Chi tiét thii tuc hanh chinh

Ma tha tuc: 1.000656

S6 quyét dinh: 2228/QD-BTP

Tén thu tuc: Thu tuc dang ky khai tir

Cap thue hién: Cip Xa

Loai thii tuc: TTHC duoc ludt giao quy dinh chi tiét
Linh vwe: HO tich

Trinh tu thuc hién:

- Néu lya chon hinh thtrc ndp hd so truc tiép, ngudi co yéu cau ding ky khai tir ndp hd so
dang ky khai tir tai B6 phian mét cira cia UBND cip xi c¢6 tham quyén; ndp 18 phi néu
thudc truong hop phai ndp 18 phi dang ky khai tir; ndp phi cap ban sao Trich luc khai tir
néu c¢6 yéu cau cap ban sao Trich luc khai tur.

- Néu lya chon hinh thtre ndp ho so truc tuyén, ngudi ¢ yéu cau dang ky khai tir truy cip
Cong dich vu cong qudc gia hodc Cong dich vu cong cip tinh, ding ky tai khoan (néu
chua c6 tai khoan), xac thuc ngudi dung theo hudéng dan, ding nhap vao hé thdng, xac
dinh ding Uy ban nhan dan cip x3 c6 thim quyén.

Nguoi ¢o yéu cau ding ky khai tir truc tuyén cung cdp thong tin theo biéu mau dién tir
turong tac ding ky khai tr (cung cép trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tir cac gidy to, tai liéu theo quy dinh; ndp phi, 1 phi thong qua chirc ning
thanh toan truc tuyén hodc bing cach thirc khac theo quy dinh phap luat, hoan tat viéc nop
hé so.

- Can bo tiép nhén hd so tai BO phan mot cura ¢6 trach nhiém kiém tra tinh chinh x4c, dﬁy
du, thdng nhét, hop 16 cta hd so.

(i) Trudng hop ho so dy du, hop 18 thi tiép nhan hd so; néu tiép nhan ho so sau 15 gid thi
c6 Phiéu hen, tra két qua cho ngudi co yéu cau trong ngay lam viée tiép theo (néu ngudi
c6 yéu cau lwa chon hinh thirc ndp ho so truc tiép) hodc giri ngay Phiéu hen, tra két qua
qua thu dién tir hodc giri tin nhan hen tra két qua qua dién thoai di dong cho ngudi ¢ yéu
cau (néu ngudi c6 yéu cau lya chon hinh thirc ndp ho so truc tuyén); chuyén hd so dé
cong chirc lam cong tac ho tich xur ly.

- Sau khi tiép nhén hd so theo hinh thic nop truc tiép, can by tiép nhan ho so tai Bo phan
mot cira thuc hién sd hoa (sao chup, chuyén thanh tai liéu dién tir trén hé théng thong tin,
co s& dir lidu) va ky sd vao tai liéu, ho so giai quyét thu tuc hanh chinh di dugc s6 hoa
theo quy dinh.

(ii) Truong hop hd so chua day du, hop 18 thi ¢ thong bao cho ngudi yéu cau bd sung,
hoan thién hd so, néu rd loai giéy to, ndi dung can b sung dé nguoi co yéu cau bd sung,
hoan thién. Sau khi ho so duge bd sung, thuc hién lai budce (i);



(iii) Truong hop nguoi c6 yéu cau diang ky khai tir khong bd sung, hoan thién duoc hd so
thi bao cdo Trudng bo phan mot cira co thong bao tir chdi giai quyét yéu cau dang ky khai
tu.

- Cong chuc tu phap - ho tich tham tra hd so (thdm tra tinh thong nhat, hop 18 cua cac
thong tin trong hd so, gidy to, tai liéu do nguoi yéu cau ndp, xuat trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hoic khong du didu kién giai quyét, phai tir
chdi thi giri thong bao vé tinh trang hd so téi B phan mot cira dé thong bao cho ngudi
nop hd so — thuc hién lai budce (i1) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong
thé tra két qua dung thoi gian d3 hen thi cong chirc 1am cong tac ho tich 1ap 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, chuyén B6 phan mot cira dé tra cho nguoi c6 yéu cau (néu ngudi cé yéu cau lya chon
hinh thtre ndp ho so tryc tiép), hodc giri Phiéu xin 16i va hen lai ngay tra két qua qua thu
dién ttr hodc giri tin nhin qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi cd yéu
cau lya chon hinh thirc nop ho so truc tuyén).

+ Néu thay ho so day du, hop 1¢, dung quy dinh, truong hop tiép nhan ho so ding ky khai
tir theo hinh thire truc tiép, thi cong chirc tu phap - ho tich thuc hién viée ghi vao S6 ding
ky khai tir, cap nhat thong tin ding ky khai tir va luu chinh thie trén Phin mém ding ky,
quan 1y hg tich dién tr dung chung.

