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Can cuNghi dinh so 26/2017/ND-CP ngay 14/03/2017 cua Chinh phii quy
dinh chuc ndng, nhiem vu, quyin hqn vd ca cdu to chuc cua Bo Ngoqi giao;

Can cANghi dinh s6 63/2010/ND-CP ngay 09/6/2010 cua Chinh phu vi
kiim sodt thiiluc hanh chinh^

Can tic Nghi djnh.sd 48/2013/ND-CP ngay 14/5/2013 vd Nghi dinh so
92/2017/ND-CP ngdy 07/08/2017 cita Chinh phu vi sua ddi, bo sung mot sd
diiu cita ede Nghi dinh liin quan din cong tdc kiim sodt thu tvtc hanh chinh;

Can etc Thong tie 02/2017/TT-VPCP ngdy 30/10/2017 cita Bo trudng, CM
nhiem Vdnphong Chinh phit hu&ng dan vi nghi$p vu kiim sodt thit tuc hanh chinh;

Can tic Nghi dinh so 61/2018/ND-CP ngdy 23/04/2018 cita Chinh phu vi
thicc Men ca chi mot cua, mot cua liin thong trong gidi quyet thu tuc hanh chinh;

Can tie Thong He sd 01/2018/TT^VPCP ngdy 23/11/2018 cua Van phong
Chinh phu huang dan thi hanh mot so quy dinh cita Nghi dinh so 61/2018/ND-
CP ngdy 23/04/2018 cua Chinh phit vi thuc Men ca chi mot cua, mot cua liin
thong trong gidi quyit thu tuc hanh chinh;

Xet di ngh\ Mh Cue trudng Cue Lanh su,

QUYET DINH:
Dieu 1. Cong bo kem theo Quyet dinh nay thu tuc hanh chinh thay the

trong luih vuc lnh sg thuoc pham vi chuc nang quan ly ciia Bo Ngoai giao.

Dieu 2. Quyh djnh nay co hieu lpc thi hanh ke tu ngay 10/11/2020.

Bai bo thu tuc cap hp chieu n^o^i giao, ho chieu cong vp tai cac ca quan
trong nude; thu tuc gia han ho chieu ngoai giao, hp chieu cong vu tai cac co
quan trong nude; thu tuc c^p cong ham de nghi cap thj thpc tai cac ca quan
Pong nude; thu tuc cap ho chieu ngoai giao, hp chieu cong vu tai cac Ca quan
dai dien Viet Nam d nude ngoai; thu tpc gia han hp chieu ngoai giao^ hp chieu
cong vu tai cac Ca quan dpi dipn Viet Nam d nude ngoai tai Quyet dinh so
1061/QD-BNG ngay 14/4/2017 vb viec cong bd thu tuc hanh chinh Pong Irnh
vpc lanh sp thuoc pham vi quan ly ciia Bp Ngopi giao;

HdNpi, ngdy -^7 thdng^Ondm 2020

QUYET DINH
Ve viec cong bo thu tuc hanh chinh dirge thay the trong llnh vpc lanh sp

thuoc pham vi chuc nang quan ly cua Bo Ngoai giao

BO NGO^I GIAOCONG HOA XA H0I CHU NGHIA VI$T NAM
Doclap-Tydo-Hanhphuc



KT. BO TRlTAW nhan:
-NhirBiiu3;
-Van phong Chinh phu (Cpc Ki^m soat TTHC);
-UBND cac tinh, thanh ph6 true thuoc TW (Van phong
UBND, So Ngoai vu).
-Luu: VP, TCCB, LS.

Bai bo thu tuc cap ho chieu ngoai giao, ho chiSu cong vu; thu tuc gia han
ho chieu ngoai giao, hp chieu cong vu; thu tuc cap cong ham dg nghi cdp thi
thuc va thu tuc gia hpn tarn tni, cap thj thuc cho nguoi nude ngoai dang tam tni
d Viet Nam tai Quygt djnh sd 1783/QB-BNG ngay 18/6/2019 ban hanh Danh
mpc thu tuc hanh chinh tiep nhan tai Bp phan M^t cua ciia Bp Ngoai giao.

Dieu 3. Chanh Van phdng Bp, Cpc trudng Cue Lanh sir, Giam doc Sd
Ngoai vu thanh pho Ho Chi Minh, cac Trudng Co quan dai dien Viet Nam d
nude ngoai va cac Thu trudng ca quan, dem vi cd lien quan chiu trach nhiem thi
hanh Quyet dinh nay./.
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I. DANH MyC THU TyC HANH CHINH

THU TyC HANH CHINH THAY THE TRONG LINH vyc LANH Sy"
THUQC PIL^M VI CHUG NANG QUAN LY CUA BQ NGO^I GIAO

(Ban hanh kern theo Quyet dinh .̂QZ/QD-BNG ngd^i4//^ff2020
ciia Bq tru&ng Bo Ngoai giao)
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PHAN n. NQI DUNG CV TH^ CUA TU"NG THU T^JC HANH CHINH
Djnh nghia viet tat:

Bp phan tidp nhiin : ten gpi chung cua Bp phan Mpt cda cua Bo Ngoai giao
(tai Cyc Lanh sy) hoac Bp phan tidp nhan hd so, tra ket
qua cua So Ngoai vy thanh phd Ho Chi Minh.

Bern vj chuyen mdn: ten gpi chung cua Phong Xuat nhap canh (Cyc Lanh sy)
hoc Phong Lanh sy (So Ngoyi vy thanh phd Hd Chi Minh).

Co quan ngoyi vy : tdn gpi chung ciia Co quan ngoai vy ciia tinh, thanh ph6
tryc thupc Trung ucrng.

Co quan dai din : tdn gpi chung ciia Co quan dpi dipn Viet Nam d nude
ngoai dupe liy quyen thyc hien chuc nang lanh sy.

I. THU TVC CAP HO CHIEU NGOAI GIAO, HO CHIEU CONG VV
(KHONG GAN CHIP Dl^N TU) T^I CAC CO QUAN TRONG NUOC CUA
BQ NGO^I GIAO

1. Trinh ty thyc hien thii tyc hanh chinh:

a.Budc 1: T6 chuc, cd nhan chuan hi ho sp theo quy djnh va npp ho so tai Bp
phan tiep nhan.

b.Budc 2: Bp phan tiep nhan ki&n tra tinh hpp lp, day dii ciia hd so:

-Tnrdng hpp hd so khdng thupc phym vi giai quyet, Bp phan tiep nhan hudng
dan to chuc, ca nhan lien hf vdi co quan cd tham quydn de giai quyet theo quy djnh.

-Trudng hpp ho so chua hpp le, chua day dii, Bp phan tiep nhan hudng dan
to chuc, ca nhan bd sung, hoan thien hd so theo quy djnh va tra lai hd so kem
"Phieu yeu cau bd sung, hodn thipn ho so". Viec yeu ciu bd sung, hoan thien hd so
phai cu thd, day dii mot Ian dd to chdc, ca nhan bo sung day dii, chinh xac. Thdi
han giai quyet TTHC dupe tinh tCr ngay hd so dupe bd sung, hoan thipn dky dii theo
quy djnh.

-Trudng hpp ho so khdng du dieu kien giai quyet theo quy djnh, B^ phan
tiep nhan tir chdi nhan hd so va tra lai hd so kem "Phieu tir chdi tiep nhan giai quyet
hd so" cho to chdc, cd nhan.

-Trudng hpp ho so hpp le, du didu kipn giai quyet, Bd ph|n tiep nhan tien
hanh nhan hd so, in "Gidy tiep nhan hd so va hen tra ket qua" va chuyen hd so den
Bon vj chuyen mdn de giai quyet theo tham quyen.

c.Budc 3: Bon vi chuyen mdn giai quyet va tra k^t qua cho Bd phan tiep
nhan theo quy djnh:

-Trudng hpp hd so phai bd sung, hoan thien theo quy djnh, Bon vj chuyen
mdn phai thong bao bang v3n ban, ghi ro ly do, ndi dung can bd sung theo mau
"Phidu yeu cdu bo sung, hoan thien hd so" dd gui cho to chuc, ca nhdn thong qua
Bd phan tidp nhan. Viec yeu cau bd sung, hoan thien hd so chi dupe thpc hien mpt
(01) Ian. Thdi han giai quyet TTHC dupe tinh lai tu ddu, sau khi nh(in ddy du ho so.

-Trudng hpp khdng the tra kdt qua dung thdi h^m hoac h^ so phai xin ^ kien



ciia cap/ca quan c6 tham quyen li&i quan, Dem v| chuy&i mon phai thong bao bing
van ban cho Bp phan tiep nhan va giii v8n ban xin 16i t6 chuc, ca nhan, trong do ghi
rS ly do qua han va thai gian se tra kk qua theo mau "Phi^u xin loi va hen lai ngay
tra kk qua". Vi^c hpn lai ngay tra kk qua dupe thpc hien khong qua mpt (01) Ian.

-Truang hop h6 so khong dii dihu kien giai cjuyet, Dan v| chuyen m6n tra lai
ho sa, kem v3n ban neu ro ^^ do khong giai quyet h6 sa theo mlu "Phieu tur choi tiSp
nhan giai quyet ho sa" de giii cho to chuc, ca nhan thong qua Bp phan tiep nhan.

-Truang hap ho sa du dieu kifn giai quyet, Don vi chuyen mon giai quyet
va tra ket qua cho Bp phan tiep nh^n dung thai gian quy dinh.

d. Buac 4: Sau khi nhan kk qua giai quyk TTHC tur Don vj chuyen mon, Bp
phan tiep nhan kiem tra lai cac thong tin va tra kk qua cho to chuc, ca nhan.

Trucmg hop ho sa khong du di^u kien giai quyk, Bp phan ti^p nhan giai thich
ro cho to chuc, ca nhan ve ly do tur ch6i giai quyet h6 sa theo npi dung trong "Phi^u
tur choi tiep nh^n giai quyet ho sa" ciia Dan vi chuyen mon.

2.Cach thuc thirc hien thu tuc hanh chinh:

-True tiep np ho sa va nhan ket qua tai Bp phan tiep nhan.

-Trpc tiep npp ho va nhan ket qu^ tai Ca quan ngoai vp. Co quan ngoai vp
chuyen ho sa cho Bp phan tiep nhan qua dich vp buu chinh cong ich ciia VNPost.

3.Thanh phan, so lirpng ho sa:

3.1.Thanhphanh6sa:

a.Ta khai de nghj dp, gia han h$ chi^u ngoai giao, hp chieu cong vp va cong
ham de nghi phia nuac ngoai cap thi thuc.

b.02 anh giong nhau, ca 4cm x 6cm, nen mau tr^ng, dau de tr&i, khong deo
kinh mau, chup khong qua 01 nam (01 anh dan vao Ta khai va 01 anh dinh kem).

c.01 ban chinh van ban cu ho^c cho ph6p can b, cong chuc, vien chuc quan
ly, s^ quan, quan nhan chuyen nghiep di nuac ngoai.

d.Truang hap vp, chong va con du^i 18 tuoi di thSm ho^c di theo thanh vien
ca quan dai dien Vi^t Nam a nuac ngoai, ca quan thong tan va bao chi nha nuac
cua Viet Nam thuang tni a nuac ngoai quy dinh tai khoan 14 Dieu 8 va khoan 5
Dieu 9 Luat Xuat canh, nhap canh ciia cong dan Viet Nam:

-VSn ban co y kien dong y ciia Vp To chiic can bp Bp Ngoai giao.

