MAU DANG KY KHAI SINH

1. Tha tuc dang ky khai sinh méi nhéat
Bwéc 1: Nguwoi di dang ky khai sinh cho tré chuén bj cac gidy to sau:

e T& khai theo mau;

e Gidy chirng sinh (Néu khéng co glay chirng sinh thi ndp van ban cda nguwoi
lam chirng xac nhan vé viéc sinh; néu khéng cé ngwdi lam chirng thi phai co
gidy cam doan vé viéc sinh;

e Trwong hop khai sinh cho tré em bi b6 roi phai c6 bién ban xac nhéan viéc tré
bi boé roi do co quan cé tham quyen 1ap; trwdng hop khai sinh cho tré em sinh
ra do mang thai hg phai c6 van ban chirng minh viéc mang thai hg.

Ngwai di khai sinh cho tré phai xuat trinh duoc gidy to tiy than, s6 hd khau/so tam
trd, chirng nhan dang ky két hén cua cha me tré (néu co)...

Bg’c’yc 2: Nop giay to& tai UBND cép xa noi thuwéng tra hoac noi tam tl’l'J,Cl’Ja cha/me.
Néu khdng 3<éc dinh dwgc noi cw trd cda cha, me thi nép tai UBND cap xa, noi tré
dang sinh sOng trén thyc té.

Bwéc 3: Tiép nhan hé so dang ky khai sinh va cap Gidy khai sinh

Sau khi nhan va kiém tra cac gidy td trén, néu thay thdng tin khai sinh day da va phu
hop, cdng chire tw phap - hd tich ghi néi dung khai sinh vao S6 ho tich, trinh Chu
tich UBND cép xa ky vao ban chinh Gidy khai sinh. Céng chirc tw phap - ho tich va
nguoi di dang ky khai sinh cung ky tén vao Sb ho tich.

2. Hwéng dan cach ghi gidy khai sinh

(1) Ghi ré tén co quan dang ky khai sinh

Vi du: - Dy ban nhan dan phwong Dién Bién, Ba Binh, Ha Noi
- Uy ban nhan dan quan 1, thanh phé H6 Chi Minh

(2) Ghi thong tin vé gidy t& tuy than cla nguoi di dang ky, ghi ro sb, co quan cép,
ngay cap ho chiéu, chirng minh nhan dan hodc gidy t& hop 1é thay thé.

Vi du: Chirng minh nhan dan sé 001089123 do Céng an thanh phd Ha Nbi cip ngay
20/10/2014.

(3) Ghi theo dja chi dang ky thwdng tra; néu khéng cé noi dang ky thwong tra thi ghi
theo dia chi dang ky tam tri; trwong hgp khéng co noi dang ky thwong tra va noi
dang ky tam tru thi ghi theo dia chi dang sinh song.

(4) Trwdng hop sinh tai co sé y té thi ghi ré tén co s& y té va dia danh hanh chinh
Vi du: - Bénh vién Phu san, Ha Noi
- Tram y té xa Dinh Bang, huyén Tt Son, tinh Bac Ninh.

Trwong hop sinh ra ngoai co s& y té thi ghi dia danh cGa 03 cip hanh chinh (x4,
huyén, tinh), noi sinh ra.
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Vi duy: x& Dinh Bang, huyén T Son, tinh Bac Ninh.

3. Tha tuc cap lai ban chinh giay khai sinh

3.1 Pang ky lai khai sinh khi nao?

Diéu 24 Nghj dinh 123/2015/ND-CP quy dinh diéu kién dwoc dang ky lai khai sinh
khi:

P4 dang ky khai sinh tai co’ quan cé thdm quyén truéc ngay 01/01/2016

Sb ho tich va ban chinh gidy khai sinh déu bj mat

Nguwoi yéu ciu dang ky khai sinh phai con sbng tai thoi diém tiép nhan ho so
Nguwdi yéu cau phai nop day da ban sao gidy to, tai liéu lién quan dén viéc
dang ky khai sinh

3.2 Tha tuc dang ky lai khai sinh

Tham quyén diang ky lai khai sinh

Diéu 25 Nghi dinh 123/2015/ND-CP néu rd, thAm quyén dang ky khai sinh dwoc quy
dinh nhw sau:

