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PHU LUC

QUY TRINH NQI BO - QUY TRINH DIEN TU GIAI QUYET THU TUC HANH
CHINH LINH VUC HQ TICH THUQC THAM QUYEN GIAI QUYET CUA
SO TU PHAP THANH PHO HA NOI
(Kémtheo Quyérdinhs6  /OP-TTPVHCC ngdy  thang  nam 2026 cua
Giam doc Trung tam phuc vu hanh chinh céng Thanh pho)

1. Thi tuc cap ban sao Trich luc hd tich, ban sao Gidy khai sinh (M 2.000635)

1 | Muc dich
Quy trinh nay quy dinh trinh tu va cach thic giai quyét yéu cau cép ban sao trich luc ho tich tir SO
hd tich hodc Co sé dir 1i€u hd tich dién tir do S¢ Tu phéap thanh pho Ha Noi luu gitt, quan 1y.

2 | Pham vi
Ap dung TTHC d6i vé6i cong dan ¢ yéu cau cip ban sao trich luc ho tich.
S¢ Tu phap, Trung tam Phuc vu Hanh chinh c6ng, Dia diém tiép nhan va tra két qua giai quyét
TTHC theo thong béo ctia cip c6 tham quyén (sau day goi chung la B4 phan Mot cira) va cong
chire B6 phan Mot ctra, cong chire, nguoi lao dong dugc bb tri tham gia trong qua trinh tiép nhan,
giai quyét, tra két qua chiu trach nhiém thuc hién Quy trinh nay.

3 | Noi dung quy trinh

3.1 | Cosé phap ly

- Luat Ho tich nam 2014;

- Luat T6 chirc chinh quyén dia phuong sé: 72/2025/QH15;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 cta Chinh phil quy dinh chi tiét mot sé diéu va
bién phép thi hanh Luat H9 tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé Co s¢ dir liéu h tich
dién tu, dang ky ho tich truc tuyén;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phu sira doi, bo sung mét s6 diéu cia
cac Nghi dinh trong linh vuc ho tich, qudc tich, ching thuc;

- Nghi dinh s6 120/2025/ND-CP ngay 11/6/2025 ctia Chinh phii quy dinh vé phan dinh thim quyén
cua chinh quyén dia phuong 02 cap trong linh vuc quan 1y nha nuée cua Bo Tu phap;

- Nghi dinh s6 18/2026/ND-CP ngay 14/01/2026 ctia Chinh phi sira d6i, bo sung mot s Nghi dinh
de cat giam, don gidn héa thu tuc hanh chinh, di€u kién kinh doanh thudc pham vi quan ly ciia B
Tu phép;

- Nghi quyét s6 66.7/2025/NQ-CP ngay 15/11/2025 ciia Chinh phii quy dinh cat giam, don gian
hoéa thu tuc hanh chinh dua trén dir liéu;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia B Tu phép quy dinh chi tiét thi hanh mot 6
diéu cua Luét Ho tich va Nghi dinh s6 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 HJ tich;
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- Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 ctia B Tu phap quy dinh chi tiét mét so diéu va
bién phép thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé Co
so dir 1i€u ho tich dién tir, dang ky ho tich truc tuyén;

- Théng tu s6 03/2023/TT-BTP ngay 02/8/2023 cua Bo trudng Bo Tu phap sira ddi, bd sung mot
s6 n6i dung ctia Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cta Bo truong B Tu phap quy
dinh chi tiét mot s didu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co sé dit liéu ho tich dién tir, ddng ky ho tich truc tuyén;

- Théng tu s6 04/2024/TT-BTP ngay 06/6/2024 cta B truong B Tu phap sua d6i, bd sung mot
sd diéu cua Thong tu sb 02/2020/TT-BTP ngay 08/4/2020 cua B¢ truong Bo Tu phap ban hanh,

huéng dan st dung, quan 1y mau s6 qudc tich va miu gidy to vé quoc tich va Thong tu s6
04/2020/TT-BTP ngay 28/5/2020 cua B truong Bo Tu phap quy dinh chi tiét thi hanh mot sb diéu
cua Luat Ho tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi
tiét mot so di€u va bién phap thi hanh Luat HO tich;

- Thong tu ) 08/2025/TT-BTP ngay 12/6/2025 ctia B trudng B Tu phap quy dinh vé phan dinh
tham quyén cua chinh quyén dia phuong 02 cap va phan cap trong linh vuc quan 1y nha nude cua
B6 Tu phap;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 cua B6 Tai chinh quy dinh mirc thu, ché do thu,
nop, quan ly va s dung phi khai thac, sir dung thong tin trong co s¢ dir liéu h¢ tich, phi xac nhan
c6 quoc tich Viét Nam, phi xac nhan 1a nguoi goc Viét Nam, 1€ phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo Tai chinh hudéng dan vé phi va 1é phi
thudc tham quyén quyét dinh cia Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong;

- Thong tu s 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sira d6i, bo sung mot s6 dicu
cua Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctua B Tai chinh huong dan vé phi va 1€ phi
thudc tham quyén quyéet dinh cua Hoi1 dong nhan dan tinh, thanh pho tryc thudc Trung wong;

- Quyét dinh s 163/QD-BTP ngay 16/01/2026 cua B6 Tu phap vé viéc cong bd thi tuc hanh chinh
dugc sira d6i, bo sung trong linh vyc ho tich thyc hién tai co quan ding ky ho tich trong nudc
thudc pham vi chirc ndng quan 1y ctia B Tu phép;

- Nghi quyét s6 77/2025/NQ- HDND ngay 27/11/2025 cia HDND thanh phd Ha Noi quy dinh noi
dung chi, mirc chi khuyén khich t6 chirc, ca nhan thyc hién dich vu cong truc tuyén ddi voi cac
tht tuc hanh chinh thudc pham vi quan 1y cia Uy ban nhan dan thanh phd Ha Nbi;

- Quyét dinh s 216/QD-TTPVHCC ngay 13/02/2026 ciia Trung tim Phuc vy hanh chinh cong vé
viéc cong bd Danh muc tha tuc hanh chinh stra d6i bd sung linh vie Ho tich, Qudc tich, Ching
thuc, Nudi con nudi, Hoa giai & co s, Boi thuong nha nude, Tro gitip phap 1y thudc pham vi chire
ning quan 1y ctia S¢ Tu phéap thanh phd Ha Noi.

3.2

Thanh phén ho so Ban chinh Ban sao

- To khai dé nghi ban sao Trich luc ho tich theo mau trong
truong hop nguot yéu cau 1a ca nhan hodc Vin ban yéu
cau cap ban sao Trich luc h¢ tich, ban sao G1ay khai sinh
néu r6 ly do trong trudng hop nguoi yéu cau la co quan,
t6 chirc (neu nguoi yéu cau lya chon ndp hd so theo hinh
thirc trye tiép hodc giri hd so qua hé thong buu chinh hodc
giri ho so qua hé théng buu chinh).

- MAu dién tir twong tic yéu cu cip ban 520 Gidy khai
sinh, ban sao Trich luc h¢ tich (do nguoi yéu cAu cung cap
thong tin theo huéng dan trén Cong dich vu cong, néu




nguoi yéu cau lya chon nop ho so theo hinh thuc truc
tuyén);

- Nguoi yéu cau cép ban sao Trich luc ho tich, ban sao
Gidy khai sinh thuc hién viéc ndp/xuét trinh (theo hinh
thire tryc tiép) hodc tai 1én (theo hinh thuc truc tuyén) cac
gidy to sau:

* Gidy to phai ndp:

- Van ban uy quyen theo quy dinh cua phap luat trong
truong hop iy quyén thuc hién yéu cau cap ban sao Trich
luc ho tich, ban sao gidy khai sinh. Truong hop nguoi
dugc uy quyén la 6ng, ba, cha, me, con, vg, ché)ng, anh,
chi, em rudt ciia nguoi Gy quyén thi vin ban uy quyén
khong phai chimg thuc.

