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UBND HUYEN
TAN YEN

QUY TRiNH

Ghi viro sii tr6 tlctr vifc ly h6n, hriy
k6t h6n ili gidi quy6t ti nudc ngoiri

Mi hi6u: QT.TP.l0

LAn ban hdnh 03

Ngiy ban hdnh 1011012022
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UBND HU.YEN
TAN YEN

QUY TRINH

Ghi viro sO trg tl"tr.vifc ly h6n. huy
k6t h6n ili giii quy6t ti nufc ngoiri

Mi hi€u: QT.TP.l0

LiAn ban hdnh 03

Ngiry ban hdnh

SUA DOI TAI LIPU

Md tn nQi dung sfra tl6i

Ngdv

ban

hirnh

Ngiy srira

d6i

Sua cl6i co
so ph6p ly
li0n quan
<l6n viQc

thuc hien
thi tuc

Trang
Phdn 5.1

1 5 Bfli b6 Nghi quyet so
33/20164IQ-HDND ngdy
0811212016 cia FIDND tinh
Bdc Giang.quy dinh muc thu
va ry l€ di€u tiet mQt sd lo4i
phi, lQ phi tr6n dia ban tinh.

86 sung: Nghi quy6t s6

lll2122fil{D-CP ngay
121712022 crla HDND tinh
B6c Giang vd quy dlnh mfc
. .t

thu. mi6n. gidm. nQp. quin li
vd sir dung mQt sd lo4i phi vi
lQ phi tr6n dia bin tinh B6c
Giangl Nghi dinh sO

107/2021iND-CP ngdy 06
th.6ng 12 ndm .202.1 sria d6i,
b6 sung mQt sd di6u cria Nghl
dinh s6 6ll2018,AID-CP ngiy
23 thdng 4 ndm 2018 cua
Chinh. phri v6 thuc hiQn
co ch€ m6t cta. mQt cria li€n
th6ng trong gidi quy6t tht tuc
hdnh chinh.

03 10fi012021
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Mi hi6u: QT.TP.10

hirnh
LAn ban 03UBND

r-{UYEN
TAN YEN

QUY TRiNH

Ghi vdro s6 h.O tich viQc ly h6n, nrt_y kiit tr6n
ile girii quy6t tli co quan c6 thdm quydn
cta nuric ngoiri t0not2022Ngdv

ban hinh
r. MUC D CH

_QlV dinh.trinhtu" trrichnhiQm vd phuong phrip ti€p nhdn, xri li h6 so li€n quan
viEc: Ghi vdo sd hQ tich viec ly hdn, hty kCt h6n di giii quy€r tai co quan c6 thdLm

i"quyen cua nuoc ngoal.

2. PHAM Vr

. Ap dqng d6i vOi thri tuc: Chi viro s6 ho tich vi6c ly hdn, hiry krit h6n di gini
quydt t4i co quan c6 thAm quy6n cria nudc ngodi.

C6ng chric thuQc Phdng Tu phrip chiu triich nhi6m thgc hi6n quy trinh niry.

3. TAI LIEU VIEN DAN

,li.- Ti€u chuiin qudc gia TCVN ISO 9001 :201 5

- Cdc vdn bin phrip quy li€n quan cl6 cdp tai muc 5.1

4. DINH NGHIA/ VIET TAT

VP:

UBND:

TTHC:

TN&TKQ:

TP:

Vdn phong

Uy ban nh6n d6n

Thir tuc hinh chinl

BQ ph{n tit5p nhQn vi tri k6t qui

Phong Tu phrip

4t7
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UBND HU^YEN
TAN YEN

QUY TRiNH
Ghi vio s6 h0 tich viOc lv h6n, hriy
k6t h6n tIf, giii quy6t tqi co quan c6
th6m quy6n ciia n uric ngoiri

Md hiOu: QT.TP.l0

LAn ban hanh 03

Ngdy ban hinh 1011012022

5. NOI DUNG QUY TRINH

5.1 Co s& ph6p lj

- B0 Luat DAn su 2015;

- Luat H0 tich sO 60/2014lQH13;

- Neh! dinl sO 123l20l5AID-CP ngiy 1511112015 cria Chinh phri quy
dinh chi tiet mQt s6 di6u vi bi6n phdp thi hdnh LuQt Hd tich;

- CEn cir Th6ng tu s6l-s0l(tlr,1l-BTCngiy 11 th6ng ll ndm 2016
cira 86 Tiri chinh huong d6n v6 phi vi lQ phi thugc thdm quy6n quyiit
tlinh cua Hgi d6ng nhdn din tinh, Thdnh ph6 tryc thudc Trung uong;

