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QUY TRINH
Tlep nhan, giai quyet thu tuc dang Kky khai sinh, dang ky khai tir
ding ky két hon true tuyen (mirc d6 3) thude thim quyén giai quyét
cua UBND cap xa trén dia ban tinh Thanh Hoéa
(Kém theo Quyét dinh sé /OD-STP ngay  /10/2022
ciia Gidm doc S¢ Tw phdp Thanh Héa)

1. QUY TRINH PANG KY KHAI SINH

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

- Quy trinh:

Thi
tw | Don vi/nguoi

cong thuc hién

viée

Thoi gian

NOi dung cong viéc the hién

COng dan L Cong dan truy cap Cong dich vu cong
quéc gia  (https://dichvucong.gov.vn)/H¢
thong thong tin giai quyét thu tuc hanh
chinh tinh
(https://dichvucong.thanhhoa.gov.vn); dang
ky/dang nhap tai khoan, xac thyc dinh danh
dién tu;

L Cong dan cung cap thong tin trén Biéu
mau dién ti tuong tac ding ky khai sinh
(Biéu mau do coéng dan cung cip thdng
tin/khai thac thong tin tt CSDLQGVDC
theo ndi dung quy dinh tai Phu lyc sé 02 ban
hanh kém theo Théng tu sé 01/2022/TT-
I?)TP); tai 1én ban chup cac gidy to can thiét

Budc [Cong chic tr [Truy cap Phan mém mot cia kiém tra tinh| 02 gid lam
1 phap-ho tich tai [chinh xac, day du, thong nhét, hop 18 ctia ho viéc
bo phan SO’
TN&TKQ cua . . )
UBND cap xd  [Truong hop ho so day du, hop 1€ thi chuyén
ho so DPKKS dé cong chirc lam cong tac ho
tich xur 1y. Trudong hop tiép nhan hd so sau
15h00 ma khong thé giai quyét ngay thi c6



https://dichvucong.thanhhoa.gov.vn/

Phiéu hen, tra két qua cho cong dan trong
ngay lam vi¢e tiép theo.

Truong hop ho so chua day du, hop 1€ thi co
van ban hudng dan ngudi yéu cau bd sung,
hoan thién hd so, néu rd loai gidy to, noi
dung can bo sung dé nguoi c6 yéu cau bd
sung, hoan thié¢n.

Truong hop nguoi co yéu cau PKKS khong
bo sung, hoan thi¢n dugc ho so thi béo cao
Truong bd phan mot ctra ¢6 van ban tur chdi
giai quyét yéu cau PKKS.

Thong bao tir chéi tiép nhan hodc thong bao
bo sung hd so g vao dia chi email/thiét bi
sO cua cong dan.

Budc

Cong chuc tu
phap-ho tich

Cong chirc 1am cong tac ho tich tham tra ho
so (tham tra tinh thong nhat, hop 18 ciia cac
thong tin trong ho so, gidy to, tai liéu dinh
kem).

Truong hop hd so can bd sung, hoan thién
hoic khong du diéu kién giai quyét, phai tur
chéi thi giri thong bao vé tinh trang ho so t6i
Bo phian mot cira dé thong bao cho ngudi
nop ho so.

Néu thiy day du, hop 18, dung quy dinh thi
thuc hién viéc ghi vao so dang ky khai sinh,
cap nhat thong tin dang ky khai sinh trén
Phan mém dang ky, quan 1y ho tich dién tur
dung chung, luu chinh thirc va chuyén thong
tin dén CSDLQGVDC d¢é lay s6 dinh danh
ca nhan va cap nhat vao Giéy khai sinh

04 gio lam
viéc

Budc

L?lnh dao UBND
cap xa

Lanh dao UBND cap xa ky Gidy khai sinh
ban gidy va ky s6 vao ban dién tu (néu cong
dan co6 yéu cau)

01 gio lam
viéc

Buoc

B0 phan van
phong

Dong dau va thu 18 phi (néu c6), chuyén két
qua cho cong chirc tu phap-ho tich.

01 gio lam
viéc

Budc

Cong chitrc tu
phap-ho tich tai
b phan

Ghi vao so ho tich, ngudi di dang ky ky vao
S6, Tra két qua cho ngudi yéu cau.




TN&TKQ cua

UBND cap xa

Cong dan - Xuit trinh CCCD, gidy to tiy than; nop
ban chinh Glay chtng sinh, ban chinh Gidy
CNKH (néu cha me tré dd DKKH).
- Ky SO PKKS.
- Nhén Gidy khai sinh ban chinh.
- Gidy khai sinh (dién tir) s& tu dong giri vé
dia chi email/thi€t bi s6 cia cong dan.