* Gidy to phai xuit trinh:

- Ho chiéu/Thé cin cudce cong dan/Thé cin cude/Can cude
dién ta/Gidy ching nhan cin cude hodc cac gidy to khac
c6 dan anh va thong tin ca nhan do co quan c6 tham quyén
cap, con gid tri s dung (sau day goi tat 1 gidy to tiy than)
dé chimg minh vé nhan than khi 1am thu tyc truc tiép tai
co quan dang ky ho tich.

Trudng hop gidy to tiiy than sir dung 1a: Ho chiéu, Thé cin
cudc, Can cude cong dan, Gidy chiing nhan can cudc thi
nguoi co yéu cau dang ky ho tich chi can cung cap thong
tin s6 dinh danh c4 nhan hodc thong tin vé& gidy to(sb,

ngay/thang/ndm cép), co quan ding ky ho tich c6 trach
nhiém tra ctru thong tin théng qua két ndi véi Co so dit
liéu ho tich dién tir, Co s& dir liéu quéc gia vé dan cu hodc
co s& dit liéu khac c6 lién quan dé dbi chiéu, khai thac dir
liu.

Truong hop khong khai thac dugce thong tin hodc thong tin
khai thac dugc khong day du, khong chinh xac thi co quan
dang ky ho tich yéu cau ngudi di dang ky ho tich xudt trinh
ban chinh gidy to dé ching minh, dong thoi d& nghi nguoi
di dang ky ho tich cap nhat, diéu chinh thong tin trong cac
co s& dir liéu theo quy dinh cta phéap luat.

- Truong hop céc thong tin ca nhan trong cac gidy to nay
da co trong CSDLQGVDC, CSDLHTDT, dugc hé thong
dién ty dong thi khong phai tai 1én (theo hinh thirc truc
tuyén);

- Gidy to c6 gia tri chimg minh thong tin vé cu tra trong
truong hop co quan dang ky ho tich khong thé khai thac
duoc thong tin vé noi cu tri cia cong dan theo cac phuong
thirc quy dinh tai khoan 2 Diéu 14 Nghi dinh s6
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu.
Truong hop cac thong tin vé gidy to chimg minh noi cu
tra da duoc khai thac tir CSDLQGVDC bang cac phuong
thirc nay thi ngudi yéu ciu khong phai xuat trinh (theo




hinh thtrc truc tiép) hodc tai 1én (theo hinh thirc truc
tuyén).

- Trudng hop giri hd so qua hé théng buu chinh thi phai
gui kém theo ban sao c6 chiing thuc céc gidy to phai xuat
trinh néu trén.

*Luuy

- Canhan c6 quyén Iwra chon thuc hién thu tuc hanh chinh
vé ho tich tai co quan dang ky ho tich noi cu tr; noi cu
tra cua ca nhan duoc xac dinh theo quy dinh ctia phap luat
vé cu tri. Trudng hop cé nhan lua chon thyc hién thi tuc
hanh chinh vé h tich thng phai tai Uy ban nhan dén cép
x@ noi thuong trt hodc noi tam tra thi Uy ban nhan dan
cap x4 noi tiép nhan yéu cau cé trach nhiém hd tro nguoi
dan ndp ho so dang ky ho tich truc tuyén dén diing co quan
c¢6 thim quyén theo quy dinh.

-Dbi véi gidy to ndp, xuat trinh néu ngudi yéu cau nop hd
so theo hinh thirc tryc tiép:

+ Nguoi yéu cau dang ky ho tich c6 thé ndp ban sao dugc
chimg thuc tir ban chinh hodc ban sao duoc cép tir sd gbe
(sau déy goi la ban sao) hodc ban chyp kém theo ban
chinh, ban dién tir cdc gidy td niy, bao gom ca gidy to
dugc tich hop, hién thi trén Ung dung dinh danh dién tur
(VNelD).

Truong hop nguoi yéu cau ndp ban chup kém theo ban
chinh gidy to thi nguoi tiép nhan c6 trach nhiém kiém tra,
d6i chiéu ban chup véi ban chinh va ky x4c nhan, khong
duogc yéu cau ndp ban sao gidy to do.

Dbi v6i gidy to xuat trinh khi dang ky ho tich, ngudi tiép
nhén c6 trach nhiém kiém tra, ddi chiéu, ghi lai thong tin
hodc chuyp lai, ky x4c nhan dé luu trong ho so va tra lai
cho nguoi xuét trinh, khong duoc yéu cau ndp ban sao
hodc ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan dung, 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 ho tich khong quy dinh phai nop.

Ngudi tiép nhan ho so thyc hién khai thac thong tin trong
CSDLQGVDC theo quy dinh phap luat néu ngudi yéu cau
dang ky ho tich da cung cap ho, chit dém, tén; ngay, thang,
nam sinh; s dinh danh c4 nhan/thé can cudc cong dan/thé
can cudce/can cude dién tir. Trudng hop cac thong tin can
khai thac khong c¢6 trong CSDLQGVDC thi dé nghi ngudi
yéu cau ké khai day du.

- Gidy to do co quan c6 tham quyén cta nudc ngoai cap,
cong chimg hodc xac nhan dé sir dung cho viéc dang ky
ho tich tai Vi¢t Nam phai dugc hop phap hoa lanh sy theo
quy dinh ctia phap luat, trir truong hop dugc mién theo
diéu uéc qudc té ma Viét Nam 1a thanh vién.




- Trudng hop nguoi yéu cau dang ky ho tich lua chon nhan
két qua tai Trung tdm Phuc vy hanh chinh c6ng, Dia diém
tiép nhan va tra két qua giai quyét TTHC (Theo thong bao
clia cAp co thim quyén) thi  nguoi yéu cau dang ky ho tich
phai xuét trinh/ndp cac gidy to 1a thanh phan ho so theo

quy dinh.

- Truong hop nguoi yéu cau dang ky ho tich khong lua
chon nhan ket qua tai Trung tdm Phuc vy hanh chinh cong,
Dja diém tiép nhan va tra két qua giai quyét TTHC (Theo
thong bao cua cap c6 tham quyén) thi nguoi yéu cau ding
ky ho tich ndp cac gidy to 1a thanh phan hd so theo quy

dinh trudc khi nhan két qua.

3.3 | So6 lwgng hé so
01 bo
3.4 | Thoi gian xur ly
Ngay trong ngay tlep nhan hd so; tI'LIO’l’lg hop nhan ho so sau 15 gid thi co Phiéu hen, tra két qua
cho ngudi ¢6 yéu cau trong ngay lam viée tiép theo.
3.5 | Két qua thuc hién thii tuc hanh chinh
Ban sao Trich luc ho tich, ban sao Giéy khai sinh.
3.6 | Noi tiép nhén va tra két qua
- Cong Dich vu cong Qudc gia
- Céc chi nhanh Trung tdm Phuc vu Hanh chinh cong, Dia diém tiép nhan va tra két qua giai quyét
TTHC (Theo thong bao cua cap c6 tham quyén)
3.7 | Phi
- 8.000 dong/Ban;
- Ho trg 100% mtc phi, 1¢ phi ddi véi cac tha tuc hanh chinh ¢6 mire thu do Bo Tai chinh quy
dinh khi t6 chtrc, ca nhan thuc hién dich vu cong truc tuyén (khong bao gom phi tham dinh ho
s0).
3.8 | Quy trinh xir ly cong viéc
A i Biéu miu/ Trang thai
TT Trinh tw Trach Thot , e
nhiém glan Két qua H¢ thong
Hb so duoc nop truc tiép tai Trung - ;Fhénh phan | Taj khoan gom
tam Phuc vu Hanh chinh’céng, bia H6 so theo |Ten bang nhép
diém tiép nhén va tra két qua giai Muc 3.2 va Mat khay
quyet TTHC (Theo thong bao cua | Cong dan - To khai cap [VNeID

cap co thidm quyén) hodc guri qua hé
thopg buu chinh hodc ndp truc
tuyén

ban sao trich
luc ho tich
(truc ti€p)

- Thong bao veé
viéc da gtri ho so

thanh cong, cho




B1

- Néu lya chon hinh thirc nop ho so
truc tiép, ngudi yéu cau cap ban sao
Trich luc ho tich, ban sao Giéy khai
sinh ndp hd so d& nghi cip ban sao
Trich luc hd tich, ban sao Giéy khai
sinh tai B phan Mot ctra; ndp phi
theo quy dinh phap luat.

