THU TUC HANH CHINH THUQC PHAM VI CHU'C NANG
QUAN LY CUA SO TU PHAP
(Ban hanh kém theo Quyér dinh sé 5511/0P-UBND ngay 24/11/2023 ciia Uy
ban nhan dan Thanh phd)

Thi tuc hanh chinh thugc tham quyén giai quyét ciaa Uy ban nhan dan
cip huyén

I. Linh vuc H tich

10. Tha tuc Ping ky khai sinh c¢é yéu t6 nwéc ngoai cho ngwoi di cé
hd so, gidy to c4 nhan

a) Trinh tw thuc hién:

- Buéc 1: C4 nhan c6 yéu td nude ngoai di co hd so, gidy to dd c6 ho so,
gidy to c& nhan nop hd so truc tiép tai B phan tlep nhan va tra két qua caa Uy
ban nhan dan quan, huyén noi cu tri truéc khi xuat canh hoic qua duong buu
chinh, tir thtr hai ¢én thir sdu (budi séng tir 07 gio 30 phut dén 11gid 30 phat, budi
chiéu tir 13g 00 dén 17gio 00) va sang thtr bay (tir 07 gio 30 phat dén 11gio 30
phut).

- Buwéc 2: Bo phan tiép nhan va tra két qua cua Uy ban nhan dan quan,
huyén tiép nhan ho so, kiém tra tinh hop I¢ va dy du cua céc giay to co trong ho
SO

* Truong hop nop truc tiép:

+ Truong hop hd so hop 1é va day du theo quy dinh thi cap Bién nhan ho
S0;

+ Truong hop hd so chua day du, chua hop 18, cdng chirc duoc phan cong
tiép nhan hudng 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:

Truong hop hd so day du va hop 1é thi thuc hién giai quyét hd so theo quy
dinh. Truong hop hd so chua day du hodc chua hop 18 thi moi ngudi nép hd so
dén bo sung theo quy dinh.

- Buéc 3: Trong thoi han 05 ngay lam viéc, ké tur ngay nhan ho so day du
va hop 1¢, Phong Tu phép kiém tra, x4 minh hé so. Néu viéc ding ky lai khai
sinh 12 ding theo quy dinh cua phap luat. Phong Tu phéap bdo cao Chu tich Uy
ban nhan dan quan, huyén cap Giay khai sinh cho nguoi duge dang ky khai sinh.

Néu viéc dang ky lai khai sinh dugc thuc hién tai Uy ban nhan dan phuong,
x4, thi tran khong phai 1a noi da dang ky khai sinh truge déy thi Phong Tu phap
bao cao Chu tich Uy ban nhan dan quan, huyén c6 vin ban dé nghi Uy ban nhan
dan noi dang ky khai sinh trude day/So Tu phap kiém tra, x4c minh vé viéc luu
giir s6 ho tich tai co quan.

Trong thai han 05 ngay lam viéc, ké tir ngay nhan duoc vin ban dé nghi,
Uy ban nhan dan noi di dang ky khai sinh trude day/S¢ Tu phap tién hanh kiém
tra, x4 minh va tra 1i bang vin ban vé viéc con luu giir hodc khong luu gitt duoc
s6 ho tich.



Trong thoi han 03 ngay 1am viéc, ké tir ngay nhan duoc két qua xac minh
Vé viéc khong con luu gitr duoc s6 ho tich tai noi da dang ky khai sinh, néu thay
hd so day du, chinh xac, ding quy dinh phap luat, Phong Tu phap bao cdo Chu
tich Uy ban nhan dan quan, huyén cap Gidy khai sinh cho nguoi dugce ding ky
Kkhai sinh.

Truong hop can xac minh, thi thoi han xac minh duoc kéo dai thém khong
qua 08 ngay lam viéc.

* Truong hop tir chdi, thdng b&o bang vin ban, c6 néu rd 1y do.

- Bwéc 4: Can ctr vao ngay hen trén Bién nhan dén nhan két qua giai quyét
tai BO phan tiép nhan va tra ho so cua Uy ban nhan dan quan, huyén.

b) Céch thic thuc hién: Nop va nhan hd so truc tiép tai Uy ban nhan dan
quan, huyén hoic giri hd so qua duong buu chinh.

¢) Thanh phan, sb lweng hd so:

- Thanh phan hé so :

* Gidy to phai nop:

+ T khai ding ky khai sinh theo mau quy dinh;

+ Vin ban cam doan vé viéc chua dugc dang ky khai sinh;

+ Ban sao toan bo ho so, gidy to cia ngudi yéu cau hoac ho so, gidy to, tai
liu khac trong d6 co cac thong tin lién quan dén ndi dung khai sinh cia nguoi
do. Cu theé:

[ Ban sao Giay khai sinh do co quan c6 tham quyén cua Viét Nam cap
(ban sao dugc cong chung, chang thuc hop 18, ban sao dugc cap tir S6 dang ky
khai sinh).