Tong thoi gian giai 01 ngay lam
quyét TTHC viéc

(1) Céc gidy to cong déan phdi tdi lén:
- Gidy chimg sinh, truong hop khong ¢ G1ay chiing sinh thi phia c6 van ban

cua nguoi lam chung xac nhan vé viéc sinh, néu khoéng c6 nguoi lam chimg thi
phai c6 gidy cam doan vé viéc sinh;

- Bién ban vé viéc tré bi bo roi do co quan c6 thim quyén 1ap trudng hop tré
em bi bo roi.

- Van ban xac nhén ctua co sé y té d3 thuc hién ky thuat hd tro sinh san cho
viéc mang thai h9, truong hgp khai sinh cho tré em sinh ra do mang thai ho.

- Vin ban ty quyén (duoc ching thuc) theo quy dinh cua phép luat trong
truong hop Uy quyén thyc hién viéc diang ky khai sinh. Truong hop ngudi di dang
ky khai sinh cho tré em la 6ng, ba, nguoi than thich khac thi khong phai c6 van ban
iy quyén ciia cha, me tré em, nhung phai thong nhat v4i cha, me tré em vé noi
dung khai sinh.

- Gidy to tuy than trong truong hop khong st dung Thé CCCD.

- Gidy chimg nhan két hon trudong hop cha, me cua tré da dang ky két hon va
chua c6 thong tin vé Gidy chiing nhan két hon trong CSDLQGVDC.

Luuy:

- Ban chup céc gidy to giri kem theo hd so ding ky khai sinh truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chyp bang may anh, dién
thoai hoac duoc chup, duoc quet bang thiét bi dién tu, tir gidy to dugc cap hop ¢,
con gia tri str dung; néu 1a gidy to do co quan co thAm quyén nudc ngoai cip thi

phai duoc hgp phap hoéa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong
hop dugc mién hop phap hoéa lanh su.

- Truong hop gidy t0, tai liéu phai giri kém trong h?) so dang ky khai sinh truc
tgyén da c6 ban sao di¢n tir hodc da c6 ban dién tur giay to hd tich thi ngudi yéu
cau dugc su dung ban dién tur nay.



- Khi t61 co quan dang ky ho tich nhan két qua (Glay khai sinh/ban sao Gidy
khai sinh) ngudi c6 yéu cau PKKS phai ndp ban chinh Gidy chimg sinh, xudt trinh
Gidy to tuy than; ban chinh Gidy CNKH (néu cha me tré di DKKH) trir trudng
hop d4 tai 1én ban dién tir Gidy chimg sinh, Gidy CNKH.

- Néu nguoi co yéu cau PKKS c6 yéu cau cp Gidy khai sinh dién tr thi cong
chtrc lam cong tac hd tich tham muu thuc hién theo quy dinh tai khoan 3 Piéu 14
Thong tu sb 01/2022/TT-BTP, chuyén tra két qua 1 Gidy khai sinh dugc ky sb cho
nguoi cd yéu cau.

- Piéu kién thyc hién: Quy trinh (Tai ciu tric) nop, tiép nhan, giai quyet va
tra két qua PKKS truc tuyen (mirc d6 3) trén Cong Dich vu cong qudc gia, H¢
thong thong tin giai quyet thu tuc hanh chinh tinh duoc thuc hién voi diéu kién
Cong dich vu cong/Hé théng thong tin giai quyét thi tuc hanh chinh tinh d4 hoan
thanh viéc két ndi, khai thac dir liéu cong dan tir Co s& dit liéu qubc gia vé dan cu
va két ndi, lién thong cac dit lidu ho tich v6i Phan mém ding ky, quan 1y ho tich
dién tar dung chung ctia B6 Tu phap, bao dam vé tinh chinh xéc, gia tri phap 1y
cua dir liéu cong dan.

2. QUY TRINH PANG KY KET HON (PKKH)

- Thoi han giai quyét: Ngay trong ngay tiép nhan ho so (trudng hop nhan ho
s0 sau 15 gio' ma khong giai quyét duoc ngay thi tra két qua trong ngay lam viéc
tiép theo). Truong 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:

Thw
tw | Don vi/nguoi

cong thuc hién

viéc

Thoi gian

Noi dung cong viéc thwe hién

Cong dan Cong dan truy cap Cong dich vu coéng qudc
oia  (https://dichvucong.gov.vn)/Hé thong
thong tin giai quyét thu tuc hanh chinh tinh
(https://dichvucong.thanhhoa.gov.vn);  dang
ky/dang nhap tai khoan, xac thyc dinh danh
dién tur.