Truong hop co quan, to chuc cé
thAm quyén dé& nghi cdp ban sao
Trich luc ho tich, ban sao Glay khai
sinh ctia ca nhan thi giri van ban yéu
cau néu 14 1y do cho Co quan quan
Iy Co s¢ dit 1iéu ho tich dién ta.

- Néu Iya chon hinh thirc ndp ho so
truc tuyén, nguoi yéu cau cip ban
sao Trich luc ho tich, ban sao Gidy
khai sinh truy cép Céng dich vu
cong qubc gia, xac thuc ngudi ding
theo hudng dan, dang nhdp vao hé
thng, xac thuc dinh danh dién tu
dé xac dinh dung nhan than nguoi
¢6 yéu cau thuc hién thu tuc (theo
hudng dan trén Cong Dich vu cong)

Nguoi yéu cau cap ban sao Trich
luc ho tich, ban sao Gidy khai sinh
tryc tuyén cung cip thong tin theo
mau dién tir tuong tac yéu cau ban
sao Trich luc hd tich, cap ban sao
Gidy khai sinh (cung cép trén Cong
dich vu cong), dinh kem ban chup
hodc ban sao dién tir cac gidy to, tai
lidu lién quan dén nodi dung dé nghi
cép ban sao Trich luc ho tich, ban
sao Gidy khai sinh; nop phi thong
qua chirc nang thanh todn tryc
tuyén hodc bang cach thuc khac
theo quy dinh phap luat, hoan tat
viéc ndp hd so.

- Truong hop giri hd so qua hé
thdng buu chinh thi phai giri kém
theo ban sao c¢6 chimg thyc cac gidy
td phai xuit trinh néu tai Thanh
phan ho so theo Myc 3.2

- Biéu mau
dién tir tuong
tac cdp ban
sao Trich luc
ho tich (truc
tuyén)

kiém tra, ti€p
nhan, phan hoi

B2

Cong chuc B phan Mot ctra kiém
tra tinh chinh xdc, day du, thong
nhat, hop 1€ cua ho so.

(1) Truong hop hé so day dua, hop 1¢
thi tiép nhan ho so; néu tlep nhan hd
so sau 15 gio thi c6 Phiéu hen, tra
két qua cho ngudi yéu ciu trong

Cong chuc
B0 phan
Mot ctra

Khong

qua 02

gio lam
viéc

- Phiéu yéu
cau bd sung,
hoan thién hé
SO




ngay lam viéc tlep theo (neu nguoi
yéu cau ndp hd so truc tlep) hodc
giri ngay Phiéu hen, tra két qua qua
thu dién tir hodc gui tin nhén hen tra
két qua qua dién thoai di dong cho
nguoi yéu cau (neu nguol yéu cau
nop hd so truc tuyén); chuyén hd so
dé cong chirc phong Hanh chinh Tu
phap xu 1y; trudng hop tiép nhan hd
so tai Trung tdm Phuc vu hanh
chinh cong cap tinh, cong chirc tiép
nhan ho so chuyén ho so dén S¢ Tu
phép xur ly.

(ii) Truong hop ho so chua day di,
hop 1€ thi cong chie théng bao cho
ngudi yéu cau bd sung, hoan thién
ho s0, néu 16 loai giay to, noi dung
can bo sung dé nguoi yéu cau bd
sung, hoan thién. Sau khi hd so
dugce bo sung, thuc hién lai budc
(®;

(iii) Truong hop nguoi yéu cau cap
ban sao Trich luc ho tich, ban sao
Gidy khai sinh khong bo sung, hoan
thién dugc hd so thi cong chirc tir
chéi tiép nhan ho so theo mau Phiéu
tir chdi giai quyét hd so thu tyc hanh
chinh

- Phiéu tir choi
tiép nhan giai
quyét ho so

- Gidy tiép
nhan hd so va
hen ngay tra
két qua

B3

- Cong chuc BO phan Mot cua
chuyén hd so da tiép nhan dén cong
chitc phong Hanh chinh Tu phéap
qua Hé théng DVCTT.

- Cong chuc Phong Hanh chinh Tu
phap tham tra hd so (tham tra tinh
thong nhat, hop I¢ cua cac thong tin
trong ho 50, gidy to, tai liéu do
ngudi yéu cau ndp, xuét trinh hoic
dinh kem).

+ Truong hop hd so can bd sung,
hoan thién hodc khong du diéu kién
giai quyét, phai tir chéi thi cong
chirc phong HCTP giri thong bao vé
tinh trang hd so toi Bo phan mot
ctra dé thong béo cho ngudi ndp hd
so — thuc hién lai budc (ii) hoac
(iii);

+ Trudng hop can phai kiém tra,
xac minh lam rd hodac do nguyén
nhan khac ma khong thé tra két qua
ding thoi gian da hen thi cong chire

Cong chuc
Phong
Hanh chinh
tu phap —
So Tu
phap;
Cong chuc
B phéan
Mot ctira

Khong

qua 02

gio lam
viéc

- Trich luc ban
sao ho tich

- Cong van tra
161 khong cé
thong tin




phong HCTP lap Phiéu xin 15i va
hen lai ngay tra két qua, trong d6
néu rd 1y do cham tra két qua va
thoi gian hen tra két qua.

Ngudi yéu cau c6 trach nhiém kiém
tra tinh chinh xac, ddy du cia cac
thong tin trén biéu mau Trich luc ho
tich dién tir va xac nhan (téi da mot
ngay).

