu phi, 1€ | 02 gio 04.0506
4 phi (n€u co).

- Két thiic trén phan mém
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5. Tén thu tuc hanh chinh: Pang ky khai ti

Mai s6 TTHC: 1.000656.000.00.00.H42

Thoi gian thyc hién TTHC: Ngay trong ngdy tiép nhan hd so. Néu tiép nhan sau 15 gio ma khong giai quyét duoc ngay thi tra
két qua trong ngay tiép theo

(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

B.R
Buéc thuc DPon vi Trach nhiém . n Thoi gian x reu ;
i o n NoOi dung thwe hién mau/Ket
hi¢n thuc hién thuc hién ) ’ ) qui
u

Ngudi ¢6 yéu dang ky khai tir tric tiép thuc hién hodc uy quyén
cho nguoi khac thyc hién ndp hé so tryc tiép hodc giri ho so
qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thtrc ndp hd so truc tiép, ngudi co yéu cau
dang ky khai tir nop hé so dang ky khai tir tai Bo phan mét ctra
ctia UBND cép x3 c6 thidm quyén; ndp 18 phi neu thudc truong
hop phai ndp 1¢ phi dang ky khai tir; ndp phi cap ban sao Trich
luc khai ttr néu c¢6 yéu cau cap ban sao Trich luc khai ti.

Bude 1 Cong dan - Néu lua chon hinh thirc ndp hd so truc tuyén, ngudi cé yéu

cau Pang ky khai tir truy cap Cong dich vu cong qudc gia (dia
chi: https://dichvucong.gov.vn) hoic Céng Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ding nhép tai khoan (néu da c6 tai khoan trén Cong dich vu
cong) hoic dang ky tai khoan (néu chwa c6 tai khoan), xac thyc
nguoi dung theo hudng dan, dang nhap vao hé thdng, xac dinh

dung Uy ban nhan déan cip x4 c6 tham quyén. Cung cip thong



https://dichvucong.gov.vn/
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tin theo biéu mau dién tir twong tac ding ky khai tir (cung cap
trén Céng dich vu cong), dinh kém ban chup hodc ban sao dién
tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi théng qua
chirc nang thanh toan truc tuyén hodc bang cach thie khac theo
quy dinh phap luat, hoan tat viéc ndp ho so.

Budc 2

B6 phan
mot cura
UBND cép
Xa

Céan bo

Kjém tra, hu’c’rpg dan, tiép nhéan ho so truc tuyén hoac truc
tiép (doi voi to chirc, ca nhan khong du diéu kién co so nop
ho so truc tuyén):

- Truy cap Phan mém mét cira cia tinh; Phan mém dang ky,
quan 1y ho tich dién tr kiém tra thong tin cia cong dan, tham
tra ho so (tham tra tinh thong nhat, hop 1¢ cua cac thong tin
trong ho so, gidy to, tai liéu dinh kém). Néu ho so khong dat
yéu cau thi huéng dan t6 chirc, ci nhan bo sung theo dung
quy dinh 01 1an duy nhat. Truong hop tiép nhan hd so sau
15h00 ma khong thé giai quyét ngay thi ¢ Phiéu hen, tra két
qua cho cong dan trong ngay lam viéc tiép theo.

- Néu ho so déy du, hop 1€, dung quy dinh thi thyc hién viéc
ghi vao S6 ding ky két hon, cap nhat thong tin ding ky két
hén trén Phan mém ding ky, quan 1y ho tich dién tir dung
chung. In Gidy chiing nhan két hon,trinh Lanh dao UBND
cap xa ky

Ho so bao gom:

- T& khai dang ky khai tir theo mau (néu ngudi cd yéu cau lira
chon ndp hd so theo hinh thire truc tiép);

Mau
01,02,03,0
4,05, 06
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- Biéu mau dién tir twong tac ding ky khai tir (do ngudi yéu
cau cung cép thong tin theo hudng dan trén Céng dich vu
cong, néu ngudi cd yéu cau lwa chon ndp ho so theo hinh thire
truc tuyén);

- Nguoi ¢o yéu cau dang ky khai tir thuce hién viéc ndp/xuat
trinh (theo hinh thure tryc tiép) hodc tai 1én (theo hinh thirc
tryc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Gidy béo tir hodc gidy to thay thé Gidy bao tir do co quan c6
thim quyén cap.

- Gidy to, tai liéu, chimg ctr do co quan, t6 chirc 6 thAm quyén
cép hodc xac nhan hop 1¢ ching minh sy kién chét d6i vai
truong hop dang ky khai tir cho ngudi chét da 1au, khong co
Gidy béo tir hodc gidy to thay thé Gidy béo tu.

- Vin ban uy quyén (duoc chimg thuc) theo quy dinh cta phap
luat trong truong hop iy quyén thuc hién viéc dang ky khai
ta. Truong hop nguoi cod trach nhiém dang ky khai to uy
quyén cho nguoi khac thuc hién viéc ding ky khai tir ma
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ciia nguoi Gy quyén thi vin ban uy quyén khong
phai chung thyec.

* Gidy to phai xuat trinh:

- Ho chiéu hoic Chung minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khac co dén anh va théng tin ca
nhan do co quan c6 thim quyén cdp, con gia tri sit dung dé
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ching minh vé nhan than ctia ngudi c6 yéu cau dang ky khai
tir. Truong hop cac thong tin ca nhan trong cac gidy to nay da
c6 trong CSDLQGVDC, CSDLHTPDT, duogc hé thng dién tur
dong thi khong phai xuat trinh (theo hinh thirc truc tiép) hoic
tai 1én (theo hinh thirc truc tuyén);

- Giy to ching minh noi cu tracudi ciing ctia ngudi chét dé
xac dinh thAm quyén. Trudng hop cac thong tin vé gidy to
ching minh noi cu tra da ¢ trong CSDLQGVDC, duoc dién
tu dong thi khong phai xuét trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc tryc tuyén);

- Trudng hop khéng xac dinh duoc noi cu tra cudi cling cia
ngudi chét thi xut trinh gidy to chimg minh noi nguoi dé chét
hodc noi phat hién thi thé cua nguoi chét.

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

*Luuy

- Trong thoi han 15 ngay ké tir ngdy c¢6 ngudi chét thi vo,
chéng hodc con, cha, m¢ hodc ngudi than thich khéac cua
ngudi chét co trach nhiém di dang ky khai tir; trudng hop
nguoi chét khong c6 nguoi than thich thi dai dién ctia co quan,
t6 chtrc, ca nhan lién quan c6 trach nhiém di khai tur.

- Dbi véi gidy to ndp, xuét trinh néu ngudi yéu cau ndp ho so
theo hinh thirc tryc tiép:
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+ Péi voi gidy to xudt trinh khi diang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong ho so va tra
lai cho nguoi1 xuét trinh, khong dugc yéu cau ndp ban sao hoac
ban chyp gidy to do.

+ Ngudi yéu cau dang ky ho tich co thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao dugc cap tir s6 gbc hodc ban
chup kém theo ban chinh gidy to dé d6i chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky x4c nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan ding, di ho so
dang ky ho tich theo quy dinh cta phap luat ho tich, khong
duogc yéu cau ngudi dang ky ho tich nop thém gidy td ma phép
luat ho tich khong quy dinh phai ndp.

- Péi vé6i gidy to gui kém theo néu nguoi yéu cau nop ho so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so dang ky khai tir
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé nodi dung,
1a ban chyup bang may anh, dién thoai hodc dugc chup, dugc
quét bang thiét bi dién i, tir gidy to dugc cap hop 1¢, con gia
tri st dung; néu 1a gidy to do co quan c6 tham quyén nudc
ngoai cip thi phai dugc hop phéap hoa lanh sy, dich sang tiéng
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Viét theo quy dinh, trir trudng hop duoc mién hop phap hoa
lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so ding
ky khai tir truc tuyén da c6 ban sao dién tir hoac da co ban
dién tir gidy to ho tich thi ngudi yéu cau duoc sir dung ban
dién ti nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc
khai tir/ban sao Trich luc khai tir), ngudi ¢6 yéu cau dang ky
khai ttr phai xuat trinh gidy to tuy than, ndp ban chinh cac
gidy to 1 thanh phan ho so diang ky khai t theo quy dinh
phép ludt ho tich.

Truong hop ngudi yéu cau ding ky khai tir khong cung cép
dugc gidy to néu trén theo quy dinh hodc gidy to ndp, xuét
trinh bi tay x0a, sira chira, lam gia thi co quan dang ky ho tich
¢6 tham quyén huy bo két qua dang ky khai tir.

S6 lwong ho so: 01 bo

Lanh d Chu tich/Ph¢ . . 2 . , x
B 3 USII;D j;’p i ‘t‘iC‘}f UBI\‘I’D Xem xét, kj Trich luc khai tr ban gidy va ky 6 vao bén dién t Mau 05,
« L. (néu cong dan co y€u cau). 04
Xa cap xa
B phéan - Vo s6, dong dau van ban, luu ho so. Mau 05,
Budc 4 Do Can bo van th s 3 .
Hoe van thu anbovan tu ) _ Gui ho so, két qua cho B phan mot cira UBND cap xa 04
B0 phan Tra ket qua:
Buée 5 mot Cﬁi Cén bo - Truong hQ’P :m,rc tuyjén.: Pé nghi hai bén ‘Nam‘, Nit xuét trinh Mau 04,
UBND cap va nop cac gidy to, tai licu theo thanh phan ho so. Cong dan 05, 06
Xa kiém tra thong tin va ky S6 DPKKH, ky Gidy ching nhan két




279

hén; ndp phi, 1¢ phi (néu c6 va cong dan chua ndp qua chic
nang thanh toan trén Cong dich vu cong tai Budc 1). Tra két
qua cho cong dan.

- Truong hop truc tiép: Xuat trinh Phiéu hen tra két qua dé
can bo kiém tra, d6i chiéu thong tin trude khi tra két qua cho
cong dan. Cong dan kiém tra thong tin va ky S6 PKKH, ky
Gidy chimg nhan két hon
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6. Tén thu tuc hanh chinh: Pang ky khai sinh luu dong
Mai s6 TTHC: 1.004837.000.00.00.H42
Thoi gian thye hién TTHC: 05 (ngay lam vi¢c) x 08 gio =40 gio lam viéc
(Cit giam 01 budc thyc hién)

Dich vu cong trwe tuyén mét phan

Buéc , . . Thoi Biéu
Don vi Trach nhiém e en . x £
thuc ot i NoOi dung thwe hién glan mau/Ket
s thuc hién thuc hién : ) : " .
hién j j j j 40 gior qua
1. Pén dia diém dang ky Iuu dong tiép nhéan ho so, kiém tra,
hudng dan (néu hd so khong dat yéu cau thi huéng dan to chic,
c4 nhan b sung theo dung quy dinh 01 1an duy nhat).
2. Truong hop ho so day du, quét (scan) va cép nhat, luu trir hd
s0 vao phan mém. In Gidy tiép nhan hd so va hen tra két qua giao
cho t6 chirc, ca nhan.
B¢ phan 3. Sau khi CSDLQGVDC tra vé Sb dinh danh ca nhan, cong chuc Mau
mot cra | Can bo tu phap | t phap - ho tich in Gidy khai sinh, trinh Lanh dao UBND cép xa 01.02.03
B 4 1 v i v , , X . - H ] )
Y°T | UBNDcip | -hotich | Xemxét ky Gidy khai sinh. 28 gir | 04,05, 06
X4 Ho so bao gom:

* Gidy to phai nop:

- To khai dang ky khai sinh theo mau.

- Ban chinh Gidy ching sinh; trudng hop khong c6 Gidy ching
sinh thi ndp van ban cia nguoi lam chirng xac nhan vé viéc sinh;
néu khong cé nguoi 1am chimg thi phai co gidy cam doan vé viéc
sinh;
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket
qua

- Truong hop khai sinh cho tré em sinh ra do mang thai hg phai
c6 van ban xac nhan cta co sé y té da thuc hién k¥ thuat ho tro
sinh san cho viéc mang thai ho.

* Gidy to phai xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cudc cong
dan hoic cic gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cip, con gia tri sir dung dé ching minh vé
nhan than ciia ngudi c6 yéu cau dang ky khai sinh. Truong hop
cac thong tin c4 nhin trong céc gidy to nay di cé trong
CSDLQGVDC, CSDLHTPDT, duoc hé thong dién tu dong thi
khong phai xuat trinh;

- Gidy td chimg minh noi cu tra. Trudng hop cac thong tin vé gidy
t& chimg minh noi cu tra di c6 trong CSDLQGVDC, dugc dién
tr dong thi khong phai xuét trinh;

+ Giéy chiing nhén két hon néu cha, me da dang ky két hén.
Truong hop da c6 thong tin vé viée két hon cua cha, me trong
CSDLHTDT, CSDLQGVDC thi khong phai xuat trinh.

S6 lwong ho so: 01 bo

Budc 2

Lanh dao
UBND cép
Xa

Chu tich/Pho
Chu tich UBND
cép xa

Xem xét quyét dinh

08 gio

Mau 05,
04
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Buéc , . . Thoi Biéu
DPon vi Trach nhiém e n . x X
thuc il i Noi dung thwe hién glan mau/Keét
. thuc hién thuwe hién : ‘ : N .
hién j j : j 40 gior qua
Bd phan - V4o sd, dong déu vén ban, luu hd so. ) Mau 05,
Budc 3 D Can bo van th s f . 02 gic
woe van thu anbovan tuw ) _ Gtri ho so, két qua cho B phan mot ctra UBND cap xa glo 04
B phan - ?(éc nhan trén phén mém két qua TTHC da c¢6 tai B phan mot
mot cra | Can bo tu phap cusa. Mau
Budc 4 UBND chp ] h.(f) tich - 'I;h@n,g béo va tra két qua cho t6 chirc, ca nhan. Thu phi, 1€ phi | 02 gio 04.0506
4 (néu co).

- Két thiic trén phan mém
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7. Tén thi tuc hanh chinh: Ping ky két hon luu dong
Mai s6 TTHC: 1.000593.000.00.00.H42
Thoi gian thyc hién: 05 (ngay lam vi¢c) x 08 gio =40 gio lam viéc
(Cit giam 01 budc thyc hién)

Dich vu cong trwe tuyén mét phan

Buoéc . Trach nhiém ... Biéu
Don vi thuc n . n Thoi gian x £
thue o thuwe hién Noi dung thwe hién . mau/Ket
.:\ hl?n . . . . . 40 glO’ )
hi¢n qua
1. Bén dia diém dang ky luu dong tiép nhéan ho so, kiém tra,
huéng dan (néu hd so khong dat yéu cau thi hudng dan to chirc,
c4 nhan b sung theo dung quy dinh 01 1an duy nhét).
2. Truong hop ho so dﬁy da, quét (scan) va cap nhat, luu trix hd
s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua
giao cho t6 chirc, ca nhan.
3. Xu ly, tham dinh, x4c minh. Dy thao van ban hodc quyét dinh x
B§ phan mét trinh Lanh dao UBND cdp xa xem xét Mau
, .7 phe ' Can b6 tur phép : o ‘ 01,02,03,
Budc 1 ca UBND . Ho0 so bao gom: .
S - ho tich . iAo s e . 28 gio 04,05, 06
cap xa Giay to phai ngp

- T& khai ding ky két hon theo mau. Hai bén nam, nir ¢6 thé khai
chung vao mot To khai dang ky két hon.

* Gidy to phai xuat trinh

- HO chiéu hoac Ching minh nhan dan hoac Thé can cudc cong
dan hoac céc giéy to khac c6 dan anh va théng tin ca nhan do co
quan c6 thdm quyén cdp, con gia tri sir dung dé chimg minh vé
nhan than ctia ngudi cd yéu cau diang ky két hon. Trudng hop cac




284

Buge | b on vithye | 1rach nhiém Thoi gian Biéu
thurc - thue hién Noi dung thuc hién o mau/Ket
e hién 40 gior .
hién qua
thong tin c4 nhdn trong cac gidy to nay dd co trong
CSDLQGVDC, CSDLHTDT, duoc hé thong dién tu dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén);
- Gidy t& ching minh noi cu trd. Trudng hop céc thong tin vé gidy
td chimg minh noi cu tra dd ¢ trong CSDLQGVDC, duoc dién
tir d6ng thi khong phai xuét trinh.
S6 lwong ho so: 01 bo
Lanh da9 Chu tich/Pho ’ , My 05
Buéc2 | UBNDcap | Chu tic,:h UBND | Xem xét quyét dinh (ky s0) 08 gio 04 ’
Xa cap xa
, B0 phan van L - Vao so, dong dau van ban, luu ho so. N Mau 05,
Buge 3 pthu’ Cén b0 van thu - Gtri hd so, lfét qua cho Bo phan mot ctra UBND cép xa 02 g0 04
- Xac nhan trén phﬁn mém két qua TTHC da c¢6 tai B phan mot
B6 phan mét . .| cua. x
Budc 4 | cua UBND Can b? m phip | _ Thong béo va tra két qua cho t6 chtic, ca nhan. Thu phi, 18 phi | 02 gio Mau
L a ho tich L, 04,05,06
cap xa (n€u co).

- Két thuc trén phan mém
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8. Tén thiu tuc hanh chinh: Pang ky khai ti luvu dong
M3 s6 TTHC: 1.000419.000.00.00.H42
Thoi gian giai quyét TTHC: 05 ngay 1am viéc x 08 gio = 40 gid 1am viée
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

- To khai ding ky khai tir theo mau;

- Giy bao tir hodc gidy to thay thé Gidy bao tir do co quan c6 tham
quyén cap.

* Gidy to phai xuat trinh

- H6 chiéu hodc Chung minh nhan dan hodc Thé cin cudc cong
dan hodc cac giéy to khac c6 dan anh va thong tin ca nhan do co
quan c6 tham quyén cép, con gia trj sit dung dé ching minh vé

B b B.R
woe Pon vi Trach nhiém " n Thoi gian x ted £
thue .l i NoOi dung thwe hién o mau/Keét
o thuc hién thuc hién : ) : 40 gior )

hi¢n qua
1. Bén dja diém dang ky luu dong tiép nhan ho so, kiém tra, huéng
dan (néu hd so khong dat yéu cau thi hudng din to chirc, ca nhan
b6 sung theo diing quy dinh 01 1an duy nhat).
2. Truong hop hd so ddy du, quét (scan) va cp nhat, luu trit hd
s0 vao phan mém. In Gidy tiép nhan hd so va hen tra két qua giao
cho to chure, ¢4 nhan.
B phan 3.\ X ~l}'/, tham dinh, Xéf mi~nh. Du ,théo van ban hoac quyét dinh Miu
o o trinh 1anh dao UBND cap xa xem xét.
Bude 1 mot clra Can b0 tu H5 so bao edm: 01,02,03,
UBND cép | phap hé tich oo a0 shm: 28 gir | 04,05, 06
- * Giay to phai nop
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B r B.R
woe Pon vi Trach nhiém . n Thoi gian x reu ;
thuc o i Noi dung thwe hién o mau/Keét
e thuce hién thuc hién ’ ’ ’ 40 gio .
hién qua
nhan than cua nguoi co yéu cau ding ky khai tir. Trudng hop cac
thdng tin c4 nhan trong cac gidy to ndy di co trong CSDLQGVDC,
CSDLHTDT, dugc hé thong dién tu dong thi khong phai xuét trinh;
- Gidy to ching minh noi cu trii cubi cling cta ngudi chét dé xac
dinh thdm quyén. Truong hop cac thong tin vé gidy to chimg minh
noi cu tra da co6 trong CSDLQGVDC, duoc dién tu dong thi khong
phai xuét trinh.
- Trudng hop khong xac dinh dugc noi cu tra cudi ciing clia nguoi
chét thi xuat trinh gidy t& chitng minh noi nguoi d6 chét hodc noi
phat hién thi thé ciia nguoi chét.
S6 lwong ho so: 01 bo
Lanh dao Chu tich/Pho My 05
14 . 4 . X . u 9
Budc 2 | UBND cap Chu tich Xem xét quyét dinh (ky s0) 08 gio 04
X4 UBND cép xi
. B6 phan Can bo van | - Vo sb, dong du vén ban, luu hd so. o Mau 05,
Budce 3 N 1A X AaA AL Ao~ 02 gio
van thu thu - Gui ho so, két qua cho B§ phan mot cra UBND cap xa 04
B6 phan - ?(éc nhan trén phan mém két qua TTHC da c6 tai B6 phan mot
mot cira cua . Mau
Buéc 4 UBND . é.p Can bd - 'I;hﬁn,g béo va tra két qua cho to chirc, ca nhan. Thu phi, 1€ phi 02 gio 04.05.06
4 (néu co).

- Két thiic trén phan mém
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9. Tén thu tuc hanh chinh: Pang ky giam h¢

Mai s6 TTHC: 1.004837.000.00.00.H42

Téng thoi gian giai quyét TTHC: 03 ngay 1am viée x 08 gio = 24 gid 1am viée
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach
nhiém thue
hién

Noi dung thuc hién

Thoi gian
24 givy

Bicu
mau/Két
qua

Budce 1

Cong dan

Nguoi ¢ yéu dang ky giam ho tryc tiép thuc hién hodc uy quyén
cho nguoi khac thyc hién nop hd so truc tlep hoic giri ho so qua hé
thong buu chinh hodc ndp ho so truc tuyen

- Néu lya chon hinh thirc ndp hd so tryuc tiép, ngudi cd yéu cau ding
ky giam ho ndp hd so ding ky giam ho tai B6 phan mét cira cua
UBND cip x4 c6 thim quyén; ndp 1é phi néu thudc truong hop phai
ndp 18 phi dang ky giam ho; ndp phi cip ban sao Trich luc dang ky
giam ho néu c6 yéu cau cip ban sao Trich luc ding ky giam ho.

- Néu Iya chon hinh thire ndp hd so truc tuyén, ngudi co yéu cau
Ping ky giam ho truy cap Cong dich vy cong qudc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh Binh
(dia chi: https://dichvucong.ninhbinh.gov.vn). Bang nhép tai khoan
(néu da c6 tai khoan trén Cong dich vu cong) hoic dang ky tai khoan
(néu chua c6 tai khoan), xac thuc ngudi dung theo huéng dan, ding
nhap vao hé thdng, xac dinh diing Uy ban nhan dén cap x3 c6 thim
quyén. Cung cap thong tin theo biéu mau dién tir twong tac ding ky
giam ho (cung cap trén Cong dich vu cong), dinh kém ban chup hoic



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach
nhiém thyuc
hién

Noi dung thue hién

Thoi gian
24 givy

Biéu
mau/Ket
qua

ban sao dién tir cac giéy t0, tai liéu theo quy dinh; ndp phi, 1€ phi
thong qua chirc ning thanh toan truc tuyén hodc bang cach thic khac
theo quy dinh phap luat, hoan tit viéc ndp hd so.

Budc 2

B6 phan
mot cuira
UBND cip
xa

Can bo

1. B0 phan mét cta UBND cép Xa tiép nhéan ho so, kiém tra,

huéng dan tiép nhan hd so truc tuyén hodc truc tiép (ddi vai to

chtrc, c4 nhan khong du didu kién co sé ndp hd so truc tuyén).

