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Phu lucl 1

PHAN I. DANH MUC THU TUC HANH CHINH

C THU TUC HANH CHINH PUQC SUA POI, BO SUNG TRONG LINH VUC HQ TICH
HU'C HIEN TAI CO QUAN QUAN LY CO SO DU LIEU HO TICH PIEN TU
Quyétr dinh sé 1631 /OD-UBND ngay 28 /10/2023 cuia Chu tich UBND tinh Bdc Giang)

. . Thuc hi¢n .
.. £ Phi, 1€ phi el Ghi
£ Thoi han giai quyet g qua dich vu .
ST Masé | Linh vyc/Thii tyc | €% (VND) Bcci | o
TTHC hanh chinh %aét Sau Tiép | Tra
quy Theo quy dinh cat nhan ket
giam ho sor | qua
(1) (2) ©) (4) (5) (6) 9) (10) | (11) | (12)
1 1 2 000635 Cap tzér) sao trich I\igay trong ngay ti¢p nhan 8.000 dong X X
luc ho tich ho so
Thu tyc xac nhan 03 noay. T,m ong hqp‘ ph§1!
théng tin ho tich kiem t,ra, xac minh thi thoi .
2.| 2 2.002516 T han c6 thé kéo dai nhung 8.000 dong X X
khéng qua 10 ngay lam viéc
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Ghi ch(: - Thoi han giai quyét duoc tinh bang ngay 1am viéc. Nhimg ho so giai quyét trong ngay tiép nhan hd so ma nhan hd
so sau 15 gid ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép theo.
- bia diém tiép nhan ho so: Tai co quan quén 1y co sé dir liéu h tich.



PHAN II: NOI DUNG CU THE CUA TUNG THU TUC HANH CHINH
(Theo Quyet dinh so 2466/OP-BTP ngay 20/10/2023 cua B truong Bé Tw phap)

1. Thi tuc cAp ban sao Trich luc hé tich

Trinh ty thuc hién:

- Néu Iya chon hinh thtic ndp hé so truc tiép, ngudi c6 yéu cau capban sao
Trich luc ho tichnop hd so dé& nghi cap ban sao Trich luc ho tich tai Bo phan
mot ctra/Trung tdm hanh chinh cdng cta Co quan quan 1y Co s¢ dit liéu ho tich
dién tir c6 tham quyén; ndp phi theo quy dinh phéap lut.

Truong hop co quan, té chic ¢d tham quyén dé nghi cap ban sao Trich
luc ho tich cta ca nhan thi giri van ban yéu cau néu 16 1y do cho Co quan quan
Iy Co s dit lidu ho tich dién ta.

- Néu lya chon hinh thitc nop hé so truc tuyén, ngudi 6 yéu cau capban
sao Trich luc ho tichtruy cap Cong dich vy cong quéc gia hodc Cong dich vu
cong cap tinh, dang ky tai khoan (néu chwa c6 tai khoan), xac thuc nguoi ding
theo hudng dan, dang nhap vao hé thdng, xac dinh dung Co quan quan 1y Co s&
dix liéu ho tich dién tir co tham quyén.

Nguoi c6 yéu cau capban sao Trich luc ho tichtryc tuyén cung cap thong
tin theo mau dién tir twong tac yéu cau cap ban sao Giay khai sinh, ban sao
Trich luc hé tich (cung cip trén Cong dich vu cong), dinh kém ban chup hoic
ban sao dién tir cac gidy to, tai liéu lién quan dén noi dung dé nghi cipban sao
Trich luc ho tich; nop phi théng qua chirc ning thanh toan truc tuyén hoic bang
cach thirc khac theo quy dinh phap luat, hoan tat viéc nop ho so.

- Cén bo tiép nhan ho so tai Bo phan mot cira cd trach nhiém kiém tra
tinh chinh xéc, day du, thong nhat, hop 1é cua hd so.

(i) Truong hop hd so day du, hop 1¢ thi tiép nhan hd so; néu tiép nhan ho
so sau 15 gio thi c6 Phiéu hen, tra két qua cho nguoi ¢ yéu cau trong ngay lam viéc
tiép theo (néu ngudi c6 yéu cau lua chon hinh thirc nop ho so tryc tiép) hodc guri
ngay Phiéu hen, tra két qua qua thu dién tr hodc gui tin nhan hen tra két qua
qua dién thoai di dong cho ngudi c6 yéu cau (néu ngudi ¢ yéu cau lua chon
hinh thtrc nép hd so truc tuyén);chuyén hd so dé cong chic 1am cdng tac ho tich
Xt ly.

- Sau khi tiép nhan ho so theo hinh thirc np tryc tiép, can bo tiép nhan ho
so tai BO phan mat cira thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé théng thong tin, co s dit liéu) va ky sb vao tai liéu, ho so giai quyét tha
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hd so chua day du, hop 18 thi co thong bao cho ngudi yéu
cau bd sung, hoan thién hd so, néu rd loai gidy td, noi dung can bd sung dé
ngudicod yéu cau bd sung, hoan thién. Sau khi hd so dugc bd sung, thuc hién lai
bude (i);

(iii) Truong hop nguoi c6 yéu cau capban sao Trich luc ho tich khdng bo
sung, hoan thién dugc hd so thi bao cao Truong bd phan mét cua c6 théng bao



tir chéi giai quyét yéu cau capban sao Trich luc ho tich.

- Cong chiic 1am cdng tac ho tich tham tra hd so (tham tra tinh théng nhat,
hop 1 cua cac thong tin trong hd so, gidy to, tai liéu do ngudi yau cau ndp, Xuat
trinh hodc dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
quyét, phai tir chéi thi giri thdng bao vé tinh trang hd so téi Bé phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoic (iii);

+ Trudng hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua ding thoi gian da hen thi cong chuac 1am cong tac
ho tich 1ap Phiéu xin I8i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mét cira dé tra cho
ngudi cO yéu cau (néu ngudi co yéu cau lya chon hinh thirc ndp hd so truc tiép),
hodc guri Phiéu xin I18i va hen lai ngay tra két qua qua thu dién tir hoac gui tin
nhin qua dién thoai di dong cho ngudi ¢ yéu cau (néu nguoi c6 yéu cau lua
chon hinh thtc nop hd so truc tuyén).