- UBND cép xa noi da dang ky khai sinh trwdc day
- UBND cép xa noi nguoi yéu cau thwdng tru

CAc gidy tor can chuan bi

- T& khai theo méau

- Ban sao toan bd ho so, gidy t& clia ngwdi yéu cau cé cac thdng tin lién quan dén
N M . > . z R Y ~ , - X \ ~
ndi dung khai sinh cua ngudi do, cu the 1a mét trong cac giay to sau day:

+ Ban sao Gidy khai sinh

+ Ban chinh hodc ban sao gidy to co gia tri thay thé Gidy khai sinh dwoc cap trwéce
nam 1945 & mien Bac va treé¢c nam 1975 & mien Nam

+ Gidy chirng minh nhan dan, Thé can cwéc cdng dan hoac Ho chiéu;
+ S6 ho khau, Sé tam tru, gidy t& chirng minh vé noi cw tru;

+ Bang tét nghlep, Gidy chirng nhan, Chtrng chi, Hoc ba, Hb so hoc tap do co quan
dao tao, quan ly gido duc c6 thdm quyén cép hodc xac nhan;

+ Gidy t& khac co6 théng tin vé ho, chir dém, tén, ngay, thang, nam sinh cla ca
nhan;

+ Gidy to chirng minh quan hé cha con, me con.

Da&c biét 1a néu ngwdi yéu cau la can bd, cong chirc, vién chirc, nguwdi dang cong
tac trong lwc lwgng vi trang thi phai cé van ban xac nhan cua Tha trwdng co quan,
don vi vé cac ndi dung sau:

- Ho, chir dém, tén
- Gigi tinh
- Ngay thang nam sinh
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- Dan toc, qubc tich, qué quan

- Quan hé cha — con, me - con

Thoi gian xwr ly viéc dang ky lai khai sinh

Thoi han xt ly viéc dang ky lai khai sinh sé& la 05 ngay lam viéc néu nguwoi yéu cau
cung cap day du cac loai giay td, tai liéu néu trén.

Trwong hgp phai co van ban xac minh thi thoi han giai quyét khdng qua 13 ngay
lam viéc (khong tinh thoi gian gtri van ban yéu cau xac minh va thoi gian gri van
ban tra |01 két qua xac minh qua hé thong bwu chinh).

4. Cach xtr ly khi ghi sai trong gidy khai sinh

4.1 Giay khai sinh bj sai ¢é l1am lai dwoc khéng?

VQi moi cbng dan, giéy khai sinh dpng mot vai trdo v cung quan trong. Moi hd so,
giay t& cla ca nhan co6 ndi dung vé ho, chir dém, tén, ngay thang thang nam sinh,
gi¢i tinh, dan téc, quoc tich, qué quan, quan hé cha me con phai phu hop voi Giay
khai sinh clia ngu¢i dé.

Theo quy dinh tai khodn 1 Diéu 24 Nghi dinh 123/2015/ND-CP, viéc cép lai Giay
khai sinh chi dwoc thuc hién trong trwong hop dé dang ky khai sinh trwdc ngay
01/01/2016 nhwng Sbé hd tich va ban chinh gidy t& hd tich déu bi méat thi dwoc dang
Ky lai.

Nhuw vay, trong tredng hop Qiéy khai sinh co sai sot sé khong duwoc ‘cép lai ma phai
lam thd tuc cai chinh Giay khai sinh theo quy dinh tai tai Dieu 7 Nghi dinh
123/2015/ND-CP.

4.2 Sai Giay khai sinh diéu chinh thé nao?

Theo Diéu 7. Diéu kién thay dbi, cai chinh hd tich

“2. Cai chl'nh’hcf) tich theo quy dinh cua Luat HO tich la viéc chinh sira th6ng tin ca
nhan trong S6 ho tich hoac trong ban chinh giay t& ho tich va chi dwoc thwe hién khi
co6 du can c dé xac dinh co sai sot do 10i cua cdng chirc lam cbng tac hé tich hoac
cua ngwdi yéu cau dang ky ho tich.”

