Thi tuc dang Ky giam hg

Trinh tw thwc hién:

- Néu lya chon hinh thic nop hd so tryc tiép, nguoi co yéu cau dang ky gidm
ho nop hd so dang ky giam ho tai Bo phan mot cira cua UBND cap xa ¢6 tham quyen
nop 1€ phi néu thudc truong hop phai nop 1€ phi dang ky giam hd; nop phi cap ban
sa0 Trich luc dang ky giam ho néu co yéu cau cap ban sao Trich luc dang ky giam
ho.

- Néu lya chon hinh thic nop hd SO truc tuyén, nguoi €O yeu cau dang ky
giam ho truy cap Cong dich vu c6ng qudc gla hoac Cdng dich vu cbng cap tinh,
dang ky tai khoan (neu chua c6 tai khodn), xac thuc nguoi dung theo hudéng dan
dang nhap vao hé thong, xac dinh ding Uy ban nhan dan cap xa c6 tham quyén.

Nguoi ¢6 yéu cau dang ky gidm ho truc tuyén cung cap thong tin theo bicu
mau dién tir tuong tac dang ky giam ho (cung cap trén Céng dich vu cdng), dinh
kém ban chup hoac ban sao dién tir cac glay to, tai liéu theo quy dinh; nop phi, 1€
phi thdng qua chirc nang thanh toan tryc tuyén hoic bang cach thic khac theo quy
dinh phép luat, hoan tat viéc nop hd so.

- Can bo tiép nhan hd so tai Bo phan mot ctra ¢6 trach nhiém kiém tra tinh
chinh xac, day du, théng nhat, hop 1é cta hd so.

(1) Truong hop ho SO day du, hop 1€ thi tlep nhan hé so, c6 Phiéu hen, tra két
qua cho nguoi c6 yéu cau (néu ngudi ¢ yéu cau lva chon hinh thac nop hd so truc
tiép) hoac gui ngay Phiéu hen, tra két qua qua thu dién tu hoac gui tin nhan hen
tra két qua qua dién thoai di dong cho ngudi ¢ yéu cau (neu ngudi o yéu cau lya
chon hinh thirc nop ho so truc tuyén), dong thoi chuyén ho so dé cong chic 1am
cong tac ho tich xu ly.

Sau khi tiép nhan ho so theo hinh thic ndp truc tiép, can bo tiép nhan ho so
tai B6 phan mot cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién te trén
hé thdng thong tin, co sd dit liéu) va ky sé vao tai liéu, hd so giai quyét thu tuc
hanh chinh d duoc s6 hoa theo quy dinh.

(ii) Truong hop hd so chua day du, hop Ié thi ¢6 thong bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai giay to, noi dung can bo sung dé nguoi
c6 yéu cau bo sung, hoan thién. Sau khi hd so dugc bo sung, thuc hién lai budce (i);

(iii) Truong hop nguoi cd yéu cau dang ky giam ho khdng bd sung, hoan
thién dugc hd so thi bao cdo Trudng bo phan mot ctra c6 théng bao tir chdi giai
quyét yéu cau ding ky giam ho.

- COng chtic tu phéap - ho tich tham tra ho so (tham tra tinh thong nhat, hop 1é
cta cac théng tin trong ho so, gidy to, tai liéu do ngudi yéu cau nop, xuat trinh hoac
dinh kém).

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

+ Trudng hop can phai kiém tra, x4c minh 1am rd hozc do nguyén nhan khéc
ma khong thé tra két qua dung thoi gian da hen thi céng chic lam cong tac ho tich
lap 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 ket qua, chuyén Bo phan mot cira dé tra cho ngudi ¢6 yéu
cau (néu nguoi co yéu cau lya chon hinh thirc nop hd so truc tiép), hoac gui Phiéu



xin 16i va hen lai ngay tra ket qua qua thu dién tir hodc guri tin nhin qua dién thoai
di dong cho ngudi c6 yéu cau (néu nguoi c6 yéu cau lya chon hinh thic nop ho
so truc tuyén).

+ Néu thay yéu cau diang ky giam ho du diéu kién theo quy dinh phap luat,
hd so day du, hop 18, ding quy dinh, trudng hop tiép nhan hé so dang ky giam ho
theo hinh thic truc tiép, thi cong chirc tu phap - ho tich thuc hién viéc ghi vao S6
dang ky giam ho, cap nhat thong tin ding ky gidm ho va luu chinh thic trén Phan
mém ding ky, quan Iy h tich dién tir dung chung.