Truong hop tiép nhan ho so ding ky khai tir theo hinh thire truc tuyén, céng chirc tu phap
- ho tich gui lai biéu mAu Trich luc khai tir dién tr véi théng tin day du cho ngudi yéu cau
qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, ddy du cua cac thong tin trén biéu
mAu Trich luc khai tir dién tir va x4c nhén (61 da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da thong nhat, day du hodc khong c6 phan hoi
sau thoi han yéu cau thi cong chuc tu phép - ho tich thuc hién viéc ghi ndi dung vao So
dang ky khai tir, cap nhat thong tin ding ky khai tir va lwu chinh thérc trén Phan mém
dang ky, quan ly hd tich dién tir dung chung.

- Cong chire tu phép - ho tich in Trich lyc khai ti, trinh Lanh dao UBND ky, chuyén Bo
phan mot cira tra két qua cho nguoi co yéu cau.

- Nguoi c6 yéu cau ding ky khai tr kiém tra thong tin trén Trich luc khai tr, trong S6
dang ky khai tir va ky tén vao S6 dang ky khai tir, nhan Trich lyc khai ti.

Cach thirc thuc hién:

Hinh| Thai han giai Phi, 1€ phi Mbo ta
thure quyét
nop




Truc
tiép

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

L¢ phi: (Muc I¢ phi cu
thé do Hoi dong nhan dan
tinh, thanh phd truc thudc
Trung wong quyét dinh.
Mién 18 phi d6i v6i truong
hop dang ky khai tr diing
han, nguoi thudc gia dinh
cO cong voi cach mang;
ngudi thugc hd ngheo;
ngudi khuyét tat. Phi cip
ban sao Trich luc khai tir
(néu co yéu ciu) thyc hién
theo quy dinh tai Thong
tw s6 281/2016/TT-BTC
ngay 14/11/2016 cia B0
Tai chinh.)

Nguoi co yéu cau dang ky khai tir truc
tiép thuc hién hoic tiy quyén cho ngudi
khéc thyc hién ndp ho so truc tiép tai
Bo phan mot cira cia UBND cap xa
hozc giri ho so qua hé théng buu chinh
hodc nop ho so truc myén trén Céng
dich vu cong qudc gia
(https://dichvucong.gov.vn) hoic Cong
dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

Truc
tuyén

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

L¢ phi: (Mtc 1€ phi cu
thé do Hoi déng nhan dan
tinh, thanh phé truc thudc
Trung wong quyét dinh.
Mién 1é phi ddi vé6i truong
hop dang ky khai tr diing
han, nguoi thudc gia dinh
cO cong voi cach mang;
ngudi thudc hd nghéo;
ngudi khuyét tat. Phi cip
ban sao Trich luc khai ttr
(néu co yéu cau) thyc hién
theo quy dinh tai Thong
tw 56 281/2016/TT-BTC
ngay 14/11/2016 cua Bo
Tai chinh.)

Nguoi co yéu cau diang ky khai tir truc
tiép thuc hién hodc ty quyén cho ngudi
khéc thuc hién ndp hd so truc tiép tai
Bo phan mot cira cua UBND cép Xa
hozc giri ho so qua hé théng buu chinh
hozc ndp hd so truc tuyén trén Cong
dich vu cong qudc gia
(https://dichvucong.gov.vn) hodc Cong
dich vu cong cép tinh
(https://dichvucong.---.gov.vn).

Dich

buu
chinh

Ngay trong ngay
tiép nhan yéu
cau, truong hop
nhéan ho so sau

L& phi: (Muc 1€ phi cu
thé do Hoi dong nhan dan
tinh, thanh ph6 truc thudc

Trung wong quyét dinh.

Ngudi ¢ yéu cau dang ky khai tir truc
tiép thuc hién hodc uy quyén cho nguoi
khac thuc hién ndp hd so truc tiép tai

B6 phan mot ctra cia UBND cép xa




15 gio ma khong
giai quyét duoc
ngay thi tra két
qua trong ngay
lam viéc tiép
theo. Truong

Mién 1& phi d6i v6i truong
hop dang ky khai tir ding
han, nguot thude gia dinh
cO cong voi cach mang;
ngudi thugc hd ngheo;
ngudi khuyét tat. Phi cap

hoic giri ho so qua hé théng buu chinh
hodc ndp ho so truc tuyén trén Céng
dich vu céng qudc gia
(https://dichvucong.gov.vn) hoic Cong
dich vu cong cap tinh
(https://dichvucong.---.gov.vn).