-01 ban chup Giay khai sinh hoSc Ban sao trich luc khai smh hoac Gray
chiing nhan vipc nuoi con nuoi d6i vai con dudi 18 tu6i (xudt trinh ban chinh de
d6i chi^u).

e.01 ban chpp Gray chiing minh nhan dan hqac Can cudc cong dan hoSc Giay
chiing minh sy quan doi vai lpc lupng vu trang (xuat trinh ban chinh de doi chieu).

f.Gray giai thieu ciia ca quan, t6 chiic d6i vdi truang hap nguai dpi dipn npp
thay va xuSt trinh giay td tuy than de doi chieu.

g.Ho chi^u ngopi giao hoac hp chi^u cong vp hk gia trj dupe c^p trong vong



9. Mau don, tir khai:

a Td khai de nghi cap, gia han hd chidu ngoai giao, hd chieu cdng vy va cdng
ham dd nghi phia nude ngoai cip thi thyc theo mlu 01/2020/XNC ban hanh kem
theo Thong tu so 04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng Bp Ngoyi giao

Thong tu s6 219/2016/TT-BTC ngay
14/11/2016 cua Bp truong Bp Tai
chinh quy dinh mure thu, che do thu,

npp, quan ly va sd dyng phi, 1 phi
trong IThh vyc xult, nhap canh, qua
canh va cu tni tyi Viet Nam.

Van ban quy dinh

400.000 ddng/quyen/lin

200.000 ddng/quydn/lin
Mire thu lp phi

Cap lyi hd chieu do
hong hope bi mdt

Cap mai hp chieu

Ten lp phi

08 nam (ndu cd). Trudng hap mlt hp chieu thi np 01 ban chinh v3n ban thong bao
mat hp chieu Co quan quan ly hp chidu.

h. Trudng hop de nghj cap hp chieu ngoai giao, ho chieu cdng vy theo quy
dinh tai Khoan 15 Bidu 8 va Khoan 6 Bidu 9 Luat Xu^t canh, nhap canh cua cdng
dan Vipt Nam thi can bo sung 01 ban chinh vto ban de nghi gui Bp Ngoai giao cua
ca quan co tham quydn quy dinh tyi Bidu 11 Luyt Xuat canh, nhyp canh cua cdng
dan Vipt Nam.

3.2.SO lupng ho so: Mpt (01) bp.

4.Thoi gian giai quyet thu tuc hanh chinh:

a.Boi vai ho sa npp tpi Bp phan tiep nhan: khong qua 05 ngay lam vipc, ke tir
ngay nhpn day dii ho so hop lp.

b.B6i v6i h6 so npp qua Co quan ngoai vy:

-Trong thai han khong qua 02 ngay l^m vipc k tir ngay nhan du h6 sa hpp
lp, ca quan ngo^i vy gui ho sa cho Bp phan tiep nh|n qua dich vy buu chinh cong
ich cua VNPost;

-Trong thai han khdng qua 03 ngay lam vipc ke tir ngay nhan day du ho sa
hpp lp, Bp phan tiep nhan chuyen ho sa cho Ban vj chuyen mon giai quyet va tra
ket qua cho ca quan ngoyi vy.

-Sau khi nhn dupe k^t qua tir Bp ph|n tiip nhan, ca quan ngoai vy tra ket
qua cho t6 chile, ca nhan.

5.Doi tupng thyc hien thu tyc hanh chinh: cdng dan Viet Nam thupc dien
quy dinh tyi Bieu 8, 9 va 10 Luat Xuat canh, nhyp canh cua cdng dan Vipt Nam.

6.Ca quan thyc hipn thu tyc hanh chinh:

-Cyc Lanh sy, Bp Ngoai giao.

-Sd Ngoai vy thanh pho Ho Chi Minh, Bp Ngoyi giao.

7.Ket qua thyc hipn thu tyc hanh chinh: hp chieu ngoai giao, hp chieu
cdng vy (khdng gin chip dipn til) co thai han tir 01 - 05 nam.

8.Phi, le phi thyc hipn thu tyc hanh chinh:



hudng dan vipc cap, gia han, huy gia tri su dung ho chieu ngoai giao, hp chieu cong
vy va cap cong ham de nghi phia nude ngoai cap thi thuc.

b. Hoac td khai dien tu (co m2 vach) dupe in tut Cong dich vy cong ciia Bp
Ngoai giao tai dia chi http://dichvucong.mofa.gov.vn.

10.Yeu cau, dieu kien thuc hien thu tyc hanh chinh:

a.Co quan co tham quyen cut ngucri mang hp chieu ngoai giao, hp chieu cong
vy di cong tac nude ngoai: quy djnh Dieu 11 Luyt Xuat canh, nhap canh cua cong
dan Vipt Nam.

b.Van ban cii hoac cho phep can bp, cong chute, vien chute quan ly, sy quan,
quan nhan chuyen nghiep di nude ngoai: quy dinh tai Dieu 4 Thong tu so
04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng Bp Ngoai giao hudng dan vif c c^p,
gia han, huy gia tri su dung hp chi^u ngoai giao, hp chieu cong vy va cdp cong ham
de nghi phia nude ngoai cap thi thyc.

c.V8n ban uy quyen cho nguoi dung dau don vi true thupc trong viec cu hoac
cho phep di cong tac nude ngoai: quy dinh tai Dieu 5 Thong tu so 04/2020/TT-BNG
ngay 25/9/2020 cua Bp trudng Bp Ngoai giao hudng din viec dp, gia hyn, huy gia
tri su dung hp chieu ngoyi giao, hp chieu cong vy va cap cong ham de nghi phia
nude ngoai cap thi thuc.

d.Ngudi thupc dien dupe cap hp chieu ngoai giao, hp chieu cong vy: quy dinh
tai Dieu 8, 9 va 10 Lu|t Xuat canh, nhap canh ciia cong dan Viet Nam.

e.Td khai de nghi cap, gia hyn h^ chieu ngoai giao, hp chieu cong vy va cdn^
ham de nghi phia nude ngoai cap thi thuc: quy dinh tai Dieu 7 Thong tu so
04/2020/TT-BNG ngay 25/9/2020 ciia Bp trudng Bp Ngoai giao hudng dan viec cap,
gia han, huy gia tri sir dung hp chieu ngoai giao, hp chi^u cong vy va cap cong ham
de nghi phia nude ngoai cap thj thyc.

11.Co sd phap ly thyc hien thu tyc hanh chinh:
a.Luat Xult canh, nhap canh cua cong dan Vipt Nam (Lu^t sd 49/2019/QH14

ngay 22/11/2019).
b.Thong tu so 219/2016/TT-BTC ngay 14/11/2016 cua Bp trudng Bp Tai

chinh quy dinh muc thu, ch^ dp thu, npp, quan ly va sur dyng phi, lp phi trong lihh
vyc xuat, nhap canh, qua canh va cu tru tai Vipt Nam.

c.Thong tu sd 02/2017/TT-VPCP ngay 30/10/2017 cua Vto phdng Chinh phu
hudng dan v^ nghiep vy kiem soat thu tyc hanh chinh;

d.Thong tu sd 01/2018/TT-VPCP ngay 23/11/2018 cua VSn phdng Chinh phu
hudng dan thi hanh mpt sd quy dinh cua Nghi dinh sd 61/2018/ND-CP ngay
23/04/2018 ciia Chinh phii vl thyc hipn co ch^ mpt cura, mpt cda lien thong trong
giai quyet thii tyc hanh chinh.

e.Thong tu sd 04/2020/TT-BNG ngay 25/9/2020 ciia Bp trudng Bp Ngoai giao
hudng din viec cip, gia han, hiiy gia trj sir dung hp chieu ngoai giao, hp chieu cong

vy va cap cong ham de nghj phia nude ngoai cap thi thyc.



II. THU TUC GIA HAN HO CUltV NGO^I GIAO, H0 CHIEU CONG
Vy (KHONG GAN CHIP ©I^N TU) TI CAC CO QUAN TRONG NlTOC
CUA BQ NGOAI GIAO

1. Trinh t^ thyc hif n thu tuc hanh chinh:

a.Budc 1: Td chiic, ca nh&i chuan bj ho so theo quy djnh va nop hd so t^ii Bo
phan tiep nhan.

b.Buac 2: Bo phjin tiep nh^n kilm tra tinh hpp lp, day dii ciia ho so:

-Trudng hpp ho so khdng thupc pham yi giai ijuylt, Bp phan tilp nhan huang
din to chuc, cd nhan lien hp vdi ca quan co tham quyen de giai quyet theo quy djnh.

-Trudng hap ho so chua hpp lp, chua day dii, Bp phan tiep nhan huang dan to
chiic, ca nhan bo sung, hoan thien hd sa theo quy djnh va tra lai ho so kem "Phieu yeu
cau b>6 sung, hoan thien ho so". Viec yeu cau bo sung, hoan thipn ho sa phdi cu the,
day du mot Ian de to chiic, ca nhan bo sung ddy du, chinh xac. Thai han giai quy^t
TTHC dupe tinh tir ngay h6 sa dupe b6 sung, hoan thien dly dii theo quy djnh.

-Truang hpp ho sa khong dii dieu kien giai quy^t theo quy djnh, Bp phan
tiep nh^n tir choi nhdn ho sa va tra lai ho sa kem "Phieu tir choi tiep nhan giai
quyet h6 sa" cho t6 chiic, ca nhan.

-Truang hap ho sa hpp le, du dieu kien giai quyet, Bp phan tiep nhan tien
hanh nhan h6 sa, in "Gily tiep nhan h6 sa va hen tra ket qua" va chuyen h6 sa den
Dan vj chuyen mon && giai quyet theo tham quyen.

c.Buac 3: Dan vj chuyen mon giai quyet va tra ket qua cho Bp phan tiep
nh^n theo quy djnh:

-Truang hpp ho sa phai bo sung, hoan thien theo quy djnh, Dan vj chuy&t
mon phai thong bao blng van ban, ghi rd ly do, npi dung can bo sung theo mau
"Phieu yeu cau bo sung, hoan thien ho sa" de giri cho to chiic, ca nhan thdng qua
Bp phan ti^p nhan. Viec yeu clu b6 sung, hoan thien ho sa chi dupe thpc hien mot

(01) Ian. Thai han giai quy^t TTHC dupe tinh l^i tir dlu, sau khi nhan dly dii h6 sa.

-Truang hpp khong the tra ket qua diing then han ho^c ho sa phai xin y kien
cua cap/ca quan co thlm quyln lien quan, Dem vj chuyen mon phai thong bao bang
van ban cho Bp ph|n tiep nhan va gui v^n ban xin loi to chiic, ca nhan, trong do ghi
rd ly do qua han va thai gian se tra ket qua theo mau "Phieu xin loi va hen lai ngay
tra ket qua". Vipc hen lai ngay tra ket qua dupe thuc hien khong qua mpt (01) Ian.

-Trudng hop hd sa khong du dieu kien giai cpiyet, Don vj chuyen mon tti lai
ho sa, kdm v^n ban neu rd ly do khong giai quylt hd sa theo mau "Phieu tir choi tiep
nh^n giai quydt hd sa" de giri cho to chiic, ca nhan thong qua Bp phan tiep nhan.

-Trudng hop hd sa du didu kien giai quydt, Don vj chuyen mdn giai quyet
va tra kit qua cho Bp phan tiep nhan diing thai gian quy djnh.

d.Budc 4: Sau khi nhan kit qu^ giai quylt TTHC tir Dan vj chuyen mdn, Bp
ph^n tilp nhan kilm tra lai cac thong tin va tra ket qua cho to chiic, ca nhan.

Trudng hop hi sa khong du dilu kipn giai quyet, Bp phan tilp nhan giai thich
rd cho to chiic, ca nhan ve ly do tir choi giai quyet hd sa theo npi dung trong "Phieu



tir choi tiep nh^n giai quyet hd sa" cua Bon vj chuyen m6n.

2.Cach thu-c thyc hien thu tyc hanh chinh:

-Tryc tiep npp ho so va nhyn ket qua tai Bp phjin tidp nhyn.

-True tiep npp ho va nhan ket qua t^i Co quan ngoai vy. Co quan ngoai vy
chuyen ho so cho Bp phan tiep nhan qua djch vy buu chinh c6ng ich cua VNPost.

