Phén II g
~ _NOIDUNGCUTHE
CUA TUNG THU TUC HANH CHINH

I. Linh vuc Chirng thue

1. Cap ban sao tir s6 goc

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chun bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Bu6c 2: Nop tai BO phan tiép nhan ho so va tra két qua cia UBND cap
huyén (goi la B phan mét cia); Cong chirc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap 1y, tinh day da ndi dung ho so:

~ + Truong hop ho so thiéu, hodc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hurong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

+ Trudng hop ho so dy du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bu6c 3: Bo phan mét cira ¢ trach nhiém nhan két tir phong chuyén mon
va tra ket qua truc tiep cho duong su.

b) Cach thirc thyc hién: Nop hd so truc tiép tai B phan mét ctra cia UBND
cap huyén.

¢) Thanh phan, s6 lwong ho so:

+ Trudng hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao c6 chimg
thuc gidy chirng minh nhan dan hodc hd chiéu con gié tri st dung.

+ Truong hop ngudi yéu cau cap ban sao tu s6 gbc giri qua buu dién thi phai
gui kém theo ban sao c6 ching thuc gidy chimg minh nhan dan hodc hd chiéu
con gia tri su dung, phong bi dan tem ghi rd ho tén, dia chi ngudi nhén cho co
quan, to chirc cip ban sao.

+ Truong hop nguoi yéu cau 12 nguoi dai dién theo phap luat, nguoi dai dién
theo Gy quyén ctia ¢4 nhén, t6 chirc duoc cép ban chinh; cha, me, con; vg, chong;
anh, chi, em rudt; nguoi thura ké khac cua nguoi dugce cap ban chinh trong trudng
hop ngudi do da chét thi phai xuat trinh gidy to' chimg minh quan hé véi nguoi
duoc cap ban chinh.

d) Thoi han giai quyet Trong ngay ngay lam viéc, truong hop tiép nhan
ho so sau 15 gio, thi s& tra két qua vao ngay hom sau(truong hop ho so giri qua
dwong buu dién, thoi gian dwoc xac nhan theo déu buu dién).

e) Poi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chuc

f) Co quan thire hién thi tuc hanh chinh: Phong Tu phap cap huyén.

g) Két qua thwe hién thii tuc hanh chinh: Ban sao Trich luc ho tich



h) Phi: 8.000 ddng/ban (theo Théng tw sé 281/2016/TT-BTC ngay
14/11/2016 cua Bo Tai chinh).

i) Tén miu don, miu to khai:To khai cdp ban sao trich luc ho tich.

j) Yéu ciu, diéu kién thue hién thii tuc hanh chinh: Phai c¢6 s6 goc.

k) Can cir phap ly cia thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir ban chinh, ching thuc chir ky va chimg thuc hop dong, giao dich;

- Thong tu s,c*) 281/2016/TT-BTC ngay 14/11/2016 cta B Tai chinh quy
dinh murc thu, ché d6 nop, quan 1y va su dung’phi khai thac, st dung thong tin
trong co s& dir liéu ho tich, phi,xéc nhan ¢é quodc tich Viét Nam, phi x4c nhan la
nguoi goc Viét Nam, 1€ phi quoc tich.

2. Tha tuc chirng thue chir ky nguoi dich ma ngwoi dich 1a cong tac vién
dich thuat cia Phong Tw phap

a) Trinh ty thyuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan hg S0 va tra két qua cia UBND cap
huyén (goi la B phan mgt cia); Cong churc tiep nhan hod so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du noi dung ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hurong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

~ +Truong hop ho Y day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
két qua; chuyén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Buéc 3 Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

, b) Cach thirc thuwe hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢)Thanh phén ho so: Ban dich va gidy to, vin ban can dich.

d)Thoi han thye hién: Trong ngay ngay lam viéc, truong hop tiép nhan ho
so sau 15 gio, thi s€ trd két qua vao ngay hom sau.

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

f) Co quan thue hién thu tuc hanh chinh: Phong Tu phap.

g) Két qua thuc hién thi tuc hanh chinh: Gidy to, vin ban dugc ching
thuc chir ky nguoi dich.

h) Phi: 10.000 dong/trudng hop.

i) Tén miu don, mau t& khai: Khong

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:



- Gidy t0, vin ban khong duoc dich dé chimg thuc chit ky nguoi dich:
+ Giéy to, van ban da bi téy x6a, stra chita; thém, bot ndi dung khong hop

+ Gidy to, van ban bi hu hong, cii nat khong xac dinh duoc noi dung.

+ Gidy to, van ban dong diu mat cta co quan, to chirc c6 tham quyén hodc
khong dong dau mat nhung ghi rd khong duoc dich.

ot Giéy t0, van ban c¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 cua Nghi dinh
s0 23/2015/Nb-CP.

+ Gidy t0, vin ban do co quan, to chirc c6 tham quyén cta nudc ngoai cip,
cong chimg hodc chimg nhén chwa dugc hop phap hoa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 Nghi dinh sO 23/2015/ND-CP, tru gidy to tiy than do co quan,
t6 chtrc ¢6 tham quyén cua nudc ngoai cap cho ca nhan nhu: ho chiéu, thé cin
cudc hodc cac giay to khac nhu the thudng trd, the cu tra, gidy phép lai xe, bang
tot nghiép, chirng chi va bang diém kém theo bang tot nghiép, ching chi.

k) Can cwr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir ban chinh, chimg thyc chir ky va chirng thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy
dinh muc thu, ché dg thu, ndp, quan 1y va st dung phi ching thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctua Chinh phu vé cap ban sao tur ban chinh, chimg thyc chir ky va
chig thuc hgp dong, giao dich.

3. Thi tuc chirng thue chir ky ngwoi dich ma ngwoi dich khong phai la
cOng tac vién dich thuat

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan hq SO va tra két qua cia UBND cap
huyén (goi la B phan mot cia); Cong chirc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du ndi dung ho so:

~ + Trudng hop hod so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu huréng dan) dé duong su biét cung cap, bo sung dung quy dinh.

~ +Truong hop hd S0 day du, hop 1&: Tiép nhan, in bién nhan va hen ngdy tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyét kip thoi.

- Budc 3: BO phan mot cua 6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

~ b) Cich thirc thye hign: Nop ho so truc tiép tai BO phan mdt cira ciia UBND
cap huyén.



¢) Thanh phin, so lwong hd so:

- Ban chinh hodc ban sao c6 ching thuc Gidy Chimg minh nhan dan hoic
HJ chiéu con gid tri st dung;

- Ban chinh hodc ban sao tur s6 gbc, ban sao c6 chimg thyc bang ctr nhan
ngoai ngir tré Ién vé thur tiéng nude ngoal can dich hoic bang tot nghiép dai hoc
tré 1én d6i v6i thtr tiéng nudc ngoai can dich; trir trudng hop dich nhimg ngoén

ngir khong phd bién ma nguoi dich khong co bang ctr nhan ngoai ngit, bang tot
nghiép dai hoc nhung thong thao ngdn ngit can dich;

- Ban dich dinh kém gidy td, vin ban can dich.

d) Thoi han thye hién:Trong ngay ngay lam viéc, truong hop :[iép nhan ho
so' sau 15 gi0, thi s€ tra két qua vao ngay hom sau(truong hop ho so gui qua
dwong buu dién, thoi gian dwoc xdc nhdn theo dau buu dién).

e) Poi twong thuce hién thii tuc hanh chinh: C4 nhan.

f) Co quan thuc hién thi tuc hanh chinh: Phong Tu phap.

g) Két qua thue hién thi tuc hanh chinh: Gidy to, vin ban dugc ching
thuc chir ky nguoi dich.

h) Phi: 10.000 dong/trudng hop.

i) Tén miu don, mau t& khai: Khong

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

- Phong Tu phap chi ching thyc chir ky nguoi dich khong phai la cong tac
vién khi nguoi d6 tu dich gidy to, van ban phuc vu muc dich ¢4 nhan cua ho.

- Gidy to, van ban khong duogc dich dé chung thyuc chit ky nguoi dich:

+ Gidy t0, van ban da bi tay xoa, stra chita; thém, bot noi dung khong hop
1€.

+ Giéy td, van ban bi hu héng, cii nat khong xac dinh dugc ndi dung.

+ Giay to, van ban dong ddu mat cta co quan, to chirc c6 thim quyén hoic
khong dong dau mat nhung ghi rd khong duoc dich.

~ +Gidy to, van ban ¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 ciia Nghi dinh
s0 23/2015/ND-CP.

+ Gidy to, vin ban do co quan, t6 chtrc c6 thim quyén ctia nudc ngoai cap,
cong chimg hodc chimg nhén chwa duge hop phap hoa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 Nghi dinh sO 23/2015/ND-CP, tru gidy to tiy than do co quan,
t6 chirc c6 tham quyén cua nudc ngoai cap cho c4 nhan nhu: ho chiéu, thé can

cudc hodc cac gidy to khac nhu the thudng trd, theé cu tru, gidy phép lai xe, bang
t6t nghiép, chung chi va bang diém kém theo bang t6t nghiép, ching chi.

k) Can cir phap ly cia tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir ban chinh, chimg thuc chir ky va chimg thuc hgp dong, giao dich;



- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh quy
dinh muc thu, ché dd thu, nop, quan 1y va st dung phi chig thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctua Chinh phu v€ cap ban sao tur ban chinh, ching thyc chir ky va
chtimg thuc hop dong, giao dich.

4. Thu tyc chirng thye chir ky trong cac gidy to, vin ban (ap dung cho
ca treong hop ching thue di€ém chi va trueong hop nguoi yéu cau chirng thuc
khong thé ky, khong thé diém chi dwgrc)

a) Trinh ty thyc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho so va tra két qua caa UBND cap
huyén (goi la B phdn mgt cia); Cong churc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du noi dung ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hwrong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

~ +Truong hop ho Y day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
ket qua; chuyén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Buéc 3 Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiep cho duong su.

~ b) Cach thirc thye hién: Nop hd so tryc tiép tai Bo phan mot cira cua UBND
cap huyénhodc ngoai tru s cua co quan thue hién chimg thyc néu nguoi yéu cau
ching thuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam gitt, tam giam,
thi hanh an phat tu hodc c6 1y do chinh dang khac.

¢) Thanh phin, s6 lwong ho so:

- Ban chinh hodc ban sao c6 ching thuc Gidy chimg minh nhan dan hoic
HJ chiéu con gia tr1 st dung.

- Glay to, van ban ma minh s& ky/diém chi. Truong hop chung thyc chir ky
trong gidy to, van ban bang t1eng nudc ngoai, néu nguoi thuc hién chimg thyc
khong hiéu rd ndi dung cua gidy to, van ban thi c6 quyén yéu cau ngudi yéu cau
ching thue nop kém theo ban dich ra tiéng Viét noi dung cua gidy to, van ban dé
(ban dich khong can coéng chung hoic ching thue chir ky nguoi dich, nguoi yéu
cau chimg thyc phai chiu trach nhiém vé ndi dung cuia ban dich).

d) Thoi han thwe hién yéu ciu chirng thuc: Trong ngay ngay lam viéc,
truong hop tiép nhan hd so sau 15 gid, thi sé tra két qua vao ngay hom sau.

e) Poi twong thuc hién thi tuc hanh chinh: C nhan.
f) Co quan thue hién thu tuc hanh chinh: Phong Tu phap.



g) Két qua thyc hién thu tuc hanh chinh: Gidy to, vin ban duoc chimg
thuc chir ky/diém chi.

h) Phi: 10.000 dong/trudng hop (truong hop duoc hiéu 1a mot hodc nhicu
chit ky trong cung mdt gidy to, van ban).

i) Tén miu don, miu t& khai: Khong

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

- Trong trudng hop ngudi yéu cau ching thue khong thong thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢6 nang lyc hanh vi
dan su day du theo quy dinh cua phap luét, thong thao tiéng Viét va ngon ngr ma
ngudi yéu cau ching thyc sir dung. Nguoi phién dich do ngudi yéu cau chimg
thuc mo1 hodc do co quan thuc hién chirng thyc chi dinh. Thu lao phién dich do
nguoi yéu cau chirng thuc tra.

- Nguoi thyc hién ching thyc kiém tra gidy to yéu cau chung thyc, néu thay
du glay td theo quy dinh, tai thoi diém chimg thuc, ngudi yéu cau chung thuc
minh man, nhén thire va lam chu dugc hanh vi cia minh va viéc ching thuc khong

thugc cac truong hop khong duge chung thyc chir ky thi yéu cau nguoi yéu cau
ching thuc ky/dlem chi trude mat va thuc hién ching thyc nhu sau:

- D01 voi glay to, van ban c6 tir (02) hai trang tr¢ 1€n thi ghi 101 chimg vao
trang cudi, néu gidy to, vin ban c6 tir 02 (hai) to tré 1én thi phai dong dau giap
lai.

- P6i véi truong hop ching thuc chir ky/diém chi/khong thé ky, khong thé
diém chi duoc tai bo phan tiép nhan va tra két qua theo co ché mot ctra, mot cira
lién thong thi cong chuc tiép nhan hd so kiém tra cac gidy to, néu nhan thay nguoi
yéu cau chung thue c6 du diéu kién quy dinh tai Khoan 2 Diéu 24 Nghj dinh sO
23/2015/Nb-CP thi dé nghi nguoi yéu cau ching thuc ky/diém chi vao gidy to
can chimg thuc va chuyén cho ngudi c6 tham quyén ky chung thyc.

- Trudong hop khong duoc ching thuc chit ky:

+ Tai thoi diém chimg thuc, ngudi yéu cau chung thuc chit ky khong nhan
thirc va lam chu dugc hanh vi cua minh.

+ Nguoi yéu cau chung thyc chit ky xuat trinh Gidy ching minh nhan dan
hodc HQ chi€u khong con gia tri su dung hodc gia mao.

+ Gidy to, vin ban ma nguoi yéu cau chimg thuc ky vao c6 ndi dung quy
dinh tai Khoan 4 Biéu 22 Nghi dinh s6 23/2015/ND-CP.

+ Giay to, van ban c6 noi dung 1a hop déng,r giao dich, trir cac trudong hop
quy dinh tai Bi€ém d Khoan 4 Diéu 24 Nghi dinh s6 23/2015/ND-CP hodc trudong
hop phép luat c6 quy dinh khac.

k) Can cir phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich;



- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh quy
dinh muc thu, ché dg thu, ndp, quan 1y va st dung phi ching thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctua Chinh phu v€ cap ban sao tur ban chinh, ching thyc chir ky va
chimg thuc hop dong, giao dich.

_ 5. Thu tyc chirng thye ban sao tir ban chinh gidy t0, vin ban do co quan
to chirc c6 tham quyén cua Viét Nam cap hoac chirng nhan

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho so va tra két qua caa UBND cap
huyén (goi la B phdn mgt cira); Cong churc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du ndi dung ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hwrong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

~ + Trudng hop ho so day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Buéc 3 Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

’ b) Cach thirc thwe hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén

¢) Thanh phan, so lwong ho so: Ban chinh gidy to, van ban lam co so dé
ching thyc ban sao va ban sao can chimg thyc. Truong hop nguoi yéu cau ching
thuc chi xuat trinh ban chinh thi co quan tién hanh chup tir b?m chinh dé thuc hién
ching thyec, trir truong hop co quan khong co phuong tién dé chup. Ban sao, chup
tir ban chinh dé thyc hién chung thuc phai co ddy du cac trang da ghi thong tin
cua ban chinh.

d) Thoi han giai quyét:

- Trong ngay ngdy lam viéc, truong hop tiép nhan ho so sau 15 gio, thi s&
tra két qua vao ngay hom sau.

-Poi v0i truong hgp cung mot lic yéu cau chimg thue ban sao tur nhiéu loai
ban chinh gidy t0, van ban; ban chinh c6 nhiéu trang; yéu cau s6 lugng nhiéu ban
sa0; ndi dung gidy td, van ban phuc tap kho kiém tra, d6i chiéu ma co quan thyc
hién chirng thuc khong thé dap irng duoc thoi han quy dinh néu trén thi thoi han

ching thuce dugce keo dai thém khong qua 02 (hai) ngay lam viéc hoac co thé dai
hon theo thoa thuan bang van ban véi ngudi yéu cau chimg thuc.

e) Poi twong thue hién thi tuc hanh chinh: Ca nhén, t6 chuc.
f) Co quan thuc hién thi tuc hanh chinh: Phong Tu phap.



g) Két qua thue hién thii tuc hanh chinh: Ban sao duoc chtng thyc tir ban
chinh.

h) Phi: 2.000 dong/trang; tir trang thtr 3 tro 1én thu 1.000 giéng/trang, nhung
murc thu t61 da khong qua 200.000 dong/ban. Trang 1a can ctr d€ thu phi dugc tinh
theo trang cua ban chinh.

i)Tén miu don, miu t& khai: Khong

j) Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Ban chinh gidy to,
van ban can ching thyc. calcv truong hop ban chinh gidy to, van ban khong duge
dung lam co s& dé chung thuc ban sao:

- Ban chinh bi tay x0a, sira chita, thém, bot ndi dung khéng hop 18.

- Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh dong ddu mat ctia co quan, to chirc ¢ tham quyén hoic khong
dong dau mat nhung ghi 16 khong duoc sao chup.

- Ban chinh c¢6 p(f)i dupg trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché d6 xa hdi chu nghia Viét Nam; xuyén tac livch sur cua
dan toc Viét Nam; xtc pham danh dy, nhan pham, uy tin cua ca nhan, t6 chuc; vi
pham quyén cong dan.

- Ban chinh do co quan, to chtic c6 thim quyén ctia nudc ngoai cap, cong
ching hodc chirng nhan chua duoc hop phap hoa lanh sy theo quy dinh tai Khoan
1 Piéu 20 cua Nghi dinh 5O 23/2015/ND-CP trur truong hop dugce mién hop phap
hoa lanh sy theo diéu udc qudc té ma Viét Nam 1a thanh vién hodc theo nguyén
tac co di, co lai.

- Giay to, van ban do ca nhan ty 1ap nhung khong c6 xac nhan va dong dau
clia co quan, to chirc c6 tham quyén.

k) Can cwr phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir ban chinh, ching thyc chir ky va chirng thuc hgp dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh quy
dinh muc thu, ché do thu, ndop, quan 1y va sir dung phi chung thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cta Chinh phu v€ cap ban sao tur ban chinh, ching thyc chir ky va
chung thuc hgp dong, giao dich.

6. Tha tuc chu’ng thue ban sao tir ban chinh gléy to, van ban do co ' quan,
to chirc c6 thaAm quyén ciia nwoc ngoai; co’ quan, to chirc ¢6 tham quyen cua
Viét Nam lién két véi co’ quan, to chirc 6 thim quyén ciia nuwéc ngoai cap hoic
chung nhan

a) Trinh ty thuc hién:



- Buoc 1: Nguoi yéu cau giai quyét thi tuc chun bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Bugc 2: Nop tai Bo phan tiép nhan hq SO Vva tra két qua cua UBND cap
huyén (goi la B phan mét cia); Cong chirc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du noi dung ho so:

_ + Trudng hop ho so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phiéu huéng dan) dé duong su biét cung cap, bo sung dang quy dinh.

~ +Truong hop ho SO day du, hop 1&: Tiép nhan, in bién nhéq va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bugc 3: Bo phan mot cira ¢6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

b) Cach thire thure hién: Nop ho so truc tiép tai Bo phan mot ctra cia UBND
cap huyén.

¢) Thanh phan, s hrong }16 so: Ban chinh gidy to, vin ban lam €O 80 dé
ching thyc ban sao va ban sao can ching thyc. Truong hop nguoi yéu cau ching
thuc chi xuat trinh ban chinh thi co quan tién hanh chup tir b§1n chinh dé thuc hién
ching thyec, trir truong hop co quan khong co phuong tién dé chup. Ban sao, chup
tor ban chinh dé thuc hién chung thuc phai c6 day du céac trang da ghi thong tin
cua ban chinh.

d) Thoi han giai quyét:

- Trong ngay ngay lam viéc, truong hop tiép nhan hd so sau 15 gio, thi s&
tra két qua vao ngay hom sau.

- Déi voi truong hop cung mot lac yéu cau chimg thue ban sao tur nhiéu loai
ban chinh gidy t0, van ban; ban chinh c6 nhiéu trang; yéu cau s luong nhiéu ban
sao; ndi dung gidy to, van ban phire tap khé kiém tra, d6i chiéu ma co quan thuc
hién chung thyc khong thé dap ung dugc thoi han néu trén thi thoi han ching

thue dugc keo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai hon
theo thoa thudn bang van ban v&i ngudi yéu cau ching thuc.

e) Poi twong thwe hién thii tuc hanh chinh: C4 nhan, t6 chuc.
f) Co quan thue hién thu tuc hanh chinh: Phong Tu phap.

g) Két qua thuc hién thii tuc hanh chinh: Ban sao duoc chtng thyc tir ban
chinh.

h) Phi: 2.000 dong/trang; tir trang thir 3 tr¢ 1én thu 1.000 géng/trang, nhung
mtrc thu t61 da khong qua 200.000 dong/ban. Trang 1a can ctr dé thu phi duoc tinh
theo trang cua ban chinh.

i) Tén miu don, mau t& khai: Khong

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

- Ban chinh gidy to, vin ban can chimg thuc. Cac ban chinh gidy t&, van ban
khong dugc dung lam co s¢ dé ching thuc ban sao:



+ Ban chinh bi téy x0a, stra chita, thém, bét nd1 dung khong hop 1€.

+ Ban chinh bi hu hong, cii nat, khong xac dinh duoc ndi dung.

+ Ban chinh dong dau mat ctia co quan, t6 chtrc c6 tham quyén hodc khong
dong dau mat nhung ghi 16 khong dugc sao chup.

+ Ban chinh cé,n(f)i du,ng trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché d6 xa hoi chu ngh{a Vi¢t Nam; xuyén tac liqch sur cua
dan toc Vi@t Nam; xtc pham danh dyg, nhan pham, uy tin cua ca nhan, t6 chtc; vi
pham quyén cong dan.

+ Ban chinh do co quan, to chtrc c6 thAm quyén ctia nudc ngoai cp, cong
ching hodc chirng nhan chua duoc hop phap hoa lanh sy theo quy dinh tai Khoan
1 Bi€u 20 Nghi dinh s6 23/2015/ND-CP, trur gidy to tuy than do co quan, t6 chuc
c6 tham quyen cua nudc ngoai cap cho ca nhan nhu: ho chiéu, thé can cudc hoac
cac gidy to khac nhu the thuong tra, the cu tra, gidy phep lai xe, bang tot nghiép,
ching chi va bang diém kem theo bang tot nghiép, chiing chi.

+ Gidy to, van ban do ca nhan tu 1ap nhung khong c6 xac nhan va dong déu
cua co quan, to chuc c6 tham quyén.

k) Can cwr phap ly cua thu tuc hanh chinh:

- Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap bén
sao tr ban chinh, chimg thyc chir ky va chirng thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché dd thu, nop, quan 1y va st dung phi ching thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cta Chinh phu v€ cap ban sao tur ban chinh, ching thyc chit ky va
ching thuc hop dong, giao dich.

7. Thii tuc cap ban sao cé chirng thue tir ban chinh hop ddng, giao dich
da dugc ching thue

a) Trinh ty thyuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan hg SO va tra két qua cia UBND cap
huyén (goi la B phan mét cia); Cong chirc tiep nhan ho so c6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du ndi dung ho so:

_ + Trudng hop hod so thiéu, hoac khong hop 1&: Huéng dan cu thé (01 lan,
bang Phieu huréng dan) dé duong su biét cung cap, bo sung dung quy dinh.

~ +Truong hop hd SO day du, hop lé: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bugc 3: Bo phan mot ctra ¢6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.
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, b) Cach thirc thuc hién: Nop hd so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phan, s6 lwong hd s0: Nguoi yéu cau chung thuc xuat trinh ban
chinh hodc ban sao c6 chuing thuc Gidy ching minh nhan dan hoac Ho chiéu con
gia tri st dung.

d) Thoi han giai quyet Trong ngdy ngay lam viéc, trudng hop tiép nhan
hd so sau 15 gid, thi s& tra két qua vao ngay hom sau.

e) Poi twong thwe hién thii tuc hanh chinh: C4 nhan, t6 chic.

D Co quan thyce hién thu tuc hanh chinh: Phong Tu phap luu trir hop
dong, giao dich.

g) Két qua thuce hién thi tuc hanh chinh: Ban sao hop dong, giao dich
dugc ching thuec.

h) Phi: 2.000 ddng/trang; tir trang thir 3 tr¢ 1én thu 1.000 g‘iéng/trang, nhung
mtrc thu t61 da khong qua 200.000 dong/ban. Trang 1a can ctr € thu phi dugc tinh
theo trang cua ban chinh.

i)Tén miu don, mau to khai: Khong

j) Yéu céu, diéu kién thwc hién thi tuc hanh chinh:

k) Can cwr phap ly cua thu tuc hanh chinh:

- Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap bén
sao tir ban chinh, chimg thyc chir ky va chirng thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cta B Tai chinh quy
dinh muc thu, ché dd thu, nop, quan 1y va st dung phi ching thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctua Chinh phu v€ cap ban sao tur ban chinh, ching thyc chit ky va
ching thuc hgp dong, giao dich.

8. Thii tuc chirng thue hop ddng, giao dich lién quan dén tai san 1a dong

o

san
a) Trinh ty thyuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan hg SO va tra két qua cia UBND cap
huyén (goi la B phan mot cia); Cong chirc tiep nhan ho so c6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du ndi dung ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hirong dan) dé duong su biét cung cap, bo sung ding quy dinh.

~ +Truong hop hd SO day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.
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- Bugc 3: Bo phan mot ctra ¢6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiep cho duong su.
~ b) Cach thirc thye hién: Nop hé so truc tiép tai Bo phan mot ctra cia UBND
cap huyénhodc gui qua du’(‘mg buu dién.
¢) Thanh phan, ) lwong hd so: Ngu:0’1 yéu cau chimg thuc ndp 01 (mot)
bd hd so yéu cau chimg thuc, gdm céc gidy to sau day:

- Dy thao hop dong, giao dich;

- Ban 520 Giéy ching mir}h nhén dan hodc Ho chiéu ch gié tri ,sﬁ’ dung cta
nguoi yéu cau chl’rng thuc (xuat trinh kém theo ban chinh dé doi chicu);

- Ban sao gidy ching nhan quyén so hitu, quyén sir dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh d6i v6i tai san ma phéap luat quy dinh phai

dang ky quyén s& hitu, quyén st dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé d6i chiéu).

d) Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhén
du ho so yéu cau ching thuc hodc ¢ thé kéo dai hon theo thoa thuan bang van
ban v41 nguoi yéu cau ching thuc.

e) Poi twong thuc hién thi tuc hanh chinh: C4 nhén, t6 chuc.

f) Co quan thuc hién thi tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thii tuc hanh chinh: Hop dong, giao dich dugc chimg
thuec.

h) Phi: 50.000 dong/hgp dong, giao dich (theo Thong tu sb 226/2016/TT-
BTC ngay 11/11/2016 ciia B6 Tai chinh).

i) Tén mau don, mau to khai: Khong

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

- Ngudi thue hién chiung thuc kiém tra gidy to trong hd so yéu ciu chimg
thuc, néu day du, tai thoi diém ching thuc cac bén tham gia hgp dong, giao dich
tu nguyén, minh man va nhan thurc, [am chi dugc hanh vi cua minh thi thyc hién
chung thuc.

- Céc bén tham gia hop dong, giao dich phai ky trudc mat nguoi thue hién
chtng thuc. Trudng hop ngudi co thim quyen giao két hop dong cua céc to chirc
tin dung, doanh nghiép da dang ky chir ky mau tai co quan thyc hién ching thuc
thi c6 thé ky trude vao hop ddng; nguoi thyc hién chimg thuc phai dbi chiéu chir
ky cuia ho trong hop dong véi chir ky mau trude khi _thue hién chimg thuc, néu
nghi ngo chir ky trong hgp dong khac véi chir ky mau thi yéu cau ngudi do ky
trudc mat.

- Truong hop ngudi yéu cau chimg thuc khong ky duogc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe dugc, khong ky, khong diém chi duge
thi phai c6 02 (hai) ngudi lam chig. Nguoi [am ching phai ¢6 du nang lyc hanh
vi dan su va khong co quyén, loi ich hodc nghia vu lién quan dén hop dong, giao
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dich. Nguoi 1am chimg do ngudi yéu cdu ching thuc bd tri. Truong hop ngudi
yéu cau chimg thuc khong bd tri duoc thi d& nghi co quan thue hién ching thuc
chi dinh nguoi 1am chimg.

- Nguoi thyce hién chimg thuce ghi 101 ching twong ng voi tung loai hop
ddng, giao dich theo mau quy dinh; ky, ghi 13 ho tén, dong dau cta co quan thuc
hién chtng thuc va ghi vao sb chimg thuc. D6i véi ‘hop ddng, giao dich co tir 02
(hai) trang tr¢ 1€n, thi timg trang phai dugc danh so thir ty, c6 chir ky cua ngudi
yéu cau chung thyc va nguoi thyc hién chimg thyc; s6 luong trang va 101 ching
dugc ghi tai trang cudi ciia hop dong, giao dich. Trudong hop hop dong, giao dich
c6 tir 02 (hai) to tré 1én thi phai dong diu giap lai.

- Trong trudng hop nguoi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi cd nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngdn ngit ma
ngudi yéu cau ching thyuc sir dung. Nguoi phién dich do ngudi yéu cau chimg
thie moi hodc do co quan thyc hién ching thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh
xac ndi dung ciia hop dong, giao dich, ndi dung 10i chimg cho ngudi yéu cau
chtng thue va ky vao timg trang hop dong voi tu cach 1a nguoi phién dich.

k) Can cwr phap ly cua thu tuc hanh chinh:

- Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap bén
sao tir ban chinh, chimg thyc chir ky va chirng thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché dd thu, nop, quan 1y va st dung phi ching thuc;

- Thong tu sé~20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cta Chinh phu v€ cap ban sao tur ban chinh, ching thyc chit ky va
ching thuc hop dong, giao dich.

9. Thi tuc chirng thwe van ban théa thuan phan chia di sin ma di sian la
dong san

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan hg SO va tra két qua cia UBND cap
hgyén (vg,oi la Bé phan mét cura); Cong chuc tiep nhan ho so ¢ trach nhiém hudng
dan, kiém tra tinh phap ly, tinh day du noi dung ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hirong dan) dé duong su biét cung cap, bo sung ding quy dinh.

~ +Truong hop hd SO day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.
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- Bugc 3: Bo phan mot ctra ¢6 trach nhiém nhén két qua tir phong chuyén

mon va tra két qua truc tiép cho duong su.
~ b) Cach thirc thye hién: Nop hé so truc tiép tai Bo phan mot ctra cia UBND

cap huyén.

¢) Thanh phan, ) lwong hd so: Ngu:0’1 yéu cau chimg thuc ndp 01 (mot)
bd hd so yéu cau chimg thuc, gdm céc gidy to sau day:

- Dy thdo van ban théa thuan phan chia di san;

- Ban sao Giéy chirng minh nhan dan hodac Ho chiéu ch gié tri ,sfr dung cua
nguoi yéu cau chl’rng thuc (xuat trinh kém theo ban chinh dé doi chicu);

- Ban sao gidy ching nhan quyén so hitu, quyén sir dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh dbi véi tai san ma phéap luat quy dinh phai

dang ky quyén s& hitu, quyén st dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé d6i chiéu).

d) Thoi han giai quyet Trong ngay ngay lam viéc, truong hop tiép nhan
ho so sau 15 gio, thi sé tra két qua vao ngay hom sau.

e) Poi twong thwe hién thii tuc hanh chinh: C4 nhan, t6 chic.

f) Co quan thyc hi€n thi tuc hanh chinh: Phong Tu phap.

g) Két qua thue hién thi tuc hanh chinh: Vin ban thoéa thuan phan chia
di san dugc ching thuc.

h) Phi: 50.000d0ng/vin ban.

i) Tén miu don, miu to khai: Khong

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh: Khong

k) Can cwr phap ly cua thu tuc hanh chinh:

- Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap bén
sao tir ban chinh, chimg thyc chir ky va chirng thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan 1y va st dung phi ching thuc;

- Thong tu sé~20/2015/TT—BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctua Chinh phu v€ cap ban sao tur ban chinh, ching thuc chir ky va
chung thuc hop dong, giao dich.

10. Thu tuc chirng thyc van ban khai nhan di san ma di san 1a dong san

a) Trinh tu thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va so luong ho so theo quy dinh tai thu tuc nay.

