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1. MUC PiCH

Quy dinh céch thic, trinh ty cac budc giai quyét tha tuc hanh chinh vé viéc
Dang ky khai sinh.

2. PHAM VI AP DUNG

Quy trinh nay &p dung dbi véi hoat dong tiép nhan, xem xét va giai quyét thu
tuc hanh chinh Dang ky khai sinh cho t6 chac, cbng dan tai UBND xa.

Cong chic phu trach co trach nhiém phdi hop vai cac bo phan lién quan gidp
Lanh dao UBND thuc hién quy trinh nay.

3. TAI LIEU THAM KHAO
Céc vian ban phap quy lién quan dé cap tai Phuy lyc 01.
4. PINH NGHIA, VIET TAT

- UBND : Uy ban nhan dan;
-TTHC : Thu tuc hanh chinh;

Bo phan mot cira; Bo phan tiép nhan va tra két qua

-BPMC tha tuc hanh chinh;

-BPTP : Bo phan Tu phap;

-TP-HT : Tu phap — Ho tich;

- CCTPHT : Cdng chuc Tu phap — Ho tich.

5. NOI DUNG QUY TRINH

5.1 | Co so phap ly

Phu luc 01

5.2 | Pieu kién thwc hién thi tuc hanh chinh

Khéng

5.3 | Thanh phan hb so Ban | Ban sao
chinh

To khai dang ky khai sinh theo mau (néu nop ho so truc
tiép)-Biéu mﬁu dién tir tuong tac dang ky khai sinh (do
ngudi yéu cau thong tin theo huong dan trén Cong dich vy
cdng, néu ngudi ¢o yéu cau lya chon nop hd so theo hinh
thie truc tuyén);

01

Cong dan nop/xuat trinh (theo hinh thuc tryc tiép) hoic tai
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Ién (theo hinh thirc truc tuyén) cac giay to sau:

- Giay chumng sinh; truong hop khong cé Giay ching sinh
thi ndp véan ban cua nguoi lam chiing xac nhan vé viéc
sinh; néu khong c6 nguoi lam chang thi phai cé giay cam
doan vé viéc sinh;

- Truong hop tré em bj bo roi thi phai c6 bién ban vé viéc
tré bi bo roi do co quan c¢6 tham quyeén 1ap.

- Truong hop khai sinh cho tré em sinh ra do mang thai bo
phai c¢6 van ban xac nhan cua co s¢ y té da thuc hién ky
thuat ho trg sinh san cho viéc mang thai ho.

01

- H chiéu hoac Chung minh nhén dan hoac Can cudc cong
dan hoic céac gidy to khac co 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 cta ngudi c6 yéu cau diang ky
khai sinh. Trudng hop cac thong tin ca nhan trong cac gidy
to0 nay da c6 trong CSDLQGVDCCSDLHTDTdugc hé
thong dién tu dong thi khong phai xuat trinh (theo hinh
thire tryc tiép) hodc tai 1én (theo hinh thic triuc tuyén);

- Trudng hop giri hd so qua hé thdng buu chinh thi phai guri
kém theo ban sao ¢ chiing thuc.

01

Gidy to ching minh noi cu tra. Truong hop cac thong tin
vé gidy to ching minh noi cu tri d3d co trong
CSDLQGVDC, dugc dién tu dong thi khong phai xuat
trinh (truc tiép) hodc tai 1én (truc tuyén);

01

Gidy chtng nhan két hon néu cha, me da dang ky két hon.
Truong hop da c6 thong tin vé viéc két hon cua cha, me
trong CSDLHTDT|CSDLQGVDC thi khong phai xuat trinh
(theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

01

Vin ban uy quyén (dugc chimng thyc) theo quy dinh cua
phap luat trong truong hop uy quyén thuc hién viéc dang
ky khai sinh.

01

Luuy:

- Pdi v6i gidy to ndp, xuat trinh néu ndp hd so theo hinh
thire truc ti€p:

+ Dbi voi gidy to xuat trinh khi dang ky ho tich, ngudi tiép
nhén co6 trach nhi¢m kiém tra, doi chi€u véi thong tin trong
to khai, chup lai hodc ghi lai thong tin dé€ luu trong ho so va
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tra lai cho ngudi xuat trinh, khong duoc yéu cau ndp ban
sao hodc ban chup giay to do.

+ Ngudi yéu cau dang ky ho tich c6 thé nop ban sao ching
thyc tir ban chinh hodc ban sao dugc cap tu s6 gbc hodc
ban chup kem theo ban chinh gidy to dé dbi chiéu. Truong
hop ngudi yéu | cau nop ban chyp kém theo| ban chinh giay
t& thi ngudi tiép nhan c6 trach nhiém kiém tra, dbi chiéu
ban chup voi ban chinh va ky xac nhan, khong duoc yéu
cau nguoi di ding ky ndp ban sao gidy to do.