Trudng hop tiép nhan hé so dang ky giam ho theo hinh thuc tryc tuyén, cong
chirc tu phép - hd tich gui lai biéu mau Trich luc dang ky giam ho dién tu véi thong
tin day du cho nguoi yeu cau qua thu dién tir hoac thiét bi s6.

Nguoi yéu cau 0 trach nhiém kiém tra tinh chinh xéac, day du cua cac thong
tin trén biéu mau Trich luc diang ky giam ho dién tir va xac nhan (t6i da mot ngay).

Néu ngudi c6 yéu cau xac nhan thong tin da théng nhat, day da hoic khdng
c6 phan héi sau thoi han yéu cau thi céng chire tu phap - ho tich thuc hién viéc ghi
ndi dung vao S6 dang ky giam ho, cap nhat thong tin dang ky giam ho va luu chinh
thirc trén Phan mém ding ky, quan 1y ho tich dién ta ding chung.

- Cong chire tu phap - ho tich in Trich luc dang ky glam hg, trinh Lanh dao
UBND ky, chuyén Bo phan mét cua tra két qua cho ngudi co yéu cau.

- Nguoi c6 yéu cau dang ky giam ho kiém tra théng tin trén Trich luc ding ky
giam ho, trong S6 dang ky dang ky giam ho, ky tén vao So ding ky giam ho, nhan
Trich luc dang ky giam ho.

Cach thirc thuc hién:

Nguoi c6 yéu cau diang ky giam ho truc tiép thuc hién hodc ty quyén cho
nguoi khac thuc hién nop ho so truc tiép tai B phan mot ctra cuia UBND cép Xa
hodc gt hd so qua hé théng buu chinh hodc ndp ho so truc tuyén trén Céng dich vu
cong qubc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cép tinh
(https://dichvucong.binhduong.gov.vn).

Thanh phan hd so:

- TO khai dang ky giam ho theo mau (néu nguoi c6 yéu cau lya chon nop ho so
theo hinh thurc tryc tiép);

- Biéu mAu dién tir twong tac dang ky giam ho (do nguoi yéu cau cung cap thong
tin theo hudéng dan trén Cong dich vu cong, néu ngudi co yéu cau lya chon ndp hd
so theo hinh thure truc tuyen)

- Ngudi ¢6 yeu cau dang ky giam h¢ thyc hién viéc nop/xuat trinh (theo hinh
thirc truc tlep) hoic tai Ién (theo hinh thire truc tuyén) cac gidy to sau:

* Gidy to phdi ngp:

- Vin ban cir nguoi giam ho theo quy dinh ctia B6 luat Dan sy dbi voi truong
hop dang ky giam ho cu.

- Giy to ching minh diéu kién giam ho duong nhién theo quy dinh ctua Bo
luat Dan sy d6i véi truong hop diang ky giam ho dwong nhién. Trudng hop ¢o
nhiéu nguoi cing di diéu kién lam giam ho dwong nhién thi ndp thém vin ban
thoa thuan vé viéc cr mot ngudi 1am giam ho dwong nhién.

- Vian ban ty quyén theo quy dinh cua phap luat trong truong hop Gy quyén
thue hién viéc dang ky giam ho. Trudng hop ngudi duge uy quyén 1a 6ng, ba, cha,



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

me, con, vg, chong, anh, chi, em rudt cia ngudi ty quyén thi vin ban ty quyén
khong phai chimg thue.
* Gidy to phdi xudt trinh:

- Ho chiéu hodc Chirng minh nhan dan hoic Thé can cudc cdng dan hoic cac
gidy to khac c6 dan anh va thong tin ¢4 nhin do co quan c6 tham quyén cap, con
gia tri s dung dé chirng minh vé nhan than cia nguoi ¢ yéu cau ding ky giam
ho. Truong hop cac théng tin ca nhan trong cac gidy to nay da co trong
CSDLQGVDC, CSDLHTDT, dugc h¢ théng dién tu dong thi khng phai tai Ién
(theo hinh thuc truc tuyen)