+ Néu thay ho so day du, hop 18, ding quy dinh, trudng hop tiép nhan ho so
cap ban sao Trich luc ho tich theo hinh thuc tryc tiép, thi cdng chic 1am cong tac
ho tich inban sao Trich luc ho tich trinh Thu truéng Co quan quan 1y Co so dir
liu ho tich dién tir ky, chuyén téi Bo phan mot cira dé tra két qua cho ngudi ¢ yéu
cau.

Truong hop tiép nhan ho so xin cipban sao Trich luc ho tich theo hinh thic
truc tuyén, cong chuc lam cong tac ho tich giri lai ndi dung biéu mau Trich luc ho
tich dién tir twong ng vai thong tin day di cho ngudi Yéu cau qua thu dién tir hoac
thiét bj s6.

Nguoi yéu cau cd trach nhiém Kiém tra tinh chinh x4c, diy du cta cac
théng tin trén biéu mau Trich luc ho tich dién tiva x4c nhan (t6i da mot ngay).

Néu nguoi 6 yéu capban sao Trich lyc ho tich di théng nhat, day du
hoac khdng ¢ phan héi sau thoi han yéu cau thi cdng chic 1am cdng tac ho
tichin ban sao Trich luc ho tich, trinh Thu truéng Co quan quan 1y Co so dit liéu
ho tich dién tir ky, chuyén toi Bo phan mot cira dé tra két qua cho nguoi c6 yéu
Cau.

- Ngudi ¢ yéu cau cap ban sao Trich luc h tich duwoc nhan két qua theo
Mot trong cac phuong thirc sau day:

+ Nhan ban dién tir ban sao Trich luc ho tich gui qua thu dién tr, Kho
quan ly dir liéu dién tir cia to chuc, ca nhan do;

+ Nhan ban dién tir ban sao Trich luc ho tich giri vao thiét bi s, thong
qua phuong phap truyén sé liéu phil hop, dam bao an toan, bao mat thong tin;

+ Nhan két qua 1a ban sao Trich luc ho tich théng qua hé thong buu
chinh;

+ Nhan két qua 1a ban sao Trich luc hé tich tai co quan dang ky ho tich.

Cach thirc thuc hién:



Nguoi ¢o yéu cau cép ban sao Trich luc ho tichtruc tiép thuc hién hodc uy
quyén cho ngudi khac thuc hién ndp hd so truc tiép tai Bo phan mot cira/Trung
tam hanh chinh cong ctia Co quan quan 1y Co s& dir liéu ho tich dién tir hodc gui
hé so qua hé thong buu chinh hodc ndp hd so truc tuyén trén Cong dich vu cong
quoc gia (https://dichvucong.gov.vn) hodc Cong dich vu cong cip tinh
(https://dichvucong.bacgiang.gov.vn).

Thanh phan hé so:

- T& khai dé nghi ban sao Trich luc ho tich theo mau trong trudng hop
ngudi yéu cau 13 ca nhan hodc Van ban yéu cau cap ban sao Trich luc ho tich néu
rd Iy do trong trudng hop ngudi yéu cau 1a co quan, t6 chirc (néu ngudi ¢ yéu cau
lya chon ndp hd so theo hinh thie truc tiép);

- Mau dién tir twong tac yéu cau cdp bdn sao Gidy khai sinh, ban sao
Trich luc hé tich(do nguoi yéu cau cung cdp théng tin theo hwéng dan trén Cong
dich vy céng, néu nguoi cé yéu cau lwa chon ngp hé so theo hinh thirc trie tuyén);

- Ngudi ¢6 yéu cau cap ban sao Trich luc ho tichthuc hién viéc nop/xuat
trinh (theo hinh thtc truc tiép) hodc tai 18n (theo hinh thire truc tuyén) cac gidy
to sau:

* Gidy to phdi ngp:

- Vian ban iy quyén theo quy dinh cua phap luat trong truong hop ty quyén
thuc hién yéu cau cap ban sao Trich luc ho tich. Truong hop ngudi duoc uy quyen
la 6ng, ba, cha, me, con, vo, chong, anh, chi, em rudt caa ngudi Gy quyén thi vin
ban ty quyén khdng phai ching thuc.

* Gidy tor phdi xudt trinh:

-Hb6 chiéu hoac chitng minh nhan dan hoac thé cin cudce céng dan hoic
cac gidy to khac c6 dan anh va thong tin ca nhan do co quan c6 tham quyén cap,
con gia tri st dung dé ching minh vé nhan than cia ngudi c6 yéu cau cap ban
sao Trich luc hé tich. Truong hop cac thong tin c& nhan trong cac gidy to nay da
c¢6 trong CSDLQGVDC, CSDLHTPDT, dugc hé théng dién ty dong thi khong
phai tai Ién (theo hinh thuc truc tuyén).

Truong hop gui hd so qua hé théng buu chinh thi phai giri kém theo ban
sao ¢6 chirng thuc céc gidy to phai xuét trinh néu trén.

*Luuy

- Pbi voi gidy to nop, xuat trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan ¢ trach nhiém kiém tra, ddi chiéu véi théng tin trong
to khai, chup lai hodc ghi lai thong tin dé luu trong ho so va tra lai cho nguoi
xuét trinh, khong duoc yéu cau ndp ban sao hoic ban chup gidy to do.

+ Nguoi yéu cau ding ky ho tich co thé ndp ban sao ching thuc tir ban
chinh hoic ban sao duoc cip tir s6 gbe hodc ban chup kém theo ban chinh gidy
td dé doi chiéu. Trudng hop nguoi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan co trach nhiém kiém tra, d6i chiéu ban chup véi ban


https://dichvucong.gov.vn/
https://dichvucong.bacgiang.gov.vn)/

chinh va ky xac nhan, khong dugc yéu cau nguoi di dang ky nop ban sao gidy to
do.