3.Thanh phan, so liryng ho so:

3.1.Thanhphanhdso:

a.To khai de nghi cap, gia han hp chieu ngoai giao, hp chieu cong vy vh cong
ham d^ nghi phia nude ngoai dip thj thyc.

b.01 anh c5 4cm x 6cm, nen mau trfag, dau de tran, khdng deo kinh mau,
chyp khong qua 01 nto (dan vao To khai).

c.01 ban chinh v3n ban cu ho^c cho phep can bp, cong chiic, vi^n chuc quan
1^, sy quan, quan nhan chuyen nghiep di nuoc ngoai.

d.H chi^u ngoai giao ho8c h chieu cong vy con gia trl sur dung dudi 01 n3m va
chua dupe gia han.

e.Giay gidi thifu ciia co quan, to chdc doi vdi trudng hpp ngudi dyi dien npp
thay va xuat trinh giay to tiiy than de doi chieu.

3.2. S6 lupng hb so: Mpt (01) bp.

4.Thdi gian giai quyet thu tyc hanh chinh:

a.Boi ydi hd so npp tai Bp phyn tip nhan: khdng qua 02 ngay lam vi|c, ke tut
ngay nhyn diy dii ho so hpp 1^.

b.Bdi vdi ho so npp qua co quan ngoyi vy:

-Trong thdi han khdng qua 02 ngay lam vide kd td ngay nhan dii ho so hpp
1^, co quan ngoyi vy gui hd so cho Bp phyn tiep nhan qua djch vy buu chinh cong
ich cua VNPost;

-Trong thdi han khdng qua 02 ngay lam vide kd tir ngay nhyn day du hd so
hpp Ip, Bp phan tidp nhan chuydn ho so cho Bon vj chuyen mdn giai quydt va tra
ket qua cho co quan ngoyi vy.

-Sau khi nhyn dupe kdt qua tir Bp ph|n ti^p nhyn, co quan ngoai vy tra ket
qua cho to chdc, ca nhan.

5.Doi tirong thirc hien thu tyc hanh chinh: cong dan Viet Nam thudc dien
quy djnh tyi Bidu 8,9 va 10 Luat Xudt canh, nhap canh cua cong dan Vipt Nam.

6.Ca quan thu-c hipn thu tyc hanh chinh:

-Cyc Lanh sy, Bp Ngoai giao;

-So Ngoai vy thanh phd Hb Chi Minh, Bp Ngoai giao.

7.Ket qua thyc hien thu tyc hanh chinh: hd chieu ngoai giao, hp chieu
cong vy (khdng gto chip dien tu) dupe gia han tit 01 - 03 n^m.



9.Mau San, tit khai:

a.Td khai de nghj cap, gia han hd chieu ngoai giao, ho chieu cdng vu vh cdng
ham de nghj phia nude ngoai cap thj thuc theo mau 01/2020/XNC ban hanh kem
theo Thong tu s6 04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng Bp Ngoai giao
hudng dan vif c cap, gia han, hiiy gia trj sur dung hp chieu ngoai giao, hp chieu cong
vp va cap cong ham de nghi phia nude ngoai cap thi thuc.

b.HoSc to khai didn tii (co m2 vach) dupe in tu Cong dich vu cong ciia Bp
Ngo^i giao tai dia chi http://dichvucong.mofa.gov.vn.

10.Yeu cau, dieu kifn thuc hien thu tuc hanh chinh:

a.Co quan co thlm quy^n cit ngubi mang hp chi^u ngoai giao, hp chieu cong
vu di cong tac nuac ngoai: theo quy djnh t^i Di^u 11 Luft Xuat canh, nhap canh
ciia cong dan Vift Nam.

b.Van ban cii ho^c cho phep can bp, cong chiic, vien chiic quan ly, sy quan,
quan nhan chuyen nghiep di nude ngoai: quy dinh t^i Dieu 4 Thong tu so
04/2020/TT-BNG ngay 25/9/2020 ciia Bp truong Bp Ngoai giao hudng dan viec cap,
gia han, huy gia trj sur dung hp chieu ngo^i giao, hp chieu cong vp va cap cong ham
de nghi phia nuac ngoai cap thi thpe.

c.Van ban uy quy&i cho nguai diing dau dan vi trpc thupc tron^ viec cii ho^c
cho phep di cong tac nuac ngoai: quy dinh tpi Dieu 5 Thong tu so 04/2020/TT-
BNG ngay 25/9/2020 ciia Bf truang Bp Ngopi giao hudng dan viec cap, gia han,
huy gia trj sit dung hp chieu ngopi giao, hp chieu cong vp va cap cong ham de nghj
phia nude ngoai cap thj thuc.

d.Ngudi thupc dien dupe gia han hp chieu ngoai giao, hp chieu cdng vu: quy
djnh tai Didu 8, 9 va 10 Luat Xuat canh, nhap canh ciia cong dan Viet Nam; cd hd
chidu ngoai giao, hp chieu cdng vp con gia trj sii dpng dudi 01 n&m va chua dupe
gia han.

e.Td khai de nghj cap, gia h^n hp chi^u ngoai giao, hp chieu cdng vp va cdng
ham dd nghj phia nude ngoai cip thj thpc: quy djnh tai Dieu 7 Thong tu sd
04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng B^ Ngoai giao hudng dan viec cdp,
gia hpn, hiiy gia trj sii dung hd chieu ngoai giao, hp chieu cdng vp va cap cdng ham
dd nghj phia nude ngoai cdp thj thuc; khdng cln xac nhan ciia ca quan, td chuc noi
cdng tac, lam vif c.

Thong tu so 219/2016/TT-BTC ngay
14/11/2016 ciia Bo trudng Bo Tai
chinh quy dinh mure thu, che do thu,
nfp, quan ly va sit dung phi, le phi
trong linh vpc xu&t, nhap canh, qua
canh va cu tni tpi Viet Nam.

Van ban quy djnh
100.000 dong/quydn/lan

Mvc thu If phi
Gia han hp chieu

Ten If phi

8. Phi, If phi thpc hifn thu tuc hanh chinh:



II.Co1 sff phap ly thyc hipn thu tyc hanh chinh:

a.Luat Xuat canh, nhap canh ciia cong dan Vidt Nam (Luyt so 49/2019/QH14
ngay 22/11/2019).

b.Thong tu so 219/2016/TT-BTC ngay 14/11/2016 ciia Bp trudmg Bd Tai
chlnh quy dinh muc thu, che dp thu, npp, quan ly va su drag phi, lp phi trong Hnh
vyc xuat, nhap canh, qua canh va cu tni tai Viet Nam.

c.Thong tu so 02/2017/TT-VPCP ngay 30/10/2017 ciia Van phong Chinh phii
hudng dan ve nghipp vu kiem soat thii tyc hanh chinh;

d.Thong tu sd 01/2018/TT-VPCP ngay 23/11/2018 cua VSn phong Chinh phu
hudng dan thi hanh mot s6 quy dinh cua Nghi dinh sd 61/2018/ND-CP ngay
23/04/2018 ciia Chinh phii vd thyc hipn ca chd mot ciia, mot ciia lien thong trong
giai quy^t thii tyc hanh chinh.

e.Thong tu sd 04/2020/TT-BNG ngay 25/9/2020 ciia Bp trudng Bd Ngoai giao
hudng dan vide cap, gia han, hiiy gia tri sii drag ho chieu ngoyi giao, ho chi^u cong
vy va cap cong ham de nghi phia nude ngoai cdp thi thyc.

III.THIJ TVC CAP CONG HAM HE NGHI PHIA NlTdC NGOAI CAP
THI THlTC T^I CAC CO QUAN TRONG NlTdC CUA BQ NGO^I GIAO

1. Trinh ty thyc hien thii tyc hanh chinh:

a.Budc 1: To chiic, ca nhan chuan bi ho so theo quy dinh vh npp h6 so tai B^
phan tiSp nhan.

b.Budc 2: B$ phan tiep nhan kiem tra tinh hpp lp, tiky du ciia hd so:

-Trudng hprp ho so khdng thupc pham yi giai quyet, Bp phan tiep nhan hudng
dan to chiic, ca nhan lien he vdi co quan cd tham quyen d^ giai quyet theo quy dinh.

-Trudng hpp hd so chua hpp lp, chua diy du, Bp phan tidp nhan hudng dan to
chiic, ca nhan bd sung, hoan thien hd so theo quy dinh va tra lai ho so kem "Phidu yeu
cau bd sung, hoan thipn hd so". Viec yeu cau bd sung, hoan thien hd so phai cu the,
day du mpt Ian dd to chiic, ca nhan bd sung &iy du, chinh xac. Thdi han giai quyet
TTHC dupe tinh tr ngay hd so dupe bd sung, hoan thipn dky du theo quy dinh.

-Trudng hop hd so khdng dii dieu ki^n giai quy^t theo quy djnh, Bd phan
tiep nhpn tu chdi nhan hd so va tni lai hd so kem "Phieu tir chdi tiep nhan giai
quy^t hd so" cho td chiic, ca nhan.

-Trudng hpp ho so hpp lp, du dieu kipn giai quyet, Bd phan tiep nhan tidn
hanh nhan hd so, in "Giay tiep nhan hd so va hen tra ket qua" va chuyen hd so den
Don vi chuyen mdn d! giai quydt theo tham quydn.

c.Budc 3: Don vi chuyen mdn giai quyet va tra ket qua cho B$ phan tiep
nhan theo quy dinh:

-Trudng hpp hd so phai bd sung, hoan thipn theo quy dinh, Don vi chuyen
mdn phai thong bao bSng v3n ban, ghi rd ly do, ndi dung can bd sung theo mau
"Phieu yeu cau bd sung, hoan thipn h6 so" de giii cho to chiic, ca nhan thdng qua Bd
phan tiep nhan. Viec ydu cau bd sung, hoan thipn hd so chi dupe thyc hien mpt (01)
Ian. Thdi hpn giai quyet TTHC dupe tinh lai tii dau, sau khi nhan day du hd so.
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-Trucmg hpp khong the tra kit qua dung thoi han ho5c ho so phai xin y kiln
ciia cap/ca quan co tham quyen lien quan, Dan vi chuyen mon phai thong bao bang
van ban cho Bp phan tilp nhan va giii van ban xin loi to chiic, ca nhan, trong do ghi
ro ly do qua hyn va thai gian se tra ket qua theo mau "Philu xin loi va hpn lai ngay
tra ket qua". Vi|c hen lai ngay tra ket qua dupe thyc hi^n khong qua mpt (01) lln.

-Truang hpp ho so khong du dieu kien giai ^uyet, Dan vi chuyen mon tra lai
ho sa, kem v8n ban neu r6 ly do khong giai quyet ho sa theo mau "Phieu tur choi tiep
nhan giai quyh h6 so" d^ giri cho t6 chiic, ca nhan thong qua Bp ph^n ti^p nhn.

-Truang hop ho sa du dieu kien giai quyt, Don vi chuyen mon gidi quyet
va tra ket qua cho Bp phan tiep nhan dung thai gian quy dinh.

d. Buac 4: Sau khi nhln kk qua giai qayk TTHC tur Don vj chuyen mon, Bp
phan tiep nhan kiem tra lai cac thong tin va tra ket qua cho to chiic, ca nhan.

-Truang hpp h6 sa khong du dieu kien giai quy^t, Bp ph|n ti^p nhan giai
thich ro cho t6 churc, ca nhan ve ly do tir choi giai quyet ho sa theo npi dung trong
"Phieu tir chdi tiep nhan giai quyet h6 sa" ciia Dan vi chuyen mon.

2.Cach thuc thirc hien thu tuc hanh chinh:

-True ti^p npp h6 sa va nhan k^t qua t^i Bp phan tiep nhan.

-True tiep npp ho va nhan ket qua tai Ca quan ngoai v\i. Co quan ngoai vu
chuyen ho sa cho Bp phan tiep nhan qua dich vu buu chinh cong ich ciia VNPost.

