UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM

TINH KHANH HOA Dgc lap - Tw do - Hanh phiic
$6: 1183/QP-UBND Khdnh Hoa, ngay 27 thang 4 nam 2017
QUYLT PINH

Vé viéc cong bd thi tuc hénh chmh mdi ban hanh, bj bai bo trong linh vire
chitng thwe thudc thim quyen giai quyet ciia UBND cap huyén
trén dia ban tinh Khinh Hoa

CHU TICH UY BAN NHAN DAN TiNH KHANH HOA
Cin cir Ludt t8 chitc chinh quyén dia phuong ngay 19 thing 6 nim 2015;
Can ctr Nghi dinh s& 63/2010/ND-CP ngay 08 thing 6 nim 2010 cua Chmh
phti v& kiém so4t thil tuc hanh chinh;

Cén ctr Ngh1 dinh so 48/2013/ND-CP ngay 14 thang 5 ndm 2013 cua Chmhm
phu sira d8i, bd sung mot sb didu ctia cac nghj dinh lién quan dén kiém soét thu tuc "
hanh chinh;

Cin cir Thong tir s§ 05/2014/TT-BTP ngay 07 thang 02 ndm 2014 cua B
tredng B6 Tu phdp huéng din cong bd, niém yét thi tyuc hanh chinh va béo céo vé
tinh hinh, két qua thyc hién kiém soét thi tuc hanh chinh;

Xét d& nghi cia Gidm dbc S& Tu phép tai Tor trinh s§ 532 /TT-STP ngay
14/4/2017,
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QUYET DINH:

Piéu 1. Cong bd kém theo Quyét dinh nay thu tuc hanh chinh méi ban hanh, b1
béi bd trong linh vyc chimg thyc thuge thAm quyén giai quyét cta UBND cip huyén
trén dja ban tinh Khanh Hoa.

Pidu 2. Quyét dinh nay c6 hiéu lyc thi hanh ké tir ngay ky.

Piéu 3. Chanh Vin phong Uy ban nhén dén tinh, Gidm d5¢ S& Tu phép, Tha
trudng céc co quan, ban, nganh; Chu tich UBND cac huyén, thi x4, thanh phé; céc th
chtc, c4 nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.
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Noi nhdn

- Nhu Biéu 3 (th);

- Cyc Kiém soét TTHC (VPCP);

- TT.HDND tinh, Ban PC HPND tinh;
- Chu tich UBND tinh (b/c),

- S& Tu phiép;

- TT Cbéng bao, Cbng TTPT tinh;

- Luu: VT, DL, LT.
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Phinl ’
DANH MUC THU TUC HANH CHINH

1. Danh myc thi tuc hanh chinh méi ban hanh thudc thim quyén giai quyét
ciia UBND cép huyén

STT

Tén thi tuc hanh chinh

1

Cap ban sao tir sd gbc

2

Ching thyc ban sao tir ban chinh gidy t&, vin ban do co quan, t6 chirc c6
thAm quyén ciia Viét Nam c4p hoic chung nhén

Chung thyc ban sao tir ban chinh gidy t0, van ban do co quan, t6 chtic c6
thdm quyen ctia nuéce ngoai; co quan, tb chirc ¢6 thdm quyen cua Viét Nam
lién két v6i co quan, tb chirc ¢6 thim quyén clia nudc ngoai cap hoidc chimg
nhin

Chimng thuc chit ky trong cic gidy td, van ban (ap dung cho ca trudng hop
ching thuc diém chi va trudng hop ngudi yéu ciu chimg thue khong ky,
ong diém chi duogc)

himg thyc viéc sira d6i, bd sung, hity bo hop dong, giao dich

Sira 16i sai sét trong hop ddng, giao dich

Cép ban sao ¢6 chung thuc tir ban chinh hop dong, giao dich d3 duoc chimg
thuc

Chirng thuc chit ky nguoi dich ma ngudi dich 1a cdng tac vién dich thuét cla
Phong Tu phép