Néu ngudi ¢6 yéu cu cip ban sao
Trich luc ho tich, ban sao Giéy khai
sinh da théng nhat, day du hodc
khong c6 phan hdi sau thoi han mot
ngay thi cong chic tu phap - hd
tich/cong chire 1am cong tac hd tich
in ban sao Trich luc hd tich, trinh
Truong phong hanh chinh Tu phap

Truong phong Hanh chinh tu phap
trinh ki dong chi Lanh dao S¢

- Trich luc ban

Truong Khong N
. \ , sao ho tich
B4 | (Truomg hop duoc iy quyen, kyban | phong | qua Ol p a0 5o vay
giay, ban dién twr trich luc i{é tich Hanh Ch’mh gio lam tra 161 khong
hodac Cong van tra loi chuyén Van Tu phap Viee c6 thong tin
thu 8o va cong chirc phong HCTP)
Pdng chi Lanh dao S¢ ky ban gidy, ,
ban dién tu: HE thong guri
- Bén dién tir chuyén Van thu S6 Tu | - Trich lyc ban | Un nhan (i
, NI , \ . Khong N email cua
phdp va cong chitc Phong Hanh ~ , sao ho tich | ", A
. , Lanh dao qua 01 SR N cong dan
B5 | chinh tu phap. \ 1 hoac Cong van n L e
So gio lam L n thong bao da
Y S A . A tra 161 khong | .7 « .
- Ban giay trich luc ho tich (ban viéc ‘ thone ti c6 két qua
sao) hodc cong van tra 101 khong co cothong tin kinh mo1 cong
thong tin chuyén cho céng chuc dan dén nhan
Phong Hanh chinh tu phap
- Ban dién to
B phan van thu: phat hanh ban ban sao Trich
dién tu va ban gidy, chuyén ban luc ho tich guri
dién qtfr dén B@ phan Mot cwra, | Coéng chirc qua thu dién
chuyén ban gidy cho cong chirc Phong tor, Kho quan
tham muu d¢ gui dai dién | Hanh chinh , \ 1y dir liéu dién
Lo, . R -Trichlucban | 5 ~, "%
TTPVHCC hodc ban giao cho don tu phap; Khong a0 ho tich | tHeuato chuc,
vi cung cap dich vu buu chinh cong A , qua 02 Ao ca nhan do;
B6 | . A Cong chuc 1 hodc Cong van
ich (truong hop dugc trung tam 5 oha gio lam 161 Kho Ban dién ti
huc vu hanh chinh cong ky hop B0 phan viéc tra lol ong | - Ban dien i
P Mot cira; i c6 thong tin ban sao Trich
ddng hodc uy quyén) 1 A s .
< \ uc ho tich guri
£ Van thu S¢ \ A
(Tong thoi gian giai quyét tu Bl Tu pha vao thiét bi so,
dén B6 hoan thanh truge 16 gio 30 phap thong qua
phut trong ngay tlep nhan hd so. phuong  phap

Déi v6i truong hop tiép nhan hd so

truyén so lidu
phu hop, dam




sau 15 gio, tra két qua trude 11 gid
ngay lam vi¢c ti€p theo)

bao an toan,
bao mat thong
tin.

B7

Tra két qua

Trung tam
PVHCC
hodc bia

diém Tiép

nhén va tra
két qua

TTHC theo

thong bao

cua co

quan c6
tham
quyén

Biéu mau

He¢ thong biéu mau (Thong tu s6 01/2018/TT-VPCP cta Van phong Chinh pht hodc Vian ban sira

doi, bo sung, thay thé)

T khai cap ban sao trich luc ho tich (Thong tu s6 04/2024/TT-BTP cta Bo Tu phép)

Trich luc ho tich ban sao (Thong tu s6 04/2020/TT-BTP ctia B4 Tu phap)

Biéu mau ho tich dién tur tuong tac cép ban sao Giéy khai sinh, ban sao Trich luc ho tich néu nop

hd so truc tuyén (Théng tu s6 03/2023/TT-BTP ctia B6 Tu phap).




CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phuc

TO KHAI
CAP BAN SAO TRICH LUC HOQ TICH, BAN SAO GIAY KHAI SINH
KINN QU D) 1o

Ho, Chit dém, t8N NEUOT YBU CAU ....eoovecveeeececeeeeeeeeeees et
Ngay, thAng, NAM SINN: ..o bbb e b e e sb e e e nreees
NOT CU T @) oottt sttt s st n s st e st an st n s

Quan hé véi ngudi duoc cap ban sao Trich lyc ho tich, ban sao Gidy khai Sinh: ........c..cccccevveene.
Pé nghi co' quan AP DAN SA0 @) ........c.coouoviieieeeeeececeeeee e cho nguoi
c6 tén duéi day:

Ho, Chit @@, T8N oottt e e e et e et e e re e s teeeeareenas

DA FANG KY 111 ) oottt
ngay .......... thang ........... nam .............. {0 TR QUYEN SO7 v,
THONG 1IN KNAC: ©) ..ottt n e ten s

T6i cam doan nhitng ndi dung khai trén ddy 1a dung su that va chiu trach nhiém trudc phap luat vé
cam doan ctia minh.
Lam taii.....ccoeeeen. ,NOAY ... thang ....... nam
Nguwoi yéu cau
(ky va ghi r6 ho, chit dém, tén)



Chu thich:

() Ghi tén co quan dé nghi thuc hién viéc cap ban sao Trich luc ho tich, ban sao Giay khai
sinh.

@) Chi ghi trong truong hop nguoi yéu cau ding ky ho tich chua co/khong cung cap sb dinh
danh ca nhan/can cudc cong dan/thé can cudc/can cude dién tur.

Trudng hop phai cung cip thong tin “Noi cu tri” thi ghi theo noi dang ky thuong trd; néu
khong c6 noi dang ky thwong trd thi ghi theo noi dang ky tam tra; truong hop khong co noi dang
ky thuong tra va noi dang ky tam trd thi ghi theo noi ¢ hién tai.

®) Ghi sb dinh danh c4 nhan/can cuéc cdng dan/thé can cudce/can cude dién tir (vi du: Can
cudc cong dan s6 025188001010 do Cuc Canh sat QLHC vé TTXH cip ngay 20/11/2021). Truong
hop khong ¢6 s6 dinh danh c4 nhan/can cudc cdng dan/thé can cudce/cin cude dién tir thi ghi gidy
tor hop 16 thay thé (ho chidu...).

) Ghi 13 loai viéc ho tich da dang ky trude day, nay dé nghi cap ban sao Trich luc ho tich, ban
sa0 Gidy khai sinh.

®) Ghi 15 tén co quan di dang ky ho tich trude day.

Vi du: Uy ban nhan dan phuong A, thanh phé B.

S& Tu phap tinh B.

® Truong hop ngudi yéu cau khdng cung cap duoc thdng tin tai muc ® thi cung cip bd
sung thong tin khac dé phuc vu viéc tra cau.

Vi du: Cung cap thong tin vé cha, me dé phuc vu viéc cap ban sao Giay khai sinh; cung
cap thong tin vé v, chong dé phuc vu viéc cap ban sao Trich luc két hon;...

() Ghi r5 s6 lwong ban sao d& nghi cép.



NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRICH LUC HQ TICH
I. Théong tin vé nguwdi yéu ciu
(1) Ho, chit dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy t& st dung (CCCD/Thé cin cudc/Can cude dién ti/HO
chiéu/Gidy to hop 16 thay thé); s6, ngdy, thang, ndm cip, co quan cap; ban chyup dinh kém;

(4) Noi cu tra (noi thuong trd/noi tam trd/noi dang sinh song);

(5) Quan hé véi nguoi duoc cap ban sao Gidy khai sinh/Trich luc ho tich.
II. Théng tin vé gidy to hd tich da ding ky

(6) Ho, chir dém, tén nguoi dugce dang ky;

(7) S6 dinh danh cé nhan;

(8) Gidy to tuy than: Loai gidy to sit dung (CCCD/Thé cin cudc/Can cude dién ti/HO
chiéu/Gidy to hop 16 thay thé); s6, ngay, thang, nam cip, co quan cap; ban chup dinh kém;

(9) Noi cu tra (noi thudng tri/noi tam tri/noi dang sinh song);

(10) Loai viéc yéu cau cap ban sao Gidy khai sinh/Trich luc ho tich;

(11) Co quan da dang ky su ki¢én hd tich trudc day;

(12) Tén gidy to ho tich, sb, quyén s, ngay, thang, nim dang ky;

(13) Sb luong ban sao;

(14) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s€ duogc guri vé Kho quan ly dir liéu cta cad nhan/dia chi thu dién
tir/thiét bi s6/dién thoai ciia ngudi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan).