- Th6ng tu s6 \4l2o2olTT-BTP ngity 281512020 crla B0 Truong BQ tu
ph6p q.uy dlnh chi tiet thi henh mQt sO di6u cta Ludt h0 tich vd Nghi
dinh s6 12312015AIDCP ngiy l5llll20l5 cira Chinh phri quy dinh chi
ti6t mQt sO aiAu vir biQn ph6p thi hdnh Lu4t h0 tich;

-Nghi qryiit so I tZzozzrup-CP ngiy l2l1l2o22 cira HDND tinh Biic Giang
v6 quy dinh mirc thu, mi6n, gi6m, nQp, quan lj vi su dgng m61 sd lo4i phi
vi l€ phi tr6n dia ban tinh Bdc Giang.

- Nghi dinh sO OtlZOttnrrO-CP ngiy 23l4l2}l8 cua Chinh phri vC thUc hien
co ch€ m61 cria, m61 cira li6n th6ng trong gi6i quy€t Tht tqc hanh chinh.

- Nghi dinh sO tOZIZOZIruD-CP ngiy 06 th6ng 12 ndm 2021 sira d6i,
b6 sung m6t s6 dieu cta Ngh! dinh s6 61/201SND-CP ngiry 23 th6ng 4
ndm 2018 cta Chinh phu v6 thgc hiQn coch6mQt cua, mQt cua li6n
th6ng trong gi6i quy6t thi tuc hinh chinh;

- Th6ng tu s6 OtlZOtS/TT-VPCP.ngity 23111/2018 huong d5n thi hdnh
mQt s6 quy tlinh cia Ngh! dinh s6 6ll2018/ND-CP ngiy 231412018 cia
Chinh phu v6 thuc hiQn co ch€ mQt cta, mQt cua li6n th6ng trong giii
quydt Thu tuc hanh chinh:

- Quy6t dinh sd 2141IQD-UBND ngiry 2611012020 vd vi6c c6ng b6 danh
muc tht tUc hdnh chinh moi ban h?rnh, chudn h64 sta d6i, b6 sung, bii bo
linh vuc trq giirp ph6p lf, thtra ph6t l4i, trgng tiri thucng m4i, hda gidi
thuong mai, h0 tich thuQc pham vi chuc ndng quan l;i cua So Tu ph6p tinh
Bdc Giang.

- Quyiit dinh sri 645/QD-UBND ngdy Ogl4l2o2l vii viQc c6ng b6 Danh
m\rc dlch vp c6ng truc tuy6n tr€n C6ng dich vg c6ng tinh Bdc Giang.
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5.2 Thhnh phAn h6 so B6n
chinh

Bin
sao

- Td khai theo miu qul, ttinh: x

- Bin sao gi6y td ly h6n di c6 hi6u lgc phrip luflt; X

- Vdn bin iry quydn duoc c6ng chung. chfng thuc theo
quy dlnh cira phrip lu{t. Trudng hop nguoi duoc riy quyiin
li 6ng, bi, cha, mg. con. vo, ch6ng, anh, chi. em ru6t cta
ngudi ty quy€n thi vdn ban uy quy6n khdng phii c6ng
chfng. ch[mg thuc, nhrmg phii c6 giAy to chung minh m6i
quan hd voi ngudi uy quy6n(n€u co).

x

- Gi6y td xu6t trinh: Bdn chinh gi6y td tiy th6n dC chimg
minh v€ nhdn thdn vir gidy to chimg minh noi cu tru.

x

- Gi6y td do co quan c6 thdm quydn cua nudc ngo?ri c5p.
c6ng chimg hodc xiic nh4n d6 sri dung cho vi6c dAng kj hQ

tich tai Vigt Nam phAi duoc hqp ph6p h6a ldnh su theo quy
dinh cria nlr6p lu{t, trir trudng hgp duqc miSn theo diAu
udc qu6c t€ md ViQt Nam li thdnh vi€n.

x

Sii luqng h6 so: 01 b6

5.4 Thoi gian xir lf: Trong thoi han 05 ngdy ldm viQc, kC

tu ngdy nhqn du h6 so hqp 16. Truong hop c6n x6c
minh thi thdi hqn giai quy6t kh6ng qu6 l0 ngiy ldm
vi6c.

