
Phu Inc sO 3.3 
NO! i,d$T4% THI TUYEN CONG CHPC CAP XA NAM 2019 

N NGHItP VP CHUYEN NGANH 
TIC DANH TU.  PHAP- HO TICH 

(Ban h).4.? l  ' o Quyit dinh sa a2/ /QD-BCD TDCCCV ngay 13/5/2019 
clic: Ban Chi ciao tuy'dn dyng cling chtit vien chirc Thanh pha) 

PHAN A. Van ban tham khao 

1. Lust MO hien, gido dye  phap luat nam 2012; 

2. Luat Can coat ding dan nam 2014; 

3. Luat HO tich nam 2014; 

4. Luat Ban hanh van ban quy pham phap luat nam 2015; 

5. Nghi dinh 28/2013/ND-CP ngay 04 thang 4 Yam 2013 dm Chinh phü 
quy dinh chi fiat mOt s6 dieu va bien phap thi hanh Lust Pho !Dien, gido dyc phap 
luat; 

6. Nghi dinh s 23/2015/ND-CP ngay 16 thang 02 nam 2015 cna Chinh 
pith ye viec cap ban sao tir se) g6c, chung thkre ban sao tic ban chinh, clarng thkrc 
chit ky va chirng thgc hop dOng, giao dich; 

7. Nghi dinh 56' 137/2015/ND-CP ngdy 31 thang 12 nam 2015 cüa Chinh 
phü quy dinh chi tiet mOt so dieu va bien phap thi hanh Lust Can cute cong dan; 

8. Nghi dinh s6 123/2015/ND-CP ngay 15 thang 11 Yam 2015 cna Chinh 
phü quy dinh chi tiet mOt so dieu va bin phap thi hanh Lust HO tich; 

9. Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 dm Chinh 
pith ye vice  cap ban sao tir 56 goc, chimg thyc ban sao Yr ban chinh, chimg thkrc 
chit kYvã chirng thuc hop (long, giao dich; 

10. Th6ng ttr s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 dm BO Tu 
phap quy dinh chi tiet va hu&ng dan thi hanh mOt so dieu cüa Nghi dinh so 
23/2015/ND-CP ngay 16 thang 02 nam 2015 Gila Chinh phik ye viec cap ban sao 
tir sO g6c, chimg thkrc ban sao tir ban chinh, chimg thkrc chit kY va chimg thkrc hop 
dong, giao dich; 

11. Thong tu s6 15/2015/TT-BTP ngay 16 thang 11 nam 2015 cilia BO Tir 
phap quy dinh chi ti t& thi hanh mOt 56 Dieu dm Luat Ho tich va Nghi dinh s6 
123/2015/ND-CP ngay 15 thang 11 nAm 2015 cika Chinh phU quy dinh chi fi let 
mot s6 dieu va bin phap thi hanh Luat HO tich; 

12. Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 dm BO Tu 
phap quy dinh chi fiat va h&mg dan thi hanh mOt 5'6 dieu cüa Nghi dinh 56 
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23/2015/ND-CP ngay 16 thang 02 nam 2015 cüa Chinh phü ve viec cap ban sad 
tr s8 gac, chUng thvc ban sao tu ban chinh, chang thvc chit 1(9 va chang thvc hop 
deng, giao dich; 

13. Thong tu s6 10/2016/TT-BTP ngay 22 thang 7 nam 2016 dm BO Tu 
phap quy dinh ye bao cao vien phap luQt, tuyen truyen vien phap luQt; 

14. Thong tu lien tich só 05/2015/TTLT-BTP-BCA-BYT ngay 15 thang 5 
nam 2015 dm BQ Tu phap, BO Cong an, BO Y te huang clan thvc hien lien thong 
cac th6 tvc hanh chinh ye clang lc)", lchai sinh, dang k9 thuang fro, cap the bao 
hiem y te cho tre em cluai 6 tu6i; 

15. Quyet dinh s6 1380/QD-TTg ngay 18 thang 10 nam 2018 dm Th8 
Mang Chinh ph8 ve phe duyet "Be an thvc hien lien thong cac th8 tvc hanh 
chinh: Wang k khai dr, xoa clang 1c9 thuerng tra, huang che dO tit tuat/ h6 trg chi 
phi mai tang/ Wang mai tang phi"; 

16. Thong tu 01/2011/TT-BNV ngay 19 thang 01 nam 2011 dm BO NOi 
vv ye Huang dan the that \fa ky thulat trinh bay van ban hanh chinh; 

17. Nghi dinh s6 112/2011/ND-CP ngdy 05 thang 12 nam 2011 dm Chinh 
phu ye c8ng chat xa, phuang, thi trAn; 

18. Thong tu s6 06/2012/TT-BNV ngay 30 thang 10 nam 2012 cna 130 NOi 
vv huemg an ye chac danh, tieu chuan cv the, nhiem vv va tuyen dvng cong 
chirc xa, phuorng thi tran. 
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Plan B. Tai lieu On tab 

Thi sinh an tap theo nOi dung tai lieu sau day: 

I. TItU CHUAN, NHItM VU 
1. Chat trach, tieu chtan 

1.1. Clinic trach 

Theo Dieu 1, Thong tu s6 06/2012/TT-BNV ngay 30/10/2012 BNV tea BO 
NOi vu huong clan ye chirc trach, lieu chuan cu the, nhiem vu va tuy'en dung ding 
chirc xA, plural-1g, thi tran: Cong chirc xa, phuang, thi tran (xa, phtrang, thi tran 
sau day goi,chung la cap )(a) lam tong tac chuyen mon thuOc bien che cOa Uy ban 
nhan clan cap xa, c6 trach nhiem tham mini, OCT Uy ban than dan cap xa thtrc 
hien chirc nang quail 13'T nha ntrac ye Firth we cang the duce phan ding va thy° 
hien the nhiem vu khat do Chia tich Uy ban than dan cap xa giao. 

1.2. Tien chan chung 

Theo Dieu 3, Nghj dinh s6 112/2011/ ND-CP ngay 05 thang 12 nam 20111 
eOa Chinh phU ves  ding chile xa. phuang, thi tram, c6ng chat Tu phap- HQ tich 
cap xa c6 tieu chuan chung nhu cat tong chi:re chuyen m6n khac do la: 

, 	a) Hieu biet ve 13",  luan chinh tri, nAm yang quan diem, chi' trucmg, clueing 
16i dm Dang, chinh sach va phap 1114 cUa Nha nuot; 

b) CO nang lac t6 chirc van dOng nhan dan a dia phuang thirc hien co hieu 
qua chit trucmg, dtremg lai cOa Dang, chinh sach \fa phap luat cOa Nha nuot; 

c) Co trinh d'a van Ma va trinh dO chuyen mon, nghiep try pith hop yeu cau 
nhiem vu, vi tri viec lam, cO du nang lye va sire !ch.& de hoan thanh nhiem vu duct 
giao; 

d) Am hieu va ton tr9ng phong t9c, tap quan cUa cOng &mg dan cu tren dia 
ban tong the. 

1.3. Tien chtan en the 

Cong chfre cdp xa phai co dO cat tieu chuan chung quy dinh tai Dieu 3 
Nghi dinh sa 112/2011/ND-CP ngay 05 thang 12 nam 2011 elm Chinh phO ye 
cong chirc xa, phuong, thi trân (sau day g9i chung la Nghi dinh so 112/2011/ND-
CP) Ira cat lieu chuan cu the sau: 

a) DO their: DO 18 tuai tra len; 

b) Trinh dO van h6a: Tot nghiep trung h9c ph6 thong; 

c) Trinh dO chuyen mon: Tat nghiep trung cap chuyen nghiep trey len dm 
nganh dao tao phe hop vai you cau nhiem vu elm chirc danh tong chirc dugc dam 
nhiem; 

d) Trinh dO tin h9c: Co chi:mg chi tin h9c van phông trinh dO A ter len; 
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d,) Tieng clan tee thieu sa: dia ban c8ng the phai sir dung tiang dan tOc 
thieu s8 trong hoat deng cling vu thi phai biet thanh that) tieng clan tec thieu so 
phü ligp yeti dia ban ding tac do; neu khi tuyen dung ma chua biet tieng dan tee 
thieu s6 thi sau khi tuyen dung phai hoan thAnh lop h9c tieng clan tee thieu so phi' 
h9p 	dia ban ding tac duge phan cong; 

e) Sau khi dirge tuyen dung phai hoan thanh lop dao tad), bait dtrang quart 15/ 
hanh chinh nha nu& va lop dao tap, boi dilang luan chinh tritheo chucmg trinh 
dôi vei chirc danh ding chlre cap xã hien dam nhiem. 

2. NhiOm vy cfla eking chat Ttr phap - hQ tich 

1. Tham muu, giüp Uy ban ,nhan dan cap xã t6 chirc thirc hien nhiem vu, 
quyen han cUa Uy ban nhan dan cap xa trong linh we Ur phap va he tich tren dia 
ban theo quy dinh cña pita') luat. 

2. True tie') thuc hien cac nhiem vu sau: 

a) PM bin, gido due phap luat; quan 1STtü sach phap 141, tO chat phuc vu 
nhan dan nghien elm phap luat va to cluirc lay 1T kien nhan clan tren dia ban cap id 
trong vice tham gia xay dung phap luat; 

b) Kiem tra, ra soat the van ban quy pham phop luat cüa H'ei clang nhan 
dan va Uy ban than dan cap xã bao cao co: quan c6 tham quyen xem xet, quyet 
dinh; tham gia Gong tac thi hanh an dan sr tren dia ban cap xã; 

c) Thirc hien nhiem vu ding tac tu phap, he tich, chi:mg thge, chung nhan 
va theo dOi ye quoc tich tren dia ban cap xã theo quy dinh elm pita') lust; phoi hyp 
\Teri cong chire Van h6a - xã hei huerng dan xay dung htrang ithc, quy trec 0 th6n, 
to clan pito va deg tac giao due tai dia ban cap xã; 

d) Chit tri, phoi h9p vOi ceng cluirc Ichac dux hien c6ng tac hoa giai a co sor. 

3. nue hien the nhiem vu khac theo quy dinh eUa pilaf) lust chuyen nganh 
va do Chit tich fly ban nhan clan cap xA giao. 

II. KIEN THeC QUAN LI? NHA NUOC, Id NANG CHUYEN MON 
C1JA LINH VVC CHUYEN NGANH 

1. IC, nang cita &Ong chtic Ttr flap- hO tich trong hoyt dOng dfing kST, 

quail 1ST ho tich 

1.1.NhiOm vy cüa cong chat Ttr phi") - HO tich trong Tang 14 va quart 157 
hO tich 

1.1.1. Clang char lam ang tcic hO tick 

Cong chlre lam Gong the ho tich bao gm ceng chuc tu ,phap - he tich 0 cap 
)(a; Gong chde lam cong tac ho tich 0 Pheng Tu phap thuee Uy ban than dan cap 
huyen; vien chirc ngoai giao, lath sr lam cong tat he tich tai Cu quan dai din. 

4 



1.1.2. Tien chuan cfia ding char fir phcip - he tick cap xa 

Ging chirc tur phap - ho tich cap xã phai dam bao cac tieu chuan sau: 

- Co trinh do tü trung cap luat tr.& len 

- Dà dirge Wei dueng nghiep vy 110 tich; 

- Co chi) viet re rang va trinh de tin hoc phi' hop theo you cAu c8ng viec. 

Can dr dieu kien thkre te ve dien tich, dan st, kh6i lugng ding viec tu phap, 
ho tich cüa dia phuong, Chinh phü quy dinh viec be tri citing chdc tu phap - ho 
tich dam nhiem Gong tac ho tich chuyen track 

1.1.3. Nhiem vy, quyan han cfia cong chirc fir pluip - he tick cap xd trong 
link yr he tich 

- Tuan tha quy dinh dm Lust Ho tich va cac quy dinh khac elm phap lust c6 
lien quan ve ho tich; 

- Chiu trach nhiem tru6c Uy ban nhan dan cap xd va phap luSt ve viec clang 
ky he tich; 

- Tuyen truyen, ph 0 bin, van d'Ong than dan chap hanh cac quy dinh elm 
phap luat ye ho tich; 

- GiCip Uy ban nhan dan cap xã Tang 192 ho tich kip NA, chinh xac, khach 
quan, trung thge; cap nhat day d6 cac sir kien ho tich dA ducfc clang k vao Cu sä 
der lieu ho tich then  dr; 

- Chn dOng kiem tra, ra soat d'e dang IcY kip thed viec sinh, tfr phat sinh tren 
dia ban. Doi ved dia ban dan Cu khOng tap trung, dieu kien di lai kilo khan, each 
xa try see Uy ban nhan,dan cap xa, cOng chat tu phap - ho tich bao cao Uy ban 
nhan dan cap xa cho tO eh& dang k lint dOng doi ved viec khai sinh, ket hon, 
khai tit; 

- Thuang xuyen trau del ki'en tithe phap luat d nang cao nang lyc va nghiep 
vii clang ho tich; tham gia cac lop bed throng chuyen mon nghi'ep vy do Uy ban 
nhan dan hoac co quan tu phap cap tren tO chdc; 

- ChIt dOng,  bap cao, de xuAt Uy ban nhan dan cling cap ph6i hop yeti ca 
quan, to chirc kiem tra, xac minh ye thong tin hie tich; yeu cau co van, to &ire, 
cá nhan cung cap thong tin de,  xac minh khi clang 14 ho tich; plied hop voi ca 
quan Cong an ding cap cung cap thong tin ho tich co ban dm cá nhan cho Co sa 
di( lieu quoc gia ye clan cu. 

1.1.4. Nhirng Wee cang chirc Mm cong Mc he tick khong clirgc lam 

Cong clurc lam Gong tac ho tich khong &roc lam nhi.ing viec sau day: 

- Cita quyen, hach dich, sach nhieu, tri hodn, gay Icho khan, phi'en ha, nhan 
110i 10 lchi clang ky, quan 1Y,  ho tich. 
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- Thu le phi ho tich cao hon mire quy dinh hoac dat ra the Ichoan thu khi 
dang 1c3i ho tich. 

- Dat ra thu tuc, gray tä, c6 keo dai thin han giai quyat (tang 14 ho tich trai 
quy dinh cua Luat nay. 

- Tay x6a, stira chtita, lam sai lech nOi dung thong tin trong Co so dir lieu ho 
tich. 

- [Yang k, cAp gidy to Ira he tich trai quy dinh eüa Luat nay. 

- Tit 10 thong tin lien quan d'en bi mat cá nhan ma Nat dugc qua clang 14 ho 
tich. 

- Cling chirc lam c6ng tac ho tich vi pham the quy dinh tai Dieu nay thi tUy 
theo tinh chat, mire do vi pham c6 the bi xtir l kSi luat hoac truy ciru trach nhiem 
hinh su theo quy dinh eüa phap luat. 

1.2. MOt s ntii dung cling chtly ttr phap 110 tich ltru khi thut hin ding 
tac 'ling liSr quail 1ST hit) tich 

1.2.1. HO tick va dung kji h tich 

Dieu 2 dm Lust He tich quy dinh ve HO tich va dang k ho tich vai nOi dung 
quy dinh cu the: 

- HO tich la nhang sr kien xac dinh tinh tang nhan than dm cá nhan tit khi 
sinh ra den khi chet, gem: 

+ Xac nhan vao SO ho,tich cac sir kien ho tich: Khai sinh; Ket hem; Giam ho; 
Nhan cha, me, con; Thay dOi, cai chinh ho tich, xac dinh lai'clan toe, bo sung thong tin 
he tich; Khai 

+ Ghi vao SO ho tich viec thay di he tich eUa cd than theo ban an, guy& 
dinh dm co quan nha nuot c6 tham quyen: Thay doi quoc tich; Xac dinh cha, mg, 
con; Xac dinh lai gin i tinh; Nuoi con nuoi, cham dirt viec nuOi con nuOi; Ly hem, 
hüy viec,  Ica hon trai pita') 101, cong nhan viec ket hem; COng,nhan giam ho; 
Tuyen bo hoac huST tuyen be met nguai mat tich, da chet, bi mat hoac hn che 
nang lye  hanh vi clan sr. 

+ Ghi vao SO ho tich su kien lchai sinh; ket hem; ly hen; hüy viec ket ,hon; 
giam ho; than cha, me, con; xac dinh cha, me, con; nuoi con nu8i; thay doi ho 
tich; khai ter dm cong dan Viet Nam da dugc giai quyet tai co quan c6 tham 
quyen cüa nuot ngoai. 