(15) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac théng tin cung cap 1a dang su that va chiu hoan toan trach nhiém
trudc phap ludt vé noi dung cam doan ciia minh.

* Truong hop cic thong tin vé& gidy to chimg minh noi cu tra di dugc khai thac tir
CSDLQGVDC, duoc hé¢ théng dién tu dong thi khong phai xuét trinh (theo hinh thire truc tiép)
hodc tai 1én (theo hinh thirc truc tuyén).

* MAu dién tir twong tic ghi nhan thoi gian (gio, phut, gidy, ngay, thang, nim) hoan tit viéc
cung cap thong tin; nguoi yéu cau trude d6 da ding nhap vao hé thdng, thyuc hién xac thuc dién
tur theo quy dinh.



2. Thi tuc xac nhan théng tin hé tich (Ma 2.002516)

Muc dich

Quy trinh ndy quy dinh trinh tu va cach thire giai quyét yéu cau xac nhan thong tin ho tich tir S6
hd tich hodc Co s¢ dir 1i€u hd tich dién tir do S¢ Tu phép thanh pho Ha Noi luu gitr, quan 1y.

Pham vi

Ap dung dbi v6i cong dan c6 yéu cau xac nhan thong tin ho tich.

S6¢ Tu phap, Trung tdm Phuc vu Hanh chinh cong, Dia diém tiép nhan va tra két qua giai quyét
TTHC theo thong bao ciia cap co tham quyén (sau ddy goi chung 13 Bo phan Mot cira) va cong
chire B phan Mot cura, cong chure, nguoi lao dong dugce bd tri tham gia trong qua trinh tiép nhéan,
giai quyét, tra két qua chiu trach nhiém thyc hién Quy trinh nay.

Noi dung quy trinh

3.1

Co sé phap ly

- Luat Ho tich nam 2014,

- Luat T chire chinh quyén dia phuong $6: 72/2025/QH15;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 ctia Chinh pht quy dinh chi tiét mot sé diéu va
bién phép thi hanh Luat H9 tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé Co s6 dit liéu ho tich
dién tu, dang ky ho tich truc tuyén;

- Nghi dinh s6 07/2025/ND-CP ngay 09/01/2025 ctia Chinh phi sira d6i, bo sung mot s diéu ciia
cac Nghi dinh trong linh vuc ho tich, qudc tich, ching thuc;

- Nghi dinh s6 120/2025/ND-CP ngay 11/6/2025 ctia Chinh phu quy dinh vé phan dinh thim quyén
cta chinh quyén dia phuong 02 cap trong linh vuc quan ly nha nudc cia B Tu phép;

- Nghi dinh s6 18/2026/ND-CP ngay 14/01/2026 ctia Chinh phi stra doi, bd sung mot s6 Nghj dinh
dé cat gidm, don gidn héa thu tuc hanh chinh, diéu kién kinh doanh thudc pham vi quan 1y cua Bo
Tu phéap;

- Nghi quyét s6 66.7/2025/NQ-CP ngay 15/11/2025 cua Chinh phii quy dinh cat giam, don gian
hoéa thu tuc hanh chinh dua trén dir liéu;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B Tu phép quy dinh chi tiét thi hanh mét s
diéu cua Luét H¢ tich va Nghi dinh s6 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 HJ tich;

- Thong tw s6 01/2022/TT-BTP ngay 04/01/2022 ctia B) Tu phap quy dinh chi tiét mot s6 diéu va
bién phép thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé Co
sO dir liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s6 03/2023/TT-BTP ngay 02/8/2023 ciia Bo truong BO Tu phép sira doi, bo sung mot
s0 no1 dung cua Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cua B¢ truong Bo Tu phap quy
dinh chi tiét mot s6 di€u va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 cua
Chinh phu quy dinh vé Co s¢ dir li¢u ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu s 04/2024/TT-BTP ngdy 06/6/2024 ciia Bo truong BO Tu phép sira doi, bo sung mot
s0 dicu cNﬁa Thong tu so 02/2020~/TT-]3TP’ngéy 08/4/2Q20 cf}a Bo tr}réng Bo Tu phép ban hénh?
hudong dan st dung, quan 1y mau s6 quoc tich va mau giay to vé quoc tich va Thong tu so

04/2020/TT-BTP ngay 28/5/2020 ciia B trudng Bo Tu phép quy dinh chi tiét thi hanh mot sd diéu
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ctia Luat Ho tich va Nghi dinh s6 123/2015/ND-CP cua Chinh phu quy dinh chi tiét mot s6 diéu
va bié€n phép thi hanh Luat HJ tich;

- Thong tu s6 08/2025/TT-BTP ngay 12/6/2025 cua B truéng Bo Tu phap quy dinh vé phéan dinh
tham quyén cta chinh quyén dia phuong 02 cap va phan cap trong linh vuc quan 1y nha nudce cua
B6 Tu phap;

- Thong tu 6 281/2016/TT-BTC cta Bo Tai chinh quy dinh muc thu, ché do thu, n(f)p,’quén ly va
sur dung phi khai thac, str dung’théng tin trong co sO dfr liéu ho tich, phi xac nhan cé quoc tich Viét
Nam, phi x4c nhan 1a nguoi goc Viét Nam, 1€ phi quoc tich;

- Thong tu s6 85/2019/TT-BTC ctia Bo Tai chinh huéng dan vé phi va 1¢ phi thuoc tham quyen
quyét dinh ciia Hoi dong nhan dan tinh, thanh pho tryc thugc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 ciia B Tai chinh stra d6i, bo sung mot s6 dicu
ctia Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 ctua B Tai chinh huéng dan ve phi va 1¢ phi
thudc tham quyén quyét dinh cia Hoi dong nhan dan tinh, thanh phd truc thudc Trung wong;

- Quyét dinh s6 163/QD-BTP ngay 16/01/2026 ctia B Tu phap vé viée cong b thii tuc hanh chinh
duogc stra doi, bo sung trong linh vuc hd tich thuc hién tai co quan dang ky ho tich trong nudc
thugc pham vi chirc nang quan ly ciia Bo Tu phéap;

- Nghi quyét s 77/2025/NQ- HDND ngay 27/11/2025 caa HDND thanh phd Ha Noi quy dinh n1

dung chi, mirc chi khuyén khich to chirc, c4 nhan thuc hién dich vu cong truc tuyén ddi véi cac
thu tuc hanh chinh thu¢c pham vi quan ly cia Uy ban nhan dan thanh pho Ha Noi;

- Quyét dinh s6 216/QD-TTPVHCC ngay 13/02/2026 ctia Trung tim Phuc vu hanh chinh cong vé
viéc cong bd Danh muc tha tuc hanh chinh stra doi bd sung linh vuc HJ tich, Quéc tich, Ching
thue, Nudi con nudi, Hoa giai & co s, Boi thuong nha nude, Tro giup phéap 1y thude pham vi chirc
nang quan 1y ctia S¢ Tu phap thanh phd Ha Noi.

3.2

Thanh phan hb so Bin chinh Bin sao

- T& khai dé nghi x4c nhan thong tin hd tich
theo miu (néu ngudi yéu cau lira chon ndp hod
so theo hinh thirc tric tiép hodc giri hd so qua
hé théng buu chinh);

- MAu dién tir twong tic dé& nghi xac nhan
thong tin ho tich (do ngudi yéu cau cung cip
thong tin theo hudng dan trén Cong dich vu X
cong, néu ngudi yéu cau lua chon ndp hd so
theo hinh thuc truc tuyén);

- Ngudi yéu ciu xac nhan thong tin ho tich
thyc hién viéc nop/xuat trinh (theo hinh thirc
tryc tiép) hodc tai 1€n (theo hinh thire truc
tuyén) cac gidy to sau:

* Gidy to phai ndp:
- Gidy t0, tai lidu c6 lién quan dén noi dung dé
nghi xac nhan thong tin hd tich;

- Vin ban uy quyén (dwoc ching thuc) theo X
quy dinh cua phép luat trong truong hop uy
quyén thuc hién viéc xin cap xac nhan théng
tin ho tich. Trudng hop ngudi duoc ty quyén
la 6ng, ba, cha, me, con, vo, chéng, anh, chi,




em rudt ciia ngudi uy quyén thi van ban uy
quyen khong phai ching thyec.

