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UBND HUYEN
TAN YEN

QUY TRiNH
Dnng kj' khai sinh c6 y6u tri nroc
ngohi cho ngutri di c6 hti so, giiy td
crl nhin

Mi hi€u: QT TP.l3

Ldn ban hdnh 03

Ngiy ban hdnh 1011012022

SUA DOI TAI LIEU

Y6u cAu

sira tl6i/

b6 sung

M6 tA nQi dung sira tl6i
LAn

sua

d6i

Ngiry sria

d6i

Sua d6i

CO SO

ph6p lyi,

li6n quan

den vlec

ttruc nien

tht tr,rc

Trang 4 5

PhAn 5.1

Bei bd, Nghi quyet so
33/20164JQ-HDND ngay
0811212016 cua FDND tinh
Bic Giang.quy dlnh mr'.! thu
va ry 16 di€u ti€t mQt sd logi
phi, l€ phi tr6n dia ban tinh.

86 sung: Nghi quydt s6
l1l2022lND-CP ngay
l2/712022 cria HDND tinh
B6c Giang vd quy dinh mfc
. .i

thu. mien. giam. nQp. quan ly
vi sir dung mQt sO loai phi vil
lQ phi trdn dia ban tinh Bic
Giang; Nghi dinh sO

107/202IIND-CP ngiry 06
thring 12 nlm }021 sria d6i.
bd sung mOt sd di€u cta Nghi
dfnh sd 6112018,,1{D-CP ngiy
23 th6ng 4 ndm 2018 crha

Chinh. pht v€ thuc hiQn

co ch€ m6t cua. mQt. cfra lien
thOng trong giii quydt tht tqc
hirnh chinh.

03 1011012022

)t I

Trang/ 
]

PhAn li6n ]

quan vifc 
I

sira tl6i 
I

I

I

I

I

I

I



UBND HUYEN
TAN YEN

QUY TRINH

Dnng kf khai sinh c6 yiiu t6 nufc
ngoiri cho ngucri di c6 h6 so, giiy td
c6 nh6n

ME hi6u: QT.TP. r3

Lin ban hdnh 03

Ngiy ban hdnh l0ll0l2o22

l. MUC DrCH

Quy dinh trinh tu, tr6ch nhiQm vd phuong ph6p ti6p nh6n, xu lli h6 so li6n
quan viec: D6ng kj' khai sinh c6 y6u t6 nudc ngoiri cho ngudi dn c6 h6 s<r, gi6y td
c6 nhdn.

2. PHAM Vr

Ap dyng aOi vrvi tht tgc: Ding kf khai sinh c6 y6u t6 nuoc ngoii cho
ngudi di c6 h6 so, gi6y td c6 nhAn.

C6ng chirc thuQc Phdng Tu phrip chiu trrich nhiQm thgc hi6n quy trinh niry

3. TAr LrEU vrpN DAN

,i:- Ti€u chuin qu6c gia TCVN ISO 9001 :2015

- C6c vin bdn phrip quy li6n quan dd cdp tai muc 8

4. DINH NGHIA/ VrfT TAr

VP:

UBND:

TTHC:

TN&TKQ:

TP:

Vin phdng

Uy ban nh6n ddn

Thri tuc hinh chinh

B0 phqn ti€p nhQn vd tri k6t qui

Phong Tu phrip
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UBND HUYEN
TAN YEN

QUYTRINH
Dnng kj khai sinh c6 y6u t6 nucrc
ngoiri cho nguoi tli c6 hii scr, gi6y td
ci nhin

ME hi6u: QTrP t3

L6n ban hinh 03

Ngiry ban hdnh 10ll0l2022

5.1 Co sri ph6p lf

s. NQr DUNG QUY TRiNH

- BQ LuQt DAn su 2015;

- Luat Ha tich s6 60/2014/QHl3;

- Ngh! dinh sO tZllZOtSND-CP ngdy l5l11l2}l5 cua Chinh pht quy dinh
chi ti6t mQt sO diAu vd biQn ph6p thi hdnh LuAt HO tich;