- Cong dan cung cap thong tin trén Biéu maul
dién tir twong tac dang ky két hon (Biéu mau
do cong dan cung cap thong tin/khai thac
thong tin tot CSDLQGVDC theo ngi dung
quy dinh tai Phu luc s6 02 ban hanh kém theo
Thong tu sd 01/2022/TT-BTP); tai 1én ban
chup cac gidy to can thiét @)

Budc [Cong chirc tw [Truy cdp Phin mém mot cira kiém tra tinh| 02 gio lam
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phap-ho tich tai
b6 phan
TN&TKQ cua
[UBND cip xa

chinh xac, dﬁy du, thé)ng nhat, hop 1€ cua ho
SO

Truong hop hd so day du, hop 18 thi chuyén
hd so PKKH dé cong chtre lam cong tac ho
tich xtr ly. Truong h(yp tlep nhén hd so sau
15h00 ma khong thé giai quyét ngay thi co
Phiéu hen, tra ket qua cho cong dan trong
ngay lam viéc tiép theo.

Truong hop hd so chua day du, hop 1¢ thi 6
van ban hudng dan nguoi yéu cau bd sung,
hoan thién hd so, néu ro loai gidy to, noi
dung can bd sung dé ngudi cd yéu cau bod
sung, hoan thién.

Truong hop ngudi c6 yéu cau PKKH khong
bo sung, hoan thién dugc hod so thi bao céo
Truong bo phan mot cira ¢ vin ban tir chdi
oiai quyét yéu cau DPKKH.

Thong bao tir chéi tiép nhan hoidc thong bao
b6 sung hd so gui vao dia chi email/thiét bi
sO cuia cong dan.

viéc

Budc

Cong chuc tu
phap-ho tich

Cong chirc 1am cong tac h tich tham tra ho
so (tham tra tinh thong nhat hop 1€ cta cac
thong tin trong hd so, gidy to, tai lidu dinh|
kem).

Truong hop hd so can bd sung, hoan thién
hoic khong du diéu kién giai quyét, phai tur
chéi thi giri thong bao vé tinh trang ho so toi
Bo phan mdt cira dé thong bao cho nguoi nop
ho so.

Néu thay day du, hop 18, ~dung quy dinh thi
thuc hién viéc ghi vao sb dang ky két hon,
cap nhat thong tin ding ky két hon trén Phan
mém ding ky, quan 1y ho tich dién tir dung
chung.

- 04 gio lam
viéc

- 04 ngay lam
Vigc trong
truong hop
phai xac minh

Budc

Lanh dao UBND

cap xa

Lanh dao UBND cép xa xem xét, ky Giay|

01 gio lam

chirmg nhan két hon ban gidy

viéc




Budc B phan van Pong dau, chuyén két qua cho cong chuc tu] 01 gio lam
4 |phong phap-ho tich. viéc
Budc |[Cong chire tu
5 ptlap—PQ tich tai Gh1 vao sO ho tich, nguoi di dang ky ky vao
bo phan i sO, Tra két qua cho nguoi yéu cau.
TN&TKQ cua
UBND cép x4
Cong dan Cong dan dén co quan déng ky h¢ tich nhan
Gidy ching nhén két hén (hai bén nam, ni
phai c6 mat, xuét trinh glay td tuy than dé d6i
chleu), ndop ban chinh Glay xac nhan tinh|
trang hon nhan, gidy to ching minh tinh trang
hon nhan, kiém tra thong tin trén Gidy chimg
nhan két hon, trong SO ding ky két hon,
khang dinh su tu nguyén két hon va ky So
PKKH, ky Gidy chimg nhan két hon, mdi
bén nam, nit nhan 01 ban chinh Gidy CNKH
08 gio' lam
viéc
Tong thoi gian
giai quyét TTHC Trong truong
hop phai xac
minh: 05 ngay
lam viéc

(2) Cdc gidy to cong din phdi tdi lén:

q Ban 9hup Giéy xac nhan tinh trang hon nhén do Uy bap nhan dan cép Xa co
tham quyén cap trong truong hop ngudi yéu cau dang ky ket hon khong dang ky
thuong tra tai dia ban xa, phuong, thi tran.