3.Thanh phan, so lupng h^ sa:

3.1 .Thanh phan ho sa:

a.Ta khai de nghi cap, gia han hO chilu ngoai giao, hp chieu cong vy va cong
ham de nghj phia nuac ngoai cap thi th\rc.

b.01 anh c5 4cm x 6cm, nen mau tr^ng, diu dl tran, khong deo kinh mau,
chyp khong qua 01 nSm (dan vao Ta khai).

c.01 ban chinh van ban hoyc quy^t dinh cu hoac cho phep cong chiic, vien
chiic, sj^ quan, quan nhan chuyen nghipp ra nuac ngoai.

d.Truang hap vp, chlng va con duai 18 tuoi di tham hoSc di theo thanh vien
ca quan dai dien Vipt Nam b nuac ngoai, ca quan thong tan va bao chi nha nuac
cua Viet Nam thuang tni a nuac ngoai quy dinh tyi Dieu 8, 9 va 10 Luyt Xuat canh,
nhap canh ciia cong dan Viet Nam.:

-Van ban co y kien dong y ciia Vy To chiic can bp Bp Ngoai giao.

-01 ban chyp Gray khai sinh hoac Ban sao trich lye khai sinh ho^c Giay
chiing nhan vipc nuoi con nuoi doi vai con duai 18 tuoi (xuat trinh ban chinh de
d6i chieu).

e.Hp chieu con gia tri sur dyng tren 06 thang, kl tir ngay dy kiln xult canh.

f.01 ban chyp thu mai (nlu co).

3.2. S6 luang ho sa: M^t (01) bp.



9.Mau don, tor khai:

a.Td khai de nghi cap, gia han hy chieu ngoai giao, hy chieu cong vy va cong
ham de nghi phia nuac ngoai cap thi thyc theo mau 01/2020/XNC ban hanh kem
theo Thong tu s6 04/2020/TT-BNG ngay 25/9/2020 cua By trucmg By Ngoai giao
huang dan vif c cap, gia han, huy gia tri sii dung ho chieu ngoai giao, hy chieu cong
vy va cap cong ham de nghi phia nuac ngoai cap thi thyc.

b.Ho^c td khai dien tu (co ma vach) duac hi tir Cong dich vy cong ciia By
Ngoai giao tai dia chi http://dichvucong.mofa.gov.vn.

10.Yeu cau, dieu kifn thyc hifn thu tyc hanh chinh:

a. Ca quan co tham quyen cu ngudi mang hy chieu ngoai giao, hy chieu cong
vy di cong tac nuac ngoai: quy dinh tyi Bieu 11 Luat Xuat canh, nhap canh cua
cong dan Vif t Nam.

Thong tu s6 219/2016AT-BTC ngay
14/11/2016 cua By truang By Tai
chinh quy dinh miic thu, chf do thu,
nop, quan ly va sir dung phi, le phi
trong lmh vyc xuat, nhap canh, qua
canh va cu tru tyi Viet Nam.

Van ban quy dinh

10.000 d6ng/ban/ian

Mire thu If phi

Cap cong ham de
nghi phia nuac
ngoai cap thi thyc

Ten If phi

4.Thoi gian giai quyet thu tyc hanh chinh:

a.Boi ydi ho so nop tai Bo phan tiep nhan: khong qua 02 ngay lam viec, ke tvr
ngay nhan diiy du h6 so hop If.

b.Boi vdi ho so nyp qua ca quan ngoai vy:

-Trong thai han khong qua 02 ngay lam viec ke tur ngay nhan du ho so hyp
If, co quan ngoai vy gui ho so cho By phan tifp nhyn qua dich vy buu chinh cong

ich cua VNPost;
-Trong thai han khong qua 02 ngay lam vif c ke tir ngay nhan &ky du h6 sa

hyp le, Bo phan tiep nhan chuyen ho sa cho Ban vj chuyen mon giai quyet va tra
ket qua cho ca quan ngoai vy.

-Sau khi nhan duac ket qua tir By phyn tiep nhan, ca quan ngoai vy tra ket
qua cho td churc, ca nhan.

5.Doi tvong thyc hien thu tyc hanh chinh: cong dan Viet Nam thuyc dien
quy dinh tai Bieu 8,9 va 10 Luat Xuat canh, nhap canh cua cong dan Viet Nam.

6.Ca quan thyc hien thu tyc hanh chinh:

-Cyc Lanh sy, By Ngoai giao.

-Sa Ngoai vy thanh ph6 Ho Chi Minh, By Ngoai giao.

7.Ket qua thyc hien thu tyc hanh chinh: Cong ham de nghi phia nude
ngoai cap thi thyc.

8.Phi, If phi thyc hiyn thu tyc hanh chinh:
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b.Van ban cii hoac cho phep can bp, cdng chiic, vien chiic quan ly, sy quan,
quan nhan chuyen nghiep dinudc ngoai: quy djnh tyi Bidu 4 Thong tu sd
04/2020/TT-BNG ngay 25/9/2020 ciia Bp trudng Bp Ngoai giao hudng dan viec dp,
gia han, hiiy gia trj sii dyng ho chi^u ngoyi giao, hp chidu cdng vy va dp cdng ham
de nghj phia nude ngoai cap thj thuc.

c.Vdn ban liy quyen cho ngudi diing dau don yi true thupc trong vic cii hoac
cho phep di cong tdc nude ngoai: quy dinh tyi Bidu 5 Thong tu s6 04/2020/TT-
BNG ngay 25/9/2020 cua Bp trudng Bp Ngoai giao hudng dan viec cdp, gia han,
huy gia trj su dung hp chieu ngoai giao, hp chieu cong vy va cap cong ham di nghj
phia nude ngoai dp thi thuc.

d.Ngudi thu^c dien dupe cap cong ham di nghi phia nude ngoai cap thi thyc:
quy dinh tyi Dieu 8,9 va 10 Luyt Xudt canh, nhap canh cua cong dan Vipt Nam;

e.Td khai de nghj cap, gia hyn hi chieu ngoai giao, hp chieu cong vy va cong
ham de nghj phia nude ngoai cap thj thuc: quy djnh tyi Biiu 7 Thong tu so
04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng Bd Ngoai giao hudng dan viec dp,
gia han, huy gia trj su dung hd chieu ngoai giao, hp chieu cong vy va cap cong ham
di nghj phia nude ngoai dp thj thyc; khong can xac nhyn ciia co quan, td chiic noi
cdng tdc, lam vipc.

11. Co so1 phap ly thyc hien thu tuc hanh chinh:

a.Lut Xuit canh, nhap canh cua cdng dan Viet Nam (Ludt sd 49/2019/QH14
ngay 22/11/2019).

b.Thdng tu sd 219/2016/TT-BTC ngay 14/11/2016 ciia Bp trudng Bp Tai
chinh ^uy djnh muc thu, chd dp thu, ndp, quan 1^ va su dung phi, lp phi trong lihh
vyc xuat, nhap canh, qua canh va cu tni tyi Vipt Nam.

c.Thdng tu so 02/2017/TT-VPCP ngay 30/10/2017 ciia Van phdng Chinh phu
hudng d^n vi nghiep vy kiim soat thu tyc hanh chinh;

d.Thdng tu sd 01/2018/TT-VPCP ngay 23/11/2018 cua V3n phdng Chinh phu
hudng dan thi hanh mpt sd quy djnh ciia Nghj djnh sd 61/2018/NB-CP ngay
23/04/2018 ciia Chinh phii vi thyc hien ca che mpt ciia, mot ciia lien thdng trong
giai quyit thu tuc hanh chinh.

e.Thdng tu sd 04/2020/TT-BNG ngay 25/9/2020 ciia Bp trudng Bp Ngoai giao
hudng dan viec cap, gia han, hiiy gia trj sii dung hp chieu ngoai giao, hp chieu cdng
vy va cap cdng ham de nghj phia nude ngoai cap thj thyc.

IV. THU TVC CAP HO CHIE^U NGOAI GIAO, HO CHIEU CONG Vy
(KHONG GAN CHIP DI^N TU) T^J CAC CO QUAN DAI DI^N VlfT
NAM O NUOC NGOAI

1. Trinh ty thyc hipn thu tyc hanh chinh:

a.Budc 1: Td chiic, cd nhan chuan bj hd so theo quy djnh va ndp hd so tyi co
quan dyi dipn.

b.Budc 2: Can bp tiep nhan hd so (tyi co quan dyi dipn) kiim tra tinh hop lp,
day dii ciia hd so:
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-Truang hap ho sa chua hgp le, chua day du, can bp tiep nhan huang din t6
chiic, ca nhan bo sung, hoan thien ho so theo ^uy dinh va tra lai h6 so kem "Phi^u
yeu cau bo sung, hoan thien ho so". Viec yeu cau bo sung, hoan thien h6 so phai cu
the, day du mot Ian de to chiic, ca nhan bo sung day dii, chinh xac. Thai han giai
quyet TTHC dupe tinh tir ngay h6 sa dupe b6 sung, hoan thien day du theo quy dinh.

-Truang hap ho sa khong du dieu kien giai quy^t theo quy dinh, can bo tiep
nhan tir choi nhan ho sa va tra lpi ho sa kem "Phi^u tur choi tiep nhan giai quySt h6
sa" cho to chute, ca nhan.

-Truang hpp ho sa hap le, du di^u kien giai quy^t, can bp tiep nhan tien
hanh nhan ho sa, in "Gidy tiep nhan h6 sa va hen tra ket qua".

c. Buac3: Ca quan dai dipn giai quyet va tra ket qua theo quy dinh:

-Truang hap ho sa phai bo sung, hoan thifn theo quy dinh, ca quan dpi dien
phai kjp thai thong bao bang van ban, ghi rd ly do, npi dung cdn bo sung theo mlu
"Phieu yeu cau bo sung, hoan thien ho sa" cho to chiic, ca nhan. Viec yeu cdu b6
sung, hoan thien ho sa chi duac thirc hien mpt (01) Ian. Thai han giai quyet TTHC
dupe tinh lpi tu dau, sau khi nhan day du h6 sa.

-Truang hap ho sa phai xdc minh, xin y kien cua cap/ca quan co tham quyen
lien quan, khong the tra ket qua dung thai han, ca quan dai dien phai thong bao bang
van ban xin loi to chiic, ca nhan, trong do ghi ro ly do qua han va thai gian se tra k^t
qua theo mau "Phieu xin 16i va hen lai ngay tra k^t qua". Viec hpn lai ngay tra kSt
qua dupe thuc hifn khong qua mot (01) ldn.

-Trudng hop h6 sa khong du dieu kien giai quyet, ca quan dai dien tra lai ho
sa, kem van ban neu ro ly do khong giai quyet ho sa theo mlu "Phidu tu chdi ti^p
nhan giai quyet ho sa" cho to chiic, ca nhan.

-Truang hap ho sa dii dieu kien giai quyet, ca quan dai dien giai quyet va
tra ket qua diing thai gian quy dinh.

2.Cach thiic thuc hi^n thu tuc hanh chinh: True tilp npp hd sa va nhan ket

qua tai ca quan dai dien.

3.Thanh phan, so hrpng ho sa:

3.1.Thanhph^nh6sa:

a.Ta khai de nghi cap, gia han hp chieu ngoai giao, hp chieu cong vp va cong
ham d^ nghi phia nuac ngoai cap thi thuc.

b.02 anh c5 4cm x 6cm, nen mau trang, dau de tran, khong deo kinh mau,
chup khong qua 01 nam (01 anh dan vao Ta khai va 01 anh dinh kem).

c.01 ban chinh vSn ban cu hoSc cho phep can bp, cong chiic, vien chiic quan
ly, sy quan, quan nhan chuyen nghiep di nuac ngoai.

f.01 y8n ban cua ca quan, nguai co thim quyen ve viec bo nhiem chiic vp

hoSc thay doi vj tri cong tac doi vai trucmg hpp quy dinh tai diem b, c khoan 1 Dieu
13 Luat Xuat canh, nhap canh cua cong dan Vipt Nam.

g.Hp chieu ngoai giao, hp chieu cong vp cap Ian gan nhat (neu co). Truang
hpp bi mat phai co dan trinh bao mat hp chi^u vai ca quan dai dien.