+ Cong chirc tiép nhan dangdu ho so dang ky ho tich theo
quy dinh cua phap luat ho tich, khong duogc yéu cau nguoi
ding ky hd tich ndp thém glay to ma phap luat ho tich
khong quy dinh phai ndp. - - D6i v6i gidy to glri kém theo ho
SO truc tuyen

+ Ban chup cac glay to gui kem theo hé so tryc tuyén phai
bao dam rd nétdy di, toan ven vé nodi dung, 13 ban chup
bang may anh, dién thoai hodc dugc chup, duoc quét bang
thiét bi dién tur, tu gidy to dugc cap hop 1€, con gia tri sur
dung; néu 13 gidy to do co quan ¢ thim quyén nude ngoai
cap thi phai duoc hop phap hoa lanh sy, dich sang tiéng
Viét theo quy dinh, trir truong hop duoc mién hop phap hoa
lanh sy.

+ Truong hop gidy t0, tai liéu phai giri kém trong hd S0 truc
tuyén da c6 ban sao di¢n tir hodc da c6 ban dién tur gidy to
ho tich thi nguoi yéu cau duge sir dung ban dién tir nay.

+ Khi dén UBND cip xi nhan két qua (Gidy khai sinh/ban
sao Gidy khai sinh), nguoi c¢o yéu cau dang ky khai sinh
phai nop ban chinh Gidy chiing | sinh; xuét trinh gidy to tuy
than; ban chinh Gidy ching nhan két hon (néu cha me tré
d3 dang ky két hon va thong tin vé viée két hon chua co
trong CSDLQGVDC, CSDLHTDT).

Truong hop nguoi yéu cau dang ky khai sinh khong cung
cap dugc glay td néu trén theo quy dinh hoac giay to ndp,
xudt trinh bj ty x0a, sira chita, lam gia thi co quan dang ky
hd tich c6 tham quyén huy bd két qua dang ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a ai,
ba, nguoi than thich khéac thi khong phai ¢6 van ban uy
quyeén cua cha, me tré em, nhung phai thong nhat véi cha,
me tré em ve cac ndi dung khai sinh.

- Béi v6i viée xéac dinh ho, dan tdc, dat tén cho tré:

+ Viéc xéac dinh ho, dan tdc, dat tén cho tré em phai phu
hop v6i phap ludt va yéu cau gilr gin ban sac dan tdc, tap
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quan, truyén thong vin héa tot dep ciia Viét Nam; khong
dat tén qua dai, kho str dung.

+ Trudong hop cha, me khong thoa thuan duoc vé ho, dan
tdc, qué quan cua con khi dang ky khai sinh thi ho, dan tdc,
qué quan cua con dugc xac dinh theo tdp quan nhung phai
bao dam theo ho, dan toc, qué quan cua cha hodc me.

- Truong hop cho phep ngudi yéu cau dang ky ho tich 1ap
van ban cam doan vé ndi dung yéu cau diang ky ho tich thi
co quan dang ky ho tich phai giai thich r6 cho nguoi lap
van ban cam doan vé trach nhiém, hé qua phap 1y cua viéc
cam doan khong dung su that.

UBND cap xa tir chdi giai quyét hodc dé nghi co quan c6
tham quyén huy bo két qua dang ky ho tich, néu co co so
xac dinh ndi dung cam doan khong dang su that.

5.4

S6 lrgng ho so

01 b9

5.5

Thoi han giai quyét

Ngay trong ngay tiép nhan yéu cau, truong hop nhan hd so sau 15 gio ma khong
giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.

5.6

Noi tiép nhan ho so

B6 phan Mot cira UBND cap xa

5.7

Lé phi

Lé phi: Pang ky khong dting han: 5.000 dong/viéc

Mién I¢ phi ddi véi truong hop khai sinh dang han, ngudi thuge gia dinh c6 cong
véi cach mang, nguoi thugc ho nghéo, nguoi khuyét tat. 8.000 dong/ban sao trich
luc.

5.8 | Két qua giai quyét thi tuc hanh chinh
Gidy khai sinh
5.9 | Quy trinh xir ly cong viéc
TT Trinh tw thuc hién :r:?écrz ;gb’ni Biéu mau
B1 | Nép ho so Cong dan Theo muc 5.3
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Cong dan chuan bi b ho so theo quy dinh
tai muc 5.3 va nop hé so truc tiép hoac uy
quyén cho ngudi khéc thuc hién tai Bo phan
Mot cia ciia UBND cap x& hoac gui ho so
qua h¢ théng buu chinh hodc nop hd SO truc
tuyén trén Cong dich vu cong qUOc gia
(https://dichvucong.gov.vn) hoic Cdng dich
vu cong thanh ph
(https://dichvucong.hanoi.gov.vn).