Chirng thuc chit ky ngudi dich ma ngudi dich khong phai 13 cong téc vién
dich thuét cia Phong Tu phéap

10 (Chimg thuc hop ddng, giao dich lién quan dén tai san 12 dong sin
11 (Chitng thuc vén ban thda thuén phén chia di san ma di san la ddng san
12 (Chimg thuc vin ban khai nhén di sén ma di sén 13 dong san
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2. Danh muc thi tyc hanh chinh bi bai bé thudc thim quyén gidi quyét cia
UBND cap huyén

Tén thu tuc hanh chinh

STT| Sohéso Tén VBQPPL quy dinh
TTHC viéc bai bé TTHC
Thong tu 226/2016/TT-
BTC ngay 11/11/2016
£ 1. . A A cua Bg Tai Chinh quy
1 Cap ban sao tir s6 goc dinh mire thu, ché do
nop, quan ly va sir dung
hi chimg thuc ,
' : Thong tu 226/2016/TT-
kh\'mg thuc ban sao tir ban chinh  [BTC ngay 11/11/2016
5 | giéy t0, van bén do co quan, td chac cua B Tai Chinh quy
c6 thAm quyén cia Viét Nam cip  |dinh mirc thu, ché do
ho#c ching nhin nop, quan ly va sir dung
hi chimg thuc
Chitng thyc ban sao tir ban chinh  [Théng tw 226/2016/TT-
gidly td, viin ban do co quan, t§ chiic BTC ngay 11/11/2016
c6 thAm quyén clia nuéc ngodi; co cta BS Tai Chinh quy
3 quan, tb chirc c6 thAm quyén cia Viétdinh mirc thu, ché d6
Nam lién két v6i co quan, t& chirc ¢6 nop, quan ly v st dung
thAm quyén ciia nude ngoai cAp hoc Fhi ching thuc
chimg nhan
Chiing thyc chit ky trong céc gidy 13, Thong tu 226/2016/TT-
< 1 r A TC ngay 11/11/2016
van ban (ap dyng cho ca trudng hop [, L arra:
4 chimg thuc diém chi va truong hop g.la BO Tai Chinh quy
: e A . A . [dinh mirc thu, ché d6
ngudi yéu can chimg thuc khéng ky, | % an 1V v sir d
thc‘mg diém chi dwoc) op, quan Ay va su Hng
, hi ching thuc
Thong tu 226/2016/TT-
TC ngay 11/11/2016
s Chimg thyc viéc sira d6i, bd sung,  [ciia B6 Tai Chinh quy
hiy bd hop dong, giao dich |dinh mire thu, ché d6
ndp, quan 1y va st dung
hi chimg thuc
ghéng tu 226/2016/TT-
6 il?}ll 16i sai sot trong hgp dong, giao cécB%g’?g : 1(%1{11;}/1233}?
i dinh muc thu, ché d6
ndp, quan ly va sir dun

PhapLuat.vn

w. ThuVienT

WW

2709 =

+84-8-3930 3

Tel:

oft -

aw



phi chimg thuc

Cép ban sa0 6 chimg thyc tir ban
chinh hop dong, giao dich da dugc
chitng thuc

Thong tu 226/2016/TT-
BTC ngay 11/11/2016
cuia B Tai Chinh quy
dinh mirc thu, ché d¢
ndp, quan ly va su dung
phi ching thuc

Chirg thuc chit ky ngudi dich ma
ngudi dich 1a cdng tac vién dich thuat
cta Phong Tu phap

Thong tu 226/2016/T7T-
BTC ngay 11/11/2016
cua B Tai Chinh quy
dinh mirc thu, ché do

hi chimg thuc

nop, quan ly va st dung

Chimg thuc chit ky nguti dich ma
ngudi dich khong phai 14 cdng tac
vién dich thuat cia Phong Tu phép

