HUONG DAN
THU TUC PANG KY KHAI SINH

|. CONG DAN CAN CHUAN BI HO SO LIEN QUAN PEN THU TUC

1. THANH PHAN HO SO:

Thanh phan hé so

- T khai dang ky khai sinh theo mau (néu ngudi yéu cau lya chon ndp hd so
theo hinh thirc truc tiép hodc giri hd so qua hé théng buu chinh);

- Mau hé tich dién tir tuong tac dang ky khai sinh (do nguoi yéu ciu cung cap
thong tin theo hudng dan trén Céng dich vu cong, néu nguoi yeu cau lua chon nop hd
so theo hinh thirc truc tuyén);

- Nguoi yéu cau ding ky khai sinh thuc hién viéc nop/xuat trinh (theo hinh
thire truc tiép) hodc tai Ién (theo hinh thirc truc tuyén) cac gidy to sau:

* Gidy to phai nop:

- Gidy chung sinh; truong hop khong c6 Gidy chtng sinh thi ndp vin ban cua
nguoi 1am ching xac nhan vé viéc sinh; néu khong c6 nguoi 1am ching thi phai co
gidy cam doan vé viéc sinh.

- Trudng hop ngudi yéu cau di ndp ban dién tr Gidy chimg sinh hoic co quan
dang ky ho tich di khai thac dugc dir liéu dién tir c6 ky s6 ctia Gidy chtng sinh thi
khong phai nop ban gidy.

- Trudng hop tré em bi bo roi thi phai co 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 h phai c6 van ban
xac nhan cia co sd'y té da thuc hién ky thuat hd trg sinh san cho viéc mang thai ho.

- Van ban uy quyén (duoc chimg thuc) theo quy dinh ctia phap luat trong
truong hop Gty quyén thuc hién viée dang ky khai sinh.

* Gidy to phai xuat trinh:

- Ho chiéu/Thé cin cude cong dan/Thé cin cude/Can cude dién tir/Gidy ching
nhan cin cudce hodc cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan co
tham quyén cép, con gia tri st dung dé chimg minh vé nhéan than ctia nguoi yéu cau
dang ky khai sinh. Truong hop cac thong tin ca nhan trong cac gidy to nay da co
trong CSDLQGVDC, CSDLHTDT, dugc hé théng dién ty dong thi khong phai tai
1én (theo hinh thtc truc tuyén);

- Gidy t0 ¢6 gia tri chirng minh thong tin vé cu tra trong trudng hop co quan
dang ky ho tich khong thé khai thac duoc thong tin vé noi cu tra cia cong dan theo
cac phuong thic quy dinh tai khoan 2 Diéu 14 Nghi dinh s6 104/2022/ND-CP
ngay 21/12/2022 caa Chinh phu. Trudng hop céc thong tin vé gidy to ching minh
noi cu tri da duge khai thac tir CSDLQGVDC bang cac phuong thire nay thi ngudi
yéu cau khong phai xuét trinh (theo hinh thtc truc tiép) hodc tai 1én (theo hinh
thuc tryc tuyén).



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

*Lwuy:

- Ca nhan co quyén lwa chon thuce hién thi tuc hanh chinh vé hé tich tai co
quan dang ky ho tich noi cu tru, noi cu trii cua ca nhan duwoc xac dinh theo quy dinh
cua phap ludt vé cu trit. T ruong hop ca nhan lya chon thuc hién thu tuc hanh chinh
vé hé tich khéng phdi tai Uy ban nhéan déan cdp xd noi thwong trii hodc noi tam tr(
thi Uy ban nhén dén cdp xd noi tiép nhdn yéu cdu cé trach nhiém ho tro nguoi dén
nép ho so dang ky hé tich truc tuyén dén ding co quan c6 tham quyén theo quy dinh.

- P6i v6i gidy to ndp, xuat trinh néu ngudi yéu cau ndp ho so theo hinh thirc
truc tiép:

+ Ngueoi yéu cau dang ky ho tich c¢é thé nép bdn sao dwoc ching thiee tir ban
chinh hodc ban sao dwoc cdp tir s6 goc (sau ddy goi la ban sao) hodc ban chup kém
theo ban chinh, ban dién tir cdc gidy to nay, bao gom ca gidy to dwoc tich hop, hién
thi trén Ung dung dinh danh dién tir (VnelD).

Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh gidy to thi nguoi
tiép nhan c6 trach nhiém kiém tra, doi chiéu ban chup vai ban chinh va ky xac nhan,
khong dugc yéu cau ndp ban sao gidy to do.

Pbi véi gidy to xuat trinh khi dang ky ho tich, nguoi tiép nhan c6 trach nhiém
kiém tra, ddi chiéu, ghi lai thong tin hoac chup lai, ky xac nhan dé luu trong ho so
va tra lai cho ngudi xudt trinh, khéng duoc yéu cau ndp ban sao hodc ban chup gidy
to do.

+ Nguoi tiép nhan co trach nhiém tiép nhan dung, du ho so ding ky ho tich
theo quy dinh ctia phap luat ho tich, khong dugc yéu cau nguoi ding ky ho tich nop
thém gidy to ma phap luat ho tich khong quy dinh phai nop.

Nguoi tiép nhan ho so thyuc hién khai thac théng tin trong CSDLQGVDC theo
quy dinh phap ludt néu nguoi yéu cau dang ky ho tich da cung cép ho, chir dém, tén;
ngay, thang, nam sinh; s6 dinh danh c4 nhan/thé can cudc cong dan/thé can cude/cian
cudc dién tir. Truong hop cac thong tin can khai thac khong c6 trong CSDLQGVDC
thi dé nghi nguoi yéu cau ké khai day du.

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

+ Ban chup céc gidy to giri kém theo hd so dang ky khai sinh truc tuyén phai bao
dam ro nét, dﬁy du, toan ven vé noi dung, 1a ban chup b?mg may anh, dién thoai hodc
duoc chup, dugc quét béng thiét bj dién tur, tir giéy to duoc c?ip hop 1€, con gia tri st
dung.

+ Trudng hop gidy to, tai liéu phai gii kém trong ho so dang ky khai sinh tryc
myén da co ban sao dién tir hoac ban dién tir giéy to hd tich thi nguoi yéu cau duogc s
dung ban di¢n tir nay.



- Trudng hop ngudi yéu cu dang ky ho tich lua chon nhan két qua tai Trung tam
Phuc vu hanh chinh céng thi nguoi yéu cau dang ky ho tich phai xuét trinh gidy to tuy
than, ndp cac gidy to 1a thanh phan ho so theo quy dinh; Truong hop ngudi yéu cau
dang ky ho tich khong lua chon nhan két qua tai Trung tdm Phuc vu hanh chinh cong
thi ngudi yéu cau dang ky ho tich ndp cac gidy to 1a thanh phan hd so theo quy dinh
trude khi nhan két qua.

- Trudng hop ngudi yéu cau ding ky ho tich khong cung cap duogc gidy to
theo quy dinh hodc gidy t& ndp, xuét trinh bj ty x6a, sira chira, 1am gia thi co quan
dang ky ho tich ¢ thAm quyén huy bo két qua diang ky ho tich.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hodc xéac
nhan dé sir dung cho vi¢c dang ky ho tich tai Viét Nam phai dugc hop phap hoa lanh
su theo quy dinh ctia phap luét, trir truong hop duoc mién theo diéu uwdc qubc té ma
Viét Nam la thanh vién.

