UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH THUA THIEN HUE Déc 1ap - Tw do - Hanh phiic
Sé: 1691 /QD-UBND Thira Thién Hué, ngay 19 thang 7 nam 2022
QUYET PINH

Phé duyét quy trinh tlep nhan, giai quyet thu tuc dang ky
khai sinh, ding ky khai tir, ding ky két hon trwe tuyén

CHU TICH UY BAN NHAN DAN TINH

Can cir Ludt Té chire chinh quyen dia phirong ngay 19 thang 6 nam 2015
va Ludt sva doz b6 sung mét sé diéu cia Ludt Té chirc Chinh phii va Ludt To
chie chinh quyén dia phwong ngay 22 thang 11 nam 2019;

Can cir Nghi dinh sé 61/2018/ND-CP ngay 23 thing 4 nam 2018 ciia
Chinh phii vé viéc thire hién co ché mot cira, mot cira lién thong trong gidi quyét
thu tuc hanh chinh;

Can cir Nghi dinh s 107/2021/ND-CP ngay 06 thang 12 nam 2021 ciia
Chinh phii sita d6i Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 ciia
Chinh phii vé thuc hién co ché mét cira, mét cira lién thong trong gidi quyét thii
tuc hanh chinh;

Can cir Nghj dinh s6 87/2020/NP-CP ngay 28 thing 7 nam 2020 cua
Chinh phi quy dinh vé Co so div liéu hé tich dién tir, dang ky hé tich truc tuyén;

Can cir Thong tw s6 01/2018/TT-VPCP ngay 23 thing 11 nam 2018 ciia
Bé trucng, Chit nhiém Van phong Chinh phii vé hwéng dan thi hanh mét so quy
dinh cia Nghi dinh sé 61/2018/NP-CP ngdy 23 thang 4 ndm 2018 cia Chinh
phii vé thiee hién co ché mét cira, mét cira lién thong trong gidi quyét thi tuc
hanh chinh;

Can cir Thong tw s6 01/2022/TT-BTP ngay 04 thang 01 niam 2022 ciia Bo
trwong B Tuw phdp quy dinh chi tiét mét so diéu va bién phdp thi hanh Nghi
dinh s6 87/2020/ND-CP ngay 28 thing 7 nam 2020 ciia Chinh phii quy dinh vé
Co so dir lieu ho tich dién tw, dang ky ho tich truc tuyén;

Theo dé nghi ciia Gidm déc S¢ Tw phdp tai Céng vin sé 1230/STP-HCTP
ngay 12 thang 7 nam 2022.

QUYET DINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 06 quy trinh giai quyét thu
tuc hanh chinh (TTHC) dang ky khai sinh, dang ky khai tir, dang ky két hon tryc
tuyén (mc do 3) dd dugce tai cau tric, (trong do: cp huyén c6 03 TTHC, cap xa
c6 03 TTHC) thugc pham vi chirc nang quan 1y nha nudc trén dia ban tinh Thura
Thién Hué (Phu luc kém theo).

Piéu 2. Dléu kién thuce hién

a) Viéc tai cau trac quy trinh dang ky khai sinh, dang ky khai tir, dang ky
két hon chi duoc thyc hién khi co quan co tham quyén ban hanh cac quy dinh phap
luat c6 hiéu luc phap luat vé dinh danh va xac thuc dién ti, cho phép str dung dir


https://thuvienphapluat.vn/van-ban/quyen-dan-su/nghi-dinh-87-2020-nd-cp-quy-dinh-co-so-du-lieu-ho-tich-dien-tu-dang-ky-ho-tich-truc-tuyen-449041.aspx
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liéu cong dan co trong Co sé dit liéu qudc gia vé dan cu thay thé cho thanh phan hd
50, thong tin phai cung cp khi thue hién TTHC.

b) Tai ciu trac quy trinh ndp, tiép nhan, giai quyét va tra két qua dang ky
khai sinh, dang ky khai tu, dang ky két hén truc tuyén (muc d6 3) trén Cong
Dich vu cong quoc gia, Cong dich vu cong cip tinh dugc thue hién voi diéu kién
Cong dich vu cong/Hé thong mot cua dién tur cap tinh dd hoan thanh viéc két
ndi, khai thac dir liéu cong dan tir Co so dit liéu qudc gia vé dan cu va két ndi,
lién théng cac dir liéu ho tich voi Phan mém dang ky, quan 1y ho tich dién tur
dung chung ctua B Tu phap, bao dam vé tinh chinh xéc, gia tri phap 1y cua dir
liéu cong dan.

