1. Thi tuc dang ky khai sinh

Trinh ty thuc hién:

- Néu lya chon hinh thirc nop hé so truc tiép, ngudi ¢ yéu cau ding ky khai sinh
nop ho so dang ky khai sinh tai B phan mot cira cia UBND cap xa c6 tham quyen;
nop 1€ phi néu thude truong hop phai nop 1€ phi déng ky khai sinh; nop phi cap ban sao
Gidy khai sinh néu cé yéu cau cap ban sao Giay khai sinh.

- Néu lya chon hinh thic nop hd so truc tuyén, nguoi ¢d yéu cau dang ky khai
sinh truy cap Cong dich vu cong qubc gia hoac Céng dich vu cong cap tinh, ding ky
tai khoan (néu chua c6 tai khoan), xac thuc nguoi dung theo hudng dan, ding nhap
vao hé thdng, xac dinh ding Uy ban nhan dan cap Xa co tham quyen

Ngudi c6 yéu cau diang ky khai sinh truc tuyen cung cap théng tin theo biéu
mau dién tir twong tac dang ky khai sinh (cung cap trén Cong dich vu cong), dinh kém
ban chup hoic ban sao dién tir cac gidy to, tai liéu theo quy dinh; nop phi, 1& phi
thong qua chirc niang thanh toan truc tuyén hoac bang cach thice khac theo quy dinh
phap luat, hoan tat viéc nop ho so.

- Can bo tiép nhan hé so tai Bo phan mot ctra cd trach nhiém kiém tra tinh chinh
xéc, day du, thong nhat, hop 1€ cua ho so.

(i) Truong hop hd so day du, hop Ié thi tiép nhan hd so; néu tiép nhan hd so sau
15 gio thi c6 Phiéu hen, tra két qua cho ngudi co yéu cau trong ngay lam viéc tiép theo
(néu nguoi c6 yéu cau lua chon hinh thitrc nop hé so truc tlep) hodc guri ngay Phiéu
hen, tra két qua qua thu dién tir hoac gui tin nhan hen tra két qua qua dién thoai di
dong cho nguoi c6 y&u cau (néu ngudi ¢ yéu cau lya chon hinh thic nop ho so truc
tuyén); chuyén hd so dé cong chtc 1am cdng tac ho tich xir ly.

Sau khi tiép nhan hé so theo hinh thuc nop truc tiép, can bo tiép nhan hé so tai
Bo phan mét cira thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé
thong thong tin, co sd dir lidu) va ky sé vao tai liéu, ho so giai quyét thu tuc hanh
chinh di duoc s6 hoa theo quy dinh.

(i) Truong hop ho so chua day du, hop 18 thi ¢6 thong bao cho nguoi yéu cau
bo sung, hoan thién ho so, néu rd loai gidy td, ndi dung can bo sung dé nguoi ¢ yéu
cau bo sung, hoan thién. Sau khi ho so dugc bo sung, thuc hién lai bugc (i);

(iii) Truong hop ngudi c6 yéu cau ding ky khai sinh khéng bo sung, hoan thién
dugc hd so thi bdo cao Trudng bd phan mot cira c6 thdng bao tir chbi giai quyét yéu
cau ding ky khai sinh.

- Cong chirc tu phap - ho tich tham tra hd so (tham tra tinh théng nhat, hop 1¢ cua
c4c thdng tin trong hd so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hodc dinh
kem).

+ Trudng hop hd so can bd sung, hoan thién hodc khong du diéu kién giai quyét,
phai tir chéi thi giri théng bao vé tinh trang ho so téi Bo phan mot cira dé thong bao
cho ngudi ndp ho so — thuc hién lai budc (i) hoac (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hozc do nguyén nhan khac



ma khong the tra két qua ding thoi gian da hen thi cong chirc lam cong tac h¢ tich
Iap Phiéu xin 15i va hen lai ngay tra két qua, trong d6 néu 1 Iy do cham tra két qua
va thoi gian hen tra ket qua, chuyén Bo phan mot cira dé tra cho nguoi ¢6 yéu cau
(neu ngudi 6 Yau cau lua chon hinh thic nop hé so truc tiép), hoac giri Phiéu xin
16i va hen lai ngay tra ket qua qua thu dién tir hodc gui tin nhan qua dién thoai di
dong cho ngudi co yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc nop hd so truc
tuyén).