5.5 Ntri ti6p nhin vir trA k6t qui: B0 phdn Ti6p nh6n vd tri
k6t quri thuQc UBND huydn

5.6 LQ phi:
- Ddng kii khai sinh: 25.000 d6ng; girim 50% khi thgc hiQn
dich vu c6ng tryc tuyen

- Mi€n l0 phi hQ tlch trong nhirng trucrng hqp sau dAy:

+ Mi6n l€ phi Ddng kli h6 tich cho ngudi thu6c gia <lhh c6
c6ng voi ciich mang; nguoi thuQc h6 nghdol ngucri khuytit t{t.
+ Dang kj khai sinh. khai tir dring han. giiim hq. k6t hOn

cta cdng d6n ViQt Nam cu tru trong nu6c.

(Ngh! qu.,-d sii tttZOZZtt'tg-HDND ngal. l2/7/2022 cua
HDND tinh Bdc Giong).
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5.7 Quy trinh xfr lf c6ng viQc

TT Trinh tg Trich
n hi6m

Thcri
gian

Bi6u m6u/
-.iKet qua

C6ng dAn truy cdp C6ng DVCQG
hoic C6ng DVC c6p tinh; ding
k!/dang nhrip tdi khodn. xiic thuc
clinh danh cli6n tt;
- C6ng dAn cliAn c6c th6ng tin tr6n
Bi6u mAu di6n tt tuong t6c ding
kli khai sinh. tdi l€n cdc giiy to
cAn thitit.

C6ng dAn

Ngay sau

khi ti6p
nhfln ydu

cau

0,5 ngdy
Uiu sO Ot

QT.07.

MAu s6 02

QT.07.

Cdng chric ldm cdng t6c hQ tlch
ki6m tra. xu lj h6 s<r: (theo
Brdc 4 QT.07) dim bio theo
qiuy dinh rai Di6u 48 d6n Diiu
50 Lu{t H0 tich ho4c khOng
thuQc truong hqp dugc d[ng trii
trdn C6ng th6ng tin diQn tt crJra

86 Tu phdp theo quy dinh thi
c6ng chric php trrich hQ tich
Phong Tu phrip lim td trinh,
trich luc ghi cht ly hdn theo
quy dinh chuy6n h6 sty t6nh dao
phu tr6ch

.:- -l-ruong hop c6n xiic minh thi
thdi h4n gidi quy6t kh6ng quri
l0 ngiy tirm viQc.

- Truong hcrp h0 so chua dAy
du,ho4c khting hqp lQ hoqc n€u
thAy y€u c6u ghi vio Sd h0
tich viQc ly h6n, huy vi€c k6t
h6n kh6ng dri di6u kiQn ghi
chu theo quy dinh thi chuyOn

tvt6u s6 O t

QT.07.
MAu sO 03.

QT.07
BM.TP.OI
BM.TP.02
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Cone chtc 
I

ldm c6ng t5c 
I

h6 tich I

I

I

82 | Cqnc chuc M6t cua truy cap Phin I I

I m6m m6t cua ki6m tra th6ng tin ] I

I ctia c6ng dAn. Ki6m tra tinh hoD I i

I le cna rhanh phin ho so. (theo | |

I nroc Z QT.07). I C6ng chuc 
I

| - Cap nhar hd so diQn ru: I Mot cua I

lchuy€n h6 so cho cdng chuc | |

I lem c6ng tric hQ tich cua Phdng I I

I Tu phrip xt l1i. (theo Bufc 3 | |

lQr.ozt | |

- Thenh phin h6
so theo muc 5. 2

,r**l

I

I

trl



lai cho c6ng chric mdt cta d6
th6ng b6o cho c6ng dan bd
sung, lirm l4i hopc tu chOi yeu
cAu cta c6ng ddn

- Truong.hqp h6 so dA1 dri, hqp
16, dri di6u ki€n theo A.uy dinh
ph6p luQt thi xri ly hd so vd
trinh lanh dao Phong tu phdp
dC xuat giai quycr.

B4

Linh dpo Phdng Tu ph6p xem
x6t. duyQt h6 so vd chuydn Vdn
phdng HDND&UBND.

Ldnh dqo
Phong Tu

ph6p
0,5 ngdy

VAu sO Ot

QT.07.
Miu sO

Qr.07
BM.TP.OI
BM.TP.O2

V3, phdng HDND&UBND
ti€p nhfn. xem xdt h6 so vd
trinh ldnh dao UBND ky Trich
luc ghi chri ly hdn. huy viQc k6t
hdn.