- Cin cri Th6ng tu sO:SO':rttO,t't-eTCngdy 1l th6ng 1l ndm 2016 cira
Bq Tdi chinh huong d6n v6 phi vi le phi thuQc thAm quyen quyiit dlnh cira
Hgi d6ng nhin dAn tinh, Thdnh ph6 truc thuQc Trung uong;

- Thdng u s6 O4:2O\O/TT-BTP ngity 281512020 cria BQ TruOng B9 tu ph6p
quy dlnh chi ti6t thi hdnh mQt s6 di6u cua Luflt h0 tich vir Ngh! <linh s6
1?r?/2015/NDCP ngdy 15l1ll2}l5 cta Chinh phri quy dinh chi ti€t m6t s6
di6u vi biQn ph6p thi hdnh Luat h0 tich;

-Ngh! quy6t rO t tlZOZZntO-CP ngdy 121712022 crla HDND tinh B6c Giang vC

quy dlnh muc thu, mi6n, gi6m, nQp, quan llf vd sri dqng m61sil1o4i phi vi 16 phi
tr6n dia bin tinh Bdc Giang.

- \Sni dintr si5 OtzOttnvo-CP ngiy 231412018 cta Chinh phir vd thr,rc hien co
ch6 m6t cria, mQt cua li€n th6ng trong gi6i quy6t Tht tuc hdnh chinh.

- Nghf d!nh.sO.tOZfZOZtnqD-CP ngdy 06 thang 12 nim 2O2l sua ddi, b6
sung mQt s6 di€u cta Nghi dinh s6 61/20184{D-CP ngdy 23 thing 4 nirm
2018 cua Chinh pht v6 thr,rc hiQn co ch6 mQt c[ra, mQt cira li6n th6ng trong
gi6i quy€t thir tgc hdnh chinh;

- Th6ng tu si5 0tl20t8/TT-VPCP ngity 23llll2018 huong dan thi hirnh mQt

s6 quy dinh cira Ngh! dinh s6 61/2018AID-CP ngiy 231412018 cua Chinh
phir v€ thgc hiQn ccr ch6 mQt cua, mQt cta li€n th6ng trong gi6i quy€t Thu
tqc hdnh chinh;

- Quy6t tlinh s6 2141/QD-UBND ngiy 26ll)202}vd viQc c6ng b6 danh mr,rc

thu lrc hdnh chinh moi ban hanh, chuAn h6a, sta d6i, b6 sung, bii bo linh vgc
trg girip phrlp lj, thira phrit l4i, trgng t?ri thucrng m4i, hoa gi6i thuong mai, h0

tich thu6c ph4m vi chuc ning quan lli cua So Tu ph6p tinh Bdc Giang'

- Quytit dinh s6 645/QD-UBND ngiy O9l4l202l v€ vi6c c6ng b

dich vp cOng truc tuy6n tr€n C6ng dich vu c6ng tinh B6c Giang.
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QUY TRINH

DIng kf khai sinh c6 16u tri nudc
ngoii cho ngucri df, c6 h6 so', giAy td'
c6 nh6n

Md hi6u QT.TP.l3

Ldn ban h2rnh 03

Ngdybanhdnh 1011012022

- Td khai ddng kli khai sinh theo m6u quy dinh; x

- Vdn bdn cam doan v€ vi6c chua ddng kj'khai sinh; X

- Bin sao toin bQ hd so, gi6y td cta ngudi y€u ciu ho4c h6
so, gi6y to, tiri liQu kh6c trong d6 c6 cric th6ng tin li6n quan
di5n nQi dung khai sinh;

5.3 Sii luqng h6 so: 01 b0

5.4 Thiri gian xii'lf : 05 ngiry lirm vi6c k€ tri ngiry nhAn dt hti so hqp lQ;

5.5 Noi fi6p nh{n vir tr:i k6t qui: Bo phAn Ti6p nhAn vd trd k€t qua thuQc
UBND

LQ phi: 50.000 d6ng/ trudng hqp; gidm 50%o khi thuc hiQn dich vu c6ng truc
tuydn.