Néu ho so khong dat yéu cau thi hudng dan to chire, c4 nhan bo

sung theo dang quy dinh 01 1an duy nhét.

2. Trudong hop ho so ddy du, quét (scan) va cap nhat, luu trir hd

s0 vao phan mém. In Gidy tiép nhan hd so va hen tra két qua giao

cho to churc, ¢4 nhan.

3. Xt ly, thdm dinh, xac minh. Dy thao van ban hodc quyét dinh
trinh Lanh dao UBND cdp xa xem xét.

Ho so bao gﬁm:

- T& khai dang ky giam ho theo mau (néu ngudi cé yéu cau lwa
chon nop hd so theo hinh thire truc tiép);

- Biéu méu dién tir twong tac dang ky giam ho (do nguoi yéu cau
cung cap thong tin theo hudng dan trén Cong dich vu cong, néu
nguoi co yéu cau lya chon ndp ho so theo hinh thirc trire tuyén);

- Ngudi ¢6 yéu cau ding ky giam ho thyc hién viéc ndp/xuét trinh
(theo hinh thurc truc tiép) hodc tai 1én (theo hinh thirc truc tuyén)
cac gidy to sau:

14 gio

Mau
01,02,03,
04,05, 06
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Budc
thuc
hién

Don vi
thue hién

Trach
nhiém thyuc
hién

Noi dung thue hién

Thoi gian
24 givy

Biéu
mau/Ket
qua

* Gidy to phai ndp:

- Véan ban ctr nguoi giam ho theo quy dinh cua B0 luat Dan sy ddi
voi truong hop dang ky gidm ho cu.

- Gidy to chirg minh diéu kién giam ho dwong nhién theo quy dinh
ctia B luat Dan sy ddi voi truong hop dang ky giam ho duong
nhién. Trudng hop c6 nhidu ngudi cung du diéu kién lam giam ho
duong nhién thi ndp thém van ban théa thuan vé viéc cir mot nguoi
lam giam hd duong nhién.

- Vin ban iy quyén theo quy dinh ctia phap luat trong trudng hop
iy quyén thuc hién viée dang ky giam ho. Trudng hop ngudi duoc
uy quyén la 6ng, ba, cha, me, con, vo, ch@)ng, anh, chi, em rudt ciia
ngudi Gty quyén thi van ban iy quyén khong phai chimg thuc.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cudc cong
dan hoic cac gidy to khac c6 dén anh va thong tin ca nhan do co
quan c6 tham quyén cép, con gia tri st dung dé chimg minh vé
nhan than ctia nguoi co yéu cau dang ky giam ho. Truong hop cac
thong tin ¢4 nhan trong cac gidy to ndy da c6 trong CSDLQGVDC,
CSDLHTPDT, dugc hé thong dién tu dong thi khong phai xuat trinh
(theo hinh thuc truc tiép) hodc tai 1én (theo hinh thuc tryc tuyén);
- Gidy to chirg minh noi cu tr. Truong hop cac thong tin vé gidy
to chiing minh noi cu trt da c6 trong CSDLQGVDC, dugc dién tyu
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Budc
thuc
hién

Don vi
thue hién

Trach
nhiém thyuc
hién

Noi dung thue hién

Thoi gian
24 givy

Biéu
mau/Ket
qua

dong thi khong phai xudt trinh (theo hinh thirc truc tiép) hodc tai
1én (theo hinh thirc tryc tuyén);

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cac gidy to phai xuét trinh néu trén.
*Luuy

- Dbi véi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo
hinh thuc tryc tiép:

+ Pbi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to khai, chup
lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi
xudt trinh, khong duoc yéu cau ndp ban sao hodc ban chup gidy to
do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé ndp ban sao chimng thyc tir
ban chinh hodc ban sao duoc cép tir sé gdc hodc ban chup kém theo
ban chinh gidy t& dé d6i chiéu. Trudng hop nguoi yéu cau ndp ban
chup kém theo ban chinh gidy t& thi nguoi tiép nhan co trach nhiém
kiém tra, dbi chiéu ban chup véi ban chinh va ky xac nhan, khong
duoc yéu cau nguoi di ding ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, ¢ ho so ding
ky ho tich theo quy dinh ctia phap luat ho tich, khong dugc yéu cau
ngudi dang ky ho tich ndp thém gidy to ma phap luat ho tich khong
quy dinh phai nop.
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Budc
thuc
hién

Don vi
thue hién

Trach
nhiém thyuc
hién

Noi dung thue hién

Thoi gian
24 givy

Biéu
mau/Ket
qua

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

+ Ban chup céc gidy to giri kém theo hd so dang ky gidm ho truc
tuyén phai bao dam rd nét, diy du, toan ven vé nodi dung, 13 ban
chup béng may anh, dién thoai hoac duogc chup, duoc quét béng
thiét bi dién tu, tur giéy to duoc céip hop 1€, con gia tri st dung; néu
1a gidy to do co quan c6 tham quyén nudc ngoai cap thi phai duoc
hop phap héa lanh su, dich sang tiéng Viét theo quy dinh, trir
truong hop duge mién hop phéap héa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so diang ky
giam hd truc tuyén da co ban sao dién tir hoac da co ban dién tir
gidy to ho tich thi nguoi yéu cau duge sir dung ban dién tir nay.

+ Khi dén co quan diang ky ho tich nhan két qua (Trich luc dang ky
giam ho/ban sao Trich lyc dang ky giam ho), ngudi ¢6 yéu ciu
dang ky giam ho xuét trinh gidy to tuy than, ndp ban chinh cac gidy
td 13 thanh phéan ho so ding ky giam ho theo quy dinh phép luat ho
tich.

Truong hop ngudi yéu cau dang ky giam ho khong cung cap dugc
gidy to néu trén theo quy dinh hodc gidy td ndp, xuat trinh bi tay
x0a, stra chira, 1am gia thi co quan dang ky ho tich c¢6 thim quyén
hay bo két qua dang ky giam ho.

S6 lwong ho so: 01 bo
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Buée Dom vi Tréch Thri eian Biéu
thuc o nhiém thuwe Noi dung thue hién g mau/Két
n thye hién S ) T 24 gio \
hién : : hién qua
Chu tich/Ph¢
Lanh dao (l:lh %Ct. h ? Mau 05
. u tic o : au 05,
Budc 3 UBNI~) cap UBND. chp Xem x¢&t quyét dinh 06 gio 04
Xa ~
Xa
) Bophin | Canbdvin |- Vao sd,dong dau van ban, luu hd so. . Mau 05,
Buéc 4 : o L . N A A I 02 gio
van thu thu - G ho so, két qua cho B phan mot cira UBND cap xa 04
B phan -é(éc nhan trén phﬁn mém két qua TTHC da c6 tai B phan mot
cua. N
At 171' A 7 \ A 9 R 7 J4 A 4 A 4 2 MA
Budc 5 UIEI?II; c%p Cén bd - 'I;hon,g béo va tra két qua cho t6 chuc, ca nhan. Thu phi, 1€ phi | 02 gio 04 021’10 6
4 (n€u co).

- Két thiic trén phan mém
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10. Tén thii tuc hanh chinh: Ping ky chAm dit giam hd
Ma s6 TTHC: 1.004845.000.00.00.H42
Thoi gian giai quyét TTHC: 02 ngay 1am viéc x 08 gio = 16 gid 1am viée
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
16 gio

Biéu
mau/Két
qua

Budc 1

Nguoi co yéu dang ky cham dut giam ho truc tiép thyuc hién hoac
uy quyén cho nguoi khac thyc hién nop hd so truc tlep hoac gui
ho so qua hé thong buu chinh hoac nop ho so truc tuyen.

- Néu lua chon hinh thirc ndp ho so tryc tiép, ngudi ¢ yéu cau
dang ky cham diit giam ho nop hd so dang kycham dit giam ho
tai B phan mét ctra cia UBND cép x4 cO tham quyén; nop 1€ phi
néu thudc trudng hop phai ndp 1¢ phi dang ky chdm dat giam ho;
ndp phi cap ban sao Trich luc ding ky chim dut giam ho néu 6
yéu cau cap ban sao Trich luc dang ky cham dut giam ho.

- Néu Iyra chon hinh thirc ndp hd so truc tuyén, nguodicod yéu cau dang
ky cham dirt giam ho truy cap Cong dich vy cong qudc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh Binh
(dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan
(néu da co tai khoan trén Cong dich vy cong) hodc dang ky tai
khoan (néu chua c6 tai khoan), xac thuc ngudi dung theo hudng
dan, dang nhap vao hé théng, xac dinh dung Uy ban nhan dan cép

xad ¢6 tham quyén. Cung cap thong tin theo biéu miu dién tir
twong tac dang ky chim dut giam ho (cung cap trén Cong dich vy



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Biéu
mau/Ket
qua

cong), dinh kém ban chup hodc ban sao dién tir cac giéy to, tai
liéu theo quy dinh; ndp phi, I€ phi thong qua chirc nang thanh toan
tryc tuyén hodc bang cach thic khac theo quy dinh phap luat,
hoan tat viéc nop hd so.

Budc 2

B6 phan
mot cura
UBND cip
xa

Can bo

1. B0 phan mot cra UBND cép xa tiép nhén hd so, kiém tra,

hudng dan tiép nhan hé so truc tuyén hoic truc tiép (ddi voi to

churc, ¢ nhan khong du diéu kién co s& nép h so truc tuyén).

Néu hd so khong dat yéu cau thi huéng dan t6 chirc, c4 nhan

bd sung theo dung quy dinh 01 1an duy nhat.

2. Truong hop ho so day di, quét (scan) va cap nhat, luu trir ho

s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua

giao cho t6 chirc, ca nhan.

3. Xuly, tham dinh, xac minh. Dy thao vin ban hodc quyét dinh
trinh Lanh dao UBND cép xa xem xét.

Ho so bao g(‘*)m:

- T& khai dang ky cham dut giam ho theo mau (néu ngudi co
yéu cau lya chon nop ho so theo hinh thirc truc tiép);

- Biéu mau dién tr twong tac dang ky cham dut giam ho (do
nguoi yéu cau cung cap thong tin theo hudng dan trén Cong dich
vu cong, néu nguoi cd yéu cau lya chon nop hd so theo hinh thire
truc tuyén);

10 gio

Mau
01,02,03,0
4,05, 06
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Biéu
mau/Ket
qua

- Nguoi ¢6 yéu cau dang ky chim ditgiam ho thuc hién viéc
ndp/xuit trinh (theo hinh thtrc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy to lam can ctr cham dut giam ho theo quy dinh ctia Bo
luat Dan su.

- Vin ban iy quyén theo quy dinh cta phap luat trong truong
hop ty quyén thuc hién viéc dang ky chim dit giam ho. Truong
hop nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt ctia nguoi ty quyén thi vin ban uy quyén
khong phai chirng thuec.

* Gidy to phai xuit trinh:

Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc cong
dan hodc cac gidy to khac ¢ dan anh va thong tin ca nhan do co
quan c6 thim quyén cap, con gié tri sir dung dé chimg minh vé
nhan than ctia ngudi c6 yéu cau dang ky chdm dut giam ho.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTPT, duoc hé thong dién ty dong
thi khong phai xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén).

Truong hop gti hd so qua hé théng buu chinh thi phai giri kém
theo ban sao ¢ chimg thyc céc gidy to phai xuét trinh néu trén.
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Biéu
mau/Ket
qua

*Luuy

- Pbi v6i gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so
theo hinh thuc tryc tiép:

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

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao ching thyc
tir ban chinh hodc ban sao dugc cip tir s gbe hodc ban chup
kém theo ban chinh gidy t& dé ddi chiéu. Truong hop ngudi yéu
cau ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhan
c6 trach nhiém kiém tra, dbi chiéu ban chup vai ban chinh va ky
xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao
gidy to do.

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

- Pbi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thtc truc tuyén:
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
16 gio

Biéu
mau/Ket
qua

+ Ban chup cac gidy to giri kém theo hd so dang ky cham dut
giam ho truc tuyén phai bdo dam rd nét, déy du, toan ven vé nodi
dung, 1a ban chup b::ing may anh, dién thoai hodc duoc chup,
dugc quét bang thiét bi dién t, tir gidy to duoc cap hop 18, con
gia tri st dung; néu 13 gidy to do co quan c6 tham quyén nudc
ngoai cap thi phai duoc hop phap héa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop duge mién hop phap hoa lanh
su.

+ Trudng hop gidy to, tai liéu phai gui kém trong ho so dang ky
cham dit giam ho truc tuyén da c6 ban sao dién tir hodc di co
ban dién tir gidy to ho tich thi nguoi yéu cau dugce st dung ban
dién ti nay.

- Khi d&én co quan ding ky ho tich nhan két qua (Trich luc dang
ky cham diit giam hd/ban sao Trich luc dang ky chdm dut giam
ho), ngudi co yéu cau dang ky cham dut giam ho xuat trinh gidy
td tuy than, ndp cac gidy to 14 thanh phan ho so ding ky chdm
dut gidm hg theo quy dinh phap luat ho tich.

Truong hop ngudi co yéu cau dang ky cham dat giam ho khong
cung cap duoc gidy to néu trén theo quy dinh hodc gidy td nop,
xudt trinh bi tay x0a, stra chira, lam gia thi co quan ding ky ho
tich c6 tham quyén hity bo két qua diang ky cham dit giam hé.
S6 lwong ho so: 01 bd
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Budéc , . . Thoi Biéu
Don vi Trach nhiém e ‘n . x £
thuc il i Noi dung thwe hién glan mau/Keét
. thuc hién thwc hién : ‘ : - R
hién j j : j 16 gio qua
Lanh dao Chu tich/Pho My 05
. : 2L a . u 05,
Budéc 3 | UBND cap | Chu tich UBND | Xem xét quyét dinh 04 gio 04
Xa cap xa
B phan - Vo s6, dong ddu vin ban, luu ho so. : Mau 05,
Budc 4 C Can b0 van th s . . 01 gic
voe van thu an bo vantht | _ Gri ho so, két qua cho B phan mot ctra UBND cap xa glo 04
B phan - ?(éc nhan trén phﬁn mém két qua TTHC da co tai B6 phan mot
mot clra cua. . . Mau
Budc 5 UBND chp Can bo - 'I;h@n’g bao va tra két qua cho t6 chirc, ca nhan. Thu phi, 1€ phi | 01 gio 04.05.06
4 (néu co).

- Két thiic trén phan mém
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11. Tén thii tuc hanh chinh: Thay ddi, cai chinh, b6 sung hd tich
Mai s6 TTHC: 1.004859.000.00.00.H42

* Poi véi Thay doi, cai chinh h tich:

* Truwong hop khong can xac minh

Thoi gian thye hién: 03 (ngay lam vi¢c) x 08 gio = 24 gid lam viéc
(Cit giam 01 budc thyc hién)

Dich vu cong true tuyén mét phan

Budc ) i n Thoi Biéu
Don vi Trach nhiém . n . x ;
thue n n NOi dung thuc hién glan mau/Ket
s thuc hién thuc hién - .
hién ’ ’ ’ ’ 24 gio qua

Nguoi co yéu dang ky thay doi, cai chinh, bd sung thong tin ho tich
truc tlep thue hién hodc Gy quyén cho ngudi khéc thyuc hién nop hd so
truc t1ep hoac guri hd so qua hé thong buu chinh hoac ndp ho so truc
tuyén.

- Néu lya chon hinh thirc nop hd so truc tiép, nguoi co yéu cau dang
ky thay d6i, cai chinh, bd sung thong tin ho tich ndp hd so thay doi, cai
chinh, bd sung thong tin ho tich tai B6 phan mot cira cia UBND cap
x4 c6 thAm quyén; ndp 1¢ phi néu thudc truong hop phaindp 1€ phi thay
Budce 1 Cong dan d6i, cai chinh, bd sung thong tin hd tich; ndp phi cap ban sao Trich luc
thay d0i, cai chinh, bd sung thong tin hd tich néu c6 yéu ciu cap ban
sao Trich luc thay déi, cai chinh, bod sung thong tin hg tich.

- Néu lya chon hinh thire nop ho so truc tuyén, nguoi cd yéu cau dang
ky thay ddi, cai chinh, bd sung thong tin hd tich truy cép Céng dich vu
cong qudc gia (dia chi: https://dichvucong.gov.vn) hoic Cong Dich vu
cong tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu di c6 tai khoan trén Cong dich vu cong) hoic
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thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thaoi
gian
24 gio

Biéu
mau/Ket
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dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo
hudng dén, dang nhap vao hé thdng, xac dinh ding Uy ban nhan dan
cap x4 c6 tham quyén. Cung cap thong tin theo biéu miu dién tir tuong
tac dang ky thay doi, cai chinh, bd sung thong tin ho tich (cung cap trén
Céng dich vu cong), dinh kém ban chup hodc ban sao dién tir cac giéy
t0, tai liéu theo quy dinh; ndp phi, 1€ phi thong qua churc nang thanh
toan truc tuyén hodc bang cach thirc khac theo quy dinh phap luat, hoan
tat viéc ndp ho so.

Budc 2

B6 phan
mot cura
UBND
cap x4

Cén bd

1. B phan mot cira UBND cép Xa tiép nhén ho so, kiém tra, hudng
dan tiép nhan hd so truc tuyén hodc truc tiép (ddi véi to chirc, ca
nhan khong du diéu kién co s& nop ho so truc tuyén). Néu hd so
khong dat yéu cau thi hudng dan t6 chire, ca nhan bo sung theo diing
quy dinh 01 1an duy nhét.

2. Truong hop hd so day du, quét (scan) va cap nhat, luu trit hd so
vao phan mém. In Gidy tiép nhan ho so va hen tra két qua giao cho
td chure, ca nhan.

3. Xuly, tham dinh, xc minh. Dy thao vin ban hoic quyét dinh trinh
Lanh dao UBND cap xa xem xét.

Ho so bao gom:

- Td khai dang ky thay doi, cai chinh, bo sung thong tin ho tich, xac
dinh lai dan toc theo mau (néu ngudi c6 yéu cau lua chon ndp ho so
theo hinh thire tryc tiép);

14 16

Mau
01,02,03,
04,05, 06
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Buoc . i n Thoi Biéu
Don vi Trach nhiém . n . x ‘
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién . .
hién : j j j 24 gio qua

- Biéu mau dién tu tuong tac thuc hi¢n dang ky thay ddi, cai chinh,
bo sung thong tin hd tich, xac dinh lai dan tdc (do nguodi yéu cau cung
cap thong tin theo hudng dan trén Cong dich vu cdng, néu ngudi co
yéu cau lwa chon ndp ho so theo hinh thic truc tuyén);

- Nguoi ¢6 yéu cau dang kythay doi, cai chinh, bo sung thong tin ho
tich thuc hién viéc nép/xuét trinh (theo hinh thirc truc tiép) hoac tai
1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai np

- Giéy to lam can cu thay dbi, cai chinh, bd sung thong tin hd tich.

- Vin ban Uy quyén theo quy dinh ctia phap lut trong truong hop ty
quyén thyc hién viéc dang ky thay ddi, cai chinh, b6 sung théng tin
ho tich. Truong hop nguoi dugce uy quyén la 6ng, ba, cha, me, con,
v, chdng, anh, chi, em rudt cia nguoi iy quyén thi vin ban ty quyén
khong phai chirng thuec.

* Gidy to phai xuit trinh

- Ho chiéu hoac Chtrng minh nhan dan hodc Thé can cudc cong dan
hoic céc gidy to khac c6 dan anh va thong tin ca nhan do co quan c6
tham quyén cap, con gia tri sir dung dé chimg minh vé nhan than caa
ngudi co yéu cau dang ky thay doi, cai chinh, b sung thong tin ho
tich, xac dinh lai dan tdc. Truong hop cac thong tin ca nhan trong cac
gidy to nay da co trong CSDLQGVDC, CSDLHTDT, duoc hé thong
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
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24 gio

Biéu
mau/Ket
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dién ty dong thi khong phai xuét trinh (theo hinh thie truc tiép) hodc
tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tr. Truong hop cac thong tin vé gidy to
chtng minh noi cu tra d3 ¢ trong CSDLQGVDC, dugc dién ty dong
thi khéng phai xuat trinh (theo hinh thirc truc tiép) hoic tai 1én (theo
hinh thirc truc tuyén);

Truong hop giri hd so qua hé thdng buu chinh thi phai giri kém theo
ban sao ¢ chung thuc cac gidy to phai xut trinh néu trén.

*Luuy

- Déi voi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo
hinh thuc truc tiép:

+ Pbi voi gidy to xuét trinh khi dang ky ho tich, nguoi tiép nhan c6
trach nhiém kiém tra, d6i chiéu véi thong tin trong td khai, chup lai
hodc ghi lai thong tin dé luu trong hd so va tra lai cho nguoi xuat
trinh, khéng duoc yéu ciu ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich ¢ thé ndp ban sao chimg thyc tir
ban chinh hoic ban sao duoc cap tir s6 gbe hodc ban chup kém theo
ban chinh gidy to dé ddi chiéu. Truong hop ngudi yéu cau ndp ban
chup kém theo ban chinh gidy to thi nguoi tiép nhan co trach nhiém
kiém tra, d6i chiéu ban chup v&i ban chinh va ky xac nhan, khéng
dugc yéu cau ngudi di dang ky ndp ban sao gidy to do.
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Buoc . i n Thoi Biéu
Don vi Trach nhiém . n . x ‘
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién . .
hién : j j j 24 gio qua

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du hd so ding ky
ho tich theo quy dinh cta phap luat hg tich, khong dugc yéu cau nguodi
dang ky ho tich ndp thém gidy to ma phap luat ho tich khong quy dinh
phai ndp.

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

+ Ban chup céc gidy to giri kém theo hd so dang ky thay ddi, cai chinh,
b6 sung thong tin ho tich truc tuyén phai bao dam rd nét, day du, toan
ven vé noi dung, 1a ban chup béng may anh, dién thoai hodc duogc
chup, dugc quét bé“mg thiét bi dién tu, tir giéy to duoc cép hop 1€, con
gia tri sir dung; néu 1a gidy to do co quan c6 thAm quyén nude ngoai
céap thi phai dugc hop phap héa lanh sy, dich sang tiéng Viét theo quy
dinh, trir truong hop duoc mién hop phap hoa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so dang ky thay
ddi, cai chinh, bd sung thong tin hd tich truc tuyén da co6 ban sao dién
tir hoac da co ban dién tir giéy to ho tich thi nguoi yéu cau duoc st
dung ban dién tir nay.

+Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay doi/cai
chinh/ bd sung thong tin ho tich hodc ban sao Trich luc thay dobi/cai
chinh/bd sung thong tin h tich), ngudi c6 yéu cau ding ky thay doi,
cai chinh, bd sung thong tin ho tich xuét trinh gidy to tuy than, ndp
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Buée , . . Thoi Biéu
Don vi Trach nhiém . n ) x P
thuc o n NOi dung thue hién glan mau/Keét
. thuc hién thuc hién : : - .
hién : j j j 24 gio qua
cac gidy to 1a thanh phan hd so ding ky thay doi, cai chinh, bd sung
thong tin ho tich theo quy dinh phap luat ho tich.
Truong hop ngudi yéu cau dang ky ¢ yéu cau ding ky thay doi, cai
chinh, b6 sung thong tin ho tichkhéng cung cip duoc gidy to néu trén
theo quy dinh hodc giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan ding ky ho tich c¢6 tham quyén huy bo két qua dang
ky thay di, cai chinh, bo sung thong tin h tich.
S6 lwong ho so: 01 bo
Lanh dao Chu tich/Pho , My 05
Budce 3 U!BND Chu tic,:h UBND | Xem xét quyét dinh 06 gio 04 ’
cap xa cap xa
. B6 phan L - Vao s6, dong dau van ban, luu ho so. o Mau 05,
Bude 4 van thu Cén b0 van thu - Gri hd so, két qua cho Bo phan mot ctra UBND cép Xa 02 g0 04
B6 phan - Xac nhan trén phﬁn mém két qua TTHC da c6 tai BO phan mot cura.
, mot ctra o - Théng bao va tra két qua cho t6 chuc, ca nhan. Thu phi, 1& phi (néu . Mau
Budc 5 UBND Can bo c6). P phi ( 02 gio 04.05.06
cap x4 - Két thuc trén phan mém
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Tén thi tuc hanh chinh: Thay ddi, cai chinh, b sung hd tich
* Truwong hgp phai xac minh
Thoi gian thyc hién: 06 ngay 1am viéc X 08 gio = 48 gid lam viéc
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi gian
48 giv

Bicu
mau/Két
qua

Budce 1

Cong dén

Nguoi c6 yéu dang ky thay doi, cai chinh, b6 sung thong tin h¢ tich
tryc tiép thyc hién hodc uy quyén cho ngudi khéc thuc hién nop hd
so truc tiép hodc giri hd so qua hé théng buu chinh hodc ndp ho so
truc tuyén.

- Néu lua chon hinh thire ndp hd so truc tiép, ngudi cd yéu ciu
dang ky thay doi, cai chinh, bo sung thong tin ho tich nop hd so
thay ddi, cai chinh, bd sung thong tin ho tich tai BO phan mot cura
ctia UBND cap x4 c6 tham quyén; nop 1€ phi néu thudc truong hop
phai ndp 1€ phi thay d6i, cai chinh, bo sung thong tin h¢ tich; nop
phi cap ban sao Trich luc thay d6i, cai chinh, bd sung thong tin hd
tich néu co yéu cAu cap ban sao Trich luc thay ddi, cai chinh, bd
sung thong tin h tich.

- Néu lya chon hinh thirc ndp hé so truc tuyén, ngudi cé yéu cau
dang ky thay doi, cai chinh, bo sung thong tin ho tich truy cap Cong
dich vu cong qudc gia (dia chi: https://dichvucong.gov.vn) hoic
Cong Dich wvu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Bang nhap tai khoan (néu d
¢6 tai khoan trén Cong dich vu céng) hodc dang ky tai khoan (néu
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hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi gian
48 giv

Biéu
mau/Ket

qua

chua c6 tai khoan), xac thuc ngudi dung theo huéng dan, ding
nhap vao hé thong, x4c dinh diing Uy ban nhéan dan c4p xa c6 tham
quyén. Cung cip thong tin theo biéu mau dién tir trong tic dang
ky thay d6i, cai chinh, b6 sung thong tin hd tich (cung cip trén
Céng dich vu cong), dinh kém ban chup hodc ban sao dién tir cac
gidy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi thong qua chirc ning
thanh toan truc tuyén hodc bang cach thirc khac theo quy dinh phép
luat, hoan tat viéc nop hd so.

Budc 2

B6 phan
mot cura
UBND
cap x4

Cén bd

1. B phan mot cira UBND céip Xa tiép nhén hd so, kiém tra,

huéng dan tiép nhan hd so tryc tuyén hodc truc tiép (ddi véi to

chtrc, ca nhan khong du didu kién co sé ndp hd so truc tuyén).

Néu hd so khong dat yéu cau thi huéng din t6 chirc, c4 nhan bd

sung theo dang quy dinh 01 1an duy nhét.

2. Truong hop hd so diy di, quét (scan) va cap nhat, luu trit hd

s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua
giao cho t6 chirc, ca nhan.

3. Xir ly, tham dinh, xac minh. Dy thao vin ban hoic quyét dinh
trinh Lanh dao UBND cép xa xem xét.

Ho so bao gom:

- T khai dang ky thay doi, cai chinh, bo sung thong tin ho tich,
xéc dinh lai dan toc theo mau (néu ngudi ¢ yéu cau lwa chon ndp
ho so theo hinh thire truc tiép);

38 gio

Mau
01,02,03,0
4,05, 06
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Budc Bicu
Don vi Trach nhiém . n Thaoi gian x X
thuc o T NOi dung thue hién s mau/Keét
e thuc hién thwe hién 48 gio v
hién qua

- Biéu mau dién tir tuong tac thuc hién dang ky thay ddi, cai chinh,
bo sung thong tin ho tich, xac dinh lai dan toc (do nguoi yéu cau
cung cép thong tin theo hudng dan trén Cong dich vu cong, néu
ngudi ¢ yéu cau lya chon ndp ho so theo hinh thire truc tuyén);
- Ngudi c6 yéu cau dang ky thay doi, cai chinh, bd sung thong tin
ho tich thuc hién viéc n(f)p/xuét trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thuc truc tuyén) cac gidy to sau:

* Gidy to phai ndp

- Gidy t0 1am can cr thay doi, cai chinh, bd sung thong tin ho tich.
- Vin ban iy quyén theo quy dinh ctia phap luat trong truong hop
Uy quyén thyc hién viéc dang ky thay ddi, cai chinh, bd sung
thong tin ho tich. Truong hop ngudi dugc ty quyén 13 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt ciia nguoi uy quyén thi
vin ban ty quyén khong phai ching thyc.

* Gidy to phai xuét trinh

- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cudc cong
dan hoic cac gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cap, con gié tri sir dung dé chimg minh vé
nhan than cta ngudi cé yéu cau diang ky thay doi, cai chinh, bo
sung thong tin hd tich, xac dinh lai dan toc. Truong hop cac thong
tin c& nhan trong cac gidy to nay di c6 trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién tu dong thi khong phai xut
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thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi gian
48 giv

Biéu
mau/Ket
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trinh (theo hinh thuc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén);

- Gidy t& chig minh noi cu trd. Trudng hop céc thong tin vé gidy
t chimg minh noi cu tra di c6 trong CSDLQGVDC, dugc dién
tir dong thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc
tai 1én (theo hinh thirc truc tuyén);

Trudng hop gui hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cac gidy to phai xuat trinh néu trén.
*Luuy

- Déi vai gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo
hinh thuc tryc tiép:

+ Doi v6i gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong t& khai,
chup lai hoac ghi lai thong tin dé luu trong hd so va tra lai cho
ngudi xuat trinh, khong duoc yéu cau ndp ban sao hodc ban chyp
gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao chung thuc
tir ban chinh hodc ban sao dugc cap tir s6 gbe hodc ban chup kém
theo ban chinh gidy to dé ddi chiéu. Truong hop ngudi yéu ciu
ndp ban chup kém theo ban chinh gidy to thi ngudi tiép nhéan co
trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky xéac
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Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi gian
48 giv

Biéu
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nhan, khéng dugc yéu cau ngudi di dang ky ndp ban sao gidy to
do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du hd so ding
ky ho tich theo quy dinh ctuia phap luat ho tich, khong dugc yéu
cau nguoi dang ky ho tich ndop thém giéy to ma phap luat hé tich
khong quy dinh phai ndp.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thirc truyc tuyén:

+ Bén chup cac gidy to giri kém theo ho so ding ky thay doi, cai
chinh, bd sung thong tin ho tich truc tuyén phai bao dam 1o nét,
day di, toan ven vé ndi dung, 13 ban chup bang may anh, dién
thoai hoac dugc chup, duoc quét béng thiét bi dién tur, tir giéy to
duogc cap hop 18, con gia tri str dung; néu 1a gidy t& do co quan c6
thim quyén nudc ngoai cap thi phai duoc hop phéap héa lanh sy,
dich sang tiéng Viét theo quy dinh, trir trudng hop duoc mién hop
phép hoa lanh su.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky
thay ddi, cai chinh, bd sung thong tin ho tich truc tuyén da co ban
sao dién tir hodc da c6 ban dién tir gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tir ndy.

+ Khi dén co quan dang ky ho tich nhan két quéa (Trich luc thay
doi/cai chinh/ bd sung thong tin hg tich hodc ban sao Trich luc
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Buge Pon vi Trach nhiém . n Thaoi gian Pleu X
thuc o i NOi dung thwe hién . mau/Keét
e thuc hién thwe hién ) ’ ’ 48 gio v
hién qua
thay doi/cai chinh/bd sung thong tin ho tich), ngudi co yéu cau
dang ky thay doi, cai chinh, bd sung thong tin ho tich xuét trinh
gidy to tuy than, ndp cac gidy to 13 thanh phan hd so ding ky thay
d6i, cai chinh, bd sung thong tin ho tich theo quy dinh phap luat
ho tich.
Trudng hop ngudi yéu cau dang ky co yéu cau dang ky thay doi,
cai chinh, b6 sung thong tin ho tichkhong cung cip duoc gidy to
néu trén theo quy dinh hodc gidy to ndp, xudt trinh bi tdy x6a, stra
chira, 1am gia thi co quan dang ky ho tich c6 tham quyén hay bo
két qua dang ky thay ddi, cai chinh, bo sung théng tin ho tich.
S6 lwong ho so: 01 bo
Lanh dao | Chu tich/Pho x
1 5 e , X, 4- . Mau 05 )
Budce 3 UBND Chu tich Xem x¢ét quyét dinh 06 gio 04
cép xa UBND cép xa
) Bophin | Canbdvan |- Vao sd, dong ddu vin ban, luu hd so. . Mau 05,
Budc 4 . L1 A X A LA i Ap £~ 02 gio
van thu thu - G ho so, két qua cho B phan mot cira UBND cap xa 04
B6 phan - ?(éc nhan trén phﬁn mém két qua TTHC da c6 tai B phan mdt
mot ctra cus. Mau
Budce 5 UiBND Can bd - 'I;hﬁn,g béo va tra két qua cho t6 chirc, ca nhan. Thu phi, 1¢ phi 02 gio 04.05.06
SO (néu co).
cap xa

- Két thiic trén phan mém
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* Poi véi bo sung hd tich
Thoi gian thyc hién:

311

Ngay trong ngy tiép nhan ho so

Néu tiép nhan sau 15 gid ma khong giai quyét dugc ngay thi tra két qua trong ngay tiép theo
(Cit giam 01 budc thuc hién)
Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi gian

Bicu
mau/Két
qua

Budc 1

Nguoi c6 yéu dang ky bo sung thong tin ho tich truc tiép thuce
hién hodc uy quyen cho ngudi khac thyc hién nop. hd so truc tlep
hodc gtri hd so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lua chon hinh thirc ndp ho so tryc tiép, ngudi ¢ yéu cau
dang ky bo sung thong tin ho tich nop h6 so tai B0 phan mot cira
cia UBND cap x4 c6 tham quyén; ndp 1& phi néu thudc trudng
hop phai nop 1€ phi thay d6i, cai chinh, bo sung thong tin ho tich;
nop phi cap ban sao Trich lyc thay d6i, cai chinh, bo sung thong
tin ho tich néu co yéu cau cip ban sao Trich luc thay ddi, cai
chinh, bo sung thong tin ho tich.

- Néu Iyra chon hinh thitc ndp ho so tric tuyén, ngudi ¢ yéu cau
dang ky thay doi, cai chinh, bo sung thong tin ho tich truy cap
Cong dich vu cong qudc gia (dia chi: https://dichvucong.gov.vn)
hoac Céng Dich vu c¢ong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhap tai khoan (néu
da co tai khoan trén Cong dich vu cong) hodc ding ky tai khoan
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Noi dung thue hién

Thoi gian

Biéu
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(néu chua c6 tai khoan), xac thuc nguoi ding theo hudng dan,
dang nhap vao hé thong, xac dinh diing Uy ban nhan dan cap xa
c6 tham quyén. Cung cap thong tin theo biéu mau dién tir twong
tac ding ky thay d6i, cai chinh, bd sung thong tin ho tich (cung
cap trén Cong dich vu cong), dinh kém ban chup hoic ban sao
dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1& phi thong
qua chtc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan
mot cura
UBND cép
Xa

Céan bo

1. B0 phan mot cra UBND cép xa tiép nhén hd so, kiém tra,

huéng dan tiép nhan hd so tryc tuyén hodc tryc tiép (ddi voi to

churc, ca nhan khong du diéu kién co s& ndp hd so truc myén).

Néu hd so khong dat yéu cau thi huéng dan t6 chirc, c4 nhan

bd sung theo dung quy dinh 01 1an duy nht.

2. Truong hop ho so day di, quét (scan) va cap nhat, luu trit hd

s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua

giao cho t6 chuc, ca nhan.

3. Xir ly, tham dinh, xac minh. Du thao vin ban hoic quyét dinh
trinh Lanh dao UBND cép xi xem xét.

Ho so bao gom:

- To khai dang ky thay doi, cai chinh, b6 sung thong tin ho tich,
xac dinh lai dan tdc theo mau (néu nguoi co yéu cau lya chon
ndp hd so theo hinh thic tryc tiép);

Mau
01,02,03,
04,05, 06
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Buoc n .. Biéu
Pon vi Trach nhiém . n Thoi gian x X
thuc o T NOi dung thue hién mau/Keét
n thuc hién thuc hién .
hién qua

- Biéu méu dién tir twong tac thuc hién ding ky thay doi, cai
chinh, bd sung thong tin ho tich, xac dinh lai dan tdc (do nguoi
yéu cau cung cap thong tin theo hudng dan trén Cong dich vu
coéng, néu ngudi cé yéu cau lya chon ndp hd so theo hinh thic
tryc tuyén);

- Ngudi ¢ yéu cau dang kythay doi, cai chinh, bo sung thong
tin ho tich thuc hién viéc ndp/ xuat trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thic truc tuyén) cac gidy to sau:

* Gidy to phai np

- Gidy to 1am can c thay doi, cai chinh, bo sung thong tin ho
tich.

- Vin ban Uy quyén theo quy dinh cta phap luat trong truong
hop iy quyén thuc hién viéc dang ky thay ddi, cai chinh, b sung
thong tin ho tich. Truong hop ngudi duge uy quyén 1a ong, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cia nguoi uy quyén
thi van ban iy quyén khong phai ching thyc.

* Gidy to phai xuit trinh

- H6 chiéu hoic Chung minh nhan dan hoac Thé can cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do co
quan c6 thim quyén cap, con gié tri sir dung dé chimg minh vé
nhan than ctia ngudi co yéu cau dang ky thay ddi, cai chinh, bo
sung thong tin ho tich, xac dinh lai dan toc. Truong hop cac
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Buoc n .. Biéu
Pon vi Trach nhiém . n Thoi gian x X
thuc o T NOi dung thue hién mau/Keét
n thuc hién thuc hién .
hién qua

thong tin ca nhan trong cac gidy to nay di co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thirc truc tuyén);

- Gidy to ching minh noi cu tri. Trudng hop céac thong tin vé
gidy to chtmg minh noi cu tra di ¢6 trong CSDLQGVDC, duoc
dién ty dong thi khong phai xuét trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc tryc tuyén);

Truong hop gt hd so qua hé théng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cic gidy to phai xuét trinh néu trén.
*Luuy

- Péi voi gidy to ndp, xuat trinh néu ngudi yéu cau nop ho so
theo hinh thirc tryc tiép:

+ Poi voi gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong t& khai,
chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho
ngudi xuat trinh, khong duoc yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé ndp ban sao ching thuc
tir ban chinh hoac ban sao duogc cép tir s6 géc hoac ban chup
kém theo ban chinh gidy t& dé ddi chiéu. Truong hop ngudi yéu
cau ndp ban chyp kém theo ban chinh gidy td thi ngudi tiép nhan
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi gian

Biéu
mau/Ket
qua

c6 trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh va ky
xac nhan, khong dugc yéu ciu nguoi di ding ky ndp ban sao
gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, ¢ hd so dang
ky hd tich theo quy dinh cua phap luat ho tich, khong dugc yéu
cau nguodi dang ky ho tich ndp thém giéiy to ma phap luat ho tich
khong quy dinh phai ndp.

- Péi vai gidy to giri kém theo néu ngudi yéu cau ndp ho so theo
hinh thte truc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky thay doi, cai
chinh, bd sung thong tin hg tich truc myén phai bao dam rd nét,
day du, toan ven vé ndi dung, 1 ban chup bang may anh, dién
thoai hoac duoc chup, dugc quét béng thiét bi dién tr, tir giéy to
duogc cap hop 18, con gié tri sir dung; néu 13 gidy to do co quan
¢6 tham quyén nudc ngoai cap thi phai dugc hop phép hoa lanh
su, dich sang tiéng Viét theo quy dinh, trir truong hop duoc mién
hop phéap hoa lanh su.

+ Trudng hop gidy to, tai liéu phai gui kém trong ho so diang ky
dang ky thay ddi, cai chinh, bo sung thong tin ho tich truc tuyén
da c6 ban sao dién tir hoac da co6 ban dién tir giéy to ho tich thi
nguoi yéu cau duoc st dung ban dién tir nay.
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Bué Bié
woe Pon vi Trach nhiém . n Thaoi gian x et X
thuc o i Noi dung thwe hién mau/Keét
n thuc hién thuc hién ) ’ ) .
hién qua
+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc thay
ddi/cai chinh/ b6 sung thong tin hd tich hodc ban sao Trich luc
thay dbi/cai chinh/bd sung thong tin ho tich), ngudi c6 yéu cau
dang ky thay doi, cai chinh, bo sung thong tin ho tich xuét trinh
gidy tO tuy than, ndp cac gidy to 1 thanh phan ho so diang ky
thay di, cai chinh, b6 sung thong tin ho tich theo quy dinh phap
luat ho tich.
Truong hop ngudi yéu cau dang ky c¢6 yéu cau dang ky thay doi,
cai chinh, bd sung thong tin ho tich khong cung cép duoc gidy
to néu trén theo quy dinh hoac giéy to nop, xuét trinh bj téy x0a,
sira chira, lam gia thi co quan dang ky ho tich c6 tham quyén
huy bo két qua dang ky thay ddi, cai chinh, bd sung thong tin ho
tich.
S6 lwong ho so: 01 bo
Lanh dao Chu tich/Pho x
. X " , A, a- Mau 05,
Bude 3 | UBND cap Chau tich Xem xét quyét dinh
N L. 04
Xa UBND cap xa
Bude 4 B6 phan Canbo van |- Vao sd, doéng d4u van ban, luu hd so. Mau 05,
van thu thu - Guii ho s0, két qua cho B phan mot cira UBND cap xa 04
Buéde 5 B(f)A phfin Cén bo - ?(éc nhan trén phé”m mém két qua TTHC da c6 tai BO phan mot Mau
mot ctra cua. 04,05,06
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi gian

Biéu
mau/Ket
qua

UBND cip
Xa

- Thong bao va tra két qua cho td chirc, ca nhan. Thu phi, 18 phi
(néu co).
- Két thiic trén phan mém




318

12. Tén thii tuc hanh chinh: Cap Gidy x4c nhén tinh trang hon nhan
Mai s6 TTHC: 1.004873.000.00.00.H42
* Truwong hop khong can xac minh
Thoi gian thye hién: 03 (ngay lam vi¢c) x 08 gio = 24 gid lam viéc
(Cit giam 01 budc thyc hién)
Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém thuc hién

Noi dung thuc hién

Thoi
gian
24 gio

Biéu
mau/Két
qua

Budc 1

Cong dén

Nguoi cd yéu cap Gidy xac nhan tinh trang hon nhén
tryc tiép thuc hién hoic uy quyén cho nguoi khac
thue hién ndp hd so truc tlep hoac guri ho so qua hé
thong buu chinh hodc ndp hd so truc tuyén.

- Néu lua chon hinh thuc nop hd so truc tlep, nguoi
¢ yéu cau cip Gidy xac nhan tinh trang hon nhan
ndp ho so yéu cau cap Gidy xac nhan tinh trang hon
nhan tai B phan mot ctra caa UBND cép X4 ¢6 thAm
quyén; nop 1¢ phi néu thudc truong hop phai nop 18
phi cap Gidy x4c nhan tinh trang hon nhan.

- Néu lua chon hinh thire ndp hd so truc myén, nguoi
¢ yéu cau cip Gidy xac nhan tinh trang hén nhan
truy cdp Cong dich vu cong qubc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Dang nhdp tai
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém thyc hién

Noi dung thuc hién

Thoi
gian
24 gio

Biéu
mau/Ket
qua

khoan (néu da co tai khoan trén Cong dich vu cong)
hodc ding ky tai khoan (néu chua c6 tai khoan), xac
thuc nguoi dung theo huéng dan, dang nhap vao hé
thong, xac dinh ding Uy ban nhan dan cdp xa co
tham quyén. Cung cap thong tin theo biéu mau dién
tir tuong tac cip Gidy x4c nhan tinh trang hon nhan
(cung cép trén Cong dich vu cong), dinh kém ban
chup hodc ban sao dién tir cac giéy to, tai liéu theo
quy dinh; ndp phi, 1€ phi thong qua churc ndng thanh
toan tryc tuyén hodc bang cach thic khac theo quy
dinh phap luat, hoan tat viée nop hd so.

Budce 2

B6 phan mét
ctra UBND
cap x4

Can bo

1. B6 phan mot cira UBND cép xa tiép nhén hd so,
kiém tra, hudng din tiép nhan ho so tryc tuyén hodc
truc tiép (dbi véi to chirc, ca nhan khong di diéu
kién co sé ndp hd so truc tuyén). Néu hd so khong
dat yéu cau thi huéng dan t6 chirc, c4 nhan b sung
theo ding quy dinh 01 1an duy nhat.

2. Trudong hop hd so diy du, quét (scan) va cap
nhat, luru trit ho so vao phan mém. In Gidy tiép nhan
ho so va hen tra két qua giao cho t6 chirc, ca nhan.
3. Xu 1y, tham dinh, x4c minh. Dy thao van ban hoic
quyét dinh trinh Lanh dao UBND cép xa xem xét.

14 gio

Mau
01,02,03,04
.05, 06
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Buéc , Thoi Biéu
Don vi thye . A A A A , X

thuc hi én : Trach nhiém thuc hi¢én NOi dung thue hién glan mau/Keét

hién j 24 gio qua

HO so bao g(‘A)m:

- T khai cAp Gidy xac nhan tinh trang hén nhan
(néu ngudi c6 yéu cau lya chon ndp hd so theo hinh
thure truc tiép);

- Biéu mau dién tir tuong tac cip Gidy xac nhan tinh
trang hon nhan (do nguoi yéu cau cung cip thong tin
theo hudéng dan trén Cong dich vu céng néu nguoi
co yéu cau lua chon ndp hd so theo hinh thic truc
tuyén).