9.Mau don, tot khai:

a.To khai df nghi dp, gia han ho chifu ngoai giao, ho chifu cong vy va cong
ham de nghi phia nuoc ngoai dp thi thyc theo mau 01/2020/XNC ban hanh kem
theo Thong tu s6 04/2020/TT-BNG ngay 25/9/2020 ctia By truong By Ngoyi giao
huong din viec cap, gia han, huy gia tri sit dung ho chif u ngoai giao, ho chieu cong

vy va cap cong ham de nghi phia nuoc ngoai cap thi thyc.

b.Hoac to khai dien tit (co m3 vach) duoc in tir C6ng dich vy cong ciia By
Ngoai giao tyi dia chi http://dichvucong.mofa.gov.vn.

10.Yeu cau, dieu kifn thyc hifn thu tyc hanh chinh:

a.Co quan co tham quyen cit nguoi mang ho chieu ngoai giao, ho chieu cong
vy di cong tac nuoc ngoai: theo quy djnh tai Dieu 11 Luat Xuat canh, nhap canh
cita cong dan Vift Nam.

b.VSn ban cut hoac cho phep can by, cong chiic, vien chute quan ly, sy quan,
quan nhan chuyen nghifp dinuoc ngoai: quy dinh tyi Dieu 4 Thong tu so
04/2020/TT-BNG ngay 25/9/2020 cua By trucmg By Ngoai giao huong din vifc cap,
gia hyn, hity gia tri sit dung ho chieu ngoai giao, hy chieu cong vy va cap cong ham
de nghi phia nuoc ngoai cap thi thyc.

c.Van ban uy quyen cho ngubi dung dau don yi true thuyc trong vifc cit ho^c
cho phep di cong tac nuoc ngoai: quy dinh tai Difu 5 Thong tu s6 04/2020/TT-

ThOng tu s6 264/2016^T-BTC ngay
14/11/2016 cua By Tai chinh quy dinh
mtic thu, che do thu, nyp, quan ly va su
dung If phi lanh sir tai cac co quan dai
dien Vift Nam o nuoc ngoai.

V5n ban quy djnh

150$/quy&i/lan
70 $/quyan/Mn
Mvc thu If phi

C^p lai ho chifu do
hong ho^c bi mat

Cap hy chieu

Ten If phi

h. Doi vdi trubng hyp con mai sinh a nude ngoai trong nhiem ky cong tac cua
thanh vien co quan dai difn, co quan thong tin, bao chi nha nuoc ciia Vift Nam
thudng tni 6 nuoc ngoai thi b6 sung 01 ban sao Gily khai sinh (ho^c Ban sao trich
luc khai sinh).

3.2.S6 luyng ho so: Myt (01) by.

4.Thai gian giai quyet thu tyc hanh chinh: khong qua OS ngay lam vifc, ke
tit ngay nhyn day dii ho so hyp If.

5.Doi tvyng thyc hifn thu tyc hanh chinh: cong dan Viet Nam 6 nuoc ngoai
thuoc dien quy djnh tai khoan 1 Dieu 13 Luat Xuat canh, nh^p canh cua cong dan
Vi^tNam.

6.Co quan thyc hien thu tyc hanh chinh: Co quan dai dien Viet Nam a
nuoc ngoai duoc uy quyen thuc hien chiic nang lanh sy.

7.Ket qua thyc hien thu tyc hanh chinh: ho chieu ngoai giao, hy chieu
cong vu (khong gan chip dien tut) co gia tri tir 1 - 5 nam.

8.Phi, If phi thyc hien thu tyc hanh chinh:



BNG ngay 25/9/2020 ciia Bp trudng Bo Ngoai giao hudng dan vide dp, gia hyn,
huy gia trj su dyn^ hp chieu ngoai giao, hp chieu cong vy va cap cong ham de nghj
phia nude ngoai cap thi thyc.

d.Ngudi thupc dien dupe cap hp chieu ngoai giao, ho chidu cong vy 6 nude
ngoai: quy djnh tai Khoan 1 Didu 13 Luat Xuat canh, nhap canh ciia cong dan Viet
Nam va tyi Khoan 15 Di^ 8 va Khoan 6 Dieu 9 Luat Xuat canh, nhyp canh cua
cong dan Viet Nam.

e.To khai de nghj cap, gia han hp chidu ngoyi giao, hp chieu cong vy vi cong
ham de nghi phia nude ngoai cap thi thyc: quy djnh tyi khoan 1 Dieu 14 Thong tu
sd 04/2020/TT-BNG ngay 25/9/2020 cua B^ trudng Bp Ngoai giao hudng din viec
dp, gia han, huy gia trj sir dung hp chid ngoai giao, hp chid cong vy va cap cong
ham de nghj phia nude ngoai cap thi thyc.

11. Co so phap ly thyc hien thu tyc hanh chinh:
a.Luat Xult canh, nhap canh cila cong dan Vipt Nam (Luat so 49/2019/QH14

ngay 22/11/2019).
b.Thong tu so 264/2016/TT-BTC ngay 14/11/2016 cua Bp Tai chinh quy

dinh muc thu, che dp thu, npp, quan ly va sir dyng le phi lanh sy tai cac ca quan dyi
dien Viet Nam d nude ngoai.

c.Thong tu sd 02/2017/TT-VPCP ngay 30/10/2017 cua VSn phong Chinh phii
hudng dan v^ nghiep vy ki&n soat thu tyc hanh chinh;

d.Thong tu sd 01/2018/TT-VPCP ngay 23/11/2018 cua Van phong Chinh phii
hudng dan thi hanh mot so quy dinh cua Nghi dinh sd 61/2018/ND-CP ngay
23/04/2018 ciia Chinh phu ve thyc hien ca che mpt cira, mot ciia lidn thong trong
giai quydt thu tyc hanh chinh.

e.Thong tu sd 04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng Bp Ngoai giao
hudng dan vifc cap. gia han, huy gia trj su dung hp chid ngoai giao, hp chid cong
vy va cap cong ham de nghj phia nude ngoai cap thi thyc.

V. THll TVC GIA HAN HO CHIEU NGOAI GIAO, HQ CHIEU CONG
Vy (KHONG GAN CHIP DI^N TU) TAI CAC CO QUAN D^I DIEN VIET
NAM O NUOC NGOAI

1. Trinh ty thyc hien thu tuc hanh chinh:

a.Budc 1: To chuc, ca nhan chu^n bj h^ so theo quy djnh va npp ho sa tai ca
quan dai dien.

b.Budc 2: Can bp tiep nhyn ho sa (tai ca quan dai di^n) kiem tra tinh hop le,
dly du cua hd sa:

-Trudng hap ho sa chua hpp lp, chua dly dii, can bp tidp nhan hudng din to
chiic, ca nhan bd sung, hoan thipn hd sa theo <^uy djnh va tra lyi hd sa kern "Phieu
yeu clu bd sung, hoan thipn ho sa". Viec yeu cau bd sung, hoan thipn hd sa phii cy

the, day du mdt lin de td chiic, ca nhan bd sung day du, chinh xic. Thdi han giai
quydt TTHC dupe tinh ttr ngay hd sa dupe bd sung, hoan thipn day dii theo quy djnh.

-Trudng hpp hi sa khdng dii dilu kipn giai quydt theo quy djnh, can bd tiep
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nhan tir choi nhan ho so va tra lpi ho so kem "Phi^u tir choi tiep nhpn giai quyet ho
so" cho to chiic, ca nhan.

-Truong hpp ho so hpp le, dii didu kien giai quyet, can bp tidp nhan tien
hanh nhpn ho so, in "Giay tiep nhan ho so va hpn tra ket qua".

c. Budc 3: Co quan dpi dien giai quyet vh tr^ ket qua theo quy djnh:

-Truong hop ho so phai b6 sung, hoan thien theo quy dinh, co quan dai dien
phai kip thai thong bao bang van ban, ghi rd ly do, npi dung can bo sung theo mau
"Phieu yeu cau bo sung, hoan thien ho so" cho to chiic, ca nhan. Viec yeu cau bo
sung, hoan thipn hd so chi dupe th^c hi?n mqt (01) \kn. Thoi han giai quy^t TTHC
dug^c tinh lai tir dau, sau khi nhan day du ho so.

-Truong hop ho so phai xdc minh, xin y kien cua cap/co quan co tham quyen
lien quan, khong the tra ket qua dung thoi han, co quan dai dien phai thong bao bang
van ban xin loi t6 chuc, ca nhan, trong do ghi rd ly do qua han va thoi gian se tra ket
qua theo mau "Phieu xin loi va hen lai ngay tra ket qua". Viec hen l^i ngay tra ket
qua du<?c th\rc hien khong qua niQt (01) Ian.

-Truong hop ho so khong du dieu kien giai quyet, co quan dai dien tra lai ho
so, kem v3n ban neu rd ly do khong giai quydt hd so theo mau "Phidu tir choi tiep
nh(in giai quydt hd so" cho to chiic, ca nhan.

-Truong hop ho so du dieu ki^n giai quyet, ca quan dii dien giai quyet va
tra ket qua dung thai gian quy dinh.

2.Cach thu-c thvc hifn thu tuc hanh chinh: Trvrc tidp n$p ho so va nhan kdt
qua tai co quan dai dien.

3.Thanh phan, so lugrng ho so:

3.1.Thanhphanhoso:

a.To khai de nghi cap, gia han hp chieu ngoai giao, hp chieu cdng vp va cdng
ham de nghi phia nuoc ngoai cap thi thpc.

b.01 anh co 4cm x 6cm, nen mau trlng, dau dd tran, khong deo kinh mau,

chup khong qua 01 nam (dan vao To khai).

c.01 ban chinh van ban cu hoSc cho phep can bp, cdng chiic, vien chiic quan
ly, sy quan, quan nhan chuyen nghiep di nude ngoai.

i. Hp chieu ngoai giao, hp chieu cdng vp con gia tri su dung dudi 12 thang.

3.2.S6 lupng hd so: Mot (01) bp.

4.Thoi gian giai quyet thu tuc hanh chinh: khong qua OS ngay lam viec, ke
txr ngay nhan day du hd so hop lp.

5.Doi twpng thuc hien thu tuc hanh chinh: cdng dan Vipt Nam d nude ngoai
thudc dipn quy dinh tai khoan 1 Didu 13 Lupt Xuat canh, nhpp canh cua cdng dan
Viet Nam.

6.Co quan thuc hien thu tuc hanh chinh: Co quan dpi dien Vipt Nam d
nude ngoai dupe uy quyen thpc hien chiic nang lanh su.
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9.Mau dun, td khai:

a.Td khai de nghi cap, gia han hf chieu ngoai giao, ho chieu cong vy va cong
ham dd nghi phia nude ngoai c^p thi thuc theo mlu 01/2020/XNC ban hanh kern
theo Thong tu so 04/2020/TT-BNG ngay 25/9/2020 ciia Bo trudng Bo Ngoai giao
hudng dan vif c cap, gia han, huy gia tri sir dyng hp chieu ngoai giao, hp chieu cong
vy va cap cong ham de nghi phia nude ngoai cap thi thyc.

b.Ho&c td khai dien tu (co ma vach) dupe in td Cdng dich vy cong cua Bp
Ngoai giao tai dja chi http://dichvucong.mofa.gov.vn.