+ Nguoi tiép nhan co trach nhiém tiép nhan ding, du hd so ding ky ho
tich theo quy dinh ctia phap luét ho tich, khéng duoc yéu cau ngudi ding ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

- Pdi v6i gidy to gui kém theo néu nguoi yéu cau ndp hod so theo hinh
thire truc tuyén:

+ Ban chup céc gidy to gii kém theo hd so cipban sao Trich luc ho tich
truc tuyén phai bdo ddm rd nét, dﬁy du, toan ven vé noi dung, 1a ban chup bﬁng
may anh, dién thoai hodc dugc chup, dugc quét bang thiét bi dién tu, tir gidy to
duoc cép hop 1€, con gia tri stir dung.

+ Truong hop gidy to, tai liéu phai giri kém trong hd so capban sao Trich
luc ho tich truc tuyén da co ban sao dién tir hoac da c6 ban dién tir giéy to ho tich
thi ngudi yéu cau dugc sir dung ban dién tir ndy.

- Trudng hop ngudi yéu cau cdp ban sao Trich luc ho tich khong cung
cap day du hodc cung cip cac thong tin khong chinh xac, khong thé tra ctru
duoc thong tin thi co quan dang ky ho tich tir chéi giai quyét.

- Gidy to do co quan c6 thaim quyén ciia nudc ngodi cip, cong ching
hodc xac nhan dé sir dung cho viéc dang ky ho tich tai Viét Nam phai duoc hop
phép hoa lanh su theo quy dinh ctia phap luat, trir truong hop duge mién theo
diéu wéc qudc té ma Viét Nam 1a thanh vién.

- Truong hop nhan két qua (ban sao Trich luc ho tich) tai co quan dang ky
ho tich, ngudi co yéu ciu cap ban sao Trich luc ho tich phai xuét trinh gidy to tuy
than; ndp cac giéy to, tai liéu la thanh phﬁn hd so cép ban sao Trich luc ho tich
theo quy dinh phép luat ho tich.

S6 lwong ho so: 01 bo

Thei han giai quyét: Ngay trong ngay tiép nhan ho so; truong hop nhan ho
so sau 15 gid ma khong giai quyét duoc ngay thi tra két qua trong ngay 1am viéc tiép
theo.

Poi tugng thuc hién thii tuc hanh chinh: C4 nhan, t6 chic

Co quan thyc hién thi tuc hanh chinh: Co quan quan 1y Co so dit liu
ho tich dién tur.

Két qua thuc hién tha tuc hanh chinh: Ban sao Trich luc ho tich, ban sao
Giay khai sinh.

Phi:8.000 déng/ban sao Trich luc/su kién ho tich da dang ky

Mau don, mau to khai:

+ To khai cap ban sao Trich luc ho tich theo mau di véi truong hop nguoi
yéu cau la c& nhan (néu nop hd so theo hinh thic truc tiép);

+ Vin ban yéu cau cap ban sao Trich luc ho tich néu 1 1y do trong trudng
hop ngudi Yéu cau 1a co quan, to chic (néu ndp hd so theo hinh thic tryuc tiép);

+ Mdu dién tir twong tdc yéu cdu cap ban sao Gidy khai sinh, ban sao



Trich luc hé tich(néu ngp hé so theo hinh thirc tryec tuyén).

Can cw phép ly:

- Luat Ho tich nam 2014;

- Nghi dinh sé 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh
chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh s6 87/2020/ND-CP ngay 28/7/2020 ctia Chinh phii quy dinh vé
Co s& dix liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Thong tu sé 04/2020/TT-BTP ngay 28/5/2020 cia Bo Tu phap quy dinh
chi tiét thi hanh mot sé diéu cua Luat Ho tich va Nghi dinh s 123/2015/ND-CP
ngay 15/11/2015 caa Chinh pht quy dinh chi tiét mot sé diéu va bién phép thi hanh
Luat Ho tich;

- Thong tu sé 01/2022/TT-BTP ngay 04/01/2022 ciia Bd Tu phip quy
dinh chi tiét mot so diéu va bién phap thi hanh Nghi dinh sé 87/2020/ND-
CP ngay 28/7/2020 cta Chinh phu quy dinh vé Co so dit liéu ho tich dién ti,
dang ky ho tich truc tuyén;

- Théng tw so 03/2023/TT-BTP ngay 02/8/2023 cua Bg trucng B Tw
phép sita doi, bé sung mét sé néi dung ciia Thong tir s6 01/2022/TT-BTP ngay
04/01/2022 cua B¢ trwong B Tu phdp quy dinh chi tiét mét sé diéu va bién
phap thi hanh Ngh; dinh sé 87/2020/ND-CP ngay 28/7/2020 cia Chinh phu quy
dinh vé Co sé dir liéu g tich dién tir, dang ky hé tich truc tuyén;

- Thong tu sé 281/2016/TT-BTC ngay 14/11/2016 cua Bo Tai chinh quy
dinh mic thu, ché do thu, nop, quan Iy va sir dung phi khai thac, sir dung théng tin
trong co s& dir liéu ho tich, phi xac nhan c6 qudc tich Viét Nam, phi xac nhan 13
ngudi gc Vit Nam, 1é phi qudc tich;

- Théng tu s 85/2019/TT-BTC ngay 29/11/2019 cia Bd Tai chinh huong
dan vé phi va 1 phi thuoc tham quyén quyét dinh ctia Hoi dong nhan dan tinh,
thanh phd truc thudc Trung wong;

- Thong tu s6 106/2021/TT-BTC ngay 26/11/2021 cua Bo Tai chinh sta
ddi, bd sung mot sé diéu caa Théng tu sb 85/2019/TT-BTC ngay 29/11/2019
ciia Bo Tai chinh huéng dan vé phi va Ié phi thugc tham quyén quyét dinh cua
Hoi dong nhan dan tinh, thanh phé truc thudc Trung uong.