+ Xác nhari hoac ghi vao SO he tich the viec ho tich khoe theo quy dinh cUa 
phap luat. 

- Dang kir ho tich la viec ea quan nha nuot c6 tham quyen xac nhan hoac ghi 
vao SO ho tich cac su kien ho tich cUa cá nhan, tao co s& phap 15T de Nha nu& bao 
he quyen, Igi ich hop phap cUa cá nhan, thuc hien quail 15T ye dan Cu. 

1.2.2. Tha m quyin clang 105 he tich 
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Tai Dieu 7 dm LIS HO tich ce, quy dinh ve than' quyen dang Icy ha trch nhu 
sau: 

- fly ban nhan dan cAp xA dang kY ha tich trong the tn.rang hop sau: 

+ Bang k9 six kien ha tich quy dinh tai cac diem a, b, c, d va e khoan 1 Dieu 
3 dm Lu5t Ha trch cho &Ong dan Viet Nam cu tr6 a trong nuee; 

+ }Yang k thay di, cai chinh ha trch cho ngueri chua Chi 14 tuar; be) sung 
thong tin ha trch cho eking dan Via Nam cu tn a trong ntrOc; 

+ Thkrc hien the viec ha tich theo quy dinh tai khoan 2 va lchoan 4 Dieu 3 
cua Luot HO trch; 

+ Bang ky khai sinh cho tre em sinh ra tai Viet Nam Co cha hoc mc là ding 
dan Via Nam thuang frit tai khu vtrc bien gied, con ngued kia IA c8ng dan tha 
nuee Lang gieng thuang fru tai khu vot bien gieri \red Via Nam; ket Iron, nh5n 
cha, mc, con dm cong dan Viet Nam thuang troa khu Arc bien gied vei c6ng dan 
cfra nuere lang gieng thuang trO a khu vtrc bien glad veld Viet Nam; khai S cho 
ngueri nuerc ngoai ctr ti-ti On dinh lau dai Lai khu vtrc bien giOi tha Viet Nam. 

- Tr6 truang hop DAng k khai sinh cho tre em sinh ra tai Via Nam c6 cha 
hoc mc IA ding clan Viet Nam thuang tra tai khu vot bien gieri, con ngueri kia la 
c6ng dan tha nuere lang gieng thuang tra tai khu vtrc bien gied vei Viet Nam; ket 
hon, nh5n cha, mc, con tha &ring dan Via Nam thuemg tr6& khu vtrc bien gieri 
veri clang danetia nuerc lang gieng thuang fru6 khu vtrc bien gieti ved Via Nam; 
khai S cho ngtrai nuec ngoai cu tro on dinh lau dai tai khu vtrc bren gied dm Via 
Nam thi Uy ban nhan dan cap huyen dang kY ha tich trong cac twang hop sau: 

+ Bang 1c5f sr kien ha' tich quy dinh tai Ichoan 1 Dieu 3 eira Lu5t Ha trch có 
yeu t6 nuac ngoai; 

+ Wang k9 thay dM, cai chinh ha tich cho cong clan Via Nam S dir 14 tuOi 
tro: len cu: tra a trong nuot; xac dinh lai dan tOc; 

+ Thuc hien cac vrec ha tich theo quy clinh tai Ichoan 3 Dieu 3 tha Ludt HO tich. 

- Co quan dai din clang k9 the viee ha trch quy clinh tai Dieu 3 dm Lu5t HO 
tich cho ding dan Viet Nam ctr tra6 nuerc ngoai. 

2. Nghiep vij cn the trong hot dOng Tang kY, quan IY he tich 

2.1. Phtrcrng thirc yen an ya tip nh4n yen an clang kjr he tich 

- IChi you eau &rig k9 ha tich, cap ban sao trich lye ha tich, ca nhan nap ha 
so true tiep cho ca quan 'Tang k9 ha trch hoac,gfri h6 so qua N thong buu chinh 
hoac gird qua N thong clang k9 ha tich trvc tuy'en. 

Ngued you can clang k9 ket h8n, nh5n cha, mc, con, dang k lai ket h6n true 
tiep nap ha so tai co quan dang k9 ha tich; ngtrei yeu cau clang ky cac viec ha 
trch khac c6 the trkrc tiep nap ho so tai co quan clang k9 ha tich, gui h8 so qua he 
thong buu chinh hoc gni ho so theo he' thang clang k9 ha tich aye tuyen. 
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H6 sic clang k9 110 tich chi can 14p mOt (01) b'Q. 

+ Tip nhan tivc WO: Ngueri tiep nhan 116 sa c6 trach nhiem kiem tra cac 
giay ter de dôi chieu th8ng tin trong Ter khai va tinh hop 1'e cua giAy ter trong h6 scr 
do ngueri you cau nOp,  xuat trinh; twang,  hop WO sa chua day d6 thi huOng &An 
ngueri you eau b6 sung hoan thien. Neu ho sa day dti, hop le, nguai tiep nhAn h6 
soviet giAy tiep nhon, trong do ghi r6' ngay, giO tra ket qua. 

Twang hop nguOi yeti du nOp giAy ter IA ban sao duce cAp tCr s gOc hoc 
ban sao duce chirng thvc tir ban chinh thi nguai tiep nhan ho sa khons dugc yeu 
cau xuat trinh ban chinh; neu nguai yeu cau chi nOp ban chvp va xuat trinh ban 
chinh thi ngued tie]) nhan ho sa kiem tra,,doi chieu ban chvp vOi ban chinh va k9 
vao ban chvp xac nhan ye viec cla doi chieu noi dung giAy ter do. 

Twang herp phap luat quy dinh giAy tO xuat trinh thi ngueri tiEp nhan h6 sa 
khong duct you cau Op them ban sao hoc ban chvp ciia giay ter xuat trinh. 

+ Tiep nhan qua he tilting butt chinh: Tnrerng hop ngutd yeu cAu gui h6 so 
qua he thOng butt chinh hoc mu6n nhan ket qua qua he thong but chinh thi phai 
gfri nOp le phi dang k9 ho tieh, le phi cap ,ban sao trich lvc 110 tich neu kh6ng 
thuOc dien dugc mien le phi va chi phi tra ket qua qua he th8ng buu chinh. Ngued 
tiep nhan ho sa ghi re phuang thirc tra lc& qua trong giay tiep nhan. 

Dugc tra ket qua qua he thong but chinh id& vai yeu c&u ghi vao sep h0 tich 
cac viec 110 tich do co quan c6 tham quyen ciia nuOc ngoai giai quyet, bao gam 
khai sinh; lc& lion; giarn ho; nhan cha, me, con; xac dinh cha, me, con; nuoi con 
nu8i; thay doi ho tich; khai tit; ly hon; hity hon nhan trai phap luat va yeu eau cap 
ban sao trich lve h0 tich theo quy dinh tai Dieu 63 dm Luat HO tieh. 

- 'Chi lam th6 tic dang lcjr ho,tich, cap ban sao trich 1vc hi) tich tit Ca spor c10 
ho tich, cá nhan xuat trinh giay ter chirng minh nhan than cho co quan Clang 

h0 tich. Tnrong hgp gfri ho so qua he thong but chinh thi phai gai kern theo 
ban sao cep chung thvc giay ta chimg minh nhan than. 

- D6i vai nhang viec (fang 14 he) tich c6 quy dinh tiled han Aiai quyet, thi nguai 
tip nhan ho so phai viet giAy tip nhan; truerng hgp ho so chua day du, kh6ng hop 14 
thi phai huerng clan bang van ban a nguai di Clang ky ho tich WO sung, hoan thien. 
Van ban hueng dan phai ghi day c16, r8 rang loai giay ter b0 sung. 

Doi v6i viec clang 1(9 ho tich phai tien hanh xac minh theo quy dinh cüa Luat 
HO tich va Nghi dinh nay thi tiled gian gUi van ban yeu eau va thoi gian tra led ket 
qua khong tinh vao died han giai quyet viec ho tich cv the. 

Tn.rang hgp nguai cep yeu cau nOp 110 salchong diing co quan Clang ky ho tich 
c6 tham quyen thi ngued tiep nhan huOng clan ngueri di clang k9 ho tich den co 
quan ca thAm quyen de nOp h6 so. 

- ny quyen 
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+ Nguai yeu cAu cAp ban sao trich the hO tich, yeu cau dang 14 cac vice hg 
tich theo quy dinh tai Dieu 3 ciia Luat ho tich dirge uY quyen cho ngued khac thge 
hien thay, trir truemg hgp dang k ket hôn, clang 14 lai vice ket lion, dang kY nhan 
cha, me, con. 

+ Vice üy quyen phai dirge lap thanh van ban, dirge ding chirng, chirng time 
theo quy dinh eüa phap luat; pham vi uy quyen co the ggm toan bQ cong vice  theo 
trinh MU the dang kY hQ tich tir Ichi nOp  h6 so den khi nhan ket qua &rig 14 ho 
tich. 

+ Truerng hop ngued dirge Uy quyen la ong, ba, cha, me, con, vg, chgng, anh, 
chi, em rugt eüa ngued Uy quyen thi van ban ily,quyen kh6ng phai ding chimg, 
chimg thgc, nhung phai cep giay tä chimg minh med quan h'e vai ngued uy" quyen. 

Khi ngp h6 so clang kY ket hgn, clang kY lai viec ket hôn, clang 14 nhan cha, 
me, con, mgt ben co yeu cau c6 the tire tiep ngp ho so tai co quan clang kY hg 
tich c6 tham quyen ma Ichong can c6 van ban fly quyen dm ben con lai. 

2.2. Quy trinh chung ciia vic dang ky h tich 

2.2.1. Tiip nh(in hi so viz tra kit qua acing kji tich 

- Khi tiEp nhan hi) so, ngithi tip nhan c6 trach nhiem kiem tra ngay toan bg 
ho so; neu ho so chua day &I, hoan thien thi hiremg,dan nguoi ngp ho sa bo sung, 
hoan thin theo quy dinh; tmemg hop Ichong the bo sung, hoan thin he so,rigay 
thi phai lap van ban hugng clan, trong do neu re loai gray tä, ngi dung can big 
sung, hoan thin, 14, ghi rg hp, chit dm, ten dm ngued tiep nhan. 

H6 so clang kY ho tich gm cac loai gidy tä: 

+ Ngued yeu eau dang 14 hg tich, cAp ban sao trich 'pc hg tich xuat trinh ban 
chinh mgt trong cac giay ter là hg chieu, chimg minh than dan, the can cage cong 
dan hoac gray ter khac cog dan anh va thgng tin cá nhan do ca quan cc) tham quy'en 
cap, cOn gia tri sir dpng (sau day goi la giay ter thy than) de chirng minh ye than 
than. 

Trong giai doan chuyen trap, ngued yeu cau clang 14 hg tich phai xuat trinh 
giay tè cluing minh nai cu 

+ Ngued yeu cAu clang k khai sinh phai ngp ban chinh Gray chimg sinh 
hoe giay to thay Giay chimg sinh theo quy dinh tai Khoan 1 Dieu 16 dm Lust 
Hg tich; dang kY khai tir phai nop ban chinh Giay bao tir hoc giay ter thay Giay 
bao tü theo quy dinh tai Khoan 1 Dieu 34 dm Luat HO tich va tai Khoan 2 Dieu 4 
cüa Nghi dinh 123/2015/ND-CP; clang 14 ket hon phai ngp ban chinh Giay xac 
nhan tinh tang hgn nhan theo quy dinh tai Mix 3 Chuang III cita Nghi chnh 
123/2015/ND-CP. 

+ Giay to bang tieng nugc ngoai sir Mpg de dang 14 hg tich tai Viet Nam 
phai dirge ditch ra tieng Viet va cong chimg ban dich hoe chimg thgc chit 14 
ngued dich theo quy dinh cüa phop lust. 
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+ Gtay ter do ccr quan có tham quyen eiia nu& c6 chung &rang bien giai vâi 
Viet Nam (sau day pi la mac ling gieng) lap, cap, xac nhan sg dung de dang IcY 
Ito tich theo quy dinh tai Diem d Khoan 1 Dieu 7 dm Luat HO tich due min hap 
phap hoa lanh sg; dich ra tieng Viet và c6 cam ket eiia ngtrai dich ve viec dich 
dung nOi dung. 

+ Ban sao giay t& trong he so Clang Icy Ito tich la ban sao dugc cAp tCr s6 g6c 
hoac chang thgc tir ban chinh theo quy dinh cUa phap luat; Witting hap nguai yeu 
cau,  Op ban sao khong duct chimg thgc thi phai xuat trinh ban chinh de d6i 
chieu. 

- Ngueri tie') nhan c6 trach nhiem tiep nhan dung, CIO h6 sa clang kY hi) tich 
theo quy dinh cita phap luat ho tich, khong dirge yeu cau nguai dang ky ho tich 
nap them giay tä ma phap luat h0 tich kh6ng quy dinh phai nOp. 

- Tnrimg hap ngtrai yeu dii dang IcYho tich nOp ban sao khong &me chimg 
thuc kern theo ban chinh giay tä dé doi chieu thi nguai tiep nhan c6 trach nhiem 
kiem tra, doi chieu ban sao vâi ban chinh va kY xac nhan, Ichong citrate you cau 
ngueri di dang k9 ho tich nOp ban sao cot chUng thge cna giay to.  do. 

- Tmerng hap phap luat quy dinh xuAt trinh giAy ter khi clang k9 ho tich, 
ngueri tiep nhan c6 trach nhiem kiem tra giay tä xuat trinh, doi chieu vai th6ng tin 
trong to khai va tra lai  cho ngtroi xuat trinh, Wong dugc yeu cau ngurai clang k9 
ho tich nOp them ban sao giay Ur do. Ngtrai tiep nhan c6 the chip 01 ban giay tO 
xuat trinh hoac ghi lai thong tin cua giay tb xuat trinh de km he so. 

- Khi tra ket qua clang kY het tich, nguai tra ket qua c6 trach nhiem twang 
clan ngtrai you cau dang kY he tich kiem tra lai nOi dung ghi trong gray tO ho tich 
va So,  h0 tich. Neu nguoi yeu cau dang k ho tich thay nOi dung dang, phit hgp 
vOi ho sa dang k9 he tich thi kY, ghi rO ha,,  chit em, ten trong So ho tich theo 
huang clan ctia ngtrai tra ket qua va nhan giay ter ho tich tucrn4 Ung. Chit k9 ctia 
ngtroi you cAu dang k hi) tich tren TO lchai clang 14 hi) tich, giay tO ho tich va 56 
ho tich phai thong nhAt; khong clugc k cac chit k9 khac nhau. Truang hap ngtrai 
yeu cau dang k9 ho tich kh8ng k dtrgc thi thgc hien diem chi. 

- Khi tra ket qua,  dang k9 lc& hem, clang 1(9 lai ket hon ea hai ben nam, nit 
phai co mat; khi tra ket qua dang 1c9 nhan cha, mc, con ca ben nhan va ben dugc 
nhan la cha, me, con deu phai c6 mat. 

2.2.2. Gicii quilt yeu c4u deing kf 11-0 tick khi khong nhfin duqc kit quo 
xtir minh 

- Doi voi viec dang k9 ho tich phai giri van ban a nghi xac minh theo quy 
dinh cUa Luat hO,  tich, Nghi dinh so 123/2015/ND-CP va Th8ng tu so 
15/2015/TT-BTP, neu qua thai han ma kh6ng nhan dirge van ban tra IOi lc& qua 
xac minh thi ca quan dang k9 110 tich cho phep nguai you cau dang k9 ho tich lap 
van ban cam doan ye nOi  dung can xac minh. Ngtroi yeu cau clang k9 ho tich chiu 
trach nhiem ye nOi dung earn doan &la minh. 
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- TruOrng h9p cho phep ngued you eau dang IcY ho tich lap van ban cam doan 
ye nOi  dung yeu cau dang ky he tich, ca quan dang lcy he tich co trach nhiem giai 
thich rO cho nguiri lap van ban cam doan biet ye trach nhiem, he qua phap ly cüa 
viec cam doan khong dung sg that. 

Co quan clang 14 ho tich chei giai quyat theo quy dinh ciia. DiOu 5 Thong 
tu so 15/2015/TT-BTP hoc buy b6 ket qua 'Tang 14 he tich, neu c6 ca se( xac 
dinh nOi dung cam doan khong &mg sr that. 