+ Néu thay hd so day du, hop 18, ding quy dinh, truong hop tiép nhan hd so dang
ky khai sinh theo hinh thtc truc tiép, thi cdng chiic tur phap - ho tich thuc hién viéc ghi
vao S6 dang ky khai sinh, cap nhat thong tin dang ky khai sinh trén Phan mém dang ky,
quan ly ho tich dién tir dung chung, luu chinh thic va chuyén thong tin dén
CSDLQGVDC dé lay S6 dinh danh ca nhan.

Truong hop tiép nhan hd so dang ky khai sinh theo hinh thuc truc tuyén, cong
chire tu phép - h tich gui lai biéu mau Gidy khai sinh dién tir voi thong tin day di cho
ngudi Yeu cau qua thu dién tir hodc thiét bi sb.

Nguoi yéu cau cd trach nhiém kiém tra tinh chinh xac, day du cta cac thong tin
trén biéu mau Giay khai sinh dién tir va xac nhan (t6i da mot ngay).

Néu ngudi ¢ yéu cau xéac nhan thdng tin da thong nhat, day du hoac khéng cé
phan héi sau thoi han yéu cau thi cong chire tu phap - ho tich thuc hién viéc ghi noi
dung vao So dang ky khai sinh, cap nhat thong tin ding ky khai sinh trén Phan mém
dang ky, quan Iy ho tich dién tir diing chung, luu chinh thic va chuyén thong tin dén
CSDLQGVDC dé lay Sé dinh danh ca nhan.

- Sau khi CSDLQGVDC tra vé S6 dinh danh c& nhan, cong chitc tu phap - ho tich
in Giay khai sinh, trinh Lanh dao UBND ky, chuyén téi Bo phan maot cira dé tra két qua
cho nguoi ¢6 yéu cau.

- Nguoi ¢6 yéu cau dang ky khai sinh kiém tra thong tin trén Giay khai sinh, trong
S6 dang ky khai sinh va ky tén vao S6 dang ky khai sinh, nhan Giay khai sinh.

*Luuy:

- Trong thoi han 60 ngay ké tir ngay sinh con, cha hodc me ¢6 trach nhiém ding
ky khai sinh cho con; truong hop cha, me khong thé dang ky khai sinh cho con thi
ong hodc ba hodc nguoi than thich khic hodc ¢4 nhan, td chirc dang nuoi dudng tré
em co trach nhiém dang ky khai sinh cho tré em.

- Truong hop dang ky khai sinh cho tré bi bé roi thi sau khi nhan dugc thong
bao, Cha tich Uy ban nhan déan cdp xa hodc Trudng cong an cap xa c6 trach nhiém
t6 chtrc 1ap bién ban vé viéc tré bi bo roi.

Sau khi 1ap bién ban, Uy ban nhan dan cAp x4 tién hanh niém yét tai tru SO Uy
ban nhan dan trong 07 ngay lién tuc vé viéc tré bi bo roi. Hét thoi han niém yét, néu
khong co thong tin vé cha, me dé cua tré, Uy ban nhan dan cap x4 thong béo cho cé
nhan hoic to chirc dang tam thdi nudi dudng tré dé tién hanh dang ky khai sinh cho
tre.



- Trudong hop tré chua xac dinh dugc cha thi ho, dan tdc, qué quén, quéc tich
cua con dugc xac dinh theo ho, dan toc, qué quan, quéc tich ctia me; ph?m ghi vé cha
cua tré dé trong. Néu vao thoi diém dang ky khai sinh ngudi cha yéu cau lam thu tuc
nhan con thi két hop giai quyét viéc nhan con va ding ky khai sinh.

- Truong hop tré chua xac dinh duge me ma khi dang ky khai sinh cha yéu cau
lam thu tyc nhan con thi ket hop giai quyét viéc nhan con va dang ky khai sinh; phan
khai vé& me cta tré dé trong.

- Truong hop tré khong thude dién bi bo roi, chua xac dinh dugc ca cha va me
thi thue hién twong tu nhu dang ky khai sinh cho tré bi bo roi, nhung trong S6 ho
tich ghi 1o “Tré chua xac dinh dugc cha, me”.