Vin phong
HDND&UB

ND

MIu sO Ot

QT.07.
Mdu sO

QT.07
BM.TP.O1

BM.TP.02

03.

Ldnh dao UBND xem xdt. kli
Trich luc ghi chri ly h6n, hriy
viQc ktit h6n vi chuy6n ktit qud
gi6i quy6t TTHC cho Vin
phong HDND&UBND d6
chuydn trA Phdng Tu phrip.

Linh dao
UBND

tvtAu sO Ol

Qr.07.
Miu sO

QT.07
BM.TP.OI
BM.TP.02

03

B7

- C6ng chr?c 1dm c6ng t6c hd
tich ghi vdo 56 hQ tich.

N6u viQc k6t h6n trudc tl6y
duoc ddng kj tai UBND c6p xi
ho4c Sd Tu ph6p thi sau khi ghi
chri ly hdn, Phong Tu phep gui
th6ng b6o kdm theo ban sao

trich lqc hQ tlch cho UBND c6p
xd ho{c So.Tu ph6p d6.ghi chri
tiOp vio 36 hQ tich: n6u duoc
dAng ky t4i co quan dqi di€n thi
gui B0 Ngoai giao dC thdng
biio cho co quan dai dien ghi

C6ng chric
ldm c6ng tiic

h0 tich
0,5 ngiy

Miu sO Ot

QT.07.
Miu sO 03

QT.07
BM.TP.OI
BM.TP.02
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chu tiep vio 56 hQ t!ch.

- Chuy6n ktlt qui giAi quy6t
TTHC cho c6ng chuc mQt cira
dC tra k6t qui cho c6ng ddn
theo quy clinh.

B8

C6ng chuc m6t cta ti6p nh4n
va tra ket qud giai quydt TTHC
cho c6ng ddn theo quy dlnh
(Luu h6 so theo d6i)

Cdng chuc

M6t cua

Gid

henh
chinh

BM.TP.OI

BM.TP.02

8. Bieum au

9. HO SO LU'U: Bao g6m cic thirnh phin sau

TT Mi hi6u TCn Bi6u miu
I tvtlu sO t Gi6;- titip nhin h6 so vd hen trA k€t quri

2 Uau sO Z Phi6u y6u cAu b6 sung, hoin thi€n h6 so

Uau sO 3 Phieu tu cnoi tiep nhfln gini quyet ho so

4 Mdu s6 4 Phi6u xin l5i vd hgn lai ngiy trA kdt quri

5 Mau SO 5 Phi6u Ki0m so6t qu6r trinh giii quy6t h6 so

6 M6u s6 06 Miu so theo d6i hd so. Trfch luc ghi vio s6 hg tich uiec ly
h6n cria cdng ddn di duoc giai quyiit d nudc ngodi

H6 so luu

I Thdnh ph6n hd so theo rnuc 5.2

Trich luc ghi vio s6 hQ tich viQc ly h6n cria c6ng ddn tti cluoc giAi quy€t d nudc

ngoal

3 Phi6u y€u ciu b6 sung. hodn thiQn h6 so

4 Phi6u tir chOi ti6p nhln gi6i quy0t hd so

5 Phi€u xin l6i vd hen tai ngiry trd k6t qud

6 Phi6u Ki6m sodt qu6 trinh gidi quy6t hd so

H6 so duoc luu tai phong Tu ph6p. thdi gian ttru vinh vi6n.

9/1
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BM.TP.Ol

Kinh grii: (r)

CQNG HOA XA HOI CHU NGHIA VIET NAM
DQc lip - Tg do - H4nh phric

TO KHAI GHI CHU LY H6N

Hg, chir dQm, t6n nguoi y6u ciu:

^.: iltulay to tuy than: '-'

Quan h6 v6i ngudi dugc ghi chri

DC nghi ghi vdo sO hO tich vi6c
, .r ) Iquan co tnam quyen cua nuoc ng

N<yi cu tru:

I
oa ougc gtat quyet t?t co

oii cho ngu<ri du6i ddy:

Hg, chir tl€m,, t6n Gioi tinh

Ngdy, th6ng, ndm, sinh

Qu6c tich

GiAy to tiry th6n: (J 
'.

Noi cu tru hiQn nay:

Noi cu trir truoc khi xudt cdnh

Noi ding ky k6t h6n trucrc ddy:......

DA voi 6ng/bd:

Hg, chfi'tlgm t6n

Gi6y to tty thdn:
(3).