Nhw vay: Can ctr quy dinh dugc trich dan trén day thi trwdng hop ca nhan da dang
ky khai sinh va dugc cap giay khai sinh bj sai cac thong tin ké trén thi phai thyrc hién
thu tuc cai chinh ho tich theo quy dinh cta phap luat (cai chinh ndi dung Giay khai
sinh).

Coquan c6 tham quyén cai chinh Gidy khai sinh

Theo Khoan 1, khoan 2 diéu 7 Luat HO tich nam 2014 quy dinh vé thdm quyén dang
ky ho tich, trong d6 c6 quy dinh vé van dé tham quyén dinh chinh théng tin trong
giay khai sinh nhuw sau:

1. Uy ban nhan dan cép xa ddng ky hé tich trong cac truong hop sau:

b) Badng ky thay dbi, cdi chinh hd tich cho nguoi chua dia 14 tudi: b6 sung théng tin
hé tich cho céng dan Viét Nam cw tri ¢ trong nuwérc.



2. Uy ban nhan dan cép huyén dang ky ho tich trong cac truong hop sau, trev truong
hop quy dinh tai diém d khoan 1 Diéu nay:

b) Déng ky thay dbi, cai chinh hé tich cho céng dan Viét Nam tir di 14 tudi tré 1én cw
trd & trong nwoc; xac dinh lai dan téc. Nhw vay, theo quy dinh nay thi Uy ban nhan
dan cép xa co thdm quyen cai chinh thong tin trong giay khai sinh cho nguoi chuwa
du 14 tudi. Trong hop cén céi chinh gidy khai sinh cho cdng dan Viét Nam tor di 14
tudi tr& 1én cw tra & trong nuéc thi thdm quyén thudc vé Uy ban nhan dan cép
huyén.

Do vay, Uy ban nhan dan cip xa cé thAm quyén cai chinh théng tin trong gidy khai
sinh cho ngwdi chwa da 14 tubi. Trwdng hop can cai chinh gidy khai sinh cho céng
dan Viét Nam tlr da 14 tudi trd 1&n cw tri & trong nwde thi thAm quyén thude vé Uy
ban nhan dan cap huyén.

Tha tuc dang ky viéc cai chinh Gidy khai sinh

Tha tuc cai chinh Gidy khai sinh dwoc thuwc hién theo Diéu 28 cla Luat Ho tich
2014, cu thé nhu sau:

Gidy t& can chudn bi: Nguwdi yéu cau cai chinh Gidy khai sinh ndp T& khai dang ky
thay dbi, cai chinh, bd sung hd tich, xac dinh lai dan tdc theo mau, cé thé ndp kém
theo mau don xin cai chinh gidy khai sinh va cac gidy to lién quan chirng minh cho
yéu cau cai chinh cho UBND cap xa/huyén noi dang ky khai sinh

Trong 03 ngay, ké tir ngay nhan hé so, néu thay viéc cai chinh 1a c6 co s&, cong
chire tw phap - ho tich ghi ndi dung thay doi vao Giay khai sinh. Neu can thoi gian
xac minh, th&i han giai quyét toi da la 06 ngay lam viéc.

Sau khi cai chinh Gidy khai sinh, ban c6 thé yéu ciu diéu chinh ndi dung da duoc
dang ky trong sd ho tich va cac gidy t& ho tich khac, khéng phai S6 dang ky khai
sinh va ban chinh Gidy khai sinh. Trén co s& yéu cau cta ban, Uy ban nhan dan
cap xa, noi da dang ky ho tich can c vao ban chinh Gidy khai sinh dé diéu chinh
nhirng ndi dung d6 cho phu hop véi ndi dung twong trng trong ban chinh Gidy khai
sinh.