hop can xéac ban sao Trich luc khai tir

minh thi thdi  (néu c6 yéu cau) thuc hién

han giai quyét  theo quy dinh tai Thong

khong qua 03 tu s6 281/2016/TT-BTC

ngay lam viéc. ngay 14/11/2016 cua Bo

Tai chinh.)
Thanh phin hb so:
* Gidy to phai nop:
Tén gidy to Mau So
don, to| lwgng
khai
- Gidy bao tir hodc gidy to thay thé Gidy bao tir do co quan ¢ tham Ban
quyén cap. chinh: 1
Ban sao:
0

- Gidy t0, tai liéu, ching ctr do co quan, t6 chirc c¢6 thim quyén cip hoic Ban
xac nhan hop 1é chirng minh s kién chét ddi véi truong hop dang ky chinh: 1
khai tir cho ngudi chét da 1au, khong co Gidy bao tir hodc gidy to thay Ban sao:
thé Gidy bao tir. 0
- Vian ban 1y quyén (dugc ching thyc) theo quy dinh ciia phap luat Ban
trong trudng hop ty quyén thuc hién viéc diang ky khai tir. Truong hop chinh: 1
ngudi ¢6 trach nhiém dang ky khai tir iy quyén cho nguoi khac thyc Ban sao:
hién viéc dang ky khai tir ma ngudi duge ty quyén 1a 6ng, ba, cha, me, 0
con, vo, chong, anh, chi, em rudt ciia ngudi ty quyén thi vin ban uy
quyén khong phai ching thyc.

* Gidy to' phai xuat trinh:




Tén gidy to Mau So
don, to| lwgng
khai

- H chiéu hoic Chung minh nhan dan hodc Thé can cudc cong dan hodc Ban

cac gidy to khac co dan anh va thong tin ¢4 nhan do co quan c6 thim chinh: 1

quyén cap, con gia tri st dung dé chtrng minh vé nhan than cia ngudi c6 Ban sao:

yéu cau dang ky khai tir. Trudng hop cac thong tin c4 nhan trong cac 0

gidy to nay da c6 trong CSDLQGVDC, CSDLHTDT, dugc hé thong

dién tu dong thi khong phai xuét trinh (theo hinh thirc tryc tiép) hodc tai

1én (theo hinh thuc truc tuyén);

- Gidy to chimg minh noi cu tri cudi cing ciia ngudi chét dé xac dinh Ban

tham quyén. Trudng hop cac thong tin vé gidy to ching minh noi cu tra chinh: 1

da c6 trong CSDLQGVDC, duoc dién tu dong thi khong phai xuét trinh Ban sao:

(theo hinh thire truc tiép) hodc tai 1én (theo hinh thirc truc tuyén); 0

- Trudng hop khong xac dinh dugc noi cu tri cudi ciing ciia ngudi chét Ban

thi xuét trinh gidy t& ching minh noi ngudi d6 chét hodc noi phat hién chinh: 1

thi thé cta ngudi chét. Ban sao:
0

Trudng hop gui hd so qua hé thdng buu chinh thi phai giri kém theo ban Ban

sao c6 chimg thuc cac gidy to phai xuét trinh néu trén. chinh: 1
Ban sao:
0

*Luuy:

Tén giay to Miu | Sé
don, to| lwgng
khai

- Trong thoi han 15 ngay ké tir ngay c6 ngudi chét thi vo, chong hoic Ban

con, cha, me hodc ngudi than thich khac cua ngudi chét co trach nhiém chinh: 0

di dang ky khai tir; truong hop nguoi chét khong c6 ngudi than thich thi Bén sao:




dai dién cua co quan, t6 churc, ¢4 nhan lién quan c6 trach nhiém di khai
tUr.

- Béi v6i gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho so theo hinh Ban

thire truc tiép: chinh: 0
Ban sao:
0

+ Dbi voi gidy to xuat trinh khi ding ky ho tich, ngudi tiép nhan c6 Ban

trach nhiém kiém tra, ddi chiéu vai thong tin trong td khai, chup lai hodc chinh: 0

ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuét trinh, khong Bén sao:

dugc yéu cu ndp ban sao hodc ban chup gidy to do. 0

+ Ngudi yéu cau dang ky ho tich ¢ thé ndp ban sao chimg thuc tir ban Ban

chinh hoic ban sao duoc cip tir s6 gdc hodc ban chup kém theo ban chinh: 0

chinh gidy to dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup Ban sao:

kém theo ban chinh gidy to thi ngudi tiép nhan c6 trach nhiém kiém tra, 0

dbi chiéu ban chup v6i ban chinh va ky xac nhdn, khong duoc yéu cau

ngudi di dang ky ndp ban sao gidy to do.