* Gidy to phai xuét trinh:

- Ho chiéu/Thé cin cude cong dan/Thé cin
cude/Can cude dién tir/Gidy chimg nhan cin
cude hodc cac gidy to khac co dan anh va
thong tin ca nhan do co quan c6 tham quyen
cap, con gia tri sir dung (sau day goi tat 1 gidy
t& tiy than) dé chimg minh vé& nhan than khi
lam tha tuc truc tiép tai co quan ding ky ho
tich.

Trudng hop gidy to tiy than sir dung 1a: Ho
chiéu, Thé cin cudc, Can cude cong dén, Glay
ching nhéan can cudc thi nguoi co6 yéu cau
dang ky ho tich chi can cung cp thong tin sb
dinh danh c4 nhan hodc thong tin vé gidy
td(sd, ngay/thang/ndm cap), co quan ding ky
hd tich co trach nhi€m tra ctru thong tin thong
qua két ndi voi Co s dit liéu ho tich dién tu,
Co so dir liéu qudc gia vé dan cu hodc co s
dir liéu khac c6 lién quan dé dbi chiéu, khai
thac dir lidu.

Truong hop khong khai thac dugce thong tin
hodc thong tin khai thac dugc khong day du,
khong chinh xac thi co quan dang ky ho tich
yéu cau ngudi di dang ky ho tich xuét trinh
ban chinh gidy to dé chimg minh, dong thoi dé
nghi nguoi di dang ky ho tich cap nhat, diéu
chinh thong tin trong céc co s¢ dir li€u theo
quy dinh cua phép luat.

Truong hop cac thong tin cd nhan trong cac
gidy to nay di c6 trong CSDLQGVDC,
CSDLHTDT, dugc hé thdng dién ty dong thi
khong phai tai 1én (theo hinh thirc truc tuyén);

- Gidy to ¢6 gié tri chimg minh thong tin vé cu
tra trong truong hop co quan dang ky ho tich
khong thé khai thac dugc thong tin vé noi cu
tr cua cong dan theo cac phuong thirc quy
dinh tai khoan 2 Diéu 14 Nghi dinh sb
104/2022/ND-CP ngay 21/12/2022 cua Chinh
phii. Truong hop cac thong tin vé gidy to
ching minh noi cu tri da dugc khai thac tu
CSDLQGVDC bang cic phuong thire nay thi
ngudi yéu cau khong phai xuit trinh (theo
hinh thtrc tryc tiép) hodc tai 1én (theo hinh
thire truc tuyén).

- Truong hop giri hd so qua hé théng buu
chinh thi phai giri kém theo ban sao ¢ chiing
thuc cac gidy to phai xuat trinh néu trén.




* Luuy

- C4 nhén ¢ quyén lya chon thyc hién thi tuc
hanh chinh vé ho tich tai co quan ding ky ho
tich noi cu tri; noi cu trd cia ca nhan duogc
xéc dinh theo quy dinh ctia phéap luat vé cu tri.
Truong hop cé nhan lya chon thyc hién thu tuc
hanh chinh vé ho tich khéng phai tai Uy ban
nhan dan cép xa noi thuong tru hodc noi tam
tra thi Uy ban nhén dan cdp xi noi tiép nhan
yéu cau co trach nhiém hd tro nguoi dan nop
ho so dang ky ho tich tryc tuyén dén dung co
quan c6 thAm quyén theo quy dinh.

-Déi voi gidy to ndp, xuat trinh néu ngudi yéu
cau ndp hd so theo hinh thuc truc tiép:

+ Ngudi yéu cau dang ky ho tich ¢ thé ndp
ban sao dugc chung thuc tir ban chinh hoac
ban sao dugc cip tir s6 gde (sau dy goi 1a ban
sao) hoac ban chyp kém theo ban chinh, ban
dién tir cac gidy to nay, bao gom ca gidy to
duogc tich hop, hién thi trén Ung dung dinh
danh dién tir (VnelD).

Truong hop nguoi yéu cau ndp ban  chyp kem
theo ban chinh gidy to thi nguoi tiép nhan c6
trach nhiém kiém tra, d6i chiéu ban chup voi
ban chinh va ky xac nhan, khong duoc yéu cau
ndp ban sao gidy to do.

Déi voi glay to xuét trinh khi dang ky ho tich,
nguoi tiép nhan co trach nhiém kiém tra, d6i
chiéu, ghi lai théng tin hodc chup lai, ky xac
nhan dé lwu trong hd so va tra lai cho nguoi
xudt trinh, khong duoc yéu cau ndp ban sao
hozc ban chup gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan
dung, du ho so diang ky ho tich theo quy dinh
cua phap luat ho tich, khong dugce yéu cau
ngudi diang ky ho tich nop thém gidy to ma
phép luat ho tich khong quy dinh phai np.

+ Trudng hop nguoi yéu cau dang ky ho tich
cung cip thong tin vé gidy to ho tich cua ca
nhan da dugc dang ky, co quan dang ky ho
tich co trach nhiém tra ctru thong tin trén HE
thong thong tin giai quyét thu tuc hanh chinh
cap tinh thong qua két ndi voi CSDLHTDT,
CSDLQGVDC. Truong hop khong tra ctu
dugc do khong c6 thong tin trong
CSDLHTDT, CSDLQGVDC thi co quan
dang ky ho tich yéu cau nguoi di dang ky ho
tich nop/xudt trinh gidy to lién quan dé ching
minh.




- Gidy to do co quan c6 tham quyén cua nudc
ngoai cap, cong chimg hodc xac nhan dé su
dung cho viéc dang ky ho tich tai Viét Nam
phai duoc hop phap hoa lanh su theo quy dinh
cua phap luat, tror truong hop duge mien theo
diéu ude quc té ma Viét Nam 1a thanh vién.

- Trudng hop ngudi yéu cau ding ky ho tich
lua chon nhan két qua tai Trung tdm Phuc vu
hanh chinh cong, Dia diém tiép nhan va tra két
qua giai quyet TTHC (Theo thong bao cua cip
c6 tham quyen) thi nguoi yéu cau dang ky ho
tich phai xuat trinh/ndp cac gidy to 1a thanh
phan hd so theo quy dinh.

- Trudng hop ngudi yéu cau dang ky ho tich
khong lya chon nhan két qua tai Trung tam
Phuc vu hanh chinh cong, Pia diém tiép nhan
va tra két qua giai quyét TTHC (Theo thong
béo ctia cap c6 tham quyén) thi ngudi yéu cau
dang ky ho tich nop cac gidy to 1a thanh phan
hé so theo quy dinh trudc khi nhan két qua.
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S6 lwgng hd so

01 bo

3.4

Thoi gian xir ly

03 ngay. Truong hop phai kiém tra, x4c minh thi thoi han c6 thé kéo dai nhung khong quéa 10 ngay
lam viéc.

3.5

Két qua thuwe hién thi tuc hanh chinh:

- Van ban xac nhan thong tin ho tich.