2.2.3. Tie chili yeu du clang If, ho tich 

He so dang IcY/ he tich sau khi da dugc huang dn theo quy dinh tai khoan 1 
Dial' 3 dm Thong tu so 15/2015/TT-BTP ma khong dugc b8 sung day dU, hoan 
thien thi nguiri tiep nhari tir choi tiep nhan ho set 

Viec tit choi tip nhan he,sa phai ducyc the hien bang van ban, trong d6 ghi 
re ly do tit choi, ngtroi tiep nhan 	ghi rel 119, chit dem, ten:  Neu khong dong 
ved viec tCr cited, nguiri yeu cau 'Tang kyt ho tich c6 quyen lchieu nai theo quy dinh 
cud phap luat. 

2.3. ICy nAng cüa dm cOng chat ttr phap - h tich trong giai quyet mCit 
loai yiec Tang k5r 110 tich cu the 

2.3.1 Bang k khai sinh 

2.3.1.1. Gk.' tri phcip If cita Gay kiwi sinh 

- Gidy khai sinh là gidy tO he tich gee dm ca. nhan. 

- Mgi he so, gidy tO dm cá nhan c6 nOi  dung ye 119, chit dem, ten; ngay, 
thang, nam sinh; gied tinh; dan tee; qu8c tich; que quart; quan he cha, me, con 
phai phit hgp vOi Giay khai sinh cUa nguiri do. 

- Tnrang hgp nOi dung trong he so, gidy to ca than khac yeti nOi  dung trong 
Giay khai sinh cUa nguiri do thi Thu tnrang ca quan, t8 chile quan h8 so hoc 
cap giay tO c6 trach nhiem dieu chinh ho so, giay tO theo dung nOi  dung trong 
Giay khai sinh. 

2.3.1.2. Tham quyn clang kf khai sinh 

- Oy ban nhan dan cap xã nai cu trU ctia nguai cha hoc ngtroi me thkrc hien 
dang khai sinh. 

-,Viec dang kY khai sinh cho tre em bi 136 red dugc thkrc hien tai UY ban than 
dan cap xa, nai cu trU cna nguiri dang tam thin nu6i dtrOng hoc nai c6 tra sa cUa 
to chire dang tam thoi nuOi dueng tre em do. 

- Oy ban nhan dan cap xã nai tre dang en tro c6 trach nhiem clang 1c1T khai 
sinh cho tre chua xac dinh dtrgc cha, me. 

-1:Jy ban nhan dan cap huyen nai ea to cUa nguiri cha hoac ngtrin me thgc 
Men clang khai sinh cho tre em trong cac tnxemg hgp sau day: 
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+ Tre em dugc sinh ra tai Viet Nam: 

CO cha hoac me,  la c6ng clan Viet Nam con ngued kia la ngtrai ntroc ngoai 
hoc ngtrai kitting quoc tich; 

Co cha hoc me la ding dan Viet Nam cu frit a trong nuOrc con nguoi kia la 
cong dan Viet Nam dinh Cu Ô ware ngoai; 

Co cha va me la ding dan Viet Nam dinh cu a nu& ngoai; 

Co cha va me la ngtred ntrec ngoai hoc nguai khong quoc tich; 

+ Tre em throe sinh ra ntrac ngoai chua &roc dang kY khai sinh ve cu tré 
ti Viet Nam: 

CO cha va me la c8ng dan Viet Nam; 

Co cha hoac me la ding dan Viet Nam. 

2.3.1.3. Trinh ty, thit tyc thtec hiçn 

* Ring 195 khai sinh voi trtrang hap thong thwang 

- HJ sa dicing 195 khai sinh 

Ngued di clang lcY khai sinh nOp to khai theo mu quy,  dinh va gidy chimg 
sinh cho co quan clang kY 110 tich. Truang hop khong c6 Fiay chung sinh thi nOp 
van ban dm ngtrai lam eh:mg xac nhan ye viec sinh; neu khong co ngtrai lam 
chüng thi phai c6 giay cam doan ye viec sinh; tnrang hop khai sinh,cho tre,  ern bi 
be rui phai co hien ban xac nhari vi'ec tre bj b6 red do cu quan c6 tham quyen lap; 
truang hop khai sinh cho tre em sinh ra do mang thai ho phai CO vAn ban chUng 
minh viec mang thai h0 theo quy dinh phap 141; tartang hop cha hoc me hoc ca 
cha va me la,  ngtred nu& ngoai thi phai nOp van ban them thuan cüa cha, me ye 
viec chon quoc tich cho con. 

Truang hop cha, me cUa tre da dang 4 ket hon thi con phai xudt trinh gidy 
chUng nhan ket hon. 

- ThU tvc clang k khai sinh 

Ngay sau khi nhan dü gidy tO theo quy dinh tad khoan 1 Dieu nay, neu thy 
thong tin khai sinh day dii va phii hop, cling chirc tu phap - ho,tich ghi nOi dung 
khai sinh theo quy clinh ti khoan 1 Di'eu 14 dm Lust nay vao S8 ho tich; c9p nhat 
vao Cu so dit lieu ht) tich dien dr, Cu so,  di/ lieu quoc gia ye clan cu de lay So dinh 
danh ca nhan. 

Cong chitc tu phap - h0 tich va ngued di clang lcY khai sinh cling ky ten vao 
SO hie -Lich. Chu tich Uy ban nhan den cap xã cap Giay khai sinh cho ngued dugc 
clang IcY khai sinh. 

- NOi dung clang 4 khai sinh 

+ Thong tin elm ngued dirge clang 	khai sinh: Hg, ,chit dm va ten; gied 
tinh; ngay, thang, nArn sinh; nui sinh; que quail; clan toe; qu8c tich; 
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+ Thong tin cita cha, m9 ngtroi duge clang k9 khai sinh: HQ, chit dm va ten; 
nam sinh; clan tOc; gape tich; nai et: trii; 

+ so dinh danh ca nhan cna ngued dugc clang k9 khai sinh 

Dang k khai sinh cho tre em bi b6 raj 

7  Ngtroi ph& hien tre bi b6 roi cep trach nhiem bao ye tre va thong bao ngay 
cho Uy ban nhan dan hoc c8ng an cap xa nal tre hi b6 rui. Truong hop tre bi b6 
rai tai ccx ser y te thi Thil twang cor sâ y te c6 trach nhiem th8ng bao. 

- Ngay sau khi nhan duce thong bao, Chü tich fly ban nhan clan cap xã hoc 
Twang Gong an cap,  xã c6 trach nhiem t8 chife lap bien ban ye viec tre bi bo rai; 
Uy ban nhan dan cap xã c6 trach nhiem giao tre cho cá nhan hoc to chire tam 
thai nu8i duling theo quy dinh phap lust. 

Bien ban phai ghi re thbi gian, dia diem Mat hien tre bi b6 rai;,dac diem 
nhan 414 nhu gied tinh, the trang, tinh trang sire kh6e; tai san hoc do vat khac 
cña tre, neu c6; 119, ten, giay to' chimg minh nhan than, noi cu tit cüa ngubi Mat 
hien tre bl be mei. Bien ban phai di/ye nguilii lap, ngubi ph& hien tre bi bo rui, 
ngubi lam chimg (neu co) Ic9 ten va dong dal xac nhan cüa cc/ quan lap. 

Bien ban dugc lGp  thanh hai ban, mOt ban ltru tai ccx quan lap, met ban giao 
cã than hoc t8 Mire tam thbi mei duang tre. 

- Sau khi lap bier' ban theo quy,dinh tai Khoan 1 Dieu nay, Uy ban nhan dan 
cap xa tien hanh niem yet tai try sor Uy ban than dan trong 7 ngay lien We ye viec 
tre bi b6 rui. 

- Het tiled han niem yet, neu 'thong có th8ng tin v cha, mg de claa tre, fly 
ban than dan cap xã thong bao cho ca than hoac t8 chirc clang tam tried mei 
clueing tre de tien hanh fling k khai sinh cho tre. CA than hoc t8 ante dang tam 
thilii nuoi duitng tre c6 trach nhiem khai sinh cho tre em. ThU toe clang k khai 
sinh dug° thire hien theo quy dinh tai Khoan 2 Dieu 16 cua Luat HO tich. 

, H9, chit dem, ten,cila tre dugc xac dinh theo quy dinh cüa phap lust dan sir. 
Neu khong c6 ccx set de xac dinh ngay, thang, nam sinh va nth sinh cüa tre thi lay 
ngay, thang Mat hien tre bi bO rai la ngay, thang sinh; can cir the twig cüa tre de 
xac dinh nam sinh; nal sinh la nth ph& hien tre bi berth; quo quail dugc xac dinh 
theo nai sinh; quoc tich cüa tre la quoc tich Viet Nam. Phan khai ye cha, me va 
dan toe cila tre trong Giay khai sinh va Se ho tich d'e trong; trong So ho tich ghi 
re "Tre bi bo mei". 

* Dang kfi khai sinh cho tre chuv xcic dinh duvc cha, me 

- Trubng hyp chua xac dinh dugc cha thi khi clang k9 khai sinh ho, dan tOc, 
que quán, quoc tich cita con duce )(AG dinh theo ho, dan tOc, que quan, claw tich 
dm mg; phan ghi ve cha trong So h0 tich va Giay khai sinh cUa tre de tr6ng. 
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- Neu vao thin diem clang Icy khai sinh nguai cha yeu cAu lam thii toc nhan 
con theo quyr  dinh ti Khoan 1 Dieu 25 dm Lust HO tich thi Uy ban nhan clan ket 
hap giai quyet viec nhan con va clang 14 khai sinh. 

- Twang hop tre chua xac dinh dirge mc ma khi dang 14 khai sinh cha yeu 
eau lam thii tue  nhan con thi giai 9uyet theo quy dinh tai Khoan 3 Dieu nay; phan 
khai ye mg trong SO ho tich va Giay khai sinh ciia tre em de tong. 

- ThU toe dang ky khai sinh cho tre khong thuOc din bi b6 rai, chua xac 
dinh dirge cha va mg throe thgc hien nhu quy dinh tai 1Choan 3 Dieu 14 dm Nghi 
dinh 123/2015/ND-CP; trong So 110 tich ghi rO "Tre chua xac dinh dirge cha, mg". 

* Dieing kfi khai sinh cho tre ern sinh ra do mang thai ha 

- Ngued yeu cAu dang Icy khai sinh nOp giay ta theo quy,dinh tai 1Choan 1 
Dieu 16 dm LuSt HO tich va van ban xac nhan ,cim ea sä y to da thoc hien ky 
thuat ho tro sinh san cho viec mang thai h0. Phan khai ye cha, mc eUa tre &rye 
xac dinh theo cap vg ch8ng nhir mang thai h0. 

- Thu tie clang k9 khai sinh dirge thoc hien theo quy dinh tai Khoan 2 Dieu 
16 dm Luat,HO tich; nei dung dang 1c9 khai sinh dirge xac dinh theo quy dinh tai 
Khoan 1 Dieu 4 eUa Nghi dinh nay. 

2.3.2. Wang 	Ictt hon 

2.3.2.1. Tham quyan clang /9i kit lion 

- U9 ban nhan dan cap xä nai cu trU dm ben nam hoe ben nit time hien viec 
'tang 14 lc& hon. 

- -by ban than dan cap huyen nai ea tra eUa cong clan Viet Nam thgc hien 
clang 14 ket hon giita cong dan Viet Nam v6i nguiri nu& ngoai; giita Gong dan 
Viet Nam cu trii a trong nu6c voi cong clan Viet Nam dinh cu a nu& ngoai; giita 
cling dan Viet Nam dinh as & nuac ngoai vai nhau; giita cong dan Viet Nam 
(long Mad cia quoc tich nuac ngoai 	c8ng dan Viet Nam hoc vài nguai nu6c 
ngoai. 

- Twang hop nguai nu& ngoai cu,trit tai Viet Nam c6 you eau 'rang 14 ket 
hon tai Viet Nam thi Uy ban nhan dan cap huyen nai at trii dm met trong hai ben 
thoc hien clang k ket hon. 

2.3.2.2. Thit tyc clang kji kit hem tai Cly ban nh'dn clan cap xd 

- Giay chimg than ket hem phai c6 cac thong tin sau day: 

+ Ho, chit dem va ten; ngdy, thang, nam sinh; dan tOc; qu6c tich; nai Cu trii; 
thong tin ve giay t& chimg minh nhan than cUa hai ben nam, nit; 

+ Ngay, thang, nam clang 14 ket hon; 

+ Chit 14 hoe diem chi cilia hai ben nam, nit va xac nhan aim ca quan clang 
14 ho tich. 
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- 1-18 so clang 14 ket hon 

Hai ben nam nit ding có mat khi clang 14 ket hon. Hai ben nam, nit nOp ter khai 
clang k ket h6n theo mau quy dinh cho co quan dang 14 h0 tich va cac gray tee can 
xuAt trinh theo quy dinh tai khoan 1 Dieu 2 La Nghi dinh 123/2015/ND-CP. 

Truang hop dang k9 ket h8n tai -Cy ban nhan flan,* xa ma ngued yeu eau 
dang 14 ket h8n khong thuang trü tai xa, phthang, thi tran nth clang 14 ket hon thi 
phai nOp Giay xac nhan tinh trang hon nhan do Uy ban nhan clan cap xa ce, tham 
quyen cap. 

- Thu tyc thoc hien clang 14 kat Win 

Nsay sau khi nhan dü giAy tä theo quy dinh cüa phap luat, nu thay dà di'eu 
kien k'et hon theo quy dinh cüa Luat hOn nhan vá gia dinh, cong chuc tu phap - ho 
tjch ghi viec ket hem vao SO ha' tich, ding hai ben nam, nit ky ten vao SO ho tich. 
Hai ben nam, nit ding ky vao Giay chfing nhan ket lion; cong chirc tu phap - ho 
tich bao cao Chu tich Uy ban nhan dan cap xa to cline trao Giay chUng nhan ket 
hOn cho hai ben nam, 

Tnrang hop can xac minh dieu kien ket hon cUa hai ben nam, nit thi thai 
giai quyet khong qua 05 ngay lam viec. 

2.3.3. Ding 147 khai tir 

2.3.3.1. Thcirn quye'n clang kfi khai tie 

- UST ban nhan dan cap xa nth cu trn alai ding dm ngued chat thoc hien viec 
clang 14 khai 

- Trong twang hop kh8ng )(az dinh dugc nui cu tni cu6i ding cüa ngued 
chet, thi UY ban than dan cap xa nth ngued do chet hoc nui phat hhieenj thi the 
ngued chet thoc hien viec clang 14 khai dr. 

2.3.3.2. Thai hgn clang k35 khai va &etch nh10'm clang Icj khai ter 

Thai han dang k khai tcr IA 15,  ngdy, tinh tit ngdy chet (thed hp nay duqc áp 
dung chung cho tat ca cac \Ting, mien trong Ca nuoc). 

Vcr ch6ng, hoac con, cha, me hoc nguai than thich khae cUa nguai eh& có 
trach nhiem di &Anglo', khai dr; truong hop ngued chet khong có nguai than thich thi 
di din co cUa co quan, tO cluk, cá than ce, lien quan có trach nhiem di khai 

2.3.3.3. Thu tyc clang/95 khai tic 

- Ha so clang 14 khai dr: Ngued di khai tit phai nop UI khai theo mu va GiAy 
bao tü hoc giay ter khac thay cho Giay bao tit cho co quan dang k ho tich. 

- Trinh to thoc hien: Ngay sau khi nhan gi'Ay dü 116 so, nu thay viec khai tit 
dung thi ding chire tu phap ho tich ghi nOi dung khai ta vao SO ho tich, cling 
nguad di khai UI 14 ten vao SO ho tich va bao cao Chn tich Uy ban nhan dan cap 
xa cap trich lich cho ngued di khai tn. 
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Giay,bao tir hoc giay tir thay Giay bao tir do ax quan co tham quyen 
sau day cap: 

+ D6i veri ngued chat tai ca sâ y tá thi Tina twang ea thy tá cap Giay bao ter; 

+ Wei voi win chat do thi hanh an tic hinh thi Chia tich HOi &Ong thi hanh 
an tit hinh cap giay xac nhan viec thi hanh an ta hinh thay Giay bao ; 

+ Dei Arai nguei bi Tea an tuyen be la cla chat thi Ban an, quyat dinh c6 hieu 
lvc cna Tea an thay Giay bao tn; 

+ Del vài nguoi chat tren phucmg tin giao thong, chat do tai 	bi giat, 
chat clOt nget hoac chet c6 nghi van thi van ban xac nhan cna ca quan c8ng an 
hoc ket qua giam dinh cila Ca quan giarn dinh phap y thay (hay ban tit; 

+ Di vei nguei chat khongthuOc met trong Mc trueng hgp tren thi tiy ban 
nhan dan cap xa nui ngueri do chet cep trach nhiem cap Giay bdo tü. 