Ghi chu: Phan chiz in nghiéng 1a ngi dung siza doi, bé sung, thay thé.


http://moj.gov.vn/vbpq/Lists/Vn%20bn%20php%20lut/View_Detail.aspx?ItemID=6123

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

TO KHAI
CAP BAN SAO TRICH LUC HQ TICH

KINN QUL @) e sres

Ho, Chit dém, tn NGUOT YBU CAU: ......co.veeeeeeeeeeeeeeeee et

N OT CU T oo i

Quan hé véi ngudi dugc cap ban sa0 Trich TuC hO HCh: ...
Pé nghi co quan cép bén sao trich luc(4) .............................................................

cho nguoi c6 tén dwdi day:

HOQ, CNTE d@mM, T8N .o bbbt reeneas
Ngay, thang, NAmM SINN: ......ceoiiii e

GiGi tinh: oo DAN tOC: wvveveeveeeeeeeeeeeis QUABC tICN: e,

S6 dinh danh ca NhAN (MU CO): ovvvevervececeeeeeeee ettt
i: ©

ba dang ky ta

T6i cam doan nhitng ndi dung khai trén day la dang sy that va chiu trdch nhiém trudc
phap luat vé cam doan ciia minh.

Lam tai: oo , hgay ...... thang ..... nam ...
Nguwai yéu cau
(ky va ghi r6 ho, chi d@ém, tén)



Chu thich:

Y Ghi tén co quan dé nghi thyc hién viéc Cép ban sao Trich luc ho tich.

@ Ghi theo noi dang ky thuong trd; néu khong c6 noi diang ky thuong tri thi ghi theo noi
dang ky tam tra; truong hop khong c6 noi dang ky thuong tra va noi dang ky tam tru thi ghi theo
noi dang sinh sbng.

®) Ghi thdng tin vé gidy to tily than cia nguoi di dang ky, ghi rd sb, co quan cap, ngay cip
ho chiéu, chitng minh nhan dan hoic gidy to hop 16 thay thé

Vi du: Chang minh nhan dan s6 001089123 do Céng an thanh phd Ha Nai cip ngay
20/10/2004.

“) Ghi 15 loai viée ho tich da dang ky trude day, nay dé nghi cAp ban sao Trich luc ho tich.

®) Ghi 5 tén co quan da dang ky ho tich trudc day.

Vi du: Uy ban nhan dan phuong Dién Bién, quan Ba Pinh, thanh ph Ha Noi.

Uy ban nhan dan quan Hoan Kiém, thanh phé Ha Noi
S& Tu phap tinh Hoa Binh
©) Ghi 5 s6 lwong ban sao d& nghi cép.



10

~_NOIDUNG MAU DIEN TU TUONG TAC YEU CAU
CAP BAN SAO GIAY KHAI SINH, BAN SAO TRICH LUC HQ TICH

I. Thong tin vé ngudi yéu ciu
(1) Ho, chir dém, tén;
(2) S6 dinh danh c4 nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H6 chiéu/Gidy to hop 16 thay thé);
s6, ngdy, thang, ndm cp, co quan cp; ban chup dinh kém;

(4) Noi cu trii (noi thudng tra/noi tam tri/noi dang sinh sdng);

(5) Quan hé véi ngudi dugc cip ban sao Gidy khai sinh/Trich luc ho tich.
II. Thong tin vé gidy to hd tich da ding ky

(6) Ho, chitr dém, tén nguoi duge dang ky;

(7) S6 dinh danh c4 nhan;

(8) Gidy to tiy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy to hop 16 thay thé);
s6, ngay, thang, nam cp, co quan cp; ban chup dinh kém;

(9) Noi cu tra (noi thudng tri/noi tam tra/noi dang sinh séng);

(10) Loai viéc yéu cau cap ban sao Gidy khai sinh/Trich luc ho tich;

(11) Co quan da dang ky sy kién hd tich trudc day;

(12) Tén gidy to ho tich, sb, quyén s, ngay, thang, nim dang ky;

(13) S6 lwong ban sao;

(14) Phuong thirc nhan két qua:

o Truc tiép

o Truc tuyén (ban dién tir s& dugc gii vé Kho quan 1y dir liéu cua ca nhan/dia chi thu dién
ta/thiét bi sd/dién thoai ciia ngudi yéu cau)

0 Buu chinh (cung cép dia chi noi nhan).

(15) Ho so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac théng tin cung cdp 1a dung sy that va chiu hoan toan trach
nhiém trude phap luat vé ndi dung cam doan ciia minh.

* Truong hop cac thong tin vé gidy to ching minh noi cu tri di dwoc khai thac tir
CSDLQGVDC, dugc hé théng dién ty dong thi khong phai xuat trinh (theo hinh thirc truc
tiép) hodc tai 1én (theo hinh thuc truc tuyén).

* Mau dién tir tvong tac ghi nhan thoi gian (gio, phut, gidy, ngdy, thang, nim) hoan tat viéc
cung cép thong tin; nguoi yéu cau trude dé da dang nhép vao h¢ théng, thuc hién xac thuc
dién tur theo quy dinh.
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2. Thi tuc xac nhan thong tin ho tich

Trinh tw thwc hién:

- Néu lya chon hinh thic np hd so truc tiép, ngudi ¢ yau cau capxac nhan
thong tin ho tichnop hd so dé nghi cap xéac nhan thong tin ho tich tai Bo phan
mot cura/Trung tdm hanh chinh céng cta Co quan quan Iy Co s& dir liéu ho tich
dién tir 6 tham quyén; ndp phi theo quy dinh phép lut.

- Néu luya chon hinh thirc nop hd so truc tuyén, ngudi cd yéu cau capxac
nhan théng tin ho tich truy cap Céng dich vu cdng qudc gia hoic Cong dich vu
cdng cap tinh, dang ky tai khoan (néu chwa c6 tai khoan), xac thuc ngudi ding
theo hudng dan, dang nhap vao hé thong, xac dinh dung Co quan quéan Iy Co sd
dir liéu hé tich dién tir 6 tham quyeén.