10.Yeu cau, dieu kifn thyc hifn thu tuc hanh chinh:

a.Co quan co th^m quyen cu ngudi mang hp chieu ngoai giao, hp chieu cong

vy di cong tac nude ngoai: theo quy dinh tai Bi^u 11 Luyt Xuat canh, nhap canh
cua cong dan Vift Nam.

b.Van ban cu hoac cho phep can bp, cdng chuc, vien chdc quan ly, sf quan,
quan nh&i chuyen nghifp dinudc ngoai: quy dinh tyi Bieu 4 Thong tu so
04/2020/TT-BNG ngay 25/9/2020 cda Bp trudng Bp Ngoai giao hudng din vifc cap,
gia han, huy gia tri su dung hp chieu ngoyi giao, hp chieu cdng vy va cap cdng ham
de nghi phia nude ngoai cap thi thuc.

c.VSn ban uy quydn cho ngudi dung dau don vi true thupc trong vifc cu ho^c
cho phep di cdng tac nude ngoai: quy dinh tai Bidu 5 Thong tu so 04/2020/TT-BNG
ngay 25/9/2020 ciia Bp trudng Bp Ngoai giao hudng dan vifc cap, gia hyn, huy gia
tri sut dung hp chieu ngoai giao, hp chieu cdng vy va cap cdng ham de nghj phia
nude ngoai cap thi thuc.

d.Ngudi thupc dif n dupe gia han hp chieu ngoai giao, hp chieu cdng vy d nude
ngoai: quy dinh tai khoan 1 Bieu 13 Luat Xuat canh, nhap canh cua cdng dan Vift
Nam va tai Khoan 15 Bidu 8 va Khoan 6 Bidu 9 Luat Xuat canh, nhap canh cua
cdng dan Vift Nam.

e.Td khai dd nghi cap, gia han hp chidu ngoyi giao, hd chieu cdng vy va cdng
ham de nghi phia nude ngoai cap thj thuc: quy dinh tyi khoan 1 Bidu 14 Thdng tu
sd 04/2020/TT-BNG ngay 25/9/2020 ciia Bp trudng Bo Ngoyi giao hudng dan vifc
cap, gia han, huy gia tri sir dung hp chidu ngoyi giao, hp chidu cdng vy va cap cdng
ham dd nghi phia nude ngoai cap thi thuc.

Thong tu so 264/2016/TT-BTC ngay
14/11/2016 ctia Bo Tai chinh quy
dinh mire thu, che do thu, ndp, quan
ly va sir dving If phi lanh sir tyi cac co
quan dai dien Vif t Nam d nude ngoai.

Van ban quy djnh
30 S/quyen/lib
Mwc thu If phi

Gia han ho chieu

Ten If phi

7.Ket qua thyc hifn thii tgc hanh chinh: hp chidu ngoyi giao, ho chidu
cdng vy (khdng gSn chip dif n tit) dupe gia han khdng qua 03 n^m.

8.Phi, I^ phi thyc hifn thu tyc hanh chinh:
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11. Ctf sd phap ly thyc hien thu tuc hanh chinh:

a.Luyt Xuat canh, nhap canh cua cong dan Viet Nam (Luat so 49/2019/QH14
ngay 22/11/2019).

b.Thong tu s6 264/2016/TT-BTC ngay 14/11/2016 ciia Bp Tai chinh quy
dinh muc thu, che dp thu, npp, quan ly va su dpng le phi lanh sy tai cac ca quan dai
dien Vipt Nam d nude ngoai.

c.Thong tu s6 02/2017/TT-VPCP ngay 30/10/2017 cua Vto phong Chinh phu
hudng dan ve nghipp vy kiem soat thu tyc hanh chinh;

d.Thong tu so 01/2018/TT-VPCP ngay 23/11/2018 cua V3n phong Chinh phu
hudng dan thi hanh mot sd quy dinh ciia Nghi dinh sd 61/2018/ND-CP ngay
23/04/2018 cua Chinh phu ve thuc hipn co che mpt cira, mpt cua lien thong trong
giai quyet thu tyc hanh chinh.

e.Thong tu so 04/2020/TT-BNG ngay 25/9/2020 cua Bp trudng Bp Ngoai giao
hudng din viec dp, gia han, huy gia tri su dyng hp chieu ngoai giao, ho chieu cong
vy va cap cong ham d^ nghi phia nude ngoai cap thi thuc.
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*To khai dien tic dtcoc in tie Cong dich vu cong cua Bq Ngoai giao se tich hop them
ma vach va md to khai (hoac/vd QR code).
*Cdc mdu tic 11-15.BPMC duoc in tren khS giay AS (148mm x 210mm), ddi v&i
biiu mdu 16.BPMC Met id in tren kho giay A4 (210mm x 297mm).

Mlu So theo d5i ho so

Mau PhiSu kiem sodt qud trinh giai quy^t ho so

Mlu Phieu tit chdi tiep nhan giai quy^t ho so

Mau Phiu xin loi va hpn lai ngay tra ket qu^

Mau Phi^u yeu cau bo sung, hoan thien ho so

Mlu Gily ti^p nhan ho so va hen tra k^t qud

Mau V3n ban thong bao mat ho chieu ngoai giao, ho chieu cong vp

Mau Quy^t dinh uy quy&i cut can bp di cong tac nude ngoai

Mau VSn ban gidi thieu chft ky, con dau cua ca quan th^m quyen cii
can bo di cong tac nude ngoai

Mau Quy^t dinh etc can bo di cong tac nude ngoM

Mau tec khai dS nghi cap, gia han ho chieu ngoai giao, hp chieu cong v^
va cong ham de nghi phia nuoc ngoai cap thj th\rc

Ten bieu mau, tec khai

16.BPMC

15.BPMC

14.BPMC

13.BPMC

12.BPMC

11.BPMC

05.BPMC

04.BPMC

03.BPMC

02.BPMC

01.BPMC

Mau

PHU LUC
CAC BIEU MAU, TOf KHAIAP DVNG TAICAC CO QUAN

Dl/gfC UY QUYEN THUC HIEN CHUC NANG LANH SV
(Ban hdnh kern theo Quyit dfnh/QD-BNG ngccy .../10/2020

cua Bq trudng Bo Ngogi giao)
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, ngdy ... thdng ... nam 20..

Ngiroi khai
(Ky vd ghi rd hp ten)

XACNHAN

6ng/Ba:
-La can bQ, cong chicc, vien chuc, sy quan, quan nhan chuyen nghi^p vd

nhung lai khai tren phii hap v&i thong tin trong ho sa quan ly can bp;
-Dupe phep di thdm, di theo thanh vien Ca quan dpi dien Viet Nam a
nuac ngoai hope di theo hanh trinh cong tac cua cong chuc, vien chuc,
sy quan, quan nhan chuyen nghiep.

, ngay ... thdng ... nam 20...

(Nguai co thdm quyen ky, ghi ro hp ten, chiic vp vd dong ddu)

Toi xin cam doan nhftng ldi khai tren li dung s\r th^t vi xin chju hoin toin trich nhipm
truoc phip lu^t./.

II. Thong tin chuyen di:
l.Bid^n:B\r djnh xuat canh ngiy ...A../...

2.B^ nghi cdp cdng him xin thj th\tc nhap canh/qua canh
/Schengen t^i BSQ/TLSQ/CQBBt^i..
3.Chiic danh (bdng tieng Anh) cua ngu^i xin thj thvrc can ghi trong cong him

Dja chiNghe nahiepNSm sinhHo v^ ten

Con

Con

Con

Vy/ch^ng
M^

Cha
Gia dinh

6. Co quan cong tac:7. Bi^n tho^i:
8.Chiicvp:

a. Cong chiic/vien chiic quin ly: loaibacngach
b.Can bp (bdu cu, phe chudn, bdnhi?m):
c. Cap bac, ham(/irt: lupng vu trang): 

9.BOdtriyc cap hQ chieu ngo^i giao socap ngiy .../.../t^i

hoOc/vahQ chieucong vu socapngay .../.../t^d

10.N^i dung de nghi: D Cap mdi Ian dau; D Cip lai do h6ng, mit;
?Cap lai do h6t h^n, h^t trang ho^c thay ddi thong tin (chiic danh, nhan thin,...);
?Cip l^i h$ chi^u c6 gin chip di?n tu.

11.Lo^i hp chieu muon cap: ? c6 gin chip difn tvr; D khdng gin chip difn tO:.
12.Thong tin giadinh:

-NQp 02 anh, c& 4cmx6cm;
-Anh nn mill s&ng, ^ha d^

tr^n, khdng deo kinh m&u.
-Anh chyp cdch diiy khdng

qu^ 1 ndm.
-D^n ] anh v&o khung nhy.
• Ddng dau gidp lai via 'A anh

d6i vdi c^c tnrtmg hyp phai
x4c nh^in TO khai.

TOf KHAIDE NGHI
CAP D GIA HAN ? HO CHIEU NGOAIGIAO ? HQ CHIEU C6NG VV

? CONG HAM DE NGHJ PfflA NI/OC NGOAI CAP THJ THyC
(Dqc ky huetng dan a m^t sau tructc khi dien to khai)

I. Thong tin ca nhan:
1.Hq va ten:

2.Sinhngiy:thingnim3. Giditinh D Nam D NO:
4.Noi sinh:
5.So CMNB/The CCCB:ngaycip .../.../.,

Mail 01.BPMC (Mdu 01/2020/XNC)
CONG HO A XA HOI CHU NGHlA VI^T NAM

Bpc lap - Ty do - Hanh phuc
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(In mat sau To khai)

HI/6NG DAN CACH DIEN Td KHAI

Hirdng dan chung:

Td khai phai du^e dien chinh xac vd day dii. Trudng hyp chi Ah nghj gia hyn h0 chiiu
ngoyi giao, h chieu cdng vy hodc cdng ham thi khdng can co dnh vd xac nhan cua co quan, td

chiic. Trudng hyp chi de nghi cap cong ham thi khong cin dien diem 10, 11, 12 phan I trong
Tdkhai.

Hu-6-ng dan cu thi:

Phdn lieu di: Ddnh dau x vdo 6 vudng thich hyp.

Phdn I- Thong tin cd nhan:

-Diim 1: Viet cha in hoa theo dung hy vd ten ghi trong CMND, CCDC;

-Diem 6: Ghi r5 don vj cong tie tit cap Phong, Ban trd len;
-Diim 8: Ghi r5 chiic vy hiyn nay: (vi dy: Phd Vy trudng, Trudng phdng...).

+ Myc a: Ghi r5 cdng chiic, vien chiic qy^n ly loyi (vi dy: Al, A2), b(ic (vi dy: 1/9, 3/8)
ngach (vi dy: chyyen vien, chuyen vien chinh).

+ Myc b: Ghi r5 chiic danh cua cdn by vh nhiym k^ cdng tdc (vi dy: Uy vidn BCH Tong
lien doan lao ding Viyt Nam nhiem ky 2011 -2016,...).

+ Myc c: Ghi rd cip bye, ham (vi dy: Thieu tuong, Dyi td...).

Phdn II— Thong tin chuyen di:
-Diim 1: Ghi rd ten nude ho$c vung ldnh tho noi din ho^c qud canh vd ngay dy djnh

xudt cdnh.

-Diim 2: Ghi rd tdn nude xin thj thyc nMp c&nh, xin thi thyc qud cdnh. Trudng hyp xin
thi thyc Schengen thi ghi rd ten nude nh|p canh diu tien. Ghi rd ten Dyi sii quan, Tdng Ldnh
sy quan ho^c Co quan dyi diyn nude ngodi noi nyp hd so xin thi thyc.

Phdn xdc nhdn:
-Co quan, ti chiic tryc tiip qudn ly nhan sy xac nhdn Td khai vd ddng ddu giap lai dnh.

Trudng hyp ngudi di nghj dip hi chiiu cd hy chiiu ngoyi giao, hy chiiu cdng vy cfl cdn gia
trj vd khong cd sy thay ddi Co quan, ti chiic tryc tiip quan ly nhan sy so vdi thdi diem cap hy
chiiu trudc ddy cung nhu khong thay ddi co quan cap hy chieu thi Td khai khong can cd xac
nhan.

-Trudng hyp ngudi di nghj gia han hy chiiu ho^c cap cdng ham (cd h^ chiiu ngoyi giao,
h0 chiiu cdng vy cdn gid trj) thi Td khai khong can cd xdc nhyn.

-Trudng hyp vy, chdng di theo hanh trinh cdng tdc; vy, chong vd con dudi 18 tuoi di
thdm, di theo thdnh vidn Co quan dyi diyn, co quan thong tin, bao chi nhd nude ciia Viyt Nam
thudng tru d nude ngoai ma khong thuyc bien chi cua co quan, td chiic nao thi Co quan, to

chiic tryc tiip qudn ly nhan sy cda ngudi duyc cii di cdng tdc nude ngoai xdc nhan Td khai.