2.3.4. Cap Clay /the nhan tinh trang hon nhan 

2.3.4.1.Tham quyEn cap Giciy xcic nhan tinh trgng hon nhan 

- fly ban nhan clan .cdp xã, nai thuang fru Ma nguei c6 yeu cau xac nhan 
tinh trang hen nhan thve hien viec cap Giay xac nhan tinh tang him nhan cho 
nguai c/O. Tnreng hop ding dan Viet Nam khong c6 nui thueng trü, nhung co 
clang kY tam tru theo quy dinh Ma phap luat ye cu tin thi Illy ban nhan clan cap xa 
nod clang kY tam tria cap Giay xac nhan tinh tang hem nhan. 

2.3.4.2. This tyc ccip Giciy xac nhan  tinh trcing hon nhan 

- 	sa yOu Mu cap Gidy xac nhan tinh trang hori than 

+ NguZyi y'eu cau cap Giay xac nhan tinh tang lion than phai thp Tx khai 
(theo mu quy dinh). 

+ Trong trueng hgp nguei yeu can cap Gigy xac than tinh trang hem than da 
c6 vg, c6 thong, nhung da ly him hoc nguin kia da chat, thi phai xuat trinh giay 
to hop le cluing minh 

+ Trueng hgp yen cAu xac nhan tinh tang h6n nhan nham mac dich kat hen 
thi nguei yeu cau phai dap (mg dii dieu kien ket hem theo quy dinh Ma Luat Hon 
nhan va gia dinh. 

- Thu tvc thvc hien: 

+ Trong thin han 03,ngay lam viec, ke tic ngay nhan dii hescx hgp 1, cong 
chirc tu phap - he tich kiem tra, xac minh tinh trang h8n nhan ciia nguei c6 yen 
cau. Neu ngutei you cau c6 dii diéu kin, viec cap (hay xac nhan tinh trang hon 
nhan la the hop quy dinh phap luat,thi c8ng chirc tu phap - he tich trinh Chii tich 
Uy ban nhan dan Icy,  cap 01 ban Giay xac nhan tinh tang hem nhan cho nguei c6 
yeu cau. NOi dung Giay xac nhan tinh trang hen than phai ghi dung tinh trang 
hOn nhan cUa nguai co yeu cau va mvc dich sir dung Giay xac nhan tinh tang 
hem nhan. 
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+ Truerng hgrp ngueri you au xac than tinh trang h6n nhan da timg clang k9 
thueng lit tai nhieu nai khac nhau, ngtrai do co trach nhiem chimg minh ye tinh 
trang h8n nhan cüa minh. Truerng bop ngutri do killing chung minh dugc thi &ring 
chirc tu ?hap - he tich bao cao Chia tich Uy ban nhan clan cap xa CO van ban 
de nghi Uy ban nhan dan cap xa ncri ngueri do da timg clang k9 thuang tró tin 
hanh kiem tra, xac minh ve tinh trang hen nhan cüa nguai do. 

+ Trong then han 03 ngay lam viec, ke tir ngay nhan dugc van ban de nghi, 
Uy ban nhan clan cap xa duce you cAu tien hanh,kiem tra, xac minh va tra läi 
bang van ban cho Uy ban nhan clan cap xa you cau ye tinh tang lion than dm 
nguai do trong theri gian thuang tra tai dia phuang. 

+ Ngay trong ngay nhan dugc van ban tra lôi, neu thy dO CO ser, fly ban 
nhan dan cap xa cap Giay xac nhan tinh trang hon than cho ngueri yeu cau. 

+ Tatting hgp cá than yeu cau cap lai GiAy xac nhan tinh trang h6n nhan de 
sir dung vao mpc dich khac hoac do Giay xac nhan tinh trang Won nhan cla het 
theri han sir dung thi phai Op lai Giay xac nhan tinh tang hon nhan da dupt cap 
truck do. 

2.3.5. Bang k viac nhan cha, my, con 

2.3.5.1. Theim quyJn clang lcf; viec nhan cha, m?, con 

Uy ban nhan dan cap xa, noi Cu till cUa ngueri nhan hoac ngutri dugc nhan 
la cha, mc, con thuc hi'en viec dang k viec cha, mg, con.cha, mg. 

2.3.5.2. Thu tyc dang k viec nhan cha, In, con 

- Ngueri nhan cha, mc, con phai Op TO khai (theo mu quy dinh) va chCrng 
dr cluing minh quan he cha con hoac mg con cho ca quan clang k9 he tich. }Chi 
clang k9 nhan cha, mg con cac ben phai có mat 

Trong thin han 03 ngay lam viec, k ter ngay nhan du giay tO hgp 1, neu xet 
thay viec nhan cha, mg, con la dung sir that va khong có tranh chap, c6ng chat tu 
phap — he tich ghi vao SO he tich, ding nguoi dang,k9 nhan cha, mg, con k9 vao 
S6 he tich va bao cao Chit tich Uy ban nhan dan cap xa cap trich lye cho nguari 
yeu cau. 

Truang hgp cAn phai xac minh, thi theri han  noi tren dugc keo dai them 
Ichong qua 05 ngay lam Vic. 

2.3.6. Thay aM, cai chinh ha sung ha tich 

2.3.6.1. Pham vi (hay clai ha tich 

- Thay cloi hp, ten, cher dm va ten dm cá nhan trong thi dung khai sixth da 
dang k khi có can cü theo quy dinh cOa phap luat dan skr; 

- Thay dOi thong tin ve cha mg trong nei dung khai sinh da clang k sau khi 
dugc nhan lam con nuoi theo quy dinh cOa Luat nuoi con nu& 

2.3.62. Diau kin (hay dat cai chinh ha tich 
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- Viec thay di h9, chit dm, ten cho ngued &rod 18 tu6i theo quy dinh 
tai Khoan 1 Dieu 26 dm Lust He tich phai c6 stir (long Y cüa cha, me ngtroi do va 
dugc the hien re-  trong T6 khai; dôi vei ngued tir cln 9 tuoi trer len thi con phai có 
sty &Ong Ycüa ngued do. 

- Cai chinh he tich theo quy dinh cila Lust HO tich la viec chinh sira thong 
tin cá nhan trong So he tich hoc trong ban chinh giay tä he tich va chi dugc thuc 
hien khi c6 dU can cir de xac dinh c6 sai sot do loi cüa Gong chirc lam ding tac he 
-Itch hoc cüa ngued you cau clang ky he tich. 

2.3.6.3. Tham quyJn thay clai, cal chinh ha tich, ba sung hei tich, xcic clinh iqi 
dein Lac 

- fly ban nhan dan cap xa, nai rift (tang k khai sinh truac day c6 tham quyen 
giãi quyet viec thay doi, cai chinh he tich cho ngued duai 14 tuoi va be sung he 
tich cho mei truang hgp, kh8ng phan biet de tad; 

-111y ban nhan dan cap huyen nai da dang,14 he tich truot day hoc nai Cu tro 
cüa ngtrai nuoc ngoai cO tham quyen giai quyet viec cai chinh, b6 sung he tich doi 
yeti nguai nuarc ngoai da (tang 14,  he tich tai co quan có tharn quyen cna Viet Nam. 

- Uy ban nhan dan cap huy'en nai ngued Viet Nam dinh Cu a ntrot ngoai dä 
clang 14 he tich tarot day c6 tham quyen giai quyet viec thay doi, cai chinh, bo 
sung he tich, xac dinh lai dan tee. 

- Uy ban than clan cap huyen nai da dung 14 he tich truot day hoc nai CU 

trn cUa cá than CO tham quyen giai quyet viec thay doi, Câi chinh he tich cho 
Gong clan Viet Nam tir dit 14 tuOi trà len cu trit a trong nutc; xac dinh lai dan tec. 

2.3.6.4. This tyc clang AP thay dJt cat chinh ha nch 

- Ngued yeu cAu clang k thay di, cai chinh he tich nep ta khai theo mu 
quy dinh va giay Ur lien quart cho co quan clang 14 he tich. 

- Trong thed han 03 ,ngay lam viec ke tir ngay nhan dU giay ter theo quy dinh 
tai khoan 1 Dieu nay, neu thay viec thay doi, cai chinh he tich la c6 CO sec phit 
hgp vâi quy dinh cita phap lust dan sty va phap lu'at co lien quan, &mg chirc tu 
phap - he tich ghi vao SO he tich, ding nguiri yeu cau clang k thay Mr, cai chinh 
he tich ky vao SO he tich va ban cao Chit tich Uy ban than dan cap x5 cap trich 
lye cho ngueri you cau. 

Twang hqp thay di, cai chinh he ttch lien quan den GiAy khai sinh, GiAy 
chimg nhan ket hon ,thi Gong cline tu phap - he tich ghi noi dung thay doi, cai 
chinh he tich vao Giay khai sinh, Giay chi:mg nhan ket h6n. 

Tnrong hgp can phai xac minh thi thed hart dirge keo dai them kh8ng qua 03 
ngay lam viec. 

- Twang hgp dans ky thay di, cai chinh he tich kh8ng phai tai nai dang ky 
he -Itch truac day thi Uy ban nhan dan cap xa phai th8ng bao bang van ban kern 
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theo ban sao,trich lye ho *11 den fly ban nhan dan nth clang kY h0 tich floc day 
de ghi vao So ho *h. 

Truern* hop nui clang ky ho tich truck day la Cu quan dai dian thi Uy ban 
nhan dan cap xã phal thong bao bang van ban kern theo ban sao trich lye ho tich 
den BO Ngoai giao de chuyen den Cu quan dai din ghi vao S6 hi) *h. 

2.3.6.5. AU tyc bei sung ha tich 

- Ngued yeu eau WO sung h0 tich nOp ter khai theo mu quy dinh và giAy ter 
lien quan cho co' quan dang kY 1110 tich. 

-,Ngay sau khi nhan dir giAy to theo quy clinh tai khoan 1 Dieu nay, net' thAy 
yeu cau b8 sung ho tich la dung, Gong ch*c ttr phap - ho tich ghi nOi dung b6 sung 
vao myc Wong irng trong S6 ho tich, ding ngued you cau Icy ten vao S6,110 tich va 
bao ea° Chfr tich Uy ban nhan dan cap xa cap frith lye cho ngued you cau. 

Truong hgp b6 sung ho tich vao GiAy khai sinh, Gidy chfrng nhan kat hem thi 
c8ng chfrc tu phap - ho tich ghi nOi  dung b8 sung vao mye Wang fmg va dong dau 
vao nOi dung 116 sung. 

3. ICSr 'tang cim ang chat Tir phap- hi) tich trong ph O bin, gild() due 
phap hi@ & xä, phtrirng, thi tran 

3.1. Yen au chung &Col voti viec phi; bin, gido dye phap 1u4t 

3.1.1. Da cao tinh Diing trong pha bibs, gicio dye phdp luOt 

Phap lust va clueing Mi, chinh sach cfra Wang c6 m6i quan N chat che vOi 
nhau. nap lust la sy the che hod duOng 18i, chinh ,sach cira. Dang. Do do, Gong 
tac ph6 bien, gido dye phap luat bao glee cling phai de cao tinh Dang. 

Mu6n de cao tinh Dang trong cong tac ph8 Nen, gido dye phap lust thi phai 
hieu biet, quail triet day dü duemg 16i, chinh sach cUa Dang dôi \Ted tfrng tiled kY, 
tirng van de. Duemg 18i, chinh sach cüa Dang cling nhu phap lust la nhcing hien 
tugng thuOc kien trac thucmg,  tang xa hoi, phan anh ca sor kinh te, do do cling 
thuong xuyen duce sfra doi, be, sung va cO qua trinh van dOng nhtr cac hien Prong 
kirk Chinh vi the, Ito bien, gido dye phap luSt va tuyen truyen duong 16i, chinh 
sach cfm Dang phai,  lam bat nhip dirge voi nhang thay doi trong ded song chinh 
tri - phap lust dm dat ntrac. 

3.1.2. Bdo dam tlich khoa hoc, tinh chain ide, trufen dot trung ditch 
yin ban 

Ph 	bian, gird° dyephap luat khac vOl cac loai hinh ph 6 bian, gido dye lchac 
cho nOi dung dirge pho Men, gido dye la phap luat, la nhfing quy the ?dr sy throe 

Nha nuot ban hanh, e6 cau trfic chat che tir cau chit ten nOi dung va yeu cau cUa 
cac quy dinh do. Do do, ph6 bien, gido dyephap luat phai than thil cac nguyen the 
nhat dinh, bao darn tinh khoa hgc, tinh chuan xac, truyen dat trung thanh van ban. 
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3.1.3. Bdo darn hinh dpi chang: phà hpp voi dattuvng, dihilu, dl nho, dl 
dp dung 

Ph e Nan, gido due phap luat khang nhfing phai xuat phat tit nhu eAu dm doc i 
tugng duct phi bien (h9 dang thieu va can cal gi) ma con phai phü hgp vai trinh 
de van ,hod, nghe nghiep, giori tinh, Kra tuôi, dan tee_ cua ,doi tugng duce pho 
bien; (long thai khi thkrc hien ph 6 bien, gido due pita]) luat can sir dung nen nger 
dal chung, hanh van (hoc truyen dat) gian di, ngan gin, d hieu. 

3.1.4. Chpn dupy hinh thav pha Jzçsp 

CO nhieu hinh thirc ph6 bin, gide, due phap luat khac nhau, tn8i hinh thirc 
c6 sir phit hgp vai inOt hoc met s6 dai tugng nhat dinh. Do do, !chi pM bien, 
gido due phap luSt pith xuat phat tir dai tugng dugc phô bien, giao due phap luat 
de ch9n hinh thdc t6i in. Ngoai ra, hinh thirc pith bien, gido due phap luat can 
phai pha h9p vâi dia ban, dieu kien kinh te xa hOi, trinh dO dan tri a nai tien hanh 
phô bien, gido due phap luat. 

Nhin chung, khi ph6 bien, egido due phap luat can chgn met hinh thirc phU 
hgp cho aM tugng dugc ph6 bien hoe ket hgp dan xen gifia hinh thCrc nay vai 
hinh thue lchac d dat hieu qua tot nhat. 

3.2. Bien phi!) time hien Ong tic pha hien, giio due phip luat 

3.2.1. Co diming !rink kI hocch thing the pho bib, gicio dye phdp 141 
trong do xac dinh cu the doi tugng, nei dung, hinh thirc, bin phap pito bien, giao 
due phap luat phit hgp yeti cac nhiem vu kinh te, chinh tri, xa hei eüa nha nuac 
mai chung va dia phuang n6i rieng; xac dinh r6 ca quan, t6 chirc chiu trach nhiem 
thkrc hien, tin dO thin gian va dieu kin kinh phi de dam bao thkre hien. 

3.2.2. Lva chpn nfii dung, hinh them phO bun, gido dye phdp ludt ph8 hgp 
vai doi tugng, dia ban hoc theo yeu cau ph6 bien, gido due phap luSt trong tang 
thai ky. 

)(a, phuang, thi trA'n, nOi dung ph6 bin, giao duc ,phap Mat cho nhan dan 
can tap trung vao cac van ban phap luat lien quan true tiep den dai song kinh te, 
chinh tri, xa hei a dia phtrcmg; quyen, nghTa vu, trach nhiem phap 19 dm ding 
dan, cUa ca quan nha nuOc, t6 chirc kinh te, doan the quan chong, to chirc xa hOi; 
cac van bin phap Mat lien quan den nhiem vi chinh tri cüa dia phuang, hoat dOng 
va sinh hoat hang ngay cüa nhan dan; (long thôi, tuyen truyen ye cac hoat dOng 
thuc hien va bao ye pita') luat 6 dia phtrang; neu guang nguei tot, viec Mt trong 
thkrc hien va chap hanh pita') lust, qua do van dOng nhan dan song va lam viec 
theo Hien phap va pita!) luat. 

Cac hinh thdc ph6 bin, giao due phap luat nhu tuyen truyen mieng; tit 
sachingan sach phi!) luat;.pho bien qua he thOng truyen thanh ea sec qua hoat 
deng dm the cau lac b0; long ghep vai cac sinh hoat van hoa, van nghe, vori cac 
phong trio thi dua, cac cuec van dOng 6 khu clan cu... la nhang hinh thuc phà hgp 

xa, phuong, thi tran. 
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3.2.3. X@ thing vii nang cao nghiep vy cho dOi ng0 can b0 lam tong tac pica 
bien, gido doe phap lust thuOc cat co quan tu phap, cat to.chire phap. Chu tong kien 
toan clOi ngii can bØ chuyen trach thvc hien tong tac pho bin, Oat doe phap luat, 
can dinh thp huan kien that phop luSt, nghiep vy pith bien, gido doe phap luSt cho 
tuyen truyen vien phap luot, hoa giai vien, can bg caa cat to chat doan the... d'e lac 
lugng nay tham gia pho Men phap lust cho nhan dan dia phuemg. 