Nguoi 6 yéu cau capxac nhan thdng tin ho tichtruc tuyén cung cap théng
tin theo méau dién tir twong tac dé nghi xac nhan théng tin ho tich(cung cap trén
Cong dich vu cong), dinh kém ban chup hoic ban sao dién tir cac giay to, tai liéu
lién quan dén noi dung dé nghi xac nhan théng tin ho tich; nop phi théng qua
chtic ning thanh toan truc tuyén hoic bang cach thic khac theo quy dinh phap
luat, hoan tat viéc nop ho so.

- Can bo tiép nhan ho so tai Bo phan mot cira ¢d trach nhiém kiém tra tinh
chinh x4c, day du, théng nhat, hop I¢é cia hd so.

(i) Truong hop hd so day du, hop 1€ thi tiép nhan hé so, c6 Phiéu hen, tra
két qua cho nguoi €6 yéu cau (néu ngudi c6 yéu cau lva chon hinh thirc nop hd so
truc tiép) hoic gui ngay Phiéu hen, tra két qua qua thu dién tir hodc gui tin nhan
hen tra két qua qua dién thoai di dong cho ngudi c6 yéu cau (néu nguoi ¢ yéu
cau lya chon hinh thac nop hé so truc tuyén), déng thoi chuyén hd so dé cong
churc lam cong tac ho tich xu ly.

Sau khi tiép nhan hé so theo hinh thuc nép truc tiép, can bo tiép nhan hd
so tai Bo phan mot ctra thuc hién sé hoa (sao chup, chuyén thanh tai liéu dién ta
trén hé thong thong tin, co so dit liéu) va ky sb vao tai liéu, ho so giai quyét thu
tuc hanh chinh da duoc s6 hoa theo quy dinh.

(i) Truong hop hé so chua day dua, hop 1é thi ¢6 théng bao cho ngudi yéu
cau bo sung, hoan thién hd so, néu rd loai gidy to, noi dung can bo sung dé
ngudi ¢ yéu cau bo sung, hoan thién. Sau khi hd so duoc bo sung, thuc hién lai
budc (i):

(iii) Truong hop nguoi cd yéu cau cap xac nhan thong tin ho tich khéng
b sung, hoan thién duoc hd so thi bao cdo Trudng bo phan mot cira c6 thdng
bao tir chéi giai quyét yéu cau xac nhan thong tin ho tich.

- Cong chuc 1am cbng tac ho tich tham tra hd so (tham tra tinh théng nhat,
hop 1é cua céc thdng tin trong ho so, gidy to, tai liéu do nguoi yéu cau nop, xuat
trinh hoac dinh kém).

+ Truong hop hd so can bd sung, hoan thién hodc khong du diéu kién giai
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quyét, phai tir chi thi gui thong bao vé tinh trang ho so téi Bo phan mot cira dé
thong bao cho ngudi nop hd so — thuc hién lai bude (i) hoac (iii);

+ Truong hop can phai kiém tra, xac minh 1am rd hoic do nguyén nhan
khac ma khong thé tra két qua dung thoi gian da hen thi céng chac 1am cong tac
ho tich 1ap Phiéu xin 13i va hen lai ngay tra két qua, trong d6 néu rd 1y do cham
tra két qua va thoi gian hen tra két qua, chuyén Bo phan mot cia dé tra cho
nguoi c6 yéu cau (néu ngudi ¢ yéu cau lya chon hinh thic nop hd so truc tiép),
hoac gui Phiéu xin 13i va hen lai ngay tra két qua qua thu dién ta hodc gui tin
nhin qua dién thoai di dong cho ngudi ¢ yéu cau (néu ngudi cd yéu cau lya
chon hinh thac nop hd so truc tuyén).

Truong hop can xac minh, céng chac lam cdng tac ho tich béo cao Thu
truong Co quan quan Iy Co so dir liéu ho tich dién tir c6 van ban dé& nghi co
quan cOng an, cac co quan khac c6 lién quan xac minh theo quy dinh tai Khoan
3 Piéu 13 Nghi dinh s 87/2020/ND-CP. Trudng hop két qua xac minh khong
c6 théng tin hozc théng tin khdng thdng nhat véi gidy to nguoi yéu cau cung cap
thi tir chdi cdp Van ban xé&c nhan thdng tin ho tich.

Déi va6i yéu cau xac nhan thong tin ho tich cia ca nhan, néu thay thong tin
ho tich cua ca nhan khong c6 sy thay d6i thi cong chirc 1am cong tac ho tich bao
c4o Thu truéng Co quan quan ly Co sé dir liéu ho tich dién tar khong cap Vin
ban xé&c nhan thong tin ho tich ma hudng dan nguoi yéu cau 1am thu tuc cap ban
sao Gidy khai sinh hozc ban sao trich luc hé tich twong tng, trir truong hop co
quan, to chirc ¢6 tham quyén dé nghi cap van ban xac nhan dé giai quyét vu viéc
lién quan dén ca nhan.

+ Néu thay ho so day du, hop 18, ding quy dinh, thong tin trong Co s& dit
liéu ho tich dién tir va thong tin dé nghi xac nhan 1a dung, truong hop tiép nhan hd
so cAp xac nhan thdng tin ho tich theo hinh thic tryc tiép, thi cdng chac 1am cong
tac ho tich in Van ban xac nhan théng tin hg tich, trinh Tha truong Co quan quan
ly Co s& dit liéu ho tich dién ta ky, chuyén tdi Bo phan mot cira dé tra két qua cho
ngudi ¢ yéu cau.

Truong hop tiép nhan hd so xin cAp xac nhan thdng tin hé tich theo hinh
thirc truc tuyén, cong chuac lam cong tac ho tich gui lai biéu mau Xac nhan thong
tin ho tich dién tir véi thong tin day da cho ngudi Yu cau qua thu dién tir hoac thiét
bi s6.

Nguoi yéu cau co trach nhiém kiém tra tinh chinh xac, day du cua céc
thong tin trén biéu mau Xac nhan thong tin ho tich dién tiva xac nhan (téi da
mot ngay).

