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UBND XA 5 ) L. veoax 2 |1 A S -
PINH XA Diing ky khai sinh cho ngudi da c6 Lan ban hanh: 03
ho so, giay to ca nhan Ngay ban hanh: 12/4/2022
SUA POI TAI LIEU
~ x| Trang/Phan Lan ban \
Yéu cau sira n T R . X Ngay ban
Reo 1 X lién quan M6 ta ndi dung sira doi hanh / Lan :
doi/ bo sung n o . X, hanh
Viéc sira doi swra doi
1.MUC PICH

Quy dinh trinh ty va cach thic thuc hién tha tuc ding ky khai sinh cho ngudi d& ¢ ho
s0, gidy to cd nhan

2.PHAM VI

- Ap dung dbi véi cAc tO chirc, c& nhan muon thyc hién thi tuc dang ky khai sinh cho
nguoi da c6 ho so, gidy to ca nhan

- Ap dung doi vai can bd, cong chirc thugc UBND.

3.TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN 1SO 9001:2015
- Luat Hon nhan va gia dinh nam 2014;
- Luat Ho tich ngay 20/11/2014;
- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua Chinh phii quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat Ho tich;

- Thong tu sb 04/2020/TT-BTP ngay 28/5/2020 ciia B6 Tu phap hudng dan thi hanh
mot s6 dicu ciia Luat ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cua
Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi hanh Luat ho tich;

_ - Nghi quyet s 18/2020/NQ-HDND ngay 08/12/2020 ciia HDND tinh Ha Nam quy dinh
vé mot so loai phi, 1€ phi trén dia ban tinh;
- Quyét dinh s6 431/QP-UBND ngay 10/3/2021 ciia UBND tinh Ha Nam V& viéc cong

bé danh myc tha tuc hanh chinh ban hanh mai, duoc stra d6i, bd sung va bi bai bo thudc pham
vi chttc ndng quén ly cia nganh Tu phap tinh HaNam.

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan

- CCCM: Cong chtrc chuyén mon

- BP TN&TKQ: Bo phan tiép nhan va tra két qua
- TP: Tu phap

- MCDT: Mot ctra dién tir

5.NOI DUNG QUY TRINH
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5 QUY TR‘lNH Ma hiéll: QT.HT.14
UBND XA T -
PINH XA Ping ky khai sinh cho ngudi d& c6 | Lan ban hanh: 03
ho so, giay to ca nhan Ngay ban hanh: 12/4/2022
5.1 | Diéu kién thwe hién Thi tuc hanh chinh

Cong dan Viét Nam cu tru trong nudc, sinh trude ngay 01/01/2016, chua dugc
dang ky khai sinh, c6 ho so, gidy to' ca nhan (ban chinh hodc ban sao dugc chimg
thuc hop 1€) nhu: glay to ty than; S6 ho khau; S6 tam tra; gidy to khac do co quan

nha nudc ¢6 tham quyén cua Viét Nam cap

5.2

Thanh phin hd so

Ban
chinh

Ban
Sao

5.21

Gidy to xuit trinh

Ho chiéu hodc chimg minh nhan dan hodc thé can cudc cong dan
hoac cac giéy to khdc c6 dan anh va thong tin ca nhén do co quan
c6 tham quyén cap, con gia tri str dung dé chirng minh vé nhan
than cia ngudi co yéu cau dang ky khai sinh (gidy to tiy than)

Gidy to chimg minh noi cu tra dé xac dinh thdm quyén dang ky
khai sinh (trong giai doan Co s¢ di liéu qudc gia vé dan cu va Co
S¢ dir liéu ho tich dién tir toan qUOc chua dugc xay dung xong va
thuc hién thong nhét trén toan quéc

Truong hop giri ho so' qua h¢ thong buu chinh thi phai giri kém
theo ban sao c6 chung thuc cac giay to phai xuat trinh néu trén.

5.2.2

Giay to phai ndp

To khai diing ky khai sinh theo mau

Vin ban cam doan ciia ngudi yéu cau vé viée chua dugc dang ky
khai sinh

Ban sao toan b hd so, gidy to ctia nguoi yéu cau hodc ho so, gidy
to, tai liéu khac trong d6 c6 thong tin lién quan dén ndi dung khai
sinh, gém: Gidy chting minh nhan dan, Thé cin cudc cong dan
hoac Ho chiéu; S6 ho khau, S6 tam tra, gidy to chimg minh vé noi
cu tri; Bang tt nghiép, Gidy chimg nhan, Ching chi, Hoc ba, Hf)
so hoc tép do co quan dao tao, quan 1y giao duc co tham quyén cap
hodc xac nhan; Gidy to khac c6 thong tin vé ho, chir dém, tén,
ngay, thang, nim sinh cta ci nhan; Gidy t& ching minh quan hé
cha con, me con
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UBND XA R X
PINH XA Ping ky khai sinh cho nguwoi d4 c6 | Lan ban hanh: 03

