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1. MUC PiCH

Quy dinh ndi dung, trinh tu va trach nhiém trong trinh bao mét ho chiéu tai
CoOng an xa, phuong trén dia ban tinh Vinh Long.

2. PHAM VI

- Ap dung cho viéc trinh bao mét ho chiéu tai Cong an x4, phuong trén dia
ban tinh Vinh Long.

- Cong an x3, phudng trén dia ban tinh Vinh Long t6 chirc trién khai thuc
hién quy trinh nay.

3. TAI LIEU VIEN DAN
- Tiéu chuan qudc gia TCVN ISO 9001:2015.

- M6 hinh khung Hé théng quan 1y chat luong theo Tiéu chuin qubc gia
TCVN ISO 9001:2015 trong Cbng an nhan dan.

- Céc vin ban phap quy lién quan dé cap tai muc 5.1.
4. PINH NGHIA/VIET TAT
- COng an cap x&: Cong an xa, phuong.

. -Ho chiéu 13 gié,y t& thude quyén sé hiru ctia Nha nudc, do co quan co tham
quyén cua Viét Nam cap cho cong dan Viét Nam sir dung dé xuat canh, nhap canh,
chirng minh quoc tich va nhan than.

- H} chiéu c6 gdn chip dién tir1a ho chiéu co gin thlet bi dién tur luu gitr
thong tin dugc ma hoa clia ngudi mang ho chiéu va chir ky sb ctia ngudi cip.

5. NOI DUNG QUY TRINH

5.1 | Co s¢ phap ly

+ Luat Xuit canh, nhap canh cia cong dan Viét Nam (Luat )
49/2019/QH14 ngay 22/11/2019); dugc sira d6i, bd sung nim 2023 (Luat
s6 23/2023/QH15 ngay 24/6/2023) va Luét s6 118/2025/QH15.

+ Thong tu s6 31/2023/TT-BCA ngay 20/7/2023 cia Bo truong Bo Cong
an quy dinh vé mau ho chiéu, miu gidy thong hanh va cac biéu mau lién
quan, d3 duogc stra d6i, b sung boi Thong tu s6 68/2025/TT-BCA ngay
31/7/2025 cia Bo trudng Bé Cong an va Théng tu s6 69/2026/TT-BCA
ngay 22/5/2026.
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5.2 | Piéu kién thwe hién thi tuc hanh chinh
Trong thoi han 02 ngdy 1am viéc ké tir ngay phat hién ho chiéu phd thong
bi mat, nguoi bi mat hd chicéu truc ti€p ndp hodac gui don bao mat cho
Cong an cap xa hodc trén moi truong dién tur tai Cong dich vu cong quoc
gia hoac Cong dich vu cong Bo Cong an. Truong hop vi 1y do bat kha
khang, tho1 han ndp hodc gui don bao mat c6 thé dai hon nhung trong don
phai giai thich cu thé vé 1y do bat kha khang.
. A LA Ban Ban
Thanh phan ho so chinh 530
- 01 don trinh bao mat ho chiéu pho thong (mau TKO05) X
ban hanh kem theo Thong tu s6 69/2026/TT-BCA ngay
22/5/202§ cua Bo cong an; Doi voi tré em dudi 14 tuoi,
nguoi mat nang lyc hanh vi dan sw, nguoi c6 kho khan
5.3 | trong nhan tht'rc,, lam chﬁ, hanh vi b1 mat hd chiéu thi
don trinh bao mat hd chiéu do cha, me¢ hoac nguoi dai
dién hop phép khai va ky thay.
- Gidy to chimg minh 1a cha, me hodc nguoi dai dién X
hop phap d6i voi truong hop trinh bao mét ho chiéu cho
tré em dudi 14 tudi, ngudi mat nang luc hanh vi dén su,
nguoi ¢ kho khan trong nhén thirc, 1am chu hanh vi.
S6 lwong ho so
54
01 (mot) bd
Thoi gian xir ly
% 101 ngay lam viée ké tir khi nhan don trinh bao mét ho chiu phé thong,
Cong an cap xa thong bao bang van ban cho nguoi gui don.
Noi tiép nhin va tra két qua
+ Truc ti€p ndp hod so tai Cong an cap xa. Khi cong dan dén ndp ho so
5.6 | truc ti€p phai xuat trinh Thé can cudc cong dan hoac thé cin cudc hodc

can cudc dién tur

+ Nop ho so truc tuyén qua cong dich vu cong qudc gia hodc cong dich vu
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cong By Cong an.

