3. Cép ban sao Trich luc hd tich

Trinh ty thue hién:

- Néu lya chon hinh thirc ndp ho so truc tiép, nguoi 6 yéu cau cip ban sao Trich luc ho
tich ndp ho so dé nghi cip ban sao Trich luc ho tich tai B6 phan mét cira/Trung tdm hanh chinh
cdng cua Co quan quan Iy Co sé dir liéu ho tich dién tir ¢d thdm quyén; ndp phi, 1& phi theo
quy dinh phap luat.

Truong hop co quan, t6 chirc c6 thim quyén dé nghi cap ban sao Trich luc ho tich cta
ca nhan thi gtri van ban yéu cau néu ré ly do cho Co quan quan ly Co so di 1iéu ho tich dién
tir.

- Néu lua chon hinh thirc ndp hd so truc tuyén, nguoi c6 yéu ciu cap ban sao Trich luc
ho tich truy cip Céng dich vu cng qudc gia hoic Cong dich vu cdng cép tinh, dang ky tai
khoan (néu chua c6 tai khoan), xac thue nguoi dung theo hudng dan, diang nhap vao hé thong,
xé&c dinh dung Co quan quan ly Co so dir liéu ho tich dién tir co tham quyén.

Nguoi ¢6 yéu ciu cap ban sao Trich luc ho tich truc tuyén cung cap théng tin theo biéu
mau dién tir twong tc cAp ban sao Gidy khai sinh, ban sao Trich luc ho tich (cung cap trén
Cong dich vu c6ng), dinh kém ban chup hodc ban sao dién tir cac gidy to, tai liéu lién quan dén
n6i dung dé nghi cap ban sao Trich luc ho tich; ndp phi, 1& phi thdng qua chirc nang thanh toan
trye tuyén hodc bang cach thirc khac theo quy dinh phép luat, hoan tat viéc ndp ho so.

- Can bo tiép nhan hd so tai BO phan mét cira ¢6 trach nhiém kiém tra tinh chinh xéc,
day du, thong nhat, hop 1& cua hd so.

(i) Truong hop hé so day du, hop 1¢ thi tiép nhan ho so; néu tiép nhan hd so sau 15 gio
thi co Phiéu hen, tra két qua cho nguoi €0 yéu cau trong ngay lam vige tiép theo (neu nguoi o
yéu cau lira chon hinh thirc ndp ho so tryc tiép) hodc gui ngay Phiéu hen, tra két qua qua thu
dién tr hodc gui tin nhan hen tra két qua qua dién thoai di dong cho nguoi ¢ yéu cau (néu
ngudi €6 yéu cau lya chon hinh thirc ndp ho so truc tuyén); chuyén hd so dé cong chirc 1am
cong tac ho tich xur ly.

- Sau khi tiép nhan ho so theo hinh thirc ndp tryc tiép, can bo tiép nhan hd so tai Bo
phan mét ctra thuc hién s6 hoa (sao chup, chuyén thanh tai liéu dién tir trén hé thong thong tin,
co so dir liéu) va ky sb vao tai liéu, hd so giai quyét thu tuc hanh chinh da dugc sb hoa theo
quy dinh.

(ii) Truong hop hd so chua day du, hop 1 thi ¢ thong bao cho ngum yéu cau bo sung,
hoan thién hé so, néu rd loai gidy to, ndi dung can bd sung dé ngudi c6 yéu cau bo sung, hoan
thién. Sau khi ho so duogc bd sung, thyc hién lai bude (i);

(iif) Truong hop ngu’(n c6 yéu cau cap ban sao Trich lyc ho tich khong bd sung, hoan
thién dugc hd so thi béo c4o Trudng bd phan mot cira ¢ thong bao tir chdi giai quyét yéu cau
cap ban sao Trich luc ho tich.

- Cong chirc 1am cong tac ho tich tham tra hd so (tham tra tinh thong nhat, hop 18 cua
cac thdng tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuét trinh hoac dinh kém).