Huéng din dién thong tin to khai Ping ky khai sinh
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

TO KHAI PANG KY KHAI SINH
Kinh giri: @ Uy ban nhan dan xa Ba Na, thanh ph6 Da Ning

Ho, chir dém, tén nguoi yéu cau: Nguyén Vin A
Ngay, thang, nam sinh: 01/01/1960
Noi cu trii: @ thon Thach Nham Tay, xa Ba N3, thanh ph6 Pa Nang
Gidy to tuy than: @ cin cudce cong dan/ cin cude sd: 048160002003
Ngay cip 26/06/2025 Noi cip: B6 Cong an/ cuc CSQLHC vé TTXH
Quan hé v6i nguoi dugce khai sinh: cha/ me/6ng/ ba
Pé nghi co quan ding ky khai sinh cho ngudi dwéi day:
Ho, chir dém, tén: NGUYEN VAN B

Ngay, thang, nam sinh: 01/01/2026 .ghi bang chir: ngay mot, thang mot, nim hai ngan
khong trdm hai muoi sau

Gi6i tinh: Nam Dan toc: kinh Qudc tich: Viét Nam

Noi sinh: WBénh vién phuy san nhi — quan Ngii Hanh Son- thanh phé Da Nang
Qué quan: xa Ba Na, thanh phd Pa Ning

Ho, chir dém, tén ngwoi me: NGUYEN THI C

Nam sinh: ® 01/01/1986 Dan toc: @ kinh Quédc tich: @Viét Nam

Noi cu tri: @ thon Thach Nham Tay, x4 Ba Na, thanh phd Pa Ning

Giy to tiry than: @CCCD/CC sé: 048086000263

Ho, chir dém, tén ngudi cha: NGUYEN VAN A



Nam sinh: ® 01/01/1986 Dan toc: @ kinh Qudc tich: @Viét Nam
Noi cu tri: @ thon Thach Nham Tay, xa Ba Na, thanh ph6 Pa Nang
Gidy to tiry than: @CCCD/CC sé: 048086000263
Thong tin vé Gidy chitng nhdn két hén cia cha, me tré (néu cha, me tré da PKKH): Sé: 01
. Quyén so: ........... , dang ky ngay 01 thang 01 nam 2026 tai UBND xd Hoa Nhon, huyén
Hoa Vang, thanh pho Pa Nang
T61 cam doan ndi dung dé nghi dang ky khai sinh trén ddy 1a ding sy that, duoc su thoa
thuan nhat tri cia cac bén li€n quan theo quy dinh phap luat.
T6i chiu hoan toan trach nhiém truéc phap luat vé ndi dung cam doan cia minh.

Lam tqi: BaNa, nQay ........... thang ......... nam 2026

Ngudi yéu cau
(Ky, ghi ro ho, chit dém, tén)

Dé nghi cip ban sao®: C6 D, Khoéng (]
So lugng:....... ban

Nguyén Vin A

Ch thich:

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

, 52) Chi ghi trong trieong hop nguoi cé yéu cau dang ky ho tich chwa cé/khong cung
cap so dinh danh ca nhan/can cudc cong dan/thé can cwdc/chieng minh nhan dan; khong
cung cdp dday du thong tin ngay, thang, nam sinh.

Truong hop phai cung cap théng tin “Noi cuw trii” thi ghi theo noi dang ky thuong
tru; neu khong co noi dang ky thwong tru thi ghi theo noi dang ky tam tru; truwong hop
khong co noi dang ky thwong tru va noi dang ky tam tru thi ghi theo noi o hién tqi.

©) Ghi s6 dinh danh cd nhan/cdn cude cong danlthe can cudc (vi dy: Can cwdc cong
ddn 56 025188001010 do Cuc Canh sat QLHC vé TTXH cap ngdy 20/11/202!). Truong
hop khong c6 so dinh danh ca nhan/can cudc cong dan/thé can cudc thi ghi gidy to hop 1¢
thay the (ho chieu, chirng minh nhdn dan,...).

@ Truong hop sinh tai co s¢ y té thi ghi 1d tén co so y té va va dia chi tru so co so'y té do.

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

- Tramy té xa Pinh Béang, huyén Tt Son, tinh Bic Ninh.

Truong hop sinh ra ngodi co s¢ y té thi ghi dia danh cua 03 cip hanh chinh (x&,
huyén, tinh), noi sinh ra.

Vi du: xa Binh Bang, huyén Tt Son, tinh Bic Ninh.

®) Ghi day du ngay, thang sinh cta cha, me (néu co).

©) P& nghi danh ddu X vao 6 néu co yéu ciu cap ban sao va ghi rd s6 lugng.