Theo (4
SO do

(s) th6ng ........ ndm

T6i cam doan nhirng nQi dung khai tr6n d6y ld dtng sU that vd chiu tr6ch nhi6m
tru6c ph6p ludt v€ cam doan c[ra minh.
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Tdi liQu gui kim theo Td khai:Ldm tqi: .............., ngdy thdng....... ndm ..
Ngutri y6u ciu

(Kit, ghi rd ho, chir dQm, t€n)

Gshi thich:
(') 

Ghi rO t6n co quan thgc hipn ghi cht hQ t!ch.

(2) Ghi theo dia chi ddng kj thuong tru; n6u kh6ng c6 noi ding k! thuong tru
thi ghi theo dia chi tlnng kj tam tru; trudng hqp kh6ng c6 noi ddng ki thuong
tru vd noi deng kj't4m tru thi ghi theo noi dang sinh s6ng.

(3) Ghi th6ng tin vC gi6y to tiy than nhu: h9 chi6u, chimg minh nhdn d6n hodc
gi5y td hqp 16 thay th6 (vi du: Chring minh nhdn ddn sO OOtOSgtZ: do COng an

thdnh ph6 Ha NOi c6Lp nghy 2OllOl2OO4).

(o)Ghi 
16 hinh thuc vdn bdrn: Bin 6nlquy6t dinh/ thoa thufn/c6c hinh thuc kh6c.

(') 
Ghi rd t6n co quan nu6c ngo?ri di gi6i quyiit ly h6n/hiry t6t nan.
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56:(r) ,'TLGCLH

GiAy to tuy thin:(3)

Noi cu tru:

Duqc ghi vio s6 hQ tich viQc(a)

t?i nu0c ngoii vriri nguiri c6 t6n dur6,'i tliy:

Hg, cht d6m, t6n:

tt'Ngay. 
thdng. nIm sinh:

Gioi rinh: Ddn t6c;

Giav t0

Noi cu tru:

BM.TP.O2

CQNG HOA XA HQI CHO NGHiA VIET NAM
DQc lSp - Trp do - H4nh phric

.......... ngdy thang ndm 20...

TRiCH LUC CHI CHU LY HON

Dan tQc Qutic tich:

(l)

Qu6c tich:

tuy

tlii girii quy6t

Cdn cri Chi (6)
SO

do . ...cap n94y..............

NGrId Kf rRicH LUC
rK.i.. uhi rd ho. chidin. rLln. thm tu. ding d.itu

t2t7
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Ngny. thdng. ndm sinh:

Cioi tinlr:

thdn:



Chil thich:

(r)Ghi 
t€n co quan cdp Trich luc; n6u li Uy ban nh6n d6n c6p huyQn thi ghi dt

02 c6p hinh chinh (huydn. tinh); n€u ld Co quan d4i diQn thi ghi 16 t€n Co quan dai

diQn vd t6n nudc c6 trp sd Co quan dai di6n.

Vi du: Tinh Thanh Hori

UBND thenh ph6 Thanh Hod

HoQc: Dqi sri qu6n ViCt Nam tai Hoa Kj,;

T6ng linh sg qudn ViQt Nam tai Osaka, Nh6t Bin
(2)Ghi 

sd ilang k1i trong Sd ghi chri ly hdn

(3)Ghi 
16 t6n lo4i gi6y to. s6, tdn co quan, ngdy, th6ng. ndm cAp gi6y td d6

(a)Ghi 
rO lo4i vi6c thgc t6: l), h6n hodc huv vidc k6t h6n

(5)N6u 
trong giSy td chung minh vi€c ly h6n/hny viQc k6t hdn c6 th6ng tin hodc

I .. .nguoi y€u cdu ghi chr.r cung cdp duoc thdng tin thi ghi; n6u kh6ng c6 th6ng tin thi
kh6ng inlkhdng ghi trong Trich luc ghi chti ly hdn.

(u) Ghi rd t€n loqi gi6y td, s6. t6n co quan. nghy thring nim c6p gi6y td chung

minh viQc ly h6r/huy viQc k6t h6n do co quan c6 th6m quyAn nudc ngoii c6p

Vi du.

B6n iin ly hdn sd 02FA123456 do Toa 6n Sydney, Australia c6p ngdy
22n2/2015

hodc: Gi6y chung nhrin ly h6n/Bin th6a thuAn ly h6n do Co quan rldng kj,hQ tich tinh
..... Edi Loan c6p ngdy23lt2l20l5.
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