Thay doi, cai chinh, bd sung thong tin ho tich

Murc do 3

Trinh tu thuc hién

- Ngudi ¢6 yéu cau thay dai, cai chinh, bd sung ho tich nop ho so tai Uy ban nhan dan cap xa cé
tham quyén.

- Ngu i tiép nhan c6 trach nhiém kiém tra ngay toan bo hé so, xac dinh tinh hop 1€ clua gidy to
trong h6 so do ngudGi yéu cau nop, xuat trinh; doi chiéu thong tin trong To khai vai gidy to trong ho
SO.

- Néu ho so day du, hop 1€, ngudi tié€p nhan ho so viét gidy tiép nhan, trong dé ghi rd ngay, gio tra
két qua; néu ho so chua day du, hoan thién thi hudng dan ngudai ndp ho so bd sung, hoan thién
theo quy dinh; trudng hop khong thé bé sung, hoan thién hd so ngay thi phai lap thanh van ban
hudng dan, trong d6 néu rd loai gidy to, ndi dung can bé sung, hoan thién, ky, ghi rd ho, chir dém
tén clia nguoi tiép nhan.

- H6 so sau khi da dugc hudng dan theo quy dinh ma khéng duoc bd sung day dd, hoan thién thi
nguoi ti€p nhan tir chdi tiép nhan ho so. Viéc tir chéi tiép nhan ho so phai dugce thé hién bang van
ban, trong d6 ghi ré ly do tlr chdi, nguai tiép nhan ky, ghi ré ho, chir dém, tén.

- Trong thai han 03 ngay lam viéc ké tir ngay nhan du gidy to theo quy dinh d6i véi yéu cau thay
dai, cai chinh ho tich; ngay trong ngay lam viéc doi véi yéu cau b sung ho tich; néu thay viéc thay
déi, cai chinh, bé sung ho tich 1a ¢6 co sd, phu hop véi quy dinh cta phap luat dan sy va phap luat
c6 lién quan, coéng chirc tu phap - ho tich bao cdo Chu tich Uy ban nhan dan cap x&. Truong hop
Chu tich Uy ban nhan dan cap xa dong y giai quyét thi ky Trich luc hd tich tuong tng (Trich luc
thay doi ho tich/Trich luc cai chinh h tich/Trich luc b6 sung hé tich) cap cho nguoi yéu cau;
cOng churc tu phap - ho tich ghi ndi dung thay déi, cai chinh, bé sung ho tich vao S6 dang ky thay
déi, cai chinh, bé sung hé tich, xac dinh lai dan tdc; cing ngudi yéu cau ky vao Sé.

Trudng hop thay dai, cai chinh, b6 sung thong tin hé tich lién quan dén Gidy khai sinh, Gidy ching
nhan két hon thi cong chirc tu phép - hé tich ghi ndi dung thay dai, cai chinh ho tich vao Gidy khai
sinh, Gidy chirng nhan két hon; b6 sung thong tin ho tich vao muc tuong trng va déng dau vao noi
dung bé sung.

*Luuy:

+ Truong hop nguoi yéu cau ndp gidy 1o 1a ban sao dugc cap tir sé goc hodc ban sao dugc
ching thuc tlr ban chinh thi ngudi ti€p nhan ho so khéng dugc yéu cau xuat trinh ban chinh; néu
ngudi yéu cau chi ndp ban chup va xuét trinh ban chinh thi nguoi ti€p nhan hé so kiém tra, d6i
chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da doéi chiéu ndi dung giay to
doé, khéng dugc yéu cau ngudi di dang ky ndp ban sao cé chirng thuc giay to do.

+ Trwong hop phap luat quy dinh xuat trinh gidy to khi déng ky ho tich, nguai ti€p nhan co trach
nhiém kiém tra gidy t& xuat trinh, doi chiéu vai thong tin trong Td khai va tra lai cho nguoi xuat
trinh, khong dugc yéu cau nguai dang ky ho tich nop thém ban sao gidy to do. Nguai ti€p nhan
c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai théng tin cla gidy to xuat trinh dé luu hé so.

+ Ngudi tiép nhan c¢d trach nhiém tiép nhan dung, du hé so dang ky ho tich theo quy dinh cla
phap luat ho tich, khéng dugc yéu cau nguai dang ky ho tich nop thém gidy to ma phap luat ho



tich khéng quy dinh phai nop.

