QUY TRINH M4 hiéu: QT-06/HT
UBND XA -
Lan ban hanh 02
HUNG LONG Diing ky khai sinh lru dong : :
Ngay ban hanh:
MUC LUC
SUA POI TAI LIEU
1. MUC PicH
2. PHAM VI AP DUNG
3. TAILIEU VIEN DAN
4. PINH NGHIA/VIET TAT
5. NOI DUNG QUY TRINH
6. BIEUMAU
7. HO SO CAN LUU
Trach nhi¢ém Soan thdo Xem xét Phé duyét
Ho tén
Chir ky
Chtrc vu Ph6 Chu tich UBND Chu tich UBND




2

N QUY TRINH Ma hiéu: QT-06/HT
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Ngay ban hanh:
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QUY TRINH M4 hiéu: QT-06/HT
UBND XA ;
Lan ban hanh 02
HUNG LONG Diing ky khai sinh hru déng : :
Ngay ban hanh:
1. MUC PiCH

Quy trinh duoc xay dung nham quy dinh trinh ty, phuong phap tiép nhan va céch
thirc xur ly ho so d61 voi thu tuc Dang ky khai sinh luu dong, dam bao can by, cong chir
thuc hién dang vé1 nhiém vy, quyén han dugce giao

2. PHAM VI AP DUNG

Ap dung dbi voi hoat dong Dang ky khai sinh luu dong

Can b9, cong chirc thude bo phan tiép nhan va tra két qua, cac bo phan co lién
quan thudc Uy ban nh&n dén xa chiu trach nhiém thuc hién quy trinh nay

3. TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN I1SO 9001:2015

- Cac van ban phap quy lién quan dé cap tai muc 5.8

4. PINH NGHIA/VIET TAT

- UBND: Uy ban nhén dan

- TTHC: Thu tuc hanh chinh

- TN&TKQ: Tiép nhan va tra két qua

- HT: H¢ tich

5. NOI DUNG QUY TRINH

5.1 | Piéu ki¢n thye hién Thii tuc hanh chinh

- Trudng hop tré em sinh ra ma cha me bi khuyét tat, m bénh khong thé di dang
ky khai sinh cho con; cha me bi bat, tam giam hodc dang thi hanh &n phat t ma
khong con ong ba noi, ngoai va nguoi than thich khac hoac nhiing nguoi ndy
khong ¢6 diéu kién di dang ky khai sinh cho tré thi Uy ban nhan dan phuong, x4,
thi tran tién hanh dang ky khai sinh luu dong.

- Can ctr diéu kién thuc té ciia dia phuong, Uy ban nhan dan phuong, x4, thi tran
quyét dinh t6 chirc dang ky khai sinh Iuu dong.

5.2 | Thanh phin hd so Ban | Ban
chinh | sao

* Gidy to phai nop:

+ T khai theo mau quy dinh; X
+ Ban chinh Gidy chtng sinh. Truong hop khong c6 gidy ching

sinh thi ndp van ban cua nguoi lam chimg xac nhan ve viée sinh; X
néu khong co nguoi lam chirng thi phai cé giay cam doan veé viéc

sinh.

+ Truong hop khai sinh cho tré em sinh ra do mang thai hg phai
co van ban xdac nhdn cua co so 'y te da thuc hién ky thudt ho tro
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QUY TRINH M4 hiéu: QT-06/HT

UBND XA

HUNG LONG Lan ban hanh 02

Dang ky khai sinh luvu dong

Ngay ban hanh:

sinh san cho viéc mang thai hg.

* Gidy to phai xuat trinh:

+ Giéy chirng nhan }(ét hon cua cha, me tré em (néu cha, me cua
tré em c6 dang ky két hon);

+ Gidy to tly than (gém: ho chiéu, chimng minh nhéan dan, thé cin X
cude cong dan hodc gidy to khac c6 dan anh va thong tin ca nhan
do co quan c6 tham quyeén cap, con gi tri str dung);

+ Gidy to ching minh noi cu trii ciia cha hoic ciia me.