3.2.4. Tang cooing phik hpp trong hogt dOng pho blI,z, gicio dyc phtip luit 
Day la you tau khach quan va la trach nhiem cUa cat cap, cac nganh, the doan the 
trong to,chirc dux hien Ong the pho bien, gido due phap lust. Hien nay, phuong 
that ph8i hop kha da dang nhu phoi hop ,hai ben, phoi hop nhieu ben, trong do 
mo hinh HOi (tong ph8i hop tong tac phô bien, gido due phap luat dang la mo 
hinh c6 hieu qua, vim tang cuang vai tr6 dau mOi tO chac cac hog dOng phoi hop 
cüa ca quan Tu phap, vera phat huy tinh Ong &Ong trach nhiem, tinh chü dOng 
cüa moi ca quan, to chac. 

Trong quan h ph6i hap, can b0 Dr pith") cAri chü dong ban, chit,dOng neu ra 
nOi dung,cong viec can phoi hop viai doi tac ph6i hop caa minh nham tao ra sr 
thong nhat ye nh'ari thac va to chat thvc hien dat hieu qua. 

3.2.5. Cling lac pha hEn, gido dyc phcip luect phcii claw thr hien thuOng 
xuyen, lien tyc; c6 tong tam, tong diem, gan vai viec to chac thvc hien phap 
lust. 

Cong tac ph' bin, gido clot pith") luSt la hoat dOng tac dOng len )rf that con 
ngutti, vi lgi ich lau dai nen phai &roc that hien thuang xuyen, lien toe vori pluming 
cham: "mua dam, than' lau", tranh tinh tang hinh that, lam theo phong trap. C6ng 
viec nay cilag lchong,nen lam tan lan ma phal c6 tong tam, tong diem trong tang 
giai doan nham dat ket qua cv the teen doi tugng, linh vac da xac dinh. 

Cong the ph6 bin, gido due phap lust phai gan ved vi'ec t6 chat that hien 
phap luat va cac.  phong trao cüa quan thong a dia phucmg. Viet ph6 bien, gido 
due phap luat ket hop, long ghop \Rai thong tin ye viec xü 157 kip died, nghiem 
minh cat vi pham phap luat; bieu duang guong nguai tot viec t8t trong thi hanh, 
chap hanh phap luSt c6 tac d'gng tich cot den 1,  that, tinh cam, hanh vi phap luat 
cüa doi Wong dirge tuyen truyen, phO bien. 

, 3.2.6. Chic trpng how d'ang chi dgo, ;twang diin viec that hien tong tac phe 
bien, gido due Rhap lust vi day la yeu t8 vaa dam bao tinh dinh huang chung, vfra 
tao dieu kin de don vi cap clued phat huy tinh cha dOng, sang tao trong xay clang 
ke hoach ev the va to chat that hien. Hoat dOng kiem tra can duot that hi'en 
thuemg xuyen nham nam tinh hinh, kip thai giài quyet nhang kh6 khan, vuong 
mac; phat hien va than chinh nhang sal sot, bat cSp trong thvc den hoat dOng; dot 
rUt kinh nghiem tfr do giUp cho so chi dao, huomg clan dux hien tong tac phO 
bien, gido due phap luSt &roc sat hop. 

, 3.2.7. Dinh qtaz  chase so kit, tang kit, danh gia viec that hien tang the phe 
bien, gido due phap luot, ta do c6 hien phap nang cao hieu qua hoar dOng; chit 
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tong khen thuorng d dOng vien, khich l nhimg din hinh lam tot, ph& huy kat 
qua da dat dirge, khai day phong trao thi dua thkrc hien tot Gong tac pho bin, gido 
due pith') 141. 

3.2.8. Dam bac kinh phi, co so vOt chili, phuang tin cho cong tac ph8 Man, 
gido dye phap luat. 

3.3. My dtpig Ira t6 chile thyr hi§n k ho3ch ph6 bin, gib) dye phap Iut 

3.3.1. Sty can thiit _ray dong ki hooch phi) Min, gido dye phdp luOt 

Xay dung Ice hoach la viec,a ra mOt each c6 h thang nhang cOng viec du 
dinh lam trong mOt thai gian nhat dinh, voi each thre, trinh tkr, tiled han ti8n hanh 
cv the. 

, 	Kat qua cila timg linh vgc cong tac, lung hog dOng phv thuOc vao rAt nhiau 
yeu to khac nhau, trong do c6 mOt phan khong nh6 IA viec lap ke hoach trien lchai 
cac mat Gong tac va hoat deng do. Xay dung ke hoach pho bien, gido dye phap 
haat la het sue can thiet, cv the la: 

- VOi vice xac dinh rO dan tugng, nOi dung, hinh tithe, bien phap, tin dO va 
phan Gong thkre hien cv the, ke hoach pith bien, gido dye phap lust g6p phan trien 
khai cOng tac pho bin, gido dye phap luat throe thuting xuyen, lien tile, Ichac 
phve tinh tang tuS,  tin, Inc lam, bac b6. 

- K hoach ph6 bin, gide, due  phap luSt tee dieu kin cho Gong chne Tu 
phap - HO tich chn (long hcm trong to eh& cong vice. 

- Ka hoach ph6 bran, gido due phap luact la can th de Iciam tra, danh gia, khan 
thuang vice thue hien nhiem vv ph6 bien, gido due phap luat 6 dia phuang trong timg 
giai doan. 

3.3.2 Quy trinh xây doing kit hooch pha bun, gido doc phdp hiat 

a. Giai clogn chuan bi 

Tru6c !chi xay ,dung dv thao k hoach ph6 bin, gido (lac phap luat, can be) 
Tu phap - HO tich can thgc hien mOt so cong vice chuan bi sau day: 

Thu- nheit, lkra ehon loai ka hoach pho Nen, Oa° chic phap luat can xay dung. 

Can en vao yeu can, nhiem vv, cong eh& Tu phap 	tich xac dinh loai 
hoach pho bien, gido dye phap luat can xay dkrng. 6 cap xã, can xay dung ke 
hoach pith bien, ,gido due phap luat hang nam lam co so' cho vice  to chirc thuc 
hien ding tac pho bin, gido dye phap luat. 

Thu . hai, xac dinh can dr xay clung ka hoach. Tu):' thuOc vao loai ka hoach, 
cong eh& Tu phap - HO tich xac dinh cae can dr de xay dung. Cv the la cac 
chuang trinh, ke hoach, twang dan tha UST ban nhan dan, co quan Tu phap cap 
ten trong cong the ph' bien, gift) dye phap luat, cac yeu eau, nhiem vu chinh tri 
va phat trien kinh te, van hod, xä hOi 6 dia. ban. 
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Thic ha, xac dinh mire do hieu biet va nhu cAu tim hieu phap luAt dm can b0, 
nhan dan dia phuong. 

b. Xciy dy-ng hogcb pile; Nan, gi6o dac pháp luat 

+ Xay dtrng du thao k hoach ph e Men, gido cltic phap luAt 

- Nei dung chinh cüa Ice hoach phe bien, gido due 014 luAt 

Ke hoach ph6 bin, gido due phap luAt an dam bao nhtmg nt3i dung chinh sau: 

+ Muc dich, yeu cAu 	ke hoach ph6 bien, giao due phap luAt: cAn ,neu re 
mve dich, ket qua cti the can dat duge ding nhu cac you cau dAt ra khi then khai 
Ice hoach. 

+ Dei tugng tac,dOng eüa k hoach: c6 the la toan the can b0, nhan clan ten 
dia ban hoe nhom doi Prong (nhu pita 	thanh nien...). 

+ NOi dung,  phap luAt cAn ,dugc ph6 bien den Clei tugng: vice xac dinh nOi 
dung phap Jut can dugc 016 bien den doi tugng can cfr vao,yeu cau chung caa ká 
hoach, Song clan caa US/ ban nhan dan, ea plan Tu phap cap tren va nhu au tim 
hieu phap luAt caa can NI va ngtrai dan song tai  dia ban. Noi dung phap luAt 
kh6ng chi dung lai a eae 1114, phap lenh hay van ,ban cüa trung trang ma con IA 
van ban cUa chinh quyen cap tinh, cAp huyen va cap xa, nhat là cac nOi dung lien 
quan tri,rc tiep den cac quyen, nglila \RI ca the caa nguari dan. 

+ Hinh thirc tittle hien ph6 bien, giao due phap luAt: tren that te, ding tac ph6 
bin, gido due phap luAt duce trien khai bang nhieu hinh that khac nhau nhu: tuyen 
tray& mieng ve phap luAt; pho bien, giao due phap luAt qua cac phuang tin theort 
tin dai ehang, qua mang luai truyen thanh & ca kr; Nen soan, phat hanh tai liCu pito 
bien, gido due phap luAt; day va h9c phap luAt trong nha truong; t6 chat cac hinh 
that thi tim hieu phap luAt; xay durig, quan l va khai tithe VI sach phap luAt; pho 
bien, gido due phap luAt thong qua sinh hoat cau lac b0 phap 1*, thong qua hoat 
dOng hr vAn phap luAt va trg giap phap 1St, hoat Ong hoa giai a ca so, qua cac phien 
toa )(et xfr luu deng, qua cat loai hinh van boa van ngliC, de bit là the loai hinh 
sinh hoat van hoa truyen thong. 

Tuy nhien tren dia ban ap xã, khong phai tAt ca cac hinh thirc de'u c6 the 
ph& huy hieu qua. Chinh vi vAy, khi xay dung kê hoach ph6 bien, gido due phap 
luAt cho dia phucrng minh, can b0 Tu phap - HO tich can luu Itra chgn cac hinh 
that phe bien, gido due phap luAt pha hgp vOl doi tugng can ph6 hien. 

+ Tian de (thai gian) Owe hien: ke hoach ph6 Wen, giao due phap luAt cAn xac 
dinh thai gian thue hien cac &mg viec de ra. Tien dO cti the vira dam bao tong tac 
pito bi'en, gido due phap luAt duge kip that pha hgp voi nhiCm vi chinh tri, kinh te, 
xa hOi elm dia phuong timg giai doan va cling la can eü theo clOi, kiem tra viec thtrc 
hien ke hoach. 

+ Cac bin phap that hien: 
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Xac dinh bin phap thgc hien phti.bien, giao due  phap luat pha hgp trod dal 
tugng, tired dia ban thge hien:.co the to chuc cac hinh thirc ph bin, gido dpc 
phap luat dec lap, cling 96 the t6 chue ph6 bin, gido due pith!) luat Fang ghep 
trong cac chucmg trinh, ke hoach khac a dia phuang nhu phong trao xay clang dori 
song van Ma a khu dan cu, the chuang trinh ye xoa doi, giam ngheo, bao ve va 
ph& trien rang, chtrcmg trinh ntrac sach, v sinh mai truong... 

Phan con trach nhiem hgp 19, rO rang cho cac cha the tham gia ph bin, 
gido due  phap luat: trach nhiem cüa clang chive Tu.  phap - HO tich, trach nhiem 
cüa cac &ring chire chuyen m6n cüa U9 ban nhan dan cap xa; skr ph6i hgp girth cac 
can be U9 ban nhan dan veri cac can be Mat tan T6 qu6c, can be cac t6 chirc, 
doan the a ca se. 

Hoat deng kiem tra, giam sat viec thirc hien Ice hoach; che de thong tin, bao 
cao; sa ket, tong ket, thi dua, khen thuong. 

- Dg toan kinh phi thgc hien ke hoach: neu rO,ngulin kinh phi thge hien Ice 
hoach. Kinh phi chi tiet thgc hien ke hoach phi) bien, giao due  phap luat ce, the 
dirge ghi ngay trong ke hoach hoac dirge lap thanh ban dkr toan rieng (kern theo 
ke hoach). Cac nei dung chi va mirc chi ve 016 Nen, giao due  phap luat thgc hi'en 
theo quy dinh cUa BO Tai chinh ye vice  hueng dan quan 19 va sir clking kinh phi 
bao dam cho c6ng the pho bien, giao due  phap luat va theo huerng dan, quy dinh 
cim U9 ban nhan dan cap tren ye mire chi cp the tren dia ban. 

- The that trinh bay ice hoach ph bien, gido due  phap luat 

Khi xay clung Ice hoach ph6 bien, gird() due  pith') luat, cong chirc Tu phap - 
HO tich phai can dr vao cac huang clan ye the thirc va kJ/ thuat trinh bay van ban 
tai Thong tu s6 01/2011/TT-BNV. 

c. T chiec lay j5  kiin clang gap cho de thao id hogch via hoan chinh nal dung ki 
hogch 

- Dg thao ice hoach dirge dua ra 14 9 kien clang gop dm the can be, c6ng 
chirc U9 ban nhan clan cap xa, can be Mat tran T6 quoc, cac to chirc, doan the, 
nhang ngueri sê trkrc tiep tham gia trien khai ke hoach sau khi dirge phe duyet. 

- Sau khi t6ng hgp 9 kin (long g6p, ding chat Tu phap - HO tich hoan chinh 
nei dung ban ke hoach de trinh phe duyet. 

d. Trinh ldnh ciao LI.)) ban nhcin dein cap xa-  phe duyet ke hogch (bao gain ke 
hogch nai dung va dv tocin kinh phi dux hien). 

3.4. T chat thip hien Ice ho3ch ph e bien, gin') dye 04101 

Ngay sau khi ke hoach ph6 bien, giao due pita]) luat dirge U9 ban nhan dan 
cAp xa phe duyet, ding chat Tu phap - He tich phoi hop veri cac can be, be phan, 
don vi dirge phan ding trong ke hoach t6 chirc thgc hien ke hoach theo clang doi 
tugng, nei dung, hinh thirc, bien phap va thbi gian cla xac dinh. Trong qua trinh 
thgc hien ke hoach, Ong chire Tu pilaf) - HO tich c6 nhiern vu: 
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- Chu tri te chire cac hoat dong ph Men, gird° due phap luat cho can b0, 
nhan dan tren dia ban. 

-r Thuc hien vai tit la du mei ph& h9p can b0, cong chire dm UST ban nhan 
dan cap )(a, can b0 Mat tan, can bOt to chire, doan the a ca sâ trien khai cac host 
dOng phô bien, gido due phap luat den nhan dan. 

- Tham muu cho UST ban nhan,  clan cdp xa xay dung dOi ngil tuyen truyen 
vien phap luat a ca sec; tap huan kien the phap lust, ky nang tuyen truyen cho 
the tuyen truyen vien. 

- Tham muu, giüp HOi ding ph& hop cong tac ph6 bin, gido due phap luat 
to chirc the kST hop, chuan ,bi cac bao cao va,ke hoach host dOng cUa HOi &mg, to 
eh& cac hoat deng theo ke hoach eUa HOi (Jong de ra. 

- Thong tin, bao cao viec thgc hien ding tac ph bin, gin.° due phap luat 
dia ban ;Teri UST ban nhan dan ding cap va yeti ca quan Tu phap cap tren. Bao coo 
duct thuc hien hang thang, quST, 6 thang va ea nam hoc trong qua trinh thuc hien 
hay khi ket thee mOt hoat dOng pith bien, gido due phap luat Cu the. 

- Theo ,doi, kiem tra, don dee thue hien ke hoach: can kiem tra xem cac nOi 
dung cila ke hoach da &rye thue hien den,  dau?,Nhting,  gi con ton tai? Nguyen 
nhan, each khac phue. Trong tn.rang hap can thiet có the kien nghi UST ban nhan 
dan xa, thi tran ce bin phap phi.' hop cho viec to,  chuc dive hien ke hoach tren 
thue th nhu: diet' chinh ke hoach, nOi dung, tao dieu kin ye ca so vat chat, kinh 
phi, lye lugng... 

- So' ket, tang ket, danh gia IC& qua thuc hien ke hoach phe Hen, gido due 
phap luat nhana rift ra nhiing kinh nghiem can thiet de to elide thuc hien Gong tac 
nay ngay cang,  tot hun. Trong qua trinh danh gia cling can chit trong con tac 
khen thuang de d'eng vien, khich 1 nhang dien hinh lam tot, phat huy ket qua da 
dat dugc, khai day phong trao thi dua Uwe hien  tot Gong tac phO bien, gido due 
phap luat a dia phuang. 