[ Ban chinh hoac ban sao gidy to 6 gié tri thay thé Gidy khai sinh duoc
cap trude ndm 1945 & mién Bac va truoc nam 1975 o mién Nam.

* Truong hop ngudi yéu cau dang ky lai khai sinh khéng c6 glay to quy
dinh nhu néu trén thi gidy to do co quan c6 tham quyén caa Viét Nam cap hop 1é
sau day 1a co sé dé xac dinh ndi dung dang ky lai khai sinh. Cy thé:

[J Giay chang minh nhan dan, Thé can cudc cong dan hoic Ho chiéu:;

[1 S6 ho khau, S6 tam trd, gidy to ching minh vé noi cu tru;

[ Bang tét nghiép, Gidy chiing nhan, Chiing chi, Hoc ba, Ho so hoc tap
do co quan dao tao, quan ly gio duc c6 tham quyén cap hoic xac nhan;

[ Giay to khac co thong tin vé ho, chir dém, tén, ngay, thang, nim sinh
cua cé nhan;

[J Gidy to chttng minh quan hé cha con, me con.

Nguoi yéu cau ding ky lai khai sinh c6 trach nhiém nop day dua ban sao
cac gidy to néu trén (néu c6) va phai cam doan di nop du cac gidy to minh cé.
Truong hop nguoi yéu cau dang ky lai khai sinh cam doan khong dung su that,
cd y chi nop ban sao giay to ¢6 loi dé dang ky lai khai sinh thi viéc dang ky lai
khai sinh khong co gia tri phap ly.



+ Trudng hop uy quyén thuc hién viéc ding ky khai sinh c6 yéu té nudc
ngoai cho ngudi da c6 ho so, gidy to ca nhan: Vin ban ty quyén theo quy dinh
phap luat.

Trudng hop nguoi duoc uy quyén 14 6ng, ba, cha, me, con, vg, chong, anh,
chi, em rudt caa nguoi uy quyen thi van ban uy quyen khong phai cong ching,
chung thyc, nhung phai co gidy to chung minh mdi quan hé véi ngudi ty quyeén.

* Glay to phai xuat trinh:

+ Gidy to tuy than (gom ho chiéu, ching minh nhan dan, thé can cudc
cong dan hoac glay to khac c6 dan anh va thong tin ca nhan do co quan c6 tham
quyén cap, con gia tri s dung);

+ Giay to chirng minh noi cu tru;

Truong hop gui hd so qua dudng buu chinh thi phai gui kem theo ban sao
c6 chang thuc cac glay to phai xuét trinh néu trén.

- Sb luong ho so: 01 bd.

d) Thoi han giai quyét: Trong thoi han 05 ngay lam viéc, ké tir ngay nhan
hd so day da va hop lé.

Truong hop can xac minh, thi thoi han duoc kéo dai thém khong qua 08
ngay lam viéc.

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

e¢) Co quan thyc hién tha tuc hanh chinh:

- Co quan cé tham quyén quyét dinh: Uy ban nhan dan quan, huyén.

- Co quan thyc hién tha tuc hanh chinh: Phong Tu phap.

- Co quan phdi hep thuc hién tha tuc hanh chinh: Uy ban nhan dan da
dang ky khai sinh trude day/Sé Tu phap.

g) Két qua thuc hién thi tuc hanh chinh: Giay khai sinh hoic vin ban
tir chéi, co néu rd Iy do.

h) Lé phi: 50.000 dong.

i) Tén miu don, miu to khai: To khai theo mau quy dinh tai Thong tu s6
04/2020/TT-BTP ngay 28/5/2020 cia Bo truong B Tu phap.

K) Yéu cau, diéu kién thwc hién thi tuc hanh chinh:

- Nguoi Viét Nam dinh co ¢ nudc ngoai, chua dugc dang ky khai sinh
nhung c6 hd so, néu ¢ ho so, gidy to ca nhan trong d6 ghi noi sinh tai Viét Nam
(ban chinh hoic ban sao duoc ching thuc hop 18) nhu: Ho chiéu, ching minh
nhan dan, thé cin cudc cong dan, S6 ho khau; S6 tam tri hodc gidy to ¢d dan anh
va thdng tin ¢4 nhan dan do co quan c6 tham quyén cua Viét Nam cap va co yéu
cau dang ky khai sinh thi Uy ban nhan dan cap huyén noi cu tra trudc khi xuat
canh cua nguoi do6 thuc hién viéc dang ky khai sinh.

- Giay to do co quan c6 tham quyén ctia nudc ngoai cap, cdng chiing hoic
xé&c nhan dé sir dung cho viéc ding ky ho tich tai Viét Nam phai duoc hop phap
hoéa 1anh sy, trir truong hop dugc mién theo diéu woc qudc té ma Viét Nam 1a
thanh vién; gidy to bing tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong
churng ban dich hoac chang thuc chit ky nguoi dich theo quy dinh caa phap luat.