5.3 | S6 hrgng hd so

01 bo

5.4 | Thoi gian xir ly

05 ngay lam viéc

5.5 | Noi tiép nhéan va tra két qua

Bo phan tiép nhan va tra két qua cia UBND x4

56 | Phi/Lé phi

5.000 dong/trudng hop.
Mién 1¢ phi ddi voi tré em, nguoi thude hd nghéo, nguoi khuyét tat, nguoi cao tudi,
nguoi thude gia dinh ¢6 cong véi cach mang, dang ky khai sinh diing han.

5.7 | Quy trinh xir ly cong viéc

TT Trinh ty Trach nhiém | Thoi gian | Biéu mau/Két
qua
B1 | cong chirc duge giao ding ky khai Theo myc 5.2

sinh luu dong c6 trach nhiém chuan
bi day du cac loai mau To khai | COngchuc | Giohanh | MAy sé 01, 02

dang ky khai sinh, va diéu kién can | TP-HT chinh (Thong tu
thiet dé thuc hién dang ky luu 01/2018/TT-
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i QUY TRINH
UBND XA

HUNG LONG Ping ky khai sinh luu dong

Ma hiéu:

QT-06/HT

Lan ban hanh 02

Ngay ban hanh:

B2 | Hudng din nguoi yéu cau dién day

du thong tin trong To khai dang ky Cong chirc

Mau s6 01, 02,

khai sinh; kiém tra cac gidy to 1am Tu phép — 03, 05, 06
co s& cho viéc dang ky khai sinh Ho6 tich Gio hanh (Thong tu
theo quy dinh. T chinh 01/2018/TT-
- Trudng hop ho so day du theo quy VPCP)
dinh thi cap Gidy tiép nhan ho so va
hen tra két qua theo mau s 01.
CoOng chuc tu phap - ho tich xem
xét ho so:
- Néu chua day du, hop 1¢ thong
b4o tryc tiép hodic qua mang
Internet hay bang vin ban dé
TCCN bb sung hoan thi¢n h so. Cona chi
- Neu hop 1€, Tong hop két qua JENE 0 ngdy | Du thao Gidy
tham dinh bao céo ldnh dao. Néu | tu ph.ap -ho lam viéc khai sinh
dong v giai quyét, CBCC chuyén tich '
mon cap nhat thong tin khai sinh dé
ldy s6 dinh danh ca nhéan, ghi noi
dung khai sinh vao s6 dang ky khai
sinh va hoan thién Gidy dang ky
khai sinh kém hd so trinh lanh dao
phé duyét.
B3 L?nh .qf‘lo UVBND Z(é xgm X,ét’ yéAu Lanh dao 02 ngay Lz ..
cau diéu chinh (néu cd), ky duyét x A Giay khai sinh
, . £ .. UBND xa lam viéc
ban chinh giay khai sinh
o4 | iy K i chsin b | cong e .,
; " N K TP-HT 0,5ngay | Gidy khai sinh
Chuyén ho so cho bo phan 1AM vie
TN&TKQ 5 ' . )
Luu trit ho so theo quy dinh Van thu Slshi?g%nﬁy
- Tiép nhén két qud ho so d& duge | B phan tiép \ L
Ky duyét. nhan va tra ?ASmn\?ié}y Mau s6 06
- Nhap théng tin vao Sé ho tich. két qua €| (Thong tu
01/2018/TT-
2 . £ . A , . VVPCP)
B5 | Pem giay khai sinh dén trao tra cho | CoOng chic | Theo giay
nguoi dang ky khai sinh TP-HT hen
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QUY TRINH M4 hiéu: QT-06/HT

UBND XA

HUNG LONG Lan ban hanh 02

Dang ky khai sinh luvu dong

Ngay ban hanh:

Tai muc ghi cha trong so ghi 16 “
bang ky luu dong”

Ghi C~hl]: Néu fzé SO bi chdm mudn th ¢an bg thu 1y bdo cdo 13nh dao va phai c6 phiéu
Xin loi theo mau so 04 (Thong tw 01/2018/TT-VPCP) tra cho TCCN