3.5. Met ma!, ky Jiang phi) hien, giao (Inc [Map 144 

3.5.1. Tuyen truyen mieng Ire phap lulat 

Vi tri, vai tro &la tuyen truAl mieng 

Tuyen truyen mieng ve phap luat la met hinh thirc tuyen truyen ma bao cao 
vien, tuyen truyen vien true tiep pho bien den ngued nghe ye finh we, van ban, 
guy dinh phap luat nham nang cao nhan tin:re phap lust cho nguoi nghe, huang 
cho ngued nghe hanh dong theo ede ehuan mix phap luat. 

Tuyen truyen mieng phap luat ea, mei quan h gan be chat che vai nhieu 
hinh thire tuyen truyen khac; long ghep NT& cac hinh tilde tuyen truyen khac Ira ,la 
mOt be' phan quan tr9ng trong tong the cac hinh thire tuyen truy'en phap luat. Dieu 
do duce the hien nhu sau: 
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• - Tuyen truyen mieng la mOt ding doan khong the thieu trong phAn Ign cdc 
hinh thirc tuyen truyen phap luat. Vi du: Tuyen truyen phap luat thong qua gong 
tac he‘a giai a ca sg thi hoa giài vien van phai true tip n6i cho nguiyi duqc h6a 
giai ye cac nQi dung phap luat co, lien quan. 

- Tuyen truyen mieng phap luat la hinh thue chit yeu dugc thirc hien thong 
qua h'gi nghi, hi thao, top huan, sinh hoat cau lac b0 phap luat; la bin phap chi) 
yeu cika ph6 bien, giao due phap luat thong qua cac phuang tin th6ng tin dai 
chting nhu bao n6i, bao hinh, qua mang luai truyen thanh ca set. 	• 

- Trong viec thkrc hien tuyen truyen mieng phap luat, bao cao vien phai sir 
dung long ghep veri cac hinh thirc tuyen truyen phap luat khac, vi d nhu: tuft 
khi tuyen truyen, bao cao vien can phaie bien sop de cuang ma gid tri dm no 
dirge coi nhu la tai lieu tuyen truyen, pho bien phap luat; trong khi tuyen truyen 
mieng, neu bao cao vien sir dung cac hinh anh minh hga thi cac hinh anh do c6 
gia tri nhu la tuyen truyen thong qua trait anh trkrc quan. 

- Tuy'en truyen mi'eng la hinh thirc tuyen truyen linh hog, cep nhieu uu the, co the 
tien hanh a bat cir naisnao, trong bat lc dieu kien, hoan canh nao vori so lugng ngueri 
nghe Ichong bi hart che. IChi dive hien viec tuyen truyen mieng, ngtrea noi eg dii dieu 
lcien thuan lqi de giai thich, phan tich, larn sang to nOi dung cam tuyen truyen. 

Hinh thirc cita tuyen truyen mieng phap luat 6 cap id rat da dang. CO the di 
chirc duai clang hi nghi, 16p tap huan,,cac bu'Oi nen chuyen chuyen de thu hitt 
nhieu ,ngued nghe, long ghop viec pho bien phap luat vao mOt buOi hop, thong qua 
he thong truyen thanh ea so hoc co the to chire clued hinh thire tuyen truyen 
mieng ca bit chi c6 mOt hoc vai ba ngued nghe. 

D8i tugng cUa tuyen truyen mieng rat phong pho cho du m9i thanh phan: 
can bQ, tri thirc, cong nhan, nong dan, doanh nhan, phy nQ, ngued cao tuoi, thanh 
thieu nien... hoac la bat cir ngugi nao trong xa hoi dang cart dirge tuyen truyen, 
ph O bien phap luat. 

K9 ncing tuyen truydn mieng phcip That 

- Gay thien cam ban d'au cho ngugi nghe; 

- Tao sr hap dAn, gay An tuqng ban dAu khi noi; 

- Bao dam cac nguyen the su pham trong tuyen truyen mieng; 

- Sü dung cac phucmg phap thuyet phuc trong tuyen truyen; 

- Tang cuing dOi thoai trong tuyen truyen mieng. 

Ccic btrirc tian hanh mOt budi tuyen truyin mieng yE phdp luOl 
a. Burk chucin bi 

- Nam yang doi tuqng truyen truyen: ngtrai noi can' nam" yang doi tugng 
tuyen truyen (ngued nghe) qua cac yeu to ye so luqng; thanh phan (tri thirc, c8ng 
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nhan, Wong dan, hoc sinh, thanh nien, phu net, thieu nhi, ph u lao...); trinh cl0 van 
hod; nhu cau tim hieu phap luat cüa elOi tugng. 

1\,Igtred nod c6 the thu thap thong tin ve doi tugng bang phuang pita!) true titp 
(tkr dieu tra, tim hieu, gap ger, quan sat...) hoc bang phucmg phap gian tier, (qua 
tai lieu, sach bao, bao cao tong ket, trao d6i veld nguai to chirc buoi tuyen 
truyen...):  Can c6 th6ng tin day ein tü phia ca quan t6 chat buoi tuyen truyen ve 
thanh Oar' ngued nghe. 

- Nam yang vAn de lien quan den linh vkrc ma van ban dieu chinh: cac van 
de nghiep vu chuyen nganh, duang loi cua Dang, phap luat cüa nha nuoc, cac tai 
lieu lien quan den 11th vkic 

- Nam \ding nOi dung van ban can tuyen truyen. D hieu re nOi dung phap 
luat ma minh mu6n chuyen tai ten ngued nghe, ngued n6i can nghien ciru mOt 
each toan dien khong nhting nOi dung van ban ma con nhang van de c6 lien quan 
den viec ra dai vA trien khai van ban do, tu tuomg, quan diem chi dao ctia viec ban 
hanh cac van ban th6ng qua the nghi quyet cna Bang, ke hoach Oat trien kinh te, 
xã hOi hoc nue tiep han la qua ter trinh ye viec ban hart van ban, qua de cuang 
glad thieu van ban do cu quan Tu phap !nen soan, qua bao, dAi... 

- Suu tAm tat,  lieu clan chimg, minh hoa: Day IA nOi dung rat quan trot-1g, n6 
anh hming den chat lucmg, dO sau va sire thuyet phyc cüa buoi tuyen truyen. 

- ChuAn bi de cucmg: tuSr theo kha nang va then gian cho phdp, ngued n6i c6 
the xay dkrng de cyan khai quat hoc chi tiet, my nhien, can day cha ye nOi dung, 
thich hop veri doi tugng, chat the ye 1)6 cue, lap luan. IChi chuan bi de cuang can 
chit Sr nhfing van de sau: 

+ De cucmg kh6ng phai là mOt bai vitt hoan chinh, cu the ma la tai lieu nett 
len cac trong tam can tap trung tuyen i truyen, phO hien de ngueri noi dun vao (16 
ma phan tich cy the, ma reing nhang van de neu trong de cucmg. 

+ Lkra chon van de &it lOi cua van ban, chgn nhOng nOi dung ma ngueri nghe 
quan tam. 

+ D thu hitt ngueri nghe va to dieu kien cho nsued nghe hieu van ban co tinh 
he thong, toast b0 cac phan trong de cuong phai c6 mot quan h hau ea veri nhau. 

Tren day la btrac chuAn bi d tin hanh mOt bu6i tuyen truyen mieng ve phap 
luat fled chung. Can 130 tu phap - ho tich, tuyen truyen vien phap hat, boa giai 
vien... khi tien hanh tuyen truyen mi'eng ve phap luat co the van dung linh boat 
buoy chuan bi nay tuSr theo dieu kien thkrc te ye tat lieu ma minh co duce, trinh dO 
cna dot tugng an ph6 bien phap luat va nOi dung phap luat duce pito bien (er cap 
xa co the kh6ng nhat thiet phai ph6 hien toan 1)0 nOi dung van ban Ili@ ma lira 
chgn nhung quy dinh pha hgp vâi nhan dan a ca s6). 

b. Tien hanh bu6i tuyen truyen mieng v phap luOt 

MOt bu6i tuyen truy'en mieng ve phap lust thuang c6 cac phAn sau: 
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-, Vao de: Layhan giài thieu van de, dinh htrang tu duy, 	ggi nhu eau 
cita dill Wong, thiet lap quan he' gift nguen n6i yeti nguti nghe. Voi,tuyen truyen 
mieng vã phap luat, cach vao de cep hieu qua thtrang IA gqi ra nhu cau tim hieu 
nghia, sv can thiet phai ban hanh van ban, phai c6 phap luat de dieu chinh van de 
dang truyen truy'en, hoc c6 the bat dau kr ,m0t cau chuyen phapikat duct cac 
phucrng tin thong tin dai chang n6i den nhieu theri gian qua; c6 the bang cac tinh 
huOng xay ra gan dia ban nth to chirc tuyen truyen. 

TruErc khi bat du, can 05 10i chao, 110i chile ping vOi nguti nghe d tao sr 
gan gai. Trong phan vao dê, nhan manh hay neu ducic 2, 3 van de chit yeu ma 
ngtred nghe can tim hieu. 

- Nai dung: Là.  phan chit yeu cüa buOi noi, lam cho dt,i Wong hieu, nam 
&rot nOi dung, chuyen Men nhan thirc, nang cao 9  thirc phap luat cho doi tuqng. 
Can km 9 là phai neu dtrqc nhang diem mai, thOi sv de ngtrai nghe chit 9; khi 
tuyen truyen Bong dirge sao chep, doc nguyen van van ban de tranh sr nham 
chan. IChi giang can phan tich, giai thich va neu 9  ngliia dm van ban phap luat do. 
Viec doe mOt doan nao do trong van ban chi co tinh chat dan chirng, minh boa 
nhitng gi ma ngueri noi da phan tich, dan chirng 0 throe. 

Trong tuyen truyen van ban phai chit 9 tOi hai dieu,,(16 IA: Iva chon each 
trinh bay phit hgp vOi doi tugng, nhat la to chat tuyen truyen mieng Er cap xa vai 
doi tugng tuyen truyen c6 trinh dO hieu biet Ichong cao. Can lva chon each trinh 
bay de hieu, gan yeti cac vi dy, tinh huong cy the. Han che dua ra cac 19 luan, hoc 
thuyet cao sieu, kho hieu dii voi ngueri nghe. Tap trung neu nhling v'An dé co ban, 
cot 16i, tong tam de ngtrai nghe thau tom dirge tinh than van ban. Sir dyng hgp 19 
kenh ngOn ngir (n6i) va k'enh phi ngon net.  (dr chi, dOng tac). 

Doi tugng tuyen truyen mieng 0 cap xa rat phong phit. Tu9 ttng doi Wong 
ma ngueri nOi xac dinh myc gich, yeu eau, nOi dung tong tam, phuang phap trinh 
bay cho phit hop vai timg del tugng. 

- Phan kit ludn: diem lai va tom tAt nht-mg van de co ban da tuyen truyen; 
tu9 tirng doi tugng ma neu nhang van de can km 9 doi yeti Ito. 

- Ti-ti len cau hoi cza nguth nghe: can danh then gian can thiet tra leri cac cau 
h6i ma nguti nghe quan tam, chtra hieu r6. Day la phan ngueri nod CO the danh gia 
dirge mire d tiep thu thong tin ciia nguti nghe; la dip de ngueri noi trao doi 
nhang kinh nghiem, hieu bi'et cüa minh cho nguai nghe. De c6 the tra lôi tot 
nhang cau hoi cUa,nguai nghe, ngoai viec nam vanf tinh than, nOi dung van ,ban, 
ngtrai mai can chuan bi san mOt so eau h6i, tinh huong ma nguOi nghe co the hoi 
va phucrng an tra 10i. Dieu nay giup nguti nOi tkr tin trong phan tra leri eau h6i cua 
nguai nghe. 

Tuy nhien, neu nguai n6i thvc hien dOi thoai trong khi tuyen truyen thi viec 
tra led cau h6i cUa ngtrai nghe da dirge thkrc hien trong qua trinh doi thoai, trao 
diii gifla ngtred n6i va nguari nghe. 
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Nhin chung bugi tuyen truyen mieng v phap luat se thanh cong khi ngugi n6i: 

+ The hien sr am hieu sau sac, nhuan nhuye'n ve nOi  dung phap bat; 

+ Din dat re rang, phong phá, hap clAn vgi phong each ttr tin, binh tinh. 

+ Tian hanh bai ngi chuyen ngan ggn, ket thoc dung gig. 

+ Tang cuang del thoai trong qua trinh truyen dat. Sir dung dei thoai se-  lam 
cho hued tuyen truyen mieng trg nen sinh dOng, hap clan, cu6n htlt ngugi nghe; 
khac phtic tinh trang ngueti,nghe hi dOng, thong tin mang tinh áp d5t met chieu, 
kh6 tiep thu; Mc) ca hei, dieu kin, ggi ma, kich thich ngugi nghe trao d6i, ph& 
bieu. Th6ng qua doi,  thoai, bac) cao vien, tuy8n truyen vien phap luat, met mat 
thkrc hien tuyen truyen co hieu qua chi' truang, duemg 16i cim Dang, chinh sach, 
phi') luat cUa Nha nuon, mat khac, chü dOng nam bat yeu cau mei, tam Pr, 
nguyen yang cUa quan chUng nhan dan d phan anh yogi Dang va Nha mon. 

3.5.2. ICS,  nang bien wan de mon tuyen truyen phã bien giao due phap lu'at 

a. Y'du cau ctia bien sogn 

De cuing tuyen truyen van ban phap luat la tai lieu dung d tuyen truyen, 
giai thich, huang clan, ph e Hen met van ban phap luat, mOt nOi dung phap luat 
hoac met van de phap 19. Nguai sir dung c6 the Oa vao de cucmg tuyen truyen de 
nghien ,cim nOi  dung van ban, cac trung tam can tap trung tuyen truyen, phô bien 
hoac de bien soan cac tai lieu pith bien phap luat khac met each cu the, ,sat hgp, 
phU hgp vgi boi canh, doi tugng nhung van,bao dam cho doi tugng hieu chinh 
xac nOi dung van ban va thuc hien thong nhat. Mat khdc, de cucmg tuyen truyen 
con c6 nhiem vv hugng clan, chi dao viec t6 chile trien Ichai tuyen truyen van ban 
phap luat phn hap Arad timg loai den Mang, tren timg dia ban. Vic xay dung de 
cucrng can phai bao dam dirge cac yeu cau sau: 

Yeu cdu chung: 

- Ve hinh than: be eye de cucrng phai la rang, chat chE, hgp ly. Nein nyi 
dirge sir dung tong de cuang phai la ngon net dai chung, cach hanh van ,gian di, 
trong sang, de' hieu. Dien dat mach lac, sUe tich, nsan,ggn. DO dai dm de cuong 
tuy thuOc vao nei dung van de' can tuyen truyen, pho bin. 

- Ve nei dung: de cucmg phai to dieu kin cho ngtrai sir dung hieu dfing 
mic dich, 9  nghla dm van ban 3)114 luat, elm cac quy pham phap luat, hieu chinh 
xac quy dinh elm phap luat, Wain dirge cac 9  chinh, tang tam dm van de, each 
van dung cac quy dinh phap luat trong cac quan h xa hOi. 

- V thoi gian: dam bao tinh thgi skr,cung dp kip MEd cho the dei tugng da 
to chirc trien khai tn.rec ngay van ban c6 hieu lye phap luat. 

Yeu cat( clai vol ngzeol viii': 

+ CO trinh dO phap IY nhat dinh, dime dao tao ve phap luat ho5c co, nhieu 
nam cong tac thtrc tin trong linh we do. 
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+ Nam yang nOi dung van ban; 

+ Hieu sau sac vdn d'e ma van ban phap luat dieu chinh; 

+ Hieu rO dOi tugrig sir dung de cuung; 

+ Nam yang tinh hinh kinh te 	hOi, phong tie, tap quan, truyen th6ng,.. 
tinh hinh vi pham phap luat va yeu cau quan 1 ye tinh vgc; 

+ CO vbn ngon nga phong phü, hanh van giarn di, trong sang, siic tich, dê 
hieu, de nha va de van dung. 

b. Ni dung dd arcing tuyen truyin phcip luet 

De cucmg tuyen truyen van ban phap luat thubng bao Om 3 phan: 

Nhang van scl" chung 

- Neu Y nghia, sr cAn thiet ban.hanh van ban phap luat. Co sor phap 13? cUa 
van ban phap luat (xuat phat S Hien phap - Luat hoc the van ban quy pham 
khac). nghia, vi tri, vai trO dm van ban trong vice  dieu chinh cac quan he xã hoi; 
mai quan h cila van ban voi cac van ban phap luat hien hanh c6 lien quan. 