- Mi6n lQ phi h6 tlch trong nhirng trudng hqp sau: D6ng kli h9 tich cho
nguoi thu6c gia dinh c6 c6ng voi c6ch mang; ngudi thuQc h0 ngheo; nguoi
khuyCt t4t.
(Nghi quyat s6 I t/2022/NQ-HDND ngin, t 2/7/2022 cua HDND tinh Btic Giang).
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UBND HUYEN
TAN YEN

5.2 i Thnnh phAn hd so

L1
I Bin Bdn I

I crrinrr I sao 
I

I

-l
| - f**g h<ro ngu<ri y6u ciu dang ky khai sinh li c6n bd.

J 
cong chric. vi€n chuc. nguoi dang c6ng tdc trong h,rc lugng
vi trang thi phai co vdn ban x6c nhfln cua Thu truong co

lquan. don vi v6 vi6c nhirng n6i dung khai sinh cira ngudi 
]

i aO gOm hg. chti d6m. ten; gidi tinht ngdy. th6ng. ndm sinhl

]ddn tQc; quoc.tichl qu6 qu6u quan hQ cha - con, me - con

I 
nnU non voi h6 so do co quan. dcrn vi ttang quan l1i. 
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UBND HI.IYEN
TAN YEN

QUY TRINH

Dnng kj khai sinh c6 y5u tii nurtc
ngoii cho ngucri tli c6 h6 scr, gi6y td
ci nhin

MA hieu QT.TP.13

LAn ban hiinh 03

TT Trinh tu Tr6ch
nhiQm

Thdi
gian

Bi6u miu/K6t
qui

BI C6ng dan truy cdp C6ng DVCQG
ho4c C6ng DVC cAp tinhl ddng
kfldang nh4p tii khoin. x6c thuc
dinh danh di€n tt:
- C6ng ddn didn cric th6ng tin tr6n
Bi6u m5u di6n tu tuong tric dang kj'
khai sinh, tdi l6n c6c giSy td cAn

thi6t.

C6ng ddn

Ngay sau
khi ti€p

nh{n y6u
cAu

B2

C6ng chric

MQt cua
0,5 ngdy

Thnnh phAn h6
so theo muc 2

UausOOt QT.OZ

B3

Cdng chric tdm c6ng t6c h0 tich
xem x6t, xu lli h6 so: (thgc hiQn
theo Budc 4 QT.07) dim bio
theo Didu 8 Thdng tu s6 04/2020
cta BQ tru&ng BQ Tu ph6p

- Trudng hqp hd so chua <liy dt
ho4c kh6ng hqp lQ thi chuydn l4i
cho c6ng ch0c MQt cua d€ thdng
biio cho c6ng dAn b6 sung. lirm
lai.

- Truimg hop hd so ddy dt, hqp
l€. c6 cdn ct x6c dinh thu0c
trudng hgp c6 hd so c6 nhdn

C6ng chric
lim c6ng tiic

h0 tich
2,5 ngdy

BM.TP.OI

BM.TP.O2

7t7

Ngdy ban hirnh 10,1012022

5.7 Quy trinh xfr lf c6ng vigc

C6ng chuc M6t cua truy cap Phin 
I

mdm mQt cua kidm tra th6ng tin 
I

cua c6ng dnn. li6m tra tinh hqp 19 
|

cua thinh phin hd so. thgc hi6n I

theo Brfc 2 QT.07). 
I

- Cdp nhat hd so diQn tu: chuy6n 
I

ho so cho c6ng chuc lim cdng 
I

tric h9 tich cua Phong Tu phdp 
I

xu ly. (thgc hiQn theo Butftc 3 
|Qr.07). I

uiu xi oz. Qr.ozI



QUY TRiNH

Dnng kf khai sinh c6 yliu t6 nurlc
ngoiri cho ngudi tI6 c6 h6 so, gi6y td
c6 nhAn

Md hi6u QT.TP.l3

LAn ban hdnh 03

Ngiry ban hinh 1O11012022

B4
Ldnh dao Phong Tu phrip xem
x6t, duyQt h6 so vd chuydn Vdn
phdng HDND&IIBND.