Lwuy:

Trong trwdng hop dang ky cai chinh khéng phai tai noi dang ky khai sinh trweédc day
thi Uy ban nhan dan cap xa phai thong bao bang van ban kém theo ban sao trich luc
ho tich dén Uy ban nhan dan noi dang ky khai sinh truéc day dé ghi vao Sé hé tich.
Déi véi trudng hop noi dang ky khai sinh trwéc day 1a Co quan dai dién thi Uy ban
nhan dan cip xa phai théng bao bang van ban kém theo ban sao trich luc ho tich
dén Bo Ngoai giao dé chuyén dén Co quan dai dién ghi vao Sb ho tich.
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5. Mau t& khai dang ky khai sinh tham khao
5.1 Mau t& khai dang ky khai sinh

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

KiNh gUPiz. ...
Ho, chiP dém, t&n NGPOT YU CAU: ..o
T F NV (o (V) VA (- 2 RO
N [0 otV 1 U TSP PU SRR UURPPR
Quan hé v&i nguoi AwEc Khai SINN: ..o
DPé nghi co quan dang ky khai sinh cho nguwdi duwdi GAY: .......cooveiiieeiieceeeeeeeee,
[ Lo T o [0 (=Y 0 0 TR (=Y o
Ngay, thang, nam sinh: .......................... ghi bang Chill: .....oeveeeeeeieeeeeeeeeee
I Lo = o o P
Gidi tinh: ..o DANOC, weeieeeeeeeeeeeeeeeeanns QuAC tiCh: c.veveeeeeeeeen,
(@ 10 1= 0 LU= o ST
Ho, chlPdém, ten Cha: ...
NEM SINN: e, DANOC: weeeeeeeeeeeeeeeeeeeeeaen, QUAC tICh: woeeeieeeieen,
I [0 o1 | P
Ho, ChilP dém, tEN M. ... e
N&M SiNh: ..o, DAN tOC: v, QUAC tich: v,
I Lo o1 1

T6i cam doan ndi dung dé nghj dang ky khai sinh trén day la dung sw that, dwoc sw
thda thuan nhat tri cta cac bén lién quan theo quy dinh phap luat.

T6i chiu hoan toan trach nhiém trwdc phap luat vé ndi dung cam doan ctia minh.
Lam tai: .................. , hgay ....thang .... ném .........
Ngwoi yéu cau
(Ky, ghird ho, chir dém, tén)
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5.2 Mau trich luc khai sinh

........................................ CONG HOA XA HOI CHO NGH’I‘A VIET NAM

........................................ Doc lap - Tw do - Hanh phuc

.................................... (1) T

S6:@ ITLKS-BS L , NQAy.......thang ......ndm

TRICH LUC KHAI SINH
(BAN SAO)

[ [ T ] a 10 20 (=1 0 ¢ TR (=] 15PN
Ngay, thang, nam sinh: .................... ghi DANG CD: ...
Gidi tinh: v DANn tOC: weooeeeen. QUOC HICN: et
I [0 1= o o P
QUE QUAN: ..
SO NN AANN CA NNANT .ot e et e e e e e e e eee e,
HO, chl G&m, tE€N NQUPOT ME: .o e e e
NEmM sinh: .oooveeeeeeeeeeee DAN tOC: woevvvvenennn. QUABC tICH: e,
I [ o1 U 1 5 U RSP
HO, chlr @&m, t&€N NQUPOT Cha: ....cooeiiiiiie e e
NEM SiNh: cooeeeeeeeeeeeeeee DANtOC: weevveveenn. QUAC tICH: e,
I Lo o1 | P
Dang ky khai sinh tai®........................ SO e, ngay ......... Lovociiid e,
Ghi N <ot

NGU'O1KY TRICH LUC ,
(Ky, ghird ho, chir dém, tén, chirc vy, déng dau)

Chu thich:

) Ghi tén co’ quan c&p ban sao Trich luc. Néu la Uy ban nhan dan c&p xa thi ghi du
03 cap hanh chinh (tinh, huyén, xa); néu la Uy ban nhan dan cip huyén thi ghi du
02 cap hanh chinh (tinh, huyén); néu |a Co quan dai dién thi ghi rd tén co quan dai
dién va tén nwdc co tru s Co quan dai dién.

Vi du: Tinh Thanh Hoa
Thanh ph6 Thanh Hoa
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UBND phwong Lam Son

hodc: Tinh Thanh Hoa

UBND thanh phé Thanh Hoa

hodc: Pai str quan Viét Nam tai Hoa Ky

@ Ghi theo sb trong S& theo déi viéc cap ban sao Trich luc ho tich clia co’ quan cap
ban sao Trich luc ho tich.