Piéu 3. Trach nhiém ciia cac co quan, don vi

1. Sé Thong tin va Truyén thong, Céng an tinh

Hoan thanh viéc két ndi, lién thong Hé théng Dich vu cong cua tinh véi
Phan mém dang ky, quan 1y ho tich dién tr dung chung ctia B Tu phép va Co
so dit liéu qudc gia vé dan cu.

2.S6 Tw phap, Van phong UBND tinh, Uy ban nhan dan cap huyén,
Uy ban nhan dan cap xa

Sau khi S¢ Thong tin va Truyén thong hoan thanh viéc két nbi lién thong
Phan mém dang ky, quan 1y ho tich dién tir dung chung cua B Tu phap véi Hé
thong Dich vu cong cua tinh:

a) S6 Tu phap co trach nhi¢m:

Cap nhat TTHC ban hanh kém theo Quyét dinh nay vao Hé thong thong
tin TTHC tinh Thira Thién Hué theo dung quy dinh; Cong bd cong khai TTHC
nay trén Trang Thong tin dién tir cia don vi;

b) Van phong UBND tinh c6 trach nhi¢m:

- Cap nhat TTHC tai Quyét dinh nay vao Co s¢ dit liéu quéc gia vé TTHC;

- Cong khai cac TTHC tai Quyét dinh nay trén Trung tdm Phuc vu Hanh
chinh cong tinh va trén Cong Thong tin dién tir tinh.

¢) Uy ban nhan déan cap huyén, Uy ban nhan dan cap xa c6 trach nhiém:

Thiét 1ap quy trinh dién tir giai quyét thi tuc hanh chinh phan viéc cua
don vi minh trén H¢ thong Dich vu cong cua tinh.

Piéu 4. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky;

Piéu 5. Chanh Vin phong Uy ban nhan dén tinh, Giam déc So Tu phap;
Giam ddc Cong an tinh; Giam ddc So Thong tin va Truyen thong; Chu tich Uy
ban nhan dan cac huyén, thi xa, thanh pho Hué; Chu tich Uy ban nhan dan cac
xa, phuong, thi tran; Thu trudng cac co quan, don vi va cac td chure, c4 nhan co
lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

KT. CHU TICH
Noi nhdn: , .,
- Nhu Didu 5 PHO CHU TICH
- Cuc KSTTHC (Van phong Chinh phil); Tl
- CT, cac PCT UBND tinh;
- Cac PCVP UBND tinh;
- Trung tdm PVHCC, Cong TTDT tinh;
- Luu: VT, KSTT, TP.

Nguyén Thanh Binh



Phu luc

QuUY TRINH TIEP NHAN, GIAI QUYET THU TUC PANG KY KHAI SINH,
DANG KY KHAI TU PANG KY KET HON TRUC TUYEN )
(Ban hanh kém theo Quyét dinh s6 1691 /OD-UBND ngay 19 thang 7 ndm 2022 ciia Chii tich UBND tinh Thira Thién Hué)

I. TAI UY BAN NHAN DAN CAP HUYEN

1. PANG KY KHAI SINH (PKKS) CO YEU TO NUOC NGOAI

- Thoi han giai quyét: Ngay trong ngdy tiép nhan ho so; truong hop nhan ho so sau 15 gio ma khong giai quyét dugc ngay thi tra két qua
trong ngay 1am viéc tiép theo.

- Quy trinh ndi bd, quy trinh dién tu:

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian thue
cong viéc hién hién
Cong dan - Cong dan truy cap Cong DVCQG hoac Cong DVC cap tinh; dang ky/dang

nhap tai khoan, xac thuc dinh danh dién tu;
- Cong dan dién cac thong tin trén Biéu mau dién tir twong tac dang ky khai
sinh, tai 1€n cic gidy to can thiét®

Budce 1 | Trung tdm Hanh chinh | Cong chirc Mot cura truy cép Phﬁn mém mot cira kiém tra tinh chinh xac, | 02 gid 1am viéc
cong day du, thong nhat, hop 1€ cta ho so:

Truong hop hd so ddy du, hop 18 thi chuyén hd so PKKS dé cong chirc 1am
cong tac ho tich xir Iy. Truong hop tiép nhan ho so sau 15h00 ma khong thé
giai quyét ngay thi c6 Phiéu hen, tra két qua cho cong dan trong ngay lam viéc
tiép theo.