Quan diem va nguyen tac chi dao vice xay dung van ban, tu tubing ehü dao va 
yeu caLi cüa Gong tac quart 1 nha nuot, quan ly xa hOi trong dbi song hang ngay. 

Ngoai ra c6 th'e thong tin them ve qua trinh sop thao van ban (ngan g9n). 

Gieri thieu van ban 

B6 cue van ban: S6 chuang, dieu trong van ban. Ten cac chucmg, s6 dieu 
trong chuong de ngubi sir dung co the hinh dung khai quat nOi dung van ban. 

N 'ai dung chit Ai cad van ban 

+ Nhiem vi cim van ban; 

+ D6i tugng dieu chinh, pham vi dieu chinh cüa van ban; 

+ Nhang nguyen tac chung quy dinh trong van ban; 

+ Nhang vAn de dugc de cap trong n'bi dung van ban (nOi dung chit yell dm 
van ban); ynghia the quy pham, che dinh trong van ban. 

+ Nhang diem mod tong van ban so v6i phap luat hien hanh, nhang diem 
sira doi, WO sung, ly do sin doi, WO sung, Y nghia cUa vie sin doi, bo sung. IChi 
can thiet c6 the neu mOt so y kien eOn tranh luan, nhang van de dang ton tai; 

. + Quyen, nghia vu cUa cac chit the va nhang nguai c6 lien quan; 

+ Cac guy dinh va thU We phai est hien; 

+ Vi tri dm van ban trong h thbrig phap lu'at hien hanh, cac van ban se ban 
hanh kern theo (neu c6). 
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- Trong dieu kien có the, de cueing tuyen truyen nen c6 the tai lieu tham 
khao kern theo bao gom the so lieu, cac trich dan de lchang dinh, chimg minh, so 
sanh, ma Ong nhang van de da neu trong de cucmg. 

Hwang den thvc hien 

De huang d'an ngued clan hieu va thgc hi'en cac quy dinh phap luat neu trong 
van ban, a phan nay can nhac lai va nhan manh mOt so nOi dung lien quan true 
ti'ep den ngued clan. Cu the: 

- Cac quy dinh ve quyen, nghia vu eUa c8ng dan theo van ban phap luat. 

- Cac quy dinh ve trinh tu, thU tue  thuc hien cac quyen, nghia vu do. 

- Cac noi dung can ding lchai ved than dan. 

- Cac quy dinh ye nghia vu, trach nhiem dm can, b0, cling chirc nha nuerc 
trong vice  thuc hien quyen, nghia vu cUa c6ng dan theo van ban. 

Trong dieu kin co the, phan nay nen co cac tinh hutmg hoac vi du cu the. 

c. Cric but can thiit dê vik d ctro'ng 

But I: Chulin bi 

- Nghien dm van ban can tuyen truyen nham: Nam bat dugc tinh than, nOi 
dung chit y'eu va 2  nghia eUa van ban. Nam duge tu Wang chit do va the nguyen 
tac chi phoi qua trinh soan drab van ban. ,Nam vang doi tucmg dieu chinh, pham 
vi dieu chinh cUa van ban, nhat la cac dOi tucmg dc biet c6 cac quy pham dieu 
chinh rieng trong van ban nhu tre vi thanh nien, phu na... 

- Tim hieu Mi tugng sir dw-ig, mue dich sir dung de cuang de dua ra cac huang 
dan, chi dao each dare, bin phap tuyen truyen thich h9p, Xac dinh cac tieu chi tong 
tam can tap trung tuyen truyen gulp cho doi tugng d'e khai thac sir dung. 

- Nghien ciru tinh hinh kith te - xã hOi, phong tpc tap quari, truyen them-1g, 
tinh hinh vi pham phap luat,... 

Burk 2. Bien sogn curing 

Bleat 4. Bien tap d curing 

&dm 4: Hoan chinh, in An va gai cho ccic dai tuang 

Khi bran tap, chinh l phai doe ky lai toan be phan da vi ta de kiem tra tinh 
chinh xac ye nOi dung cac quy dinh, kiem tra cac 18i eau, loi chinh ta 

4. KS,  nfing ctia cOng chat Dr phip- hO tich trong ht dOng cip bin sao 
tir so gOc, chting thkrc bin sao tit' bin chinh, chtimg thkrc chit 	va chtitg 
thyc hyp dOng gia0 dich 

4.1. Meg so khai niOm 
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- "Cdp ban sao tir se gee" là viec ca quan, y6 chire dang quan l s6 g6c, can 
cü vao s6 goc de cap ban sao. Ban sao tir so gee cod nei dung day dU, chinh xac 
nhu nei dung ghi trong se gee. 

- "Chung thyc ban sao tir ban chinh" là viec ea pan, te chirc c6 thAm quyen 
theo quy dinh tai Nghi dinh nay can cir vao ban chinh de chimg thkrc ban sao là 
dOng ved ban chinh. 

- "Chung thue chit kr là viec cor quan, tOe chile cod thdrn quyen theo quy dinh 
tai Nghi dinh nay chfrng Uwe chit 147 trong giay tO, van ban IA chit k3rT ctia nguai 
you cau chimg thuc. 

- "Chimg thuc hop deng, giao dial" IA viOc ca quan c6 thAm quyan theo quy 
dinh tai Nghi dinh nay chung thurc ve thei gian, dia diem giao,ket hop (long, giao 
dich; nang luc hanh vi dan sir, ST chi tu nguyen, chit 147 hoac dau diem chi dm cac 
ben tham gia hop clang, giao dich. 

, 	7  "Ban chinh" là nhimg gidy tor, van ban do cor quan, th chirc c6 thArn quyen 
cap Ian dau, cap lai, cap khi clang k5' lai; nhimg giay ter, van ban do ca. than Us lap 
c6 xac nhan vA dong dau cUa ca quan, to chirc c6 tham quyen. 

- "Ban sao" là ban chup tir ban chinh hoc ban danh may c6 nei dung dAy 
chinh xdc nhu n0i dung ghi trong se gee. 

- "S6' g6c" la se do ea quan, t6 chirc ce, tham quyen lap ra khi flux hien viec 
cap ban chinh theo quy dinh tha phap lust, trong de c6 noi dung day dü, chinh 
xac nhu ban chinh ma cor quan, to chfrc do 'la cap. 

- "Van ban chimg dux" là gidy tiy, van ban, hop ding, giao dich dã duce 
chimg thisc theo quy dinh cüa Nghi dinh nay. 

- "Ngtrei thise hien chimg thuc" la Tn.reng phong, Pho Tnrang Phong Tu 
phap huy'en, quan, thi xa, thanh pho thuoc tinh; Chit tich, Pho ChU tich Uy ban 
nhan dan xa, phuorrig, thi tran; thing chlmg vien dm PhOng cong chirng, Van 
phOng &Ong chirng; vien chirc ngoai giao, vien chire lanh sr dm Ca quan dai din 
ngoai giao, Cor quan 	dien lanh su va Ca quan Ichac dirge ity quyen thuc hien 
chirc nang lanh siy elm Viet Nam Or nuorc ngoai. 

4.2. Gii tri phip 151  cda bin sao dtrqc cip tir sip gac, bin sao dwyc chtirng 
thqc tir ban chinh, cher Mr dirge chtrrng thtyc vl hqp dang, giao dich duct 
chtrng thtyc 

- Ban sao duce cdp tir se gee c6 gia tri sir dung thay cho ban chinh trong cac 
giao dich, ti-it truang hyp phap luat c6 quy dinh khae. 

- Ban sao &rye chirng thuc tir ban ch1nh c6 gia tri sir dung thay cho ban 
chinh da dung de &Si chieu chimg flux trong cac giao dich, tit trueng hqp phap 
luat c6 quy dinh khoo. 
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- Chg kY dugc chirng thgc c6 gia tri chirng minh ngired yeu eau chimg thkrc 
da,k9 chit kY do, la cari cit de xac dinh trach nhiem cga nguai k9 ye nOi dung dm 
giay ter, van ban. 

- Hgp clang, giao dich dirge chirng thkrc có gia tri chung Cu chfrng minh ve 
died gian, dia diem the ben da ky ket hgp tong, giao dich; nang lgc hanh vi ‘dan 
skr, Y chi tv nguyen, chit ky hoc dau diem chi dm cac ben tham gia hgp &rig, 
giao dich. 

4.3. Thin hn thtyc hien yeu cau chtimg thut 

Thai han thge hien you cAu chimg thgc phai dugc bao dam ngay trong ngay 
co quan, to chgc tip nhan yeu cau hoc trong ngay lam viec tiep theo, neu tiep 
nhan you cau sau 15 gia; trix twang hgp quy dinh tai cac Dieu 21, 33 va Dieu 37 
cga Nghi dinh 23/2015/ND-CP. 

4.4. Quyen, nghia sru ctia nguti yeti au cht"rng thtyc 

- Ngueri yeu cau,chimg thkrc CO quyen you cAu chang thgc tai bAt k9 co quan, 
to chgc co tham quyen nao thuan tien nhat, trir twang hgp quy dinh tai Khoan 6 
Dieu 5 oh Nghi dinh 23/2015/ND-CP. Iron& truong hgp bi tü eh& Ching thkrc 
thi c6 quyen yeu cau co quan, th chirc tg choi giai thich re 19 do bang van ban 
hoac khieu nai theo quy dinh cüa phap luat. 

- Nguati yeu cu chimg thgc phai Chu trach nhiem ve nOi dung, tinh hgp le, 
hgp phap cua giay ta, van ban ma minh yeu cau chgng thgc hoac xuat trinh khi 
lam thg tkic cluing thgc theo quy dinh cga Nghi dinh 23/2015/ND-CP. 

4.5. Nghin vy, quyen cüa nguti thyt hien chirng thtyc 

- Bao dam trung thkrc, chinh xac, khach quan khi thgc hien chirng thgc. 

- Chiu trach nhiem tnrerc phap lust ve viec chin-1g thkrc cga minh. 

- Khong dugc chgng thgc hgp deing, giao dich, chi:mg thgc chit ky CO lien 
quan den tai san, lgi ich cga ban than minh hoe cga nhang ngued than thich la vg 
hoac chong; cha me de, cha me nu8i; cha me de, cha me nuoi cUa vg hoc chong; 
con de, con nuoi, con dau, con re; Ong, ha; anh chi em ruet, anh .chi em met cga 
vg hoac chong; chau la con dm con de, con nuoi. 

- Tir chi chimg thgc trong cac twang hgp quy dinh tai cac Dieu 22, 25 va 
Dieu 32 cga Nghi dinh 23/2015/ND-CP. 

- Yeu eau co quan, M chire, cá nhan CO lien quan cung cap thong tin can thi'et 
de xac minh tinh hgp phap cga giay ter, van ban yeu cau Ching thgc. 

- Lap bien ban tam 4iit, chuyen CO' quan nha nu& co thAm quy'en xü 12 theo 
quy dinh cua phap luat dôi veri giay tel, van ban yeu cau chfrng thkrc dugc cap sai 
thArn quyen, gia mao hoac co nOi dung quy dinh tai Khoan 4 Dieu 22 cga Nghi 
dinh 23/2015/ND-CP. 
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- HuOng d'An nguiri yeu cAu chang thvc be) sung ha so, neu ha,so chimg that 
chin day du hoc huong dan nOp ho so den co ,quan có them quyen chang thvc, 
neu nap h6 so khong ding co quan c6 tham quyen. 

Trong truemg hop tit choi el-tang thkrc, ngueri thvc hien cluing thvc phai giai 
thich r6 19 do bang van ban cho nguai yeu cau chang thvc. 

4.6. Dia diem chlrng thtyc 

- Vic chung thvc duce thvc hien tai try ser cct quan, to chat cal them quyen 
chimg thktc, trlr truang hap chang,  thvc di chile, chi:mg thvc hap thing, giao dich, 
chang that chit 14 ma nguti you cau chimg thvc thuOc dien gia you, khong the di lai 
dugc, dang bi tam gilt, tam giam, thi hanh an phat tà hoc c619 do chinh dang khac. 

- Khi that hiOn chang that phai ghi r6 dia diem chimg that; twang hop 
chang that ngoai trv ser phai ghi ra thai gian (gier, phut) chimg that. 

- Ca quan, th chat thvc hiOn chans thkrc phai ba tri nguai tie]) nhan yeu cAu 
chang thvc cat ngay lam vie trong tuan; phai niem yet tong khai lich lam viOc, 
tham quyen, tha We, thiri gian giai quyet va Fe phi, chi phi chang that tai try ser 
dm co quan, tO chat. 

4.7. Ting nei vã chit vitt dung trong chirng unit hop ding, giao dich 

Ting mai va chit viat ding trong chang that hop dang, giao dich la titng 
Vi4t. Truerng hgp nguai yeu eau chimg thvc khong thong thao tieng ViOt thi phai 
c6 ngueri phien dich. 

4.8. Liri chting 

- L&i thong la nOi dung bat buOc ctia Van ban clueing thvc. 

- MAu leri chimg ban hanh kern theo Nghi dinh 23/2015/N9-CP nay bao gam: 

+ Lai chimg chang thvc ban sao tit ban chinh; 

+ Lai cluing chang ,thvc chit k9 bao gam: Lai chimg chimg that chit 14 dm 
mat nguai trong mat giay ter, van ban; Lari cluing chimg thvc chit k9 cUa nhieu 
nguti trong mOt giay ter, van ban; Lai chimg chimg thvc diem chi; Lai chimg 
chi:mg that trong throng hap khong the 14, diem chi duce; 

+ Lai chang chimg thvc chit k nguiri dich; 

+ Läi chang chimg that hap clang, giao dich bao gam: Lori chung chirng 
thvc hop &Ong, giao dich; Lai chimg chimg that vAn ban thoa thuan phan chia di 
san; Lai chimg chimg thvc van ban khai nh'an di san; Leri chang chang that di 
chile; Läi chimg chang thvc van ban tit choi nhan di san. 

4.9. SOchUng thtyc va sO chaing thtrc 

- Se chang thvc ding d theo doi, quan 19 cac vi'ec dã chans that tai co 
quan, to chat thvc hiOn chimg thvc. SO chang that &roc viet lien flop theo tha tv 
timg trang Ichong &roc be tr8ng, phai dong dau giap lai tir trang dau den trang 
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eugiis6 va thuc hien theo kmg Want Khi het nam phai thut hien khga s6 va thOng 
ke tong so vi'ec chung thtrc dã thue hien trong nam; ngtrigi Icy chirng thtrc xac 
nh4n, ky, ghi rO ho ten va dong dau. 

- S6 chimg Uwe IA sO thir kr ghi trong s6 chimg thtrc, kern theo quyOn so, 
nam thue hien chimg thtre va kY hieu loai viec chirng thuc. So the tr trong so 
chirng thgc phai ghi lien Mc tir so 01 cho den het nam, trueng hop chua het nam 
ma sir dung sang so khac thi phai lay so thir kr tiep theo cUa so twee, Ichong duct 
ghi tr so 01. Doi vai so duct sir dung tiep cho nam sau thi twang hop chimg thgc 
dau tien cüa nam sau se ghi bat dau kr se 01, khong dtrgc lay tiêp s6 tint tir cuoi 
ding cüa nam truck. 

S6 ghi trong van ban chimg thtre la so tucmg img Arai s6 chi:mg thue da ghi 
trong so chimg thue. 

- Trong truong hop co quan, t6 chirc thuc hien chimg thuc dã Ung dung cong 
nghe thong tin vao viec chimg thuc thi phai bao dam day du nOi dung theo mau so 
chimg thuc ban hanh kern theo Nghi dinh nay. Dinh IcY hang thang, ca quan, to chire 
thtrc hien chimg thuc phai in va doing thanh so, dong dau giap lai; den het ngay 31 
thang 12 hang Wain thi ghép chung thanh 01 (m0t) so chimg thtre theo tang loai viee 
chimg thtre da thuc hien trong 01 (m0t) nam. Viec l'a‘p so, ghi so chimg thtre va kh6a 
s6 dugc thtre hien theo guy' dinh t3i Nghi dinh 23/2015/ND-CP. 

- Mau s6 ehimg thue ban hanh kern theo Nghi dinh 23/2015ND-CP bao g6m: 

+ S6 chimg thtre ban sao tü ban chinh (SCT/BS); 

+ SO chimg thue chit ky, chimg thtrc diem chi (SCT/CK,DC); 

+ sO chimg thtrc chit IcY ngugi dich (SCT/CKND); 

+ S6 chimg thuc hop dOng, giao dich (SCT/HD,GD). 