- Bu6c 2: Nop tai BO phan tiép nhan ho so va tra két qua cia UBND cap
huyén (goi la B phdn mot cura); Cong churc tiép nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day da ngi dung ho so:
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_ + Trudng hop hd so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phiéu huéng dan) dé duong su biét cung cap, bo sung dang quy dinh.
~ +Truong hop hd SO day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyét Kip thoi.
- Budc 3: BO phan mot cura ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra két qua tryc tiép cho duong su.
~ b) Cach thirc thyc hién: Nop hé so truc tiép tai Bo phan mot ctra cia UBND
cap huyén.
©) Thanh phan, ) lwong hd so: Nguoi yéu cau chtmg thuc nop 01 (mot)
bd hd so yéu cau chimg thuc, gdm céc gidy to sau day:
- Dy thao van ban khai nhan di san;
- Ban 520 Giéy chirng mir}h nhan dan hoic Ho chiéu ch gié tri ’sfr dung cua
nguodi yéu cau chirng thuc (xuat trinh kém theo ban chinh dé doi chicu);
- Ban sao gidy chtng nhan quyén sO htru, quyén str dung hodc ban sao gidy
to thay thé dugc phap ludt quy dinh do61 vdi tai san ma phap luat quy dinh phai

dang ky quyen sO hiru, quyén su dung trong truong hop van ban khai nhan di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé ddi chiéu).

d) Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan
du hd so yéu cau ching thyc hodc co thé kéo dai hon theo thoa thuén bang vin
ban v&i nguoi yéu cau ching thuec.

e) Poi twong thwe hién thii tuc hanh chinh: C4 nhan, t6 chirc.

f) Co quan thuc hién thi tuc hanh chinh: Phong Tu phap.

g) Két qua thuc hién thi tuc hanh chinh: Vin ban khai nhan di san duoc
ching thuec.

h) Phi: 50.000d0ng/vin ban.

i)Tén miu don, mau to khai: Khong

j) Yéu cau, diéu kién thuwc hién thii tuc hanh chinh: Khong

k) Can cwr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tur ban chinh, chimg thuc chit ky va chirg thyc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché dg thu, ndp, quan 1y va st dung phi ching thuc;

- Thong tu s6~20/2015/TT—BTP ngay 29/12/2015 cua B6 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh 6 23/2015/ND-CP ngay
16/02/2015 ctua Chinh phu vé cap ban sao tur ban chinh, chimg thyc chir ky va
chimg thuc hop dong, giao dich.

11. Thi tuc chirng thuc viéc sira ddi, bo sung, hily bé hop ddng, giao
dich
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a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Bugc 2: Nop tai Bo phan tiép nhan hg SO va tra két qua cua UBND cap
huyén (goi la B phdn mgt cira); Cong chuc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day du noi dung ho so:

_ + Trudng hop ho so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu hirong dan) dé duong su biét cung cap, bo sung ding quy dinh.

+ Truong hop hd so day du, hop 18: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bugc 3: Bo phan mot cira ¢6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

~ b) Cach thirc thyc hién: Nop hé so truc tiép tai Bo phan mot cira cia UBND
cap huyén.

¢)Thanh phan, s6 lwong ho so: Nguot yéu cau chimg thuc nop 01 (mot) bo
ho so yéu cau chimg thuc, gdm céc gidy to sau day:

- Hop ddng, giao dich da dugc chimg thuc;

-Dy thao hop dong, giao dich sira doi, bo sung, huy boé hop dong, giao dich
da dugc ching thuc;

- Trong truong hop ndi dung sura do6i, bo sung co lién quan dén tai san thi
nguoi yéu cau chung thuc pha1 ndp ban sao kém ban Chll’lh dé d6i chiéu gidy
chtng nhan quyén sé hitu, quyén sir dung hodc ban sao gidy td thay thé duoc
phap luat quy dinh d6i v6i tai san ma phap luat quy dinh phai dang ky quyén so
hitu, quyén st dung, trir truong hop ngudi 1ap di chuc dang bi cai chét de doa dén
tinh mang.

d) Thoi han giai quyet Trong ngay ngdy lam viéc, truong hop tiép nhan
hd so sau 15 gio, thi s& tra két qua vao ngay hom sau.

e) Poi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 chuc.
f) Co quan thue hién thu tuc hanh chinh: Phong Tu phap.

g) Két qua thue hién thii tuc hanh chinh: Hop dong, giao dich duoc chimg
thure.

h) Phi: 30.000 dong/hop dong, giao dich.

i) Tén mau don, mau to khai: Khong

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

- Viéc sira d6i, bd sung, hity bé hop dong, giao dich di dugc chimg thuc chi

duoc thuc hién khi c6 thoa thuan bang vin ban cua cac bén tham gia hop dong,
giao dich.
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- Viéc stra d6i, bd sung, huy bo hop déng, giao dich duogc thuc hién tai co
quan d3 chimg thuc hop dong, giao dich. Trudng hop stra d6i, bd sung, thay thé,
huy bo mot phan hoic toan bé di chuc thi c6 thé ching thuc tai bit ky co quan c6
thAm quyén chimg thuc.

- Ngudi thuce hién ching thuc kiém tra gidy t& trong hd so yéu ciu chimg
thue, néu day du tai thoi diém ching thuc cac bén tham gia hop dong, giao dich
tur nguyén, minh man va nhan thtrc, 1am chu dugc hanh vi ciia minh thi thuc hién
chimg thuec.

- Céc bén tham gia hop dong, giao dich phai ky trudc mat nguoi thue hién
chtmg thyc. Trudng hop nguoi co thim quyen giao két hop dong ctia cac t6 chirc
tin dung, doanh nghié¢p da dang ky chitr ky mau tai co quan thuc hién chirng thuc
thi c6 thé ky trudc vao hop dong; nguoi thyc hién chimg thuc phai dbi chiéu chir
ky ctia ho trong hop dong véi chir ky mau trude khi _thue hién ching thuec, néu
nghi ngo chir ky trong hop dong khac véi chir ky mau thi yéu cau nguoi do ky
trudc mat.

- Truong hop ngudi yéu cau chung thue khong ky duoc thi phai diém chi;
néu nguoi d6 khong doc duge, khong nghe duoc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai c6 du nang luc hanh
vi dan su va khong cé quyén, loi ich hodc nghia vy lién quan dén hop dong, giao
dich. Nguoi 1am chimg do ngudi yéu cau ching thyuc bd tri. Truong hop ngudi
yéu cau chimg thuc khong bd tri duoc thi dé nghi co quan thue hién ching thuc
chi dinh nguoi 1am ching.

- Nguoi thyc hién chimg thuce ghi 101 ching twong ng voi tung loai hop
dong, giao dich theo mau quy dinh; ky, ghi 16 ho tén, dong dau ctia co quan thyc
hién chtng thuc va ghi vao so chimg thuc. Ddi véi ‘hop ddng, giao dich co tir 02
(hai) trang tro 1€n, thi timg trang phai dugc danh so thur tu, ¢6 chir ky cua ngudi
yéu cau chimg thyc va nguoi thye hién chimg thyc; s6 luong trang va 101 ching
duoc ghi tai trang cudi ctia hop dong, giao dich. Truong hop hop dong, giao dich
c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢6 néang lyc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon nglr ma
ngudi yéu cau ching thyuc sir dung. Nguoi phién dich do ngudi yéu cau chimg
thue moi hodc do co quan thyc hién ching thuc chi dinh. Thu lao phién dich do
nguoi yeu cau chtng thuc tra. Ngu:orl phién dich c6 trach nhiém dich day du, chinh
x4c nodi dung cta hop dong, giao dich, ndi dung 10i chimg cho ngudi yéu cau
chtng thue va ky vao timg trang hop dong voi tu cach 1a nguoi phién dich.

- Co quan thyuc hi¢n vi¢c sura ddi, bd sung, thay thé, huy bé mot ph?m hoac
toan bd di chiic phai thong bao bang vin ban cho co quan da ching thyuc trude
day vé noi dung stra doi, bd sung, thay thé, hity b6 mot phan hoic toan bo di chic
dé ghi cht vao S6 chimg thuc hop dong, giao dich.
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k) Can cir phap ly cia thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir ban chinh, ching thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh quy
dinh muc thu, ché do thu, ndop, quan 1y va sir dung phi chung thuc;

- Thong tu sO 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh
chi tiét va hudng dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cta Chinh phu v€ cap ban sao tur ban chinh, chimg thyc chir ky va
chung thuc hop dong, giao dich.

12. Thii tuc sira 15i sai s6t trong hop dong, giao dich da dwoc chirng
thuc

a) Trinh ty thwce hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Bugc 2: NOp tai Bo phan tiép nhan ho so va tra két qua cia UBND cap
huyén (goi la B phan mét cia); Cong chirc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap 1y, tinh day da noi dung ho so:

_ + Truong hop h~6 soqthié'u, hoac khong hop 1é: Hudéng dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, bo sung dung quy dinh.

+ Truong hop hd SO day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyeét Kip thoi.

- Budc 3: Bo phan mot cira c¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

’ b) Cach thirc thuc hién: Nop hd so truc tiép tai B phan mét ctra cia UBND
cap huyén.

©) Thanh phan, ) lwong ho so: Nguoi yéu cau chimg thyc ndp 01 (mot)
bd ho so yéu cau chimg thuc, gdm céac gidy to sau day:

- Ban 520 G1ay chirng mlr}h nhan dan hoac Hp c}neu qbn gia tri s dung ctia
nguoi yéu cau chung thuc (xuat trinh ban chinh dé doi chicu);

- Vin ban thoa thuén vé viéc stra 13i sai sot trong hop dong, giao dich da
dugc ching thyc;

- Hop dong, giao dich da dugc chl'rng thuec;

- Ban sao gidy ching nhan quyén s& hitu, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh dbi véi tai san ma phéap luat quy dinh phai
dang ky quyén so hiru, quyén sir dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuét trinh ban chinh dé ddi chiéu).

d) Thoi han giai quyet Trong ngdy ngay lam viéc, trudng hop tiép nhan
hé so sau 15 gio, thi s& tra két qua vao ngay hom sau.
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e) Péi twong thuwe hién thii tuc hanh chinh: C4 nhan, t6 chirc.
f) Co quan thuc hién thi tuc hanh chinh: Phong Tu phap.
) Két qua thue hién thii tuc hanh chinh: Hop dong, giao dich duoc sira

161 ky thuat.

h) Phi: 25.000 déng/hop dong, giao dich.

i) Tén mau don, miu to khai: Khong

j) Yéu ciu, diéu kién thuc hién thii tuc hanh chinh:Khong

k) Can cw phap ly caa thu tuc hanh chinh:

- Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cap ban
sao tir ban chinh, ching thuc chir ky va chirng thuc hgp dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché dd thu, nop, quan 1y va st dung phi ching thuc;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bd Tu phap quy dinh
chi tiét va hudng dan thi hanh mot sé diéu caa Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé cap ban sao tir ban chinh, chimg thuc chit ky va
chtng thuc hop dong, giao dich.

I1. Linh vue ho tich
13. Thi tuc ding ky khai sinh c¢6 yéu t6 nwéc ngoai
a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan hQ SO va tra két qua cia UBND cap
huyén (goi la B phan mot cia); Cong chirc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap ly, tinh day da noi dung ho so:

_ + Truong hop h~6 so:thié'u, hoac khong hop 1é: Hudéng dan cu thé (01 lan,
bang Phieu hwrong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

~ +Truong hop hd SO day du, hop lé: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bugc 3: Bo phan mot cira ¢6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

b) Cach thirc thuc hién: Nop hd so truc tiép tai BO phan mét ctra cia UBND
cap huyén.

¢) Thanh phén, so lwgng hd so:

- Thanh phéan ho so:

* Gidy tO phai xuét trinh:

~ tHOo chiéu hodc chirng minh nhan dan hoic thé cin cudc cong dé}n hqaic cac
gidy to khac c6 dan anh va thong tin ¢4 nhan do co quan c¢6 tham quyén cap, con
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gia tri st dung dé chirng minh vé nhan than cta ngudi cd yéu cau diang ky khai
sinh;

+ Gidy to chimg minh noi cu tri dé xac dinh tham quyén dang ky khai sinh.

+ Gidy chimg nhan két hon néu cha, me da dang ky két hon.

+ Truong hop tré em sinh ra ¢ nudc ngoai vé cu tra tai Viét Nam thi Xudt
trinh gidy to chimg minh vi€c tre em nhép canh (ho chiéu, glay to c6 gia tri di lai
qudc té co dau xac nhan nhdp canh cta co quan quan 1y xuat, nhap canh) va giay
to ching minh viéc tré em cu tra tai Viét Nam (van ban xac nhan cua co quan
cong an c6 tham quyén).

Truong hop giri ho so qua hé thong buu chinh thi phai giri kém theo ban sao
co ching thuc céac giay to phai xuat trinh néu trén.

* Gidy to phai nop:

+ To khai ding ky khai sinh theo mau.

+ Gidy chtng sinh.

Truong hop khong c6 Gidy chung sinh thi ndp van ban ctia ngudi 1am ching
xac nhan vé viéc sinh; néu khong c6 van ban cua nguoi lam ching thi phai c6
gidy cam doan ve€ vi¢c sinh.

Truong hop tré em sinh ra tai nudc ngoai thi nop Gidy chung sinh hodc gidy

t& khac do co quan ¢ tham quyén nude ngoai cAp x4c nhan vé viéc tré em duoc
sinh ra & nudc ngoai va quan hé me - con (néu co).

Trudng hop cha hodc me hodc ca cha, me 1a nguoi nude ngoai thi phai ndp
van ban thoa thuan cua cha, me vé viéc lva chon quodc tich cho con. Truong hop
cha, me¢ chon quoc tich nudc ngoai cho con thi van ban théa thuan phai c6 xac
nhan cua co quan nha nudc c6 tham quyén cuia nudc ma cha me lga chon quoc
tich cho con.

+ Vin ban ty quyén theo quy dinh ctia phéap ludt trong trudng hop Gy quyén
thuc hién viéc dang ky khai sinh.

- S6 lugng ho so: 01 bo.

d) Thoi han giai quyet Trong ngay ngdy lam viéc, truong hop tiép nhan
ho so sau 15 gio, thi sé tra két qua vao ngay hom sau.

e) Poi twong thuce hién thi tuc hanh chinh: C4 nhan.

f) Co quan c6 thim quyén quyét dinh:

- Uy ban nhéan déan cap huyén noi cu tri ctia ngudi cha hodc nguoi me thuc
hién ding ky khai sinh do61 vdi tré em sinh ra ¢ Viét Nam;

- ,ﬁy ban nhan dan cép huyén noi cu tra cua tré em thuc hién dang ky khai
sinh doi vdi tré em sinh ra & nudc ngoai, chua dugc dang ky khai sinh vé cu tra
tai Viét Nam.

g) Két qua thuc hién thi tuc hanh chinh: Gidy khai sinh.
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h) Lé phi:50.000 ddng.

i) Mau don, miu to khai: To khai dang ky khai sinh.

j) Yéu cau diéu kién thwe hién TTHC: Khong

k) Can cwr phap ly:

- Luat Ho tich nam 2014;

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

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap hudng
dan thi hanh mdt s6 di€u cua Luat ho tich va Nghi dinh S(} 123/2015/NDB-CP
ngay 15/11/2015 ctaa Chinh phu quy dinh chi tiét mot so diéu va bi¢n phép thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cua UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Pong Nai.

14. Thii tuc diing ky két hon c6 yéu t6 nudc ngoai

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Bugc 2: Nop tai Bo phan tiép nhan hg SO va tra két qua cua UBND cap
huyén (goi la B phan mét cia); Cong churc tiep nhan hd so ¢6 trach nhiém hudéng
dan, kiém tra tinh phap 1y, tinh day da noi dung ho so:

+ Truong hop ho so thiéu, hodc khong hop 1&: Huong dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, bo sung dung quy dinh.

+ Truong hop ho so day du, hop 1é: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet Kip thoi.

- Budc 3: Bo phan mot cira c¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

*Luuy:

+ Truong hop ngudi yéu cau nop gidy to 1a ban sao dugc cap tir s6 gbe hodc
ban sao dugc chimg thyc tir ban chinh thi nguoi ti€p nhéan ho so khong dugc yéu
cau xuat trinh ban chinh; néu nguoi yéu cau chi nop ban chup va xuat trinh ban
chinh thi nguoi tiép nhan ho so kiém tra, doi chieu ban chup véi ban chinh va ky
vao ban chyp xac nhan vé viéc di d6i chiéu noi dung gidy to do, khong duoc yéu
cau ngudi di ding ky ndp ban sao c6 ching thuc gidy to do.

+ Truong hop phap luat quy dinh Xuat trinh g1ay to khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra gidy to xuét trinh, doi chleu voi thong
tin trong To khai va tra lai cho nguoi Xuat trinh, khong dugc yéu cau ngudi dang
ky ho tich nop thém ban sao giay to do. Ngu’m tlep nhan c6 thé chup 01 ban giay
t& xuat trinh hodc ghi lai thong tin cua gidy to xuét trinh dé luu ho so.
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+ Giéy td do co quan c6 thim quyén clia nudc ngoai cap, cong chimg hodc xac
nhan dé str dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh
su, trur truong hop duge mién theo didu wéc quoc té ma Viét Nam 13 thanh vién; gidy
td bang tiéng nudc ngoai phai duge dich ra tiéng Viét va cong ching ban dich hodc
chung thyc chit ky nguoi dich theo quy dinh ctia phap luat.

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

b) Cach thirc thuc hién: Nop hd so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phén, s6 lugng hd so:

- Thanh phéan ho so:

* Gidy to phai xuét trinh:

+ Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan hoac 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 chung minh v€ nhan than ctia cong dan Vi¢t Nam.