+ Truong hop ho so can bo sung, hoan thién hodc khdng du diéu kién giai quyét, phai
tir chdi thi guri thdng béo vé tinh trang hd so téi B phan mot cira dé thdng béo cho ngudi ndp
hé so — thuc hién lai budc (ii) hodc (iii);

+ Truong hop can phai kiém tra, x4 minh 1am rd hozc do nguyén nhan khac ma khong
thé tra két qua dung thoi gian dé hen thi cong chirc 1am cong tac ho tich lap Phiéu xin 15i va
hen lai ngay tra két qua, trong do néu rd ly do cham tra két qua va thoi glan hen tra két qua,
chuyen Bo phan mot cira dé tra cho ngudi €O yeu cau (néu ngudi €6 yéu cau lya chon hinh thirc
ndp ho so truc tiép), hoic giri Phiéu xin 18i va hen lai ngay tra két qua qua thu dién tir hodc gui



tin nhin qua dién thoai di dong cho ngudi ¢6 yéu cau (néu ngudi c6 yéu cau lya chon hinh thirc
nop ho so truc tuyén).

+ Néu thay ho so day du, hop 18, dung quy dinh, truong hop tiép nhan hd so cap ban sao
Trich luc ho tich theo hinh thire truc tiép, thi cong chirc 1am cong tac ho tich in ban sao Trich
luc h¢ tich trinh Tha truong Co quan quan ly Co s¢ dir liu ho tich dién tir Ky, chuyén t6i Bo
phan mot cira dé tra ket qua cho nguoi CO yéu cau.

Truong hop tiép nhin hd so xin cap ban sao Trich luc h tich theo hinh thirc tric tuyén,
cong chirc 1am cong tac ho tich giri lai noi dung biéu mau Trich luc ho tich dién tir trong tng
v6i thdng tin day du cho ngudi yéu cau qua thu dién tir hodc thiét bi sd.

Ngudi yéu cau c6 trach nhiém kiém tra tinh chinh xéac, day du cua cac théng tin trén
biéu mAu Trich luc ho tich dién tir va xac nhan (t6i da mot ngay).

Néu ngudi ¢6 yéu cap ban sao Trich luc ho tich da théng nhat, diy du hodc khdng c6
phan hoi sau thdi han yéu cau thi cdng chirc 1am cong tac ho tich in ban sao Trich luc ho tich,
trinh Thu truong Co quan quan ly Co s¢ dir liéu ho tich dién tu ky, chuyén t6i B6 phian mot
ctra dé tra két qua cho nguol c6 yéu cau.

- Nguoi ¢6 yéu ciu cap ban sao Trich luc ho tich dugc nhan két qua theo mot trong cac
phuong thirc sau day:

+ Nhén ban dién tir ban sao Trich luc ho tich gtri qua thu dién tir, Kho quan ly dir liéu
dién tr cua to chire, ¢4 nhan do;

+ Nhén ban dién tir ban sao Trich luc ho tich giri vao thiét bi s6, thdng qua phuong phép
truyén s liéu phu hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 12 ban sao Trich luc ho tich thong qua hé théng buu chinh;

+ Nhén két qua 12 ban sao Trich Iyc ho tich tai co quan dang Ky ho tich.

Cach thirc thue hién:

Hinh ‘e
thike Thot han giai Phi, 1¢ phi M0 ti
A quyet )
nop
L& phi:8.000 | Ngudico yéu cau cép ban sao Trich
dong/ban sao luc 1}6 tich tryc ti€p thyc hién hodc uy
.z | Ngay trong ngay Trich luc/su quyén cho nguoi khac thuc hién nop
Truc ti€p | .2 A LA A ~ A £ . A n o
: tiép nhan ho so; kiénhg tichdd | ho so truc tiép tai B phan mot
hoac truc . A 1A - L \ n . , N \
X truong hop nhan ho | dang ky Mién ctra/Trung tdm hanh chinh cong cta
tuyen N N b 11 A 1A s
hod so sau 15 gio ma 1€ phi cho Co quan quan ly Co s¢ dir liéu ho tich
odc A £ DR : 5 ;
. khong giai quyét nguoi thugc gia | dién tu hoac gui ho so qua hé thong
Dich vu S ; A
buy duoc ngay thi tra dinh c0 cbng buu chinh hoidc ndp hd so truc tuyen
chinh két qua trong ngay | vdicach mang; | trén Cong dich vu cong qudc gia
lam viéc tiép theo. | nguoi thudc ho (https://dichvucong.gov.vn) hoac
ngheo; nguoi Cong dich wvu cbng cip tinh
khuyeét tat. (https://dichvucong.hanoi.gov.vn).
Thanh phan hd so:

* Gidy to phai nop:




MAiu don, to

Tén giay to khai SO luwgng
Vian ban uy quyen theo quy dinh cua phap luat trong
truong hop ty quyén thuc hién yéu ciu cap ban sao Trich \ i
Ban chinh: 1
luc ho tich. Trudng hop ngudi duge ty quyén la 6ng, ba, . .
A . N o Ban sao: 0
Cha,‘m¢, con, vog, chong, gnh, chi, em rudt cua nguoi uy
quyén thi van ban uy quyén khéng phai ching thue.
* Gidy to phai xuat trinh:
NS MAu don, tor £
Téen giay to Khai So lugng
Ho chiéu hodc ching minh nhan dan hoic thé cin cude
cbng dan hoac cac giay to khac co dan anh va thong tin ca
nhan do co quan cd thAm quyén cép, con gia tri su dung
dé ching minh vé nhan than ciia ngudi c6 yéu cau cap Xac
nhan thoéng tin ho tich. Truong hop cac théng tin ca nhan Ban chinh: 1
trong cac gidy to nay da cd trong Co s¢ dit liéu quoc gia Ban sao: 0
ve dan cu (CSDLQGVDC), Co s¢ di liu ho tich dién tur
(CSDLHTDT), dugc hé thong dién ty dong thi khong phai
xuat trinh (theo hinh thire truc tiep) hoac tai Ién (theo hinh
thire truc tuyén);
Truong hop giri hd so qua hé thdng buu chinh thi phai gui N
\ X L 4 A S Ban chinh: 0
kém theo ban sao c0 chirng thuc cac giay to phai xuat trinh \ _
A Béan sao: 0
néu trén.
* Luuy:
A A MAu don, tor 2
Tén giay to Kkhai SO luwgng
- Pbi véi gidy to nop, xuat trinh néu ngudi yéu cau nop Ban chinh: 0
hd so theo hinh thuc truc tiép: Ban sao: 0
+ Do1 v6i gidy to xuét trinh khi dang ky ho tich, nguoi
tiép nhan c6 trach nhiém kiém tra, ddi chiéu véi thdng tin \ _—
Ban chinh: 0
trong to khai, chup lai hodc ghi lai thong tin dé luu trong . _
Ban sao: 0
hd so va tra lai cho ngudi xuat trinh, khéng duoc yéu cau
ndp ban sao hodc ban chup gidy to do.
+ Nguoi yéu cau ding Ky ho tich ¢6 thé nop ban sao ching
thue tir ban chinh hodc ban sao dugc cap tir s6 goc hodc , _—
X Y X ox. 1oz Ban chinh: 0
ban chup kem theo ban chinh gidy to dé doi chiéu. Truong Bén sa0: 0

hop nguoi yeu cau ndp ban chup kém theo ban chinh gidy
t& thi nguoi tiép nhén c6 trach nhiém kiém tra, ddi chiéu




Tén gidy to

ban chup v6i ban chinh va ky xac nhan, khdng dugc yéu
cau nguoi di ding ky ndp ban sao gidy to do.

+ Ngudi tiép nhan cd trach nhiém tiép nhan ding, da hd
so dang ky ho tich theo quy dinh cta phap luat ho tich,
khong dugc yéu cau nguoi dang ky ho tich nop thém gidy
to ma phép luat ho tich khéng quy dinh phai nop.

- D6i voi gidy to giri kém theo néu ngudi yéu cau ndp hd
so theo hinh thirc truc tuyén:

+ Ban chup cac gidy to giri kém theo hd so cip ban sao
Trich Iuc ho tich truc tuyén phai bao dam rd nét, day du,
toan ven vé nodi dung, 1a ban chup bang may anh, dién
thoai hodc duoc chup, dugc quét bang thiét bi dién tu, tur
gidy t& duogc cap hop 1€, con gia tri st dung; néu 12 gidy
t& do co quan ¢ tham quyén nude ngoai cap thi phai dugce
hop phap hoa lanh sy, dich sang tiéng Viét theo quy dinh,
trir treong hop duoc mién hop phép héa lanh su.

+ Trudng hop nhan két qua (ban sao TrICh luc ho tich) tai
co quan dang ky ho tich, nguoi CO y&u cau cap ban sao
Trich lyc h¢ tich phdi xuét trinh gidy to tuy than; nop cac
gidy t0, tai liéu 1a thanh phan ho so cip ban sao Trich luc
h¢ tich theo quy dinh phap luat ho tich. Truong hop gidy
t, tai liéu phai guri kém trong ho so cap ban sao Trich luc
ho tich truc tiép hodc tryc tuyén da c6 ban sao dién tur
hodc dd c6 ban dién tir gidy to ho tich thi ngudi yéu cau
duoc str dung ban dién tir nay.