Néu nguoi cO yéu cau xac nhan thong tin da théng nhat, day da hoac
khong c6 phan hoi sau thoi han yéu cau thi cong chirc 1am cong tac ho tichin
Van ban xac nhan théng tin ho tich, trinh Tha truéng Co quan quan 1y Co so dir
liéu ho tich dién tir Ky cap vin ban xac nhan théng tin ho tich, chuyén Bo phan mot
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ctra tra két qua cho ngudi cO yéu cau.

- Ngudi ¢6 yéu cau cap xac nhan thdng tin ho tich dugc nhan két qua theo
MOt trong cac phuong thirc sau day:

+ Nhan ban dién tir Xac nhan thdng tin ho tich guri qua thu dién tir, Kho
quan ly dit liéu dién tir cua to chuc, ca nhan do;

+ Nhan ban dién tir X&c nhan thong tin ho tich giri vao thiét bi s, théng
qua phuong phap truyén sb liéu phil hop, dam béao an toan, bao mat thong tin;

+ Nhan két qua 1a van ban xac nhan thng tin ho tich théng qua hé théng
buu chinh;

+ Nhan két qua la van ban x&c nhan thoéng tin ho tich tai co quan dang ky
ho tich.

Cach thirc thuc hién:

Ngudi co yéu cau xac nhan thong tin ho tich truc tiép thuc hién hodc uy
quyén cho nguoi khac thuc hién ndp ho so truc tiép tai Bo phan mot cira/Trung
tam hanh chinh cong cua Co quan quan 1y Co s¢ dir li¢u ho tich di¢n tir hodc g
hd so qua hé thdng buu chinh hoic ndp hd so truc tuyén trén Cong dich vu cong
quéc gia (https://dichvucong.gov.vn) hoic Cong dich vu cong cap tinh
(https://dichvucong.bacgiang.gov.vn).

Thanh phan hd so:

- To khai dé nghi xac nhén thong tin ho tich theo miu (néu ngudi co yéu
cau lya chon nop hd so theo hinh thire truc tiép);

- Mau dién tir twong tdc dé nghi xdc nhdn théng tin hé tich(do nguoi yéu
cau cung cdp théng tin theo hudng dan trén Cong dich vu cong, néu ngudi c6 yéu
cau lira chon nop ho so theo hinh thite truc tuyén);

- Ngudi ¢6 yéu cau xac nhan thong tin ho tich thuc hién viéc ndp/xuat
trinh (theo hinh thirc truc tiép) hodc tai 1én (theo hinh thic truc tuyén) cac gidy
td sau:

* Giay to phai nop:

- Giay to, tai lidu co lién quan dén noi dung dé nghi xac nhan thong tin
ho tich;

- Vian ban uy quyén (dugc chiing thuc) theo quy dinh caa phép luat trong
truong hop ty quyén thuc hién viéc xin cap xac nhan théng tin ho tich. Truong
hop nguoi duoc ay quyén 1a 6ng, ba, cha, me, con, vg, chong, anh, chi, em ruot
ctia ngudi ty quyén thi vian ban ay quyén khong phai chieng thuyc.

* Giay tor phai xuat trinh:

-H6 chiéu hodc chang minh nhan dan hoic thé can cuéc cdng dan hoic
cac gidy to khac c6 dan anh va thong tin c4 nhan do co quan c6 tham quyén cép,
con gia tri str dung dé ching minh vé nhan than cia ngudi ¢o yéu cau cap xac
nhan théng tin ho tich. Trudong hop cac thdng tin ca nhan trong cac gidy to nay
d3 c6 trong CSDLQGVDC, CSDLHTPDT, duoc hé thong dién ty dong thi khdng
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phai tai Ién (theo hinh thuc truc tuyén);

- Gidy to 6 gia tri chang minh théng tin vé cu tra trong trudng hop co
quan quan 1y Co so dit liéu ho tich dién tir khdng thé khai thac dwoc thdng tin vé
noi cu tri cua céng dan theo cac phuong thirc quy dinh tai khoan 2 Diéu 14
Nghi dinh s§ 104/2022/ND-CP ngay 21/12/2022 caa Chinh phu. Truong hop
cac thdng tin vé gidy to chimg minh noi cu tra da duoc khai thac tir Co so dit
lisu quéc gia vé dan cu bang cac phuong thirc nay thi ngudi ¢ yéu cau khong
phai xuit trinh (theo hinh thuc truc tiép) hoic tai lén (theo hinh thuc
truc tuyén).

Truong hop gti hd so qua hé thong buu chinh thi phai guri kém theo ban
sao ¢6 ching thuc cac gidy to phai xuét trinh néu trén.

*Luuy

- Ddi voi gidy to ndp, xudt trinh néu ngudi yéu cau ndp hd so theo hinh
thire truc tiép:

+ Nguoi tiép nhan c6 trach nhiém kiém tra, ddi chiéu voi thong 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 ndp ban sao hoic ban chup gidy to do.

+ Ngudi yéu cau ding ky ho tich c6 thé ndp ban sao chimg thuc tir ban
chinh hoic ban sao duoc cap tir s6 gbc hodc ban chup kém theo ban chinh gidy
to dé d6i chiéu. Truong hop ngudi yéu cau ndp ban chup kém theo ban chinh
gidy to thi ngudi tiép nhan cé trach nhiém kiém tra, ddi chiéu ban chup véi ban
chinh va ky xac nhan, khong duoc yéu cau ngudi di dang ky nop ban sao gidy to
do.

+ Nguoi tiép nhan co6 trach nhiém tiép nhan dung, du hd so ding ky ho
tich theo quy dinh cta phap luat hé tich, khong duge yéu cau nguoi ding ky ho
tich ndp thém gidy to ma phap luat ho tich khong quy dinh phai nop.

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

+ Ban chup cac gidy to giri kém theo hd so capxac nhan thong tin ho tich
truc tuyén phai bao dam rd nét, day du, toan ven vé nodi dung, 1a ban chup bang
may anh, dién thoai hoac dugc chup, dugc quét b'fmg thiét bi dién tu, tir giéy to
duoc cép hop 1€, con gia tri st dung.