[Thong tu 226/2016/17T-
BTC ngay 11/11/2016
cua B Tai Chinh quy
dinh mic thu, ché do
nop, quan ly va sit dung
hi chirng thuc

10

Chimg thuc hop dbéng, giao dich lién
quan den tai san 1a dong san

Thong tu 226/2016/TT-
\?Tc ngdy 11/11/2016

tia B6 Tai Chinh quy
dinh mirc thu, ché do
nop, quan ly va st dung
hi chimg thuc

1l

chia di sdn ma di san 1a dong sén

Thong tu 226/2016/TT-
TC ngay 11/11/2016

Chimng thuc van ban thoa thuan phan Eﬁa B6 Tai Chinh quy

dinh mirc thu, ché &5
ndp, quan ly va sir dung
hi chimg thuc

12

Chimg thuc van ban khai nhén di san
ma di san 13 ddng san

Thong tu 226/2016/TT-
BTC ngdy 11/11/2016
ctia B§ Tai Chinh quy
dinh muc thu, ché do
ndp, quan ly va su dung

phi ching thuc
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Phin II
NOIDUNG CU TI-IE CUA THU TUC HANH CHINH TRONG LINH VUC
CHUNG THUC THU QC THAM QUYEN GIAI QUYET
CUA UBND CAP HUYEN

1. Thi tuc cAp ban sao tir s gbc

- Trinh ty thyc hién:

+ Ngudi yéu cau cip ban sao tir sb gdc chudn bj hd so theo ding quy dinh,
ndp ho so tai B phén tiép nhén va trd két qua ciia UBND cAp huyén.

+ Nguou yéu ciu cap ban sa0 tir s6 gbc phai xuéit trmh cac gxay t& phuc Vi
cho yéu cdu cAp ban sao tir sb gbc. Trudng hop ngudi yéu ciu clp ban sao tir s6
gbc giri qua buu dién thi pha1 giri kém theo ban sao c6 chimg thuc gidy t theo quy
dinh.

-+ Co quan, td chirc.can ¢ vao sb géc dé cép béan sao cho ngudi yéu cAu; ndi
dung ban sao phai ghi theo dliing ndi dung da ghi trong sé gbc.

+ Trong trudng hop khong tim thiy sb gbc hodic trong sé gbc khéng c6 thong
tin vé ndi dung yéu cdu cip ban sao thi co quan, tb chirc dang luu giir s6 gbc c6
trach nhiém tré 161 bing vin ban cho nguc‘yi yéu chu.

+ Nguoi yeu cdu cép ban sao tir s§ géc nhan két qué tai noi ndp hd so hogc
qua buu dién (néu ndp qua buu dién).

- Cach thlrc thire hién: Nop hd so truc tiép tai B§ phin tiép phan va tré két
qua cia UBND cAp huyén noi co quan, t§ chirc thuéc UBND cép huyén luu s6 gbc
hozc giri yéu ciu qua buu dién

- Thanh phin, s6 lrgng hd so:

+ Trudng hop ndp truc tiép thi xuét trinh ban chinh hoic ban sao cé chimg
thuc gidy chimg minh nhan dan ho#c ho chiéu con gia tri sir dung.

+ Trudng hop ngudi yéu ciu clp ban sao tir sé gdc giri qua buu dién thi phai
glri kém theo ban sao c6 chimg thuc gidy ching minh nhén dén hoédc ho chiéu con
gia tri su dung, phong bi dan tem ghi 18 ho té€n, dia chi ngudi nhén cho co quan, td
chirc c4p ban sao.

+ Trudng hop ngudi yéu ciu 13 ngudi dai dién theo phap luit, ngudi dai dién
theo Uy quyén cta cé nhén, t6 chirc duoc cép ban chinh; cha, me, con; vg, chéng;
anh, chi, em rudt; ngudi thira ké khéc cta ngudi dugc cip ban chinh trong trudng
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hop ngudi d6 da chét thi phai xuét trinh gidy t& chimg minh quan hé véi nguoi
duoc cp ban chinh.