) Ghi tén co quan da thuc hién viéc déng ky khai sinh
Vi du: Uy ban nhan dan phwong Dién Bién, quén Ba Dinh, Ha Noi
Uy ban nhan dan quén Ha Béng, Ha Néi.

“) Tuy theo céach thirc thye hién, ghi rd can c cap ban sao Trich luc: "Thuc hién
viéc trich luc tr S6 dang ky khai sinh" hoac "Thwc hién viéc trich luc tr Co s& div
liéu ho tich dién t&r theo quy trinh tin hoc".
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5.3 T& khai cap lai ban chinh Gidy khai sinh

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

TO KHAI CAP LAI BAN CHINH GIAY KHAI SINH
Kinh goi: @ o,

HO va teNn NQUPOI KNAi: ....oooiiiiiiiii et
NOT thwdng tra/tam tri: @ ...
S Gidy CMND/Gidy t& hop 1€ thay thé: @ et
Quan hé véi ngwdi dwoc cép lai ban chinh Gidy khai Sinh: ........ocooeeviiiiceeee
Dé nghi (1) cép lai ban chinh Gidy khai sinh cho ngu®i cé tén dwéi day:

HOo VA tén: ..o, Gigitinh: ...,
Ngay, thang, NAM SINN: ... e e e e et e e aes
NOT SINN: ) ettt
DAN EOC, oot QUAC HICH: e,
NOT thwNG triAAM tr0: @ ..ottt
HO VA TEN CNA: oot e e e e e e e e era s
DANOC: «vvoeeeeeeeeeeeen QUAC tICh: e, NEM SiNA oo,
NOT thNG triAAM tr0: © Lottt
o Lo T (=T 1 1 1 U= A TP PPPORR
DANtOC: weveeeeeeeeee e, QUAC tICh: e, NEM Sinh v,
NOT thwNg triAaM tr0: © Lot
D& dang ky khai sinh tai: ..............ccceee. ngay ........... thang .......... nam ..............
Theo Gidy khai sinhs8: © ..., Quyénsd ©: .

T6i cam doan nhirng néi dung khai trén day la dung sw that va chju trach nhiém
trwdc phap luat ve cam doan cua minh.

Lam tai: ................ ,hgay ...... thang ...... nam ......

Ngw&i khai
(ky va ghi rd ho tén)
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Chu thich:
(1) Ghi ré tén co’ quan thuc hién viéc cép lai ban chinh Gidy khai sinh.

(2) Ghi theo dia chi dang ky thwdng tri va gach cum tir “tam trd”; néu khdng cé noi
dang ky thwong tra thi gach hai tr “thuwdng trd” va ghi theo dia chi dang ky tam tra.

(3) Néu ghi theo s6 CMND, thi gach cum tr “Gidy t& hop Ié thay thé”; néu ghi theo
sO Giay t& hgp |1€ thay thé thi ghi rd tén giay t& va gach cum tir “CMND”.

4) Trwong hop tré em sinh tai bénh vién, thi ghi tén bénh vién va dia danh hanh
chinh noi tré, em sinh ra (vi du: béph vién Phu san Ha Néi). Trwong hop tré em sinh
tai co s¢ y té, thi ghi tén co s& y té va dia danh hanh chinh noi tré em sinh ra (vi du:
Tram y té xa Van Binh, huyén Thudng Tin, Tp. Ha Néi).

Trong hop tré em sinh ngoai bénh vién va co s& y té, thi ghi dia danh ctia 03 céap
hanh chinh (cap xa, cap huyén, cap tinh), noi tré em sinh ra (vi du: xa4 Van Binh,
huyén Thuong Tin, Tp. Ha N&i).

Trwong hop tré em dugc sinh ra & nwdc ngoai, thi noi sinh dwoc ghi theo tén thanh
pho, tén r]u’é’c, noi tré em dé dwoc sinh ra (vi du: Luan Dén, Lién hiép vwong quoc
Anh va Bac Ai-len; Bec-lin, Céng hoa lién bang Buc).

(5) Ghi noi thuéng tra/tam tra cia bd, me tai thoi diém dang ky khai sinh cho con;
cach ghi thyc hién theo huwéng dan tai diém (2)

(6) Chi khai khi biét ré.
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