*Luu y:
- Ban chup céac gidy to giri kem theo hd so ding ky két hon truc tuyén phai
bao dam rd nét, day du, toan ven vé noi dung, la ban chup bang may anh, dién

thoai hodc duoc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc cap hop 1¢,
con gia tri sir dung.

- Trudng hop gidy to, tai liéu phai gui kém trong ho so dang ky két hon truc
tuyén di c6 ban sao dién tir hodc dd co ban dién tr gidy to ho tich thi nguoi yéu
cau duoc st dung ban dién tir nay.

- Piéu kién thyc hién: Quy trinh (T4i cAu trac) ndp, tiép nhan, giai quyét va tra
két qua PKKH truc tuyén (mtrc do 3) trén Cong Dich vu cong qudc gia, Hé théng
thong tin giai quyét thi tuc hanh chinh tinh duoc thyc hién véi dicu kién Cong
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dich vu cong/ Hé thong thong tin giai quyét tha tuc hanh chinh tinh da hoan thanh
viéc két ndi, khai thac dir liéu cong dan tir Co s¢ dit licu quéc gia vé dan cu va két
ndi, lién thong cac dit liéu ho tich véi Phan mém dang ky, quan 1y ho tich dién tir
dung chung cua Bo Tu phap, bao dam vé tinh chinh xac, gia tri phap 1y cta dit liéu
cong dan.

3. QUY TRINH PANG KY KHAI TU (PKKT)

- Thoi han giai quyét: Trong ngay lam viéc, ké tir ngay nhén du hé so theo
quy dinh (truong hop nhén hd so sau 15 gio ma khong giai quyét dugc ngay thi tra
két qua trong ngay lam viéc tiép theo). Trudng hop can xac minh thi thoi han giai
quyét khong qua 03 ngay lam viéc.

- Quy trinh:

Thw
tr | Don vi/nguoi

cong thuc hién

viéc

Thoi gian

NOi dung cong viéc thue hién

Cong dan Cong dan truy cap Cong dich vu cong qudc gia
(https://dichvucong.gov.vn)/Hé thong thong tin
giai  quyét tha tuc hanh chinh tinh
(https://dichvucong.thanhhoa.gov.vn);  dang
ky/dang nhap tai khoan, xac thuc dinh danh
dién tu

- Cong dan cung cdp thong tin trén Biéu miu
dién tr tuong tac dang ky khai tir (Biéu mau
do cong dan cung cap thong tin/khai thac
thong tin tt CSDLQGVDC theo ndi dung quy
dinh tai Phu lyc s6 02 ban hanh kém theo
Thong tu s6 01/2022/TT-BTP); tai 1én ban
chup céc gidy t& can thiét @

Budc (Cong chirc tu [Truy cdp Phan mém mot cira kiém tra tinh| 02 gid lam
1  |phéap-ho tich, tai [chinh xac, day du, théng nhat, hop 1& cta ho viée
bo phan SO’
TN&TKQ cua . . L
UBND cép xa [Truong hop ho so day du, hop 1€ thi chuyén ho
so DKKT dé cong chuc lam cong tdc hg tich
xur ly. 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.



https://dichvucong.thanhhoa.gov.vn/

Truong hop ho so chua day du, hop 18 thi co
van ban huong dan ngudi yéu cau bd sung,
hoan thién hd so, néu rd loai gidy t0, ndi dung
can bo sung dé ngudi c6 yéu cau bd sung, hoan
thién.

Truong hop ngudi co yéu cau PKKT khong bo
sung, hoan thién duoc hd so thi bao cdo
Trudéng by phan mdt cuira c6 van ban tur chdi
giai quyét yéu cau DKKT.

Thong béo tir chdi tiép nhan hodc théng bao bd
sung ho so gui vao dia chi email/thiét b1 sO cua
cong dan.

Budc

Cong chuc tu
phap-ho tich

- Tham tra ho so (tham tra tinh thong nhat hop
1¢ cua cac thong tin trong hd so, gidy to, tai
li¢u dinh kém).

Truong hop hd so can bo sung, hoan thién
hodc khong du diéu kién giai quyét, phai tur
chdi thi guri thong bao vé tinh trang ho so toi
B0 phan mot cua dé thong bao cho ngudi ndp
ho so.

Néu thiy day du, hop 1&, dung quy dinh thi
thuc hién viéc ghi vao so6 dang ky khai tu, cap
nhat thong tin dang ky khai tir trén Phan mém
dang ky, quan ly ho tich di¢n tor dung chung,
luu chinh thue.