+ Trudng hop gidy to, tai liéu phai giri kém trong hd so cdpxéac nhan thong
tin ho tich truc tuyén da co6 ban sao dién tir hoac da co6 ban dién tir giéy to ho tich
thi nguoi yéu cau duoc sir dung ban dién tir nay.

- Truong hop ngudi yéu cau cip xac nhan thong tin ho tich khong cung cép
day du hodc cung cip cac thong tin khong chinh xéac, khong thé tra ctru duoc
thong tin thi co quan dang ky ho tich tir chdi giai quyét.

- Gidy to do co quan c6 tham quyén ctia nudc ngoai cap, cong chimg hoic
xac nhan dé s dung cho viéc dang ky ho tich tai Viét Nam phai dugc hop phép
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hoa lanh su theo quy dinh cua phap luat, trir truong hop duoc mién theo diéu
wdc qudc té ma Viét Nam 1a thanh vién.

- Trudng hop nhan két qua (Van ban x4ac nhan thong tin ho tich) tai co quan
dang ky ho tich, ngudi co yéu cau cap xac nhan thong tin ho tich phai xut trinh
gidy to tuy than; nop cac gidy to, tai liéu 14 thanh phan hd so cdp xac nhan théng
tin ho tich theo quy dinh phap luat ho tich.

S6 lwong hé so: 01 bo

Thoi han giai quyét: 03 ngay. Truong hop phai kiém tra, x4c minh thi thoi
han c6 thé kéo dai nhung khong qua 10 ngay lam viéc.

Poi twgng thuc hién thii tuc hanh chinh: Co quan, t6 chic, ¢a nhan.

Co quan thyc hién tha tuc hanh chinh: Co quan quan 1y Co s¢ dit liéu
ho tich dién tir (Bo Tu phap, S& Tu phap cac tinh, thanh phd truc thudc trung
wong, Phong Tu phap cac huyén, quan, thi x&, thanh phé thuoc tinh, thanh phd
truc thugc trung vong).

Co quan phaéi hep: Co quan cong an, cic co quan khac c¢6 lién quan.

Két qua thuc hién thi tuc hanh chinh:

- Van ban xac nhan thong tin ho tich.

- Ban dién tur Xdc nhan thong tin ho tich (Ban dién tu sé tw dong gui vé
Kho qudn 1y dit liéu dién tir ciia cd nhan/dia chi thir dién ti/thiét bi sé/dién thoai
cua nguoi yéu cau sau khi dd hoan tdt thi tuc xdc nhan thong tin ho tich tai co
quan dang ky ho tich).

Phi:8.000 d6ng/Van ban xac nhan vé mot viéc ho tich clia c4 nhan da dang
Ky.

Mau don, mau to khai:

+ To khai dé nghi xac nhan thong tin ho tich (néu nop hd so theo hinh thic
truc tiép);

+ Mdu dién tir twong tdc dé nghi xac nhdn théng tin hé tich(néu nép hé so
theo hinh thezc truc tuyén).

Yéu cau, diéu kién thuc hién thi tuc hanh chinh: Khong ¢6

Can cw phép ly:

- Luat Ho tich nam 2014;

- Nghi dinh sb 123/2015/ND-CP ngay 15/11/2015 caa Chinh pha quy dinh
chi tiét mot sé diéu va bién phap thi hanh Luat Ho tich;

- Nghi dinh sé 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phii quy dinh vé
Co so dit liéu ho tich dién tir, dang ky ho tich truc tuyén;

- Nghi dinh s 104/2022/ND-CP ngay 21/12/2022 cua Chinh phu stra doi,
bd sung mot s6 diéu cua céc nghi dinh lién quan dén viéc nop, xuat trinh s6 ho
khau, so tam tru giay khi thuc hién tha tuc hanh chinh, cung cap dich vu cong;

- Thong tu s6 04/2020/TT-BTP ngay 28/5/2020 cia Bo truongBo Tu phap
quy dinh chi tiét thi hanh mot s6 diéu cua Luat Ho tich va Nghi dinh sb
123/2015/ND-CP ngay 15/11/2015 cta Chinh pht quy dinh chi tiét mot sé diéu va
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bién phap thi hanh Luat Ho tich;

- Théng tu sé 01/2022/TT-BTP ngay 04/01/2022 cua Bo truongBo Tu
phap quy dinh chi tiét mot s6 didu va bién phap thi hanh Nghi dinh
s6 87/2020/ND-CP ngay 28/7/2020 ciia Chinh phu quy dinh vé Co s dir liéu ho
tich dién tir, dang ky ho tich truc tuyén;

- Théng tw sé6 03/2023/TT-BTP ngay 02/8/2023 cua Bg truong Bo Tuw
phap sira doi, bé sung mét sé néi dung ciia Théng tw sé 01/2022/TT-BTP ngay
04/01/2022 cua B truong Bé Tw phdp quy dinh chi tiét mgt so diéu va bién
phap thi hanh Ngh; dinh s¢ 87/2020/ND-CP ngay 28/7/2020 ciia Chinh pha quy
dinh vé Co s dir liéu hé tich dién tir, dang ky hé tich truc tuyeén;

- Théng tu sé 281/2016/TT-BTC ngay 14/11/2016 cia B truongBo Tai
chinh quy dinh miic thu, ché d6 thu, nop, quan Iy va st dung phi khai thac, sir dung
thong tin trong co sé dit liéu ho tich, phi xac nhan cé quéc tich Viét Nam, phi xéac
nhén 13 nguoi géc Viét Nam, 18 phi quéc tich;

- Thong tu s6 85/2019/TT-BTC ngay 29/11/2019 cua Bo truongBo Tai
chinh hudng dan vé phi va ¢ phi thuoc tham quyén quyét dinh ciia Hoi dong nhéan
dan tinh, thanh phé truc thudc Trung wong;

- Théng tu sé 106/2021/TT-BTC ngay 26/11/2021 cia Bo truongBo Tai
chinh sta doi, bd sung mot s6 diéu cia Thong tu sd 85/2019/TT-BTC ngay
29/11/2019 cua Bo Tai chinh hudng dan vé phi va 18 phi thuoc thim quyén
quyét dinh ciia Hoi dong nhan dan tinh, thanh phé truc thuoc Trung wong.