- Thoi han gidi quyét: Trong ngdy co quan, td chirc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu clu sau 15 giv. Trong trudng hop
yéu ciu cép ban sao tr ) gbc duge gl qua buu dién thi thoi han duge thuc hién
ngay sau khi co quan, t§ chirc nhén dit hd so hop 18 theo diu buu dién dén.

- P6i twgng thyre hién thi tuc hanh chinh: C4 nhan, t chic

- Co quan thwe hién thi tuc hanh chinh: Co quan, t chirc thujc UBND
cép huyén dang quan ly s gbe .

- K&t qua thue hién thi tuc hanh chinh: Ban sao duoc cip tir s8 gbe

- Lé phi: Khong

- Tén méu don, miu t& khai: Khéng

- Yéu ciu, didu kién thwe hién thi tuc hanh chinh: Phai c6 sé gbc

- Cén cir phap ly caa thi tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht v& cip ban
sao tir ban chinh, ching thuc chit ky va ching thuc hop ddng, giao dich;

+ Théng t sb 226/2016/TT-BTC ngay 11/11/2016 cta Bd Tai chinh quy
dinh murc thu, ché d6 thu, ndp, quan ly va st dung phi chimg thuec.

2. Thit tuc chitng thire ban sao tir ban chinh gidy td, vin ban do co quan
tb chirc c6 thim quyén ciia Viét Nam cip hoic chirng nhén

- Trinh tw thuwc hién:
| + Ngudi yéu cu chimg thuc chuén bi hd so theo ding quy dinh, ndp hd so
tai B phéan tiép nhan va tra két qua cia UBND cép huyén.

+ Ngudi yéu ciu chimg thuc phai xuét trinh ban chinh gidy t, vin ban lam
co s& dé chung thuc ban sao va ban sao cin chimg thue.

+ Trudng hop ngudi yéu ciu chimg thuc chi xuét trinh ban chinh thi co quan,
t8 chirc tién hanh chup tir ban chinh dé thuc hién ching thuc, trir trudmg hop co
quan, tb chirc khong cé phuong tién ¢é chup.

+ Ngudi thuc hién chimg thuc kiém tra ban chinh, dbi chiéu véi ban sao, néu
ndi dung ban sao diing v6i ban chinh, ban chinh gidly to, vin ban khong thudc cac
trudng hop ban chinh gidy t&, vin ban khong dugc ding 1am co s& dé chimg thuc
ban sao thi thuc hién ching thuc nhu sau:
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* Ghi ddy di 101 ching chimg thuc ban sao tir ban chinh th¢0 mau quy dinh;

* Ky, ghi 10 ho tén, dong déu cta co quan thuc hién ching thuc va ghi vao
sé chimg thue. '

Déi véi ban sao ¢6 tir 02 (hai) trang trd 16n thi ghi 161 chiing vao trang cudi,
néu ban sao ¢ tir 02 (hai) t& trd 1én thi phai déng dau giap lai.

M3i bén sao dugc chimg thuc tir mét ban chinh gidy td, vin ban hodc nhiéu
ban sao dugc chimg thyc tir mdt ban chinh giéy t0, vin ban trong cuing mdt thoi
diém duogc ghi mot s6 chimg thuec.

+ Ngudi yéu ciu chung thuc nhén két qua tai noi ndp hc‘“y sO.

+ Thoi gian tiép nhén va tra két qua: Tir thit hai dén sang thi bay hang tudn,
trong gi® hanh chinh trir ngdy nghi, nghi 1& theo quy dinh.