Linh dao
Phong Tu

phep

Vdn phdng HDND&UBND tiiip
nh6n, xem xdt h6 s0 vA trinh
l6nh dao UBND ky GiAy khai
sinh.

Vdn phong
HDND&UB

ND
0,5 ng?ry

B6

Linh d4o UBND xem xdt, Gi6Ly

khai.sinh vd chuy6n ttlt qua giai
quy€t TTHC cho" Vin phdng
HDND&UBND d€ chuy€n trA
Phong Tu phrip.

Ldnh dao
UBND

0,5 ngiry
BM.TP.OI

BM.TP.O2

- C6ng chric lirm cdng t6c hO tich
ghi nQi dung khai sinh vao 56 hQ

tich. ctng nguoi di dAng kj khai
sinh ky t6n vdo Sd hQ tich.

- Chuy6n k6t qud gini quytit
TTHC cho c6ng chtc m6t cta
de tra ket qua cho c6ng dan theo
quy dinh

Cdng chuc
lirm c6ng t6c

h0 tich
0,,5 ngdy

Blt

C6ng, chric m6t cua.ti6p nhdn vir
tra kdt qud giai quy6t TTHC cho
cong ddn theo qur dinh tLuu ho
s<v theo ddi)

Cdng chfc

MOt cua

Gid

henh
chinh

8t7
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UBND HUYE}{
TAN YEN

QUY TRiNH
Dnng kf khai sinh c6 y6u t5 nuric
ngoiri cho ngutri tl5 c6 hd str, gi6y td
cd nh6n

ME hieu: QT.rP.13

Ldn ban hdnh 03

Ngdy ban hinh lltlol2022

8. Bi6u m6u

9. HO SO LU'IJ: Bao gdm crlc thhnh phin sau

TT Me hiQu TOn Bi6u miu
I tvtAu sO t GiSy tiiip nhan hd so vir hen trri k6t quA

2 Mdu s6 2 Phi€u y€u cAu b6 sung, hoan thiQn hd so

J M6u s6 3 Phi6u tu ctrOi titip nhfn giai quy6t h6 so

4 Mdu sO + Phi6u xin l5i vi hgn l4i ngdy trd k6t qui
l,f6u sO S Phi6u Ki€m sodt qud trinh giai quy6t ho s<r

MAu sd theo d6i h6 so. Gidy khai sinh

TT Hd so luu

2 Gi6y bi€n nhfn

Bdn sao gidy td hQ t[ch

4 Ta.r trinh

5 56 theo d6i ti6p nhAn vi trA k6t quA xu lyi' c6ng viQc

6. Crlc bi0u m6u khric

H6 so duoc luu t4i phong Tu phrip, thdi gian luu vinh vi6n.
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UBND HUYEN
TAN YEN

QUY TRINH

DIng kf khai sinh c6 y6u t6 nunc
ngoiri cho ngucri ili c6 hd so, giAy td
ci nhdn

Mi hi6u: QT.TP.l3

LAn ban hdnh 03

Ngdybanhdnh 10/1012022

BM.TP.OI
CQNG HOA XA HQI CHU NGHIA VIT'T NAM

DQc I$p - Tq do - H4nh phric

TO KHAI DANG K'i KHAI SINH

Kinh grii: (r)

Hg, chii tIQm, tOn ngrcri y6u cAu

Noi sinh:

Noi cu trf : 
(l)

Quan hQ vdi ngudi dugc khai sinh: ................

Dd nghico quan tling kf khai sinh cho ngutri durfi tliy:
Hg, chfr tIQm, t6n

Ngdy. thring. nAm sinh ghi blng cht

Gidi tinh Ddn tdc Qu6c tich

Qu€ qudn

Ho. chit tl6m. tdn m9: ............
Ndm sinh: Ddn t6c: Qu6c tich
Noi cu tru: 

(3)

Hg, chii'tlQm, tan cha:

Ndm sinh: DAn t6c

Noi cu trri : 
(3)

T6i cam doan n6i dung <16 nghi ding kj' khai sinh tr€n d6y ld dring su that. duoc su
th6a thu{n nh6t tri cta c6c bdn li€n quan theo quy dinh ph6p lu4t.