+ Gidy to chimg minh noi cu tra dé xac dinh tham quyén trong giai doan Co
s& dir liéu qudc gia vé dan cu va Co s& dir 1iéu ho tich dién tir toan qudc chua
duogc xay dung xong va thyc hi¢n thong nhat trén toan quoc (giai doan chuyén
tiép).

* Gidy tO phai ndp:

+ T khai ding ky két hon theo mau, c6 du thong tin cia hai bén nam, nir.
Hai bén nam, nir c6 thé khai chung vao mgt To khai dang ky két hon;

+ Gidy xac nhan cua to chic y té co thAm quyén cua Viét Nam hodc nuéc
ngoai xac nhan cac bén két hon khong mac bénh tam than hodc bénh khac ma
khong c6 kha nang nhan thirc, lam chi dugc hanh vi cia minh;

+ Giay to chimg minh tinh trang hon nhan cua nguoi nude ngoai do co quan
c6 thAm quyén nudc ngoai cap con gia tri su dung, xac nhan hién tai nguoi do
khong c6 vg hoac khong co chong, truong hop nudc ngoai khong cap xac nhan
tinh trang hon nhan thi thay béng gidy to do co quan co tham quyén nudc ngoai
xéac nhan ngudi d6 c6 du diéu kién két hon theo phép luat nude do.

Gia tri sir dung clia gidy to chtimg minh tinh trang hén nhan cua ngudi nudc
ngoai dugc xac dinh theo thoi han ghi trén giay to do. Trudng hop gidy to ching
minh tinh trang hon nhan khong ghi thot han sir dung thi giay to nay va giay xac
nhan cta t6 chic y té ¢ gia tri trong thoi han 06 thang, ké tir ngay cép.

+ Nguoi nudc ngoai, cong dan Viét Nam dinh cu ¢ nude ngoai phai ndp ban
sao ho chiéu/gidy to c6 gia tri thay hd chi€éu hodc xuat trinh ban chinh hd
chiéu/giay to c6 gia tri thay ho chiéu trong truong hop truc ti€p ndp ho so.
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+ Gidy x4c nhan tinh trang hon nhan cua cong dan Viét Nam cu tra trong
nuoc (trong giai doan chuyén ti€p).

* Ngoai gidy to néu trén, tily timg trudong hop, bén nam, bén nir phai ndp
hodc xuat trinh giay to twong ung sau day:

+ Cong dan Viét Nam da ly hon hodc huy viée két hén tai co quan c6 tham

quyén ctia nude ngoai phai ndpban sao trich luc ho tich vé viéc da ghi vao s viée
ly hon hodc hay viée két hon trai phap luat (Trich luc ghi cha ly hén);

+ Cong dan Viét Nam la cong chirc, vién chuc hoac dang phuc vu trong luc
lugng vii trang phai ndp van ban cua co quan, don vi quan ly xac nhan viéc két
hon va1 ngudt nude ngoai khong trai voi quy dinh cua nganh do;

+ Trudng hop nguoi yéu cau ding ky két hon dang cong tac, hoc tap, lao
dong c6 thot han & nudce ngoai thi phdi ndp Gidy xac nhan tinh trang hon nhan do
Co quan dai dién ngoai giao, Co quan dai di¢n lanh sy cia Viét Nam ¢ nude ngoai
cap.

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét: Khong qua 15 (muoi 1am) ngay lam viée, ké tur
ngay nhan du ho so hop €.

e) Poi twong thuc hién thii tuc hanh chinh: C4 nhan.

f) Co quan c6 thim quyén quyét dinh:

- Uy ban nhan déan cip huyén noi cu tra ctia cong dan Viét Nam thyc hién
dang ky két hon gitra cong dan Viét Nam véi nguoi nude ngoai; gitta cong dan
Viét Nam cu tra ¢ trong nude voi cong dan Viét Nam dinh cu ¢ nude ngoai; gitra
cong dan Viét Nam dinh cu & nudc ngoai voi nhau; gitra cong dan Vi¢t Nam dong
tho1 ¢o6 quoc tich nudce ngoai véi cong dan Viét Nam hodc voi ngudi nudc ngoai.

- Trudng hop ngudi nude ngoai cu tra tai Viét Nam cé yéu cau ding ky két
hon thi Uy ban nhan dan cap huyén noi cu trii cua mdt trong hai bén thuc hi¢n
dang ky két hon.

- Co quan thyc hién thu tuc hanh chinh: Phong Tu phap cép huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

g) Két qua thwe hién thi tuc hanh chinh: Giy ching nhan két hon.

h) Lé phi:1.200.000 dong.

i) Mau don, miu to khai: To khai dang ky két hon.

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

- Nam tir di 20 tudi tré 1én, nir tir du 18 tuoi trd 1én;

- Viéc két hon do nam va nit tw nguyén quyét dinh;

- Céc bén khong bi mét nang luc hanh vi dan sy;

- Viéc két hon khong thudc mdt trong cac trudng hop cdm két hon theo quy
dinh tai cadc di€m a, b, ¢ va d khoan 2 Bi€u 5 cua Luat Hon nhan va gia dinh, gom:
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+ Két hon gia tao;

+ Tao hén, cudng ép két hon, lira dbi két hon, can tro két hon;

+ Nguoi dang c6 vo, co chong ma két hon vG1 nguoi khac hodc chua cd vo,
chua c6 chong ma két hon voi ngudi dang c6 chong, co6 vo;

+ Két hon giita nhitng ngudi cung dong mau vé truc hé; gitta nhitg ngudi
c6 ho trong pham vi ba doi; gitta cha, me¢ nudi vdi con nudi; gitta nguoi da ting

1a cha, me nudi véi con nuoi, cha chong v6i con dau, me vo vdi con reé, cha dugng
v6i con riéng cua vo, me ké voi con riéng cila chong.

* Nha nudc khong thira nhan hon nhéan gitra nhitng ngudi cung gioin tinh.

k) Can cwr phap ly:

- Luat Hon nhén va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot so di€u va bién phap thi hanh Luat ho tich;

- Thong tu scA), 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap hudng
dan thi hanh mét s6 diéu cua Luat ho tich V,él Nghi djnh §6 123/2015/ND-CP ngay
15/11/2015 cua Chinh pha quy dinh chi tiét mot s6 di€u va bién phap thi hanh
Luat ho tich;

- Quyet dinh 86 42/2017/QD-UBND ngay 25/10/2017 ctia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

15. Thi tuc ding ky khai tir c6 yéu té nwéc ngoai

a) Trinh ty thyce hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho so va tra két qua caa UBND cap
huyén (goi la Bo phan mgt cua) hodc iy quyén cho nguoi khéac thuc hién viée
dang ky khai tir; Cong chirc tiép nhan ho so c6 trach nhiém hudng dan, kiém tra
tinh phap ly, tinh day da ndi dung ho so:

_ + Truong hop ho so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, bo sung dang quy dinh.

~ +Truong hop ho so dy du, hop 1é: Tiép nhan, in bién nhin va hen ngay tra
ket qua; chuyén giao ho so cho cac don vi chuyén mon giai quyeét kip thoi.

- Bude 3: Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

, b) Cach thirc thuc hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phén, s6 ligng hd so:

- Thanh phéan ho so:
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* Gidy to phai xudt trinh:
+ Ho chiéu hodc ching minh nhan dan hodc thé cin 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 st dung dé chirng minh vé nhan than cta ngudi cd yéu cau diang ky khai
ti;

+ Gidy to chimg minh noi cu tra cuéi cung cua nguol chét dé xac dinh tham
quyén (trong giai doan Co s0 dir licu qudc gia vé dan cu va Co so dit liéu ho tich
dién tir toan quoc chua duge xay dung xong va thuc hién théng nhit trén toan
quoc) truong hop khong xac dinh duoc noi cu tra cudi cing cua ngudi chét thi
xuat trinh gidy to chimg minh noi nguoi d6 chét hodc noi phat hién thi thé cua
nguoi chét.

Truong hop guri | hé so qua hé thong buu chinh thi phai giri kem theo ban sao
c6 chimg thuc cac gidy to phai xuat trinh néu trén.

* Gidy tO phai ndp:
+ T khai ding ky khai tir theo mau;
ot Gidy bao tir hodc gidy to thay thé Gidy béo tir do co quan c¢6 tham quyén

cap.

+ Vin ban Uy quyén theo quy dinh ctia phap luét trong trudng hop iy quyén
thuc hién viéc dang ky khai tur.

- S6 luong ho so: 01 bo.

d) Thoi han giai quyet Trong ngay ngay lam vigc, truong hgp tiép nhan

hd so sau 15 gid, thi s& tra két qua vao ngay hom sau.Truong hop can xac minh
thi thoi han giai quyét khong qua 03 ngay lam viéc.

e) Poi twong thuce hién thi tuc hanh chinh: C4 nhan.

f) Co quan c6 thaim quyén quyét dinh:

- Uy ban nhén dan cap huyén noi cu tri cudi cing ctia nguoi chét thuc hién
viéc ding ky khai tir cho ngudi nude ngoai hoac cong dan Viét Nam dinh cu ¢
nudc ngoai chét tai Viét Nam,;

- Uy ban nhan dan cip huyén noi ngudi d6 chét hodc noi phat hién thi thé
ngudi chét thue hién viée dang ky khai tu trong truong hop khong xac dinh duge
noi cu tra cudi cung cua nguoi chét.

- Co quan thyc hién thu tyc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

g) Két qua thue hién thi tuc hanh chinh: Trich lyc khai tir.

h) Lé phi:50.000 ddng.

i) Mau don, miu to khai: To khai dang ky khai .

j) Yéu ciu diéu kién: Khong

k) Can cwr phap ly:
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- Luat Ho tich nam 2014;
- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cta Chinh pha quy dinh
chi tiét mot s di€u va bién phap thi hanh Luat ho tich;

- Thong tu s0 15/2015/TT-BTP ngay 16/11/2015 ctia Bo Tu phép huéng
dan thi hanh mdt so diéu cua Luat ho tich V,E‘l Nghi djnh §6 123/2015/ND-CP ngay
15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi hanh
Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cua UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Pong Nai.

16. Thii tuc ding ky nhén cha, me, con c¢6é yéu té nwéc ngoai

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Bugc 2: Nop tai Bo phan tiép nhan hq SO Vva tra két qua cua UBND cap
huyén (goi la B phan mot cia); Cong chirc tiep nhan ho so c6 trach nhiém hudéng
dan, kiém tra tinh phap 1y, tinh day da noi dung ho so:

_ + Truong hop h~6 so:thié'u, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu huong dan) dé duong su biét cung cap, bo sung dung quy dinh.

~ +Truong hop ho S0 day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet Kip thoi.

- Buoc 3: Bo phan mot cura ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

’ b) Cach thirc thuc hién: Nop hd so truc tiép tai B phan mét ctra cia UBND
cap huyén.

¢) Thanh phan, s6 lwong hd so"

- Thanh phéan ho so:

* Gidy to phai xuat trinh:

- tHO chiéu hodc chtrng minh nhan dan hoic thé cin cudc cong dan hodc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia tri sir dung dé ching minh vé nhan than ctia cong dan Viét Nam.

+ Giy to chimg minh noi cu tra dé xac dinh thém quyén dang ky nhén cha,
me con (trong giai doan Co s¢ dir li¢u quoc gia vé dan cu va Co SO ,dﬁ: liéu ho
tich dién tur toan quoc chua duge xay dung xong va thyuc hién thong nhat trén toan
quoc).

* Gidy to phai ndp:

+ T¢& khai dang ky nhan cha, me, con theo mau.

+ Giay to, do vat hodc ching cur khac ching minh quan h¢ cha, con hoac
quan hé me, con gom:
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Vin ban cta co quan y té, co quan giam dinh hodc co quan khac c6 tham
quyén xac nhan quan h¢ cha - con, quan h¢ me - con.

Truong hop khong c6 van ban néu trén thi phai c6 thu tir, phim anh, bang,
dia, do dung, vat dung khac ching minh méi quan hé cha con, quan h¢ me con va
van ban cam doan cua cha, m¢ vé€ viéc tré em la con chung cua hai ngudi, co it
nhat hai nguo1 than thich ctia cha, me lam ching.

+ Truong hop dang ky nhén cha, me, con gitra cong dan Vi¢t Nam voi nguoi
nudc ngoai hodc gitra nguoi nude ngoai voi nhau thi ngudt nude ngoai phai nop
ban sao hd chiéu/gidy to co gia tri thay hd chi€u hodc xuat trinh ban chinh ho
chi€u/giay to c6 gia tri thay hd chiéu néu tryc ti€p ndp ho so.

- S6 luong ho so: 01 bo.

d) Thoi han giai quyét: 15 ngay lam viéc, ké tir ngay nhan du ho so hop 18.

e) Poi twong thuce hién thi tuc hanh chinh: C4 nhan.

f) Co' quan c6 thim quyén quyét dinh:

Uy ban nhéan din cap huyén noi cu tra ctia ngudi duoc nhan 13 cha, me, con
thuc hién dang ky nhan cha, me, con gitta cong dan Viét Nam vdi ngudi nude
ngoai; gitra cong dan Viét Nam cu tru ¢ trong nudc voi cong dan Viét Nam dinh
cu & nudc ngoai; gitra cong dan Viét Nam dinh cu ¢ nudce ngoai voi nhau; gitra
cong dan Vi¢t Nam dong thoi cd quoc tich nude ngoai voi cong dan Viét Nam
hodac véi nguoi nude ngoai; gitta ngudi nudc ngoai voi nhau ma mot hodc ca hai
bén thuong tru tai Viét Nam.

- Co quan thuc hién thil tuc hanh chinh: Phong Tu phap cip huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

- Co quan phdi hop: Uy ban nhan dan cip x4 noi cu tra ctia ngudi duoc nhan
la cha, me, con.

g) Két qua thue hién thii tuc hanh chinh: Trich luc ding ky nhan cha, me,
con.

h) Lé phi: 1.200.000 dong.

i) Mau don, miu to khai: T khai ding ky nhan cha, me, con.
j) Yéu céu, diéu kién thyc hién thii tuc hanh chinh:

- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;

- Viéc nhan cha, me, con khong c6 tranh chép.

k) Can cwr phap ly:

- Luat Hon nhan va gia dinh ndm 2014;

- Luat Ho tich nam 2014;

- Nghi dinh §6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh
chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich;
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- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap hudng
dan thi hanh mot s6 di€u cua Luat ho tich va Nghi dinh SQ 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cua UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

_~ 17. Tha tyc dang ky khai sinh két hop ding ky nhan cha, me, con ¢ yéu

t0 nwéc ngoai
a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho SO va tra két qua cia UBND cap
huyén (goi la Bo phan mgt cua) hodc iy quyén cho nguoi khac thuc hién viée
dang ky khai tir; Cong chirc tiep nhan ho so c6 trach nhiém hudng dan, kiém tra
tinh phap ly, tinh day da ndi dung ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hwrong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

~ +Truong hop ho Y day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
ket qua; chuyén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Buéc 3 Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

’ b) Cach thirc thuwe hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phan, s6 lwong hd so"

- Thanh phan hd so:

* Gidy tO phai xuét trinh:

+ Ho chiéu hodc ching minh nhan dan hodc thé cin cudce cong dan hodc cac
glay to khac co dan anh va thong tin ca nhan do co quan co tham quyén cap, con
gia tri str dung dé chtimg minh vé nhan than ciia ngudi cé yéu cau dang ky khai
sinh va nhan cha, me, con,;

+ Gidy t& chimg minh noi cu tri dé xéc dinh thim quyén dang ky khai sinh,
nhén cha, me, con (trong giai doan Co s0 dir liéu quoc gia vé dan cu va Co so dir
liéu ho tich c,Tién tur toan quoc chua dugc xay dung xong va thuc hién thong nhat
trén toan quoc).

+ Truong hop tré em sinh ra 6 nude ngoai vé cu tra tai Viét Nam thi Xuat
trinh gidy to chimg minh viéc tré em nhép canh (ho chiéu, glay to c6 gia tri di lai
qudc té co dau xac nhan nhdp canh cta co quan quan 1y xuat, nhap canh) va giay

to ching minh viéc tré em cu tra tai Viét Nam (van ban xac nhan cua co quan
cong an c6 tham quyén).
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* Giay to phai ndp:

+ T khai ding ky khai sinh theo mau;

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

+ Gidy ching sinh.

Truong hop khong cd Giady ching sinh thi ndp van ban cia ngudi lam chiung
xac nhan vé viéc sinh; néu khong c¢6 van ban cia ngudi lam chung thi phai cé
gidy cam doan v€ vi¢c sinh.

Truong hop tré em sinh ra tai nude ngoai thi nop Gidy ching sinh hodc gidy
t& khac do co quan c6 tham quyén nuée ngoai cAp x4c nhan vé viéc tré em duoc
sinh ra & nudc ngoai va quan hé me - con (néu co);

+ Truong hop cha hoac me hodc ca cha, me la nguoi nude ngoai thi phai
ndp van ban thda thuan ctia cha, me vé viéc lua chon quoc tich cho con. Truong
hop cha, me¢ chon quoc tich nudc ngoai cho con thi van ban théa thuan phai cé
xac nhan cua co quan nha nudc c6 thim quyén cua nudc ma cha me lya chon
quoc tich cho con.