5.7

Thoi gian tiép nhén hd so, tra két qua

Tir thtr 2 dén thir 6 hang tuan (trir ngay Tét, ngay 18).

5.8

Lé phi

Khong

5.9

Trinh ty thuc hién

TT

Trinh ty

Tréach
nhiém

Thoi
gian

Biéu mau/
két qua

Bl

Nop hd so theo mot trong 2
cach sau day:

- Truc tiép nop ho so tai BO
phan tiép nhan va tra két qua
Cong an cap xa.

Khi dén nop hod so phai xuat
trinh Thé can cudc cong dan
hodac thé can cudc con gia tri st
dung dé ddi chiéu.

Riéng ddi véi truong hop tam
tra, khi dén nop hé so can phai

xuat trinh s6 tam tra (miu
HKO09).

Cong dan

G106 hanh
chinh

Theo muc 5.3

B2

Tiép nhan hd so, kiém tra tinh
phap ly va noi dung hd so:

- Néu hd so day du, hop 1¢ thi
tiép nhan.

- Déi voi tré em dudi 14 tudi
bi mat ho chiéu thi don trinh bao
mat hd chiéu do me hodc cha
khai va ky thay; néu khong con
me¢ hodc cha thi me hoac cha
nuoi hoac nguoi gidm ho khai va
ky thay (c6 gidy to ching minh
la me hoac cha hodc nguoi gidm

Can bo
thudc b}f)
phan tiép

nhan ho so.

- BM.01:
Gidy tiép
nhéan ho so va
hen tra két
qua

- BM.02: Phiéu
yéu cau bd
sung, hoan
thién ho so.
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ho hop phap).
- Néu ho so chua hop 1¢ thi
huong dan nguoi ndp ho so kiém
tra, bo sung lai.
Tra clu, thAm dinh h0 so, dy| Cénbd | Gio hanh
B3 | thdo vén ban gui lanh dao Cong | Cong an cap| chinh.
an cap xa xa
Xem xét, ¢6 ¥ kién ho so Chi huy | Gid hanh
B4 Cong an chinh.
cap xa
Xem xét, phé duyét hd so va ky | Lanh dao | Gid hanh | Vin ban trao
B5 | van ban. Cong an chinh. doi
cap xa
Tra gidy xac nhén tai BO phan | Bo phan tra | Gio hanh |  Thong bao
tiep nhdn ho so va tra ket qua| ket qua. chinh. cua Cong an
Cong an cap xa: , cap xa ve viec
- Nguoi tryc ti€p nhén két qua chuyén don
B6 dua giay bién nhan va xuat trinh trinh bao mat
chimg minh nhén dan hodc can ho chieu pho
cudc cong dan dé doi chicu. thong
- Kiém tra va yéu ciu nguoi
den nhan ky nhan, tra gidy xéac
nhan cho nguoi dén nhan.,
Théng ké va theo ddi. Canbo | Gio hanh | BM.06
B7 Cdng an chinh. | S6 theo doi
cap xa. ho so.
- Phiéu theo dbi qua trinh xu ly cong viéc BM.05 phai dwoc thuc hién tai
Luu tung budc cong viée cua muc 5.9. ‘ 7
. - Trong truong hop can thiét theo yéu cau chinh dang cua co quan, to
y chure, co so va ca nhan thi thoi han thuc hién TTHC co thé ngan hon thoi
han phap ludt quy dinh.
6. BIEU MAU
TT | Ma hi¢u Tén biéu miu Biéu miu
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1 BM.01 Giay tiep nhan ho so va hen tra két qua BM.OL doc
2 BM.02 Phi€u yéu cau bo sung, hoan thién ho so BM.02. doc
3 BM.03 Phiéu tir cho1 ti€p nhan giai quyét ho so BM.03.doc
4 BM.04 Phiéu xin 101 va hen ngay tra két qua BM.04. doc
5 BM.05 Phiéu ki€ém soat qua trinh giai quyét ho so BM.05. doc

v \ =l
6 BM.06 SO theo doi ho so BM.06.doc
7 TKO5 Pon trinh bao mat ho chiéu pho thong
7.HO SO CAN LUU

TT | Ho so can luu
1 | Hd so theo muc 5.3.
2 | Céc gidy to, tai liéu khéc ¢ lién quan.

H6 so dugc luu tai Cong an cap x& theo quy dinh hién hanh.