Truong hop hd so chua ddy du, hop 1€ thi ¢6 van ban huéng din ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai giéy t0, ndi1 dung can bd sung dé
ngudi ¢ yéu cau bd sung, hoan thién; Truong hop ngudi c6 yéu cau DPKKS
khong bo sung, hoan thién dugc hd so thi bio cao Truong bo phan mot cira
c6 van ban tir chdi giai quyét yéu cau DKKS. Thong béo tir chéi tiép nhan
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hoic thong bao bo sung ho so giri vao dia chi email/thiét bi so ciia cong dan

Budc 2 | Lanh dao Phong Tu Nhén ho so (dién tir) va phan cong chuyén vién giai quyét 01 gio lam viéc
phap
Budc 3 Cﬁéng chic Phong Tu Cong chic 1am cong tac ho tich thAm tra hd so (tham tra tinh thong nhat, hop 16 02 gi¢r lam viéc
Phap clia cac thong tin trong hd so, gidy to, tai lidu dinh kém).
Truong hop hd so can bo sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang ho so téi Bé phan mot cira
dé thong bao cho ngudi ndp ho so.
Néu thdy day du, hop 18, dang quy dinh thi thuc hién viée ghi vao S6 dang ky
khai sinh, cAp nhat thong tin dang ky khai sinh trén Phan mém dang ky, quéan 1y
ho tich dién tr ding chung, luu chinh thic va chuyén thong tin dén
CSDLQGVDC dé 1ay s dinh danh c4 nhan va cap nhat vao Gidy khai sinh
Budc 4 | Lanh dao Phong Tu Tham dinh, xem xét, ky To trinh trinh Lanh dao UBND huyén 01 gio lam viéc
phap
Budc 5 | Lanh dao UBND Tham dinh, xem xet, ky phé duyét két qua giai quyét TTHC va ky so vao | 01 gio lam viéc
huyén ban dién tir (n€u cong dan co yéu cau)
Budc 6 | Van thu UBND huyén | Pong dau, chuyén két qua cho Phong Tu phép 1/2 gid lam viéc
Bugce 7 | Cong chuc Phong T | Ghi vao s6 ho tich, nguoi di dang ky ky vao S6, chuyén tra két qua cho | 1/2 gio lam viéc
phép Trung tdm Hanh chinh cong cap huyén
Budce 8 | Trung tdm Hanh chinh | Xac nhéan trén phan mém mot cura;

cong

Tra két qua giai quyét TTHC cho nguoi c6 yéu cu va 18 phi.

Cong dan

- Xuat trinh CCCD; ndp ban chinh Gidy ching sinh

- Ky S6 PKKS.

- Nhan Gidy khai sinh ban chinh.

- Gidy khai sinh (dién tir) s& tu dong guri vé dia chi email/thiét bi s6 cta cong
dan.

Tong thoi gian giai quyét

TTHC

08 gio' lam viéc




(1) Cic gidy to cong din phidi tdi lén:

- Glay ching sinh;

- Gidy chimg nhan két hén, CCCD/CMND, giy t& chimg minh noi cu tri (truong hop da két ndi véi CSDLQGVDC khai thac thong
tin cong dan thi khong phai tai 1€n).

- Gidy uy quyén (trong trudng hop thuc hién viéc DKKS theo uy quyén);

Luwu y: Néu ngudi co yéu cau DKKS c6 yéu ciu cap Gidy khai sinh dién tir thi céng chirc 1am c6ng tac ho tich tham muu thyc hién theo
quy dinh tai khoan 3 Piéu 14 Théng tu s6 01/2022/TT-BTP, chuyén tra két qua 1a Gidy khai sinh dugc ky s cho ngudi co yéu cau.

2. PANG KY KET HON (PKKH) CO YEU TO NUGC NGOAI
- Thot han gidi quyét: 15 ngay lam viéc.
- Quy trinh ndi bd, quy trinh dién ti:

Thur tw Don vi/nguwoi thue Noi dung cong viéc Thoi gian thue
cong viéc hién hién
Cong dan - Cong dan truy cap Cong DVCQG hoac Cong DVC cap tinh; dang ky/dang

nhip tai khoan, xac thuc dinh danh di¢n tu;
- Cong dan dién cac thong tin trén Bi€u mau dién tr tuong tac dang ky két
hon, tai 1én cac gidy to can thiét™

Budc 1 | Trung tdm Hanh chinh
cong

Cong chirc Bo phan mot cira cb tréich nhiém kiém tra tinh chinh xéc, ddy da, | 04 810 lam viée

thong nhat, hop 18 cta ho so.

Trudng hop ho so day du, hop 16 thi chuyén hd so PKKH dé cong chic 1am
cong tac ho tich xtr 1y.