Mail 02.BPMC (Mdu 02/2020/XNC)
[Co quan c6 tham quyen]'CQNG HO A XA HOI CHU NGHIA Vl^T NAM

Bpclap-Tudo-Hanhphuc

S6: .../QD-......, ngdy ... thdng ... ndm 20...

quyt binh
Ve vi^c cir cong chuc, vien chuc quan ly, sy quan, quan nhan chuyen nghi^p

di cong t^c nude ngodi

[Co quan co tham quyen]
Can cii Lu^t Xuat canh, nhap canh cua cong dan Vi^t Nam ngdy 22/11/2019.
Cdn cu (quy djnh ve chuc ndng, nhipm vp, quyen hpn cua co quan c6 tham quyin ra

quyet d\nh);
Can cu (van ban sd ... ngdy .../.../... cua Bp trudng/Thu tncong co quan uy quyin cit/cho

phep cdn bp, cdng chicc, vien chicc quan ly, s^ quan, quan nhdn chuyen nghiep di mc&c ngodi);

X& nhu cau c6ng tic v^ kha n3ng cin b$;
X6t dk nghj ciia (Thu trudng don vi co cdn bp di cong tdc),

QUYET B}NH:
Bieul. C^^ong/ba:
VD I. Nguyen V4n A, (VD ddi voi cdng chicc) Pho Vu truong Vp To chute cin bp;

cong chute loai A2, b^c 2/8, ngach chuyen vi&i chinh, mangach
01.0022, huongluong...3

VD2. Nguyen Vin B,(VD ddi voi vien chic quan ly) Tnrong khoa B^nh vien B^ch Mai,
Ha Npi; vien chiic quan ly loai A3.1, bac 2/6, ng^ch bic sy cao
cap, ma ngach 16.1164,hu6ngluong...5

VD3. Nguyen V5n C,(VD ddi voi sy quan) Trung ti, Truong phbng, Cpc quin ly xuat
nhap canh6, huong luong...7

VD4. Nguyen Thj B,(VD ddi voi cdn bp dupe bdu cu) Ph6 Chu tich Hpi dong nhan
dan huy^n Hipp H6a, nhipm ky 2016-20218, huong luong...9

Di nudc/vung Idnh thd   : 
Thdigian: 
Mucdich: 
Chi phi chuyin di: 
Co quan mdi ho^^c thu xep: 
chuyin di
Bieu 2. Thu trudng ede don v[: ... v^ (cac) cd nhan c6 t^n d Bieu 1 chiu trach nhipm thi hanh
Quy^tdinhnay./.10
NoinhQn:THU TRUdNG CO QUAN
-Nhu Bieu 2;(hojc KT. Thu trudng co quan,
-Bq Ngo?i giao;hodc ngudi dupe uy quyen)
-Luu: ....(Ky tryce tiep vd ghi ro hp ten, dong ddu)

1Quy dinh t^i Di^u 11 Lu^t Xuit cdnh, nh$p c^nh ciia c6ng dSn Vi^t Nam nam 2019.
2Ap dyng d6i vdi cdng chttc.
3Ghi i^ hudng luong tCr ngan sdeh Nh^ nude ho^c quy luong cua don vj sy nghi^p cdng l$p theo quy djnh phdp lu$t
4Ap dyng d6i vdi vi^n chdc qudn ly.
3 Ghi rO nhu hudng dan tyi trfch din 3 d trSn.
' Ap dyng doi vdi sy quan, qudn nhdn chuy^n nghiep.
7 Ghi r6 nhu hudng din tyi trfch din 3 d yen.
1 Ap dyng ddi vdi cdn bd duyc blu cu nhi^m ky.
' Ghi rd nhu hudng din tyi yfch din 3 d yen.
10 Chtt ky tit cua 18nh dyo co quan, don vj chu tri soyn thdo van bdn.

Van bdn cd nhieu trang thi phdi ddnh so thd ty vd dong dau gidp lai gitta ede dang.
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1Quy djnh t^i Diu 11 Lu^t Xuit cinh, nh^lp cinh ciia cfing ddn Vi$t Nam ndm 2019.
2Ap dyng d6i vdi truimg h^p dupe uy quy^n cur cdn bO di nude ngodi.
3Thdi h^n dupe giao th4tn quy^n cur cin b^ di nude ngodi (theo nhim ky ho^c cd thdi h^n).
4Ngudi ky van ban gidi thi$u khong ph&i 14 ngudi dupe gidi thieu mau chO ky.
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TL. THU TRCdNG CO QUAN4
CHANH VAN PHONG

(Ky tr^tc tiip v& ghi rd hf> ten, dong ddu)

AW nh^n:
- Nhu tr^n;
-Luu

Mau con dau cua co quan:

Kinh gui: Bp Ngoai giao
(Cue LSnh sy va So Ngo^i vu TP. H6 Chi Minh)

Can cu Lu^t Xuat canh, nhap canh cua cong dan Vi^t Nam n&m 2019;

C5n cii quy che ho^t dQng doi ngoai hoac cii can bp di cong tac nude ngoai;

Tren co so Quyet dinh uy quyen so .../QD-... ngay .../.../... cua [Co quan

c6 tham quyln] (giii k^^m theo)2;
[Co quan co tham quyen] gioi thieu mau con dau ciia co quan va chu ky

cua ngudi co tham quyen cut can bp/cong chiic/vien churc quan ly/sy quan/quan

nhan chuyen nghipp di cong tac nuoc ngoai:

6ng/Ba:

Chiic vy:

Thdihan3:

Mau chu ky (ky true tiep 3 mau),

..., ngcty ... thong ... ndm 20...S6: .../...

Ve vi^c gidi thipu mau con d^u, chO ky

Mail 03.BPMC (Mm 03/2020/XNQ
CQNG HOA XA HQl CHU NGHlA VI^T NAM

Dpc lap - Ty do - Hanh phiic
[Cor quan c6 thlm quyen]1



1Quy djnh t^i Dieu 11 Lu^t Xuit c^nh, nh^p c4nh c^a cong d4n Vi^t Nam nSm 2019;.
2Dirge cur c&n bg cip n^o, di nude n^o, Muc dich gi. thin gian bao nhieu iau vd kinh phi do ai chi tri.
3Thdi han dugc riy quyen cCr cdn bO di nude ngo^i (theo nhigm ky ho^c thdi h^n cong t^c).
Neu van ban cd nhieu trang thi phai ddnh so thir tg, ky nhiy d moi trang v^ ddng d4u giap lai gitta ede trang.
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Mau 04.BPMC (Mdu 04/2020/XNC)
[Co quan c6 tham quyen]'CONG HOa XA HOI CHU NGHIA Vl^ T NAM

Dc lap - Ty do - Hanh phuc

So: .../QD-......, ngdy ... thdng ... nam 20...

QUYET DINH UY QUYEN
Cii- can b, cong chtrc, vien chirc quan ly, sy quan, quan nhan cbuyen nghifp

di cong tac nude ngoai

[Cor quan co tham quyen]
CSn cu Luat Xuat canh, nhap canh cua cong dan Vi^t Nam n8m 2019;
Can cii (van ban quy dinh ve chirc nang, quyen hqn vd co cdu to chuc cua

co quan);

QUYET DJNH
fiieu 1:
Uy quyen cho 6ng/Ba:

Chute v^:

Pham vi uy quyen:2

Thdi h^n uy quyen:3

Dieu 2: Thii trudng cac don vi: .... va (cac) ca nhan co ten o Dieu 1 chiu
trach nhi^m thi hanh Quyet dinh nay./.

AW nhfin:THU TRI/dNG CO QUAN
-Nhu Dieu 2;(Ky tryrc Hep vd ghi ro fiQ ten, ddng ddu)
-B<j Ngo^i giao;
-Luu:....



26

1Theo Diiu 11 Lu^t Xudt c4nh, nh^p cinh cua cdng d8n Vi^t Nam nSm 2019;
2Thong b&o vdi h^ chieu cip trong v6ng 8 n^m.

Mau 05.BPMC (Mdu 05/2020/XNQ
[Co quan quan ly hp chieu]1   C0NG HOA XA H0I CHU NGHIA Vlf T NAM

Dpc lap - Ty do - Hgnh phiic

S6:.../......, ngdy ... thdng ... nam 20...

V/v thong Mo mat h chi^u
ngopi giao, hp chieu cong vy2

Kinh giii: - Cyc Lanh sy By Ngoai giao;
- So Ngoai vy TP. H6 Chi Minh.

[Co quan co thdm quyen] thong bao hy chieu bi mat nhu sau:

1.Ho chieu mang ten 6ng/Ba:

2.Ngay thang nam sinh:

3.Noi sinh:

4.Chucvy:

5.Bimdthy chieu: -Loyi:     ONgogigiao   OCongvu

-S6:

-Ned cap:  ? Cyc Ldnh su

D So Ngoai vy TP. H6 Chi Minh

D Co quan dai dien Vi^t Nam tqi

-Ngay cap:

6.Ly do mat:

[Co quan quan ly hg chieu] thong bao viec mat (ede) hy chieu tren de Cac
co quan co tham quyen lam thu tyc huy ho chieu nay theo quy dinh./.

NoinHn:THU TRU"dNG CO QUAN
-Nhu tr^n;(Ky tryce tiip vd ghi ro hy ten, dong ddu)
-Cue Quan ^^ Xuit nhap c^nh, B Cong an;
-Cyc Cua khau, Bq Tu l^nh By dpi bien
phong, Bo Qu6c ph6ng;
-Lira: ....
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14 BO ph^n MOt cfa t^i Cpc LSnh s\r ho^c SO Ngo^i v\i thtah ph6 HO Chf Minh ho^c Co quan d^i di^n.
2Ma don vj chuy^n m6n gidi quy^t TTHC cua Cpc L3nh sq ho^c Sd Ngoqi vq thdnh ph6 Ho Chi Minh
3Ma djnh danh ciia Cqc L8nh sq (20) ho^c Sd Ngoqi vq thdnh ph6 H6 Chi Minh (23)
3 Moi loai gi^y td ghi rS bin chinh, ban sao, ban djch (cd Chung thgc), so luqng moi loqi
6 Ghi nOi dung luu y cho ngudi npp hb so.
' Doi vdi co quan dqi di^n thl khong cdn theo cdu true ma ho so niy md theo so ho so tqi sd theo dBi cua co quan

dqi di$n.

S6 luong ho so:giay to/ban.

2.Thai gian giai quyet ho so theo quy dinh la:ng^y lam viec.
3.Thoi gian nhan ho so: ... gio ... phut, ngay ...I...I

4.Thoi gian tra ket qua giai quyet ho so:... gio ... phut, ngay ...I...I

5.Phi, l^ phi du thu: ... d6ng.
6.Hinh thiic nhan ket qua:   ? tryc tiep tai 40 Tran Phu, Ba Dinh, Ha Noi.