- Ngudi ¢6 yéu cau cp Gidy xac nhan tinh trang hon
nhanthuc hién viéc n(f)p/xuét trinh (theo hinh thurc
tryc tiép) hodc tai 1én (theo hinh thirc trire tuyén) cac
gidy to sau:

* Gidy to phai ndp:

- Trudng hop ngudi yéu cau cip Gidy x4c nhan tinh
trang hon nhan da c6 vo hodc chong nhung di ly hon
hodc ngudi vo/chong da chét thi phai xuét trinh (ban
chinh) hodc ndp ban sao gidy to hop 18 dé chung
minh;

- Cong dan Viét Nam di ly hon, hity viéc két hon &
nudc ngoai thi phai ndp ban sao Trich luc ghi chu ly
hon.
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém thyc hién

Noi dung thuc hién

Thoi
gian
24 gio

Biéu
mau/Ket
qua

- Trudng hop ca nhan yéu cau cap lai Gidy xac nhan
tinh trang hon nhan dé sir dung vao muc dich khac
hodc do Gidy x4c nhan tinh trang hon nhan di hét
thoi han sir dung theo quy dinh thi phai nop lai Gidy
xac nhan tinh trang hon nhan da duoc cép trude do.
- Vian ban Uy quyén theo quy dinh cia phép luat
trong truong hop ty quyén thuc hién viéc cip Gidy
xac nhan tinh trang hon nhan. Truong hop nguoi
duoc uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt ciia nguoi uy quyén thi van ban ty
quyén khong phai chimg thyc.

* Gidy to phai xuit trinh:

- Ho chiéu hodc Chting minh nhan dan hodc Thé can
cudc cong dan hodc cac gidy to khac c6 dan anh va
thong tin ca nhan do co quan c6 thAm quyén cip, con
gi4 tri str dung dé chimg minh vé nhédn than cia
ngudi cd yéu cau cap Gidy xac nhan tinh trang hon
nhan. Truong hop céc thong tin cd nhan trong cac
gidy to nay dia co trong CSDLQGVDC,
CSDLHTDT, duoc hé théng dién ty dong thi khong
phai xuat trinh (theo hinh thuc tryc tiép) hodc tai 1én
(theo hinh thuc tryc tuyén);
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Buéc , Thoi Biéu
Don vi thye . A A A A , X

thuc hi én : Trach nhiém thuc hi¢én NOi dung thue hién glan mau/Keét

hién j 24 gio qua

- Gidy t& chimg minh noi cu tra. Truong hop cac
thong tin vé gidy to chimg minh noi cu tri di c6
trong CSDLQGVDC, dugc dién tu dong thi khong
phai xuét trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thuc tryc tuyén);

Truong hop giri hd so qua hé théng buu chinh thi
phai giri kém theo ban sao c¢6 chung thuc cac gidy to
phai xuét trinh néu trén.

*Luuy

- Trudng hop yéu cau cap Gidy xac nhén tinh trang
hén nhan dé st dung vao muc dich két hon thi cong
chire tu phap - ho tich trinh Lanh dao UBND ky cip
01 ban Gidy xac nhan tinh trang hon nhan dé sir dung
vao muyc dich két hon cho ngudi yéu cau.

- Trudng hop yéu cau cap Gidy xac nhén tinh trang
h6n nhan dé st dung vao muc dich khéac, khong phai
dé dang ky két hon thi trong Gidy xac nhan tinh trang
hon nhan phai ghi 6 muc dich stir dung, sb luong
Gidy xac nhan tinh trang hon nhan duoc cép theo
yeu cau.

- Trudng hop yéu cau cap Gidy xac nhén tinh trang
hén nhan dé két hon voi nguoi cung gioi tinh hodc
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hién

Don vi thuc
hién

Trach nhiém thyc hién

Noi dung thuc hién

Thoi
gian
24 gio

Biéu
mau/Ket
qua

két hon voi ngudi nude ngodi tai Co quan dai dién
nudc ngoai tai Viét Nam thi co quan ding ky ho tich
tir chdi giai quyét.

- P6i v6i gidy to ndp, xuét trinh néu ngudi yéu ciu
ndp hod so theo hinh thuce tryc tiép:

+ P6i voi gidy to xuat trinh khi dang ky ho tich,
ngudi tiép nhan c6 trach nhiém kiém tra, d6i chiéu
v6i thong tin trong td khai, chup lai hodc ghi lai
thong tin dé luu trong hd so va tra lai cho ngudi xuat
trinh, khong dugc yéu cau ndp ban sao hodc ban
chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé ndp ban sao
chung thuc tir ban chinh hodc ban sao dugc cép tur
s6 gbc hodc ban chup kém theo ban chinh gidy to dé
dbi chiéu. Truong hop ngudi yéu cau ndp ban chup
kém theo ban chinh gidy to thi nguoi tiép nhan co
trach nhiém kiém tra, d6i chiéu ban chup véi ban
chinh va ky x4c nhan, khong duoc yéu cau nguoi di
dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung,
da hd so ding ky ho tich theo quy dinh ctia phap luat
ho tich, khong duge yéu cau nguoi dang ky ho tich
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Don vi thuc
hién

Trach nhiém thyc hién

Noi dung thuc hién

Thoi
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nop thém gidy t& ma phap luat ho tich khong quy
dinh phai ndp.

- Pbi v6i gidy to giri kém theo néu ngudi yéu cau
ndp hod so theo hinh thuc tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cap Gidy
xac nhan tinh trang hén nhantruc tuyén phai bao
dam ro nét, dﬁy du, toan ven vé ndi dung, 1a ban chup
béng may anh, dién thoai hoac dugc chup, dugc quét
bang thiét bi dién tir, tir gidy t& dugc cp hop 1€, con
gi4 tri sir dung; néu 1a gidy to do co quan c6 tham
quyén nudc ngoai cap thi phai dugc hop phap hoa
lanh su, dich sang tiéng Vi¢t theo quy dinh, trur
truong hop duge mién hop phéap héa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd
so cap Gidy x4c nhan tinh trang hon nhantruc tuyén
d3 c6 ban sao dién tir hodc di c6 ban dién tir gidy to
ho tich thi ngudi yéu cau dugc sir dung ban dién tir
nay.

+ Khi dén co quan diang ky ho tich nhan két
qua,ngudi cd yéu cau cip Gidyxac nhan tinh trang
hon nhan xuét trinh gidy to tuy than, ndp cac gidy to
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hién

Don vi thuc
hién

Trach nhiém thyc hién

Noi dung thuc hién

Thoi
gian
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Biéu
mau/Ket
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1a thanh phan hd so cip Gidy x4c nhan tinh trang hon
nhan theo quy dinh phap luat ho tich.

Truong hop ngudi yéu cau cip Gidy xac nhan tinh
trang hon nhan khong cung cép duoc gidy to néu
trén theo quy dinh hodc gidy to ndp, xuét trinh b tay
x0a, stra chira, [am gia thi co quan dang ky ho tich
¢ tham quyén hiy bo két qua xac nhan tinh trang
hon nhan.

-Trudng hop cho phép ngudi yéu cau dang ky ho
tich 1ap van ban cam doan vé ndi dung yéu cau ding
ky ho tich thi co quan dang ky h tich phai gidi thich
r& cho ngudi 1ap vin ban cam doan vé trach nhiém,
hé qué phép ly cua viéc cam doan khong dung su
that.

Co quan ding ky ho tich tir chdi giai quyét hodc dé
nghi co quan c6 tham quyén hiy bo két qua ding ky
ho tich, néu c6 co sé xac dinh noi dung cam doan
khong dung su that.

S6 lrong hd so: 01 bd

Buoc 3

Lanh dao
UBND cép
Xa

Chu tich/Phé Chu tich
UBND cép x4

Xem xét quyét dinh

06 gio

Mau 05, 04
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Buéc , Thoi Biéu
Pon vi thuc i n A . - : x x
thuc hi én : Trach nhiém thuc hi¢én NOi dung thwe hién glan mau/Ket
hién j 24 gio qua
L - V4o sd, dong déu van béan, luu ho so.
. B0 phéan van f1A < pe 1 A X , A 1A Ap o £ . x
Budc 4 thur Can b0 van thu - Gt ho so, két qua cho BO phan mot cra UBND cap | 02 gid | Mau 05, 04
Xa
- X4c nhan trén phan mém két qua TTHC da c6 tai
B6 phan mdt B6 phan mdt cua. M
. . ) u
Budc 5 | cira UBND Can bo - Thong bao va tra két qua cho t6 chtic, cd nhan. Thu | 02 gio 04.05.06
cap xa phi, 1& phi (néu co). A

- Két thiic trén phan mém
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Tén thi tuc hanh chinh: Cip Gidy xac nhén tinh trang hén nhén
*Truwong hgp phai c6 van ban xac minh
Thoi gian thyce hién TTHC: 23 ngay 1am viéc x 08 gio = 184 gio lam vi¢e

(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
184 gio

Biéu
mau/Két
qua

Budce 1

Cong dén

Nguoi c6 yéu cap Gidy xac nhan tinh trang hon nhén truc
tiép thue hién hodc uy quyén cho nguoi khac thyc hién nop
ho so truc tiép hodc guri ho so qua hé thong buu chinh hodc
ndp ho so tryc tuyén.

- Néu Iya chon hinh thuc nop hd so truc tiép, nguoi co yéu
cau cap Gidy x4c nhén tinh trang hon nhan ndp hd so yéu
cau cép Giéiy xac nhan tinh trang hon nhan tai B§ phan mot
ctra ciia UBND cap x3 ¢6 tham quyén; nop 18 phi néu thudc
truong hop phai ndp 1€ phi cap Giéy xac nhan tinh trang hon
nhan.

- Néu Iya chon hinh thirc nop hd so truc tuyén, nguodi cd yéu
cau cap Gidy xac nhan tinh trang hon nhan truy cap Cong
dich vu cong qudc gia (dia chi: https://dichvucong.gov.vn)
hoac Céng Dich vu cong tinh Ninh Binh (dia chi:
https://dichvucong.ninhbinh.gov.vn). Pang nhép tai khoan
(néu d4 co tai khoan trén Cong dich vu cong) hodc dang ky
tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo
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huéng dan, dang nhap vao hé thong, xac dinh dung Uy ban
nhan dan cdp xi c6 tham quyén. Cung cip thong tin theo
biéu mau dién tir twong tac cAp Gidy x4c nhan tinh trang hén
nhan (cung cap trén Cong dich vu cong), dinh kém ban chup
hoac ban sao dién tir cac giéy t0, tai liéu theo quy dinh; nop
phi, 1& phi thong qua chiic niang thanh toan tryc tuyén hodc
bang cach thirc khéc theo quy dinh phép lut, hoan tat viéc
nop hd so.

Budc 2

B6 phan mot
cua UBND
cép xa

Céan bo

1. B6 phan mot cira UBND cép xa tiép nhén ho so, kiém

tra, huéng dan tiép nhan ho so truc tuyén hoac truc tiép

(461 véi to chire, ca nhan khong du diéu kién co s& ndp hd

so tryc tuyén). Néu ho so khong dat yéu cau thi huéng dan

t6 chirc, c4 nhan bd sung theo ding quy dinh 01 1an duy

nhat.

2. Trudng hop hd so diy di, quét (scan) va cap nhat, luu

trit hd so vao phan mém. In Gidy tiép nhan ho so va hen

tra két qua giao cho to chirc, c4 nhan.

3. Xuly, tham dinh, xac minh. Dy thao van ban hodc quyét
dinh trinh Lanh dao UBND cép X4 xem Xxet.

Ho so bao g?)m:

- To khai cAp Gidy xac nhan tinh trang hén nhan (néu nguoi
co yéu cau lya chon nop hd so theo hinh thire truc tiép);

164 gid

Mau
01,02,03,04
.05, 06
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- Biéu méu dién tir trong tac cip Gidy xac nhan tinh trang
hén nhén (do ngudi yéu cau cung cip thong tin theo hudng
dan trén Cong dich vu cong néu ngudi co yéu cau lira chon
ndp hd so theo hinh thic tryc tuyén).

- Nguoi co yéu cau cip Gidy xac nhan tinh trang hon
nhanthuc hién viéc n(f)p/xu?it trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Trudng hop ngudi yéu cau cip Gidy xac nhan tinh trang
hén nhan di c6 vo hodc chong nhung di Iy hon hoic ngudi
vo/chong da chét thi phai xuét trinh (ban chinh) hodc ndp
ban sao gidy to hop 1& dé ching minh;

- Cong dan Viét Nam da ly hon, hity viéc két hon & nudce
ngoai thi phai ndp ban sao Trich luc ghi cha ly hon.

- Truong hop cé nhan yéu cau cip lai Gidy xac nhan tinh
trang hon nhan dé sur dung vao muc dich khac hoac do Giéy
xac nhan tinh trang hon nhan da hét thoi han st dung theo
quy dinh thi phai nop lai Gidy xac nhan tinh trang hon nhan
da dugc cap trude do.

- Vin ban uy quyén theo quy dinh cta phéap lut trong
truong hop iy quyén thyc hién viée cdp Gidy xac nhan tinh
trang hon nhan. Trudng hop ngudi dugc Gy quyén 13 ong,
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ba, cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy
quyén thi vin ban uy quyén khong phai chimg thuc.

* Gidy to phai xudt trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé can cudc
cong dan hodc cac gidy to khic c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cép, con gia tri st dung dé
chimg minh vé nhéan than cta nguoi co yéu cau cap Gidy
xac nhan tinh trang hon nhan. Truong hgp céc thong tin ca
nhan trong cac gidy td nay di cé trong CSDLQGVDC,
CSDLHTDT, dugc hé théng dién tu dong thi khong phai
xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén);

- Gidy to chimg minh noi cu tri. Truong hop cac thong tin
vé gidy to chung minh noi cu tra d3 co trong
CSDLQGVDC, duoc dién ty dong thi khong phai xuat
trinh (theo hinh thtrc tryc tiép) hodc tai 1én (theo hinh thuc
tryc tuyén);

Trudng hop giri ho so qua hé thong buu chinh thi phai giri
kém theo ban sao ¢ chimg thuc cac gidy to phai xuét trinh
néu trén.

*Luuy
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- Trudng hop yéu cau cap Gidy xac nhén tinh trang hon
nhan dé st dung vao muc dich két hon thi céng chirc tur
phép - ho tich trinh Lanh dao UBND ky cép 01 ban Gidy
xac nhan tinh trang hon nhan dé sir dung vao muc dich két
hén cho ngudi yéu cau.

- Truong hop yéu ciu cip Gidy xac nhan tinh trang hon
nhan dé sir dung vao muc dich khéac, khong phai dé ding
ky két hon thi trong Gidy xac nhan tinh trang hon nhén phai
ghi rd muc dich st dung, ) lugng Giéy xac nhan tinh trang
hén nhan dugc cip theo yéu cau.

- Truong hop yéu cau cip Gidy xac nhan tinh trang hon
nhan dé két hon véi ngudi ciing gidi tinh hodc két hon voi
nguol nudc ngoai tai Co quan dai dién nudce ngoai tai Viét
Nam thi co quan dang ky ho tich tir chdi giai quyét.

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

+ Pdi v6i gidy to xuat trinh khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so
va tra lai cho ngudi xudt trinh, khong duoc yéu cau ndp ban
sao hodc ban chup gidy to do.
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+ Ngudi yéu cau dang ky ho tich c¢6 thé ndp ban sao chimg
thuc tir ban chinh hoac ban sao duoc cép tir s6 géc hoac
ban chup kém theo ban chinh gidy to dé ddi chiéu. Truong
hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy
td thi nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu
ban chup voi ban chinh va ky xac nhan, khong duogc yéu
cau nguoi di dang ky ndp ban sao gidy to do.

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

- Pdi véi gidy to giri kém theo néu nguoi yéu cau nop hd
so theo hinh thirc tryc tuyén:

+ Ban chup cac gidy to giri kém theo ho so cap Gidy xac
nhan tinh trang hén nhan truc tuyén phai bao dam rd nét,
day du, toan ven vé ndi dung, 13 ban chup bang mdy anh,
dién thoai hodc dugc chup, dugc quét bang thiét bi dién tir,
tir gidy to duge cap hop 18, con gia tri st dung; néu la gidy
td do co quan c6 tham quyén nude ngoai cap thi phai dugc
hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh,
trir truomg hop duoc mién hop phap hoa lanh su.
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+ Trudng hop gidy t, tai liéu phai giri kém trong hd so cap
Gidy x4c nhan tinh trang hén nhantryc tuyén da c6 ban sao
dién tir hodc di c6 ban dién tir gidy to ho tich thi ngudi yéu
cau duoc st dung ban dién tir nay.

+ Khi dén co quan dang ky ho tich nhan két qua,ngudi co
yéu cau cip Gidy xac nhan tinh trang hon nhéan xuat trinh
gidy t0 tuy than, ndp cac gidy to 1a thanh phan ho so cép
Gidyxac nhan tinh trang hon nhan theo quy dinh phap luat
ho tich.

Truong hop ngudi yéu ciu cdp Gidy xac nhén tinh trang
hén nhan khong cung cap duogc gidy td néu trén theo quy
dinh hoac giéy to nop, xuét trinh bi téy x0a, stra chira, lam
gia thi co quan dang ky ho tich c6 thim quyén hity bo két
quad x4c nhan tinh trang hon nhan.

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

Co quan ding ky ho tich tir chdi giai quyét hoic dé nghi co
quan c6 tham quyén hay bo két qua dang ky ho tich, néu
c6 co s¢ xac dinh ndi1 dung cam doan khong ding su that.
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335

13. Tén thu tuc hanh chinh: Pang ky lai khai sinh
Mai s6 TTHC: 1.004884.000.00.00.H42
* Truwong hop khong phai xdc minh

Thoi gian thyce hién TTHC: 05 (ngay lam vi¢c) x 08 gio = 40 gio lam viéc
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Budce 1

Cong dén

Nguoi co yéu dang ky lai khai sinh truc tlep thuc hién hoac uy
quyén cho nguoi khac thyc hién ndp hd so truc tiép hodc guri
hd so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lwa chon hinh thtrc ndp hd so truc tiép, ngudi co yéu cau
dang ky lai khai sinh ndp hd so dang ky lai khai sinh tai Bo
phan mot ctra cia UBND cép x4 c6 tham quyén; nop 1¢ phi néu
thudc truong hop phai ndp 1€ phi dang ky lai khai sinh; ndp phi
cap ban sao Gidy khai sinh néu co yéu cau cap ban sao Gidy
khai sinh.

- Néu lira chon hinh thirc ndp hé so truc tuyén, ngudi co yéu
cau dang ky lai khai sinh truy cap Cong dich vu cong qudc gia
(dia chi: https://dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu di co tai khoan trén Cong dich vu

cong) hodc dang ky tai khoan (néu chua c6 tai khoan), xéac thuc
ngudi dung theo huéng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhén dan cdp xi c6 tham quyén. Cung cap théng
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tin theo biéu mau dién tir twong tic dang ky lai khai sinh (cung
cép trén Céng dich vu cong), dinh kém ban chup hodc ban sao
dién tir cic gidy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi théng
qua chtic nang thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan mét
ctra UBND
cép xa

Can bo

1. B0 phan mét cira UBND cép . &] tiép nhén hd so, kiém tra,
hudng din tiép nhan ho so tryc tuyén hodc truc tiép (dbi voi
td chuc, ¢4 nhan khong du diéu kién co s& nop hd so truc
tuyén). Néu ho so khong dat yéu cau thi huéng dan t chic,
c4 nhan b sung theo dung quy dinh 01 1an duy nhét.

2. Truong hop hd so dy di, quét (scan) va cap nhat, luu trit
hd so vao phan mém. In Gidy tiép nhan ho so va hen tra két
qua giao cho to chirc, ca nhan.
3. Xt ly, tham dinh, xac minh. Dy thao vin ban hodc quyét
dinh trinh Lanh dao UBND cép X4 xem Xeét.
Ho so bao g(‘*)m:
- T khai ding ky lai khai sinh theo mau, trong d6 c6 cam
doan ctia ngudi yéu cau vé viée da ndp du cac gidy to hién cd
(néu ngudi c6 yéu cau lua chon ndp hd so theo hinh thirc truc
tiép);
- Biéu mau dién tir tuong tac dang ky lai khai sinh, trong d6
c6 cam doan céac thong tin cung cip 13 dang su that, khong

28 gio

Mau
01,02,03,04
,05, 06
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con ban chinh Gidy khai sinh, d3 ndp du cac gidy to hién co
va chiu hoan toan trach nhi¢m trudc phap luat vé nodi dung
cam doan ctia minh (do ngudi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong néu ngudi cé yéu cau lua
chon ndp hd so theo hinh thire truc tuyén).

- Nguoi ¢b yéu cau dang ky lai khai sinh thyc hién viéc
ndp/xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thtc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao toan bo hd so, gidy to cia ngudi yéu cau hodc hd
s0, gidy t0, tai liéu khac trong d6 c6 thong tin lién quan dén
ndi dung khai sinh, gém:

+ Ban sao Gidy khai sinh do co quan c¢6 thim quyén ciia Viét
Nam cép hop 1¢ (ban sao dugc chiing thuc tir ban chinh, ban
sao dugc cap tir SO dang ky khai sinh); Ban chinh hodc ban
sao gidy to c¢6 gia tri thay thé Gidy khai sinh dugc cap trudce
nam 1945 & mién Bic va trudc ndm 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co gidy to néu trén thi
phai ndp ban sao gidy to do co quan, to chic c6 tham quyén
ctia Viét Nam cap hop 18 nhu: Gidy ching minh nhan dén,
Thé can cudc cong dan hodac HO chiéu; S6 ho khau, S6 tam
tra, gidy to ching minh vé noi cu tr; Bang tot nghiép, Gidy
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chuing nhan, Chung chi, Hoc ba, hd so hoc tap do co quan co
tham quyén cép hodc xac nhan; gidy to khac c6 thong tin vé
ho, chir dém, tén, ngay, thang, ndm sinh cta cé nhan.
Ngudi yéu cau ding ky lai khai sinh ¢6 trach nhiém nop day
da ban sao cac gidy td néu trén (néu cd) va phai cam doan da
ndp du cac giéy t0 minh co; chiu trach nhi¢m, hé qua cua viéc
cam doan khong dung su that.

- Trudng hop ngudi yéu cau dang ky lai khai sinh 14 cén bg,
cong chue, vién chirc, nguoi dang cong tac trong luc lugng
vii trang thi phai c6 van ban x4ac nhan cua Thu trudng co quan,
don vi vé viéc nhitng ndi dung khai sinh cta nguoi d6 gom
ho, chit dém, té€n; gioi tinh; ngay, thang, nam sinh; dan toc;
qudc tich; qué quan; quan hé cha - con, me - con phu hop véi
hd so do co quan, don vi dang quan 1y.