Truong hop ho so chua day du, hop 1€ thi ¢6 van ban hudng dan ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai gidy to, ndi dung can bod sung dé
ngudi cd yéu cau bd sung, hoan thién; Trudng hop ngudi ¢ yéu cau DPKKH
khong bo sung, hoan thién dugc hd so thi bao céo Trudong by phan mot cua
c¢6 van ban tir chdi giai quyét yéu cau PKKH. Thong bao tir chdi tiép nhan
hoic thong bao bo sung ho so giri vao dia chi email/thiét bi s6 ciia cong dan.
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Budc 2 | Lanh dao Phong Tu Nhan ho so (dién tir) va phan cong chuyén vién giai quyét 02 gio lam viéc
phap
Budc 3 Cﬁ;g chic Phong Tu Cong chirc 1am cong tac ho tich tham tra hd so (thdm tra tinh thong nhat, hop 18 64 gi¢ lam vi¢e
Phap clia cac thong tin trong hd so, gidy to, tai liéu dinh kém).
Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang ho so téi Bd phan mot cira
dé thong bao cho ngudi ndp ho so.
Néu thdy day du, hop 18, dung quy dinh thi thuc hién viéc ghi vao S6 ding ky
két hon, cap nhat thong tin dang ky két hon trén Phan mém dang ky, quan 1y ho
tich dién tr ding chung.
Budc 4 | Lanh dao Phong Tu Tham dinh, xem xét, ky To trinh trinh Lanh dao UBND huyén 08 gio lam viéc
phap
Bude 5 | Lanh dao UBND Tham dinh, xem xét, ky phé duyét két qua giai quyét TTHC 16 gio lam viéc
huyén
Budc 6 | Van thu UBND huyén | Pong dau, chuyén két qua cho Phong Tu phéap 02 gid lam viée
Budce 7 | Phong Tu phap Ghi vao s6 hd tich, T6 chuc trao gidy chirng nhan két hon cho hai bén nam | 24 gio lam viéc
nu.
Cong dan Hai bén nam, nir: ,
- Xuat trinh CCCD; ndp ban chinh Gidy xac nhan tinh trang hon nhan;
- Ky S6 bKKH, Giady ching nhan két hon.
- Nhan Gidy ching nhéan két hon ban chinh.
Budc 8 | Trung tdm Hanh chinh | Xac nhén trén phan mém mdt ctra va thu I¢€ phi.

cong

Tong thoi gian gidi quyét

TTHC

120 gio 1am viée

(1) Cdc gidy to cong din phii tdi lén:

- Ban chup Gidy x4c nhén tinh trang hon nhén ctia cong dan Viét Nam cu tri trong nudc;
- Gidy xac nhan cua t6 chic y t& c6 tham quyén ciia Viét Nam hodc nudc ngoai xac nhan cac bén két hon khong mac bénh tim than hoac
bénh khac ma khong cé kha nang nhan thirc, 1am chi dugc hanh vi cia minh.



- Giay to chung minh tinh trang hon nhan ctia nguoi nude ngoai do co quan ¢6 tham quyén cuia nude ma nguoi do 1a cong dan cap con gia tri
st dung, x4ac nhan hién tai nguoi do khong co6 vo hodc khong co chong; truong hop nude ngoai khong cap xac nhan tinh trang hon nhan thi
thay bang gidy to' do co quan c6 tham quyén nudc ngoai xac nhan ngudi do co du di€u kién két hon theo phap luat nude do (doi voi dang ky
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két hon thude thAm quyén cua UBND cap huyén); gidy to chimg minh tinh trang hon nhén cua céng dan Viét Nam dinh cu tai nudc ngoai.
- Ban sao ho chiéu/gidy to ¢6 gia tri thay thé ho chiéu ddi véi ngudi nude ngoai, cong dan Viét Nam dinh cur & nudc ngoai.
3. PANG KY KHAI TU CO YEU TO NUOC NGOAI

- Thoi han giai quyét: Ngay trong ngay tiép nhén hd so, trudng hop nhan hd s0 sau 15 gio ma khong giai quyét duoc ngay thi tra két qua

trong ngdy lam viéc tiép theo. Trudng hop cin xac minh thi thoi han giai quyét khong qua 03 ngay lam viéc.

- Quy trinh ndi bd, quy trinh dién tu:

Thir tw
cong viéc

DPon vi/nguwoi thuc
hién

NOi dung cong viéc

Thoi gian thue
hién

Cong dan

- Cong dan truy cap Cong DVCQG hoidc Cong DVC cép tinh; ding
ky/dang nhép tai khoan, xac thuc dinh danh dién tur;

- Cong dan dién cac thong tin trén Biéu mau dién tir twong tac diang ky
khai tur, tai 1€n céc giay to can thiét®

Budce 1

Trung tdm Hanh chinh
cong

Truy cdp Phan mém mot cira kiém tra tinh chinh xé4c, day du, thong nhat,
hop 1€ cta ho so:

Trudng hop hd so day du, hop 18 thi chuyén hd so PKKT dé cong chirc lam
cong tac ho tich xir Iy. Trudng hop tiép nhan hd so sau 15h00 ma khong thé
giai quyét ngay thi c6 Phiéu hen, tra két qua cho cong dan trong ngay lam viéc
tiép theo.