+ Giay to, do vat hodc chiing ctr khac ching minh quan h¢ cha, con hoac
quan hé me, con gom:

Vién ban cua co quan y t€, co quan giam dinh hodc co quan khac c6 tham
quyén ¢ trong nudc hodc nudc ngoai xac nhan quan hé cha con, quan h¢ me con.

Truong hop khong c6 van ban néu trén thi phai c6 thu tir, phim anh, bang,
dia, do dung, vat dung khac chirng minh méi quan hé cha con, quan h¢ me con va
van ban cam doan cua cha, me¢ vé€ viéc tré em la con chung cia hai nguoi, co it
nhat hai nguo1i than thich ctia cha, me lam ching.

+ Truong hop dang ky nhan cha, me, con gifta cong dan Viét Nam v61 nguoi
nude ngoai hodc gitra nguoi nudce ngoai voi nhau thi nguoi nude ngoai phai nop

ban sao ho chiéu hodc gidy to co gia tri thay ho chiéu dé chimg minh vé nhan
than.

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét: 15 ngay lam viéc, ké tir ngay nhan du ho so hop 18.

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

f) Co quan c6 tham quyén quyét dinh:

- Uy ban nhéan dan cép huyén noi cu tri cia nguoi cha hodc nguoi me thyce
hién dang ky khai sinh két hop nhan cha, me, con doi vdi tré em sinh ra ¢ Viét
Nam:;

- ,ﬁy ban nhan dan cép huyéq noi cu tru cua tré em thuc hién dang ky khai
sinh két hgp nhan Cha, me, con doi voi tré em sinh ra & nudc ngoai, chua duogc
dang ky khai sinh vé cu tru tai Viét Nam.

- Co quan thye hién thu tuc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhéan dan cap huyén xem xét, quyét dinh.
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g) Két qua thye hién thi tuc hanh chinh:Gidy khai sinh, Trich luc ding
ky nhan cha, me, con.

h) L¢ phi:

- Pang ky khai sinh: 50.000 dong.

- Bang ky nhan cha, me, con: 1.200.000 dé)ng.

i) Miu don, miu to khai: To khai dang ky khai sinh, To khai dang ky nhan
cha, me, con.

j) Yéu ciu, diéu kién thue hién thii tuc hanh chinh:

- Bén nhan va bén duoc nhan 1a cha, me, con déu con séng;

- Viéc nhan cha, me, con khong c6 tranh chép.

k) Céan cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot so di€u va bién phap thi hanh Luat ho tich;

- Thong tu 5O 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap hudng
dan thi hanh mot s6 di€u cua Luat ho tich va Nghi dinh s@ 123/2015/NDb-CP
ngay 15/11/2015 ctaa Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyet dinh 86 42/2017/QD-UBND ngay 25/10/2017 ctia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

18. Thii tuc diing Ky giam hd ¢ yéu t6 nude ngoai

a) Trinh ty thyce hién:

- Buoc 1: Nguoi yéu cau giai quyét thu tuc chudn bi ddy du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho so va tra két qua caa UBND cap
huyén (goi la B phan mét cia); Cong churc tiep nhan ho so ¢6 trach nhiém hudéng
dan, kiém tra tinh phéap ly, tinh day du noi dung ho so:

_ + Truong hop ho so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, bo sung dang quy dinh.

~ +Truong hop ho so dy du, hop 1é: Tiép nhan, in bién nhin va hen ngay tra
ket qua; chuyén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bude 3: Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

, b) Cach thirc thuc hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phén, s6 ligng hd so:
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- Thanh phan hd so:
* Gidy tO phai xuét trinh:
+ Ho chiéu hodc ching minh nhan dan hodc thé cin cudc cdng dan hodc cac

glay 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 than ctia nguoi c6 yéu cau dang ky gidm

ho.

+ Gidly to chimg minh noi cu trii d€ xé4c dinh thAm quyén dang ky giam ho
(trong giai doan Co s¢ dir liéu quoc gia ve dan cu va Co s¢ dir liéu ho tich dién
tur toan quoc chua dugc xay dung xong va thuc hién thong nhat trén toan quoc).

* Gidy to phai nop:

+ T khai ding ky giam ho theo mau.

+ Van ban cu nguoi giam ho theo quy dinh cua Bo lut dan sy d6i véi truong
hop dang ky giam h¢ cu; gidy to chimg minh dicu kién giam ho duong nhién theo
quy dinh cua B¢ luat dan sy doi voi truong hop dang ky giam ho duong nhién;
truong hop ¢ nhiu nguoi cung du di€u kién lam giam ho dwong nhién thi ndp thém
van ban thda thuan vé viéc cr mdt nguoi lam gidm hd duong nhién.

+ Vin ban ty quyén theo quy dinh ctia phap luét trong truong hop uy quyén
thue hién dang ky giam hg. Truong hop ngudi duge uy quyén la dng, ba, cha, me,
con, vg, chong, anh, chi, em rudt ciia ngudi ty quyen thi van ban uy quyén khong
phai cong ching, ching thyuce, nhung phai c6 gidy to chirng minh moi quan hé voi
nguoi Uy quyeén.

- S6 luong ho so: 01 bo.

d) Thoi han gidi quyét: Khong qua 05 ngay lam viéc doi véi viée dang ky
giam ho ctr va khong qua 03 ngay lam viéc doi véi viee dang ky gidm hd duong
nhién.

e) Poi twong thuce hién thi tuc hanh chinh: C4 nhan.

f) Co quan c6 thaim quyén quyét dinh:

- Uy ban nhén dan cap huyén noi cu tra ctia ngudi duoc giam ho hodc ngudi
giam ho thuc hién dang ky giam ho gitra cong dan Viét Nam va ngudi nudce ngoai
cung cu tru tai Viét Nam.

- Co quan thyc hi¢n thu tuc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

g) Két qua thwe hién thi tuc hanh chinh: Trich lyc ding ky giam ho.

h) Lé phi: 50.000 dong.

i) Mau don, mau to khai: T khai ding ky giam ho.

j) Yéu ciu, diéu kién thuc hién thi tuc hanh chinh: Viéc giam ho gitra
cong dan Vi¢t Nam va nguoi nude ngoai cung cu tra tai Viét Nam.

k) Can cw phap ly:
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- B0 luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh
chi tiét mdt s di€u va bi¢n phép thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap huong
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh sQ 123/2015/NDB-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mdt s6 di€u va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

19. Thii tuc diing Ky cham dit giam hd cé yéu to nwéc ngoai

a) Trinh ty thyuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thu tuc chudn bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Bu6c 2: Nop tai Bo phan tiép nhan hd SO va tra két qua cua UBND cap
huyén (goi la Bo phan mgt cua) hodc iy quyén cho nguoi khac thuc hién viée
dang ky cham dit giam hg; Cong chuc ti€p nhan ho so ¢6 trach nhiém hudng dan,
Kiém tra tinh phap ly, tinh day du ndi dung ho so:

+ Truong hop ho so thiéu, hodc khong hop 16: Huong dan cy thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, boé sung dung quy dinh.

+ Truong hop ho so day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet Kip thoi.

- Budc 3: Bo phan Mot cura ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

’ b) Cach thirc thwe hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phan, s6 lwgng hd so"

- Thanh phéan ho so:

* Giy to phai xuat trinh: HO chiéu hodc chimg minh nhan dan hosc thé cin
cudc cong dan hodc cac gidy to khac c6 dan anh va thong tin ca nhan do co quan
co tham quyén cap, con gia tri sit dung dé chimg minh vé nhan than cta ngudi c6

yéu cau dang ky chidm dut giam ho; Truong hop gui hd so qua h¢ théng buu chinh
thi phai giri kém theo ban sao c¢6 chimg thuc gidy to phai xuét trinh néu trén.

* Gidy to phai ndp:
+ To khai dang ky chdm dut giam ho theo mau.
+ Gidy to lam cdn ¢ chdm dit giam ho theo quy dinh ctua Bo luét dan su.

+ Van ban uy quyen theo quy dinh ctia phap luét trong truong hop uy quyén
thie hién dang ky cham dut giam ho. Truong hop ngudi duge ty quyén 1a éng,
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ba, gha, me, con, Vo, chéng, anh, chi, em rudt cua nguodi iy qu}{én thi van ban uy
quyén khong phai cong ching, ching thyc, nhung phai c6 giay to chimg minh
moi quan hé véi nguoi uy quyén.

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: 02 ngay lam viéc, ké tir ngay nhan du ho so hop 18.

e) Péi twong thuwe hién thii tuc hanh chinh: C4 nhan

f) Co quan thye hién thu tyc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

- Co quan c6 thim quyén quyét dinh: Uy ban nhéan dan cip huyén noi da
dang ky giam ho thyc hién dang ky cham dut gidm ho.

g) Két qua: Trich luc dang ky chdm dut giam ho.

h) Lé phi: 50.000 dong.

i) Mau don, miu t& khai: To khai dang ky chdm dut giam ho.

j)Yéu ciu, diéu kién thue hién TTHC: Khong

k) Céan cir phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s di€u va bién phap thi hanh Luat ho tich;

- Thong tu sO 15/2015/TT-BTP ngay 16/11/2015 cua B6 Tu phap hudng
dan thi hanh mét s6 di€u cua Luat ho tich va Nghi din}l s@ 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cua UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

20. Thi tuc thay doi, cai chinh, b6 sung h tich, xac dinh lai dan tdc

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Bu6c 2: Nop tai BO phan tiép nhan ho so va tra két qua cia UBND cap
huyén (goi la Bo phdn mgt cua) hodc iy quyén cho ngudi khéac thuc hién viée
dang k}"/ thay doi, cai chinh, bo sung ho tiqch, xac dinh lai dan toc; Céng chuec tiep
nhan ho so ¢6 trach nhiém huéng dan, kiém tra tinh phap ly, tinh day du ngi dung
ho so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hirong dan) dé duong su biét cung cap, bo sung ding quy dinh.

~ +Truong hop hd SO day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet kip thoi.
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- Bugc 3: Bo phan mot ctra ¢6 trach nhiém nhén két qua tir phong chuyén

mon va tra két qua truc tiép cho duong su.
~ b) Cach thirc thye hién: Nop hé so truc tiép tai Bo phan mot ctra cia UBND

cap huyén.

¢) Thanh phan, s6 lwong hb so-

- Thanh phan hd so:

* Gidy tO phai xuat trinh:

+ Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cong dan hoac cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan co tham quyén cép, con

gia tri sur dung dé ching minh vé nhan than ctia nguoi c¢6 yéu cau dang ky thay
d6i, cai chinh, bo sung ho tich, xac dinh lai dan toc.

+ Gidy to chimg minh noi cu tra dé xac dinh thim quyén ding ky trong
truong hop cai chinh, bo sung ho tich, xac dinh lai dan toc khong phai tai Uy ban
nhan dan cap huyén noi dang ky ho tich trudc day (trong giai doan Co s¢ dit licu
quéc gia vé dan cu va Co sé dit liéu ho tich dién tir toan quéc chua duge xdy dung
xong va thuc hién théng nhét trén toan qudc).

Truong hop guri | hé so qua hé thong buu chinh thi phai giri keém theo ban sao
c6 chimg thuc cac gidy to phai xuat trinh néu trén.

* Gidy tO phai ndp:

+To khai déng ky thay doi, cai chinh, bo sung h tich, xc dinh lai dén toc
theo mau.

+ Gidy to lién quan dén viéc thay doi, cai chinh, bo sung hé tich, xac dinh lai
dan toc.

+ Vin ban 1y quyén theo ‘quy dinh cua phap luét trong truong hop uy quyén
thuc hién viéc dang ky thay 601 cai chinh, bd sung ho tich, xac dinh lai dan toc.
Truong hop nguoi duge vy quyén 1a éng, ba, cha, me, con, vo, chdng, anh, chi, em
rudt cuia nguoi uy quyén thi vin ban ¢ uy quyén khong phai cong chimg, ching thyc,
nhung phai c6 gidy to chimg minh moi quan hé véi nguoi uy quyeén.

- S6 lugng ho so: 01 bo.

d) Thoi han giai quyét:
- Ngay trong ngay lam viéc d01 v6i viée bd sung ho tich, trudng hop nhan

ho so sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay lam
viée tiép theo.

- 03 ngay lam viéc dbi véi viée thay doi, cai chinh ho tich, xac dinh lai dan
toc truong hop can kiém tra, xadc minh thi khong qua 06 ngay lam viéc.

e) Poi twong thuce hién thi tuc hanh chinh: C4 nhan.

f) Co quan c6 thim quyén quyét dinh:

34



- Uy ban nhén dan cép huyén noi da dang ky ho tich truée day hodc noi cu
tra clia ngudi nuwdc ngoai giai quyét viée cai chinh, bo sung ho tich cia nguoi
nude ngoai di dang ky ho tich tai co quan c6 thim quyén ciia Viét Nam.

- Uy ban nhén dén cqap huyén noi da dang ky ho tich trudc day giai quyét
viéc thay doi, cai chinh, bd sung ho tich, xac dinh lai dan tdc cho ngudi Viét Nam
dinh cu & nudc ngoai.

- Uy ban nhan dan ’cép huyén noti da dang ky h¢ tich trude day hodc noi cu
tra cua ca nhan giai quyét viéce thay doi, cai chinh ho tich cho cong dan Viét Nam
tur du 14 tuoi tré 1€n cu tra trong nudce; xac dinh lai dan tdc.

- Co quan thyc hién thu tyc hanh chinh: Phong Tu phap cép huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

g) Két qua thye hién thii tuc hanh chinh: Trich lyc thay dbi/cai chinh/bo
sung ho tich/xac dinh lai dan toc.

h) L¢ phi:

-Thay doi, cai chinh h¢ tich cho nguoi tir di 14 tudi tro 1én cu tra 6 trong
nudc; xac dinh lai dan t$c:25.000 dong.

- Thay doi, cai chinh, b6 sung h¢ tich; xac dinh lai dan toc ¢6 yéu to nudc
ngoai: 50.000 dong.

i) Miu don, miu to khai: To khai dang ky thay doi, cai chinh, bd sung ho
tich, xac dinh lai dan tdc.

j) Yéu cau, dién kién: Khong

k) Can cwr phap ly:

- B§ luat Dan sy nam 2015;

- Luat HO tich nam 2014;

- Nghi dinh ‘sc“’) 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s6 di€u va bién phap thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua Bo Tu phap hudng
dan thi hanh mot s6 diu cua Ludt ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 ctaa Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 ctia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Pong Nai.

21. Thu tuc ghi vao S6 ho tich viéc ket hon cia cong dan Viét Nam da
dwgc gidi quyet tai co quan co tham quyen cua nudc ngoai

a) Trinh ty thyuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.
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- Budc 2: NOp tai Bo phan tiép nhan ho so va tra két qua cua UBND cap
huyén (goi la Bg phan mgt cira) hodc ty quyen cho ngudi khac thyc hién viécyéu
cau ghi cht két hon; Cong chirc tiép nhan ho so c6 trach nhiém hudng dan, kiém
tra tinh phap 1y, tinh day da noi dung hd so:

+ Truong hop hd so thiéu, hogc khong hop 1&: Huéng dan cu thé (01 lan,
bang Phieu huréng dan) dé duong su biét cung cap, bo sung dang quy dinh.

+ Truong hop ho so day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyét Kip thoi.

- Budc 3: Bo phan mot cia co trach nhiém nhan két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

* Yéu cau ghi cha két hon bi tir chéi trong cac trudng hop sau:

- Viéc két hon vi pham diéu cam theo quy dinh cua Luat Hon nhan va gia
dinh.

- Cong dan Viét Nam két hon voi nguoi nude ngoai tai co quan dai dién
ngoai giao, co quan dai dién 1anh sy nudc ngoai tai Viét Nam.

b) Cach thirc thuwe hién: Nop ho so truc tiép tai BO phan mdt ctra cia UBND
cap huyén.

¢) Thanh phan, so lwong hd so-

- Thanh phan hd so:

* Gidy to phai xuét trinh:

+ Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan hoac cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap, con
gia tri st dung dé chung minh v€ nhan than ctia nguoi c6 yéu cau ghi chu két hon
(gidy to tuy than);

+ Gidy to ching minh noi cu tra dé xac dinh tham quyén (trong giai doan

Co so dit lidu qudc gia vé dan cu va Co sé dir liéu ho tich dién tir toan qubc chura
dugc xay dung xong va thuc hién théng nhat trén toan qudc).