QUY TRINH Ma hi¢u: QT.HT.14

ho so, gidy to' c4 nhan Ngay ban hanh: 12/4/2022

Vin ban ty quyén theo quy dinh ciia phép luat trong trudng hop X
Uy quyén thuc hién viéc dang ky lai khai sinh. Truong hop nguoi
duoc uy quyén 1a 6ng, ba, cha, me, con, vo, chong, anh, chi, em
rudt ciia ngudi uy quyén thi van ban iy quyén khong phai cong
chung, ching thuc, nhung phai co gidy to' chimg minh mdi quan
hé véi ngudi uy quyén

Trudng hop ngudi yéu cau dang ky khai sinh 1a cén bo, cong chuc, | X
Vién chirc, nguoi dang cong tac trong luc lugng vil trang thi phai co
van ban xac nhan cia Thu truéng co quan, don vi vé viée nhiing nd1
dung khai sinh ciia nguoi d6 gdm ho, chir dém, tén; gidi tinh; ngay,
thang, nam sinh; dan toc; qudc tich; qué quan; quan hé cha - con,
me - con phil hop véi hd so do co quan, don vi dang quan 1y

5.3

S6 lrgng ho so

01 b9

5.4

Thaoi gian xir ly

02 ngay lam vigc.

Truong hop phéi ¢6 van ban xac minh thi thoi han giai quyét khong qua 7 ngay
lam viéc (khong tinh thoi gian giri van ban y8u cu xac minh va thoi gian giri van
ban tra 101 két qua xac minh qua hé théng buu chinh).

5.5

Noi tiép nhan va tra két qua

Bo phan tiép nhan va tra két qua - UBND

5.6

L¢ phi

7.000 dong
Micn 1€ phi cho nguoi thudce gia dinh ¢6 cong voi cach mang; ngudi thude hd
ngheo; nguoi khuyet tat.

5.7

Quy trinh xir ly cong viéc

TT

Trinh ty Tréach nhiém Thoi Biéu mau/
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UBND XA
DPINH XA

QUY TRINH

DPing ky khai sinh cho ngwoi da co
ho so, giay to ca nhan

M3 hiéu: QT.HT.14

Lan ban hanh: 03

Ngay ban hanh: 12/4/2022

gian

Két qua

Bl

Tiép nhan ho so:

Ngudi ¢6 yéu cau dang ky khai sinh
nop ho so tai BP TN&TKQ — UBND
x4 hodc giri hd so qua hé thdng buu
chinh hodc nop truc tuyén tai dia chi:
motcua.hanam.gov.vn.

CCCM tiép nhan, kiém tra ho so:

+ Truong hop hd so chua day du,
chua hop 1é thi huéng din bé sung,
hoan chinh bang vin ban;

+ Truong hop hd so day du, hop 18 thi
tiép nhan ho so va lap phiéu kiém soat
qua trinh giai quyet hd SO, glay tlep
nhan ho so va hen tra két qua (dbi véi
hd so giai quyét nhiéu hon 01 ngay)
va cap nhat thong tin, dir liéu vao Hé
thng thong tin MCDT va So theo doi
hd so:

+ Hb so sau khi dd dugc hudng din
ma khong duoc bo sung day di, hoan
thién thi CCCM tir chdi bang phiéu tir
chéi tiép nhan giai quyét hd so, trong
d6 ghi 16 Iy do tir chéi, ky, ghi rd ho
tén cia nguoi tiép nhan

T6 chire/
Cong dén, BP
TN&TKQ

Ya ngay

Biéu mau
theo
QT.HT.14. 02

B2

Giai quyét hd so:

CCCM Kiém tra x4c minh ho so:

- Trong truong hop can thiét thi
CCCM béo cao lanh dao UBND
x&cod vian ban dé nghi UBND cép
X&noi cu tri trude day kiém tra, xac
minh vé viéc dang ky khai sinh va luu
giir s0 ho tich.

UBND cap x4 noi ngudi yéu cau dang
ky khai sinh cu tra trudc day tién
hanh kiém tra, xac minh va tra 1oi
bang vin ban vé viéc nguodi yéu cau
da dugc dang ky khai sinh hay chua
duoc dang ky khai sinh; viéc con luu
git hodc khong luu gitt duoc so ho

CCCM

01 ngay
(truong
hop can
X&c
minh
khong
qué 05
ngay)

Biéu mau
theo
QT.HT.14. 02
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- QUY TRINH Ma hiéu: QT.HT.14
UBND XA = :
PINH XA bing ky khai sinh cho nguoi da co Lan ban hanh: 03
o so, giay tbcd nhan Ngay ban hanh: 12/4/2022
tich.