5.8 | Co sé phap ly

- Luat Ho tich ngay 20 thang 11 nam 2014 (c6 hiéu lyc ké tir ngay 01 thang 01
nam 2016);

- Nghi dinh sO 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua Chinh phu quy
dinh chi tiét mot so diéu va bién phap thi hanh Luat Ho tich (co6 hiéu lucke tir
ngay 01 thang 01 nam 2016);

- Thong tu sb 04/2020/TT-BTP ngay 28 thang 5 nam 2020 cua B¢ truong Bo Tu
phap quy dinh chi tiet thi hanh mot s6 dicu cua luat hd tich va nghi dinh
6 123/2015/ND-CP ngay 15 thang 11 nam 2015 cua chinh phu quy dinh chi tiét
mot so dieéu va bién phap thi hanh luat ho tich;

- Thong tu sd 85/2019/TT-BTC ngay 29/11/2019 cua B¢ Tai chinh huéng dan
vé phi va I¢ phi thudc tham quyén quyeét dinh ciia Hoi dong nhan dan tinh, thanh
pho truc thudc Trung vong;

- Nghi quyét s0 124/2016/NQ-HDND ngay 09 thang 12 ndm 2016 ciia Hoi dong
nhan dan thanh pho veé céc loai phi va I¢ phi trén dia ban Thanh ph6 Ho Chi
Minh (cd hi¢u luc ké tir ngay 01 thang 01 nam 2017);

- Quyét dinh s 52/2016/QD-UBND ngay 10 thang 12 nim 2016 ciia Uy ban
nhan dan ’Thé}nh pho ban hanh muc thu 10 loai phi va 7 loai 1€ phi trén dia ban
Thanh pho Ho Chi Minh (c6 hi¢u lyc ké tir ngay 01 thang 01 nam 2017).

- Nghi dinh 61/2018/ND-CP vé thuc hién co ché mdt cira, mot cira lién thdng
trong giai quyet thu tuc hanh chinh;

- Thong tu 01/2018/TT-VPCP ngay 23/11/2018 hudng dan thi hanh mot s‘f’) quy
dinh cua nghi dinh s0 61/2018/ND-CP ngay 23/04/2018 cua Chinh phu vé thyc
hién co ché mdt ctra, mdt cira lién thong trong giai quyét thu tuc hanh chinh.

- Quyet dinh s0 3291/QD-UBND ngay 10/9/2021 cita UBND Thanh pho Ho Chi
Minh veé viéc cong bo danh muc thu tuc hanh chinh linh vuc Ho tich thugc pham
Vi chirc nang quan 1y cua S Tu phap.

- Quyet dinh s6 1872/QD-BTP ngay 04 thang 9 nam 2020 cua B9 truong Bo Tu
phap veé viéc cong bo thu tuc hanh chinh stra doi, bo sung trong linh vuc ho tich
thuc hién tai co quan dang ky ho tich trong nudc thugc pham vi chitc nang quan
ly cua Bo Tu phap.

6. BIEU MAU
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3 QUY TRINH Ma hiéu: QT-06/HT
UBND XA X A
HUNG LONG Diing ky khai sinh lru dong Lalf ban harfh 0z
Ngay ban hanh:

TT | Tén Biéu miu
1. | Hé thong biéu mau theo Thong tu 01/2018/TT-VPCP ngay 23/11/2018:

* Mau s6 01 — Gidy tiép nhan ho so va hen tra két qua

* Mau s6 02 — Phiéu yéu cau bd sung, hoan thién ho so

* Mau sb 03 — Phiéu tir chdi tiép nhan giai quyét ho so

* Mau s6 04 — Phiéu xin 161 va hen lai ngay tra két qua

* Mau s6 05 — Phiéu kiém soat qué trinh giai quyét hd so

* Mau s6 06 — S6 theo ddi ho so
2. | To khai dang ky khai sinh theo mau quy dinh tai Thong tu sd 04/2020/TT-BTP

ngay 28/5/2020 cua B¢ trudng Bo Tu phap

7. HO SO LU'U: Ho so Iwu bao gdm céc thanh phin sau

TT Hb so lwu (ban chinh hodc ban sao theo quy dinh)
1. | Thanh phan hé so can nop theo myc 5.2
2. | Két qua giai quyét tha tuc hanh chinh
Céc ho so khac phat sinh trong qua trinh thuc hién
3. | Cac biéu miu theo co ché mot cira, mot cira lién théng dugc ban hanh kém theo

thong tu 01/2018/TT-VPCP ngay 23/11/2018

Ho so duoc luu tai Bo phan chuyén mén va luu trit theo quy dinh

CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phic

TO KHAI PANG KY KHAI SINH

KIND gUi: @ s
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QUY TRINH M4 hiéu: QT-06/HT

UBND XA

HUNG LONG Lan ban hanh 02

Dang ky khai sinh luvu dong

Ngay ban hanh:

Ho, chir dém, t&n NGUOT YU CAUS .......ocoovveviieieeeeieceeeeecceeeece et

Quan hé v&i ngudi dugc Khai SINN: .....oooiiiieciccce e
Pé nghi co quan ding ky khai sinh cho nguoi dwéi day:

HO, Chilt @8I, t8N: ... e n e
Ngay, thang, nam sinh: ..........cccooviiiiiininie . ghi bang chil: ..vovveveeeeceee e

QUEB UAN. ettt e b et b e bt bR e b e e b e R bt Rb e nb e e b ere e e b enes
Ho, chit dém, ten NGO ME: ..ot
Nam sinh: ..o Dan tdC:..cuceevreneee. Qudc tich: oovvvieerinee,
INOT CU T @) Lo ettt ettt ettt ee et e et et enesans
Ho, chir dém, tén nguwoi cha: ...
Nam sinh: © ..o Dan toc:.....covueee... Qudc tich: .ovvvreeeviee.
INOT CU T @) Lo ettt ettt ettt ee et e et et enesans
T6i cam doan ndi dung dé nghi dang ky khai sinh trén ddy la dung su that, duoc su thoa
thuan nhat tri ciia cac bén lién quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém trudc phap luat vé ndi dung cam doan ctia minh.,

Lamtai: oo, , NQAY ..o thang ......... nam

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

Dé nghi cap ban sao®: Co
S6 luong:....... ban

Chu thich:
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~ QUY TRINH M4 higu: QT-06/HT
Hltjl?ll(\l;[iéﬁc 5 , L. A Lan ban hanh 02

Dang ky khai sinh luu dong - N
Ngay ban hanh:

@) Ghi r tén co quan ding ky khai sinh.

@ Ghi theo noi dang ky thudng tri; néu khong co noi dang ky thuong trii thi ghi
theo noi déng ky tam trti; truong hop khong c6 noi déng ky thuong tra va noi dang ky
tam tru thi ghi theo noi dang sinh sOng.

4 Ghi thdng tin vé gidy to tly than cia nguoi di dang ky, ghi 6 $0, co quan cép,
ngay cap ho chleu ching minh nhéan dan hoac giay to hop 1¢ thay thé (Vi du: Chung
minh nhan dan s6 001089123 do Cong an thanh phd Ha Noi cap ngay 20/10/2014).

@ Truong hop sinh tai co s¢ y té thi ghi 16 tn co s¢ y té va va dia chi tru s co so y té do.

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

- Tram y té x4 Dinh Bang, huyén Tir Son, tinh Bac Ninh.

Truong hop sinh ra ngoai co s¢ y té thi ghi dia danh ctia 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.

Vi du: x& Pinh Bang, huyén Tir Son, tinh Bic Ninh.
®) Ghi day di ngdy, thang sinh cua cha, me (néu co).
©) P& nghi danh dau X vao 6 néu co yéu cau cap ban sao va ghi rd sd luong..