Truong hop hd so chua day du, hop 1€ thi ¢6 van ban huéng dan ngudi yéu
cau bo sung, hoan thién ho so, néu rd loai giay td, ndi dung can bod sung dé
nguoi co yéu cau bo sung, hoan thién.

Trudng hop ngudi co yéu ciu DKKT khong bd sung, hoan thién duoc hd so
thi bao cdo Trudng bd phan mot clra ¢ vin ban tir chdi giai quyét yéu cau
DKKT.

Thong bao tir chéi tiép nhin hoic théng bao bd sung hd so gui vao dia chi
email/thiét bi so cua cong dan.

02 gio lam viéc




6

Budc 2 | Lanh dao Phong Tu Nhan ho so (dién tir) va phan cong chuyén vién giai quyét 01 gio lam viéc
phap
Budc 3 pcf?:pg chic Phong Tu Cong chirc 1am cong tac ho tich tham tra hd so (thdm tra tinh thong nhét, hop 18 02 gi¢r l]am viéc
cua cac thong tin trong ho so, giady to, tai liéu dinh kem). 16 gioy lam viéc
Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chdi thi giri théng bao vé tinh trang ho so téi Bd phan mot cira
dé thong bao cho ngudi ndp ho so.
Néu thdy day du, hop 16, ding quy dinh thi thyc hién viéc ghi vao S6 ding ky
khai tir, cap nhat thong tin dang ky khai tir trén Phan mém déang ky, quan 1y ho
tich dién tr dung chung, luu chinh thuec.
Budc 4 | Lanh dao Phong Tu Tham dinh, xem xét, ky To¢ trinh trinh Lanh dao UBND huyén 01 gio lam viéc
phap
Budc 5 | Lanh dao UBND Tham dinh, xem xét, ky phé duyét két qua giai quyét TTHC va ky s6 vao | 01 gid lam viéc
huyén ban dién tu (neu cong dan c6 yéu cau)
Budc 6 | Vian thu UBND huyén | Péng dau, chuyén két qua cho Phong Tu phap 1/2 gid lam viéc
Bugce 7 | Cong chuc Phong Tu | Ghi vao s6 ho tich, nguoi di dang ky ky vao SO, chuyén tra két qua cho | 1/2 gio lam viéc
phép Trung tdm Hanh chinh cong cap huyén
Budce 8 | Trung tdm Hanh chinh | Xac nhéan trén phan mém mot cura;

cong

Tra két qua giai quyét TTHC cho nguoi c6 yéu cu va 18 phi.

Cong dan

Xuat trinh CCCD; ndp ban chinh Gidy bao tir hodc gidy to thay thé Giay
béo tir (néu thudc trudng hop phai ndp cac gidy to nay);

- Ky S6 PKKT, nhan Trich luc khai tir ban chinh.

- Trich lyc khai tir (dién tir) s& tu dong giri vé dia chi email/thiét bi sd.

Tong thoi gian giai quyét
TTHC khong tién hanh xac

minh

08 gio' lam viéc

Tong thoi giaq giai quyét
TTHC phii tién hanh xac minh

24 gio lam viéc

(1) Cac gidy to cong din phadi tai lén:
- Gidy béo tir hodc gidy to khac thay thé Gidy béo tir do co quan c6 thim quyén cip.
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- Gidy to, tai liéu, ching cr do co quan, t6 chirc c6 thAm quyén cip hodc xac nhan hop 18 chimg minh sy kién chét dbi voi truong hop ding
ky khai tir cho nguoi chét da 1au, khong c6 Gidy bao tir hoic gidy to thay thé Giéy bao tir.
- Van ban uy quyén hop 1€ theo quy dinh ctia phap luat trong trueong hop uy quyén thyc hién viée dang ky khai tur.
- Gidy CCCD/CMND, gidy t& chirg minh noi cu tra (truong hop di két ndi véi CSDLQGVDC khai thac thong tin cong dan thi khong
phai tai 1€n).
Luu y: Néu ngudi c6 yéu cau PKKT c6 yéu cau cap Trich luc khai tir dién tir thi cong chirc lam cong tac ho tich tham muru thuc hién theo
quy dinh tai khoan 3 Diéu 14 Théng tu s6 01/2022/TT-BTP, chuyén tra két qua 1a Trich luc khai ttr dugc ky sé cho ngudi ¢6 yéu cau.