- Vin ban ty quyén theo quy dinh ciia phéap luat trong truong
hop uy quyén thuc hién viéc dang ky lai khai sinh. Trudng
hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt ciia nguoi iy quyén thi vin ban ay quyén
khong phai ching thyc.

* Gidy to phai xut trinh:

- H6 chiéu hodc Chiémg minh nhan dan hodc Thé cin cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
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nhan do co quan c6 thim quyén cip, con gia tri st dung dé
ching minh vé nhan than cta ngudi cd yéu cau ding ky lai
khai sinh. Trudng hop cac thong tin ca nhan trong cac gidy to
nay da c6 trong CSDLQGVDC, CSDLHTDT, duoc hé thong
dién ty dong thi khong phai xut trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tr. Trudng hop cac thong tin vé
gidy to chimg minh noi cu trii da c6 trong CSDLQGVDC,
duogc dién ty dong thi khéng phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

- Dbi véi gidy to ndp, xuét trinh néu nguoi yéu cau ndp hd so
theo hinh thire truc tiép:

+ Poi voi gidy to xuat trinh khi dang ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra, d6i chiéu vai thong tin trong to
khai, chup lai hodc ghi lai théng tin dé luu trong ho so va tra
lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao
hodc ban chup gidy to do.
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+ Nguoi yéu cau diang ky ho tich ¢ thé ndp ban sao ching
thuc tir ban chinh hoac ban sao duoc cép tir 6 géc hoac ban
chup kém theo ban chinh gidy t& dé ddi chiéu. Trudng hop
ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

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

- Péi v6i gidy to gai kém theo néu ngudi yéu cau ndp ho so
theo hinh thirc truc tuyén:

+ Ban chup céac gidy to gui kém theo hd so dang ky lai khai
sinh truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi
dung, 1a ban chup br?mg may anh, dién thoai hodc dugc chup,
dugc quét bang thiét bi dién tir, tir gidy to dugc cap hop 18,
con gia tri st dung; néu 14 gidy to do co quan c6 tham quyén
nudc ngoai cap thi phai duoc hop phap hoa lanh su, dich sang
tiéng Viét theo quy dinh, trir trudng hop dugc mién hop phap
hoéa lanh su.
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+ Trudng hop gidy to, tai lidu phai giri kém trong hd so diang
ky lai khai sinh truc tuyén da co ban sao dién tir hoac da co
ban dién tir gidy to ho tich thi nguoi yéu cau duge sir dung
ban dién tr nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh),ngudi ¢6 yéu ciu ding ky lai
khai sinh phai xut trinh gidy to tuy than, ndp cac gidy to 1a
thanh phan hd so dang ky lai khai sinh theo quy dinh phap
luat ho tich.

Truong hop ngudi c6 yéu cau ding ky lai khai sinh khong
cung cap duoc gidy td néu trén theo quy dinh hodc gidy to
ndp, xuét trinh bi tiy x6a, sira chita, lam gia thi co quan ding
ky ho tich c6 tham quyén hily bo két qua ding ky lai khai sinh.
-Trudng hop cho phép ngudi yéu cau ding ky ho tich 1ap vin
ban cam doan vé ndi dung yéu cau dang ky ho tich thi co quan
dang ky hd tich phai gidi thich 16 cho nguoi 1dp van ban cam
doan vé trach nhiém, hé qua phap 1y ctia viéc cam doan khong
ding sy 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 co
co s¢ xac dinh nd1 dung cam doan khong dung sy that.

S6 lwong ho so: 01 bd
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Buéc , . o Thoi Biéu
Pon vi thuc Trach nhiém ne oA - x £
thuc D i Noi dung thwe hién glan mau/Keét
. hién thuwc hién : ‘ : - R
hién j j j 40 gio qua
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Budc 3 | UBND ca ) ’ . X ot et dinh 08 gic Mau 05, 04
udc " cap tich UBND cép xa em xét quyét din gio au
B phan van - Va0 s0, dong déu van ban, luu hd so. ) -
Budc 4 T Can b0 van th s . . 02 gic Mau 05, 04
voe thu anbo van ttt _ Gtri ho so, két qua cho B phan mot cira UBND cap xa glo au
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B6 phan mdt mot cua. M3
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- Két thiic trén phan mém
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Tén tha tuc hanh chinh: Pang Ky lai khai sinh
* Trwong hop phai c6 van ban xac minh
Thoi gian thyce hién TTHC: 25 ngay lam viéc x 08 gio =200 gio
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gior

Bicu
mau/Két
qua

Budc 1

Nguoi c6 yéu dang ky lai khai sinh truc tlep thuc hién hoac uy
quyén cho nguoi khac thyc hién nop hd so truc tiép hodc guri
hd so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thtrc ndp hd so truc tiép, ngudi co yéu cau
dang ky lai khai sinh ndp hd so dang ky lai khai sinh tai Bo
phan mot ctra cia UBND cép xa c6 thAm quyén; ndp 18 phi néu
thudc truong hop phai ndp 1€ phi dang ky lai khai sinh; ndp phi
cap ban sao Gidy khai sinh néu c6 yéu cau cap ban sao Giy
khai sinh.

- Néu lwra chon hinh thtrc ndp hd so truc tuyén, ngudi co yéu
cau dang ky lai khai sinh truy cap Cong dich vu cong quéc gia
(dia chi: https://dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da co tai khoan trén Cong dich vu

cong) hoidc ding ky tai khoan (néu chwa c6 tai khoan), xac thuc
ngudi ding theo huéng dan, dang nhap vao hé thdng, xac dinh
dung Uy ban nhan dén cap xa c¢6 tham quyén. Cung cép thdng
tin theo biéu mau dién tir twong tac dang ky lai khai sinh (cung
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
200 gio

Biéu
mau/Ket

qua

cép trén Céng dich vu cong), dinh kém ban chuyp hodc ban sao
dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1¢ phi thong
qua chtic nang thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp hd so.

Budc 2

B6 phan mot
cua UBND
cép xa

Céan bo

1. B phan mét cra UBND cép xa tiép nhén hd so, kiém tra,
hudng dén tiép nhan hd so truc tuyén hodc tryc tiép (d6i véi
td chirc, c4 nhan khong du diéu kién co s& nop hd so truc
tuyén). Néu hd so khong dat yéu cau thi hudng din to chir,
c4 nhan bo sung theo dung quy dinh 01 1an duy nhét.

2. Truong hop hd so dy du, quét (scan) va cap nhat, luu trit
ho so vao phan mém. In Gidy tiép nhan hd so va hen tra két
qua giao cho t6 chirc, ca nhén.

3. Xt ly, thAm dinh, xac minh. Dy thao van ban hodc quyét
dinh trinh Lanh dao UBND cép Xa xem Xét.

Ho so bao gﬁm:

- To khai ding ky lai khai sinh theo mau, trong d6 c6 cam
doan ctia ngudi yéu cau vé viée da ndp du cac gidy to hién co
(néu ngudi c6 yéu cau lwa chon ndp hd so theo hinh thirc truc
tiép);

- Biéu mau dién tir tvong tac dang ky lai khai sinh, trong d6
c6 cam doan céac thong tin cung cip 13 dung su that, khong
con ban chinh Gidy khai sinh, d3 ndp du cac gidy to hién co

180 gid

Mau
01,02,03,0
4,05, 06
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
200 gio

Biéu
mau/Ket

qua

va chiu hoan toan trach nhi¢m trudc phdp luat vé nodi dung
cam doan ctia minh (do ngudi yéu cau cung cap thong tin theo
huéng dan trén Cong dich vu cong néu ngudi c6 yéu cau lua
chon ndp hod so theo hinh thuc truc tuyén).

- Nguoi ¢b yéu cau dang ky lai khai sinh thyc hién viéc
ndp/xuét trinh (theo hinh thirc truc tiép) hodc tai 1én (theo
hinh thuc truc tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban sao toan bo ho so, gidy to cua ngudi yéu cau hodc hd
50, gidy t0, tai liéu khac trong d6 c6 thong tin lién quan dén
ndi dung khai sinh, gém:

+ Ban sao Gidy khai sinh do co quan c¢6 thim quyén ctia Viét
Nam cép hop 18 (ban sao dugc ching thuc tir ban chinh, ban
sao dugc cap tir SO dang ky khai sinh); Ban chinh hodc ban
sao gidy to ¢6 gia tri thay thé Gidy khai sinh dugc cap trudc
niam 1945 & mién Bic va trudc ndm 1975 & mién Nam.

+ Truong hop nguoi yéu cau khong co gidy to néu trén thi
phai ndp ban sao gidy to do co quan, to chic ¢ tham quyén
ctia Viét Nam cap hop 1& nhu: Gidy chimg minh nhan dén,
Thé can cudc cong dan hoac Ho chiéu; S6 ho khau, S6 tam
tra, gidy to ching minh vé noi cu tr;; Bang tot nghiép, Gidy
chirng nhan, Ching chi, Hoc ba, hd so hoc tap do co quan cé




346

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
200 gio

Biéu
mau/Ket

qua

thAm quyén cap hodc xac nhan; gidy to khac c6 thong tin vé
ho, chir dém, tén, ngay, thdng, ndm sinh cta ca nhan.

Ngudi yéu cau ding ky lai khai sinh ¢6 trach nhiém nop day
du ban sao cac gidy td néu trén (néu co) va phai cam doan da
ndp du cac giéy to minh ¢0; chiu trach nhiém, h¢ qua cua viéc
cam doan khong dung su that.

- Trudng hop ngudi yéu cau dang ky lai khai sinh 14 cén b9,
cong chue, vién chtic, nguoi dang cong tac trong luc luong
vii trang thi phai c6 van ban xac nhan cua Thu trudng co quan,
don vi vé viéc nhitng ndi dung khai sinh cta nguoi d6 gom
ho, chit dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc;
qudc tich; qué quan; quan hé cha - con, me - con phu hop voi
hd so do co quan, don vi dang quan 1y.

- Vin ban uy quyén theo quy dinh ctia phéap luat trong truong
hop iy quyén thuc hién viéc dang ky lai khai sinh. Truong
hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng,
anh, chi, em rudt ciia nguoi ty quyén thi vin ban uy quyén
khong phai chiing thuc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chung minh nhan dan hodc Thé can cudc
cong dan hoidc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri st dung dé
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Budc ) , " Thoi Bicu
Don vi thuc Trach nhiém . n . x ;
thuc o n NOi dung thue hién glan mau/Keét
n hién thuc hién - .
hién j : j 200 gio qua

chtng minh vé nhan than cta ngudi c6 yéu cau ding ky lai
khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to
nay di c¢6 trong CSDLQGVDC, CSDLHTDT, dugc hé théng
dién ty dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai Ién (theo hinh thirc truc tuyén);

- Gidy to chimg minh noi cu tra. Trudng hop céc thong tin vé
gidy to chimg minh noi cu trii da c6 trong CSDLQGVDC,
dugc dién ty dong thi khéng phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc truc tuyén).

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

*Luuy

- Pbi v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp ho so
theo hinh thirc tryc tiép:

+ Pbi v6i gidy to xuat trinh khi ding ky ho tich, nguoi tiép
nhan c6 trach nhiém kiém tra, d6i chiéu voi thong tin trong to
khai, chup lai hoic ghi lai thong tin dé luu trong ho so va tra
lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban sao
hodc ban chup gidy t& do.

+ Ngudi yéu cau diang ky ho tich co thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cép tir s6 gbc hodc ban




348

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
200 gio

Biéu
mau/Ket

qua

chup kém theo ban chinh gidy t& dé d6i chiéu. Truong hop
ngudi yéu cau ndp ban chup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duge yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du ho so
dang ky ho tich theo quy dinh cia phéap ludt ho tich, khong
duge yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap
luat ho tich khong quy dinh phai ndp.

- P6i v6i gidy to giri kém theo néu ngudi yéu cau nop ho so
theo hinh thirc truc tuyén:

+ Ban chup céc gidy to gui kém theo hd so ding ky lai khai
sinh tryc tuyén phai bao dam rd nét, dﬁy du, toan ven vé ndi
dung, 1a ban chup béng may anh, dién thoai hodc duogc chup,
duge quét bang thiét bi dién tu, tir gidy to duoc cap hop 18,
con gid tri str dung; néu 1a gidy t& do co quan c6 tham quyén
nudc ngoai cap thi phai duoc hop phap hoa lanh su, dich sang
tiéng Viét theo quy dinh, trir trudng hop duge mién hop phap
hoa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding
ky lai khai sinh truc tuyén d c6 ban sao dién tir hodc da co
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Budc ) , " Thoi Bicu
Don vi thuc Trach nhiém . n . x ;
thuc o n NOi dung thue hién glan mau/Keét
n hién thuc hién - .
hién : j 200 gio qua

ban dién tir gidy to ho tich thi nguoi yéu cau dugc st dung
ban dién tir nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh),ngudi c6 yéu cau diang kylai khai
sinh phai xut trinh gidy to tuy than, ndp cac gidy to 1a thanh
phan ho so ding ky lai khai sinh theo quy dinh phép luat ho
tich.

Trudng hop ngudi co yéu cau dang ky lai khai sinh khong
cung cdp duoc gidy td néu trén theo quy dinh hodc gidy to
ndp, xuét trinh bi tdy x6a, stra chita, lam gia thi co quan déng
ky ho tich c6 thim quyén hily bo két qua dang ky lai khai sinh.
-Truong hop cho phép ngudi yéu cau ding ky ho tich 14p vin
ban cam doan vé ndi dung yéu cau dang ky h tich thi co quan
dang ky ho tich phai giai thich 6 cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phép 1y ctia viéc cam doan khong
ding su that.

Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co
quan c6 tham quyén hity bo két qua dang ky ho tich, néu c6
co s¢ xac dinh nd1 dung cam doan khong dung sy that.

S6 lwong ho so: 01 bd
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Buée , . . Thoi Biéu
Don vi thuc Trach nhiém . n . x ;
thuc D i Noi dung thwe hién glan mau/Keét
on hi€én thuc hién ) ) ) - .
hién j : j 200 gio qua
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- Két thiic trén phan mém
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14. Tén thii tuc hanh chinh: Ping ky khai sinh cho nguoi da c6 ho so, gidy to ca nhian
Mai s6 TTHC: 1.004772.000.00.00.H42
* Truwong hop khong cin xac minh
Thoi gian thyce hién TTHC: 05 (ngay lam vi¢c) x 08 gio = 40 gio lam viéc
(Cit giam 01 budc thyc hién)
Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

N6i dung thuc hién

Thoi
gian
40 gity

Biéu
mau/Két
qua

Budc 1

Cong dén

Nguoi co yéu dang ky khai sinh truc tlep thyc hién hoac uy
quyén cho nguoi khac thyc hién ndp hd so truc tiép hodc guri
hd so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thic nop hé so tryc tiép, nguoi co yéu cau
dang ky khai sinh nQp ho so d& nghi dang ky khai sinh tai Bo
phan mot ctra UBND cép x4; nop 16 phi néu thudc truong hop
phai ndp 1€ phi dang ky khai sinh; nop phi cap ban sao Gidy
khai sinh néu c6 yéu cau cip ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi cd yéu
cau Piang ky khai sinh truy cdp Cong dich vu cong qudc gia
(dia chi: https:/dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ding nhép tai khoan (néu da c6 tai khoan trén Cong dich vu

cong) hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo huéng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhan dén cip x4 c6 tham quyén. Cung cap thong
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

tin theo biéu mau dién tir twong tac ding ky khai sinh (cung
cép trén Céng dich vu cong), dinh kém ban chup hodc ban sao
dién tir cic gidy t0, tai liéu theo quy dinh; ndp phi, 1¢ phi thong
qua chtrc nang thanh toan tryc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan
mot cuira
UBND
cép xa

Can bo

1. Bo phan mét cta UBND cép Xa tiép nhén ho so, kiém tra,
huéng dan tiép nhan hd so truc tuyén hodc truc tiép (ddi voi
td chuc, ¢4 nhan khong du diéu kién co s& ndp hd so truc
tuyén). Néu ho so khong dat yéu cau thi huéng dan to chic,
ca nhan b sung theo dung quy dinh 01 1an duy nhét.

2. Truong hop hd so ddy di, quét (scan) va cap nhat, luu trit
ho so vao phan mém. In Gidy tiép nhan ho so va hen tra két
qua giao cho to chirc, ca nhan.
3. Xt ly, thdm dinh, xac minh. Dy thao vin ban hodc quyét
dinh trinh 1anh dao UBND cép Xa xem Xét.
Ho so bao g(‘*)m:
- To khai dang ky khai sinh theo mau (néu nguoi c6 yéu cau
lga chon nop hd so theo hinh thic truc tuyén);
- Biéu méu dién tir twong tac dang ky khai sinh (do nguoi yéu
cau cung cip thong tin theo hudng dan trén Céng dich vu
cong néu ngudi cé yéu cau lya chon ndp hd so theo hinh thirc
truc tuyén).

28 gio

Mau

01,02,03,04

,05, 06
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

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

* Gidy to phai nop:

- Van ban cam doan ctia nguoi yéu cu vé viéc chua duoc
dang ky khai sinh.

- Ban sao toan bo hd so, gidy to ctia ngudi yéu cau hodc hd
s0, gidy t0, tai liéu khac trong d6 c6 thong tin lién quan dén
n6i dung khai sinh, gdm: Gidy chimg minh nhan dan, Thé cin
cudc cong dan hoac HO chiéu; SO ho khau, S6 tam tra, giéy
t& chirmg minh vé noi cu tra; Bang tot nghiép, Gidy chimg
nhan, Chung chi, Hoc ba, Hb so hoc tap do co quan co thAm
quyén cép hoac xac nhan; giéy to khac co thong tin vé ho, chit
dém, tén, ngay, thang, ndm sinh cla ca nhan.

Ngudi yéu cau diang ky khai sinh ¢6 trach nhiém nodp day du
ban sao cac gidy to néu trén (néu c6) va phai cam doan di ndp
du cac giéy to minh c6; chiu trach nhiém, hé qua cua viéc cam
doan khong dung su that.

- Truong hop ngudi yéu cau dang ky khai sinh 1a can bo, cong
chuc, vién chirc, nguoi dang cong tac trong lyc lugng vii trang
thi phai c6 van ban xac nhan cua Thu truéng co quan, don vi
vé viéc nhitng ndi dung khai sinh ctia nguoi d6 gdbm ho, chit
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich;
qué quan; quan hé cha - con, me - con phu hop véi hd so do
co quan, don vi dang quan ly.

- Vin ban ty quyén theo quy dinh ctia phép lut trong truong
hop Uy quyén thyc hién viéc dang ky khai sinh. Truong hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia nguoi iy quyén thi van ban ty quyén khong
phai chung thuc.

* Gidy to phai xut trinh:

- Ho chiéu hodc Ching minh nhan dan hodac Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gia tri sir dung dé
chimg minh vé nhan than ctia ngudi c6 yéu cau dang ky khai
sinh. Truong hop cac thong tin c4 nhan trong cac gidy td nay
d3 c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién
tr dong thi khong phai xuét trinh (theo hinh thic tryc tiép)
hodc tai 1én (theo hinh thuc truc tuyén);

- Gidy to chig minh noi cu tra dé xac dinh tham quyén dang
ky khai sinh. Trudng hop cac thong tin vé gidy t& chimg minh
noi cu tra da cé trong CSDLQGVDC, dugc dién tu dong thi
khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén).
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thyc hién

Thoi
gian
40 gio

Biéu
mau/Ket

qua

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

*Luuy

- Dbi véi gidy to nop, xuét trinh néu nguoi yéu cau ndp hd so
theo hinh thirc tryc tiép:

+ Dbi voi gidy to xuat trinh khi ding ky ho tich, ngudi tiép
nhén co trach nhiém kiém tra, d6i chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xudt trinh, khong duge yéu cdu ndp ban sao
hodc ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cép tir s gdc hodc ban
chup kém theo ban chinh gidy to dé di chiéu. Trudng hop
ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, da ho so
dang ky ho tich theo quy dinh ctia phap luat ho tich, khong
dugc yéu cau ngudi dang ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai ndp.
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Buoc . , n Thoi Biéu
Don vi Trach nhiém . n . x ‘
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién - .
hién : j j j 40 gio qua

- Béi voi gidy to gui kém theo néu nguoi yéu cu ndp ho so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh
truc tuyén phai bado dam rd nét, dﬁy du, toan ven vé ndi dung,
la ban chup béng may anh, di¢n thoai hoac duoc chup, dugc
quét bang thiét bi dién tir, tir gidy to duoc cap hop 1é, con gia
tri str dung; néu 1a gidy to do co quan c6 thim quyén nudc
ngoai cip thi phai dugc hop phéap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir trudng hop duoc mién hop phap hoa
lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so ding
ky khai sinh truc tuyén da co ban sao dién tir hodc da co6 ban
dién tir gidy to ho tich thi nguoi yéu cau duge st dung ban
dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Gidy khai
sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau ding ky khai
sinh phai xuat trinh gidy to tuy than, ndp cac gidy to 1a thanh
phan ho so diang ky khai sinh theo quy dinh phép luat ho tich.
Truong hop nguoi yéu cau ding ky khai sinh khong cung cép
duogc gidy to néu trén theo quy dinh hodc gidy t& ndp, xuat
trinh bi tdy x6a, stra chita, lam gia thi co quan dang ky ho tich
¢6 thim quyén huy bo két qua dang ky khai sinh.
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Buéc , . . Thoi Biéu
Don vi Trach nhiém e n : x P
thuc o i Noi dung thwe hién glan mau/Keét
. thuc hién thuwc hién : ‘ : - R
hién : j j j 40 gio qua
- Truong 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 hd tich phai giai thich 16 cho ngudi 1dp van ban cam
doan vé trach nhiém, hé qua phép 1y ctia viéc cam doan khong
dang su that.
Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co
quan c6 tham quyén hiy bo két qua dang ky ho tich, néu co
co s¢ xac dinh ndi dung cam doan khong dling su that.
S6 lwong ho so: 01 bo
Lanh dao | Chu tich/Pho Chu . «
Budce 3 el ' ‘ X 3t quyet dinh 08 gic Mau 05, 04
Y9€° | UBND x | tich UBND chp xa | o o duyetain slo | vad
B¢ pha - Vo 56, dong dau van ban, luu ho so. . x
Buse4 | 0P | Canbo van thu a0 59, COng atl van bafl, Il R0 50. 02 gis | Miu 05, 04
van thu - Gui ho so, két qua cho B phan mot ctra
B phan - )A(éc 7nh2fm trén phén mém két qua TTHC da c6 tai B6 phan
mot cua mot cifa. . Mau
Bude 5 UiBND Céan bo - T,hérig b2:10 va tra két qua cho t6 chtrc, c4 nhan. Thu phi, 1€ | 02 gio 04.05.06
L~ phi (n€u o).
cap xa

- Két thuc trén phan mém
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Tén thi tuc hanh chinh: Ping ky khai sinh cho nguoi da c6 hd so, gidy to ca nhan

* Trwong hgp phai c6 van ban xac minh

Thoi gian thyce hién TTHC: 25 ngay lam viéc x 08 gio =200 gio lam vige
(Cit giam 01 budc thyc hién)
Dich vu cong trwe tuyén mét phan

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gio

Bic¢u mau/Ket
qua

Budc 1

Cong dén

Nguoi c6 yéu dang ky khai sinh tryc tlep thyc hién hoac uy
quyén cho nguoi khac thyc hién ndp hd so truc tiép hodc gui
hd so qua hé théng buu chinh hodc ndp hd so truc tuyén.