D giii qua dich vy bxm chinh cong ich.
Vao So theo doiho so, Quyln s6:/, S6 thutu:

*Ghichu:6

Ha N^i, ngaythdngnam

NGlTOl NQP HO SONGtTOl TIEP NIL\N HO SO
(Ky vd ghi rd h<? ten)(Ky vd ghi rd h^ ten)

So liryngLoai giay til
(goc/sao/dich)

Ten giay tfr

5
4
3
2
1

TT

.... ngaythdngnam

GIAY TIEP NHAN HO SO VA HEN TRA KET QUA
(Lien: Luu/Giao khdch)

Ma ho so: 000.ZZ2.AA3.G08-YYMMDD-XXXX*

[Co quan tiep nhan]4 tiep nhan ho so cua Ong/Ba

Biachi:
So di^n thoai:Email:
Npi dung yeu cau giai quySt: [ten thu tuc hanh chinh]
1. Thanh phan h6 so g6m5:

MSu ll.BPMC
CONG HOA XA HQI CHU NGHIA Vlf T NAM

B$c lap - Ty do - Hanh phiic

S6: .../...-BNHS

[CO QUAN TIEP NH^N]1
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(In mgt sau Gidy tiep nhgn hd so vet hen trd kit qua)

THONG TIN
1.Tra cihi tinh hinh giai quyet Ihu tyc h&nh cbi'nh:

Tnrdc khi \ky k^t qua, t6 chiic, cd nhan vui ldng tra ciiu thong tin gidi quylt h6 so tai
http://dichvucong.mofa.gov.vn hoSc qua so dien thoai xxxxxzxx

2.Dirdng day nong:

Nlu g^p vuong m5c, kho kh^n ho^c h^nh vi gay kh6 dl, nhung nhilu, chym trl trong
qud trinh gidi quyet ho so, dl nghj t6 chiic, ca nhan guri phan anh, kien nghj theo dudmg ddy
nong nhu sau:

>So dien thoai:

-[Co quan tilp nh^n]:

o (cdng chuc tiep nh^nphdn anh, kien nghj): xxxxxxxx

o Trudng (ho^c phy trdch) [Bp phyn tilp nhyn]: xxxxxxxx

-Van phdng Bp (Phong Quy ch^ Quy trinh): xxxxxxxx ho^c di dpng xxxxxxxx (cdng
chtic tiip nhgnphdn anh, hen nghj).

>Horn thu dien t^:

-[Co quan tilp nhan]: ...

-V3n phdng Bp (Phdng Quy chl Quy trinh): tthc@mofa.gov.vn.

Xin chin thanh cdm on sy hpp tdc cua Quy 6ng/Ba (hoc To chiic).
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1BO phjn MOt ciia t^i Qic LSnh sif ho^c SO Ngo?i vy thinh ph6 H6 Chf Minh ho^c Co quan d?i di^n.
2Ma don vj chuydn mOn giai quyit TTHC cua Cyc L3nh sy hodc SO Ngoyi vy thdnh ph6 H^ Chi Minh
3Ma dinh danh cua Cyc Lanh sy (20) ho^c SO Ngoyi vy thhnh pho Hi Chi Minh (23)
4'5 TruOng hyp theo ydu ciu cua Don vj chuyen mon.
* Dii vOi co quan dyi diin thl khdng cin theo ciu true m3 hi so nhy ma theo si hi so tyi si theo ddi cua co quan
dyi di^n.

Ngay .../.../, Quy Ong/Ba da d^n [Co quan tiep nhan] de npp h6 so

yeu cau giai quyet [ten thu t^c hanh chfnh].
Qua xem xet, ho so tren can bo sung them mot so giay to, tai lieu theo quy dinh.

{hoac: Ngay .../.../., [Co quan tiep nhan] da tiep nhqn cua Quy Ong/Ba
bo ho sa di nghi giai quyit [ten thu tuc hanh chinh], ma sd 000.ZZ2.AA3.G08-

YYMMDD-XXXX'.

Tuy nhien, qua thdm dinh cua Dam vi chuyen mon, ho so tren can bo sung
them mqt so gidy to, tai lieu theo quy dinh.]4

De hoan chinh ho so, tao dieu ki^n cho ca quan chung toi ^iai quyet thu tuc
hanh chinh dung quy dinh va dam bao thai han, de nghi Quy Ong/Ba (hope T6
chuc) bo sung, hoan thien ho so gom nhung npi dung sau:

(1)
(2)
(3)
(4)
(5)
Ly do:
Trong qua trinh hoan thien ho sa neu co vuang mac, Ong/Ba lien h^

voiso di^n thoai xxxxxxxxx de duac huang dan./.

Tran trpng./.

NGircn huOng dan
(Ky, ghi ro h^ ten va dong ddu)

[TL. THU TRlfdNG CO QUAN
TRlfdNG PHONG ZZ

(Ky, ghi ro hq ten va dong ddu)]5

Mau 12.BPMC
[CO QUAN TIEP NH^N]'    CONG HO A XA H0I CHU NGHIA VI$T NAM

Dqc lap - T^ do - Hpnh phuc

So: .../...-HDHS..., ngaythongndm

PHIEU YEU CAU BO SUNG, HOAN THIEN H6 SO

Kinh gui: 6ng/Ba (hoac To chuc)
Diachi:
Bienthoqi:
Email:
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1C\ic L3nh sy ho^lc Sd Ngoai vy thanh ph6 H^ Chi Minh ho&c Co quan dyi di$n.
2Ma don vj chuy6n mdn giai quy^t TTHC cda Cyc Lanh sy ho^c Sd Ngoyi vy thanh ph6 H^ Chi Minh
3Ma djnh danh cua Cyc Lanh sy (20) ho(ic Sd Ngoyi vy thanh pho Hi Chi Minh (23)
4Trudng hyp khdng xdc dinh duyc thdi hyn thi ghi n0i dung "01 ngay 1dm viyc ki tit ngdy nh_0n duyc vdn bdn
phuc ddp cua co quan cd tham quydn lien quan. [By phan tiep nhyn] s^ thong bdo cho Quy Ong/Bd (hodc To
chtic) qua tin nhan/thu di0n td"
' D6i vdi co quan d^i di0n thi khdng ciln theo ciu trdc ma hi so ndy md theo s6 hb so tyi s6 theo ddi cila co quan
dyi di^n.

MSu 13.BPMC
[CO QUAN LANH S\f]'    CQNG HO A XA H0I CHU NGHIA Vl^T NAM

Dc lap - Ty do - Hanh phiic

So:/PXL-ZZHaNoi, ngaythdngndm

PHIEU XIN LOIVA HEN LAI NGAY TRA KET QUA

Kinh gu-i: 6ng/Ba (hoac T6 chute)

Diachi:
Di$n thoqi:
Email:

Ngay .../.../, [Co quan tiSp nhan] da tiep nhan cua Quy ^ng/Ba bo h6
so de nghi giai quyet [ten thu tuc hanh chinh], ma s6 000.ZZ2.AA3.G08-
YYMMDD-XXXX*, thai gian hen tra ket qua giai quygt h6 so: ... gio ... phut,
ngay.../.../

Tuy nhien, [Co quan tiep nhan] chua the tra ket qua dung thdi han da ghi
tren Giay ti^p nhan h6 so va hen tra k^t qua s6 ZZ.../.. .-BNHS. Ly do: ho sa cua

Quy Ong/Bd pltdi xdc minh/xin y kien effquan co tham quy en lien quan.
Sy cham trl nay da gay phi&i ha, t6n kem chi phi, cong sue cua Quy

6ng/Ba.

Bang thong bao nay, [Cue Lanh su/Sd Ngoai vu thanh pho Ho Chi Minh]
xin tran trong gui loi xin loi toi Quy 6ng/Ba va se tra ket qua giai quyet ho so
cho Quy 6ng/Ba vao ... gicf... phut, ngav ...I...14

Rit mong nhan duoc sy thong cam ciia Quy 6ng/Ba.

Tran trong./.

Nffi nh$n:TL. THU TRUQfNG CO QUAN
-Nhutren;TRUONG PHONG ZZ
-[Bp phan ti^p nh$n] (de phoi hyp);(K^ gM r5 h(? m v^ d6ng d^u)
-Luu: VP, ZZ.
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1BO phOn MOt cfta ti Cyc Ltah sy ho^c S Ngoyi vy thtah ph6 Hb Ch( Minh ho^c Co quan dyi di^n.
2Ma don vj chuy&i mdn gidi quy^t TTHC ciia Cyc LSnh sy ho^c S* Ngoyi vy thanh ph6 Hb Chi Minh
3Ma dinh danh cua Cyc Lanh sy (20) ho^c S^ Ngoyi vy thdnh ph6 Ho Chi Minh (23)
4>3 Tryhng hyp theo y^u c^u ciia Don vi chuydn m6n.

' D6i v6\ co quan dyi di^n thl khong can theo cau tnic ma hO so ndy md theo s6 hb so tyi sb theo dOi ciia CO quan
dyi diOn.

Xin tran trpng thong bao Quy 6ng/Ba (hoac T6 cMc) du^c bilt va th^c hi^n/

NGirdi tiEp nh^jv ho so
(Ky vd ghi ro hq ten)

[TL. THU TRlfdNG CO QUAN
TRlfdNG PHONG ZZ

(K], ghi rd hq ten vd dong ddu)]5

Mlu 14.BPMC
[CO QUAN TIEP NH^V]1      C0NG HOA XA HQl CHU NGHIA Vlf T NAM

Dqc lap - Tv do - Hanh phtic

So:/...-TCHS..., ngaythdngndm

PHIEU TIT CHOI TIEP NHAN GIAI QUYET H6 SO

Kfnh gin: 6ng/Ba (ho^c To chuc)
Diachi:
Dienthoqi:
Email:

Ngay .../.../, Quy dng/Ba da d^n [Co quan tiep nhan] dl npp h6 so
yeu cau giai quyet [ten thu t\ic hanh chinh].

Qua xem xet, [Bo ph^n tiep nh^n] xin thong bao khong tiep nh|n, giai
quylt h6 so nay.

fhodc: Ngay .../.../., [Co quan tiep nhan] da tiep nhqn ciia Quy Ong/Bd
b ho so de nghi giai quyet [ten thu tuc hanh chinh], ma so 0O0.ZZ1.AA3.G08-
YYMMDD-XXxk.

Qua thdm dinh, [Co quan tiep nhqn] xin thdng bdo khong tiep nhqn, giai
quyit ho so nay.]4

Ly do c\i the nhu sau:
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1C^c L3nh s\i ho^c Sd Ngo^ii vu th^nh ph6 H6 Chf Minh ho^c Co quan d^i di$n.
2MS don vj chuyn mon giii quyet TTHC cua Cyc Lanh sy ho^c Sd Ngoyi vy th^nh ph6 Hd Chf Minb
3Ma djnh danh ciia Cyc L3nh sy (20) ho&c Sd Ngoyi vy thanh phd H^ Chf Minh (23)
* Doi vdi co quan dyi di^n thi khong din theo cdu true mS ho so niy mi theo so h^ so tyi sd theo dfii ciia co quan
dyi di^n.

Ghichu:
- Ket qua gidi quySt ho so do ben nhdn nhdp thong tin/ghi khi nh(in ban giao ho so.

GHI
CHO

kEtquaxUly
(Tnroc han/dung

han/qua han)

[BO PHAN TIEP NHAN]
Ngirdi nhan

(Ky vd ghi ro ho ten)

[DON VJ CHUYEN MON]
Ngiroi nhan

(Ky vd ghi ro ho tin)

[BO PHAN TIEP NHAN[
Ngiroi nhan

(Ky vd ghi ro ho ten)

[DON VJ CHUYEN MON]
Ngiroi nhan

(Ky va ghi ro ho ten)

DON VJ, NGUOl NHAN

[DON VI CHUYEN MON]
Ngiroi giao

(Ky va ghi ro ho ten)

[BQ PHAN TIEP NHAN)
Ngirfri giao

(Kyvdghirdhoten)

[DOfN VI CHUYEN MON]
NgirM giao

(Ky va ghi ro ho ten)

[BO PHAN TIEP NH^N]
Ngu-oi giao

(Ky va ghi ro hg ten)

DON VJ, NGlTdl GIAO

...gift...phut,

ngay.../.../

...gio...phut,

ng^y.../.../

...gid...phiit,

ngay .../.../

...gi6r...phiit,

ng^y.../.../

THOl GIAN

So:/...-KSHS..., ngaythdngnam

PHIEU KlfiM SOAT QUA TRINH GIAI QUYET H6 SO
Ma ho so: 000.ZZ2.AA3.G08-YYMMDD-XXXX*

Ngay, gio nhan h6 so: ... gio ... phut,.../.../

Ngay, gio h?n tra ket qua: ... gior... phut, ngay .../.../

Don vi chuyen mon giai quy^t ho so: [Doii vj chuyen mon]

M5u 15.BPMC
CQNG HOA XA HQI CHU NGHIA Vlf T NAM

D$c lap - Ty do - Hanh phiic
[CO QUAN LANH SX^}1
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