II. TAI UY BAN NHAN DAN CAP XA

1. PANG KY KHAI SINH

- Thoi han giai quyét: Trong ngay lam viéc, ké tir ngay nhén du ho so theo quy dinh (truong hop nhan ho so sau 15 gid ma khong giai
quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.)

- Quy trinh ndi bd, quy trinh dién tu:

Thi tw | Don vi/nguwoi thue hién Noi dung cong viéc Thoi gian thuc hién
cong viéc

Cong dan - Cong dan truy cap Cong DVCQG hoic Cong DVC cap tinh; ding
ky/ddng nhap tai khodn, xac thyc dinh danh di¢n tu;

- Cong dan dién cac thong tin trén Biéu mau dién tir tuong tac dang
ky khai sinh, tai 1én cac gidy to can thiét®™

Budce 1 | Cong chure tu phap-ho tich | Truy cap Phan mé‘m mot ctra kiém tra tinh chinh xé4c, day du, thong 02 gio lam viéce
tai b phan TN&TKQ cua | nhat, hop 1€ cua ho so:
UBND cap xa

Trudng hop hd so day du, hop 1¢ thi chuyén hd so PKKS dé cong
chtrc 1am cong tac ho tich xur 1y. Truong hop tiép nhan hod so sau
15h00 ma khdng thé giai quyét ngay thi co Phiéu hen, tra két qua cho
cong dan trong ngay lam viée tiép theo.

Truong hop ho so chua day di, hop 1 thi c6 van ban huéng dan
nguoi yéu géu bo sung, hoan thién‘ ho S0, néu 10 loai gidy to, ndi
dung can bo sung dé nguoi c6 yéu cau bo sung, hoan thién.

Truong hop nguoi c¢6 yéu cau PKKS khong bod sung, hoan thién

dugc ho so thi bao cdo Truong bd phan mdt ctra cd van ban tir choi




giai quyét yéu cau PKKS.

Thong bao tir chdi tiép nhan hoidc théng bao bd sung hd so giri vao
dia chi email/thiét bi s6 cua cong dan.

Budc 2

Cong chire tu phap-ho tich

Cong chirc 1am cong tac ho tich tham tra hd so (thdm tra tinh thong
nhét, hop 1é cua cac thong tin trong ho so, gidy to, tai liéu dinh kém).

Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién
giai quyét, phai tir chdi thi giri thong bao vé tinh trang ho so tdi Bo
phan mot cira dé thong bao cho nguoi ndp hd so.

Néu thdy dy du, hop 1¢, dung quy dinh thi thyc hién viéc ghi vao So
dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém
dang ky, quan ly ho tich dién tr dung chung, luu chinh thirc va chuyén
thong tin dén CSDLQGVDC dé lay s6 dinh danh c4 nhan va cép nhat
vao Gidy khai sinh

04 gio lam viéc

Budce 3

Lanh dao UBND cap xa

Lanh dao UBND cap xa ky Giay khai sinh ban gidy va ky so vao
ban dién tir (n€u cong dan co yéu cau)

01 gio lam viéc

Buoc 4

B0 phan van phong

Pong diu va thu 1& phi (néu o), chuyén két qua cho cong chirc tur
phap-ho tich.

01 gio lam viéc

Budc 5

Cong chue tu phap-ho tich

Ghi vao so ho tich, nguoi di dang ky ky vao S6, Tra két qua cho

tai bo phan TN&TKQ cua | nguoi yéu cau.
UBND cap xa
Cong dan - Xuat trinh CCCD; ndp ban chinh Giay chirng sinh

- Ky S6 PKKS.

- Nhén Gidy khai sinh ban chinh.

- Giy khai sinh (dién tir) s& tu dong guri vé dia chi email/thiét bi s6
cua cong dan.

Tong thoi gian gidi quyét TTHC

08 gio lam viéc

(1) Cac gidy to cong dan phdi tdii lén:
- Gidy chung sinh;
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- Gidy chimg nhan két hén, CCCD/CMND, gidy td chimg minh noi cu tr (truong hop da két ndi véi CSDLQGVDC khai thac thong
tin cong dan thi khong phai tai Ién).

- Giay uy quyén (trong truong hop thuc hién viéc PKKS theo uy quyén);

Luwu y: Néu ngudi co yéu cau DKKS c6 yéu ciu cap Gidy khai sinh dién tir thi céng chirc 1am c6ng tac ho tich tham muu thyc hién theo
quy dinh tai khoan 3 Diéu 14 Théng tu s6 01/2022/TT-BTP, chuyén tra két qua 1a Gidy khai sinh dwoc ky s cho ngudi c6 yéu cau.