- Gidy to c6 gia tri chizng minh thong tin Vé cur trii trong truong hop co
quan dang ky hé tich khdng thé khai thdc dwoc thdng tin vé noi cu trii cuia cdng
dan theo cac phwo’ng thitc quy dinh tai khodn 2 Piéu 14 Nghi dinh so
104/2022/ND-CP ngay 21/12/2022 cua Chinh phu. Truong hop cac thdng tin
Ve giay to chitng minh noi cuw tru da duoc khai thac to Co so dir ligu QUOC gia
Vé ddn cu bang cdc phwong thire nay thi ngwoi cO yéu cau khdng phdi xudt trinh
(theo hinh thic tryc tiép) hogc tai 1én (theo hinh thirc tryc tuyén);

Truong hop gui. hd so qua hé thong buu chinh thi phai giri kém theo ban sao
c6 chang thuc cac gidy to phai xuat trinh néu trén.

*Luuy

- Pi voi gidy to ndp, xuat trinh néu ngudi yéu cau ndp hd so theo hinh thic
truc tiép:

+ Ngudi tiép nhan co trach nhiém kiém tra, dbi 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 dugc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau dang ky ho tich co thé nop ban sao chimg thuc tir ban chinh
hodc ban sao duoc cap tir s goc hodc ban chyp kém theo ban chinh gidy to dé dbi
chiéu. Truong hop nguoi yéu cau ‘nop ban chup kém theo ban chinh gidy to thi
nguoi tiép nhan cé trach nhiém kiém tra, dbi chiéu ban chup voi ban chinh va ky
xac nhan, khong dugc yéu cau nguoi di dang ky ndp ban sao gidy to do.

+ Ngudi tiép nhan co trach nhiém tiép nhan dung, dii hd so dang ky ho tich
theo quy dinh cua phap luat ho tich, khong dugc yéu cau ngudi dang ky ho tich
ndp thém gidy to ma phap luat ho tich khong quy dinh phai ndp.

- £)01 v6i gidy to giri kém theo néu nguoi yéu cau ndp hd so theo hinh thire
truc tuyen

+ Ban chup céc gidy to giri kem theo h6 so ding ky giam ho tryc tuyén phai
bao dam 13 nét, day di, toan ven vé ndi dung, 1a ban chup bang may anh, di¢n thoai
hodc dugc chup, duoc quét bang thiét bi dién tir, tir gidy to duoc cap hop 18, con gia
tr1 str dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong ho so ding ky gidm ho truc
tuyén da c ban sao dién tir hodc da c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc sur dung ban di¢n tu nay.

+Khi dén co quan dang ky ho tich nhan két qua (Trich luc dang ky giam ho/ban
sao Trich luc déng ky giam h9), nguoi c6 yéu cau dang ky gidm ho Xuét trinh gidy
to tuy than, nop ban chinh cc gidy to 1a thanh phan ho so dang ky giam ho theo quy
dinh phép luat ho tich.



- Gidy to do co quan c6 thim quyén cta nudc ngodi cp, cong chimg hoic
x4c nhan dé st dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phap
hoa lanh sy theo quy dinh cua phap luat, trir truong hop duge mién theo diéu udc
quéc té ma Viét Nam 1a thanh vién.

- Truong hop ngudi yéu cau ding ky giam ho khong cung cap duge gidy to
néu trén theo quy dinh hodc gidy to ndp, xuit trinh bi tdy x0a, stra chita, 1am gia
thi co quan ding ky ho tich c6 tham quyén hay bo két qua dang ky giam ho.

S6 lwgng hd so: 01 bg

Thai han giai quyét: 03 ngay lam viéc.

Poi twong thuc hién thi tuc hanh chinh: C4 nhan, phéap nhan.

Co quan thuc hién thi tuc hanh chinh:

Uy ban nhén dan c4p x3 noi cu tra cua ngudi duoc giam ho hodc ngudi giam
ho.

Co quan phéi hep: Co quan quan Iy CSDLQGVDC.

Két qua thuc hién tha tuc hanh chinh: Trich luc dang ky giam ho (ban
chinh), ban sao Trich luc dang ky gidm ho (truong hop yéu cau cap ban sao Trich
luc dang ky giam ho).

Lé phi: Mién & phi.

- Phi cap ban sao Trich luc dang ky giam ho (néu c6 yéu cau): 8.000 dong/ban
Sao.