- Néu nop hd so truc tiép, cong dan nop ho
so tai Bo phan Mot cia UBND cép xa c6
tham quyen; nop 1& phi néu thuge truong
hop phai nop 1€ phi; nop phi Cap ban sao
Glay khai sinh néu c6 yéu cau cap ban sao
Gidy khai sinh.

- Néu nop hd so truc tuyén, cdng dan truy
cap Coéng dich vu cdng qudc gia hoic Cong
dich vu cong thanh phd, dang ky tai khoan
(néu chua co tai khoan), xac thuc nguoi
dung, ding nhap vao hé thong, xac dinh
dung UBND céap xa c6 tham quyén.

Cong dan cung cap thdng tin theo biéu maiu
dién tir twong tac (trén Cong dich vu cdng),
dinh kém ban chup hoac ban sao dién tir cac
gidy to, tai liéu theo quy dinh; nop phi, 1é
phi théng qua chitc nang thanh toan truc
tuyén hodc bang cach thicc khac theo quy
dinh phap luat, hoan tat viéc nop ho so.

Gio
hanh
chinh

B2

Tiép nhan, kiém tra ho so

- B6 phan mat cta tiép nhan ho so va kiém
tra ho so theo quy dinh tai QT-UBND-06
Quy trinh Gidi quyét thi tuc hanh chinh
theo co ché mét cira, mgt cura lién thong.

- (i) Truong hop hd so day du, hop 1 thi
tiép nhan ho so; c6 Phiéu hen, tra két qua
cho ngudi ¢ yéu cau trong ngay lam viéc
tiép theo (neu nop hd so truc tiép) hodc guri
ngay Phiéu hen, tra két qua qua thu dién tir
hodc gui tin nhan cho nguoi ¢6 yéu cau (néu
nop ho so truc tuyén); chuyén ho so dé cong
chtrc tu phap - ho tich xur ly.

BPMC

01
gio

QT-UBND-
06
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Xie 1y o so
Sau khi tiép nhan ho so tryc tiép, cong Cong
chac chace B@\phan Mot cura o hoa va ky so
vao tai liéu, ho so da duoc so héda.
(ii) Truong hop hd so chua déy dua, hop lé:
thi co thdng béao cho cong dan bé sung, hoan A
thién ho so, néu rd loai glay td, noi dung can C0|:lg 01 QT-UBND-
B3 | b6 sung dé ngudi c6 yéu cau bé sung, hoan | chuc gio 06
thién. Sau khi hd so dugc bd sung, thuc hien | BPMC
lai budc (i);
(iii) Truong hop nguoi ¢6 yéu cau dang ky
khai sinh khdng bo sung, hoan thién dugc
ho so thi bao cdo Truong bo phan mot cua
c6 thdng béo tir chdi giai quyét yéu cau
dang ky khai sinh.
. s Cong
Chuyen ho so chire
Cong chirc BPMC chuyén hé so tir Phan | BPMCT |, Mau s6 05
B4 | mém Mot cira sang Phan mém H¢ tich, ban | CONg gio (QT-UBND-
giao ho so cho Cong chic Tu phap — Ho Chuf: Tu 06)
tich. phap —
Ho tich
Thdm tra ho so
Cong chirc Tu phap — Ho tich tham tra ho
SO.
+ Truong hop hd so can b sung, hoan thién
hoic khong du diéu kién giai quyét, phai tir
chéi thi gui théng bao vé tinh trang ho so toi
Bo phan Mot ctra dé thong bao cho nguoi MAL s&
A A N . r r o o fiiny. N au S0
nop ho so thuc h{¢n lai bu:oc (ii) hoac (|||)_, r?on% "y 02403404405
B5 | + Trudong hop can phai kiém tra, xac minh | chuc lu | (QT-UBND-
lam rd hoac do nguyén nhan khéc Cong c phap— | gio 06); Gidy
ma khong thé tra két qua ding thoi gian Tu | HO tich khai sinh

phap da hen thi céng chuc lam coéng tac ho
tich tich 1ap Phiéu xin 15i va hen lai ngay tra
két qua, trong d6 néu 1 1y do cham tra két
qua va thoi gian hen tra két qua, chuyén Bo
phan Mot ho so truc tiép)nguoi co yéu cau
(néu cura de tra cho hoic gui Phiéu xin 15i
va hen lai ngay tra két qua qua thu dién tir
hodc gui tin nhan qua dién thoai di dong cho
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ngudi | €6 yéu cau (néu ho so truc tuyén).

