(Diing d@é nguwoi dan tham khdo, chudn bi va hodn thién hé so diing quy dinh)

C4p thuc hién: Cip tinh, Cap xa
Linh vwc: HO tich
Phwong My Hao, tinh Hwng Yén
Nam 2026

PHAN MO DAU

Tai liéu nay hudng dan ngudi dan chuan bi bo hd so mau, cach ké khai to khai, yéu cau
vé ban chinh/ban sao, trinh ty ndp hd so truc tiép hodc truc tuyén, thoi han giai quyét, co
quan cé tham quyén tiép nhén va xur 1y thu tuc "Thay ddi, cai chinh ho tich".

Ghi chii: Néi dung mang tinh huéng dan tham khdo. Khi ndp hé so, nguoi dan can doi
chiéu yéu cau thuc té ciia co quan tiép nhdn tai dia phwong (biéu mau, 1é phi, cach tiép
nhdan trén hé théng dich vu cong).

I. TEN THU TUC VA PHAM VI AP DUNG

1. Tén thu tuc: Thay d6i, cai chinh ho tich.

2. Pham vi: Ap dung véi cic yéu cau cai chinh thong tin ho tich (vi du: ho, chir dém,
tén; ngay, thang, nam sinh; gidi tinh; dan tdc; quéc tich; qué quan; thong tin
cha/me... ) khi ¢ cin cr chirng minh viéc ghi nhan trudc day c6 sai sot hodc can
dugc diéu chinh theo quy dinh.

II. THANH PHAN HO SO (DANH MUC GIAY TO CAN THIET)

Nguoi dan chuan bi t61 thi€u cac giady to sau:

3. To khai ding ky thay ddi, cai chlnh bd sung thong tin ho tich (theo mau).
Gidy to tily than clia ngudi yéu cau:

e - CCCD/CMND/HO chiéu (ban sao hodc ban chup; khi ndp truc tiép xuét trinh ban
chinh dé di chiéu theo yéu cau).



Gidy t0, tai liéu 1am can ctr cho viée cai chinh (chudn bi cang day du cang tét), tiy
ndi dung dé nghi, c6 thé gdm:

- Ban sao/trich luc gidy khai sinh, gidy chimg nhan két hon, gidy chtng tir (néu lién
quan).

- H6 so hoc tap (hoc ba, béng tdt nghiép), hd so can bo/cong churc/vién chirc, hd so
bao hiém x3 hoi, hd so'y té.

- S6 ho khau/gidy to cu tra cii (néu con), gidy td ctia co quan c6 tham quyén thé hién
dung ndi dung can cai chinh.

- Vin ban x4c nhén cia co quan, to chirc ¢6 thim quyén (néu co).

Vin ban oy quyén (néu ndp thay), kém gidy td tiy than ctia ngudi dugc Gy quyén.

I11. QUY PINH VE BAN CHINH, BAN SAO, CHUNG THUC VA SO
LUQNG

7.

Nop truc tiép:

- Thudng ndp ban sao/ban chup, ddng thoi xudt trinh ban chinh dé ddi chiéu (khi co
quan tiép nhan yéu cau).

Nop qua buu chinh:

- Khuyén nghi gtri ban sao chimg thuc ddi véi cac gidy to can xuét trinh khi ndp truc
tiép.

Nop truc tuyén:

- Tai 1én ban scan/chyp 1 nét tir ban chinh (day du 04 goc trang, khong 16a, rd chir).

. S6 luong khuyén nghi:

- To khai: 01 ban.

- Gidy to tiy than: 01 ban sao/ban chup.

- Tai liéu cin ct cai chinh: 01 bd (mdi loai 01 ban sao/ban chup).
- B6 photo dy phong: khuyén nghi 01 bo dé ddi chiéu khi can.

IV. HUONG DAN KE KHAI (CHI TIET) TO KHAI

11.

Muc "Kinh gui":

- Ghi dung co quan c6 tham quyén tiép nhan (UBND cép x4 noi tiép nhan hd so).



12.

13.

15.

Thong tin nguodi yéu cau:

- Ho tén: ghi day du, thong nhit véi CCCD.

- Ngay sinh: ghi dung theo gidy to tiy than.

- Noi cu trt: vu tién thuong tra; néu khong c6 thuong tra thi ghi tam tra; néu khong
c6 ca hai thi ghi noi ¢ hién tai.

- Gidy to tuy than: ghi rd loai gidy t0, s6, co quan cép, ngay cip.

- Quan hé voi nguoi duge cdi chinh: ban than/cha/me/ngudi gidm ho/ngudi dugc ty
quyeén.