- Céch thirc thyre hién: Nop hd so truc tiép

- Thanh phin, s6 hrgng hd so: Ban chinh gify t, vin ban 1am co s¢ dé
chimg thirc ban sao va ban sao cin chimg thyc. Trudng hop ngudi yéu cdu ching
thuc chi xuft trinh ban chinh thi co quan, t§ chirc tién hanh chyp tir ban chinh dé
thirc hién chirng thye, trir tredng hop co quan, t6 chirc khong c6 phuong tién dé
chup. Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai c6 diy da cAc trang
d4 ghi thong tin ctia ban chinh. |

- Thoi han gidi quyét: Trong ngdy co quan, td chirc tiép nhén yéu ciu hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cu sau 15 gid. Péi véi trudmg hop
cling mét ltc yéu cu chimg thuc ban sao tir nhidu loai ban chinh gidy t&, vin bén;
bén chinh c6 nhidu trang; yéu ciu sb Iwong nhidu ban sao; ndi dung gidy to, vin
ban phitc tap khé kiém tra, d5i chidu ma co quan, tb chirc thyc hién chimg thuc
khdng thé dap tng duoc thoi han quy dinh néu trén thi thoi han chitng thye duoc
kéo dai thém khdng qua 02 (hai) ngay 1am viéc hodc c6 thé dai hon theo thoa thuan
bang vin ban véi ngudi yéu clu chimg thuc. Truong hop tra két qua trong ngay
1am viéc tiép theo hogic phai kéo dai thdi gian theo quy dinh thi ngudi tiép nhan ho
so phai ¢6 phiéu hen ghi 15 thdi gian (gid, ngiy) tra két qua cho ngudi yéu ciu
chirng thue. |

- Pbi twong thue hién thi tuc hanh chinh: C4 nhan, t§ chic
- Co quan thyce hién thi tuc hanh chinh: Phong Tu phép.

- Két qua thye hién thi tuc hanh chinh: Bén sao dugc ching thuc tir ban
chinh
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- L& phi: 2.000 ddng/trang. Tir trang thir ba trd 1én thu 1.000 ddng/trang,
nhung murc thu t8i da khong qua 200.000 dong/ban. Trang 13 cin cir dé thu phi
duoc tinh theo trang ciia ban chinh

- Tén méau don, miu t& khai: Khong

- Yéu céu, diéu kién thwc hién thii tuc hanh chinh: Ban chinh gidy to, van
ban cin chimg thuc.

Bén chinh gidy t&, vin ban khéng duoc ding 1am co s¢ dé chimg thyuc ban
Sao:

+ Ban chinh bj tiy x06a, sira chita, thém, bét ndi dung khéng hop 16.

+ Ban chinh bi hur héng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh déng diu méat cia co quan, t chirc cé thAm quyén hodic khong
d6ng ddu méat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao dirc xd hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 x4 hoi chui nghia Viét Nam; xuyén tac lich sir cia
dan tc Vi€t Nam; xic pham danh dy, nhén phdm, uy tin cla c4 nhan, td chic; vi
pham quyén cong dan. »
| + Ban chinh do co quan, t§ chirc ¢6 thim quyén ciia nudc ngoai cip, cong
chimg hoc chimg nhan chua dugc hop phép héa lanh sy theo quy dinh tai Khoan 1
Piéu 20 cdia Nghi dinh sb 23/2015/ND-CP.

+ Gidy to, vin ban do c4 nhén tu 14p nhung khéng c6 x4c nhén va déng diu
clia co quan, td chirc c6 thdm quyén.

- Can cit phdp ly ciia thi tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh pha v& cép ban
sao tir s6 gdc, chimg thire ban sao tir ban chinh, ching thyc chit ky va chimg thue
hop ddng, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh quy
dinh mtrc thu, ché ¢4 thu, ndp, quan 1y va sir dung phi chimg thyc.

