THU TUC HANH CHINH THUQC PHAM VI CHUC NANG
QUAN LY CUA SO TU PHAP
(Ban hanh kem theo Quyét dinh so 2103/QD-UBND ngay 28 thang 4 nam 2016 cua
Chu tich Uy ban nhan dan thanh pho)

~ Tha tyuc hanh chinh thudc thAm quyén giai quyét ciia Uy ban nhin dan

cap huyén
I. Linh vue H§ tich
12. Thi tuc Ghi vao s6 hd tich viéc khai sinh di dwoc giai quyét tai co

quan c6 thim quyén ciia nwée ngoai

a) Trinh ty thyuc hién:

- Buéde 1: Nguoi co yéu cau ghi vao sd ho tich viée khai sinh da dugc giai
quyét tai co quan c6 thAm quyén ctia nudc ngoai ndp hd so truc tiép tai Bo phan tiép
nhan va tra két qua cua ny ban nhan dan quan, huyén noi nguoi yéu cau cu tra hodc
qua dudng buu chinh, tir thir hai dén th sau (budi sang tir 07 gio 30 phut dén 11gid
30 phut, budi chiéu tir 13g 00 dén 17gid 00) va sang thtr bay (tir 07 gio 30 phat dén
11gio 30 phut).

- Buwée 2: B phan tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén
tiép nhan ho so, kiém tra tinh hop 1& va ddy du cta cac gidy to c6 trong hd so:

* Truong hop nop truc tiép:

+ Truong hop hd so day da hop 18, cdng chic tiép nhan va xt Iy hd so theo quy
dinh;

Truong hop tiép nhan hé so sau 15 gid ma Uy ban nhan dan quan, huyén khong
thé giai quyét va tra két qua ngay trong ngay thi nguoi tiép nhan hd so phai c6 phiéu
hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi ndp hd so.

+ Trudng hop hd so chua day du, chua hop 18, céng chirc dugc phan cong tiép
nhan hudéng dan bang van ban cho ngudi ndp hd so bd sung va hoan thién hd so theo
quy dinh.

* Truong hop ndp qua buu chinh:

Trudng hop hd so day du va hop 1¢ thi thyc hién giai quyét hod so theo quy
dinh. Truong hop ho so chua ddy du hodc chua hop 1& thi moi ngudi nép hd so dén
bd sung theo quy dinh.

- Buée 3: Sau khi nhan ho so ddy du va hop 18, Phong Tu phap kiém tra, néu
thdy yéu cau 1a phu hop thi ghi vao S6 ho tich va bao cao Chu tich Uy ban nhan dan
quan, huyén cip trich luc cho ngudi yéu cau. Trudng hop tir chdi, théng bao bang
van ban, c6 néu rd 1y do.



* Truong hop can xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc.

b) Céch thire thwe hién: Nop ho so va nhan két qua tryc tiép tai Uy ban nhan
dan quan, huyén hodc giri hd so qua duong buu chinh.

¢) Thanh phén, s6 lwgng hé so:
- Thanh phan ho so :

* Gidy to phai nop:

+ T& khai theo mau quy dinh;

+ Ban sao Gidy to chting minh viéc sinh dd duogc giai quyét tai co quan c6 thim
quyén clia nudc ngoai;

+ Trudng hop Gy quyén thuc hién viéc ghi cht khai sinh di duoc giai quyét tai
co quan c6 thAm quyén cta nudc ngoai: Vin ban ty quyén theo quy dinh phap luat.

Truong hop nguoi dugce uy quyén la 6ng, ba, cha, me, con, vo, chéng, anh, chi,
em rudt ciia ngudi uy quyén thi vin ban uy quyén khong phai cong chimg, chimg
thuc, nhung phai c6 gidy to ching minh mbi quan hé véi nguoi ty quyén.

