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KY/ NANG GHI'SO'THEQ!DOI
HOATDONG HOA GIAI O CO'SO

(Khodn 4 biéu 21 Luat Hoa gidi 6 co s6 nam 2013;
Nghi dinh 15/2014/ND-CP ngay 27/02/2014 ctia Chinh phti;
Quyét dinh 889/QD-BTP ngay 21/4/2014 ctia B Tw phdp)
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S0 theo doi hoat dong hoa giadi 6 co so' la tai
liéu quan ly quan trong, gitip té hoa giai va Uy
ban nhan dan cdp xa nam bat tinh hinh, két
qua, hiéu qua cua tirng vu viéc hoa giai. Viéc
ghi chép day du, chinh xdc con la can ciwv dé
danh gia, tong két, khen thwéng, ho tro thu
lao cho hoa giai vién, dong thoi phuc vu cong
tac thong ké, bao cao dinh ky vé cong tac hoa
giadi ¢ dia phwong. Ky nang ghi sé theo déi hoa
giai khong chi la yéu cau vé hanh chinh ma
con la mét phan quan trong trong ky nang
nghé nghiép cua hoa giai vién, gop phan lam
cho hoat dong hoa giai thwc chat, minh bach
va bén virng.

Khoan 4 biéu 21 Luat Hoa giai ¢ co s6 nam 2013
quy dinh: “Hoa giai vién c6 trach nhiém ghi noi dung
vy, viéc hoa giai vao So theo déi hoat dong hoa giai &
co s¢”. Quy dinh nay duoc huwdng dan tai Diéu 11
Nghi dinh 15/2014/ND-CP ngay 27/02/2014 nhu sau:

1. SO theo doi hoat dong hoa giadi ¢ co sé cé noi
dung chu yéu sau day:

- Ngay, thang, nam nhan vy, viéc hoa giai;

- Ho, tén, tuoi, dia chi cia cac bén, nguoi co lién quan
dén vy, viéc hoa giai;

- Ho, tén cua hoa giai vién, nguoi duge moi tham gia
hoa giai (néu co);

- No6i dung chu yéu cua vy, viéc va yéu cau cua cac bén;

- Két qua hoa giai;

- Chit ky cua hoa giai vién, nguoi chirng kién viéc hoa
giai va nguoi dugc moi tham gia hoa giai (néu co).
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I 2. Sau khi két thuc hoa
giai, hoa giai vién cé6
trach nhiém ghi noi

CONEG 0L XA 101 CHD NGHIA VIET NAM
Boe Bip - Tt do - Hanh plsise

dung vy, Vviec hoa giai THEQ DOTHOAT BONG
vao so0 theo doi hoat HOA GIAI § €0 SO
dong hoa giai 6 co sé va| oo

chiu trach nhiém veé
tinh chinh xac cua noi
dung ghi so.

3. To trwdng to hoa giai c6 trach nhiém lwu gitr,
don doc viéc ghi So theo doi hoat dong hoa giai &
CO SO.

Theo Khoan 2 biéu 24 Luat Hoa giai ¢ co s& nam
2013, trudng hop cac bén dong y thi 1ap van ban
hoa giai thanh gom cac ndi dung chinh sau day:

- Can c& tién hanh hoa giai;
- Thong tin co ban vé cac
bén;

- Noi dung chu yéu cua
vy, viec;

- Dién bién ct@a qud trinh
hoa giai;

- Théa thuan dat duogc va

giai phap thyc hién;
- Quyén va nghia vu cua
nIRACY At '
% cac bén;
Toesiis /‘ - Phuong thitc, thoi han
T rr® thuc hién théa thuan;

- Cht ky hodc diém chi
cua cac bén va cua hoa

gidi vién.
HUONG DAN SU DUNG
\ SO THEO DOI HOAT PONG HOA GIAI O'CO'SO' !

--------------------------------------------------------

1. Hoa giai vién ghi cac thong tin vé vu, viéc da
thye hién hoa giai lién tiép theo thit ty tirng trang, |}

I khong dwoc bo trong. Noi dung ghi phai chinh xac,
I chir viét phai ro rang. Néu co sai sot khi ghi chép, thi I
ngwoi ghi chép trwe ti€p gach bo phan sai sét, ghi I
I

chép lai. Cu thé nhw sau:
D D D D D D D B D
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_______________

du’o’c ghl chep theo nam
tinh to ngay 01 thang 01
cho dén hét ngay 31 thang
12; bat dau ttr s6 01 va ghi
lién tuc dén hét nam. Trong
truong hop chwa hét nam
ma s dung sang s6 khac,
thi hoa gidi vién phai 14y
tiép s6 thir tw cudi cung cua

sO trudce, khong duoc ghi tir s6 01. Doi vai so dugce s

I
!

STT Ngay, Ngay,
thang, thiang, nam
nam nhan | thwe hién
vu, viéc hoa giai
hoa giai
(1) (2) (3)

dung tiép cho nam sau, thi hoa giai vién ghi vy, viéc
hoa giai dau tién cia ndm sau tai trang mai va bat dau

tur so 01.

Noi dung chi yéu cua vu,
L] ) ;\ b r
viéc va yéu cau cua cac bén

_______________

\

———————————————

thuan, tranh chap, vi
pham phap luat da duogc
hoa giai; nguyén nhan cua
mau thuan, tranh chap, vi
pham phdp luat; yéu cau

[

______________

——————————————

cac ben trong tru’o’ng hop
cic bén dat dugc thoa
thuan; hoac ghi yéu cau
cdia moi bén trong truong
hop cac bén khong dat
duogc thoa thun.

______________________

- Cot (8, 9):! Panh dau (%)

\,
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vao 0 twong ing vaéi két qua
hoa giai.

(6) cua cac bén...

Théa thuan cia cac
bén (hoic yéu chu caa
méi bén) sau khi hoa
giai

Két qua hoa
giai

Hoa | Hoa
giai giai
thanh | khong
thanh

(7

(®) )

2. To trwong to hoa giai phai gitr gin, bao quan,
Iwu triv S0, khong dwoc dé nhoe hoac rach nat. Khi
thoi gitr nhiém vy, to trrdng t6 hoa giai phai ban
giao SO0 cho ngwoi ké nhiém. Khi hét nam theo doi,

to truwdng to hoa giai c6 trach nhiém thong ké tong

s0 vu, viéc da thwe hién hoa giai; tong so vu, viéc da
hoa giai thanh va hoa giai khong thanh; ky, ghi ro

ho tén va xin chir ky, déng ddu xac nhan ciaa Uy

ban nhan dan cap xa.

(+))$& Tw phép tinh Ca Mau thyc hién (Théng 12/2025) [i55




