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

Thi tuc hanh chinh thugc thAm quyeén giai quyét cia Uy ban nhan
dan cap huyén

L. Linh vuc H tich

3. Thii tuc Piing ky khai tir c6 yéu té nwéc ngoai

a) Trinh tw thuc hién:

- Bwéc 1: Nguoi co yéu cau dang ky khai tir nop ho so truc tiép tai B0 phan
tiép nhan va tra két qua cua Uy ban nhan dan quan, huyén noi cu tra cudi cling
ctia ngudi chét hodc qua dudng buu chinh, tir thir hai ¢én thir sau (budi sang tir
07 gid 30 phat dén 11gid 30 phdt, budi chidu ti 13900 dén 17gio00) va sang thir
bay (tir 07 gio 30 phut dén 11gio 30 phat).

Truong hop khong xé4c dinh duge noi cu tri cudi cling cua nguoi chét theo
quy dinh thi nguoi c6 yéu cau dang ky khai tir nop ho so hoic gui ho so qua
duong buu chinh dén Bo phan tiép nhan va tra két qua cua Uy ban nhan dan quan,
huyén noi ngudi d6 chét hodc noi phat hién thi thé nguoi chét thyc hién viéc ding
ky khai tir.

- Buédc 2: Bo phan tiép nhan va tra két qua cua Uy ban nhan dan quan,
huyén tiép nhan hd so, kiém tra tinh hop 1& va dy du cua céc giay to c6 trong hd
SO.

* Truong hop nop truc tiép:

+ Truong hop ho so day da hop 18, cong chuc tiép nhan va xir Iy ho so theo
quy dinh;

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

+ Truong hop hd so chua day du, chua hop 18, cong chirc duoc phan cong
tiép nhan hudng dian bang vian ban cho ngudi ndp hd so bo 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 chwa day du hodc chua hop 18 thi moi ngudi nop hd so
dén bo sung theo quy dinh.

- Buéc 3: Ngay khi nhan ho so day da va hop 1é, céng chic l1am cong tac
ho tich, ngudi di dang ky khai tir cling Ky tén vao So6 ho tich. Phong Tu phap bao
céo.



Chu tich Uy ban nhan dan quan, huyén cap trich luc khai tir cho nguoi duoc
dang ky khai tir. Truong hop tir chdi, thdng bao bang van ban, cé néu rd 1y do.

b) Céch thirc thuc hién: Nop hd so va nhan két qua 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 hd so:

* Gidy to phai nop:

+ To khai theo mau quy dinh;

+ Glay bao tir hodc gidy to khac thay gidy béo tir cho co quan ding ky ho
tich. Giay to thay thé giay béo tir, bao gom

[ D6i voi nguoi chét tai co sé'y té thi Thi trudng co sé'y té cap Gidy bao
tur;

7 i véi ngudi chét do thi hanh &n tir hinh thi Chu tich Hoi dong thi hanh
an tu hinh cap giay xac nhan viéc thi hanh an tir hinh thay Giay béo tu;

[ D6i voi ngudi bi Toa an tuyén bd 1a da chét thi Ban an, quyét dinh c6
hiéu lyc cua Toa an thay Giay bao tir;

[ D6i voi ngudi chét trén phuong tién giao thong, chét do tai nan, bi giét,
chét dot ngot hodc chét co nghi van thi vin ban xac nhan cia co quan cong an
hoic két qua giam dinh caa Co quan giam dinh phap y thay Giay béo tir;

* Truong hop y quyén thuc hién viéc dang ky khai tir: Vin ban ay quyén
theo quy dinh phép luat.

* Giay to phai xuat trinh:

+ Gidy to tly than (gom: hg chiéu, chang minh nhan dén, thé can cuée
cong dan hoac gidy to khac ¢6 dan anh va thong tin ca nhan do co quan co tham
quyén cap, con gia tri sir dung) dé chitng minh vé nhan than cua ngudi ¢d yéu cau
dang ky khai tu;

+ Gidy to chitng minh noi cu tra cudi cling cua ngudi chét dé xac dinh tham
quyén.

Trudng hop gui hd so qua duong buu chinh thi phai gui kém theo ban sao
c6 chung thuc cac glay to phai xuat trinh néu trén.

- S6 luong ho so: 01 bd.

d) Thei han giai quyét: Ngay trong ngay lam viéc. Néu nop ho so sau 15
gid ma khong giai quyét dugc ngay thi tra két qua trong lam viéc tiép theo.



Truong hop can xac minh thi thoi han giai quyét khéng quéa 3 ngay lam
VIEC.

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

e) Co quan thyc hién tha tuc hanh chinh:

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

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

g) Két qua thuc hién thia tuc hanh chinh: Trich luc Khai tir hodc van ban
tir chdi, ¢ néu rd Iy do.

h) Lé phi: 50.000 dong.

i) Tén méu don, miu to khai: To khai theo mau quy dinh tai Thong tu s6
15/2015/TT-BTP ngay 16/11/2015 ctia B truong Bo Tu phap.