T6i chlu hoin toin tr6ch nhiQm tru6c ph6p luat vA nQi dung cam doan cta minh.

Ldm tgi: ngdt ...-.......thdng ......... ndm

Ngucri y6u ciu
(Ki, ghi rd h9, chit dQm, t€n)

: ..........................Qu6c tich: .........
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UBN^D HU.YEN
TAN YEN

QUY TRiNH
DAng kf khai sinh c6 y6u t6 nuric
ngoiri cho nguoi ili c6 h6 so, giiy td
ci nh6n

Mi hidu: QT.TP.l:l

L6n ban hirnh 03

Ngdybanhdnh 1011012022

Chi thich:
( I ) Chi 16 t6n co quan ding k! khai sinh

Vi da. - Uy ban nhan ddn phudng DiCn Bi6n. Ba Dinh, Hd NQi

- Uy ban nhan dan quan l, thanh ph6 HO Chi Minh

'2)Ghi th6ng tin ve gidy to tuy than cira nguoi di deng kf. ghi 16 sii. co quan c6p, ngiy
cAp h6 chi6u, chung minh nhdn dAn ho4c gi6y td hqp l0 thay th6

Vi dtt. Chtmg minh nhAn dan s6 001089123 do C6ng an thdnh ph6 He NOi c6p ngdy
20/10t2014.

(3) 
Ghi theo dia chi ddng kf thuong tru; n6u kh6ng c6 noi ding k! thucrng rru thi ghi theo

tlia chi tlEng ki tam tru; truong hqp kh6ng c6 noi ddng ki thuong tru vd noi ding ki tAm tru thi
ghi theo dia chi dang sinh siing.

(4) 
Trudng hqp sinh t4i co so y ti5 thi ghi rd t€n co sd y t6 vd itia danh hdnh chinh

Iri d4: - BQnh vi6n PhU sin, Hd N6i

Tr4m y t6 xd Dinh Bdng. huydn Tu Scyn. tinlr Bic Ninh.

Truirng hqp sinh ra ngodi co so y t6 thi ehi dia danh cua 03 cAp hanh chinh (xd, huyQn,

tinh), noi sinh ra.

li du: xd Dinh Bring. huyen Tir Son. trnh Bic Ninh.
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UBND HUYEN
TAN YEN

QUY TRINH

Dnng ky khai sinh c6 y6u t6 nu6c
ngoiri cho nguoi tli c6 h6 so, gi6y td
ci nhin

Ml hiQu: QT.TP.l3

LAn ban hhnh 03

Ngdybanhanh 10/10/2022

conc Hda xi nol cHi, NGHiA !'I0T NAM
Doc Up - Tt, do - Henh phic

GIAY KHAI SINH

Sd:

ghi bing chir:.

Qu6'c tich:

QurSc trch:

Qudc tich:

NGUdt K1 GT{Y KHAT SINH
(K\r, Bhi ri ho, chl ll|nt, tt,t, thtc tu ld d(t,tg dliu)

H9, ch8 dQm. t€n;...

Ngiiy. thring. nim sinh:.

Gidi tinh:

Nrli sinh:

.DAn tdc:.....

Qu€ quiin:. .

,O UrO *nn ., nni"

H9, ch8 tlQm, tan ngr.fdi m9:

Ntrrrr sinh:. DAo tdc:

Ndi cr..a tr[:

He. chfr dem, ton ngddi cha:

Nim sinh: . .. . . Din tQcr

Ndi cd t ':

H0, chE dem, rCn n$ff| tll khal slnh:

Gidy td tiry thdn:

Ndl at6ng ki khai sioh;

Ngly, tlui4. n5m aling ki:

BM.TP.O2
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