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

* Gidy to phai ndp:

+ To khai ghi chi két hon theo mau;

+ Bén sao gidy to chimg nhan viéc két hon do co quan c6 tham quyén cia
nudc ngoai cap;

+ Ban sao gidy to tiy thin ctia ca hai bén nam, nit, néu giri hd so qua hé
thong buu chinh;

+ Néu cong dan Viét Nam d3 ly hon hodc huy viéc két hon tai co quan ¢
tham quyén nudc ngoai thi phai ndp trich luc vé viéc da ghi vao S6 ho tich viéc
ly hon hoac huy viée két hon (Trich luc ghi cht ly hon).
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+ Van ban uy quyen theo quy dinh cta phap luat trong truong hop uy quyen
thuc hién viéc ghl chu két hon. Truong hop nguoi dugce U uy quyén la 6ng, ba, cha
me, con, Vo, chong, anh, chi, em rudt cia nguoi uy quyén thi van ban 1 uy quyen
khong phai cong chung, chimg thuc, nhung phai c6 gidy to chimmg minh moi quan
hé vo1 ngudi uy quyén.

- S Iwong ho so: 01 bo.

d) Thoi han giai quyét: 12 ngay lam viéc, ké tir ngdy nhan dit hd so hop 18.

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

f) Co quan c6 thim quyén quyét dinh: Uy ban nhan dan cp huyén noi cu
tri ciia cong dan Viét Nam.

- Co quan thyc hién thu tuc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

g) Két qua thue hién thii tuc hanh chinh: Trich luc ghi cha két hon.

h) L¢ phi:70.000 dong.

i) Mau don, miu to khai: To khai ghi chu két hon.

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

- Viée két hon gitra cong dan Viét Nam voi nhau hodc voi ngudi nudc ngoai
da dugc giai quyet tai co quan c6 tham quyen cua nudce ngoai & nude ngoai duge
ghi vao S6 h¢ tich néu tai thoi di€m ket hon, cac bén dap ung du diéu kién ket
hon va khong vi pham diéu cam theo quy dinh cua Luat Hon nhan va gia dinh
Viét Nam.

- Néu vao thoi diém ding ky tai co quan c6 tham quyén nudc ngoai, vige két
hén khong dap tmg diéu kién két hon, nhung khong vi pham dleu cam theo quy
dinh cua Luat Hon nhan va gia dinh, nhung vao thoi diém yéu cau ghi vao S6 ho
tich viéc két hon, hau qua da dugc khic phuc hodc viée ghi chu két hon 1a nham
bao vé quyén lg1 ciia cong dan Viét Nam va tré em, thi viéc két hon cling duogc
ghi vao So hd tich.

k) Can cwr phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat HO tich nam 2014;

- Nghi dmh ‘S(A) 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s6 di€u va bi¢n phap thi hanh Luat ho tich;

- Thong tu 5O 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap hudng
dan thi hanh mot s6 diéu ctia Luat ho tich va Nghi dinh s6 123/2015/NDb-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat ho tich;

- Quyet dinh s6 42/2017/QD-UBND ngay 25/10/2017 ciia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Pong Nai.
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22. Thii tuc ghi vao S6 hd tich viéc ly hon, hily viéc két hon cia cong dan
Viét Nam da dugc gidi quyét tai co’ quan c6 tham quyén ciia nuwdc ngoai.
a) Trinh ty thyc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chudn bi day du cac gidy to theo
thanh phan va sb luong ho so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan h‘o so va tra két qua cua UBND cap
huyén (goi la B phan mgt cia) hodc uy quyén cho ngudi khac thyuc hién viéeghi
cha ly hén; Cong chuc ti€p nhan ho so ¢6 trach nhiém hudng dan, kiém tra tinh
phap ly, tinh day du ndi dung ho so:

+ Truong hop ho so thieu, hodc khong hop 16: Huong dan cu thé (01 lan,
bang Phieu huong dan) dé duong su biét cung cap, bo sung dung quy dinh.

+ Truong hop ho so day du, hop 18: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Bugc 3: Bo phan mot ctra ¢6 trach nhiém nhén két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

~ b) Cach thirc thyce hién: Nop hé so truc tiép tai Bo phan mot ctra cia UBND
cap huyén.

¢) Thanh phan, so lwong hd so"

- Thanh phan hd so:

* Gidy to phai xuét trinh:

ot Ho chiéu hodc chimg minh nhan dan hoac thé can cudc vcéng da‘}n hqe_‘lc cac
gidy to khac co dan anh va thong tin ca nhan do co quan c6 thdm quyén cap, con
gia tri st dung dé chirmg minh v€ nhén than ctia nguoi ¢ yéu cau ghi chu ly hon.

+ Gidy to ching minh noi cu tra dé xac dinh tham quyén trong truong hop
cong dan Viét Nam tir nude ngoai vé thuong tra tai Viét Nam co yéu cau ghi
cht ly hon, cong dan Viét Nam khong thuong tra tai Viét Nam yéu cau ghi cha
ly hén tai Uy ban nhan dan cap huyén noi cu tra trude khi xuat canh (trong giai

doan Co so dir liéu qudc gia vé dan cu va Co so dir liéu ho tich dién tir toan qubc
chua duoc xay dung xong va thuc hién thong nhét trén toan qudc).

Truong hop gu’l hé so qua hé thong buu chinh thi phai gii kém theo ban sao
c¢6 chimg thuc cac gidy to phai xuat trinh néu trén.

* Gidy tO phai ndp:

+ T khai ghi chii Iy hon theo mau;

+ Ban sao Ban an, quyét dinh ly hon, huy két hon, van ban thoa thuin ly hon
hodc gidy to khac cong nhan viéc ly hon do co quan c6 tham quyén cua nudce
ngoai cap da co6 hi¢u luc phép luat.

+ Vin ban tly quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thyc hién viéc ghi chu ly hon. Truong hop nguoi duoc uy quyén la 6ng, ba, cha,
me, con, vg, chdng, anh, chi, em rudt ciia ngudi ty quyén thi vin ban ty quyén

38



khong phai cong chimg, ching thyuc, nhung phai c6 gidy to chimg minh mdi quan
hé v&i ngudi iy quyén.

- S6 lugng hd so: 01 bo.

d) Thoi han giai quyét: 12 ngay 1am viéc, ké tir ngay nhan da hd so hop 1é.

e) Péi twong thwe hién thii tuc hanh chinh: Cé nhan.

f) Co quan c6 thim quyén quyét dinh:

- }jy ban nhan dan cap huyén noi di dang ky két hon hodc ghi vao S6 ho tich
viéc két hon trude day thuc hién ghi chu ly hon.

Truong hop viée két hon hode ghi cha viée két hon trude day thyc hién tai
So Tu phap thi viéc ghi chu ly hon do Uy ban nhan dan cap huyén noi cu tra cia
cong dan Viét Nam thuc hién.

Truong hop viéc két hon trude diy dugc dang ky tai Uy ban nhan dan cip
X4 thi viéc ghi cht ly hén do Uy ban nhan dan cdp huyén cép trén thyc hién.

Truong hgp cong dan Viét Nam khong thuong tra tai Viét Nam thi viéc ghi
chu ly hon do Uy ban nhan dan cap huyén noi cu tra trudce khi xuat canh ctia cong
dan Viét Nam thuc hién.

- Cong dan Viét Nam tir nudc ngoai vé thudng tra tai Viét Nam co yéu
cau ghi cha Iy hon ma viéc két hon trude day duoc dang ky tai Co quan dai
dién hodc tai co quan c6 tham quyén nudc ngoai thi viéc ghi cha ly hon do Uy
ban nhan dan cap huyén noi cong dan Viét Nam thuong tra thyc hién.

- Cong dan Viét Nam cu tra ¢ nudc ngoai co yéu cau ghi cht ly hon dé két
hon maéi ma viée két hon trude day duoc dang ky tai Co quan dai dién hodc tai

O quan co tham quyén nudc ngoai thi viéc ghi cha ly hén do Uy ban nhan dan
cap huyén noi tiép nhan hd so két hon méi thyc hién.

- Co quan thye hién thu tuc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

g) Két qua thue hién thii tuc hanh chinh: Trich luc ghi chu ly hon.

h) Lé phi:70.000 dong.

i) Mau don, miu to khai: To khai ghi cht Iy hon.

j) Yéu céu, diéu kién thyc hién thii tuc hanh chinh:

- Ban an, quyét dinh ly hon, hiy két hon, van ban thoa thuan ly hon da c6 hiéu
lyc phap luat hodc giay to' khac cong nhén viée ly hon do co quan c6 thdm quyén
cta nude ngoai cap khong vi pham quy dinh cua Luat hon nhan va gia dinh.

-Viéc ly hon, huy két hon cua cong dan Viét Nam do co quan co tham quyén
nudc ngoai giai quyet khong thude truong hop c6 don yeu cau thi hanh tai Viét
Nam hodc c¢6 don yéu cau khong cong nhan tai Viét Nam.

- Cong dan Viét Nam da ly hon, huy viée két hon & nude ngoai, sau do Yé
nude thuong trd hoac lam thu tuc dang ky két hon mai tai co quan c¢6 tham quyén
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cua Viét Nam thi phai ghi cht Iy hon. Truong hop da nhiéu 1§}n ly hén hodc huy
viéc két hon thi chi lam thu tuc ghi chi lan ly hon, hay viéc két hon gan nhat.

k) Can cwr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mdt s di€u va bi¢n phép thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap hudng
dan thi hanh mot s6 di€u cua Luat ho tich va Nghi dinh s@ 123/2015/Nb-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi
hanh Luat ho tich;

- Quyet dinh 86 42/2017/QD-UBND ngay 25/10/2017 ciia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

23. Thu tyc ghi vao S6 ho tich viéc hg tich khac caa cong din Viét Nam
da dwoc gidi quyét tai co quan ¢6 tham quyén cia nwéc ngoai (khai sinh;
giam h}f); nhan cha, me, con; xac dinh cha, me, con; nudi con nuéi; khai tir;
thay doi hg tich)

a) Trinh ty thyc hién:

- Budc 1: Nguoi yéu cau giai quyét thi tuc chudn bj day du cac gidy to theo
thanh phan va so luong ho so theo quy dinh tai thu tuc nay.

- Bugc 2: Nop tai Bo phan tiép nhan hd SO va tra két qua cua UBND cap
huyén (goi la Bo phan mgt cua) hodc ty quyén cho nguoi khac thuc hién viéc
yéu cau ghi chu thay d6i ho tich c6 yéu td nudc ngoai; Cong chuc tiép nhan hd
so ¢6 trach nhiém hudng dan, kiém tra tinh phép 1y, tinh day du noi dung hd so:

_ + Truong hop h~6 soqthié'u, hoac khong hop 1é: Hudéng dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, bo sung dung quy dinh.

+ Truong hop ho so day du, hop 1é: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet Kip thoi.

- Budc 3: BO phan Mot cura ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

b Cach thirc thue hién: Nop hd so truc tiép tai B phan mét ctra cia UBND
cap huyén.

¢) Thanh phan, s6 lwong hd so-

- Thanh phéan ho so:

* Gidy to phai xuat trinh:

- t+HOo chiéu hodc chimg minh nhan dan hogc thé cin cudce cong dan hodc cac
gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyen céap, con gia
tri sir dung d€ chimg minh v€ nhéan than cua nguoi c6 yéu cau ghi chi thay doi ho
tich c6 y€u té nudc ngoai,
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+ Glay to chimg minh noi cu tra dé xac dinh thAm quyén ghi chu thay d6i
ho tich c6 yéu té nudc ngoai (trong giai doan Co s¢ dir liéu quoc gia vé dan cu
va Co so dir licu ho tich dién tir toan quoc chua duge xay dyng xong va thuc hién
thong nhat trén toan qudc).

Trudng hop gui ,hé so qua hé ,théng buu chinh thi phai giri kém theo ban sao
c6 ching thuc céac gidy to phai xuat trinh néu trén.

* Gidy to phai ndp:

+ T khai theo mau quy dinh.

+ Ban sao gidy to chimg minh viée ho tich da duoc giai quyét tai co quan co
tham quyén ctuia nudc ngoai.

+ Van ban thoa thuan 11‘_Ia chon quécﬂ tich Viét Nam cho con cua cha, me doi
voi trudng hop ngudi yéu cau ghi vao So6 hod tich viée khai sinh ¢6 cha hodc me
1a cong dan Vi€t Nam, nguoi kia 1a nguoi nudce ngoai, trong truong hop G1ay khai
sinh va gidy to di lai qudc té do co quan c6 thim quyén nudc ngoai cap khong
ghi qudc tich ctia ngudi con.

+ Vin ban uy quyén theo quy dinh ctia phap luat trong truong hop uy quyén
thyc hién viéc ghi chi. Truong hop ngudi duge uy quyén la ong, ba, cha, me,
con, vg, chong, anh, chi, em rudt cia ngudi iy quyén thi van ban uy quyén khong
phai cong ching, ching thyc, nhung phai c6 gidy to chimg minh moi quan hé voi
nguoi Uy quyeén.

- 86 lugng ho so: 01 bd.

d) Thoi han 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. Trudng hop phai xac minh thi thoi han giai quyét khong qua 3
ngay lam viéc.

e) Poi twong thuc hién thii tuc hanh chinh: C4 nhan.

f) Co quan c6 thAim quyén quyét dinh:

- Uy ban nhan dan cp huyén noi cu tra ctia céng dan Viét Nam ghi vao S6
ho tich viéc khai sinh; gidm hQ; nhan cha, me, con; xac dinh cha, me, con; nudi
con nudi; thay do1 hd tich da dugc giai quyét tai co quan ¢6 tham quyén cua nude
ngoai.

- Uy ban nhén dan cap huyén noi cu tra ciia ngudi co trach nhiém khai tir
ghi vao So hg tich viéc khai tir da dugc gidi quyét tai co quan c6 tham quyén ctua
nudc ngoai.

- Co quan thye hién thu tuc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cp huyén xem xét, quyét dinh.

g) Két qua thue hién thi tuc hanh chinh: Trich lyc ghi vao s6 ho tich viéc
khai sinh/Trich luc ghi cht thay d61 ho tich.

h) Lé phi: 70.000 dong.
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i) M?lu don, mau to khai: To khai ghi vao sé) ho tich viéc khai sinh; To khai
ghi vao s6 hg tich viéc khai tir; To khai ghi vao s6 hg tich viéc nuoi con nuoi; To
khai ghi cht viéc giam hQ, nhan cha, me, con; Td¢ khai ghi cht thay doi ho tich.

j) Yéu céu diéu kién: Khong

k) Can cwr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh ‘sé) 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s di€u va bién phap thi hanh Luat ho tich;

- Thong tu,sfl) 15/2015/TT-BTP ngdy 16/11/2015 cua B Tu phap hudng dan
thi hanh mot s6 diéu cua Luat ho tich va Nghi din,h sc} 123/2015/ND-CP ngay
15/11/2015 cta Chinh phu quy dinh chi ti€t mot s6 di€u va bién phap thi hanh
Luat ho tich;

- Quyet dinh s6 42/2017/QD-UBND ngay 25/10/2017 ciia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

24. Thi tuc ding ky lai khai sinh c6 yéu té nwéc ngoai

a) Trinh ty thyc hién:

- Buoc 1: Ngum yéu cau giai quyét thu tuc chuan bj day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho so va tra két qua cua UBND cap
huyén (goi la Bg phdn mgt cura) hodc uy quyen cho ngudi khac thyc hién viéedang
ky lai khai sinh; Cong churc tiép nhan ho so co trach nhiém huéng dan, kiém tra
tinh phap 1y, tinh day du noi dung hd so:

~ + Truong hop ho so thiéu, hogc khong hop 1&: Huéng dan cy the (01 lan,
bang Phieu hurong dan) dé duong sy biét cung cap, bo sung dung quy dinh.

s Tru’(‘yng hop ho S0 dﬁy dua, hop lé: Tiép nhan, in bién nhér} va hen ngay tra
két qua; chuyén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Budgc 3: Bo phan Mot ctra ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

, b) Cach thirc thue hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huyén.

¢) Thanh phén, so lwong ho so:

- Thanh phan hd so:

* Gidy to phai xuét trinh:HO chiéu hoic chimg minh nhan déan hodc thé cin
cudc cong dan hodc cac g1ay to khac co dan anh va thong tin ca nhan do co quan

co tham quyén cap, con gia tri sir dung dé chimg minh vé nhan thanciia ngudi co
yéu cau dang ky lai khai sinh;

* Gidy tO phai ndp:
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+ To khai dang ky lai khai sinh theo mau, trong d6 co6 cam doan ctia nguoi
yéu cau ve viéc da dang ky khai sinh nhung khong luu gilt dugc ban chinh Giay
khai sinh.

+ Bén sao toan bd ho so, gidy to cla nguoi yéu cau hodc hd 50, gidy to, tai
li¢u khac trong d6 co6 thong tin 1ién quan dén ndi dung khai sinh, gom:

Ban sao Gidy khai sinh do co quan c¢6 thim quyén ctia Viét Nam cép (ban sao
dugc cong chimg, ching thuc hop 1€, ban sao dugc cap tur S6 dang ky khai sinh);

Ban chinh hodc ban sao gidy to ¢6 gia tri thay the Gidy khai sinh duoc cép trudce
nim 1945 ¢ mién Béc va trudc nam 1975 & mién Nam.