+ Théng tu s§ 20/2015/TT-BTP ngay 29/12/2015 cia B Tu phép quy dinh
chi tiét va huéng dan thi hanh mét s diéu cta Nghi dinh s§ 23/2015/ND-CP vé cip
ban sao tr s6 goc, chimg thuc ban sao tir ban chinh, ching thuc chir ky va ching
thue hop déng, giao dich
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3. Thi tuc chémg thye ban sao tir ban chinh gidy t¥, vin ban do co' quan,
t0 chirc c6 thim quyén cia nwée ngodi; co quan, t§ chire ¢6 thim quyén cia
Viét Nam lién két véi co quan, t6 chirc c6 thim quyén ciia nuwéc ngodi cip
hodic chitng nhan

- Trinh ty thwe hién:

~ + Ngudi yéu ciu chimg thue chuén bi hd so theo ding quy dinh, ndp hd so
tai BO phan tiép nhén va tra két qua cia UBND cép huyén.

+ Nguoi yéu cdu chimg thuc phai xuat trinh ban chinh glay t0, vin ban lam
co s dé chimg thyc ban sao va ban sao cin chimg thuc.

" + Trudng hop ngudi yéu ciu chung thue chi xudt trinh ban chinh thi co quan
tién hanh chup tir ban chinh @& thuc hién chimg thuc, trir trudng hop co quan khéng
c6 phuong tién dé chup. _

+ Ngudi thuc hién chimg thuc kiém tra ban chinh, dbi chiéu v6i bén sao, néu
nfi dung ban sao ding v6i ban chinh, ban chinh gidy o, vin ban khéng thuge céc
trudng hop ban chinh gidy to, vin ban khong duorc dung lam co 's& dé chimg thuc
ban sao thi thuc hién chimg thuc nhu sau:

* Ghi day du 161 chimg chimg thwc ban sao tir ban chinh theo mgu quy dinh;

* Ky, ghi 16 ho tén, d6ng du ctia co quan, 18 chirc thyc hién ching thutc va
ghi vao sb chimg thue.

D6i v6i bén sao ¢6 tir 02 (hai) trang trd 1én thi ghi 10i chitng vao trang cudi,
néu ban sao c6 tir 02 (hai) t& trd 1én thi phai déng déu gidp lai.

M3i ban sao duge chimg thuc tir mdt ban chinh gidly to, van ban hojc nhiéu
ban sao dugc chu'ng thyc tir mét ban chinh gidy t&, vin ban trong cung mot thoi
diém dwogc ghi mét sb chimg thuc,

+ Ngudi yéu cAu chimg thyc nhén két qu tai noi nop hd so.

+ Thoi gian tiép nhén va tra két quéa: Tir thir hai dén sdng thir bay hang tudn,
trong gi¢ hanh chinh trir ngay nghi, nghi 1€ theo quy dinh.

- Céch thire thire hign: Nop hd so truc tiép.

- Thanh phin, s6 lrgng bd so: Bin chinh gidy to, van ban lam co s& dé
ching thue ban sao va ban sao cin chimg thuc. Trudng hop ngudi yéu cau chimg
thuc chi xuét trinh ban chinh thi co quan, t§ chic tién hanh chup tt ban chinh d¢
thuc hién chimg thuc, trir trudng hop co quan, t5 chic khong c6 phuong tién dé
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chup. Ban sao, chup tir ban chinh @ thyc hién chiing thuc phai c6 ddy di céc trang
da ghi thong tin ciia ban chinh.