Cach thirc thuc hign:

Nguoi ¢6 yéu cau dang ky khai sinh truc tiép thuc hién hoic uy quyen cho
nguoi khac thue hién nop hé so truc tiép tai B6 phan mot ctra cia UBND cép x& hodc
gui hé so qua hé théng buu chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
quoc gia (https:/dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
(https://dichvucong.binhduong.gov.vn).

Thanh phan hé so

- T khai ding ky khai sinh theo mau (néu ngudi c6 yéu cau lua chon ndp ho so
theo hinh thuc truc tiép);

- Biéu mau dién tir twong tac dang ky khai sinh (do ngudi yéu cau cung cip thong
tin theo huéng dan trén Cong dich vu cong, néu ngudi c6 yéu cau lua chon ndp hd so
theo hinh thirc truc tuyén);

- Nguoi ¢ yéu cau dang ky khai sinh thuc hién viée ndp/xuét trinh (theo hinh
thire truc tiép) hodc tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Ban chinh Gidy chung sinh; truong hop khéng c6 Gidy chiing sinh thi nop
van ban ciia ngudi 1am chiing xac nhan vé viéc sinh; néu khong c6 ngudi lam ching
thi phai c6 gidy cam doan vé viéc sinh;

- Truong hop tré em bi bé roi thi phai c6 bién ban vé viéc tré bi bo roi do co
quan c6 tham quyén lap.

- Truong hop khai sinh cho tré em sinh ra do mang thai ho phai c6 van ban xac
nhan cta co sd' y té da thyuc hién ki thuat hd tro sinh san cho viéc mang thai ho.

- Van ban uy quyén (duoc chung thuc) theo quy dinh caa phép luat trong trudng
hop uy quyen thuc hién viéc dang ky khai sinh.

* Gidy to phdi xudt trinh:

- Ho chiéu hodc Ching minh nhan dan hoic Thé cin cudc cong dan hoac cac
gidy to khéc ¢ dan anh va thong tin ¢4 nhan do co quan c6 thim quyén cap, con gia
tri sir dung dé chtiing minh vé nhan than cia nguoi c6 yéu cau ding ky khai sinh.
Truong hop cac thong tin c& nhan trong cac giy to nay da c6 trong CSDLQGVDC,
CSDLHTPDT, duoc hé théng dién ty dong thi khong phai tai 1&n (theo hinh thic truc



https://dichvucong.gov.vn/
https://dichvucong.binhduong.gov.vn)/

tuyén);

- Gidy to c6 gia tri chizng minh thong tin vé cu trii trong truong hop co quan
dang ky h¢ tich khong thé khai thdc dwoc thdng tin vé noi cu trii cuia cdng dan
theo cdc phwong thirc quy dinh tai khodn 2 Piéu 14 Nghj dinh Sd 104/2022/ND-
CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thdng tin Vé giay to chiing
minh noi cu tru da dwoc khai thac tir Co so dir ligu quoc gia Vé ddn cw bang cac
phwong thire nay thi nguoi ¢ yéu cau khoéng phdi xudt trinh (theo hinh thezc triec
tiep) hodc tdi 18n (theo hinh thic truc tuyén).

- Giay ching nhan két hén néu cha, me di dang ky két hon. Truong hop di co
thong tin vé viéc két hon cua cha, me trong CSDLHTPT, CSDLQGVDC thi khdng
phai xuat trinh (theo hinh thirc truc tiép) hoac tai Ién (theo hinhthuc  truc tuyén).

Truong hop giri ho so qua hé thong buu chinh thi phai giri kém theo ban sao c6
chtng thuc céc gidy to phai xuat trinh néu trén.

* Luwu y:

- Déi v6i gidy to ndp, xuat trinh néu ngudi yéu cau nop ho so theo hinh thirc
truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, d6i chiéu véi thong tin trong to
khai, chup lai hodc ghi lai thong tin dé luu trong hd so va tra lai cho ngudi xuat trinh,
khong duogc yéu cau ndp ban sao hodc ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich ¢o thé ndp ban sao ching thuc tr ban chinh
hodc ban sao duge cip tir s6 goc hoac ban chup kem theo ban chinh glay tor dé d6i
chiéu. Trudng hop ngudi yéu cau ndp ban chup kém theo ban chinh gidy td thi nguoi
tiép nhan c6 trach nhiém kiém tra, ddi chiéu ban chup voi ban chinh va ky xac nhén,
khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, du ho so dang ky ho tich theo
quy dinh cta phap luat ho tich, khong duge yéu cau nguoi dang ky ho tich nop thém
gidy to ma phap luat h¢ tich khong quy dinh phai ndp.