2. PANG KY KET HON (PKKH)

- Thoi han giai quyét: Ngay trong ngay tiép nhén hd so (truong hop nhén hd so sau 15 gio ma khong giai quyét duoc ngay thi tra két
qua trong ngay lam viéc tiép theo). Trudng hop can xac minh diéu kién két hon cua hai bén nam, nir thi thoi han giai quyét khong qua
05 ngay lam viéc.

- Quy trinh ndi bd, quy trinh dién tu:

Thi tw | DPon vi/nguwoi thuce hién Noi dung cong viéc Thoi gian thue hién
cong viéc

Cong dan - Cong dan truy cap Cong DVCQG hoic Cong DVC cap tinh; dang
ky/dang nhap tai khoan, xac thuc dinh danh dién tu;

- Cong dan dién céac thong tin trén Bleu mau dién tir twong tac ding
ky két hon, tai len cac gidy td can thiét®

Bude 1 | Cong chire tu phap-hd tich | Truy cap Phan mém mot cira kiém tra tinh chinh xéac, day du, thong 02 gid lam vige
tai bo phé}n TN&TKQ cua | nhat, hgp 1€ ctia ho so:
UBND cap xa

Truong hop hd so day du, hop 18 thi chuyén hdé so PKKH dé cong
chtc 1am cong tac ho tich xtr 1y. Trudng hop tiép nhan hd so sau
15h00 ma khong thé giai quyét ngay thi c6 Phiéu hen, tra két qua cho
cong dan trong ngay lam viée tiép theo.

Truong hop ‘h(*) so' chua day du, hop 1¢ thi c6 van ban hudng dan
nguoi yéu cau bd sung, hoan thién ho S0, néu ro loai gidy to, ndi
dung can bo sung dé nguoi co yéu cau bo sung, hoan thién.

Truong hop ngudi cd yéu cau DPKKH khong bd sung, hoan thién
dugc ho so thi bao cdo Truéng bd phan mot clra cé van ban tir chbi
giai quyét yéu cau DPKKH.
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Thong bao tir chdi tiép nhan hodc thong bao bo sung ho so giri vao
dia chi email/thiét bi s6 cua cong dan.

Budc 2 | Cong chic tr phap-hd tich Cong chire 1am cong tic ho tich tham tra hd so (thdm tra tinh théng - 04 gio lam viée

nhét, hop 1é cta cac thong tin trong hd so, gidy to, tai lidu dinh kém). - 32 gios lam vide
Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién
giai quyét, phai tir chdi thi giri thong bao vé tinh trang hd so téi Bo
phan mot cira dé thong bao cho nguoi ndp hd so.

Néu thay day du, hop 1¢, ding quy dinh thi thuc hién viéc ghi vao S6
dang ky két hon, cap nhat thong tin dang ky két hon trén Phan mém
dang ky, quan ly h¢ tich dién tir dung chung.

Budc 3 | Lanh dao UBND cap xa Lanh dao UBND cép x4 ky Gidy chimg nhan két hon ban gidy 01 gio lam viéc

Budc 4 | Bo phan van phong Pong dau, chuyen két qua cho cong chirc tu phap-hd tich. 01 gio lam viéc

Budc 5 | Cong chire tu phap-ho tich | Ghi vao s6 ho tich, nguoi di dang ky ky vao S6, Tra két qua cho
tai bo phan TN&TKQ cia | nguoi yéu cau.

UBND cép x4
Cong dan Hai bén nam, nit:
- Xuét trinh CCCD; ndp ban chinh Gidy xac nhan tinh trang hon
nhan.
- Ky S6 PKKH, Giay chimg nhan két hon.
- Nhén Gidy chimg nhan két hon ban chinh.
Tong thoi gian giai quyét TTHC 08 gio 1am viéc
khong tién hanh xac minh
Tong théi gian giai quyét TTHC can 40 gio' l1am viéc

phai xac minh

(1) Cic gidy to cong dén phidi tdi lén:
- Ban chup Gidy xac nhén tinh trang hon nhan do Uy ban nhan dan cap x3 c6 thim quyén cép trong trudng hop ngudi yéu cau dang ky két
hon khong dang ky thudng tra tai dia ban xa, phuong, thi tran;
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3. PANG KY KHAI TU (PKKT)
- Thot han giai quyét: Trong ngay lam viéc, ké tir ngay nhan du ho so theo quy dinh (trudng hop nhan ho so sau 15 gio ma khong
giai quyét duoc ngay thi tra két qua trong ngay lam viéc tiép theo.)
- Quy trinh ndi bd, quy trinh dién ti:

Thi tw | DPon vi/nguwoi thue hién Noi dung cong viéc Thaoi gian thye hién
cong viéc

Cong dan - Cong dén truy cap Cong DVCQG hoidc Cong DVC cap tinh; ding
ky/ddng nhap tai khodn, xac thyc dinh danh di¢n tu;