Thong tin nguoi dugc cai chinh ho tich:

- Ghi dung thong tin hién dang dugc ghi nhan va thong tin dé nghi cai chinh (néu 16
muc nao dé nghi sua).

. Noi dung d& nghj cai chinh:

- Néu ro:

+ Thong tin dang ghi trén gidy to ho tich: "Hién ghi: ..."

+ Thong tin d& nghi sira thanh: "Dé nghi stra thanh: ..."

+ Ly do/can cu: dan chiéu giéy to kém theo (vi du: hoc ba, bﬁ“mg tdt nghiép, trich luc,
hd so co quan...).

Cam doan:

- Cam két thong tin khai dung su that, gidy to ndp kém hop phap va chiu trach nhiém
trude phap luat.

V. TRINH TU, CACH THUC NQP HO SO

16.

Céc hinh thurc ndp:

- Nop truc tiép tai Trung tdm Phuc vu hanh chinh cong hodac B phan Mot ctra.

- Guri qua dich vu buu chinh.

- Nop truc tuyén trén Céng Dich vu cong Quéc gia hodc céng dich vu cong cua dia
phuong (néu dugc tich hop).

. Céac budc thyc hién (goi v dé lam):

- Budc 1: Chuén bi ho so theo danh muc tai Muc I1.

- Bué6c 2: Nop hd so theo 01 trong cac hinh thirc trén.

- Buéc 3: Theo ddi tinh trang hd so theo mé ho so (néu ndp truc tuyén) hoic phiéu
hen.



e - Budc 4: Nhan két qua theo lich hen; xuét trinh giéy to khi duoc yéu cau ddi chiéu.

VI. THOI HAN GIAI QUYET

- Dbi v6i yéu cau thay doi, cai chinh ho tich: 03 ngay lam viéc.

- Truong hgp phai xac minh: khong qua 06 ngay lam viéc.

VII. CO QUAN CO THAM QUYEN TIEP NHAN VA XU LY

18. Co quan tiép nhan:

e - UBND cép xi c6 tham quyén (thuong 13 noi cu tra ciia nguoi yéu cau hoic noi dang
quan ly s6 ho tich, tuy truong hop cu thé).

19. Chtrc nang/nhiém vu xur 1y:

e - Tiép nhan ho so, kiém tra thanh phan.

e - Dbi chibu, xac minh cin ¢t cai chinh (néu can).

e - Ghi nhan ndi dung cai chinh theo quy dinh va cap trich luc/gidy t& ho tich diéu
chinh (tuy két qua).

VIIL. LE PHi VA TRUONG HQP MIEN, GIAM (THAM KHAO)
- Lé phi do Hoi dong nhan dan cap tinh quy dinh va co thé khic nhau theo dia phuong.

- Mot sb ddi tuong co thé dugc mién/ giam theo quy dinh hién hanh hodc quy dinh cua dia
phuong.

Khuyén nghi: Nguoi dan héi truc tiép Bo phan Mot ctira/UBND cép xa noi ndp ho so dé
biét mirc thu chinh xac.

IX. LUU Y QUAN TRONG (PIEU KIEN, QUYEN VA NGHIA VU)

20. Diéu kién va can cu:

e - Noi dung dé nghi cai chinh can c6 gidy to/tai liéu chimg minh hop phap.



21.

22.

23.

- Trudng hop théng tin trong nhiéu gidy to khong thong nhit, co quan c6 thé yéu cau
bd sung hoidc xac minh.

Quyén ctuia nguodi ndp ho so:

- Pugc hudng dan thanh phan hd so, tiép nhan phan anh néu bi yéu cau gidy to ngoai
quy dinh.

- Puoc nhan két qua dung hen; duoc thong bao 1y do néu hd so can bo sung hoic phai
xac minh.

Nghia vu ctia ngudi ndp ho so:

- Ké khai trung thuc; ndp gidy to hop phéap; phdi hop cung cap thong tin khi co quan
xac minh.

Xt ly sai sot khi ké khai:

- Néu phat hién ké khai nham trudc khi ndp: chinh sira ngay trén to khai/ban dién tir.
- Néu da nop ho so: lién hé co quan tiép nhan dé dugc hudng din bo sung, diéu chinh.

. Truong hop dic biét co thé phat sinh:

- Cai chinh lién quan nhiéu gidy to (CCCD, bang cip...) ¢6 thé can thuc hién cac thu
tuc diéu chinh lién quan sau khi cai chinh ho tich.

- Trudng hop can xac minh tai noi da dang ky ho tich trudc day: thoi han giai quyét
c6 thé kéo dai trong gidi han quy dinh.