4.10. Che do) hru trit 

- SO chirng thue là tai lieu km frit cita Nhà nuot, dirge bao quan, hut trit vinh 
vin tai try sa co quan, to chirc thuc hien chung thtrc. 

- DOi voi viec chimg thue chit kY va chirng thuc chit Icy nguai dich, co quan, 
to elute thuc hien chimg thut phai ltru mOt ban giay tar, van ban da chi:mg thtrc; 
thai han hru trit la 02 (hai) nam. Trong tnrong hop chimg thtre chit kYcüa ngtrai 
tien hanh giam dinh trong van ban het 1u9n giam dinh tu phap, chimg thtrc ban 
sao tir ban chinh thi Ichong hru 

- Dgi vei viec chimg thtre hop dOng, giao dich, ca quan thue hien chimg 
thuc phai luu mOt ban chinh hop dOng, giao dich kern theo ho so; thai han Itru tnt 
la 20 (hai mirth) nam. 
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- Co quan, t6 chire thkrc hien chfmg thgc khong dirge thu le phi, chi phi lthac 
dth veri van ban chimg thkrc km tit quy dinh tai Nghi dinh 23/2015/ND-CP; Co 
trach item bao quan, km till so chung thuc va van ban chung thuc. 

- Viec tieu hit)/ vAn ban chfrng thkrc khi het thth han hit tilt &rot thkrc hien 
theo quy dinh eUa phap luat ye km tit. 

4.11. Thu tvc ap ban sao tIr s gee 

- Ngtrol yeu cAu,cAp ban sao tfr se) g6c phai xudt trinh ban chinh hoe ban 
sao co el-lung thkrc Giay chung minh nhan dan hoc HO chieu con gia tri sfr dking 
de nguth tiep nhan 10 so kiem tra. 

Trong truemg hop nguai you cau cAp ban sao S se) g6c la nguei dirge quy 
dinh tai Khoan 2 va Khoan 3 Dieu 16 Gila Nghi dinh ,23/2015/ND-CP thi phai 
xuat trinh giay chimg mirth quan he voi ngtrai duoc cap ban chinh. 

- Co quan, 0 chi:re can eü vao s6 g6c de cAp ban sao cho ngued you cAu; nth 
dung ban sao phai ghi theo dung nOi dung,da ghi trong s8 wk. Twang hop khong 
con km tilt throe so goc hoe trong so goc khong c6 th6ng tin ye nOi dung yeu 
cau cap ban sao thi co quan, t6 chfrc c6 trach nhiem tra 16i bang van ban cho 
nguth yeu cau. 

- Truang hop ngued yêu du cap ban sao S se, geic gui yeu eau qua bull then 
thi phai gfri kern theo ban sao co chi:mg thgc giay 0 quy dinh tai Khoan 1 Dieu 
nay, 01 (m0t) phong hi clan tern ghi rO ho ten, dia chi nguth nhan cho co quan, to 
chfre cap ban sao. 

- Thai han cAp ban sao S s6 gee clugc thkrc hien theo quy dinh tai Dieu 7 cila 
Nghi dinh 23/2015/ND-CP . Trong tnreyng hop yeu cau cap ban sao s so goc 
dime gfri qua bun di'en thi thin han dtroc thkre hien ngay sau khi co quan, to chfrc 
nhan du ho so hop le theo dau but di'en den. 

4.12. Thu tvc chfrng thvc ban sao tir ban chinh 

4.12.1. Ban chinh giay to', van ban khong dtrvc clang lam co' sti d chting 
thvc ban sao 

- Ban chink bi tay x6a, sfra chaa, them, bat nOi dung khong hop le. 

- Ban chink bi hit hong, cil nat, khOng xac dinh throe nth dung. 

- Ban chinh dong dAu mat oh co quan, 0 chfre c6 thAm quyen holac không 
&mg dau mat nhung ghi rO kitting dirge sao chum. 

- Ban chink có nth dung trai pita') luat, dao arc xa hoi; tuyen truyen, kich 
dOng chien tranh, thong ehé c10 xa hOi chit nghia Viet Nam; xuyen tac ljeh sir dm 
dan tOc Viet Nam; xfic pham danh dkr, nhan pham, uy tin dm cd nhan, to chfre; vi 
pham quyen &mg dan. 
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- Ban chinh do co quan, f6 chirc c6 tham quyen eüa mot ngoai cAp, ding 
chimg hoac chi:mg nhan chin dirge hop phap hea lanh sr theo quy dinh tai Khoan 
1 Dieu 20 dm Nghi dinh s6 23/2015/ND-CP. 

- Giay to', van ban do ca nhan to lap nhtmg Ichong c6 xac nhan vA dong du 
dm co quan, to chire cep tham quyen. 

4.12.2. Thu tyc chfrng thtyc ban sao tir ban chinh 

- Ngueri you cdu chi:mg thkrc phai xuAt trinh ban chinh giAy ter, van ban lam 
co kr de chimg thvc ban sao va ban sao can chimg thve. 

Trong trueng hop ban chinh giAy ter, van ban do co quan, f6 chirc c6 thAm 
quyen cüa there ngoal cap, ding chimg hoac chimg nhan thi phdi dirge hcrp phap 
h6a lath so theo quy dinh eüa phap luat truere khi yeu cau chimg thvc ban sao; trir 
truemg hop dirge mien hop phap,h6a lath skr theo dieu trot quoc te ma Via Nam 
la thanh vien hoac theo nguyen the c6 di, ce, lai. 

- Twang hop ngtred yeu cau chimg thkrc chi xuAt trinh ban chinh thi co quan, 
to chile tien hanh chop to' ban chinh de thoc hiOn chung thvc, trir truemg hop co 
quan, to chirc khong c6 phucrng tin de chop. 

- Ngueri thoc hien chirng thve kiem tra ban chinh, dei chiau veri ban sao, nu 
nOi dung ban sao ding ved ban chinh, ban chinh giay ter, van ban khong thuOc cac 
truang hop quy dinh tai Di'eu 22 dm Nghi dinh se 23/2015/ND-CP thi thkrc hien 
chimg thkrc nhu sau: 

+ Ghi day dU led chung chi:mg thve ban sao to' ban chinh theo mAu quy dinh; 

Ks', ghi re ho ten, dong au dm co quan, tO chic thvc hien chirng thvc va 
ghi vao s8 chung thkrc. 

, 	Bei veri ban sao c6 tit 02 (hai) trang trer len thi ghi leri chimg vao trang cu6i, 
nu ban sao c6 to' 02 (hai) ter trer len thi phai dong dau giap lai. 

M8i ban sao throe chi:mg th(rc to' mOt ban chinh gidy to', van ban hoac nhieu 
ban sao dirge chi:mg thkrc to' mOt ban chinh giay ter, van ban trong cling mOt theri 
diem throe ghi mOt s8 chi:mg thkrc. 

4.13. Thu We chfrng thtyc chit 14 

4.13.1 Trtr?rng hop khong dulyc chfrng thtyc chit k5r 

- Tai thin diem chirng thvc, nguOi yeu cdu chimg thvc chit k kh6ng nhan 
thirc va lam chit dirge hanh vi elm minh. 

- Ngueri yeu eau chimg thoc chit ky xudt trinh GiAy chi:mg minh nhan dan 
hoac HO chieu khong con gia tri sir dung hoac gia mao. 

- Gidy ter, van ban ma nguai yeu cAu eluting thvc 	vao c6 nOi dung quy 
dinh tai Khoan 4 Dieu 22 cilia Nghi dinh nay. 
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- Giay to, van ban c6 nOi dung la hop &Mg, giao thch, trir cac truang hop 
quy dinh tai Diem d Khoan 4 Dieu 24 tha Nghi dinh so 23/2015/ND-CP hoc 
truong hgp phap 101 coo quy dinh khac. 

4.13.2 Ap (king trong trithng hqp dc bit 

Viec chung flux chit 14 quy dinh tai cac Dieu 23, 24 va twang hop lchong 
duot chung thgc chit 14 tai Dieu 25 dm Nghi dinh sO 23/2015/ND-CP cling (lucre 
ap dung trong throng horp chirng thgc diem chi,khi ngued yeu cau chimg thgc chit 
14 khong k &rot va trueng hop ngued yeu can chi:mg dux khong the 14, diem 
chi dirge. 

Tiry theo timg tnrang hyp, nOi dung led chung dirge ghi theo mu quy dinh 
tai Nghi dinh nay. 

4.13.3. Thu tyc chfrng thqc chi} k5r 

- Ngued yeu eau chimg thyc chit kYcUa minh phai xuat trinh the gray ter sau day: 

+ Ban chinh hoc ban sao c6 chirng thyc Gidy chUng minh nhan dan hoc 
HO chieu cOn gia tri sir dung; 

+ Giay ter, van ban ma mirth se 14. 

-,Ngued dux hien cluing dux kiem tra giAy ter you cau chimg thyc, nth thay 
dO giay ter theo quy dinh cOa phap luat, tai thed diem chirng thgc, ngueri yeu cau 
chirng awe minh man, nhan thirc NIA lam chit dirge hanh vi cila minh va vie 
chimg thyc Ichong thuOc cac Yuen-1g hop quy dinh tai Dieu 25 cila Nghi chnh so 
23/2015/ND-CP thi you eau ngtred yeu cau chfrng glut 14 truck mat va thgc hien 
chUng tlurc nhu sau: 

+ Ghi day dir led chUng chung Owe chit k theo mu quy dinh; 

+ KY, ghi re ho ten, dong dau cUa co quan, t6 chire dux hien chi:mg thyc va 
ghi vao so chung thuc. 

ved,giay ter, van ban c6 tir (02) hai trang tre len thi ghi led chimg vao 
trang cued, nth giay to; van ban c6 to' 02 (hai) tre len thi phai clang dau giap lai. 

- D& v6i truing hyp chimg thgc chit ky tai be phan tip nhan va tra ket qua 
theo cu the mOt cfra, met dm lien thong thi ding chirc tiep nhan ho so' kiem tra 
cac giay 	neu nhan thay ngued you cau chi:mg thue c6 dU diet' kien quy dinh 
eOa phap,  luat thi de nghi ngged yeu cau chimg dux lcy vao giay to can chUng thgc 
va chuyen cho ngued c6 tham quyen 14 chirng thyc. 

ThU we chung thyc chit 14 tren cling dirge ap dung di \Ted the tnremg hop 
sau day: Chung thgc chill 14 tha nhieu ngueri trong ding met giay ter, van ban; 
Chung awe chit 14 tha ngued khai 1 lich ca. nhan; Chimg thge chit k trong giay 
to, van ban do ca nhan ,ty lap theo quy clinh thaphap luat; Chung thuc chit ky 
trong Giay uy quyen ded ved tn.remg hop fry quyen khong c6 thir lao, khong c6 
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nghia vu b6i thuang dm ben duge fly quyen va khong lien quan den viec chuyen 
quyen sâ hau tai san, quyen sir dung bat dOng san. 

4.14. Cht'eng thvc hqp ding, giao dich 

4.14.1 Pham vi chting thve how ang, giao dich 

- Hop dgng, giao dich ma phap lust quy dinh phai chi:mg thkre. 

- Hgp 46ng, giao dich ma phap luSt khong quy dinh phai chi:mg thkre nhung 
cd nhan, to chirc tkr nguyen y'eu cau chimg time. 

4.14.2. Teach nhiem elm nguiri yeu au chtimg thvc hqp dOng, giao clich 
và ngtroi time hien cluing thtyc hqp doing, giao dich 

- Nguiri you cau chung thkre phai hoan toan chiu troth nhiem vO nOi dung, 
tinh hop pith') dm hop &Mg:  giao dich; tinh hop le, hop phap cüa the giay tä quy 
dinh tai Diem c Ithoan 1 Dieu 36 Gila Ngh1 dinh so 23/2015/ND-CP. 

- Nguai thkrc hien chung thkre chiu trach nhiem v tiled gian, dia diem giao 
két hgp &mg, giao dich; nang his hanh vi dan sr,y chi tkr nguyen, chit ky hoac 
diem chi dm cac ben tham gia hop thing, giao dich. 

Nguai thut hien chUng thus c6 quyen tit ch6i chung thot hgp dgng, giao 
dich co noi dung trai phap luSt, dso due xa hgi. 

4.14.3. ThU tve chting thvc hqp dng, giao (itch 

- Nguai yeu cAu chirng thus ngp 01 (m0t) bg h6 so yeu eau chimg thkrc, ggm 
sac giay sau day: 

+ Dkr that:, hop d6ng, giao dish; 

+ Ban sao GiAy chimg minh nhan dan hoc HO chieu c6n gia tri sir dung dm 
nguai you cau el-lung thus; 

+ Ban sao giAy chirng nhAn quye'n,s6 hftu, quyen sir dung  hoc ban sao giAy 
to. thay the dugc phap luSt quy dinh doi vói tai san ma phap luat quy dinh phai 
clang k quyen hfiu, quyen sir dung trong trubng hop hop clang, giao dich lien 
quan den tai san do; trir truaing hop nguoi lAp di chile dang 1)1 cai eh& de cloa den 
tinh mpg. 

Ban sao giAy to ciia: Giay chirng minh nhan clan hoc HO chieu con gia tri sir 
dung dm nguai you cau chirog thus; Giay chUrig nhan quyen hiru, quyen sir dung 
hoc ban sao giay thay the &roc phap luat quy dinh doi vOi tai san ma phap1uAt 
quy dinh phai dang k quyen se( hftu, quyen sir dung  trong tnrOng hop hop dong, 
giao dish lien quan den tai san do; trir truing hop ngtrOilSp di cloac clang 131 cai eh& 
de d9a den tinh mpg. duce xuat trinh kern ban chinh de dgi chieu. 

- Ngtrai those hien chirng thot kiem tra giAy trong ha so yeu cAu ching 
thuc, neu h6 so day du, tai  theri diem chirng thirc the ben tham gia hop dong, giao 
dish tkr nguyen, minh man va nhan thfrc, lam chit duge hanh vi oda minh thi thus 
hien chirng thkrc. 
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- Cac ben tham gia hgp deng, giao dich phai 	tithe mat ngtrai thkrc hiOn 
chang thgc. Tnrang hop nguai c6 them quyen giao ket hop (long caa cac tO chive 
tin dong, doanh nghiOp da dang IcY chit k mau tai ca quan thgc hien,chang thgc 
thi co, the kY tnriac vao hgp clang; ngtrai thkrc hiOn chang thgc phai doi chieu chit 

ho trong hop Tong vai chit Icy mau truck khi_thgc hiOn chimg thgc, ne'u 
nghi ngsa chit kY trong hop thing khac vai char IcY mu thi yeu cau nguai do kY 
tarok mat. 

Tnrang hgp ngtrai you cdu chi:mg that khong lc)", dirge thi phai diem chi; nu 
nguni do kh8ng doe dugc, kh8ng nghe dugc, kh8ng k, khong diem chi dirge thi 
phai c6 02 (hai) nguai lam chang. Nguai lam chung phai c6 do nang lye hành vi dan 
sy va khong c6 quyen, lgi ich hoac nghia vi lien quan den hop (long, giao dich. 

- Nguai thkrc hiOn chung thgc ghi len chang tuang ang vial tang loai hop 
giao dich theo mu quy dinh; k, ghi rö ho ten, dong dAu caa ca quan thgc 

hiOn chang thgc va ghi vao s8 chang thgc. Di veri p hop &Ong, giao dich c6 S 02 
(hai) trang ft& len, thi tang trang phai dirge danh so tha tis, ca chit kYcüa nguari 
yeu eau chi:mg thisc va nguai thgc hiOn chang thgc; s8 lugng trang va lai chang 
dugc ghi tai trang cuoi caa hop thing, giao dich. Tnrang hgp hgp clang, giao dich 
c6 S 02 (hai) S tra len thi phdi dong dau giap lai. 

- Tad:mg hgp phai phien dich thi nguari phien dich c6 trach nhiOm dich day 
chinh xac nOi dung cua hgp don, giao dich, nOi dung lei chang cho nguai yeu cau 
chang thgc va Icy vao tang trang hop &mg vOl tir each la nguai phien dich. 

4.14.4 Thin han chirng thtrc hov dang, giao dich 

Thai han chang thkrc hgp deng, giao dich khong qua 02 (hai) ngay lam viOc, 
ke S ngay nhan do ho so yOu cau chang thgc hoac co the keo dai hon theo thda 
thuan bang van ban vai nguai yeu cau chang thgc. 

HETI. 
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