Truong hop nguoi yéu cau khong co gidy to néu trén thi phai ndp ban sao
gidy t0 do co quan c6 tham quyén ctia Viét Nam cap hop 1€ nhu: Glay ching
minh nhén dan, Thé can cudc cong dan hoac HY chiéu; SO ho khau, SO tam tru,
gidy to ching minh vé noi cu tra; Bang t6t nghiép, Gidy chimg nhan, Chung chi,
Hoc ba, Ho so hoc tip do co quan dio tao, quan ly giao duc co tham quyén cip
hodc xac nhén; Glay to khac c6 thong tin v€ ho, chir dém, tén, ngay, thang, nam
sinh cila ¢4 nhan; Giy to chimg minh quan hé cha con, me con.

Nguoi yéu cau dang ky khai sinh c6 trach nhiém nop day da ban sao céac
gidy to néu trén (neu c0) va phai cam doan da n¢p du cac gidy to' minh co. Truong
hop nguoi yéu cau dang ky khai sinh cam doan khong dung sy that, c¢d ¥ chi ndp
ban sao gidy to c6 loi dé dang ky khai sinh thi viéc dang ky khai sinh khong co
gia tri phap ly.

- S6 luong ho so: 01 bo.

d) Thoi han giai quyét: 05 ngay lam viéc. Truong hop phai c6 van ban xac
minh thi thot han giai quyét khong qua 13 ngay lam viéc (khong tinh thoi gian
gui van ban yéu cau xac minh va thoi gian gui van ban tra 161 két qua xac minh
qua h¢ thong buu chinh).

e) Poi twong thuce hién thi tuc hanh chinh: Ca nhan.

f) Co quan c6 thAm quyén quyét dinh:

- Uy ban nhan dan cép huyén noi da dang ky khai sinh trudc day thyuc hién
dang ky lai khai sinh.

- Tru’O’ng hop vi€c khai sinh truée day duoc dang ky tai Uy ban nhan dan
cap x4 thi viéc dang ky lai khai sinh do Uy ban nhan dan c4p huyén cap trén thyc
hién.

- Truong hop khai sinh trude day duge dang ky tai Uy ban nhan dan cap tinh
hodc S& Tu phép thi viéc dang ky lai khai sinh do Uy ban nhin dan cap huyén
noi cé try s¢ hi¢n nay ctia S& Tu phap thyuc hién.

- Co quan thyc hién thu tyc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cp huyén xem xét, quyét dinh.

- Co quan phéi hop: Uy ban nhan dan cip x3/S6 Tu phéap noi ngudi yéu cau
dang ky lai khai sinh da dang ky khai sinh trudc day.
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g) Két qua thue hién thi tuc hanh chinh: Gidy khai sinh.

h) Lé phi:50.000 dong.

i) Miu don, miu t& khai: To khai ding ky lai khai sinh

j) Yéu céu, diéu kién thuc hién thi tuc hanh chinh:

- Cong dan Viét Nam dinh cu ¢ nudc ngoai hode nguoi nude ngoai dé dang
ky khai sinh tai co quan c6 tham quyén cua Viét Nam trude ngay 01/01/2016
nhung SO dang ky khai sinh va ban chinh Giay khai sinh déu bi mat.

- Nguoi ¢6 yéu cu con song tai thoi diém yéu cau ding ky lai khai sinh.

- Nguoi yéu cau cd trach nhiém ndp day du ban sao gidy to, tai liéu ¢6 ndi
dung lién quan dén viéc dang ky lai khai sinh.

k) Can cw phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiét mot s di€u va bién phap thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cta BO Tu phap hudng
dan thi hanh mot s6 di€u cua Luat ho tich va Nghi dinh SQ 123/2015/ND-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phép thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cua UBND tinh Dong
Nai ban hanh Quy dinh vé I¢ phi ho tich trén dia ban tinh Pong Nai.

25. Thu tuc dang ky khai sinh ¢6 yéu td nwéc ngoai cho nguoi da c6 hod
s0, giay to’ ca nhan

a) Trinh ty thuc hién:

- Buoc 1: Nguoi yéu cau giai quyét thi tuc chuan bi day du cac gidy to theo
thanh phan va s6 lugng ho so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai Bo phan tiép nhan ho so va tra két qua cua UBND cap
huyén (goi la Bo phan mot cua) hodc ity quyen cho ngudi khac thyc hién vigeviée
déng ky khai sinh; Cong chuc ti€p nhan ho so c6 trach nhiém huéng dan, kiem
tra tinh phap ly, tinh day du ndi dung ho so:

+ Truong hop ho so thiéu, hoic khong hop I¢: Huéng dan cu thé (01 lan,
bang Phiéu huréng dan) dé duong sy biét cung cap, bo sung dung quy dinh.

~ +Truong hop hd S0 day du, hop 1&: Tiép nhan, in bién nhén va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Budc 3: Bo phan Mot ctra c6 trach nhiém nhan két qua tir phong chuyén
mon va tra két qua truc tiép cho duong su.

~ b) Cich thirc thye hign: Nop ho so truc tiép tai BO phan mdt cira ciia UBND
cap huyén.

¢) Thanh phan, s6 lwong hé so-
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- Thanh phan hd so:

* Gidy to phai xudt trinh

+ Ho chiéu hodc chimg minh nhan dan hoic thé cin cudc cdng dan hodc cac
glay to khac c¢6 dan anh va thong tin ca nhan do co quan co tham quyén cép, con
gia tri str dung dé chtimg minh vé nhan than ciia ngudi cé yéu cau dang ky khai
sinh (gidy to tiy than).

+ Gidy to chtmg minh noi cu tri trude khi xuat canh dé xac dinh tham quyén
dang ky khai sinh.

Truong hop giri ho so qua hé thdng buu chinh thi phai gii kém theo ban sao
co ching thuc céac giay to phai xuat trinh néu trén.

* Gidy to phai nop:

+ T khai ding ky khai sinh theo mau.

+ Vin ban cam doan vé viéc chua duoc dang ky khai sinh.

+ Bén sao toan bd ho so, gidy to ciia ngudi yéu cau hoic ho oA glay to, tai
liéu khac trong d6 c6 thong tin lién quan dén nodi dung khai sinh, gom G1ay chiing
minh nhén dan, The can cude cong dan hoac HO chiéu; S6 ho khau, S6 tam tra,
gidy to ching minh vé noi cu tr;; Bang t6t nghiép, Gidy chimg nhan, Chung chi,
Hoc ba, Ho so hoc tap do co quan dio tao, quan ly giao duc co thAm quyén cap
hodc xac nhan; Glay to khac c6 thong tin vé ho, chit dém, tén, ngay, thang, nam
sinh cua ca nhan; Giéy to chimg minh quan hé cha con, me con.

Nguoi yéu cau dang ky khai sinh c¢é trach nhiém nop day dil ban sao céac
gidy to néu trén (neu c0) va phai cam doan da n¢p du cac gidy to' minh co. Truong
hop ngudi yéu cau dang ky khai sinh cam doan khong dung sy that, ¢6 y chi ndp
ban sao gidy to c¢6 loi dé dang ky khai sinh thi viéc dang ky khai sinh khong c6
gia tri phap ly.

+ Vin ban uy quyén theo quy dinh cta phap luit trong trudng hop uy quyén
thue hién viéc dang ky khai sinh. Truong hop nguoi duoc uy quyén la 6ng, ba,
cha, me, con, vo, chong, anh, chi, em rudt ctia ngudi oy quyen thi van ban uy
quyen khong phai cong chimg, chung thyc, nhung phai c6 gidy to chimg minh
moi quan hé vé1 nguoi iy quyeén.

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét: 05 ngay lam viéc, ké tir ngay nhan du ho so hop 18.
Truong hop phai c6 van ban xac minh thi thoi han giai quyét khong qua 13 ngay
lam viéc (khong tinh thoi gian gui van ban yéu cau xac minh va thoi gian guri van
ban tra 101 két qua xac minh qua h¢ thong buu chinh).

e) Poi twgng thwe hién thii tuc hanh chinh: C4 nhan.

f) Co quan cé thim quyén quyét dinh: Uy ban nhan dan cp huyén noi cu
tra trude khi xuat canh ctia ngudi ¢é yéu cau diang ky khai sinh.
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- Co quan thyc hién thu tyc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

- Co quan phbi hop: Uy ban nhan dan cp xa noi nguoi yéu cau dang ky khai
sinh cu tri trude khi xuat canh.

g) Két qua thue hién thi tuc hanh chinh: Giay khai sinh.

h) Lé phi:50.000 ddng.

i) Mau don, miu to khai: To khai dang ky khai sinh.

j) Yéu cau, diéu Kién thue hién thii tuc hanh chinh: Nguoi Viét Nam dinh
cu ¢ nudc ngoai, chua duge dang ky khai sinh tai co quan c6 tham quyén Viét
Nam, c6 ho so, gidy to ca nhan (ban chinh hodc ban sao dugc ching thue hop 1¢)
nhu: gidy to tuy than; SO ho khau; S6 tam trd; gidy to khac do co quan nha nudc co
tham quyén cua Viét Nam cap trong dé cé ghi noi sinh tai Viét Nam.

k) Can cwr phap ly:

- Luat HO tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cua Chinh phu quy dinh
chi tiet mot so di€u va bién phap thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 ciia Bo Tu phap hudng
dan thi hanh mét s6 di€u cua Luat ho tich va Nghi dinh sQ 123/2015/NDB-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi ti€ét mgt s6 di€u va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cia UBND tinh Pong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

26. Thii tuc diing ky lai két hon c6 yéu t6 nwéc ngoai

a) Trinh ty thyc hién:

- Buoc 1: Nguoi yéu cau giai quyét thu tuc chudn bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Budc 2: Nop tai B phan tiép nhan ho so va tra két qua cua UBND Cép
huyén (goi la Bg phan mét cura);bén nam hodc bén nit ¢6 thé tryc t1ep nop ho so
ma khong can ¢ vin ban uy quyen cua bén con lai; Cong chuc tiép nhan ho so
c6 trach nhiém hudng dan, Kiém tra tinh phép 1y, tinh day du noi dung hod so:

_ + Truong hop ho so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, bo sung dang quy dinh.

~ +Truong hop ho so dy du, hop 1é: Tiép nhan, in bién nhin va hen ngay tra
ket qua; chuyeén giao ho so cho cac don vi chuyén mon giai quyet kip thoi.

- Budc 3: BO phan mot cura ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra két qua tryc tiep cho duong su.

’ b) Cach thirc th‘l_rc hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huy¢énhodc gtri ho so qua duong Buu dién.
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¢) Thanh phin, s6 lwgng ho so:

- Thanh phéan ho so:

* Giy to phai xuat trinh: HO chiéu hodc ching minh nhan dan hodc thé cin
cudc cong dan hodc cac glay to khac co dan anh va thong tin ca nhan do co quan

c6 tham quyen cap, con gia tri st dung dé chtirng minh vé nhan than cta ca hai
bén ¢6 yéu cau dang ky lai két hon.

* Gidy tO phai ndp:

+ T khai dang ky lai két hon theo mau;

+ Ban sao Gidy ching nhén két hon duoc ‘cép trudc day. Néu khong c6 ban
sao Gidy ching nhén két hon thi ndp ban sao ho so, gidy to ca nhan co cac thong
tin li€én quan dén ndi dung dang ky két hon.

- S6 luong hd so: 01 bo.

d) Thoi han giai quyét: 05 ngay lam viéc. Truong hgp phai ¢6 van ban xac
minh thi thot han giai quyét khong qua 13 ngay lam viéc (khong tinh thoi gian
gui van ban yeu cau xac minh va thoi gian gui vén ban tra 161 két qua xac minh
qua h¢ thong buu chinh).

e) Poi twong thue hién thi tuc hanh chinh: C4 nhan.

f) Co quan c6 thaim quyén quyét dinh:

- Uy ban nhan dan c4p huyén noi da dang ky két hon trude day.

- Trudng hop viée két hon trude day duoc dang ky tai Uy ban nhén dan cép
x4 thi viéc ding ky lai do Uy ban nhan dan c4p huyén cap trén thyc hién.

- Truong hop viée két hon trudc day dugc dang ky tai So Tu phap thi viée
dang ky lai do Uy ban nhan dan cap huyén noi ¢6 tru s& hién nay cua S& Tu phap
thuc hién.

- Co quan thyc hién thu tyc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cap huyén xem xét, quyét dinh.

- Co quan phdi hop: Uy ban nhan dan cap x4/So Tu phéap noi ding ky két
hon trude day.

g) Két qua thwe hién thii tuc hanh chinh: Gidy chiing nhan két hon.

h) Lé phi: 1.200.000 dong.

i) Mau don, miu to khai: TO khai dang ky lai két hon.

j) Yéu céu, diéu kién thyc hién thii tuc hanh chinh:

- Viéc két hon da duoc dang ky tai co quan c6 tham quyén cua Viét Nam
trude ngay 01/01/2016 nhung So6 dang ky két hon va ban chinh Giay chimg nhan
két hon déu bi mat.

- Ca hai bén yéu cau dang ky két hon con séng vao thoi diém yéu cau dang
ky lai két hon.

k) Can cwr phap ly:

47



- Luat Hon nhan va gia dinh nam 2014,

- Luat HO tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh
chi tiét mdt s di€u va bi¢n phép thi hanh Luat ho tich;

- Thong tu s6 15/2015/TT-BTP ngay 16/11/2015 cia B4 Tu phap hudng
dan thi hanh mot s6 diéu cua Luat ho tich va Nghi dinh sQ 123/2015/NDB-CP
ngay 15/11/2015 cua Chinh phu quy dinh chi tiét mot s6 di€u va bién phap thi
hanh Luat ho tich;

- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cia UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

27. Thii tuc ding ky lai khai tir c6 yéu t6 nwéc ngoai

a) Trinh ty thyc hién:

- Buoc 1: Nguoi yéu cau giai quyét thu tuc chudn bi day du cac gidy to theo
thanh phan va sb luong hd so theo quy dinh tai thu tuc nay.

- Bugc 2: Nop tai Bo phan tiép nhan ho‘ so va tra két qua cua UBND cap
huyén (goi la B¢ phan mgt cura) hodc uy quyén cho nguoi khac thyuc hién dang
ky lai khai tu; Céng chuc tiep nhén ho so ¢6 trach nhiém hudng dan, kiém tra tinh
phéap ly, tinh day du ndi dung ho so:

_ + Trudng hop ho so thiéu, hoac khong hop 1é: Huéng dan cu thé (01 lan,
bang Phieu hurong dan) dé duong su biét cung cap, boé sung dung quy dinh.

~ +Truong hop ho S0 day du, hop 1&: Tiép nhan, in bién nhan va hen ngay tra
ket qua; chuyen giao ho so cho cac don vi chuyén mon giai quyet Kip thoi.

- Budc 3: Bo phan Mot cura ¢6 trach nhiém nhan két qua tir phong chuyén
mon va tra ket qua truc tiép cho duong su.

’ b) Cach thirc th‘l.rc hién: Nop ho so truc tiép tai B phan mdt ctra cia UBND
cap huy¢énhodc gtri ho so qua duong Buu dién buu di¢n.

¢) Thanh phan, s6 lwgng hd so"

- Thanh phéan ho so:

* Gidy to phai xuat trinh:

Ho chiéu hodc ching minh nhan dan hodc thé can cudc cong dan hodc cac
glay to khac co dan anh va thong tin ca nhan do co quan co tham quyén cap, con
gia tri st dung dé ching minh vé nhan than ciia ngudi ¢ yéu cau dang ky lai khai
tur.

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

* Gidy tO phai ndp:

+ To khai ding ky lai khai tir theo mau;
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~ T Bansao Gidy chimg tir trudc day duoc cap hop 18. Néu khong co6 ban sao
Giay chung tu trude day duge cap hop 1€ thi ndp ban sao ho so, gidy to lién quan
c6 nd1 dung chiing minh sy ki¢n chét.

+ Vin ban uy quyén theo quy dinh ctia phap luét trong truong hop uy quyén
thue hién dang ky lai khai tir. Truong hop nguoi duoc iy quyén la 6ng, ba, cha,
me, con, vg, chong, anh, chi, em rudt cua ngudi uy quyén thi van ban uy quyén
khong phai cong chimg, ching thyc, nhung phai c6 gidy to ching minh moi quan
hé v&i ngudi iy quyén.