Thoi gian tiép nhan hoé so va tra két qua: Vao gio hanh chinh cac ngay lam viéc trong tuan.
- Sang: Tlr 07h00’ dén 11h30'.

- Chiéu: T&r 13h30’ dén 17h00'.

(Trr ngay thir Bay, ngay Chud nhat va céac ngay l€é).

Linh vuc

Linh vurc ho tich (XP)

D6i tuong thuc hién

Cong dan

Cach thuc thuc hién

- Nguoi ¢6 yéu cau dang ky thay dadi, cai chinh, b6 sung ho tich truc tiép thuc hién hodc Gy quyén
cho ngudi khac thuc hién;

- Ngui thuc hién viéc dang ky thay déi, cai chinh, b6 sung hé tich c6 thé truc ti€p nop hé so tai
Uy ban nhan dan cap xa cé tham quyén hoédc gt hd so qua hé thdng buu chinh.

Thanh phan ho so

Giay to phai xuat trinh:

- Thanh phan ho so, bao gom:

* Giay to phai xuat trinh

- H6 chiéu hoac chirng minh nhan dan hoac thé can cudc cong dan hoac cac gidy to khac c6 dan
anh va thong tin ca nhan do co quan c6 tham quyén cap, con gia tri sir dung dé chirng minh vé
nhan than cda ngudi cé yéu cau dang ky thay doi, cai chinh, b6 sung ho tich.

- Gidy 10 chirng minh noi cu trd dé xac dinh tham quyén dang ky thay d6i, cai chinh, bd sung ho
tich (trong giai doan Co s& di liéu qudc gia vé dan cu va Co sd dit liéu ho tich dién tir toan quéc

chua dugc xay dung xong va thuc hién thong nhat trén toan quéc).

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

* Gidy to phai nop

- To khai dang ky thay d6i, cai chinh, bd sung ho tich, xac dinh lai dan toc theo mau.



- Gidy to lam cén ctr thay déi, cai chinh, bé sung ho tich.

- Van ban ay quyén theo quy dinh cta phap luat trong truong hop ay quyén thuc hién viéc dang ky
thay déi, cai chinh, bo sung ho tich. Trerng hop nguoi dugc Oy quyén la 6ng, ba, cha, me, con, vg,
choéng, anh, chi, em rudt cta nguai uy quyen thi van ban uy quyen khong phai cong ching, ching
thuc, nhung phai cé giay to chirng minh méi quan hé véi nguoi Gy quyén.

- S6 lwgng ho so: 01 bo

Yéu cau thuc hién

Khoéng

Can ct phap ly
- BO luat Dan su.
- Luat ho tich nam 2014.

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

- Théng tu s6 15/2015/TT-BTP ngay 16/11/2015 cta Bo Tu phap hudng dan thi hanh mét s6
diéu cta Luat hé tich va Nghi dinh s6 123/2015/ND-CP ngay 15/11/2015 cta Chinh phu quy dinh
chi tiét moét s6 diéu va bién phap thi hanh Luat ho tich.

- Théng tu s6 250/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh hudng dan vé phi va 1é phi
thudc thdm quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh pho truc thuéc Trung vong.

- Quyét dinh s6 24/2017/QD-UBND ngay 08/5/2017 cuia UBND tinh Quang Ngai quy dinh muc
thu, ché d6 thu, nop va quan ly |é phi ho tich trén dia ban tinh Quang Ngai.

Lé phi

-15.000 dong.

- Mién lé phi d6i véi céc truong hop:

+ Dang ky ho tich cho tré em, ngudi cao tudi (trir trurong hop cé yéu td nude ngoai).

+ Ngudi c6 cong véi cach mang, ngudi thudc gia dinh c6 cong vai cach mang, ngudi thudc hd
nghéo, ngudi khuyét tat;



+ POng bao dan toc thiéu sd & cac xa co diéu kién kinh t€ - xa hoi dac biét khé khan.

Co quan thuc hién

- Ngudi cé yéu cau thay ddi, cai chinh, bd sung ho tich nop hd so tai Uy ban nhan dan cap xa cé
tham quyeén.

- Nguoi tiép nhan c6 trach nhiém kiém tra ngay toan bo hé so, xac dinh tinh hop 1é clia gidy to
trong h6 so do nguoi yéu cau nop, xuat trinh; doi chiéu thong tin trong To khai vdi gidy to trong ho
SO.