- Thoi han giai quyét: Thoi han thuc hién yéu cAu chimg thuce phai dwoc
bao dam ngay trong ngdy co quan, t chirc tiép nhan yéu ciu hoic trong ngay 1am
viéc tiép theo, néu tiép nhén yéu ciu sau 15 giv. Déi véi trudng hop ciing mot lic
yéu clu ching thuc ban sao tir nhiéu loai ban chinh giéy td, van ban; ban chinh co
nhidu trang; yéu ciu sb luong nhiu ban sao; ndi dung gidy to, vin ban phirc tap
khé kiém tra, dbi chiéu ma co quan, td chirc thuc hién chimg thuc khong thé dap
img dugc thdi han néu trén thi thoi han chirg thuc duqc_ kéo dai thém khéng qua
02 (hai) ngay lam viéc hodic c6 thé dai hon theo théa thun bang vin ban véi nguoi
yéu ciu ching thuc. Truong hop tra két qua trong ngdy lam viée tiép theo hoic
phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhin hé so phai cé phiu hen ghi
15 thoi gian (gid, ngay) tra két qua cho ngudi yéu ciu chimg thuc.

- Pbi twong thyre hién thi tuc hanh chinh: C4 nhan, t5 chirc

- Co quan thyc hi¢n thi tuc hinh chinh: Phong Tu phap

- Két qua thyc hién thi tuc hanh chinh: Ban sao duoc chimg thuc tir ban
chinh ,

- Lé phi: 2.000 ddng/trang. Tir trang thir ba tr& 1én thu 1.000 ddng/trang,
nhung mirc thu t8i da khong qué 200.000 ddng/ban. Trang 14 cin cir dé thu phi
duogc tinh theo trang cuia ban chinh

- Tén méiu don, miu t& khai: Khong

- Yéu clu, diéu kién thye hién thd tuc hanh chinh: Ban chinh gidy td, vin
ban cin chimg thuc.

Ban chinh gidy t&, van ban khéng dugce ding 1am co s¢ dé chimg thyuc ban
sao:

+ Ban chinh b tAy x6a, stra chita, thém, b6t ndi dung khéng hop 1&.

+ Ban chinh bi hu hdng, cii nat, khong xac dinh dugc ndi dung.

+ Bén chinh déng diu mét clia co quan, td chirc c6 thim quyén hoic khéng
d6ng déu mét nhung ghi rd khéng duoc sao chup.

+ Ban chinh c6 ndi dung trai phap ludt, dao dirc x3 hdi; tuyén truyén, kich
ddng chién tranh, chong ché d6 x& hoi chu nghia Viét Nam; xuyén tac lich st cua
dan toc Viét Nam; xtc pham danh du, nhin phém, uy tin cia c4 nhén, t6 chic; vi
pham quyén cong dan.
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+ Ban chinh do co quan, t8 chirc ¢ thdm quyén clia nuéc ngoai chp, cong
chiing hogc chimg nhan chua dugc hgp phap hoa lanh sy theo quy dinh tai Khoan 1
Piéu 20 Ngh1 dinh sb 23/2015/ND CP, trir gidy to tiy than do co quan, t5 chirc ¢6
thim quyén ciia nudc ngoai cAp cho ¢4 nhin nhu: ho chiéu, thé cin cude hodc cac
gidly t khdc nhu the thudng trd, thé cu trd, gifly phép 14i xe, bang tt nghiép, chimg
chi v bang diém kém theo bang t&t nghiép, chimg chi.

+ Gily 10, viin ban do c4 nhan ty 14p nhung khong c6 xic nhan va déng déu
clia co quan, t6 chirc ¢ thim quyén.

- Cén cir phép ly cia thu tuc hanh chinh:

+ Nghl dinh sb 23/2015/ND- CP ngay 16/02/2015 ctia Chinh phu v& cip ban
sao tlr s§ gbc, chimg thuc ban sao tir ban chinh, chimg thuc chit ky va chimg thuc
hop ddng, giao dich.

+ Thong tw s§ 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché d¢ thu, ndp, quan ly va sir dung phi chimng thuc.

+ Théng tu s6 20/2015/TT-BTP ngdy 29/12/2015 caa Bb Tu phép QUy dinh
chi tiét va huong dén thi hanh mot s§ diéu ctia Nghi dinh s6 23/2015/ND-CP vé cép
béan sao tir s6 gbc, chimg thuc ban sao tir ban chinh, chimg thuc chit ky va chimg
thue hop ddng, giao dich.