Bao gom

Tén gidy tor

- To khai dé nghi ban sao Trich luc ho tich theo miu trong
truong hop nguoi yeu cau 1a ca nhan hoic Vin ban yéu
cau cip ban sao Trich luc ho tich néu rd 1y do trong truong
hop ngudi yéu cau l1a co quan, to chirc (néu ngudi ¢d yéu
cau Iya chon ndp ho so theo hinh thire truc tiép);

- MAu dién tir twong tac yéu cau cip ban sa0 Gidy khai
sinh, ban sao Trich luc h¢ tich (do nguoi yéu ciu cung cap
thdng tin theo huéng dan trén Cong dich vu cong, néu

MAiu don, to S8 Iuon
khai ong
Ban chinh: 0
Ban sao: 0
Ban chinh; 0
Ban sao: 0
Ban chinh: 0
Ban sao: 0
Ban chinh: 0
Ban sao: 0
M?lll do’n, to Sé lwon
khai ms
18. TK yeu cau Ban chinh:
ban sao trich luc | 1
ho tich.doc Ban sao: 0
1.8; cap bgn_sao . | Ban chinh;:
giay khai sinh va
. . 1
trich luc ho Ban sao: 1
tich.docx '




A A MAu don, tor £
Tén giay to Kkhai So luwgng
nguoi 6 yéu ciu lwra chon ndp ho so theo hinh thirc truc
tuyén)
- Nguoi co yéu cau cip ban sao Trich luc ho tich thuc hién Ban chinh:
viéc nop/xuit trinh (theo hinh thire truc tiép) hodc tai 1én 0
(theo hinh thire truc tuyén) cac gidy to sau: Ban sao: 0

Péi twong thue hién: Céng dan Viét Nam, T6 chire (khong bao gom doanh nghiép,
HTX)

Co quan thwe hién: B phan Mot cira Uy ban nhan dan cip xa

Pia chi tiép nhan HS: Bo phan Mot cira Uy ban nhan dan cip xa

Két qua thuce hién: Ban sao Trich luc ho tich

Cin cwr phép ly:

+ Luat Ho tich ngay 20/11/2014;

+ Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh chi tiét mot
s6 diéu va bién phap thi hanh Luat ho tich;

+ Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phu quy dinh vé co s& di
liéu ho tich dién tr, dang Ky ho tich truc tuyén;

+ Thdng tu s6 04/2020/TT-BTP ngay 28/5/2020 caa B Tu phap quy dinh chi tiét thi
hanh mot s6 diéu ctia Luat ho tich va Nghi dinh sé 123/2015/ND-CP cta 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 cua Bo Tu phap quy dinh chi tlet mot
s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua Chinh phu quy dinh vé Co s&
dir liéu ho tich dién tr, dang ky ho tich truc tuyen

+ Théng tu 03/2023/TT-BTP ngay 02/8/2023 ciia B6 truéng B Tu phap stra doi, bd
sung mdt sd ndi dung ciia Thong tu s6 01/2022/TT-BTP ngay 04/01/2022 cta Bo trudng Bo
Tu phép quy dinh chi tiét mot s6 diéu va bién phap thi hanh Nghi dinh s6 87/2020/ND-CP cua
Chinh phu quy dinh vé& Co s dit liéu ho tich dién ttr, ding ky ho tich truc tuyén;

+ Thong tu s6 04/2024/TT-BTP ngay 06/6/2024 ciia Bo Tu phép sira doi, bo sung mot
s6 diéu cua Thong tu so 02/2020/TT-BTP ngay 08/4/2020 cua Bo Tu phap ban hanh, hudng
dan sir dung, quan Iy mau s6 qudc tich va mau gidy to Ve qudc tich va Thong tu s6 04/2020/TT-
BTP ngay 28/5/2020 ciia B Tu phap quy dinh chi tiét thi hanh mét sb diéu cua Luat Ho tich
va Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 ciia Chinh pha quy dinh chi tiét mot so
diéu va bién phap thi hanh Luat Ho tich;

+ Thong tu 281/2016/TT-BTC ngay 14/11/2016 ctia B6 Tai chinh quy dinh mtc thu,
ché d6 thu, ndp, quan ly va str dung phi khai thac, sir dung théng tin trong co sé dit liéu ho tich,
phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 1a ngudi gbe Viét Nam, 18 phi qudc tich;
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Chd thich:

(1) Ghi tén co quan dé nghi thuc hién viéc cip ban sao Trich luc ho tich.