- Ban dién tir Xac nhén thong tin ho tich (Ban dién tir s€ tu dong guri vé Kho quan ly dir li¢u dién
tir ctia c4 nhan/dia chi thu dién tir/thiét bi sd/dién thoai ctia ngudi yéu cu sau khi da hoan tat thu
tuc xac nhan thong tin hg tich tai co quan dang ky ho tich).

3.6

Noi tiép nhén va tra két qua

- Céng Dich vy cong Qudc gia

- Cac chi nhanh Trung tam Phyc vu Hanh chinh cong, Dia diém tiép nhan va tra két qua giai quyét
TTHC (Theo thong bao cta cap c6 tham quyen)

3.7

Phi

- 8.000 déng/Vén ban xac nhan vé mot viée ho tich cua c4 nhan da dang ky;

-Hb tro 100% murc phi, 1¢ phi dbi véi cac thu tuc hén}l chinh c6 murc :chu do BéqTéi chinh‘quy dinh
khi t6 chirc, ¢4 nhan thyc hién dich vu cong truc tuyén (khong bao gom phi tham dinh ho so).

3.8

Quy trinh xir ly cong viéc




TT Trinh ty Tric h Thoi gian mau/ Trang ,thal
nhi¢m £ . Hg¢ thong
Két qua
Hb so dugce ndp truc tiép tai Trung
tam Phuc vu Hanh chinh cong, Dia
diém tiép nhan va tra két qua giai
quyét TTHC (Theo théng bao cua
cap co thim quyén) hodc guri qua h¢
thong buu chinh hodc ndp truc tuyén
- Néu lwa chon hinh thirc nop hd so
truc tlep, nguoi yéu cau cap Glay xac
nhan tinh trang hon nhan ndp hd so
yéu cau cap Giay xac nhén tinh trang
hon n’hén tai B phan Mot ctra, ndp 1€ - Thanh
phi néu thudc truong hop phai nop 1¢ phin Hb
phi cap Giay xac nhan tinh trang hon so  theo
nhan. Muc 3.2
- Néu lua chon hinh thuc nop ho so - T khai | - Taikhoan gém

truc tuyen nguoi yéu cau cap xac de nghi | Tén Pang nhap

nhan thong tin ho tich truy cép Cong x4c nhan | va Mat khau

dich vu cong quoc gia, >5éc thuc thong tin | VNelD

nguoi dung theo huéng dan, dang hé  tich . N

nhap vao hé thong, Iva chon Co quan | Cong dan (ti‘uc tiép) - .Th0n~g bf‘? ve

quan 1y Co s& dit liéu ho tich dién tir T 7| viée da g ho

c¢6 tham quyén. - _ Bi€u | so thanh cong,
Sy . mau di¢n | cho kiém tra,

Nguoi yéu cau cap xac nhén thong tin tir  tuong tiép nhén, phan

ho tich tryc tuyén cung cp thong tin tic  x4c | hdi

theo mau dién tir tuong tac dé nghi nhan  ho

Xa;C nh?.l’l thqng tin h(,i tich (c’ung c‘ap tich (truc

Bl tr?n Cong d1?h vu cong),‘(zhnhv ke@ tuyén)

ban chup hodc ban sao dién tir cac

gidy tO, tai liéu lién quan dén noi

dung d& nghi xac nhan thong tin ho

tich; nop phi thong qua chirc nang

thanh toan tryc tuyén hodc bang cach

thirc khac theo quy dinh phap luat,

hoan tat viéc nop ho so.

- Truong hop gui hd so qua hé thong

buu chinh thi phai giri kém theo ban

sa0 ¢6 ching thuc cic gidy to phai

xuét trinh néu tai Thanh phan ho so

theo Muc 3.2

Cong churc Bo phan Mot ctra ¢6 trach R . .

nhié?n kiém trg tinh chinh xdc, day | COngchlc | s, | - Phitu

du, théng nhat, hop 1€ cua hd so. B0 phan qua 01 %’Zu su(;lagu

(i) Truomg hop hd so diy du, hop 16 | Moteta | ngdylam | o f.

B2 | thi tiép nhan ho so, c6 Phiéu hen, tra viee ho so

két qua cho ngudi yéu cau (néu nguoi




yéu cau ndp ho so tryc tiép) hodc giri
ngay Phiéu hen, tra két qua qua thu
dién ttr hodc giri tin nhin hen tra két
qua qua dién thoai di dong cho nguoi
yéu cau (neu nguoi yéu cau nop hd so
tryc tuyén), dong thoi chuyén ho so
dé cong chirc phong Hanh chinh Tu
phap xir 1y; truong hop tiép nhan hd
so tai Trung tdm Phuc vu hanh chinh
cong cap tinh, cong chirc tiép nhan hd
so chuyén ho so dén S& Tu phap xir
ly.

(i) Truong hop hd so chua day du,
hop 1¢ thi cong chirc tiép nhan ho so
thong bao cho nguoi yéu cau bd
sung, hoan thién hd s0, néu r6 loai
gidy t0, ndi dung can bd sung dé
ngudi yéu cau bd sung, hoan thién.
Sau khi hd so duge bd sung, thuc
hién lai budce (i);

(iii) Truong hop ngudi yéu cau cp
xé4c nhan thong tin ho tich khong bo
sung, hoan thién dugc hd so thi cong
chtre tir chéi tiép nhan hd so theo mau
Phiéu tir chdi giai quyét ho so thi tuc
hanh chinh

- Phiu tir
chéi tiép
nhan giai
quyét hd
SO

- Gidy
tiép nhan
hoé so va
hen ngay
tra két qua

B3

- Cong chac BO phan Mot cua
chuyén hd so di tiép nhan dén cong
chirc phong Hanh chinh Tu phap —
S6¢ Tu phap qua Hé thong DVCTT.

- Cong chtc Phong Hanh chinh Tu
phap tham tra hd so (thdm tra tinh
thong nhét, hop 1¢ cua cac thong tin
trong ho s0, gidy to, tai liéu do nguoi
yéu cau ndp, xuét trinh hodc dinh
kem).

+ Truong hop hd so cin bd sung,
hoan thién hodc khong du diéu kién
giai quyet phai tir chdi thi giri thong
bao vé tinh trang ho so t6i B phan
mot cira dé thong bao cho ngudi ndp
hd so — thuc hién lai buédc (i1) hoac
(ii1);

+ Truong hop cin x4c minh, cong
chire giai quyét hd so bao cao Trudng
phong HCTP (khi duoc ty quyén) co
van ban dé nghi co quan cong an, cac
co quan khéc c6 lién quan xac minh
theo quy dinh tai Khoan 3 Biéu 13
Nghi dinh s6 87/2020/ND-CP.

Cong chuc
Phong
Hanh chinh
tu phap

Khong
qua 01
ngay lam
viéc.
Truong
hop phai
tién hanh
x4ac minh
thi thoi
han
khong
qua 8
ngay lam
viéc

- Cong
van tra 1o1




Truong hop két qua xac minh khong
c6 thong tin hodc thong tin khong
théng nhat voi glay to nguoi yéu cau
cung cép thi tir chdi cip Vin ban xac
nhan thong tin ho tich.

Ngudi yéu ciu cé trach nhiém kiém
tra tinh chinh xdc, diy du cua cac
thong tin trén Cong vén tra 101 dién
tir va x4c nhan (61 da mot ngay).
Néu ngudi cé yéu cau cép xac nhan
thong tin ho tich da thong nhat, day
du hoac khong c6 phan hoi sau thoi
han yéu cau thi céng chic Phong
Hanh chinh tu phap in Cong van tra
101, trinh Truéng Phong Hanh chinh
Tu phap.