- Pbi voi gidy to giri kém theo néu ngudi yéu cau nop ho so theo hinh thire truc
tuyen

+ Ban chuyp cac gidy to gui kem theo ho so dang ky khai sinh tryc tuyén phai bao
dam rd nét, day du, toan ven vé ndi dung, 1a ban chup bang may anh, dién thoai hodc
duoc chup, dugc quét bang thiét bj dién tur, tir giay to dugc cap hop 1€, con gia tri st
dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so dang ky khai sinh truc
tuyén dd c6 ban sao dién tir hodc di co ban dién tir gidy to ho tich thi nguoi yéu cau
duoc st dung ban dién tir nay.

+Khi dén co quan dang ky ho tich nhan két qua (Gidy khai sinh/ban sao Gidy khai
sinh), nguoi ¢6 yéu cau dang ky khai sinh phai np ban chinh Gidy chimg sinh; xuat
trinh gidy to tuy than; ban chinh Gidy chtng nhan két hon (néu cha me tré di dang ky
két hon va thong tin vé viéc két hon chua c¢6 trong CSDLQGVDC, CSDLHTDT).



- Giéy td do co quan c6 tham quyén ctia nude ngoai cap, cong chimg hodc xac
nhan dé str dung cho viéc ding ky ho tich tai Viét Nam phai dugc hop phap hoa lanh
su theo quy dinh cta phap luét, trir truong hop duoc mién theo diéu uwdc quéc té ma
Viét Nam la thanh vién.

- Truong hop nguoi yéu cau dang ky khai sinh khong cung cap dugc gidy to
néu trén theo quy dinh hoac glay to ndp, xuat trinh bi tdy x0a, stra chira, 1am gia thi
co quan ding ky ho tich ¢6 tham quyén hiy bo két qua ding ky khai sinh.

- Truong hop nguoi di dang ky khai sinh cho tré em 1a 6ng, ba, nguoi than thich
khac thi khéng phai ¢6 vin ban uy quyén cta cha, me tré em, nhung phai thong nhat
v6i cha, me tré em vé cac ndi dung khai sinh.

- Pbi véi viée xéac dinh ho, dan toc, qué quéan, dat tén cho tré:

+ Viéc xac dinh ho, dan tdc, dat tén cho tré em phai phu hop voi phap luat va
yéu cau gilt gin ban sac dan toc, tip quan, truyén thong vin hoa tt dep cua Viét
Nam; khong dat tén qua dai, khé st dung.

+ Truong hop cha, me khong thoa thuan duoc vé ho, dan toc, qué quan cua con
khi dang ky khai sinh thi ho, dan toc, qué quan ctia con dugc xac dinh theo tap quan
nhung phai bao dam theo ho, dan toc, qué quan cua cha hodc me.

- Truong hop cho phép nguoi yéu cau dang ky ho tich 1ap van ban cam doan vé
ndi dung yéu cau dang ky ho tich thi co quan dang ky ho tich phai giai thich rd cho
nguoi lap van ban cam doan vé trach nhiém, h¢ qua phap ly ctia viéc cam doan khong
dung su that.

Co quan diang ky ho tich tir chdi giai quyét hoic dé nghi co quan c6 thim quyén
hay bo két qua dang ky ho tich, néu co co so xac dinh ndi dung cam doan khéng
ding su that.

S6 lwong ho so 01 b6

Thoi han giai quyét: Ngay trong ngay tiép nhan yéu cau, trudng hop nhén ho so
sau 15 gio ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.

Poi twong thuc hién thi tuc hanh chinh: Ca nhan

Co quan thgc hién tha tuc hanh chinh:

- Uy ban nhan dan cip x4 noi cu tra ciia ngudi cha hodc ngudi me thuc hién dang
ky khai sinh cho tré em;

- Uy ban nhan dan cip xa noi 1ap bién ban vé viéc tré bi bo roi dbi véi truong hop
dang ky khai sinh cho tré bi bo roi.