- Néu lya chon hinh thirc nop hd so truc tiép, ngudi c6 yéu cau
dang ky khai sinh ndp ho so dé nghi dang ky khai sinh tai Bo
phan mot ctra UBND cép x4; ndp 1é phi néu thugc truong hop
phai ndp 1€ phi dang ky khai sinh; ndp phi cap ban sao Gidy
khai sinh néu c6 yéu cau cap ban sao Gidy khai sinh.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi cd yéu
cau Piang ky khai sinh truy cap Cong dich vu cong qubc gia
(dia chi: https:/dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ding nhép tai khoan (néu da c6 tai khoan trén Cong dich vu
cong) hodc diang ky tai khoan (néu chua c6 tai khoan), xac thuc

nguoi dung theo huéng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhan dén cip x4 c6 tham quyén. Cung cap thong
tin theo biéu mau dién tr twong tac dang ky khai sinh (cung
cap trén Cong dich vu cong), dinh kém ban chyp hoic ban sao



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thaoi
gian
200 gio

Biéu mau/Két
qua

dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1¢ phi théng
qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp ho so.

Budc 2

B6 phan
mot cura
UBND
cép xa

Can bo

1. B0 phan mét cra UBND cép . &] tiép nhén hd so, kiém tra,
hudng dén tiép nhan ho so tryc tuyén hodc truc tiép (dbi voi
td chuc, ¢4 nhan khong du diéu kién co s& nop hd so truc
tuyén). Néu ho so khong dat yéu cau thi huéng dan to chic,
c& nhan b sung theo dung quy dinh 01 1an duy nhét.

2. Truong hop hd so dy di, quét (scan) va cap nhat, luu trit
ho so vao phan mém. In Gidy tiép nhan ho so va hen tra két
qua giao cho to chirc, ca nhan.
3. Xt ly, tham dinh, x4c minh. Dy thao van ban hodc quyét
dinh trinh Lanh dao UBND cép X4 xem Xeét.
Ho so bao g(‘*)m:
- To khai ddng ky khai sinh theo mau (néu ngudi ¢ yéu cau
lya chon nop hd so theo hinh thire truc tuyén);
- Biéu mau dién tir tuong tac dang ky khai sinh (do nguoi yéu
cau cung cap thong tin theo huéng dan trén Cong dich vu
cong néu nguoi cd yéu cau lya chon ndp ho so theo hinh thirc
truc tuyén).

180 gioy

Mau
01,02,03,04,05
, 06
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thaoi
gian
200 gio

Biéu mau/Két
qua

- Ngudi ¢6 yéu cau dang ky khai sinh thyc hién viéc ndp/xut
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc
truc tuyén) cac giéy to sau:

* Gidy to phai nop:

- Van ban cam doan ctia nguoi yéu cau vé viéc chua duoc
dang ky khai sinh.

- Ban sao toan bo hd so, gidy to cia ngudi yéu cau hodc hd
s0, gidy t0, tai liéu khac trong d6 c6 thong tin lién quan dén
n6i dung khai sinh, gdm: Gidy chimg minh nhan déan, Thé cin
cudc cong dan hoac HO chiéu; SO ho khau, S6 tam tru, giéy
t& chirmg minh vé noi cu tri; Bang tot nghiép, Gidy chimg
nhan, Chung chi, Hoc ba, Ho so hoc tap do co quan co thdm
quyén cép hoac xac nhan; giéy to khac co thong tin vé ho, chit
dém, tén, ngay, thang, ndm sinh cla ca nhan.

Ngudi yéu cu dang ky khai sinh ¢6 trach nhiém ndp day du
ban sao cac gidy to néu trén (néu c6) va phai cam doan di ndp
du cac giéy to minh c6; chiu trach nhi€m, hé qua cua viéc cam
doan khong dung su that.

- Truong hop ngudi yéu cau ding ky khai sinh 1a can bo, cong
chure, vién chirc, nguoi dang cong tac trong luc lugng vii trang
thi phai c6 van ban xac nhéan ctua Thu truéng co quan, don vi
vé viéc nhitng ndi dung khai sinh ctia nguoi d6 gdbm ho, chit
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thaoi
gian
200 gio

Biéu mau/Két
qua

dém, tén; gidi tinh; ngay, thang, nam sinh; dan tdc; quéc tich;
qué quan; quan hé cha - con, me - con phu hop véi hd so do
co quan, don vi dang quan ly.

- Vin ban ty quyén theo quy dinh ciia phéap luat trong truong
hop Uy quyén thyc hién viéc dang ky khai sinh. Truong hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia nguoi iy quyén thi van ban ty quyén khong
phai chung thuc.

* Gidy to phai xut trinh:

- Ho chiéu hodc Chung minh nhan dan hodac Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gi tri st dung dé
chimg minh vé nhan than ctia ngudi c6 yéu cau dang ky khai
sinh. Truong hop cac thong tin ¢4 nhan trong cac gidy to nay
d3 c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thdng dién
tr dong thi khong phai xuét trinh (theo hinh thic tryc tiép)
hodc tai 1én (theo hinh thuc truc tuyén);

- Gidy to chimg minh noi cu tria dé xac dinh thim quyén dang
ky khai sinh. Truong hop cac thong tin vé gidy to ching minh
noi cu tra da cé trong CSDLQGVDC, dugc dién tu dong thi
khong phai xuat trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thirc tryc tuyén).
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thaoi
gian
200 gio

Biéu mau/Két
qua

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

*Luuy

- Dbi véi gidy to nop, xuét trinh néu nguoi yéu cau ndp hd so
theo hinh thuc tryc tiép:

+ Dbi voi gidy to xuat trinh khi ding ky ho tich, ngudi tiép
nhén co trach nhiém kiém tra, dbi chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xudt trinh, khong dugc yéu ciu ndp ban sao
hodc ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cip tir s6 gdc hodc ban
chup kém theo ban chinh gidy t& dé ddi chiéu. Trudng hop
ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan ¢ trach nhiém tiép nhan dang, du ho so
dang ky ho tich theo quy dinh ctua phap luat hd tich, khong
dugc yéu cau ngudi dang ky ho tich ndp thém gidy to ma phap
lut ho tich khong quy dinh phai ndp.
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Budc
thuc
hi€én

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thaoi
gian
200 gio

Biéu mau/Két
qua

- P6i voi gidy to gui kém theo néu ngudi yéu cau ndp ho so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so ding ky khai sinh
truc tuyén phai bado dam rd nét, dﬁy du, toan ven vé ndi dung,
la ban chup béng may anh, di¢n thoai hodc dugc chup, duoc
quét bang thiét bi dién tir, tir gidy to duoc cap hop 1é, con gia
tri str dung; néu 1a gidy to do co quan c6 thim quyén nudc
ngoai cip thi phai dugc hop phéap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop duoc mién hop phap hoa
lanh su.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so ding
ky khai sinh truc tuyén da co ban sao dién tir hoac da co ban
dién tir gidy to ho tich thi nguoi yéu cau duge st dung ban
dién ti nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Giy khai
sinh/ban sao Gidy khai sinh), ngudi c6 yéu cau ding ky khai
sinh phai xuat trinh gidy td tuy than, ndp cac gidy to 1a thanh
phan ho so diang ky khai sinh theo quy dinh phép luat ho tich.
Truong hop nguoi yéu cau dang ky khai sinh khong cung cap
duogc gidy to néu trén theo quy dinh hodc gidy t& ndp, xuat
trinh bi tay x6a, sira chira, lam gia thi co quan dang ky ho tich
¢6 thim quyén huy bo két qua dang ky khai sinh.
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Buge Don vi Trach nhiém .. T T_hm Biéu mau/Két
thue .. i NOi dung thwe hién glan .
e thuc hién thuc hién ) ) ) - qua
hi€én j j j j 200 gior
-Truong hop cho phép nguoi yéu ciu ding ky ho tich 14p vin
ban cam doan vé ndi dung yéu cau dang ky ho tich thi co quan
dang ky hd tich phai gidi thich rd cho nguoi 1ap van ban cam
doan vé trach nhiém, hé qua phép 1y ctia viéc cam doan khong
dang sy that.
Co quan dang ky ho tich tir chéi giai quyét hodc dé nghi co
quan c6 tham quyén hiy bo két qua dang ky ho tich, néu co
co s¢ xac dinh ndi dung cam doan khong dling su that.
S6 lwong ho so: 01 bo
Lanh dao | Chu tich/Pho Chu . «
Budce 3 L ' ‘ X 3t quyét dinh 16 gic Mau 05, 04
Y9C2 | UBND x4 | tich UBND chp xa | * o o duyerain g au
B phan - V4o sd, dong du vén ban, luu hd so. ) x
Budc 4 Do Céan bd van th . 3 . 02 gic Mau 05, 04
Hoe van thu amPOVALT | Guihd s0, két qua cho Bo phan mot ctra UBND cap xa g au
B phan - )A(éc vnhém trén phén mém két qua TTHC da c6 tai B6 phan
mot ctra mot cua. . .
Budc 5 UiBND Can bd - Théng bao va tra két qua cho to chirc, ca nhan. Thu phi, ¢ | 02 gio | Mau 04,05,06
L~ phi (néu o).
cap xa

- Két thuc trén phan mém
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15. Tén thii tuc hanh chinh: Ping ky lai két hon
Mai s6 TTHC: 1.004746.000.00.00.H42
* Truwong hop khong can xac minh
Thoi gian thye hién TTHC: 05 (ngay 1am viéc) x 08 gid = 40 gio lam vi¢e
(Cit giam 01 budc thyc hién)

Dich vu cong true tuyén mét phan

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Két

qua

Budce 1

Cong dan

Ngudi c6 yéu dang ky lai két hon tryc tiép thyc hién hoac nop
ho so truc tuyén.

- Néu lua chon hinh thuc nop ho so truc tiép, nguoi co yéu cau
dang ky lai két hon nop ho so dang ky lai két hon tai B phan
mot cira ciia UBND cap x4 ¢6 tham quyén; ndp 1¢ phi néu thude
truong hop phai ndp 1& phi dang ky lai két hon.

- Néu lya chon hinh thirc nop hd so truc tuyén, ngudi cd yéu
cau dang ky lai két hon truy cap Cong dich vu cong qubc gia
(dia chi: https:/dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu di co tai khoan trén Cong dich vu
cong) hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc
nguoi dung theo huéng dan, ding nhap vao hé théng, xac dinh
dung Uy ban nhan dan cip x4 c6 tham quyén. Cung cap thong
tin theo biéu mau dién tir tvong tac dang ky lai két hon (cung
cap trén Cong dich vu cong), dinh kém ban chyp hoic ban sao
dién tir cic gidy t0, tai liéu theo quy dinh; nop phi, 1¢ phi thong



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

qua chirc ning thanh toan truc tuyén hodc bang cach thirc khac
theo quy dinh phap luat, hoan tit viéc ndp hd so.

Budc 2

B6 phan
mot cura
UBND cép
Xa

Cén bd

1. BO phan mét cira UBND cép Xa tiép nhén ho so, kiém tra,
huéng dan tiép nhan hd so truc tuyén hodc truc tiép (ddi voi
td chue, ¢4 nhan khong du diéu kién co s& nop hd so truc
tuyén). Néu ho so khong dat yéu cau thi huéng dan to chic,
c4 nhan b sung theo dung quy dinh 01 1an duy nhét.

2. Truong hop hd so diy di, quét (scan) va cap nhat, luu trit
ho so vao phan mém. In Gidy tiép nhan ho so va hen tra két
qua giao cho to chirc, ca nhan.
3. Xt ly, thdm dinh, xac minh. Dy thao van ban hodc quyét
dinh trinh Lanh dao UBND cép X4 xem Xeét.
Ho so bao g(‘*)m:
- To khai dang ky lai két hon theo mau (néu ngudi c6 yéu cau
lya chon nop hd so theo hinh thire truc tiép);
- Biéu mau dién tir trong tac dang ky lai két hon, trong d6 co
cam doan céc thong tin cung cap la ding sy that, khong con
ban chinh Gidy chimg nhan két hon, da ndp du cac gidy to
hién c6 va chiu hoan toan trach nhiém trudc phap luat vé noi
dung cam doan cta minh (do nguoi yéu cau cung cap thong
tin theo huéng dan trén Cong dich vu cong néu ngudi c6 yéu
cau lua chon nop hd so theo hinh thire truc tuyén).

28 gio

Mau
01,02,03,0
4,05, 06
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Buoc . i " Thoi Biéu
Don vi Trach nhiém . n . x ‘
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién - .
hién : j : j 40 gior qua

- Ngudi c¢6 yéu cau dang ky lai két hon thuc hién viéc
ndp/xuit trinh (theo hinh thuc truc tiép) hodc tai lén (theo
hinh thte truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao Gidy chimg nhan két hon duoc cap trude day. Néu
khong c6 ban sao Gidy chimg nhan két hon thi ndp ban sao
hd so, gidy to ca nhan cé cac thong tin lién quan dén nodi dung
dang ky két hon.

* Gidy to phai xut trinh:

- Ho chiéu hodc Ching minh nhan dan hodac Thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cip, con gié tri st dung dé
chimg minh vé& nhéan thancta ca hai bén c6 yéu cau dang ky
lai két hon. Trudng hop cac thong tin ca nhan trong cac gidy
to nay da co trong CSDLQGVDC, CSDLHTDT, duogc hé
thdng dién tu dong thi khong phai xuét trinh (theo hinh thirc
tryc tiép) hodc tai 1én (theo hinh thirc tryc tuyén);

- Giy to ching minh noi cu tri dé xac dinh thim quyén néu
viéc dang ky lai két hon thue hién tai Uy ban nhan dan cép xa
khong phai 13 noi ding ky két hon trude day. Truong hop cac
thong tin vé gidy to ching minh noi cu tri dd co trong
CSDLQGVDC, dugc dién ty dong thi khong phai xudt trinh
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket
qua

(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

*Luuy

- Dbi véi gidy to nop, xuét trinh néu nguoi yéu cau ndp hd so
theo hinh thuc tryc tiép:

+ Dbi v6i gidy to xuat trinh khi ding ky ho tich, ngudi tiép
nhén co trach nhiém kiém tra, d6i chiéu véi thong tin trong to
khai, chup lai hoac ghi lai thong tin dé luu trong hd so va tra
lai cho ngudi xudt trinh, khong duge yéu cu ndp ban sao
hodc ban chup gidy to do.

+ Ngudi yéu cau diang ky ho tich c6 thé ndp ban sao ching
thuc tir ban chinh hodc ban sao duoc cap tir s gdc hodc ban
chup kém theo ban chinh gidy to dé ddi chiéu. Trudng hop
ngudi yéu cau ndp ban chyup kém theo ban chinh gidy to thi
nguoi tiép nhén c6 trach nhiém kiém tra, d6i chiéu ban chup
v6i ban chinh va ky xac nhan, khong duoc yéu cau nguoi di
dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dang, du ho so
dang ky ho tich theo quy dinh ctua phap luat hd tich, khong
dugc yéu cau ngudi dang ky ho tich nop thém gidy to ma phap
lut ho tich khong quy dinh phai ndp.
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Buoc . i " Thoi Biéu
Don vi Trach nhiém . n . x ‘
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién - .
hién : j : j 40 gior qua

- Béi voi gidy to gui kém theo néu nguoi yéu cau ndp ho so
theo hinh thirc truc tuyén:

+ Ban chup céac gidy to giri kém theo hd so dang ky lai két
hon truc tuyén phai bao dam 10 nét, dﬁy du, toan ven vé ndi
dung, 1a ban chup béng may anh, di¢n thoai hodc dugc chup,
dugc quét bang thiét bi dién tu, tir gidy to duoc cap hop 18,
con gié tri str dung; néu 1a gidy to do co quan c6 tham quyén
nudc ngoai cap thi phai dugc hop phap héa lanh sy, dich sang
tiéng Viét theo quy dinh, trir truong hop duge mién hop phéap
hoéa lanh su.

+ Trudng hop gidy t0, tai liéu phai giri kém trong hd so ding
ky lai két hon truc tuyén da c6 ban sao dién tir hodc d c6 ban
dién tir gidy to ho tich thi nguoi yéu cau duge st dung ban
dién ti nay.

+ Khi dén co quan ding ky ho tich nhan két qua (Gidy chimg
nhan két hon), ngudi co yéu cau ding ky lai két hon xudt trinh
gidy to tuy than, ndp cac gidy to 1a thanh phan ho so dang ky
lai két hon theo quy dinh phap luat ho tich.

Truong hop nguoi yéu cau dang ky lai két hon khong cung
cap dugc gidy to néu trén quy dinh hodc gidy to ndp, xut
trinh bi tay x6a, stra chira, lam gia thi co quan dang ky ho tich
¢6 thim quyén huy bo két qua dang ky lai két hon.
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Budéc , . . Thoi Biéu
Don vi Trach nhiém e n . x P
thuc o i Noi dung thwe hién glan mau/Keét
n thwe hién thue hién ) ) ) " .
hién : j : j 40 gior qua
S6 lwong ho so: 01 bo
Lanh dao x
i Chu tich/Ph6 Chu . Mau 05
Budc 3 | UBND ca ) i . X ot ¢t dinh 08 gic ’
udc " cap tich UBND chp xa em x¢&t quyét din gio 04
Bude 4 B(E) phan Cén b6 vin thu - V%p sé, dén% déuqvén bé{l’ lu'lf hd sAo. 7 02 gitr Mau 05,
van thu - Gui ho so, két qua cho B§ phan mot ctra 04
B6 phan - Thong bao cho t6 chirc, ca nhan dén nhan két qua (hodc tra
, mot cura qua dich vu Buu chinh cong ich) : Mau
Budc 5 ° . Can bo i . . 02 gi¢
> | UBND cép anbe - Thu phi, ¢ phi (néu c6). 8191 04,05,06
Xa - Két thiic trén phan mém
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Tén thi tuc hanh chinh: Ping ky lai két hon

* Trwong hgp phai c6 van ban xac minh

Thoi gian thyce hién TTHC: 25 ngay lam viéc x 08 gio =200 gio lam vige
(Cit giam 01 budc thyc hién)
Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
200 gior

Bicu
mau/Két
qua

Budce 1

Cong dén

Nguc‘ri cé yéu ’da“mg ky lai két hon truc tiép thuc hién hodc ndp
ho so truc tuyén.

- Néu Iya chon hinh thirc nop hd so truc tiép, ngudi cd yéu cau
dang ky lai két hon nop ho so diang ky lai két hon tai Bo phan
mot ctra cia UBND cip x4 ¢6 tham quyén; ndp 1é phi néu thudc
truong hop phai ndp 1¢ phi dang ky lai két hon.

- Néu Iya chon hinh thirc nop ho so truc tuyén, nguoi co yéu cau
dang ky lai két hon truy cap Cong dich vu cong qudc gia (dia
chi: https://dichvucong.gov.vn) hoic Cong Dich vu cong tinh
Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Pang
nhap tai khoan (néu di co tai khoan trén Cong dich vu cong)

hoic dang ky tai khoan (néu chwa c6 tai khoan), xac thuc ngudi
ding theo huéng din, ding nhap vao hé thng, xac dinh dung
Uy ban nhan dan cap x4 c6 thim quyén. Cung cap thong tin theo
biéu mau dién tir twong tac dang ky lai két hon (cung cap trén
Céng dich vu cong), dinh kém ban chup hoac ban sao dién tir
cac gidy 10, tai lidu theo quy dinh; ndp phi, 18 phi théng qua chirc



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
200 gio

Biéu
mau/Ket
qua

nang thanh toan tryc tuyén hodc bang cach thirc khac theo quy
dinh phap luat, hoan tat viec ndp hd so.

Budc 2

B6 phan
mot cura
UBND
cép xa

Céan bo

1. B phan mot cra UBND cép €] tiép nhén ho so, kiém tra,
huéng dan tiép nhan ho so truc tuyén hodc truc tiép (ddi véi
td chirc, c4 nhan khong du diéu kién co so ndp hd so truc
tuyén). Néu ho so khong dat yéu cau thi huéng dan 6 chic,
c4 nhan b sung theo dung quy dinh 01 1an duy nhét.

2. Trudng hop hd so day di, quét (scan) va cap nhat, luu trir
h so vao phan mém. In Gidy tiép nhan hd so va hen tra két
qua giao cho to chirc, ca nhan.

3. Xu ly, tham dinh, xac minh. Dy thao van ban hodc quyét
dinh trinh Lanh dao UBND cép X4 xem Xeét.
Ho so bao g(‘*)m:

- T khai dang ky lai két hon theo mau (néu ngudi c6 yéu cau
lya chon nop hd so theo hinh thire truc tiép);

- Biéu mau dién tir twong tac dang ky lai két hon, trong d6 co
cam doan cac thong tin cung cap 1a dung su that, khong con
ban chinh Giéy chirng nhan két hon, da nop du cac giéy to hién
¢6 va chiu hoan toan trach nhiém trudc phap luat vé ndi dung
cam doan ctia minh (do ngudi yéu cau cung cip thong tin theo
huéng dan trén Cong dich vu cong néu ngudi co yéu cau lwa
chon ndp hd so theo hinh thirc truc tuyén).

180 gid

Mau

01,02,03,04

,05, 06
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Buoc . , n Thoi Biéu
Don vi Trach nhiém e ‘n . x £
thuc o n NOi dung thue hién glan mau/Keét
s thwe hién thuce hién . .
hién : j j j 200 gio qua

- Ngudi ¢6 yéu cau dang ky lai két hon thuc hién viéc ndp/xut
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao Gidy chtng nhan két hon duoc cip trude diy. Néu
khong c6 ban sao Gidy chimg nhan két hon thi ndp ban sao hd
s0, gidy to ca nhan c6 cac thong tin lién quan dén nodi dung
dang ky két hon.

* Gidy to phai xut trinh:

- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cudc cong
dan hoic cac gidy to khac c6 dan anh va thong tin ca nhan do
co quan c6 thAm quyén cép, con gia tri st dung dé chimg minh
vé nhan thancia ca hai bén c¢6 yéu cau dang ky lai két hon.
Truong hop céac théng tin c4 nhan trong cac gidy td nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién tir
dong thi khong phai xuét trinh (theo hinh thirc tryc tiép) hodc
tai 1én (theo hinh thirc tryc tuyén);

- Gidy to ching minh noi cu tra dé xac dinh thim quyén néu
viéc dang ky lai két hon thuc hién tai Uy ban nhan dan cép xa
khong phai 13 noi dang ky két hon trude day. Trudng hop cac
thong tin vé gidy to ching minh noi cu tra di c6 trong
CSDLQGVDC, duoc dién tu dong thi khong phai xuit trinh
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Buoc . , n Thoi Biéu
Don vi Trach nhiém e ‘n . x £
thuc o n NOi dung thue hién glan mau/Keét
s thwe hién thuce hién . .
hién : j j j 200 gio qua

(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thurc truc
tuyén).