- S lwong ho so: 01 bo.

d) Thoi han giai quyét: 05 ngay lam viéc ké tir ngay nhan di hd so hop 16.
Truong hop phai tién hanh xac minh thi thoi han khong qua 10 ngay lam viée.

e) Poi twong thuce hién thi tuc hanh chinh: Ca nhan.

f) Co' quan c6 thim quyén quyét dinh:

- Uy ban nhan dan cap huyén noi dang ky khai tr cho nguoi nudc ngoai,
cong dan Viét Nam dinh cu tai nudc ngoai trude day thuc hién viéc dang ky lai
khai ti;

- Trudng hop viée dang ky khai tit trude dy thuc hién tai Uy ban nhan dan cap
xa thi Uy ban nhan dan cap huyén cap trén thuc hién dang ky lai khai tir;

- Truong hop viée dang ky khai tu trude day thyuc hién tai Uy ban nhan dan
cap tinh hodc S& Tu phép thi Uy ban nhén dan cap huyén noi c6 tru s¢ hién nay
cua S& Tu phap thuc hién dang ky lai khai tur.

- Co quan thyc hién thu tyc hanh chinh: Phong Tu phap cap huyén tham
muu Chu tich Uy ban nhan dan cp huyén xem xét, quyét dinh.

g) Két qua thue hién thii tuc hanh chinh: Trich lyc khai tur.

h) Lé phi:50.000 dong.

i) Mau don, miu to khai: To khai dang ky lai khai tir.

j) Yéu cau, diéu kién thyc hién thi tuc hanh chinh:Viéc khai tir cia cong
dan Viét Nam dinh cu & nude ngoai hodc ciia nguoi nudce ngoai da dang ky tai co
quan c6 tham quyén cua Viét Nam trude ngay 01/01/2016 nhung S6 dang ky khai
tor va ban chinh Gidy chung tir déu bi mat.

k) Can cwr phap ly:

- Luat Ho tich nam 2014;

- Nghi dinh ‘sé 123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh
chi tiét mot s di€u va bién phap thi hanh Luat ho tich;

- Thong tu’,sé 15/2015/TT-BTP ngay 16/11/2015 cua B Tu phap hudng dan
thi hanh mét s6 di€u cua Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay
15/11/2015 ctia Chinh phu quy dinh chi ti€ét mot s6 di€u va bién phap thi hanh
Luat ho tich;
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- Quyét dinh s6 42/2017/QD-UBND ngay 25/10/2017 cua UBND tinh Dong
Nai ban hanh Quy dinh vé 1€ phi ho tich trén dia ban tinh Dong Nai.

III. Linh vuc Trg giap phap ly.

28. Thii tuc yéu ciu tre giup phap ly

a) Trinh tu thwe hién: Khi c6 yéu cau trg gitp phap 1y, nguoi duge tro giup
phap Iy phai np hé so tai Chi nhanh TGPL cac huyén, thi xa Long Khanh. Sau
khi tiép nhan ho so vu viée yéu cau tro gitip phap ly, nguoi tiép nhan xem xét, tra
161 ngay cho nguoi c6 yéu cau trg giup phap ly vé viéc hé so du diéu kién thy ly
hozc phai bd sung thém gidy t0, tai liéu 6 lién quan dé vu viée dugc thu ly. Trong
truong hop khan cap, bat kha khang ma chua thé cung cp du gidy to hodc do vu
viée tro gitp phap 1y da sap hét thoi hiéu hodc co cac ly do khac doi hoi phai lam
ngay dé tranh gay thiét hai dén cac quyén va loi ich hop phap cta nguoi duoc tro
giip phap 1y thi nguoi tiép nhan thu Iy va huéng dan ngudi duoc tro gitp bo sung
cac gidy to can thiét.

b) Cach thirc thwe hién:

- Truc tiép tai tru s& cac Chi nhanh cua Trung tam;

- Tryc tiép cho nguoi thuc hién trg gitip phap 1y (trong truong hop thyc hién
tro giap phap 1y bén ngoai tru sé);

- Qua thu tin hodic bang cac hinh thic khac.

¢) Thanh phan, so lwong hd so:

- Thanh phéan ho so:

+ Pon yéu cau tro gitip phép 1y;

+ Gidy to ching minh nguoi c6 yéu cau 1a nguoi thude dién duge trg gitp
phap 1y va céc giay to, tai li¢u c6 lién quan dén vu viéc (néu cb);

Trong truong hop thiéu nhiing gidy to ching minh 1a nguoi thude dién tro
giip phap ly hodc giay to, tai liéu lién quan dén vu viéc trg giup phap 1y thi phai
cung cip bd sung cac gidy t0, tai liéu c6 lién quan dé vu viée duge thy 1y.

- S6 lwgng ho so: 01 bd.

d) Thoi han giai quyét ho so: Ngay sau khi nhin du ho so theo quy dinh.

e) Co quan c¢6 thim quyén quyét dinh: Chi nhanh ciia Trung tam.

f) P6i twong thwe hién thi tuc hanh chinh: Ca nhan duoc tro gitp phap
ly theo quy dinh tai Piéu 10 Luat Tro gitp phéap Iy va duoc quy dinh tai Diéu 2
cua Nghi dinh §0 07/2007/ND-CP ngay 12/01/2007 ctua Chinh phu quy dinh chi
tiet va hudng dan thi hanh mot s6 diéu ctuia Luat Trg gitup phap 1y, Khoan 1 Diéu
1 Nghi dinh 86 14/2013/ND-CP ngay 05/02/2013 cta Chinh phu stra doi, bo sung
mot sO diéu cta Nghi dinh s6 07/2007/ND-CP.

g) Tén miu don, miu to khai: Don yéu cu tro gitp phap 1y (Ban hanh
kem theo Thong tu s619/2011/TT-BTP ngay 31/10/2011 cua B Tu phap).
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h) L¢ phi: Khong.

i) Két qua thue hién thii tuc hanh chinh: Vuy viéc duoc thy 1y ngay.

j) Yéu ciu diéu kién thuc hién thii tuc hanh chinh:

- Phai thudc dién nguoi dugc trg gitp phap ly theo quy dinh tai Diéu 10 Luét
Tro giip phap ly va duge quy dinh tai Diéu 2 Nghi dinh s6 07/2007/ND-CP ngay
12/01/2007 cta Chinh phu quy dinh chi tiét va huéng dan thi hanh mot s6 diéu
cia Luat Trg giup phap ly, Khoan 1 Diéu 1 Nghi dinh s6 14/2013/ND-CP ngay
05/02/2013 cua Chinh phu stra do6i, bd sung mot s6 di€u cia Nghi dinh s6
07/2007/Nb-CP.

- Nbi dung vu viée tro giup phap 1y pht hop voi quy dinh tai Diéu 5 ctia Luat
Tro gitp phap ly;

- Vuvie tro gitip phap 1y thugce pham vi thyc hién tro giup phap ly quy dinh
tai P1€u 26 cua Luat Tro giap phap 1y;

- Vu vi€c trg giup phap ly khong thudce truong hop bi tur chéi theo quy dinh
tai khoan 1 Diéu 45 ctua Luat Trg gitp phap 1y.

k) Can cw phap ly cia thu tuc hanh chinh:

- Luat Trg gitip phap 1y nam 2006;

- Nghi dinh s6 07/2007/ND-CP ngay 12/01/2007 ctia Chinh phu quy dinh
chi tiét va hudng dan thi hanh mdt s6 di€u cua Luat Tro giap phap 1y;

- Nghj dinh s6 14/2013/ND-CP ngay 05/02/2013 ctia Chinh ph sira doi, bo
sung mot s6 di€u ctia Nghi dinh s6 07/2007/ND-CP;

- Thong tu s6 19/2011/TT-BTP ngay 31/10/2011 ciia Bo Tu phap ve sira
doi, bo sung mot s6 quy dinh v¢ thi tuc hanh chinh ctia Thong tu s6 05/2008/TT-
BTP ngay 23/9/2008 cua B Tu phap;

- Thong tu sé~01/2010/TT-BTIf’ ngay 09/02/2010 cua B Tu phap Quy dinh
chi tiét va huong dan thi hanh mét s6 di€u cua Nghi dinh s6 77/2008/ND-CP ngay
16/7/2008 cta Chinh pht vé tu van phép luat.

29. Thii tuc thay d6i nguwoi thye hién tro giip phap ly

a) Trinh ty thue hién: Khi ¢6 du can ctr chimg minh ngudi thye hién trg
giip phap ly vi pham phap luat v€ trg gitip phap ly hodc thuoc mot trong cac
truong hop quy dinh tai khoan 2 Diéu 45 cua Luat Trg gitip phap ly hodac phai
thay d6i theo phap luat t6 tung thi nguoi dugce tro giup phap ly phai gui don (néu
15 1y do, can ctr dé nghi thay d6i nguoi thuc hién trg giiip phap 1y) va cac gidy t0,
tai liéu khac lién quan dén yéu cau thay d6i hodc truc tiép dén Chi nhanh cua
Trung tam trg gitip phap 1y tinh/thanh phé noi thu 1y vu vi€e trg gitip phap ly dé
trinh bay yéu cau cua minh, ké tur ngay nhan du hod so yéu cau thay doi hop 18
Truéng Chi nhanh ra quyét dinh thay d6i ngudi thyc hién trg giup phap 1y.

b) Cach thirc thwe hién: Qua Buu dién; tryc tiép dén Chi nhanh cua Trung
tam.
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¢) Thanh phin, s6 lwgng ho so:

- Thanh phéan ho so:

+ Pon dé nghi thay doi nguoi thuc hién tro giup phap 1y;

+ Cac gidy to, tai liéu lién quan dén yéu cau thay doi.

- S Iwong ho so: 01 bo.

d) Thoi han giai quyét ho so: 03 ngay lam viéc ké tir ngay nhan da hd so
yéu cau thay doi hop 1¢€.

e) Co quan c6 tham quyén quyét dinh: Chi nhanh Trung tim trg gitip phap
1y Nha nudc.

f) P6i twong thye hién tha tuc hanh chinh: Ca nhan dugc trg gitp phap
ly theo quy dinh tai Di€u 10 Luat Tro gitip phap ly va dugc quy dinh tai Diéu 2
ctiia Nghi dinh s6 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh chi
tiét va huong dan thi hanh mot s6 di€u cua Luat Tro giup phap ly, Khoan 1 Diéu
1 Nghi dinh s6 14/2013/ND-CP ngay 05/02/2013 cua Chinh phu stra d61, bo sung
mot sO diéu cia Nghi dinh s6 07/2007/ND-CP.

g) Tén miu don, miu to khai: Khong.

h) L¢ phi: Khong.

i) Két qua thue hién thii tuc hanh chinh: Quyét dinh thay d6i nguoi thyc
hién tro giap phap 1y.

j) Yéu céu diéu kién thwe hién thii tuc hanh chinh: Khong.

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

- Luat Trg gitip phéap 1y nam 2006;

- Nghi dinh S(:S 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh
chi ti€t va hudng dan thi hanh mdt s6 di€u cua Luat Tro giup phap ly;

- Nghj dinh s6 14/2013/ND-CP ngay 05/02/2013 ctia Chinh ph sira doi, bo
sung mot s6 di€u cuia Nghi dinh s6 07/2007/ND-CP;

- Thong tu 56} 19/2011/TT-BTP ngay 31/10/2011 cta B Tu phap vé sta

doi, bo sung mot s6 quy dinh vé thi tuc hanh chinh ctia Thong tu s6 05/2008/TT-
BTP ngay 23/9/2008,;

- Thong tu s6~01/2010/TT—BTI,D ngay 09/02/2010 ctua Bo Tu phap quy dinh
chi tiét va huong dan thi hanh mét s6 diéu cua Nghi dinh s6 77/2008/ND-CP ngay
16/7/2008 cia Chinh phu vé tu van phép luét.

30. Thii tuc dé nghi thanh toan chi phi thuc hién vu viée tro gitip phap
ly

a) Trinh ty thuc hién:

- Sau khi hoan thanh vu vi¢e tu van, tham gia t6 tung, tham gia dai dién

ngoal t6 tung, nguoi thue hién tro gitp phap ly (Trg gitip vién phap ly, Cong tac
vién trg gitp phéap 1y) 1ap ho so dé nghi thanh toan chi phi thuc hién vu viéc trg
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gitp phap ly gui Chi nhanh cia Trung tam trg gitip phdp 1y nha nudce tinh (Trung
tam);

- Sau khi hoan thanh vu viéc hoa giai, ngudi thuc hién trg gitip phap 1y (Tro
giip vién phap 1y, Cong tac vién trg gitip phap ly) 1ap bang ké chi phi thyc hién
vu viéc hoa giai gui Chi nhanh cta Trung tdm dé nghi thanh toan.

b) Cach thirc thuce hién: Truc tiép tai tru s& Chi nhanh TGPL.

¢) Thanh phén, s6 lugng h so:

- Thanh phéan hd so:

* Pbi voi vu viée tu van, tham gia to tung, tham gia dai dién ngoai td tung:

+ Bang ké chi phi va thoi gian thyc hién tu vén phap luat, tham gia t6 tung,
dai dién ngoai t tung theo MAu sd 01 ban hanh kém theo Thong tu s
18/2013/TT-BTP ngay 20/11/2013 ctia B6 Tu phap huéng dan cach tinh thoi gian
thue hién va thu tuc thanh toan chi phi thue hién vu viée tro giup phap ly (sau day
goi tat 1a Thong tu so 18/2013/TT-BTP);

+ Phié:u x4c nhan thoi gian lam viéc theo Mau s6 02 ban hanh kém theo
Thong tu s6 18/2013/TT-BTP;

+ Hoa don, chung tur va cac gidy to hop 18 chtng minh chi phi hanh chinh
lién quan dén viéc thyc hién vu viée tro giup phap ly (néu o) theo quy dinh hién
hanh v¢ tai chinh;

N *,Déi vo1 vu viée hoa giai: Bang ké ’chi phi thuc hi¢n vu viéc hoa giai theo
mau s6 03 ban hanh kém theo Thong tu s6 18/2013/TT-BTP gui Trung tam hodc
Chi nhanh dé nghi thanh toan.

- S6 luong ho so: 01 bo.

d) Thoi han giai quyét ho so:

- Trong thoi han ba (03) ngay lam viéc, ké tir ngay nhan duoc hd so dé nghi
thanh toan, Chi nhanh noi ctr nguoi thue hién trg gitip phap 1y co trach nhiém
chuyén ho so vé Trung tam dé thanh toén theo quy dinh;

- Trong thoi han ndm (05) ngay lam viée, ké tir ngdy nhan dugc hd so hop
1€, Trung tam qé trach nhiém thanh todn chi phi thuc hién vu viéc trg gitp phap
1y cho nguoi dé nghi theo quy dinh;

- Trong truong hop hé so chua hop 18 thi trong thoi han ba (03) ngay lam
viéc, ké tir ngay nhan duoc hd so, Trung tim yéu cdu ngudi thyc hién tro gitp
phap 1y hoan thién lai ho so.

e) Poi twong thuwe hién thi tuc hanh chinh: Ca nhan (Tro giup vién phap
1y, Cong tac vién trg gitip phap 1y).

f) Co quan thyc hién thi tuc hanh chinh: Chi nhanh cta Trung tam.

9) Két qua thye hién thi tuc hanh chinh: H6 so duoc chuyén vé Trung
tam dé thanh toan theo quy dinh.
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h) Lé phi: Khong.

i) Tén miu don, miu to' khai: Bang ké chi phi va thoi gian thyc hién tu
van phap luat, tham gia t6 tung, dai dién ngoai t6 tung (Mau s 01 ban hanh kem
theo Théng tu sb 18/2013/TT- -BTP); Phiéu x4c nhén thoi gian 1am viéc (Mau sb
02 ban hanh kem theo Thong tu s6 18/2013/TT-BTP); Bang ké chi phi thuc hién
vu viéc hoa giai (Mau s6 03 ban hanh kém theo Thong tu s6 18/2013/TT-BTP).

j) Yéu ciu diéu kién thuc hién thi tuc hanh chinh: Khong

k) Can cir phap ly cia thu tuc hanh chinh:

- Luat Tro gitip phap 1y nam 2006;

- Nghi dinh S(:’) 07/2007/ND-CP ngay 12/01/2007 cua Chinh phu quy dinh
chi tiét va hudng dan thi hanh mdt s6 di€u cua Luat Tro giup phap ly;

- Nghj dinh s6 14/2013/ND-CP ngay 05/02/2013 ctia Chinh ph sira doi, bo
sung mot s6 di€u ctia Nghi dinh s6 07/2007/ND-CP;

- Thong tu lién tich s6 209/2012/TTLT-BTC-BTP ngay 30/1 1/2012 cua Bo
Tai chinh va Bo Tu phap hudng dan viéc 1ap, quan 1y, str dung va quyét toan kinh
phi bao dam hoat dong cua co quan tr¢ gitip phap 1y nha nudc;

- Thong tu s6 18/2013/TT-BTP ngay 20/11/2013 ctia B6 Tu phap huéng dan
cach tinh thoi gian thyc hién va thu tuc thanh toan chi phi thuc hién vu viéc trg
giap phap ly.
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