Mau don, mau to Khai:

+ T khai dang ky giam ho (néu ndp hd so theo hinh thic tryuc tiép);

+ Biéu mau dién tir twong tac dang ky giam ho (néu nop hd so theo hinh thic
truc tuyén).

Yéu cau, diéu kién thuc hién thii tuc hanh chinh: Khong cé

Can cw phap ly:

- B6 luat Dan sy nam 2015;

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh phu quy dinh chi
tiét mot s diéu va bién phap thi hanh Luat Hé tich;

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

- Nghi dinh s6 104/2022/NP-CP ngay 21/12/2022 cuia Chinh phu sita doi,
bé sung mét sé diéu cua cac nghi dinh lién quan dén viéc ngp, xuat trinh sé hé
khau, sé tam trd gidy khi theec hién tha tuc hanh chinh, cung cdp dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 ctia Bo truéng Bo Tu phap quy
dinh chi tiét thi hanh mot s diéu caa Luat Ho tich va Nghi dinh s6 123/2015/ND-
CP ngay 15/11/2015 ctia Chinh phu quy dinh chi tiét mot s6 diéu va bién phap thi
hanh Luat Ho tich;

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

- Thong tu s6 281/2016/TT-BTC ngay 14/11/2016 ctua Bo truong Bo Tai chinh
quy dinh muc thu, ché do thu, nop, quan ly va sir dung phi khai thac, st dung thong


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

tin trong co s dit liéu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xac nhan 1a
ngudi gbe Viét Nam, I phi qudc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo trudong Bo Tai chinh
huéng dan vé phi va Ié phi thudc tham quyén quyét dinh caa Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cta Bo truong Bo Tai
chinh sta doi, bd sung mot sé diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 ctia Bo Tai chinh huéng dan vé phi va 1é phi thuoc tham quyén quyét
dinh caa Hoi ddng nhan dan tinh, thanh phé truc thuéc Trung wong.

- Nghi quyét sb 73/2016/NQ-HDND ngay 16/12/2016 cua Hoi ddng nhan dan
tinh Binh Duong vé ché d6 thu, nop 1& phi ho tich trén dia ban tinh Binh Duong.

Ghi chi: Phan chi in nghiéng 1a ngi dung siza doi, bé sung, thay thé.



CONG HOA XA HQI CHU NGHIA VIET NAM
Pgc l1ap - Tw do - Hanh phuc

TO KHAI PANG KY GIAM HQ
KINN QU @ e

Ho, chir dém, tén ngudi yéu cau:

Pé nghi co quan ding ky viéc giam hd giira nhirng nguoi co tén dwéi day:
Nguwoi giam ho:

(o (o JR o3 15 e (<11 0 RN (=] o S
Ngay, thang, NaAm SINN:.......cocoiiiiii e
GiGi tinN: e, DAN EOC v eveveeeeeeeeeeeeeeeeeeeenan QUAC tich: v,

Nguwoi dwoc giam h:

o [o TR o3 5 e (<11 0 RN (=] o
Ngay, thang, NAM SINN: .......ccoiiiiiicie e
GiGi tinh: e, DAN tOC v veveeeeeeeeeeeeeeeeeeeean QUAC tich: v,

To61 cam doan nhitng ndi dung khai trén day la dang su that va chiu trach nhiém trudc
phap luat vé cam doan cta minh.
Lam tai: ..o, , NQAY oo thang .... nam .........



Nguoi yéu cau
(Ky, ghi rd ho, chir dém, tén)

Dé nghi cap ban sao®: C6 D Khong []

Chu thich:

) Ghi rd tén co quan ding ky gidm hd.

() Ghi theo noi dang ky thudng trd, néu khong c6 noi ding ky thuong trd thi ghi
theo noi dang ky tam tra; truong hop khong c¢6 noi dang ky thuong tri va noi dang ky
tam tr(i thi ghi theo noi dang sinh séng.

) Ghi théng tin vé gidy to tiy than nhu: ho chiéu, chizng minh nhan dan hoac
gidy to hop 168 thay thé (vi du: Chang minh nhan dan sé 001089123 do Cong an thanh
phd Ha Noi cap ngay 20/10/2014).

“) P& nghi danh ddu X vao 6 néu cd yéu cau cap ban sao va ghi rd sé luong.