+ Van ban thoa thuan lua chon quéc tich cho con cta cha, me dbi véi truong
hop nguoi yéu cau ghi vao sé ho tich viéc khai sinh c6 cha hodc me 1a cong dan
Viét Nam con nguoi kia 13 cong dan nudc ngoai, trong truong hop gidy khai sinh va
gidy to di lai quéc té do co quan c6 tham quyén nudc ngoai cap khong ghi quéc tich
cua con.

* Gidy tO phai xuét trinh:

+ Gidy to tiiy than (gom: ho chiéu, ching minh nhan dén, thé cin cudc cong dan
hodc gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cap,
con gia tri sir dung);

+ Gidy to chimg minh noi cu tri ciia cong dan Viét Nam ghi vao S6 ho tich viéc
khai sinh.

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

- S6 lugng ho so: 01 bd.

d) Thoi han giai quyét: Trong ngdy 1am viéc. Néu nop hod so sau 15 gio ma
khong giai quyét dugc ngay thi tra két qua trong 1am viéc tiép theo.

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

d) Poi twong thuc hién thi tuc hanh chinh: C4 nhan.



e) Co quan thyc hién thia tuc hanh chinh:

- Co quan c6 thAm quyén quyét dinh: Uy ban nhan dan quan, huyén.

- Co quan thuc hién thi tuc hanh chinh: Phong Tu phép.

o) Két qua thuwe hién thi tuc hanh chinh: Trich luc ghi cht khai sinh hodc van
ban tir choi, c6 néu 1o ly do.

h) Lé phi: 50.000 dong.

i) Tén miu don, miu to khai: Ty khai theo miu quy dinh tai Théng tu s6
15/2015/TT-BTP ngay 16/11/2015 cua Bo truong B Tu phap.

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

Gidy to do co quan c6 tham quyén ciia nudc ngoai cap, cong chimg hodc xac nhan
dé su dung cho vi¢c dang ky hd tich tai Vi¢t Nam phai dugc hop phép hoa lanh sy, trir
truong hop duoc mién theo diéu udc qubc té ma Viét Nam 1a thanh vién; gidy to bang
tiéng nudce ngoai phai dugce dich ra tiéng Viét va cong ching ban dich hodc chimg thuc
chir ky nguoit dich theo quy dinh ctia phap luat.

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

- Luat Ho tich ngay 20/11/2014 (¢6 hiéu luc tir ngay 01/01/2016);

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh chi
tiét mot s6 diéu va bién phap thi hanh Luat Ho tich (c6 hiéu luc tir ngay 01/01/2016);

- Théng tu sb 15/2015/TT-BTP ngay 16/11/2015 cua Bo truéng Bo Tu phap
Quy dinh chi tiét thi hanh mot sb diéu cta Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/1/2015 cta Chinh pht quy dinh chi tiét mot sé diéu va
bién phap thi hanh Luat HO tich (c6 hi¢u luc tir ngay 02/01/2016);

- Quyét dinh sd 103/2007/QD-UBND ngay 30/7/2007 cua Uy ban nhan dan
Thanh phd vé 1& phi ho tich (c6 hiéu luc tir ngay 08/08/2007).
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T6i cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trude phap
lut vé cam doan cta minh.

Tai liéu guri kem theo To khai: Lam tgi: ..., NQAY ... thang ....... nam ...

Ngudi yéu cau
(Ky, ghi r6 ho, chir dém, tén)

Chu thich:

) Ghi rd tén co quan thyc hién ghi cha ho tich.

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

(3) Ghi théng tin vé gidy to tity than nhu: h chiéu, chimg minh nhan dan hozc gidy to hop 1¢ thay thé (vi du:
Chung minh nhan dan sb 00108912345 do Céng an thanh phd Ha Noi cip ngay 20/10/2004).

*) Ghi r5 loai viéc ho tich da dang ky (thay ddi ho tich, khai tir).

) Ghi 5 tén gidy to ho tich duoc co quan c6 tham quyén nudc ngoai cap.



® Ghi r5 tén co quan nudc ngoai da dang ky su kién ho tich.