- In Trich luc khai tir, trinh Lanh dao UBND
Ky.

- 04 gio lam
viéc

- Truong hop
phai xac minh:
02 ngay lam

viéc

Buoc

L:Emh dao UBND
cap xa

Lanh dao UBND cip xa xem xét, ky Trich luc
khai tr ban giay, Trich luc khai tir ban dién tiy
(n€u cong dan cb yéu cau)

01 gio lam
viéc

Budc

Bo phéan van

phong

Pong dau va thu 1& phi (néu c6), chuyén két
qua cho cong chuc tu phap-ho tich.

01 gio lam
viéc

Buoc

Cong chuc tu
phap-ho tich tai
b6 phan

TN&TKQ cua

Ghi vao s6 ho tich, nguoi di dang ky ky vao
s, tra két qua cho ngudi yéu cau.




BND cép x4

Cong dan - Khi t6i co quan dang ky ho tich nhan két qua)
(Trich luc khai ti/ban sao Trich luc khai tr)
xuat trinh gidy to tuy than, ndp ban chinh cac
cidy to da tai lén @

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

- Trich luc khai tir (dién ttr) s& tu dong gui vé
dia chi email/thiét bi s6 ctiia cong dan.

08 gio' lam
viéc

Téng thoi gian giai
quyét TTHC

Truong hop
phai xac minh
:Khong qua
03 ngay lam

viéc

(3) Cdc gidy to cong din phidi tdi lén:

- Gidy bao tir hoic gidy to khac thay thé Gidy bao tir do co quan ¢ thim quyén
cap.

- Gidy t0, tai liéu, chimg cir do co quan, t6 chirc c6 tham quyén cap hoic xéac

nhén hop 1& chimg minh sy kién chét doi vOi truong hop dang ky khai tir cho ngudi
chét da 1au, khong co Gidy bao tir hodc gidy td thay thé Gidy bao tir.

- Van ban uy quyén hop 1é theo quy dinh ctia phap luét trong truong hop ty
quyén thuc hién viéc dang ky khai tir.

- Gidy to tiy than trong truong hop khong st dung Thé Can cude cong dan.

Luuy:

- Ban chup cac gidy to g kem theo hé so ding ky khai tir truc tuyén phai bao
dam rd nét, day du, toan ven vé noi dung, 1a ban chup bang may anh, dién thoai
hodc dugc chup, dugc quet bang thiét bi dién tu, tir gidy to duoc cap hop 1€, con
gia tri st dung; néu 1a gidy to do co quan co thAm quyén nudc ngoai cap thi phai
dugc hop phap héa lanh sy, dich sang tiéng Viét theo quy dinh, trir truong hop
duoc mieén hop phéap hoéa lanh su.

- Truong hop gidy to, tai liéu phai gui kém trong }16 so dang ky khai tir truc
tuyén da c6 ban sao di¢n tir hodc da co ban dién tur gidy to ho tich thi nguoi yéu
cau dugc su dung ban dién tur nay.

- Khi t6i co quan dang ky ho tich nhan két qua (Trich luc khai ti/ban sao
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Trich lyc khai tr) nguoi c6 yéu cau PKKT xuét trinh Gidy to tuy than, nop ban
chinh cac gidy to di tai 1én © trur truong hop da tai 1én ban sao dién tur cac giay to
nay.

- Néu ngudi c6 yéu cau DKKT co yéu cau cap Trich luc khai tir dién tir thi
cong chirc lam cong tac ho tich tham muu thyc hién theo quy dinh tai khoan 3
Diéu 14 Thong tu sO 01/2022/TT-BTP, chuyén tra két qua 1a Trich luc khai tr
dugc ky sd cho ngudi c6 yéu cau.

- Piéu kién thuc hién quy trinh (Tai cau trac) nop, tiép nhan, giai quyét va tra
két qua PKKT tryc tuyén (mac d6 3) trén Cong Dich vu cong quoc gia, He thong
thong tin giai quyet thu tuc hanh chinh tinh duoc thue hién véi diéu kién Cong dich
vu cong/Hé théng thong tin giai quyét thu tuc hanh chinh tinh da hoan thanh viéc két
nbi, khai thac dir liéu cong dan tir Co s dir liéu qudc gia vé dan cu va két ndi, lién
thong céc dit liéu ho tich v6i Phan mém ding ky, quan 1y ho tich dién tir ding chung
ctia B6 Tu phap, bao dam vé tinh chinh xéc, gia tri phap 1y cta dit liéu cong dan.
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