Ghi chd: Phan chiz in nghiéng 1a ngi dung siza déi, bé sung, thay thé.
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CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

TO KHAI BE NGHI XAC NHAN THONG TIN HQ TICH

T N1t

Ho, chir dém, tén ngudi yéu cau/Tén co quan, t0 Chirc:...........cc.coovvveveeveieeeiecee e,

Pé nghi co quan cAp Xac nhéan thong tin hd tichcho ngudi c6 tén dwéi day:

HOQ, Chillt A€M, TRIN: ...
Ngay, thang, NAM SINN: .....ocoiii s
Gidi tinh:................ Dan tdcC:......cocciiieeeee e, Quéc tich: covv,
SO ANN dANN CA TNAIL oottt s e s e er e er e
GHAY 0 Y thAN ..o

T6i cam doan céc théng tin cung cép 1a dung sy that va chiu hoan toan trach nhiém trudc phap
luat vé ndi dung cam doan cuia minh.

Lam t@i: ..o, , Ngay ......... thang ........ nam ............

Nguoi yéu cau®
(Ky, ghi vo ho, chit dém, tén)
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Chu thich:

@ Ghi 13 tén co quan dé nghi cap Xéc nhan thong tin ho tich.

@ Ghi sb dinh danh c4 nhan hodc thong tin vé& loai gidy to tuy thin st dung
(CCCD/CMND/H6 chiéu/Gidy t& hop 16 thay thé); ghi rd sb, ngay, thang, nim cip, co quan
cap; ban chup dinh kém (V7 du: Can cude cong dan sb 001089123500 do Cong an thanh phd
Ha Noi cip ngay 20/10/2021). Trudng hop co quan, t6 chirc dé nghi ghi tén, gidy to cua
nguoi dai dién theo phép luat;

@) Trudng hop dé nghi cdp xac nhan thong tin ho tich ctia minh thi ghi Ban than; truong hop
dé nghi cip xac nhan thong tin ho tich ctia ngudi khac thi ghi 16 mdi quan hé véi ngudi duoc
cép xac nhan. Vi du: Vq/ché)ng/con/thuc hién theo uy quyén;

@) Muc nay danh cho co quan, td chire dé nghi x4c nhén thong tin hd tich;

®) Néu 13, day da noi dung, thoi diém dang ky ban dau; nodi dung, cin ctr va thoi gian thuc
hién céc viéc thay d6i, diéu chinh thong tin ho tich tinh dén thoi diém cdp vian ban xac nhan.
Vi du:Xéac nhan thong tin vé viéc két hon ma co quan dang ky ho tich co tham quyén da cho
phép thuc hién viéc thay ddi ho, chit dém, tén, cai chinh nim sinh cua nguoi vo hoac nguoi
chdng hodc hai vo chong da ly hon.

©) Trudng hop chu thé yéu ciu xac nhan thong tin ho tich 1a co quan, t6 chuc thi ky, dong dau
clia co quan, to chirc theo quy dinh.

() Ghi rd s6 lugng dé nghi cap.

® Ghi 15 phuong thirc nhan két qua: truc tiép/truc tuyén/buu chinh. Néu nhan két qua qua
duong buu chinh thi phai cung cép dia chi noi nhén va ndp phi dich vu buu chinh



NOI DUNG MAU PIEN TU TUONG TAC PE NGHI XAC NHAN THONG TIN HQ TICH
I. Thong tin vé ngwdi yéu cau cip vin ban xac nhin théng tin hd tich
(1) Ho, chir dém, tén;
(2) S6 dinh danh cé nhan;

(3) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H chiéu/Gidy t& hop 16 thay thé); sd,
ngdy, thang, ndm cép, co quan cap; ban chyp dinh kém;

(4) Noi cu tra (noi thuong trd/noi tam trd/noi dang sinh song);

(5) Quan hé véi nguoi duge cap xac nhan théng tin ho tich.

II. Thong tin vé nguoi dwee cAp xac nhan thong tin hd tich

(6) Ho, chit dém, tén;

(7) Ngay, thang, nam sinh (tach biét riéng 03 truong thong tin ngay, thang, nam);
(8) Gidi tinh;

(9) Dan tdc;

(10) Quéc tich;

(11) S6 dinh danh cé nhén;

(12) Gidy to tuy than: Loai gidy to st dung (CCCD/CMND/H$ chiéu/Giay to hop 18 thay thé);
s0, ngay, thang, nim cép, co quan cap; ban chup dinh kém;

(13) No1 dung xac nhan;
(14) Phuong thirc nhan két qua:
o Truc tiép

0 Truc tuyén (ban dién tir s& dugc giri vé Kho quan 1y dir liéu dién tr ctia ca nhan/dia chi thu
dién tir/thiét bi s6/dién thoai ctia nguoi yéu cau)

0 Buu chinh (cung céap dia chi noi nhan).
(15) H6 so dinh kém theo quy dinh.

* Nguoi yéu cau cam doan cac thong tin cung cap 1a ding su that va chiu hoan toan trach nhiém
trudc phéap luat vé ndi dung cam doan cia minh.

* Truong hop cac thong tin vé gidy td ching minh noi cu tri dd dwoc khai thic tir
CSDLQGVDC, duoc hé théng dién tu dong thi khong phai xuat trinh (theo hinh thirc truc tiép)
hodc tai 1én (theo hinh thirc truc tuyén).

* MAu dién tir tvong tac ghi nhan thoi gian (gid, phut, gidy, ngay, thang, nim) hoan tit viéc cung



cap thong tin; ngudi yéu cau trude d6 di dang nhap vao hé thdng, thuc hién xac thyuc dién tir theo
quy dinh.
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