- Néu ho so day du, hop 1€, nguadi tié€p nhan ho so viét gidy tiép nhan, trong dé ghi rd ngay, gio tra
két qua; néu ho so chua day dd, hoan thién thi hudng dan nguoi ndp hé so b sung, hoan thién
theo quy dinh; trvong hop khong thé b6 sung, hoan thién hé so ngay thi phai lap thanh van ban
hudng dan, trong dé néu rd loai gidy to, ndi dung can bd sung, hoan thién, ky, ghi r ho, chir dém
tén cua nguoi tiép nhan.

- H6 so sau khi da dugc hudng dan theo quy dinh ma khéng duoc bd sung day dd, hoan thién thi
nguoi ti€p nhan tir chdi tiép nhan ho so. Viéc tir chai tiép nhan ho so phai dugc thé hién bang van
ban, trong d6 ghi ro ly do tlr chdi, ngudi tiép nhan ky, ghi ré ho, chir dém, tén.

- Trong thai han 03 ngay lam viéc ké tir ngay nhan du gidy to theo quy dinh d6i véi yéu cau thay
dai, cai chinh ho tich; ngay trong ngay lam viéc doi véi yéu cau b sung ho tich; néu thay viéc thay
d@i, cai chinh, bé sung ho tich 1a ¢6 co sd, phu hop véi quy dinh cta phap luat dan sy va phap luat
c6 lién quan, coéng chiic tu phap - ho tich bao cdo Chu tich Uy ban nhan dan cap xa. Trudng hop
Cha tich Uy ban nhan dan cap xa dong y gidi quyét thi ky Trich luc ho tich twong tng (Trich luc
thay doi ho tich/Trich luc cai chinh h tich/Trich luc b6 sung hé tich) cap cho nguoi yéu cau;
cong churc tu phap - ho tich ghi ndi dung thay déi, cai chinh, bé sung ho tich vao S6 dang ky thay
déi, cai chinh, bé sung hé tich, xac dinh lai dan tdc; ciing ngudi yéu cau ky vao Sé.

Trudng hop thay dai, cai chinh, bé sung thong tin hé tich lién quan dén Gidy khai sinh, Gidy ching
nhan két hon thi cong chirc tu phap - ho tich ghi ndi dung thay d6i, cai chinh h tich vao Gidy khai
sinh, Gidy chirng nhan két hon; bé sung thong tin ho tich vao muc tuwong trng va dong dau vao noi
dung bé sung.

*Luuy:

+ Truong hop nguoi yéu cau ndp gidy 1o 1a ban sao dugc cap tir sé goc hodc ban sao dugc
chirng thure tlr ban chinh thi nguoi ti€p nhan hé so khéng dugc yéu cau xuat trinh ban chinh; néu
ngudi yéu cau chi nép ban chup va xuat trinh ban chinh thi nguai tiép nhan ho so kiém tra, doi
chiéu ban chup véi ban chinh va ky vao ban chup xac nhan vé viéc da doéi chiéu ndi dung giay to
do, khong dugc yéu cau nguai di dang ky nop ban sao cé ching thuc gidy to do.

+ Truwong hop phap luat quy dinh xuat trinh gidy to khi déng ky ho tich, nguai ti€p nhan co trach
nhiém kiém tra gidy t& xuat trinh, doi chiéu vai thong tin trong Td khai va tra lai cho nguoi xuat
trinh, khong duoc yéu cau ngudi dang ky ho tich ndp thém ban sao gidy t& d6. Ngudi tiép nhan
c6 thé chup 01 ban gidy to xuat trinh hodc ghi lai thong tin cta gidy to xuat trinh d€ luu ho so.

+ Nguai tiép nhan cé trach nhiém ti€p nhan dung, du ho so dang ky ho tich theo quy dinh cua
phap luat ho tich, khéng dugc yéu cau nguai dang ky ho tich nop thém gidy to ma phap luat ho
tich khéng quy dinh phai n6p.



Thoi gian tié€p nhan ho so va tra két qua: Vao gio hanh chinh cac ngay lam viéc trong tuan.
- Sang: Tlr 07h00’ dén 11h30'.
- Chiéu: Tir 13h30’ dén 17h00'.

(Trir ngay thir Bay, ngay Chud nhat va céac ngay lé).

Co quan ban hanh

Co quan phai hop



