Cap ban sao Trich luc ho tich
DVCTT toan trinh

Trinh tu thuc hién

- Néu lua chon hinh thire n6ép ho so truc tiép, ngudi cé yéu cau cap ban sao Trich luc ho tich np
h6 so dé nghi cap ban sao Trich luc ho tich tai BO phan mot cira/Trung tdm hanh chinh cong cua
Co quan quan ly Co s& dir liéu ho tich dién tir cé thAm quyén; ndp phi, 1€ phi theo quy dinh phap
luat.

Trudng hop co quan, t6 chire cé thdm quyén dé nghi cap ban sao Trich luc ho tich cla cé nhan
thi gtri van ban yéu cau néu ro ly do cho Co quan quan ly Co s& dif liéu ho tich dién tir.

- Néu lua chon hinh thire nép ho so truc tuyén, nguoi cé yéu cau cap ban sao Trich luc ho tich
truy cap C6ng dich vu cong quéc gia hodc Cong dich vu cong cap tinh, déng ky tai khoan (néu
chua c6 tai khoan), xac thuc nguai dung theo hudng dan, dang nhap vao hé thdng, xac dinh ding
Co quan quan ly Co sd dir liéu ho tich dién tir c6 tham quyeén.

Nguai c6 yéu cau cap ban sao Trich luc hé tich truc tuyén cung cap thong tin theo biéu mau dién
tlr twong tac cap ban sao Gidy khai sinh, ban sao Trich luc ho tich (cung cép trén Céng dich vu
cong), dinh kém ban chup hodc ban sao dién tr cac gidy to, tai liéu lién quan dén ndi dung dé
nghi cap ban sao Trich luc hé tich; nép phi, & phi thdng qua chirc ndng thanh todan truc tuyén
hodc bang cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan ho so tai B6 phan mot ctra ¢6 trach nhiém kiém tra tinh chinh xdac, day du,
thong nhat, hop Ié cda ho so.

(i) Truong hop ho so day da, hop 1é thi tiép nhan ho so; néu tiép nhan hé so sau 15 gio thi cé
Phiéu hen, tra két qua cho ngudi cé yéu cau trong ngay lam viéc tiép theo (néu ngudoi cé yéu cau
Iira chon hinh thire nép hé so truc tiép) hodc guri ngay Phiéu hen, tra két qua qua thu dién tir hodc
gui tin nhan hen tra két qua qua dién thoai di ddng cho ngudi cé yéu cau (néu ngudi cd yéu cau
lua chon hinh thirc ndp ho so truc tuyén); chuyén ho so dé cong chirc lam cong tac ho tich xir ly.

- Sau khi tiép nhan ho so theo hinh thirc ndp truc tiép, can bo ti€p nhan ho so tai BO phan mot
clra thuc hién s héa (sao chup, chuyén thanh tai liéu dién t& trén hé thong thong tin, co sé dir
liéu) va ky s6 vao tai liéu, hé so giai quyét thud tuc hanh chinh da dugc so hda theo quy dinh.

(i) Trwong hop ho so chua day du, hop 1€ thi c6 thdng bdo cho ngudi yéu cau b sung, hoan thién
ho so, néu rd loai gidy to, ndi dung can bé sung dé ngudi cd yéu cau b sung, hoan thién. Sau khi
ho so dugc bo sung, thuc hién lai budce (i);

(iii) Truong hop nguoi cé yéu cau cap ban sao Trich luc ho tich khéng bo sung, hoan thién duoc
ho so thi bdo cdo Trudng bd phan mot clra c6 thong bao tir chdi giadi quyét yéu cau cap ban sao
Trich luc ho tich.

- Céng chirc lam cong tac ho tich tham tra ho so (tham tra tinh thong nhat, hop |é cla céc thong
tin trong ho so, gidy to, tai liéu do ngudi yéu cau ndp, xuat trinh hoac dinh kem).