*Luuy

- P6i v6i gidy to ndp, xuét trinh néu nguoi yéu cau ndp ho so
theo hinh thuc tryc tiép:

+ Pdi voi gidy to xuét trinh khi ding ky ho tich, ngudi tiép
nhén c6 trach nhiém kiém tra, ddi chiéu véi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra
lai cho nguoi xuét trinh, khong dugc yéu cau ndp ban sao hodc
ban chyp gidy to do.

+ Nguoi yéu cau ding ky ho tich ¢6 thé ndp ban sao chimg thyc
tir ban chinh hodc ban sao duoc cip tir s6 gbc hodc ban chup
kém theo ban chinh gidy to dé ddi chiéu. Trudng hop nguoi
yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi tiép
nhén co trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh
va ky x4c nhan, khong duoc yéu cau ngudi di dang ky ndp ban
sao gidy tor do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan ding, du hd so
dang ky ho tich theo quy dinh cua phép luat hd tich, khong
duogc yéu cau ngudi diang ky ho tich ndp thém gidy to ma phap
ludt ho tich khong quy dinh phai ndp.




375

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thue hién

Thoi
gian
200 gio

Biéu
mau/Ket
qua

- Pbi vé6i gidy to giri kém theo néu ngudi yéu cau ndp hd so
theo hinh thirc truc tuyén:

+ Ban chup cac gidy to gtri kém theo hd so dang ky lai két hon
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé noi dung,
la ban chup béng may anh, dién thoai hodc duoc chup, duogc
quét bang thiét bi dién ti, tir gidy to duoc cip hop 1é, con gia
tri st dung; néu 1a gidy to do co quan c6 thim quyén nudc
ngoai cap thi phai dugc hop phap héa lanh su, dich sang tiéng
Viét theo quy dinh, trir trudng hop duoc mién hop phap hoa
lanh su.

+ Truong hop gidy to, tai liéu phai gii kém trong ho so ding
ky lai két hon truc tuyén da co ban sao dién tir hoac da co6 ban
dién tir gidy to ho tich thi ngudi yéu cau duoc sir dung ban dién
tor nay.

+ Khi d&én co quan ding ky ho tich nhan két qua (Gidy chung
nhan két hon), ngudi c¢6 yéu cau dang ky lai két hon xuét trinh
gidy to tuy than, ndp cac gidy to 1a thanh phan ho so dang ky
lai két hon theo quy dinh phap luat ho tich.

Truong hop nguoi yéu cau dang ky lai két hon khong cung cap
duoc giéy to néu trén quy dinh hodc giéy to nop, xuét trinh bi
tay x0a, stra chira, lam gia thi co quan dang ky ho tich c6 tham
quyén hay bo két qua dang ky lai két hon.




376

Buée , . . Thoi Biéu
Pon vi Trach nhiém . Pn . x X
thuc o i Noi dung thwe hién glan mau/Keét
. thuc hién thuc hién : : : - v
hién : j j j 200 gio qua
S6 lwong ho so: 01 bo
Lanh dao
' Chu tich/Pho Chu . «
Budce 3 UBND ' . X 2t quyét dinh 16 gic Mau 05, 04
udc BNC tich UBND cép xa em x¢&t quyét din gio au 05,
cap xa
B6 phan - Va0 s0, dong déu van ban, luu hd so. . -
Budc 4 o Can bd van th R 3 . 02 gi¢ Mau 05, 04
voe van thu anbo van w1 _ Gtri ho so, két qua cho B phan mot ctra UBND cap xa glo au
B6 phan - Thong bao cho to chirc, ca nhan dén nhan két qua (hoic tra
, mot cira qua dich vu Buu chinh cong ich) : Mau
Budc 5 ' Cén bg ' ' . 02 gic
YOS UBND anbo - Thu phi, 1 phi (néu c6). 8191 04,05,06

cap xa

- Két thiic trén phan mém
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16. Tén thu tuc hanh chinh: Pang ky lai khai ti

Mi s6 TTHC: 1.005461.000.00.00.H42

* Truwong hop khong can xac minh
Thoi gian thyce hién TTHC: 05 (ngay lam vi¢c) x 08 gio = 40 gio lam viéc
(Cit giam 01 budc thyc hién)

Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gity

Biéu
mau/Két
qua

Budc 1

Cong dén

Nguoi ¢6 yéu dang ky lai khai tir tryc tiép thuc hién hodc uy
quyén cho nguoi khac thyc hién nop hé so truc tlep hodc giri hd
so qua hé thong buu chinh hodc ndp hd so tryc tuyén.

- Néu lira chon hinh thirc ndp ho so truc tiép, ngudi c6 yéu cau
dang ky lai khai tr nop hd so dang ky lai khai tir tai BO phan mot
ctra cia UBND cép xd c¢6 tham quyén; ndp 1& phi néu thudc
truong hop phai ndp 18 phi dang ky lai khai tir; ndp phi cap ban
sao Trich luc khai tir néu ¢ yéu cau cip ban sao Trich luc khai
tir.

- Néu Iira chon hinh thirc ndp hd so truc tuyén, ngudi ¢ yéu cau
dang ky lai khai tir truy cap Cong dich vu cong quéc gia (dia chi:
https://dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Pang nhép
tai khoan (néu d3 co tai khoan trén Cong dich vu cong) hodc dang

ky tai khoan (néu chua co tai khoan), xac thuc ngudi dung theo
hudng dan, ding nhap vao hé thong, xac dinh diing Uy ban nhéan



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

dan cdp x4 c6 tham quyén. Cung cép thong tin theo biéu mau dién
tir tuong tac dang ky lai khai tr (cung cdp trén Cong dich vu
cong), dinh kém ban chyp hodc ban sao dién tir cac giéy to, tai
liéu theo quy dinh; ndp phi, 1€ phi thong qua chirc ndng thanh toan
tryc tuyén hodc bang cach thirc khac theo quy dinh phap luat,
hoan tat viéc ndp ho so.

Budc 2

B6 phan
mot cura
UBND
cép xa

Céan bo

1. B0 phan mot cira UBND cép Xa tiép nhén hd so, kiém tra,

hudng dén tiép nhan ho so tryc tuyén hodc truc tiép (ddi voi t6

chtrc, c4 nhan khong du diéu kién co sé ndp hod so truc tuyén).

Néu hd so khong dat yéu cau thi huéng din t6 chirc, ca nhan

bd sung theo dung quy dinh 01 1an duy nhat.

2. Truong hop ho so day dii, quét (scan) va cap nhat, luu trir ho

s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua

giao cho t6 chirc, ca nhan.

3. Xuly, tham dinh, x4c minh. Dy thao van ban hodc quyét dinh
trinh Lanh dao UBND cdp xa xem xét.

Ho so bao gom:

- To khai dang ky lai khai tir theo mau (néu ngudi co yéu cau
lga chon nop ho so theo hinh thire truc tiép);

- Biéu mau dién tir tuong tac dang ky lai khai tr, trong d6 co
cam doan cac thong tin cung cép 1a dung su that, khong con ban
chinh Gidy chimg ti/Trich luc khai tir, dd nop du cac gidy to

28 gio

Mau

01,02,03,04,0

5,06
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket
qua

hién c6 va chiu hoan toan trach nhiém trudc phap luat vé nodi
dung cam doan ctia minh (do ngudi yéu ciu cung cip thong tin
theo hudng dan trén Cong dich vu coéng néu ngudi cd yéu cau
lya chon nop hd so theo hinh thire truc tuyén).

- Nguoi c6 yéu cau ding ky lai khai tir thuc hién viéc ndp/xuat
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phai ndp:

- Ban sao Gidy chung tir trude day duge cap hop 16. Néu khong
¢6 ban sao Gidy ching tir true day duoc cap hop 18 thi ndp ban
sao ho so, gidy to lién quan c6 ndi dung chimg minh su kién
chét.

- Vin ban iy quyén theo quy dinh cta phap luat trong trudng
hop iy quyén thuc hién viéc dang ky lai khai tr. Trudng hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ctia ngudi Gy quyén thi vin ban Gy quyén khong
phai chimg thuc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Chimg minh nhan dan hodc Thé cin cude cong
dan hodc cac gidy to khac c6 dan anh va thong tin ¢4 nhan do co
quan c6 thim quyén cép, con gid tri sir dung dé ching minh vé
nhan than cta ngudi cé yéu cau dang ky lai khai tir. Truong hop
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

cac thong tin ca nhan trong cic gidy to ndy dd co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi
khong phai xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo
hinh thure truc tuyén).

Truong hop gui hd so qua hé thdng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cac gidy to phai xuat trinh néu trén.
*Luuy

- Béi voi gidy to ndp, xuét trinh néu nguoi yéu cau nop ho so
theo hinh thirc tryc tiép:

+ Pdi voi gidy to xudt trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, ddi 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 dugc yéu cdu ndp ban sao hodc ban chup
gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢6 thé ndp ban sao chimg thyc
tir ban chinh hodc ban sao dugc cip tir s gbe hodc ban chup
kém theo ban chinh gidy to dé dbi chiéu. Trudng hop ngudi yéu
cau nop ban chup kém theo ban chinh gidy to thi ngudi tiép nhan
c6 trach nhiém kiém tra, d6i chiéu ban chup véi ban chinh va ky
xac nhan, khong duoc yéu cau nguoi di dang ky ndp ban sao
gidy to do.
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
40 gior

Biéu
mau/Ket

qua

+ Nguoi tiép nhéan c6 trach nhiém tiép nhan dung, d hd so dang
ky ho tich theo quy dinh cua phap luat ho tich, khong duoc yéu
cau nguoi dang ky ho tich ndp thém giéy to ma phap luat ho tich
khong quy dinh phai ndp.

- Déi v6i gidy to giri kém theo néu ngudi yéu cau ndp hd so theo
hinh thirc truyc tuyén:

+ Ban chup céc gidy to giri kém theo hd so dang ky lai khai tir
truc tuyén phai bado dam rd nét, df&y du, toan ven vé nodi dung, la
ban chup bé“mg may anh, dién thoai hodc dugc chup, dugc quét
béng thiét bi dién tir, tir giéy to duogc cép hop 1€, con gié tri su
dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai cip
thi phai dugc hop phap héa lanh su, dich sang tiéng Viét theo
quy dinh, trir trudng hop duge mién hop phéap héa lanh su.

+ Trudng hop gidy to, tai liéu phai gii kém trong hd so diang ky
lai khai tir truc tuyén da co ban sao dién tir hoac da co ban dién
tir gidy to ho tich thi nguoi yéu cau duogc sir dung ban dién tir
nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich lyc khai
tir/ban sao Trich luc khai tir), nguoi c6 yéu cau dang kylai khai
tir phai xut trinh gidy to tuy than, ndp cac gidy to 1a thanh phan
ho so diang ky lai khai tir theo quy dinh phap luat ho tich.
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Buéc , . . Thoi Biéu
Don vi Trach nhiém e n . x P
thuc o i NOi dung thwe hién glan mau/Keét
. thuc hién thuc hién : ‘ : - R
hién : j j j 40 gior qua
Truong hop ngudi co yéu cau dang ky lai khai tir khong cung
cap duogc gidy to néu trén theo quy dinh hodc gidy to ndp, xut
trinh bi tiy x0a, stra chita, 1am gia thi co quan dang ky ho tich
c¢6 thim quyén huy bo két qua dang ky lai khai tir.
S6 lwong ho so: 01 bo
Lanh dao Chu tich/Pho
Budce 3 UBND | Chitich UBND | Xem xét quyét dinh 08 gio Mau 05, 04
cép xa céip xa
B6 phan - Va0 s, dong du van ban, luu hd so. : x
Budc 4 L Cén bd van th s 3 . 02 gic Mau 05, 04
voe van thu an bo van thtt | _ Gri ho so, két qua cho Bo phan mot cira UBND cap xa glo au
B6 phan - Thong bao cho t6 chirc, ca nhan dén nhan két qua (hodc tra qua
mot cura dich vu Buu chinh cong ich) : Mau
Budc 5 ' Can bo ' ‘ ) 02 gi¢
1> UBND anbo - Thu phi, 1& phi (néu c6). 8191 04,05,06

cap xa

- Két thiic trén phan mém
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Tén tha tuc hanh chinh: Pang ky lai khai tir

* Trwong hgp phai c6 van ban xac minh

Thoi gian thyc hién TTHC: 10 ngay lam viéc x 08 gid = 80 gid [am viéc
(Cit giam 01 budc thyc hién)
Dich vu cong truc tuyén mot phﬁn

Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
80 gior

Biéu
mau/Két
qua

Budc 1

Nguoi ¢6 yéu dang ky lai khai tir truc tiép thuc hién hoac uy
quyén cho nguoi khac thyc hién nop hé so truc tlep hodc giri hd
so qua hé thong buu chinh hodc ndp hd so truc tuyén.

- Néu lua chon hinh thirc ndp ho so tryc tiép, ngudi ¢ yéu cau
dang ky lai khai tr ndp hd so dang ky lai khai tir tai B0 phan mot
ctra cia UBND cdp xd c6 tham quyén; ndp 18 phi néu thudc
truong hop phai ndp 18 phi dang ky lai khai tir; ndp phi cap ban
sao Trich lyc khai tir néu c6 yéu cau cip ban sao Trich luc khai
tu.

- Néu lua chon hinh thirc ndp hd so truc tuyén, nguoi cd yéu cau
dang ky lai khai tir truy cap Cong dich vu cong quéc gia (dia chi:
https:/dichvucong.gov.vn) hodc Cong Dich vu cong tinh Ninh
Binh (dia chi: https://dichvucong.ninhbinh.gov.vn). Dang nhap
tai khoan (néu da co tai khoan trén Cong dich vu cong) hoic ding

ky tai khoan (néu chua c6 tai khoan), xac thuc ngudi ding theo
hudng dan, ding nhap vao hé thong, xac dinh diing Uy ban nhan



https://dichvucong.gov.vn/
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
80 gio

Biéu
mau/Ket

qua

dan cap x4 c6 tham quyén. Cung cap thong tin theo biéu mau dién
tir tuong tac ding ky lai khai tr (cung cap trén Cong dich vu
cong), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai
liéu theo quy dinh; ndp phi, I€ phi thong qua chirc ndng thanh todn
tryc tuyén hodc bang cach thirc khac theo quy dinh phap luat,
hoan tat viéc nop hd so.

Budc 2

B6 phan
mot cura
UBND cép
Xa

Cén bd

1. B0 phan mot cra UBND cép xa tiép nhén hd so, kiém tra,

hudng dan tiép nhan hé so truc tuyén hoic truc tiép (ddi voi to

chure, ca nhan khong da diéu kién co sé ndp hd so truc tuyén).

Néu hd so khong dat yéu cau thi huéng dan t6 chirc, c4 nhan

bd sung theo dung quy dinh 01 1an duy nhat.

2. Truong hop ho so day di, quét (scan) va cap nhat, luu trix ho

s0 vao phan mém. In Gidy tiép nhan ho so va hen tra két qua

giao cho t6 chuc, ca nhan.

3. Xuly, tham dinh, xac minh. Dy thao vin ban hodc quyét dinh
trinh Lanh dao UBND cép xa xem xét.

Ho so bao gom:

- To khai dang ky lai khai tir theo mau (néu ngudi co yéu cau
lga chon nop ho so theo hinh thue truc tiép);

- Biéu mau dién tir tuong tac dang ky lai khai tir, trong d6 co
cam doan cac théng tin cung cap 1a dang su that, khong con ban
chinh Gidy chtng ti/Trich luc khai tir, dd ndp du cac gidy to

60 gid

Mau
01,02,03,04
.05, 06
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Buoc . i n Thoi Biéu
Don vi Trach nhiém . n . x ‘
thuc o n NOi dung thue hién glan mau/Keét
on thuc hién thuc hién - .
hién : j : ) 80 gio qua

hién c6 va chiu hoan toan trach nhi¢m trudc phap luat vé noi
dung cam doan ctia minh (do ngudi yéu ciu cung cap thong tin
theo hudng dan trén Cong dich vu céng néu ngudi cd yéu cau
lya chon nop hd so theo hinh thire truc tuyén).

- Nguoi c6 yéu cau ding ky lai khai tir thuc hién viéc ndp/xuit
trinh (theo hinh thirc tryc tiép) hodc tai 1én (theo hinh thirc truc
tuyén) cac gidy to sau:

* Gidy to phai nop:

- Ban sao Gidy chtng tir trude day duge cap hop 16. Néu khong
c6 ban sao Gidy chimg tir trude day duoc cap hop 18 thi ndp ban
sao ho so, gidy to lién quan c6 ndi dung chimg minh sy kién
chét.

- Vin ban Uy quyén theo quy dinh cta phap luat trong truong
hop uy quyén thuc hién viéc dang ky lai khai tr. Trudng hop
nguoi dugc uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh,
chi, em rudt ca ngudi Uy quyén thi vin ban iy quyén khong
phai chung thyec.

* Gidy to phai xuat trinh:

- Ho chiéu hodc Ching minh nhan dan hodc Thé cin cude cong
dan hodc cac gidy to khac ¢ dan anh va thong tin ca nhan do co
quan c6 thim quyén cap, con gié tri sir dung dé chimg minh vé
nhan than ctia ngudi cé yéu cau dang ky lai khai tir. Truong hop
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
80 gio

Biéu
mau/Ket

qua

cac thong tin ca nhan trong cic gidy to ndy di co trong
CSDLQGVDC, CSDLHTDT, duoc hé théng dién ty dong thi
khong phai xuét trinh (theo hinh thirc tryc tiép) hoic tai 1én (theo
hinh thtc truc tuyén).

Truong hop gti hd so qua hé théng buu chinh thi phai giri kém
theo ban sao ¢ chimg thuc cic gidy to phai xuét trinh néu trén.
*Luuy

- Déi voi gidy to ndp, xuat trinh néu ngudi yéu cau nop hod so
theo hinh thuc tryc tiép:

+ Poi voi gidy to xuét trinh khi dang ky ho tich, ngudi tiép nhan
c6 trach nhiém kiém tra, dbi chiéu véi thong tin trong t& khai,
chup lai hoac ghi lai thong tin dé luu trong ho so va tra lai cho
ngudi xudt trinh, khong duge yéu cau ndp ban sao hodc ban chyp
gidy to do.

+ Nguoi yéu cau dang ky ho tich c¢6 thé ndp ban sao chimg thuc
tir ban chinh hodc ban sao dugc cip tir s6 gbe hodc ban chyp
kém theo ban chinh gidy to dé dbi chiéu. Trudng hop ngudi yéu
cau nop ban chup kém theo ban chinh gidy to thi nguoi tiép nhan
c6 trach nhiém kiém tra, ddi chiéu ban chup véi ban chinh va ky
xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao
gidy to do.
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Budc
thuc
hién

Don vi
thue hién

Trach nhiém
thwe hién

Noi dung thue hién

Thoi
gian
80 gio

Biéu
mau/Ket

qua

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, du ho so diang
ky ho tich theo quy dinh cua phép luat ho tich, khong dugc yéu
cau nguodi dang ky ho tich ndp thém giéiy to ma phap luat ho tich
khong quy dinh phai ndp.

- Péi vai gidy to giri kém theo néu ngudi yéu cau ndp ho so theo
hinh thte truc tuyén:

+ Bén chup céc gidy to giri kém theo hd so dang ky lai khai tir
truc tuyén phai bao dam ro nét, dﬁy du, toan ven vé ndi dung, la
ban chup b?mg may anh, dién thoai hodc dugc chup, duoc quét
béng thiét bi dién tur, tir giéy to duoc cép hop 1€, con gia tri su
dung; néu 1a gidy to do co quan c6 tham quyén nudc ngoai cap
thi phai dugc hop phap héa lanh sy, dich sang tiéng Viét theo
quy dinh, trir trudng hop duge mién hop phéap héa lanh su.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so dang ky
lai khai tir truc tuyén da co ban sao dién tir hoac da co ban dién
tir gidy to ho tich thi nguoi yéu cdu dugc sir dung ban dién tir
nay.

+ Khi dén co quan dang ky ho tich nhan két qua (Trich luc khai
t/ban sao Trich lyc khai tir), nguoi c6 yéu cau dang kylai khai
tir phai xudt trinh gidy to tuy than, ndp cac gidy to 13 thanh phan
ho so dang ky lai khai tir theo quy dinh phap luét ho tich.
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Buéc , . . Thoi Biéu
Don vi Trach nhi¢m . n : x P
thuc o i Noi dung thwe hién glan mau/Keét
. thuc hién thwc hién : ‘ : - R
hién : j : ) 80 gio qua
Truong hop ngudi c¢6 yéu cau dang ky lai khai tir khéng cung
cap duogc gidy to néu trén theo quy dinh hodc gidy to ndp, xuat
trinh bi tdy x0a, stra chita, 1am gia thi co quan dang ky ho tich
¢6 thim quyén huy bo két qua dang ky lai khai tir.
S6 lwong ho so: 01 bo
Lanh dao Chu tich/Pho
Budc 3 | UBND cap | Chitich UBND | Xem xét quyét dinh 16 gid | Mau 05, 04
Xa cap xa
B6 phan - Va0 s0, dong déu van ban, luu hd so. ) -
Budc 4 L Cén bo van th R A ¢ . 02 gic Mau 05, 04
Hoe van thu anbovantin | _ Gri ho so, két qua cho B phan mot ctira UBND cap xa 8lo au
B phan - ?(éc nhan trén phé”m mém két qua TTHC da c6 tai B6 phan mot
mot clra cua. Mau
Bude 5 UBND chp Cén bd - "l;h(”)n,g bao va tra két qua cho t6 chuc, ca nhan. Thu phi, 1€ phi | 02 gid 04.05.06
4 (néu co).

- Két thiic trén phan mém
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17. Thii tuc cAp ban sao Trich luc h tich

Mi s6 TTHC: 2.000635.000.00.00.H42

Thoi gian thuc hién: Ngay trong ngay tiép nhan ho so hodc c¢6 thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau
chung thyuc, néu tiép nhan sau 15 gio thi tra két qua trong ngay 1am viéc tiép theo.
(Cit giam 01 bude thuc hién)

Dich vu cong truc tuyén toan trinh

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Bi¢u
mau/Keét qua

Budc 1

Cong dén

Nguoi cd yéu cap ban sao Trich luc ho tich tryc t1ep thuc
hi¢n hodc iy quyén cho nguoi khac thue hién nop hé so truc
tiép hodc gt hé so qua hé théng buu chinh hodc ndp hd so
truc tuyén.