K) Yéu cau, diéu kién thuc hién tha tuc hanh chinh:

- Giay to do co quan c6 tham quyén ciia nudc ngoai cap, cdng chiing hoac
xé&c nhan dé st dung cho viéc dang ky h¢ tich tai Viét Nam phai dugc hop phap
hoa lanh sy, trir trueong hop duoc mién theo diéu wdc qudc té ma Viét Nam la
thanh vién; gidy to bang tiéng nudc ngoai phai dugc dich ra tiéng Viét va cong
chung ban dich hoac chang thuc chit ky nguoi dich theo quy dinh caa phap luat.

1) Can cwr phap ly cia thi tuc hanh chinh:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat HO tich nam 2014;

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

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

- Nghi dinh s6 104/2022/ND-CP ngay 21/12/2022 cta Chinh phu stra dbi,
bo sung mot sb diéu cua cac nghi dinh lién quan dén viéc nop, xuét trinh s hd
khau, s6 tam trG giéy khi thyc hién thu tuc hanh chinh, cung cép dich vy cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B6 Tu phéap quy dinh
chi tiét thi hanh mot sb diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot sé diéu va bién phap thi
hanh Luat H¢ tich;

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

- Thong tu s6 03/2023/TT -BTP ngay 02/8/2023 ciia Bo truéng B Tu
phap sitra doi, b6 sung mot sé nodi dung ctia Thong tu s6 01/2022/TT -BTP ngay
04/01/2022 quy dinh chi tiét mot sd diéu va bién phap thi hanh Nghi dinh s6
87/2020/ND -CP ngay 28/7/2020 ctia Chinh phu quy dinh vé Co s& dit liéu ho
tich dién tur, dang ky ho tich truc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctia Bo Tai chinh quy dinh
murc thu, ché do thu, ndp, quan 1y va str dung phi khai thac, st dung thong tin trong



co sO dir li€u ho tich, phi xac nhan c6 quéc tich Viét Nam, phi xac nhan la nguoi géc
Viét Nam, I¢ phi qué)c tich;

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 ctia Bo Tai chinh hudng
dan vé phi va 1é phi thuéc tham quyén quyét dinh cua Hoi déng nhan dan tinh,
thanh phd truc thudc Trung uong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
d6i, bo sung mot sd diéu ciia Thong tu s6 85/2019/TT -BTC ngay 29/11/2019 cua
B6 Tai chinh huéng din vé phi va 1¢ phi thudc thim quyén quyét dinh ctia Hoi
ddng nhan dan tinh, thanh phd truc thuéc Trung wong;

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

- Nghi quyét sé 07/2024/NQ-HDPND ngay 19 thang 5 nim 2024 cua Hoi
d6ng nhan dan Thanh phd Ho Chi Minh quy dinh mirc thu 1é phi trong thuc hién
thtl tuc hanh chinh 4p dung dich vu cong truc tuyén trén dia ban Thanh phé Hb
Chi Minh;

- Quyét dinh sd 52/2016/QD-UBND ngay 10/12/2016 caa Uy ban nhan
dan Thanh phé ban hanh mtrc thu 10 loai phi va 7 loai 1€ phi trén dia ban Thanh
phb 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 hé tich thuc
hién tai co quan dang ky ho tich thuéc pham vi chirc nang quan Iy nha nudce cua Bo
Tu phap.

- Quyét dinh s 3291/Qb-UBND ngay 10/9/2021 cua Chu tich Uy ban
nhan dan Thanh phé H Chi Minh vé viéc cong b danh muc thi tuc hanh chinh
linh vuc H¢ tich thugc pham vi chire néng quan ly cua S¢ Tu phap.

- Quyét dinh s6 1848/QP- -UBND ngay 10/5/2023 cua Chu tich Uy ban
nhan dan Thanh phé H6 Chi Minh vé viéc cong b6 danh muc thi tuc hanh chinh
linh vyc Ho tich thugc pham vi chirc nang quan ly cua S¢ Tu phap.

Quyet dinh s6 551 1/Qb-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 Ho tich
thudc pham vi chirc nang quan 1y cua S¢ Tu phap.



CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc
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Pé nghi co quan diing ky khai tir cho ngudi ¢é tén dwéi diy:
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T61 cam doan nhitng ndi1 dung khai trén day la ding sy that va chiu trach nhiém trudc
phap luat vé cam doan cta minh.
Lam tai: ..., ngay ... thang ... AAM .oocvveiieeannen,

Nguoi yéu ciu
(Ky, ghi r0 ho, chit dém, tén)

SO lugng:....... ban

Chd thich:

() Ghi 1 tén co quan ding ky khai tir.

@ Ghi theo noi dang ky thudng tra; néu khong c6 noi dang ky thuong tra thi ghi
theo noi dang ky tam tri; truong hop khong cé noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh séng.



®) Ghi thong tin vé gidy to tily than nhu: ho chiéu, ching minh nhan dan hoic
gidy to hop 18 thay thé (vi du: Chtrng minh nhan dan s6 001089123 do Céng an thanh
phé Ha Noi cip ngay 20/10/2004).

) Néu ghi theo Gidy bao tir, thi gach cum tir “Gidy to thay thé Gidy bao tir”; néu
ghi theo s6 Gidy to thay thé Gidy bao tir thi ghi rd tén, sd gidy to va gach cum tir “Gidy
béo ti”; trudng hop khong c6 thi myc nay dé trong

®) P& nghi danh ddu X vao 6 néu co yéu ciu cap ban sao va ghi rd s6 luong.