B6

Cdp nhdt théng tin khai sinh

+ Néu thay hd so day du, hop I¢, dung quy
dinh, tredng hop tiép nhan hd so truc tiép,
thi cdng chuc tu phap - ho tich thuc hién
viéc ghi vao S ding ky khai sinh, cap nhat
thong tin ding ky khai sinh trén Phan mém
dang ky, quan ly ho tich dién | to dung
chung, luu chinh thc va chuyén théng tin
dén CSDLQGVDC dé lay Sb dinh danh cé
nhan. + Truong hop hd so truc tuyen cong
chuc tu phap - ho tich gui lai biéu mau Gidy
khai sinh dién tir voi thong tin day du cho
ngudi yeu cau qua thu dién t.

+ COng dan kiém tra tinh chinh xac, day du
cua cac théng tin trén biéu mau Giay khai
sinh dién tir va xac nhan (t6i da mot ngay).
Cong dan xac nhan thong tin da thong nhat,
day du hoac khong c6 phan hdi sau thoi han
yéu cau thi cong chire tu phap - ho tich thyc
hién viéc ghi noi dung vao So6 ding ky khai
sinh, cap nhat thong tin dang ky khai sinh
trén Phan mém ding ky, quan Iy ho tich
dién tir, luu chinh thic va chuyén théng tin
dén CSDLQGVDC dé lay Sb dinh danh cé
nhan.

Cong
chac Tu
phap —
Ho tich

Gio
hanh
chinh

S6 ding ky
khali sinh;
Giay khai

sinh

B7

Phé duyét

Sau khi CSDLQGVDC tra vé Sé dinh danh
ca nhan, cong chirc tu phap - ho tich in Gidy
khai sinh, trinh Lanh dao UBND xd ky
duyét Giay khai sinh, va Phiéu kiém soat
qua trinh giai quyét ho so.

- Trong trudng hop tir chéi thi ky van ban tir
chi.

Lanh dao
UBND
xa; Cong
chuc Tu
phap —
Ho tich

01
gio

Mau sb 05
(QT-UBND-
06); Gidy
khai sinh

B8

Nhdn két qud, chuyén vé bé phan mét cira

Sau khi nhan két qua di dwoc Lanh dao
UBND phé duyét, CCTPHT chuyén ho so
tr Phan mém Ho tich sang Phan mém Mot
ctra, hoan thién hd so va chuyén Bo phan
Mot cua tra két qua cho cong dan.

CCTPHT
/BPMC

Gio
hanh
chinh

(QT-UBND-
06); Giay
khai sinh
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Trd két qud 5 Gidy khai
R Aq . Y ) Copg Gio | sinh; SO dang
Bg | Cong dan kiém tra thdng tin trén Giay khai chac hanh | ky khai sinh;
sinh, S6 dang ky khai sinh va ky tén vao 86 | BPMC; 1 (on 1 oo o o trich
dang ky khai sinh. Cong dan luc hé tich
Luu ho so )
a0 - BPMC tra két qua cho t chic/ ¢ nhan | o rf;'n‘;] QT -UBND-
theo quy dinh tai quy trinh QT-UBND-06. chinh 06
- Luu ho so theo quy dinh.
6. PHU LUC, BIEU MAU
M4 s6 Tén biéu miu, phu luc

Phuluc 01 | Coso phap ly

Mdu va biéu mau theo Théng tir s6 04/2020/TT-BTP ngay 28/05/2020 cuiia Bé T phdp

Phulucl | Gidy khai sinh

Phuluc5 | To khai dang ky khai sinh

7. LUUTRU HO SO

STT Vin bin luu Trach nhiém Thot gian
luu luu
1. Ho so nop tai muc 5.3.
2. | SO bang ky khai sinh. BPTP
3. | Phiéu kiém soét qua trinh giai quyét hd so.
: Theo quy
4, S6 theo doi. dinh
— - - BPTP + BPMC
5. Phiéu tiep nhan ho so va hen tra két qua.
6 | Cac gidy to quy dinh tai QT-UBND-06 phét BPMC
" | sinh trong qua trinh giai quyet TTHC.




		2024-09-28T15:34:45+0700
	Việt Nam
	Nguyễn Thị Ngọc Ánh<Nguyenthingocanh_phuctho@hanoi.gov.vn> đã ký lên văn bản này!


		2024-09-28T15:34:53+0700
	Việt Nam
	Nguyễn Thị Ngọc Ánh<Nguyenthingocanh_phuctho@hanoi.gov.vn> đã ký lên văn bản này!


		2024-09-28T15:35:03+0700
	Việt Nam
	Nguyễn Thị Ngọc Ánh<Nguyenthingocanh_phuctho@hanoi.gov.vn> đã ký lên văn bản này!