- Néu lua chon hinh thire nop hd so truc tiép, nguoi co yéu
cau cép ban sao Trich luc ho tich ndp ho so dé nghi cép ban
sao Trich luc hd tich tai B phan mdt ctra cia UBND cép xa
c¢6 tham quyén; ndp phi, 1é phi theo quy dinh phap lut.

- Néu lva chon hinh thire nop hd so truc tuyén, nguoi co yéu cau
cép ban sao Trich lyc ho tich truy cap Cé)ng dich vu cong quéc
gia (dia chi: https://dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi: https:/dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da ¢6 tai khoan trén Cdng dich vu cong)
hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi
ding theo huéng dan, dang nhap vao hé thong, xac dinh dung Uy
ban nhan dan cp xa c6 thdm quyén. Cung cap thong tin theo biéu



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Bicu
mau/Két qua

mau dién ttr twong téc cap ban sao Trich luc ho tich (cung cap
trén Céng dich vu cong), dinh kém ban chup hoéc ban sao dién
tir cac gidy t, tai liéu theo quy dinh; ndp phi, 18 phi théng qua
chiic ning thanh toan truc tuyén hogic bang cach thirc khac theo
quy dinh phap luat, hoan tat viéc ndp hd so.

Budc 2

B6 phan mét
ctra UBND
cép xa

Can bo

1. B6 phan mot ctra UBND cép Xa tiép nhén hd so, kiém
tra, hudng dan tiép nhén ho so truc tuyén hoac truc tiép
(461 véi t6 chire, ca nhan khong du diéu kién co s ndp hd
so truc tuyén). Néu ho so khong dat yéu cau thi huéng dan
t6 chirc, ca nhan bd sung theo ding quy dinh 01 1an duy
nhat.

2. Truong hop hd so déy da, quét (scan) va cap nhat, luu
trir hd so vao phan mém. In Gidy tiép nhan hd so va hen
tra két qua giao cho t6 chuc, ca nhan.

3. Xu ly, tham dinh, xac minh. Dy théo vin ban hodc quyét
dinh trinh Lanh dao UBND cép Xa xem Xét.
Ho so bao gom:

- T& khai dé nghi ban sao Trich luc hd tich theo mau trong
truong hop nguoi yéu cau 1a ca nhan hodc Vin ban yéu cau
cép ban sao Trich lyc hd tich néu 16 1y do trong truong hop
ngudi yéu cau 1a co quan, to chirc(néu ngudi ¢ yéu cau lua
chon ndp hd so theo hinh thire truc tiép);

Mau
01,02,03,04,0
5, 06
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Bicu
mau/Két qua

- Biéu mau dién tir twong tac cAp ban sao Gidy khai sinh,
ban sao Trich luc ho tich(do ngudi yéu cau cung cip thong
tin theo hudng dan trén Cong dich vu cong, néu ngudi c6
yéu cau lya chon nop hd so theo hinh thire truc tuyén);

- Ngudi c6 yéu cau cép ban sao Trich luc ho tichthuc hién
viéc ndp/xuat trinh (theo hinh thirc tryc tiép) hodc tai 1én
(theo hinh thirc truc tuyén) cac gidy td sau:

* Gidy to phai ndp:

- Vin ban Uy quyén theo quy dinh ciia phap ludt trong
truong hop ty quyén thuc hién yéu cau cdp ban sao Trich
luc ho tich. Truong hop ngudi duge Uy quyén 1a 6ng, ba,
cha, me, con, vQ, chéng, anh, chi, em rudt ciia nguoi uy
quyén thi vin ban iy quyén khong phai ching thyec.

* Gidy to phai xuit trinh:

-H6 chiéu hoac chiing minh nhan dan hodc thé can cudc
cong dan hodc cac gidy to khac c6 dan anh va thong tin ca
nhan do co quan c6 tham quyén cap, con gié tri sir dung dé
chtimg minh vé nhan than cta nguoi co yéu cau cip xac
nhén thong tin ho tich. Truong hop cac thong tin ca nhan
trong cac gidy to nay da c6 trong Co so dit liéu qudc gia vé
dan cu (CSDLQGVDC), Co s¢ dir liéu ho tich dién tir
(CSDLHTDT), dugc hé théng dién tu dong thi khéng phai
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Bicu
mau/Két qua

xudt trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thure truc tuyén);

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

*Luuy

- P6i voi gidy to nop, xuat trinh néu nguoi yéu cau ndp hod
so theo hinh thirc truc tiép:

+ Pdi v6i gidy to xudt trinh khi dang ky ho tich, nguoi tiép
nhén ¢6 trach nhiém kiém tra, d6i chiéu vai thong tin trong
to khai, chup lai hoac ghi lai thong tin dé luu trong hd so va
tra lai cho ngudi xudt trinh, khong duoc yéu cau ndp ban
sao hodc ban chyp gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao chimg
thuc tir ban chinh hodc ban sao duoc cap tir s6 gbc hodc ban
chup kém theo ban chinh gidy t& dé dbi chiéu. Truong hop
ngudi yéu cau nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan c6 trach nhiém kiém tra, di chiéu ban chup
v6i ban chinh va ky xac nhan, khong dugc yéu cau ngudi
di dang ky nop ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, di hd so
dang ky hd tich theo quy dinh cua phap luét ho tich, khong
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Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian

Bicu
mau/Két qua

duoc yéu cau ngudi ding ky ho tich ndp thém gidy to ma
phap luat ho tich khong quy dinh phai ndp.

- Pbi v6i gidy to giri kém theo néu nguoi yéu cau ndp ho so
theo hinh thuc tryc tuyén:

+ Ban chyp céc gidy to giii kém theo hd so cip ban sao
Trich luc ho tich truc tuyén phai bdo dam rd nét, dﬁy du,
toan ven vé ndi dung, 1a ban chup béng may anh, di¢n thoai
hodc duoc chup, dugc quét bﬁng thiét bi dién tu, tur giéy to
duoc cip hop 18, con gia tri sir dung; néu 1a gidy to do co
quan ¢ thim quyén nudc ngoai cp thi phai duoc hop phap
hoéa lanh su, dich sang tiéng Viét theo quy dinh, trir truong
hop duoc mién hop phap hoéa lanh sy.

+ Trudong hop nhan két qua (ban sao Trich luc ho tich) tai
co quan ding ky ho tich, ngudi c6 yéu cau cip ban sao Trich
luc ho tich phai xuét trinh giéy to tuy than; ndp cac giéy to,
tai liéu la thanh phﬁn hd so cép ban sao Trich luc ho tichtheo
quy dinh phép luat ho tich. Truong hop gidy to, tai lidu phai
gtri kém trong ho so cép ban sao Trich luc ho tich truc tiép
hodac truc tuyén da co6 ban sao dién tir hoac da c6 ban dién
tir gidy t& ho tich thi nguoi yéu cau duge sir dung ban dién
tor nay.

S6 lwong ho so: 01 bd
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Budc

Pon vi thye | Trach nhiém . o Thoi Bicu
thue L i Noi dung thwe hién ) x x .
n hién thuc hién : ) ) glan mau/Ket qua
hién
Lanh dao Chu tich/Phé Mau 04, 05
Budc3 | UBND cép | Chiitich UBND | Xem xét quyét dinh
Xa cap xa
B phan van - Va0 s, dong du van ban, luu hd so.
Budc 4 T Can bd van th s f . -
voe thu an bo van ttt G ho so, két qua cho Bo phan mot cira UBND cap xa Mau 04, 05
- Xac nhan trén phﬁn mém két qua TTHC da c6 tai B phan
B6 phan mdt mot clra.
Budc 5 | cira UBND Céan bo - Thong bao va tra két qua cho t6 chirc, c4 nhan. Thu phi, 1& Mau 04,05,06
cap xa phi (néu co).

- Két thiic trén phan mém
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18. Tén TTHC: Thi tuc xdc nhan thong tin ho tich

Thoi gian thuc hién: Ngay trong ngay tiép nhan ho so hodc c6 thé kéo dai hon theo thoa thuin bing vin ban véi ngudi yéu cau

chung thyc, néu tiép nhan sau 15 gio thi tra két qua trong ngay 1am viéc tiép theo.

(Cit giam 01 bude thuc hién)
Truwong hop 1: Khong phai kiém tra, xdc minh

Tong thoi gian thue hién TTHC: 03 ngay x 08 gid = 24 gid

Buéc
thuc
hién

DPon vi thuc
hién

Trach nhiém
thue hién

Noi dung thuc hién

Thoi
gian
24 gio

Biéu
mau/Keét
qua

Budce 1

Cong dan

Nguoi c6 yéu cau xac nhan thong tin ho tich truc tiép thuc hién
hodc uy quyén cho nguoi khac thyc hién nop ho so truc tiép hodc
gui | hé so qua hé thong buu chinh hoic nop hé so tryc tuyen

- Néu Iira chon hinh thtrc ndp hd so truc tlep, nguoi co yéu cau cap
xé4c nhan thong tin ho tich ndp ho so dé ‘nghi cap xac nhan thong
tin ho tich tai BO phan mot cua UBND cap xa; ndp phi, 1€ phi theo
quy dinh phap luat.

- Neu lya chon hinh thirc ndp hé so truc tuyen nguoi co yéu cau
cap xac nhan thong tin ho tich truy cap Cong dich vu cong qudc
gia (dja chi: https://dichvucong.gov.vn) hodc Cong Dich vu cong
tinh Ninh Binh (dia chi: https:/dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu di c6 tai khoan trén Cong dich vu cong)
hodc dang ky tai khoan (néu chua c6 tai khoan), xac thuc nguoi
ding theo hudng dan, ding nhap vao hé thong, xac dinh ding Co
quan quan 1y Co so dir liéu ho tich dién tir c6 tham quyén.

Budc 2

B6 phan mot
cuira UBND
cap xa

Cén bd

1. B0 phan mdgt ctra UBND cap Xa tlep nhéan ho so, kiém tra,
huéng dan tiép nhan hd so truc tuyén hoac truc tiép (déi voi to
chte, ca nhan khong du diéu kién co so ndp hd so truc tuyén).

12 gio

Mau
01,02,03,0
4.05, 06
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Buoéc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
gian
24 gior

Biéu
mau/Ket
qua

Néu ho so khong dat yéu cau thi hudng dan t6 chic, c4 nhan bo
sung theo dung quy dinh 01 1an duy nhat.

2. Trudng hop hd so ddy du, quét (scan) va cap nhat, luu trit hd
so vao phan mém. In Gidy tiép nhan hd so va hen tra két qua
giao cho t6 chuc, ca nhan.

3. Xu ly, tham dinh, xac minh. Dy théo van ban hodc quyét dinh
trinh L&nh dao UBND cap xa xem xét.

Ho so bao gdm:

- T khai dé nghi xac nhan thong tin ho tich theo mau (néu nguoi
c6 yéu cau lya chon ndp hd so theo hinh thire truc tiép);

- Biéu méu dién tir trong tac yéu cau cip van ban xac nhan thong
tin ho tich (do nguoi yéu cau cung cap thong tin theo huéng dan
trén Cong dich vu cong, néu ngudi co yéu cau lira chon nop hd
so theo hinh thirc tryc tuyén);

- Nguoi co yéu cu x4c nhéan thong tin hd tich thuc hién viéc
ndp/xuit trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thire truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy t0, tai liéu c6 lién quan dén ndi dung dé nghi xac nhan
thong tin hd tich;

- Vin ban uy quyén (dugc chimg thuc) theo quy dinh cta phap
luat trong truong hop uy quyén thuc hién vi¢c xin cép xac nhan
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thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thoi
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24 gior

Biéu
mau/Ket
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thong tin ho tich. Truong hop ngudi duoc Gy quyén 13 6ng, ba,
cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi vy quyén thi
van ban ty quyén khong phai chung thyc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc ching minh nhan dan hoac thé can cudc cong
dan hodc céc gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cép, con gia tri sir dung dé chimg minh vé
nhan than ciia ngudi c¢6 yéu cau cdp xac nhan thong tin ho tich.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong Co so dit liéu qudc gia vé dan cu (CSDLQGVDC), Co s&
dit liéu ho tich dién ti (CSDLHTDT), dugc hé théng dién tu dong
thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thire tryc tuyén);

- Gidy to ching minh noi cu tra. Truong hop cac thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC, dugc
dién tu dong thi khong phai xuét trinh (theo hinh thirc tryc tiép)
hodc tai 1én (theo hinh thirc tryc tuyén).

Trudng hop giri hd so qua hé thong buu chinh thi phai gui kém
theo ban sao ¢ chimg thuc cac gidy to phai xuat trinh néu trén.
*Luuy

- Péi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo
hinh thuc truc tiép:
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+ Pbi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan
6 trach nhiém kiém tra, d6i chiéu vai 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 duoc yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thyc
tir ban chinh hodc ban sao dugc cip tir s6 gbe hodc ban chup kém
theo ban chinh gidy t& dé ddi chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan co
trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh va ky xac
nhan, khéng dugc yéu cau nguoi di ding ky nop ban sao gidy to
do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, di hd so ding
ky ho tich theo quy dinh cta phép luat ho tich, khong dugc yéu
cau nguoi dang ky hé tich nop thém giéy to ma phap luat ho tich
khong quy dinh phai ndp.

- Poi v6i gidy to glri kém theo néu nguoi yéu cau ndp hod so theo
hinh thirc tryc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cip xac nhan thong
tin ho tich truc tuyén phai bao dam 1o nét, déy du, toan ven vé
noi dung, 1a ban chup béng may anh, dién thoai hoac duoc chup,
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duoc quét béng thiét bi dién tu, tir giéy to duoc cép hop 1€, con
gia tri st dung; néu 13 gidy to do co quan c6 thim quyén nudc
ngoai cip thi phai duoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop duoc mién hop phép héa lanh
su.

+ Trudng hop nhan két qua (Vin ban xac nhan thong tin ho tich)
tai co quan dang ky ho tich, nguoi c6 yéu cau cap xac nhan thong
tin ho tich xut trinh gidy to tuy than; ndp ban chup cac gidy to,
tai lidu c6 lién quan dén noi dung d& nghi xac nhan thong tin ho
tich theo quy dinh phép luat ho tich. Truong hop gidy to, tai liéu
phai giri kém trong hd so cip xac nhan thong tin ho tich truc tiép
hodac truc tuyén da co ban sao dién tir hoac da co ban dién tur giéy
t(‘y’ ho tich th‘i nguoi yéu cau duoc st dung ban dién tir nay.

So luwgng ho so: 01 bo

Budc 3

Lanh dap
UBND cap
xa

Chu tich/Pho
Chu tich UBND
cap xa

Xem xét quyét dinh

08 gid

Mau 04,
05

Buoc 4

B0 phéan van
thu

Can b0 van thu

- Vo s0, doéng d4u van ban, luu hd so.
- Gui ho so, két qua cho B§ phan mot cra UBND cap xa

02 gid

Mau 04,
05
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Budc . . ‘n Thoi Biéu
thuc Don - thye | Trach nl.lAu;m Noi dung thuc hién gran mauw/Két
‘n hién thuce hién : : * -
hién i T 24 gi&r qua
o - Thong béo cho t6 chirc, ca nhan dén nhan két qué (hoac tra qua
B¢ phan mot dich vu Buu chinh cong ich Miu
Buée5 | cira UBND Cén bo ich vu Buu chinh cong ich) 0280 | 1405 06
cip xa - Thu phi, 1¢ phi (neu co). 19

- Két thiic trén phan mém
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Tén TTHC: Thu tuc xac nhin thong tin h¢ tich
Truwong hop 2: Phai kiém tra, xac minh
Tong thoi gian thue hién TTHC: 10 ngay x 08 gid = 80 gio

Budc
thuc
hién

Don vi thuc
hién

Trach nhiém
thue hién

NOi dung thuc hién

Thaoi
gian
80 gio

Biéu
mau/Ket
qua

Budce 1

Cong dan

Nguoi co yéu cau xac nhan thong tin ho tich truc tiép thyc hién
hodc uy quyen cho nguoi khac thyc hién nop. ho so truc tlep hodc
guri | hé so qua hé thong buu chinh hoic nop hé so tryc tuyen

- Néu Iya chon hinh thirc ndp ho so truc tlep, nguoi cd yéu cau cap
xac nhan thong tin ho tich nop hd so dé nghi cap xac nhan thong
tin ho tich tai B0 phan mot cuia UBND cép xa; ndp phi, 1€ phi theo
quy dinh phap luét.

- Neu lya chon hinh thirc ndp hé so truc tuyen nguoi co yéu cau
cap xac nhan thong tin ho tich truy cap Cong dich vu cong qudc
gia (dia chi: https://dichvucong.gov.vn) hoic Cong Dich vu cong
tinh Ninh Binh (dia chi: https://dichvucong.ninhbinh.gov.vn).
Ping nhap tai khoan (néu da c6 tai khoan trén Cong dich vu cong)
hodc ding ky tai khoan (néu chua co tai khoan), xac thuc ngudi
ding theo hudng dan, ding nhap vao hé thong, xac dinh dung Co
quan quan 1y Co so dir liéu ho tich dién tir c6 tham quyén.

Budce 2

B6 phan mdt
cra UBND
cap xa

Can bo

1. B0 phan mdt cira UBND cap xa tlep nhéan ho so, kiém tra,
hudng dan tiép nhan ho so truc tuyén hodc truc tiép (ddi voi to
chtrc, ca nhan khong du diéu kién co so ndp ho so truc tuyén).
Néu hd so khong dat yéu cau thi hudng dan 6 chirc, c4 nhan bd
sung theo dung quy dinh 01 1an duy nht.

60 gid

Mau
01,02,03,0
4.05, 06



https://dichvucong.gov.vn/
https://dichvucong.ninhbinh.gov.vn/
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2. Trudng hop ho so ddy du, quét (scan) va cap nhat, luu trir hd
so vao phan mém. In Gidy tiép nhan hd so va hen tra két qua
giao cho t6 chuc, ca nhan.

3. Xu ly, tham dinh, xac minh. Dy théo van ban hodc quyét dinh
trinh Lanh dao UBND cép xa xem xét.

Ho so bao gdm:

- T khai dé nghi xac nhan thong tin ho tich theo mau (néu nguoi
c6 yéu cau lya chon ndp hd so theo hinh thire truc tiép);

- Biéu méu dién tir trong tac yéu cau cip van ban xac nhan thong
tin ho tich (do nguoi yéu cau cung cip thong tin theo hudng dan
trén Cong dich vu cong, néu ngudi co yéu cau lira chon ndp hd
so theo hinh thirc tryc tuyén);

- Nguoi co yéu cu x4c nhéan thong tin hd tich thuc hién viéc
ndp/xuit trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh
thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy t0, tai liéu c6 lién quan dén ndi dung dé nghi xac nhan
thong tin ho tich;

- Vin ban uy quyén (duoc ching thuc) theo quy dinh ctia phap
luat trong truong hop uy quyén thuc hién vi¢c xin cép xac nhan
thong tin ho tich. Truong hop ngudi duge ty quyén 13 6ng, ba,
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Don vi thuc
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cha, me, con, vo, chéng, anh, chi, em rudt cua nguoi uy quyén thi
van ban ty quyén khong phai chtng thuc.

* Gidy to phai xuat trinh:

- Ho chiéu hodc ching minh nhan dan hoac thé can cudc cong
dan hodc céc gidy to khac co dan anh va thong tin ca nhan do co
quan c6 tham quyén cép, con gia tri sir dung dé chimg minh vé
nhan than ciia ngudi c¢6 yéu cau cap xac nhan thong tin ho tich.
Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong Co s& dit liéu quc gia vé dan cu (CSDLQGVDC), Co s&
dit liéu ho tich dién ti (CSDLHTDT), dugc hé théng dién tu dong
thi khong phai xuét trinh (theo hinh thirc truc tiép) hodc tai 1én
(theo hinh thire tryc tuyén);

- Gidy to chitng minh noi cu tra. Trudng hop céc thong tin vé
gidy to chimg minh noi cu tra da c6 trong CSDLQGVDC, dugc
dién tu dong thi khong phai xuét trinh (theo hinh thirc tryc tiép)
hodc tai 1én (theo hinh thuc truc tuyén).

Trudng hop giri hd so qua hé thong buu chinh thi phai gui kém
theo ban sao ¢ chimg thuc cac gidy to phai xuat trinh néu trén.
*Luuy

- Péi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo
hinh thuc truc tiép:
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+ Pbi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép nhan
6 trach nhiém kiém tra, d6i chiéu vai 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 duoc yéu cau ndp ban sao hodc ban chup
gidy to do.

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao ching thyc
tir ban chinh hodc ban sao duge cap tir s6 gbe hodc ban chup kém
theo ban chinh gidy t& dé ddi chiéu. Truong hop ngudi yéu cau
ndp ban chup kém theo ban chinh gidy to thi nguoi tiép nhan co
trach nhiém kiém tra, ddi chiéu ban chup v6i ban chinh va ky xac
nhan, khéng dugc yéu cau nguoi di dang ky nop ban sao gidy to
do.

+ Nguoi tiép nhan cé trach nhiém tiép nhan dung, di hd so ding
ky ho tich theo quy dinh cta phép luat ho tich, khong dugc yéu
cau nguoi dang ky hé tich nop thém giéy to ma phap luat ho tich
khong quy dinh phai ndp.

- Poi v6i gidy to glri kém theo néu nguoi yéu cau ndp ho so theo
hinh thirc tryc tuyén:

+ Ban chup céac gidy to gii kém theo ho so cap xac nhan thong
tin ho tich truc tuyén phai bao dam rd nét, dﬁy du, toan ven vé
noi dung, 1a ban chup béng may anh, dién thoai hoac duoc chup,
dugc quét bang thiét bi dién tir, tir gidy t duoc cap hop 18, con
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gia tri st dung; néu 13 gidy to do co quan c6 thim quyén nudc
ngoai cap thi phai dugc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop duoc mién hop phép héa lanh
su.

+ Trudng hop nhan két qua (Vin ban xac nhan thong tin ho tich)
tai co quan dang ky ho tich, nguoi c6 yéu cau cap xac nhan thong
tin ho tich xut trinh gidy to tuy than; ndp ban chup céc gidy to,
tai lidu c6 lién quan dén noi dung dé nghi xac nhan thong tin ho
tich theo quy dinh phép luat ho tich. Truong hop gidy to, tai liéu
phai giri kém trong hd so cip xac nhan thong tin ho tich truc tiép
hodac truc tuyén da co ban sao dién tir hoac da co6 ban dién tir giéy
t(‘y’ ho tich th‘i nguoi yéu cau duoc st dung ban dién tir nay.

So luwgng ho so: 01 bo

Budc 3

Lanh dap
UBND cap
xa

Chu tich/Pho
Chu tich UBND
cap xa

Xem xét quyét dinh

16 gio

Mau 04,
05

Buoc 4

B0 phéan van
thu

Can b0 van thu

- Vo s0, doéng d4u van ban, luu hd so.
- Gui ho so, két qua cho B§ phan mot cra UBND cap xa

02 gid

Mau 04,
05
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- Két thiic trén phan mém
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