@ Chi ghi trong truong hop nguoi c6 yéu cau deang ky hé tich chua c6/khéng cung cap
so dinh danh ca nhan/cén cuéc cong dan/thé can cude/chimng minh nhan dan.

Truong hep phdi cung cap thdng tin “Nei cu tri” thi ghi theo noi ding ky thuwong trQ;
néu khong co noi dang Ky thuong tra thi ghi theo noi dang Ky tam tr(; truong hop khong co
noi dang Ky thuong trl va noi dang Ky tam tru thi ghi theo noi ¢ hién tai.

® Ghi s6 dinh danh c& nhan/can cude cdng dan/thé can cude (Vi du: Can cude cong
dan sé 025188001010 do Cuc Canh sat QLHC vé TTXH cdp ngay 20/11/2021). Truong hop
khong c6 s6 dinh danh c& nhdn/cin cude cong dan/thé can cude thi ghi gidy to hop 1é thay thé
(h¢ chiéu, chirng minh nhan dan,...).

@ Ghi rd loai viéc ho tich da dang ky trudc day, nay dé nghi cap ban sao Trich luc h tich.

) Ghi ro tén co quan da dang ky ho tich trude day.

Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Dinh, thanh ph Ha Noi.

Uy ban nhan dan quin Hoan Kiém, thanh phé Ha Noi.
S¢ Tu phap tinh Hoa Binh.

®) Truong hop nguoi yéu cau khéng cung cdp duwoc thdng tin tai muc © thi cung cdp bé
sung théng tin khac dé phuc vu viéc tra ciru.

Vi du: Cung cdp thdng tin vé cha, me dé phuc vu viéc cdp ban sao Gidy khai sinh; cung
cdp thong tin vé vg, chong dé phuc vu viéc cdp bdn sao Trich luc két hon;...

@ Ghi r6 s lwong ban sao dé nghi cap.



NOI DUNG MAU PIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRICH LUC HQ TICH

I. Théng tin vé nguoi yéu cau

(1) Ho, chir @ém, tén;

(2) S6 dinh danh ca nhan;

(3) Giay to tly than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 1¢ thay thé);
s6, ngay, thang, nam cap, co quan cip; ban chup dinh kém;

(4) Noi cu tri (noi thudng tri/noi tam tri/noi dang sinh séng);

(5) Quan hé voi nguoi duoc cip ban sao Gidy khai sinh/Trich luc ho tich.

I1. Thong tin vé gidy to ho tich di ding ky

(6) Ho, chir dém, tén nguoi duoc dang ky;

(7) S6 dinh danh ca nhan;

(8) Giay to tly than: Loai gidy to str dung (CCCD/CMND/H6 chiéu/Gidy to hop 1¢ thay thé);
s6, ngay, thang, nam cap, co quan cip; ban chup dinh kém;

(9) Noi cu tri (noi thudng tri/noi tam tri/noi dang sinh séng);

(10) Loai viéc y&u cau cip ban sao Gidy khai sinh/Trich luc ho tich;

(11) Co quan da dang ky su kién ho tich trudc day;

(12) Tén gidy to ho tich, sb, quyén sb, ngdy, thang, nim dang ky;

(13) S6 luwong ban sao;

(14) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& dugc gui vé Kho quan 1y dit liéu cua c& nhan/dia chi thu dién
tir/thiét bi s6/dién thoai ctia ngudi yéu cau)

o Buu chinh (cung cép dia chi noi nhan).

(15) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thdng tin cung cip 1a dung su that va chiu hoan toan trach nhiém
trude phap luat vé ndi dung cam doan ciia minh.

* Truong hop cac thdng tin vé& gidy to ching minh noi cu tri dd duoc khai thac tur
CSDLQGVDC, dugc hé théng dién tw dong thi khéng phai xuat trinh (theo hinh thic truc tiép)
hoic tai 1én (theo hinh thirc truc tuyén).

* MAu dién tir tuong tac ghi nhan thoi gian (gio, phat, gidy, ngdy, thang, nim) hoan tat viéc
cung cap thdng tin; ngudi yéu cau trude d6 da dang nhap vao hé thong, thuc hién xac thuc dién
tur theo quy dinh.