+ Nguoi tiép nhan c6 trach nhiém tiép nhan ding, du hd so ding ky ho Ban

tich theo quy dinh cta phéap luat ho tich, khong duoc yéu cau ngudi chinh: 0

dang ky ho tich ndp thém gidy t& ma phap luat ho tich khéng quy dinh Ban sao:

phai ndp. 0

- B6i v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh Ban

thire tryc tuyén: chinh: 0
Ban sao:
0

+ Ban chup cac gidy to giri kém theo hd so dang ky khai tir truc tuyén Ban

phai bao dam rd nét, day du, toan ven vé ndi dung, 12 ban chup bang chinh: 0

may anh, dién thoai hodc duoc chup, duoc quét bang thiét bi dién tir, tir Ban sao:

gidy to dugc cap hop 18, con gia tri st dung; néu 1a gidy to do co quan 0

c¢6 tham quyén nudc ngoai cap thi phai dugc hop phap hoa lanh su, dich
sang tiéng Viét theo quy dinh, trir trudng hop dugc mién hop phap hoa
lanh su.




+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky khai tir Ban
truc tuyén dd c6 ban sao dién tir hodc da c6 ban dién tir gidy to ho tich chinh: 0
thi nguoi yéu cau duoc sir dung ban dién tir ndy. Ban sao:
0
+ Khi dén co quan ding ky ho tich nhan két qua (Trich luc khai tir/ban Ban
sao Trich luc khai tir), nguoi c6 yéu cau dang ky khai tir phai xuat trinh chinh: 0
gidy to tuy than, ndp ban chinh cac gidy to 1a thanh phan hd so dang ky Bén sao:
khai tr theo quy dinh phap luat ho tich. 0
Truong hop ngudi yéu cau dang ky khai ttir khong cung cép duoc gidy to Ban
néu trén theo quy dinh hodc gidy t& ndp, xuit trinh bj tiy x6a, stra chita, chinh: 0
1am gia thi co quan dang ky ho tich c6 thdm quyén huy bo két qua dang Ban sao:
ky khai tur. 0
Bao g(“)m
Tén gidy to MAu don, to' | S6 lwong
khai
- T khai ding ky khai tir theo mau (néu nguoi c6 yéu cau lya 3. TK dangky Ban
chon ndp ho so theo hinh thire truc tiép); khai tir.doc chinh: 1
Ban sao:
0
- Biéu miu dién tir tvong tac dang ky khai tir (do ngudi yéu 3. BMDT tuong Ban
cau cung cap thong tin theo hudng din trén Cong dich vu tac DKKT.doc [chinh: 1
cong, néu nguoi co yéu cau lya chon ndp ho so theo hinh thirc Ban sao:
truc tuyén); 0
- Nguoi ¢6 yéu cau dang ky khai tir thuc hién viéc ndp/xuit Ban
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thirc chinh: 0
truc tuyén) cac gidy to sau: Bén sao:
0

Poi twong thue hién: Cong dan Viét Nam
Co quan thue hién: Uy ban Nhan dan x4, phuong, thi tran.




Co quan c6 thim quyén: Uy ban Nhan dan x&, phudng, thi tran.

Pia chi tiép nhan HS: Uy ban nhan dan cip xi noi cu tril cudi ciing ciia ngudi chét thyc
hién viéc dang ky khai tu;

Co quan dwoc iy quyén: Khdng co théng tin

Co quan phdi hep: Khong c6 thong tin

Két qua thwe hién: Trich luc khai tir, Ban sao trich lyc khai ttr

Can cwr phap ly:
S6 ky hiéu Trich yéu Ngay  Co quan
ban ban hanh
hanh
60/2014/QH13  |Luat 60/2014/QH13 20-11- |Qudc Hoi
2014
123/2015/ND-CP Nghi dinh 123/2015/NDb-CP 15-11- |Chinh phu
2015
Thong tu sb quy dinh mirc thu, ché d6 thu, ndp, quan 1y va sir 14-11- B¢ Tai
281/2016/TT-  |dung phi khai thac, sir dung thong tin trong co so dir 2016 |chinh
BTC li¢u ho tich, phi x&c nhan co quéc tich Viét Nam, phi
xac nhan 1a ngudi gde Viét Nam, 18 phi quéc tich
04/2020/TT-BTP Thong tu 04/2020/TT-BTP 28-05-
2020
85/2019/TT-BTC Thong tu 85/2019/TT-BTC 29-11-
2019
01/2022/TT-BTP Thong tu 01/2022/TT-BTP 04-01-
2022
106/2021/TT- Thong tu 106/2021/TT-BTC 26-11-
BTC 2021
87/2020/NDB-CP  Nghi dinh 87/2020/ND-CP 28-07-




| 2020 |

Yéu ciu, diéu kién thuc hién: Khdng c6 thong tin
Tu khoa: Khéng c6 thdng tin
M6 ta: Khong cé thong tin