+ Trudng hop hé so can bo sung, hoan thién hodc khéng da diéu kién gidi quyét, phai tir chai thi
guri thong bdo veé tinh trang hé so t6i B phan mot cira dé théng bao cho ngudi ndp ho so — thuc
hién lai budc (i) hoac (iii);



+ Truong hop can phai kiém tra, xac minh 1am rd hodc do nguyén nhan khac ma khong thé tra két
qua dung thoi gian da hen thi céng chirc lam cong tac ho tich 1ap Phiéu xin 16i va hen lai ngay tra
két qua, trong d6 néu rd ly do cham tra két qua va thaoi gian hen tra két qua, chuyén B6 phan mot
clra dé trd cho ngudi cé yéu cau (néu ngudi 6 yéu cau lua chon hinh thirc nép hé so truc tiép),
hodc guri Phiéu xin 16i va hen lai ngay tra két qua qua thu dién t&r hodc g tin nhan qua dién thoai
di déng cho ngudi cé yéu cau (néu ngudi coé yéu cau lua chon hinh thirc nép hoé so truc tuyén).

+ Néu thay ho so day du, hop 1€, ding quy dinh, truong hop tiép nhan hé so cap ban sao Trich luc
ho tich theo hinh thirc truc tiép, thi cong chirc lam cong tac ho tich in ban sao Trich luc hé tich
trinh Tha trudng Co quan quan ly Co s& dif liéu ho tich dién tdr ky, chuyén téi BO phan mot cira dé
tra két qua cho ngudi co yéu cau.

Trudng hop ti€p nhan ho so xin cap ban sao Trich luc hd tich theo hinh thirc tryc tuyén, cong
chirc lam cong tac ho tich giri lai ndi dung bi€u mau Trich luc ho tich dién t& tuong trng véi thong
tin day du cho nguoi yéu cau qua thu dién tir hoac thiét bi so.

Nguoi yéu cau cé trach nhiém kiém tra tinh chinh xéac, day du cua céc théng tin trén biéu mau
Trich luc ho tich dién tr va xac nhan (t6i da mét ngay).

Néu ngudi co yéu cap ban sao Trich luc hé tich da thong nhat, day du hoac khong cé phan hoi
sau thoi han yéu cau thi cong chirc lam cong tac ho tich in ban sao Trich luc ho tich, trinh Thu
trudng Co quan quan ly Co sé di liéu ho tich dién tir ky, chuyén t6i B phan mét clra dé tra két
qua cho ngudi c6 yéu cau.

- Ngudi co6 yéu cau cap ban sao Trich luc ho tich dugc nhan két qua theo mét trong cac phuong
thiare sau day:

+ Nhan ban dién tt&r ban sao Trich luc ho tich gt qua thu dién ttr, Kho quan ly di liéu dién t cla
t6 chirc, ca nhan do;

+ Nhan ban dién t&r ban sao Trich luc ho tich gtri vao thiét bi s6, thong qua phuong phap truyén
s0 liéu phu hgp, dam bao an toan, bao mat thong tin;

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

+ Nhan két qua la ban sao Trich luc ho tich tai co quan déang ky hé tich.
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Thanh phan ho so

Giay to phai xuat trinh:
[}

1. - To khai dé nghi ban sao Trich luc ho tich theo mau trong trudng hop ngudi yéu cau la ca nhan
ho&c Van ban yéu cau cap ban sao Trich luc hé tich néu rd ly do trong trudong hop ngudi yéu
cau la co quan, td chirc (néu ngudi cd yéu cau lua chon ndép hé so theo hinh thirc truc tiép);

2. - Biéu mau dién tir twong tac cap ban sao Gidy khai sinh, ban sao Trich luc ho tich (do nguai
yéu cau cung cap thong tin theo hudng dan trén Céng dich vu céng, néu nguoi ¢é yéu cau lua
chon nop ho so theo hinh thirc truc tuyén);

3. - Ngudi cé yéu cau cap ban sao Trich luc hé tich thuc hién viéc ndp/xuét trinh (theo hinh thirc
truc tiép) hodc tai lén (theo hinh thirc truc tuyén) cac gidy to sau:

e * Giay to phai nop:

1. Van ban ay quyén theo quy dinh cta phap luat trong truong hop Gy quyén thuc hién yéu cau
cap ban sao Trich luc ho tich. Truong hop nguoi duoc Uy quyén la 6ng, ba, cha, me, con, vg,
choéng, anh, chi, em ruét ctia ngudi Gy quyén thi van ban Gy quyén khong phai chirng thuec.

e * Giay to phai xuat trinh:

1. HO chiéu hodc chirng minh nhan dan hoac thé can cudc céng dan hoac céac giay to khac co
dan anh va thong tin ca nhan do co quan cé tham quyén cap, con gia tri sir dung dé ching
minh vé nhan than cla nguai c6 yéu cau cap xac nhan thong tin hé tich. Trwong hop céc thong
tin cé nhan trong céac gidy to nay da c6 trong Co sd dir liéu qudc gia vé dan cu (CSDLQGVDC),
Co s& dir liéu ho tich dién t& (CSDLHTDT), dugc hé thong dién tu dong thi khong phai xuat
trinh (theo hinh thire truc ti€p) hodac tai Ién (theo hinh thirc truc tuyén);

2. Truong hop gui ho so qua hé thong buu chinh thi phai gii kem theo ban sao cé chirng thuc
cac gidy to phai xuat trinh néu trén.

e *Luuy:

1. - DOI véi gidy to ndp, xuat trinh néu nguoi yéu cau ndp ho sao theo hinh thire truc tiép:

2. + DOi vai gidy to xuat trinh khi dang ky ho tich, nguai ti€p nhan cé trach nhiém kiém tra, doi
chiéu vdi théng tin trong to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho
ngudi xuat trinh, khong duoc yéu cau nép ban sao hoadc ban chup giay to do.

3. + Nguoi yéu cau dang ky ho tich co6 thé nép ban sao chirng thuc tir ban chinh hodc ban sao
duoc cap tir s6 goc hodc ban chup kém theo ban chinh gidy t& dé d6i chiéu. Truong hop ngudi
yéu cau ndp ban chup kém theo ban chinh giay t& thi nguai ti€p nhan cé trach nhiém kiém tra,
doi chiéu ban chup vai ban chinh va ky xac nhan, khéng dugc yéu cau ngudi di dang ky nép
ban sao giay to dé.

4. + Nguai tiép nhan co trach nhiém ti€p nhan ding, du ho so déng ky ho tich theo quy dinh cla
phap luat ho tich, khéng dugc yéu cau ngudai dang ky ho tich nép thém gidy to ma phap luat ho
tich khong quy dinh phai nop.

.- D0i vdi giady to giri kém theo néu nguai yéu cau ndp hoé so theo hinh thirc truc tuyén:

.+ Ban chup céc gidy t& glri kém theo h6 so cdp ban sao Trich luc ho tich truc tuyén phai bao
dam ro nét, day du, toan ven vé nodi dung, la ban chup bang may anh, dién thoai hoac dugc
chup, dugc quét bang thiét bi dién ti, tir gidy to dugce cap hop 1€, con gia tri st dung; néu la
gidy t& do co quan cé tham quyén nudc ngoai cap thi phai duoc hgp phap héa lanh su, dich
sang tiéng Viét theo quy dinh, trir trudng hop dugc mién hop phéap hda lanh su.

7. + Truong hop nhan két qua (ban sao Trich luc ho tich) tai co quan dang ky ho tich, nguai cé
yéu cau cap ban sao Trich luc hé tich phai xuat trinh gidy t& tuy than; nop céac giay to, tai liéu la
thanh phan ho so cap ban sao Trich luc ho tich theo quy dinh phap luat ho tich. Truong hop
gidy t0, tai liéu phai giri kém trong hoé so cap ban sao Trich luc ho tich truc tiép hodc truc tuyén
da co ban sao dién t&r hodc da co ban dién tir gidy to ho tich thi nguoi yéu cau dugc str dung
ban dién t& nay.
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Yéu cau thuc hién

Khong c6 théng tin

Can cu phap ly

Luat 60/2014/QH13

- Nghi dinh 123/2015/Nb-CP

- quy dinh murc thu, ché d6 thu, nép, quan ly va str dung phi khai thac, str dung thong tin trong co
s@ dir liéu ho tich, phi xac nhan c6 quoc tich Viét Nam, phi xac nhan la nguoi goc Viét Nam, 1é phi
qudc tich

- Théng tu 04/2020/TT-BTP

- Thong tu 281/2016/TT-BTC

- Théong tu 85/2019/TT-BTC

- Thong tu 01/2022/TT-BTP

- Théng tu 106/2021/TT-BTC

- Nghi dinh 87/2020/Nb-CP

Phi

Truc tiép: 8.000 dong/ban sao Trich luc/su kién ho tich da dang ky
Truc tuyén: 8.000 déng/ban sao Trich luc/su kién ho tich da dang ky
Dich vu buu chinh: 8.000 dong/ban sao Trich luc/su kién ho tich da dang ky.

Lé phi

Co quan thuc hién

Co quan quan ly co sd dif liéu ho tich dién tur

Co quan ban hanh

Co quan phai hop