Truong phong Hanh chinh tu phéap

trinh ki ddng chi Lanh dao S& Truong Khéng
B4 . ) P phong qua 02 Cong van
(Truong hop dwoc iy quyen, ky ban | Hanh chinh | gio lam | tra 1oi
giay, ban dién tw chuyén Van thu So tu phap viéc
va cong chirc Phong HCTP)
Péng chi Lanh dao So ky ban gidy,
ban dién 6 Heé thong guri tin
- Ban dién tir chuyén Van thu S¢ Tu Khén nhin toi email
phdp va cong chirc Phong Hanh Lanh dao ué Og Cone vin cia cong dan
B5 | chinh tu phap. Sy qid | o 1@%1 thong bao da ¢
_Bén idv trich luc hé tich (ba glo két qua kinh
giay trich luc ho tich (ban sao) vigc NN ~
hodc cong van tra 1o khong ¢ thon ' moi cong dan
. g g g PR
tin chuyén cho coéng chirc Phong dén nhan
Hanh chinh tu phap
+ Ban dién tu
Cong van tra 101
gui qua thu dién
X ) ta, Kho quan ly
B6 phan vin thu: phat hanh ban dién | C01g chic dit ligu dién tir
tir va ban gidy, chuyén ban dién tir H‘Pllllor;lg, b Cﬁi‘ to ,chl'rc, cd
dén Bo phan Mot cua, chuyén ban anh chin R nhan do;
X A ! X o tu phap; Khong L
giay cho cong chirc tham muu de gui ué 04 Cone vin | + Ban dién tir
B6 | dai dien TTPVHCC hodc ban giao | Cong chirc q 12 . l‘g‘ ban sao Trich
cho don vi cung cap dich vu buu B0 phan glo "am tra 101 luc ho tich gui
chinh cong ich (truong hop dugc | Mot cira; viee vao thiét bi sb,
trung tdm phuc vu hanh chinh cong Vin thu S& thong .qua
ky hop dong hodc uy quyen) Tu phép phuong  phap
truyén so li¢u
phu hgp, dam

béo an toan, bao
mat thong tin.




B7

Trung tam
PVHCC

Hoac bia
diém Tiép
nhan va tra
két qua
TTHC theo
thong bao
cua co
quan c6
tham quyén

Tra két qua

Biéu mau

H¢ théng biéu mau (Thong tu 56 01/2018/TT-VPCP ctia Van phong Chinh phii hodc Van béan stra
doi, bo sung, thay th¢)

To khai dé nghi xac nhan thong tin ho tich (Thong tu s6 04/2024/TT-BTP cia Bo Tu phap)

Biéu mau ho tich dién tt tuong tac xac nhan thong tin hg tich néu nop hd so truc tuyén (Thong tu
s0 03/2023/TT-BTP ctuia Bo Tu phap).




CONG HOA XA HQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phic

TO KHAI PE NGHI XAC NHAN THONG TIN HO TICH

tich®):

Pé nghi co quan ciAp Xac nhén thong tin hd tich cho nguoi cé tén dwéi day:
Ho, chir dém, tén:

than®@:

Noi dung xac
nhan®:



T61 cam doan cac thong tin cung cép la dang sy that va chiu hoan toan trach nhiém trudce
phép lut vé ndi dung cam doan ciia minh.
Lam tqi: ... , hgay .....thang ...... nam .........

Nguoi yéu cau®
(Ky, ghi ré ho, chir dém tén)

Chu thich:

() Ghi 15 tén co quan d& nghi cip Xac nhan thong tin ho tich.

@ Ghi s6 dinh danh ca nhan hodc thong tin vé loai gidy to tuy than st dung (CCCD/Thé
can cude/Can cude dién ta/Ho chiéu/Gidy to hop 18 thay thé); ghi rd s, ngay, thang, ndm cap,
co quan cdp; ban chup dinh kém (V7 du: Can cude cong dan sé 001089123500 do Cong an
thanh phd Ha Noi cip ngay 20/10/2021). Trudng hop co quan, t6 chire dé nghi ghi tén, gidy to
cua nguoi dai dién theo phap luat;

@ Truong hop dé nghi cap xac nhan thong tin ho tich ctia minh thi ghi Ban than; truong
hop dé nghi cdp xac nhan thong tin ho tich ctia ngudi khéc thi ghi rd mdi quan hé voi nguoi
duoc cép xac nhan. Vi du: Vq/chéng/con/thuc hién theo uy quyén;

® Muc nay danh cho co quan, t6 chirc dé nghi x4c nhan thong tin ho tich;

©®)Néu 13, day du ndi dung, thoi diém ding ky ban diu; ndi dung, cin cir va thoi gian
thuc hién céac vi¢c thay déi, diéu chinh thong tin hd tich tinh dén thoi diém cép van ban xac
nhéan.

Vi du: Xéc nhan thong tin vé viéc két hén ma co quan dang ky ho tich c6 tham quyén
da cho phép thyc hién viéc thay ddi ho, chit dém, tén, cai chinh ndm sinh cua nguoi vg hodc
nguoi chong hodc hai vo chong di ly hén.

© Truong hop chu thé yéu cau xac nhan thong tin ho tich 1a co quan, td chuc thi ky,
dong diu ciia co quan, to chirc theo quy dinh.
(™ Ghi 16 s6 lwong dé nghi cap.

®) Ghi rd phuong thirc nhan két qua: truc tiép/tryc tuyén/buu chinh. Néu nhan két qua
qua dudng buu chinh thi phai cung cip dia chi noi nhan va ndp phi dich vu buu chinh



NOI DUNG MAU PIEN TU TUONG TAC PE NGHI XAC NHAN THONG TIN HQ TICH
I. Thong tin vé ngudi yéu ciu cip vin ban xac nhan thong tin hd tich

(1) Ho, chir dém, tén;

(2) S6 dinh danh cé nhan;

(3) Gidy to tuy than: Loai gidy to sit dung (CCCD/Thé cin cudc/Cin cude dién ti/Ho
chiéu/Gidy to hop 16 thay thé); sb, ngay, thang, nim cép, co quan cip; ban chup dinh kém;

(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh song);

(5) Quan hé véi ngudi dugce cip xac nhan thong tin ho tich.

II. Thong tin vé ngudi dwoe cap xac nhan thong tin h tich

(6) Ho, chit dém, tén;

(7) Ngay, thang, nam sinh (tach bi¢t riéng 03 trudong thong tin ngay, thang, nam);
(8) Gidi tinh;

(9) Dan tdc;

(10) Quéc tich;

(11) Sb dinh danh c4 nhan;

(12) Gidy to tiy than: Loai gidy to su dung (CCCD/Thé cin cudc/Cin cude dién tu/Ho
chiéu/Giay to hop 18 thay thé); s6, ngay, thang, nim cap, co quan cip; ban chup dinh kém;

(13) No6i dung xac nhan;

(14) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& duoc giri vé Kho quan 1y dir liéu dién tir ctia c4 nhan/dja chi thu
dién tir/thiét bi s6/dién thoai ciia ngudi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan).

(15) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a dung su that va chiu hoan toan trach nhiém
trude phap ludt vé ndi dung cam doan ctia minh.

* Truong hop cac thong tin vé gidy to ching minh noi cu tri d3 dugc khai thac tur
CSDLQGVDC, dugc hé théng dién tw dong thi khong phai xuét trinh (theo hinh thirc truc tiép)
hoic tai 1én (theo hinh thirc tryc tuyén).

* Mau dién tir tuong tac ghi nhan thoi gian (gio, phut, gidy, ngay, thing, nim) hoan tit viéc
cung céap thong tin; ngudi yéu cau trude dé da ding nhap vao hé thdng, thuc hién xac thuc dién
tur theo quy dinh.
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