) Cin ctx phap ly cia thi tuc hanh chinh:



- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

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

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua Chinh phu quy dinh
vé Co sé dit liéu ho tich dién tir, dang ky ho tich truc tuyén:

- Nghi dinh sé 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
bd sung mot sé diéu cua cac nghi dinh lién quan dén viéc nop, xuét trinh s6 ho
khau, s6 tam tr( gidy khi thuc hién thu tuc hanh chinh, cung cap dich vu cong;

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

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

- Théong tu sb 03/2023/TT -BTP ngay 02/8/2023 cua B§ truéng Bo Tu
phap sira d6i, bo sung mot s6 noi dung cua Thong tu s6 01/2022/TT -BTP ngay
04/01/2022 quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sé
87/2020/ND -CP ngay 28/7/2020 cua Chinh pha quy dinh vé Co so dir liéu ho
tich dién ttr, dang ky ho tich truc tuyén;

- Thong tu sb 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy dinh
muc thu, ché do thu, nop, quan Iy va st dung phi khai thac, str dung théng tin trong
co so dir liéu ho tich, phl x&c nhan c6 qudc tich Viét Nam, phi xac nhan 1a nguoi goc
Viét Nam, Ié phi quéc tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudng
dan vé phi va Ié phi thudc tham quyén quyét dinh cua Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu sb 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sua
d6i, bo sung mot sd diéu cua Thong tu s6 85/2019/TT -BTC ngay 29/11/2019 cua
Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh caa Hoi
ddng nhan dan tinh, thanh phé tryc thuoc Trung wong;

- Nghi quyét s6 124/2016/NQ -HDPND ngay 09/12/2016 ctia Hoi dong nhan
dan Thanh phé vé cac loai phi va 18 phi trén dia ban Thanh phd H6 Chi Minh;

- Nghi quyét s6 07/2024/NQ-HDPND ngay 19 thang 5 nam 2024 ciia Hoi
d6ng nhan dan Thanh phé H6 Chi Minh quy dinh mic thu Ié phi trong thyc hién
tha tuc hanh chinh &p dung dich vu céng truc tuyén trén dia ban Thanh ph Ho
Chi Minh;

- Quyét dinh s6 52/2016/QD-UBND ngay 10/12/2016 cua Uy ban nhan
dan Thanh phé ban hanh mirc thu 10 loai phi va 7 loai 18 phi trén dia ban Thanh
phé Ho Chi Minh;



- Quyét dinh sb 2466/QD-BTP ngay 20/10/2023 cua Bo truong Bo Tu phap
vé viéc cong bd tha tuc hanh chinh duoc sira d6i, bd sung trong linh vuc ho tich thuc
hién tai co quan dang ky hd tich thugc pham vi chirc nang quan Iy nha nudc cua Bo
Tu phap.

- Quyét dinh s6 3291/QD-UBND ngay 10/9/2021 ciua Chu tich Uy ban
nhan dan Thanh phé H6 Chi Minh vé viéc cong b danh muc thi tuc hanh chinh
linh vuc H¢ tich thudc pham vi chie nang quan ly cua Sé Tu phap.

- Quyét dinh s 1848/QDb-UBND ngay 10/5/2023 cua Chu tich Uy ban
nhan dan Thanh phé H6 Chi Minh vé viéc cong b danh muc thi tuc hanh chinh
linh vuc H¢ tich thudc pham vi chire nang quan ly cua Sé Tu phap.

- Quyét dinh s6 5511/QD-UBND ngay 24/11/2023 cua Uy ban nhan dan Thanh
phd H6 Chi Minh vé viéc cong bd danh muc tha tuc hanh chinh linh vyc H tich
thuoc pham vi chitc nang quan ly cua Sé Tu phap.
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Chd thich:

) Ghi rd tén co quan ding ky lai khai sinh

@ Ghi theo noi dang ky thuong tri; néu khong c6 noi dang ky thuong trd
thi ghi theo noi dang ky tam tr(; truong hop khong cé noi dang ky thuong tru va
noi dang ky tam trd thi ghi theo noi dang sinh sdng.

®) Ghi théng tin vé gidy to tdy than cua ngudi di dang ky, ghi 18 s6, co quan
cap, ngay cap ho chiéu, chang minh nhan dan hodic gidy to hop 1é thay thé (Vi
dy: Chirng minh nhan dan s6 001089123 do Cong an thanh ph Ha Noi cap ngay
20/10/2004).

@ Truong hop sinh tai co so'y té thi ghi 15 tén co s6'y té va dia chi coso'y
te do; truong hop sinh ra ngoai co s¢'y te thi ghi dia danh cua 03 cap hanh chinh
(xa, huyén, tinh) noi sinh ra; truong hop khong rd noi sinh day du thi chi ghi dia
danh hanh chinh cap tinh.

®) Ghi day du ngay, thang sinh cua cha, me (néu co).

©®) Ghi tén co quan da ding ky khai sinh trudc day.

() Chi khai trong truong hop biét rd.

® P& nghj danh dau X vao 6 néu c6 yéu cau cap ban sao va ghi rd sé luong.