. CHECKLIST TU RA SOAT TRUOC KHI NOP

[ 101 T& khai thay dbi/cai chinh ho tich

[ 101 Ban sao/ban chup CCCD/CMND/Hb chiéu

[ 101 B tai liéu lam cin cir cai chinh (hoc ba/bang cap/trich luc/hd so co quan...)
[ ] Van ban ty quyén (néu ndp thay)

[ ] File scan rd nét (néu nodp truc tuyén)

[ ] Ban sao chimg thuc (néu ndp qua buu chinh)



PHU LUC

A. Miu bia hé so (tham khao)
- Tén thu tuc: Thay ddi, cai chinh ho tich

- Ho t€n nguoi NOP: «ovvveeiieeciieeee et
= SO G HNORT: e
- Hinh thirc ndp: Tryc tiép / Buu chinh / Tryc tuyén

4§ o) 111 L

B. Phiéu kiém tra thanh phin hd so (tham khao)
1. To khai: O

2. CCCD/CMND/H chiéu: O
3. Tai liéu can cu cai chinh: O

4. Uy quyén (néu co): O

C. MAU TO KHAI TRANG (THAM KHAO)

CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tu do - Hanh phuc

TO KHAI PANG KY THAY POI, CAI CHiNH, BO SUNG THONG TIN HQ
TICH

KINh @UL: e
Ho, chir dém, tén nguoi yéu CALLL et
Ngay, thang, n8m SINN: .....ooooiiiiiiie e

INOT CU LTI vttt ee e e e e ee e e ee e e eeeae e e e eeeeeeeeeeeeeaeeeeeeeeaaaeeeeeenees



GHAY 1O TUY thAN .o

Quan hé véi ngudi dugc thay ddi/cai chinh/bd sung thong tin ho tich: ..................

Dé nghi co quan c6 thim quyén giai quyét viéc thay ddi/cai chinh/bd sung thong tin ho
tich nhu sau:

- Nguoi duoc thay d6i/cai chinh/DO SUNE: .........oveveeeeeeeeeeeeee oo
- NOi dung hién dang ghi: .......coooiieiiiiiiii e
- Noi dung d& nghi dieu Chinh: c.......coovveieeeeeeeeeeeeee e,

- Ly do/can i (liét ké gidy t0 Kem theo): .......co.ovveveeeieeeeeeeeeeeeeeeeeeeee e,

T61 cam doan nhitng ndi dung khai trén day la ding sy that va chiu trach nhiém trude
phap luat vé cam doan ctia minh.

Lam tai: oovveeiieieeeeeeeeeee e , NEAY ........... thang ........... nam ...........

Nguoi yéu cau

(Ky, ghi r6 ho, chitr dém, tén)

D. MAU TO KHAI PIEN THU (THAM KHAO)
CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tu do - Hanh phuc



TO KHAI PANG KY THAY POI, CAI CHiNH, BO SUNG THONG TIN HQ
TICH

Kinh gui: UBND phuong My Hao, tinh Hung Yén

Ho, chir dé€m, tén nguoi yéu ciu: PHAM VAN NGU
Ngay, thang, nam sinh: 22/7/1988

Noi cu tr: TDP Déu Bui, phuong My Hao, tinh Hung Yén

Gidy to tly than: Thé can cudc cong dan s6 012345678910 do Cuc Canh sat QLHC vé
trat tu x4 hoi cip ngay 01/01/2021

Quan hé voi ngudi duoc thay ddi/cai chinh/bd sung thong tin ho tich: Ban than

Dé nghi co quan c6 tham quyén giai quyét viéc cai chinh ho tich nhu sau:

- Nguoi duge cai chinh: PHAM VAN NGU'

- No6i dung hién dang ghi: Qué quéan ghi "... (theo gidy to ho tich hién co)"

- No6i dung d¢ nghi diéu chinh: Qué quan sira thinh "Phuong My Hao, tinh Hung Yén"

- Ly do/can ctr: Theo hoc ba THCS, bang t6t nghiép THPT va dit liéu cu tra/CCCD (ban
sao kem theo).

To1 cam doan nhirng ndi dung khai trén day la ding sy that va chiu trach nhiém trudc
phap luat vé cam doan ctia minh.

Lam tai: My Hao, ngay ... thadng ... nam 2026

Nguoi yéu cau

(Ky, ghi 16 ho, chit dém, tén)

PHAM VAN NGU

Tai liéu ding dé tham khao, khong thay thé huéng dan ciia co quan tiép nhén.
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