- Uy ban nhan dan cip x3 noi tré dang cu tr ¢6 trach nhiém ding ky khai sinh cho
tré chua xac dinh duoc cha, me.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thwc hién thi tuc hanh chinh: Giay khai sinh (ban chinh), ban sao
Gidy khai sinh (truong hop yéu cau cap ban sao Giay khai sinh).

Lé phi:

- Pbi voi truong hop dang ky khai sinh khong dung han: 5.000 dong/truong



hop.
- Mién Ié phi ddi véi trudng hop khai sinh ding han, nguoi thude gia dinh c6
cdng véi cach mang; nguoi thudc ho nghéo; ngudi khuyét tat.

- Phi cap ban sao Gidy khai sinh (néu c6 yéu cau): 8.000 dong/bdn sao.

Mau don, mau to khai:

+ To khai dang ky khai sinh (néu nop hd so theo hinh thic tryuc tiép);

+ Biéu mau dién tir twong tac dang ky khai sinh (néu nop hd so theo hinh thirc
truc tuyén).

Can cw phap ly:

- Luat Hon nhan va gia dinh nam 2014;

- Luat Ho tich nam 2014;

- Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 ctia Chinh phii quy dinh chi
tiét mot sb diéu va bién phap thi hanh Luat Ho tich:

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

- Nghi dinh s¢ 104/2022/NB-CP ngay 21/12/2022 ciia Chinh phui sita doi, bo
sung mét sé dieu cua cac nghi dinh lién quan dén viéc nép, xudt trinh sé hé khau,
s6 tam tri gidy khi thuc hién thi tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cua B trudong Bo Tu phap quy
dinh chi tiét thi hanh mét sé diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-CP
ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu sb 01/2022/TT-BTP ngay 04/01/2022 cua B truong Bo Tu phép
quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh sb 87/2020/ND-
CP ngay 28/7/2020 cua Chinh phu quy dinh vé Co so dit liéu ho tich dién tir, dang
ky ho tich tryc tuyén;

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ciia B trudong Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan ly va sir dung phi khai thac, sir dung théng tin
trong co s& dit liéu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 13 nguoi
goc Viet Nam, 18 phi quéc tich.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trusng Bo Tai chinh
huéng dan vé phi va 1é phi thuoc tham quyén quyét dinh caa Hoi ddng nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo truang Bo Tai chinh
stra d6i, bd sung mot sé diéu cua Thong tu sé 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh hudng dan vé phi va Ié phi thuoc tham quyén quyét dinh cua Hoi
dong nhan dan tinh, thanh phé truc thugc Trung wong.

- Nghi quyet s6 73/2016/NQ-HDND ngay 16/12/2016 cua Hoi d6ng nhan dan
tinh Binh Duong vé ché do thu, ndp I phi ho tich trén dia ban tinh Binh Duong.

Ghi chi: Phdn chiz in nghiéng la ngi dung siza doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123
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T6i cam doan ndi dung dé nghi ding ky khai sinh trén day 1a ding su that, dugc sy thoa
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Chu thich:

() Ghi rd tén co quan ding ky khai sinh.

@) Ghi theo noi dang ky thuong trd; néu khong c6 noi dang ky thuong trd thi ghi
theo noi dang ky tam tra; truong hop khong c6 noi dang ky thuong tri va noi dang ky
tam tra thi ghi theo noi dang sinh song.

®) Ghi thong tin vé gidy to tly than ctua nguoi di dang ky, ghi rd b, co quan cap,
ngay cap ho chiéu, chang minh nhan dan hoic gidy to hop Ié thay thé (Vi du: Chang
minh nhan dan s6 001089123 do Céng an thanh phd Ha Noi cap ngay 20/10/2014).

@ Truong hop sinh tai co sy té thi ghi rd tén co sd Y té va dia chi tru so co so Y té do.

Vi du: - Bénh vién Phu san Ha N6i, duong La Thanh, phuong Ngoc Khanh, quan
Ba Dinh, Ha Noi

- Tramy té x4 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co so Y té thi ghi dia danh ciia 03 cap hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi du: x4 Pinh Bang, huyén Tir Son, tinh Bac Ninh.

) Ghi day di ngay, thang sinh caa cha, me (néu cd).

® P& nghi danh dau X vao 6 néu cd yau cau cap ban sao va ghi rd s6 luong.