- Truong hop viéc dang ky lai khai
sinh 14 dung thi CCCM ghi vao So
dang ky khai sinh, cung nguoi di dang
ky lai khai sinh ky tén vao so6; cap
nhat vao Co so dir liéu ho tich dién tir,
Co so dir liéu qubc gia vé dan cu dé
ldy S6 dinh danh ca nhan (khi trién
khai thuc hién viéc cdp s6 dinh danh
ca nhan) va in ban chinh, ban sao gidy
khai sinh; trinh l&nh dao UBND ky
phé duygét.

CCCM cap nhat thong tin, dir liéu vao
Hé thong thong tin MCDT.

B3 | Phé duyét: Lanh dao Y4 ngay Giy khai
Lanh dao UBND xé ky vao gidy khai | UBND sinh hogc van
sinh, cap cho nguoi di khai sinh mot banqtlr choi;
ban chinh Gidy khai sinh va ban sao Biéu mau
theo yéu cau ctia nguoi di khai sinh. theo
Lanh dao «cép nhat thong tin, dir ligu QT.HT.14. 02
vao H¢ thong thong tin MCDT.

B4 | Giai quyét ho so- CCCM Yangay | Biéumaiu
CCCM tiép nhan hé so tir lanh dao theo
UBND, dong déu, luu ho so, cap nhét QT.HT.14. 02
thong tin, dir liéu vao Hé thong thong
tin MCDT va chuyén két qua sang BP
TN&TKQ.

B5 | Tra két qua: BP TN&TKQ | ¥4 ngay Bicu mau
BP TN&TKQ thu phi (néu co) va tré theo
ket qua cho cong dén, yéu cau cong QT.HT.14. 02
dan ky nhan vao So6 theo ddi ho so.

CCCM cép nhat thong tin, di liéu vao
H¢ thong thong tin MCDT.
6.BIEU MAU
TT M4 hi¢u Tén Biéu miu
1. |1 To khai dang ky khai sinh
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QUY TRINH Ma hi¢u: QT.HT.14

UBND XA R X
PINH XA Ping ky khai sinh cho nguwoi d4 c6 | Lan ban hanh: 03

ho so, gidy to' c4 nhan Ngay ban hanh: 12/4/2022

Biéu miu quy dinh tai Thong tw s0 04/2020/TT-BTP ngady 28/5/2020 ciia B Tu
phap hudng dan thi hanh mdt s6 di€u cua Luét ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phtu quy dinh chi tiet mot so diéu va bién phap thi hanh Luat
ho tich

7.HO SO LUU

TT Ho so luu

Phiéu kiém soat qua trinh giai quyét ho so
To khai ding ky khai sinh theo mau

1
2
3. | Vin ban cam doan ctia ngudi yéu cau vé viéc chua duoc dang ky khai sinh
4

Ban sao toan bo ho so, gidy to cia nguoi yéu cau hoic ho so, gidy to, tai liéu khac
trong d6 c6 thong tin lién quan dén ndi dung khai sinh, gom: Gidy chimg minh
nhan dan, The can cudc cong dan hoac HO chiéu; S6 ho khau, SO tam tra, gidy to
Chung minh vé noi cu tra; Bang tot nghiép, Gidy ching nhan, Chung chi, Hoc ba,
Ho so hoc tap do co quan dao tao, quan ly giao duc co tham quyén cip hoic xac
nhan; Glay to khéc c6 thong tin vé ho, chir dém, tén, ngay, thang, ndm sinh cta ca
nhan; Giéy to chirng minh quan hé cha con, me con

5. | Van ban iy quyén theo quy dinh ctia phap luat trong truong hop oy quyén thuc
hién viéc dang ky lai khai sinh. Truong hop ngudi dugc Gy quyén 1a 6ng, ba, cha,
me, con, vg, chong, anh, chi, em rudt ciia ngudi iy quyén thi van ban Uy quyén
khong phai cong chimg, ching thyc, nhung phai c6 gidy to chimg minh mdi quan
hé v&i ngudi uy quyén

6. | Truong hop ngudi yéu cau dang ky khai sinh 1 can b, cong chtrc, vién chirc, nguoi
dang cong tac trong luc lugng vil trang thi phai c6 van ban xac nhan cua Thu truong
co quan, don vi vé viéc nhitng nd1 dung khai sinh ctia nguoi1 do gém ho, chir dém,
tén; gidi tinh; ngay, thang, nam sinh; dan toc; qudc tich; qué quan; quan hé cha -
con, me - con phit hop véi hd so do co quan, don vi dang quéan ly

7. | SO dang ky khai sinh

Ho so dugce luu trit, bao quan tai bd phan chuyén mén sau d6 chuyén xudng luu trir ciia co
quan theo quy dinh.
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