- Cong dan dién céc thong tin trén Biéu mau dién tir twong tac dang
ky khai tir, tai 1én cac gidy to can thiét')

Budce 1 | Cong chure tu phap-ho tich | Truy cap Phéan mém mot ctra kiém tra tinh chinh xé4c, day du, thong 02 gio lam viéc
tai bo phé}n TN&TKQ cua | nhat, hgp 1€ ctia ho so:
UBND cap xa

Truong hop ho so day du, hop 1¢ thi chuyén ho so DPKKT dé cong
chtc 1am cong tac ho tich xtr 1y. Trudng hop tiép nhan hd so sau
15h00 ma khong thé giai quyét ngay thi c6 Phiéu hen, tra két qua cho
cong dan trong ngay lam viéc tiép theo.

Truong hop ho so chua day di, hop 1¢ thi ¢o van ban huéng dan
nguoi yéu cau bo sung, hoan thién‘ ho s0, néu rd loai gidy to, noi
dung can b6 sung dé€ nguoi ¢o yéu cau bd sung, hoan thi¢n.

Trudng hop ngudi c¢6 yéu cau DKKT khong bd sung, hoan thién
duoc hd so thi bdo cdo Trudng bo phan mdt ctra ¢d van ban tu chdi
giai quyét yéu cau PKKT.

Théng béo tir chdi tiép nhan hodc théng bao bod sung hd so gui vao
dia chi email/thiét bi s6 cta cong dan.

Buoc2 | Cong chirc fw phap-ho tich Cong chirc 1am cong tac ho tich tham tra hd so (thim tra tinh thong - 04 gio lam vige

nhét, hop 1¢ cua cac thong tin trong hd so, gidy to, tai liéu dinh kém).

Truong hop ho so can bo sung, hoan thién hodc khong du diéu kién
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giai quyét, phai tir chdi thi guri thong bao vé tinh trang ho so téi Bo
phan mét ctra dé thong bao cho ngudi ndp ho so.

Néu thay day du, hop 1, diing quy dinh thi thuc hién viéc ghi vao S6
dang ky khai tir, cap nhat thong tin dang ky khai tir trén Phan mém
dang ky, quan 1y h¢ tich dién tir dung chung, luu chinh thirc.

Budc 3 | Lanh dao UBND cap xa Lanh dao UBND cap xa ky Trich lyc khai tir ban gidy, Trich luc 01 gio lam viéc
khai tir ban dién tir (néu cong dan c6 yéu cau)

Buéc 4 | Bo phan van phong Pong dau va thu 1& phi (néu cd), chuyén két qua cho cong chirc tu 01 gio lam viée
phap-ho tich.

Budc 5 | Cong chirc tu phap-ho tich | Ghi vao so o tich, nguoi di dang ky ky vao S6,Tra két qua cho

tai bd phan TN&TKQ cua | nguoi yéu cau.
UBND cap xa
Cong dan - Xuat trinh CCCD; ndp ban chinh Gidy bao tir hoic glay to thay

thé Glay béo tir (néu thudc trudng hop phai ndp cac gidy to nay);

- Ky S6 PKKT, nhan Trich luc khai tir ban chinh.

- Trich lyc khai tir (dién tu) s tu dong gui v€ dia chi email/thiét bi
sO.

Tong thoi gian gidi quyét TTHC

08 gio lam viéc

(1) Cic gidy to cong dan phai tai lén:
- Glay bao tir hodc gidy to khac thay thé Glay bao tr do co quan co thAm quyén cap.

- Gidy t0, tai liéu, ching cr do co quan, t6 chirc c6 thAm quyén cip hodc xac nhan hop 18 chimg minh sy kién chét dbi voi truong hop ding

ky khai tir cho ngudi chét da 1au, khong c6 Gidy bao tir hoic gidy to thay thé Giéy bao tur.
- Van ban uy quyén hop 1¢ theo quy dinh cua phap luat trong truong hop ty quyén thyc hién viéc dang ky khai tir.

- Gidy CCCD/CMND, gidy to chirng minh noi cu tra (truong hop di két ndi véi CSDLQGVDC khai thac thdng tin céng dan thi khdng

phai tai 1én).

Luu y: Néu ngudi c6 yéu cau PKKT co yéu cau cap Trich luc khai tir dién tir thi cong chirc 1am cong téc h¢ tich tham muu thyc hién theo

quy dinh tai khoan 3 Diéu 14 Théng tu s6 01/2022/TT-BTP, chuyén tra két qua 1a Trich luc khai tir duoc k¥ s6 cho ngudi ¢ yéu cau.
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