4. Thi tuc chirng thwe chi ky trong cac gidy to, vin ban (ap dung cho ca
truwomg hop ching thwe diém chi va trwedng hop ngudi yéu clu chimg thyc
khong thé ky, khong thé diém chi dwgc)

- Trinh tw thwe hién: _

+ Ngudi yéu ciu chimg thuc chuén bj hd so theo ding quy dinh, ndp hd so
tai B§ phan tiép nhan va tra két qua cia UBND cép huyén. .

+ Ngudi yéu cu chimg thuc chit ky/diém chi/khéng thé ky, khong thé diém
chi dugc phai xudit trinh céc gidy t& phuc vu viéc chimg thuc chit ky.

+ Trong trudng hop ngudi yéu cdu chimg thuc khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Ngudi phién dich phai 1a ngudi ¢é ning luc hanh vi
dan sy diy di theo quy dinh cia phép lut, thong thao tiéng Viét va ngdn ngit ma

ngudi yéu ciu chimg thue sir dung. Ngudi phién dich do ngudi yéu cdu chimg thuc |

moi hoac do co quan thuc hién chimg thyc chi dinh. Thu lao phlen dlCh do ngudi
yéu ciu chimg thyc tra. :
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+ Ngudi thyc hién chimg thyuc kiém tra gidy t& yéu ciu ching thuc, néu thiy
&t gidy to theo quy dinh, tai thoi diém chimng thuc, ngudi yéu ciu chtmg thuc minh
mén, nhan thirc va 1am chd duge hanh vi cha minh va viéc chimg thuc khong thudc
cac truong hop khéng dwoc chimg thuc chir ky thi yéu cau ngudi yéu ciu chimg
thuc k}'f/diém chi trudc mét va thuc hién chirng thuc nhu sau:

* Ghi dhy du 1 chimg chimg thye chit ky theo miu quy dinh;

* Ky, ghi 15 ho tén, dong déu clia co quan thurc hién chimg thyc va ghi vao
s§ chimg thure.

'Dbi v6i gidy to vin ban cb iy (02) hai trang tr¢ 1én thi ghi 1&i chimg vao
trang cudi, néu gidy t&, vin ban ¢6 tir 02 (hai) tor trd 18n thi phai déng déu gidp lai.

+ P8 véi trudmg hop chimg thuc chir ky/diém chi/khéng thé ky, khéng thé
diém chi duoc tai bd phan tiép nhdn va tra két qua theo co ché mét clra, mot cira
lién thong thi cong chirc tiép nhin hd so kiém tra cac gidy t0, néu nhan thiy nguoi
yéu clu chimg thic c6 di diéu kién quy dinh tai Khoan 2 Diéu 24 Nghi dinh s6
23/2015/ND-CP thi d& nghi ngudi yéu ciu chitng thuc ky/diém chi vao gidy to cin
. chirng thye va chuyén cho ngudi ¢6 thdm quyén ky chimg thue.

g + Thoi gian tiép nhan va tra két qua (néu ndp va nhén truc tiép): Tir thir hai
- dén séng thir bay hang tudn, trong gid hanh chinh trir ngay nghi, nghi 1 theo quy
. dinh.

- Céch thirc thwe hién: Nop hd so truc tiép tai B6 phén tiép nhan va tra két
qua cia UBND cép huyén hodc ngoai tru s¢ cia co quan thuc hién chimg thuc néu
nguodi yéu cau ching thuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam
giir, tam giam, thi hanh an phat ti hodc ¢6 1y do chinh ding khac.

- Thanh phin hd so: ,

+ Xuét trinh Ban chinh hoic ban sao c6 chimg thuc Gidy chimg minh nhan
dan hoic Ho chiéu con gi tri sir dung.

+ Gidy t0, van ban ma minh s& ky/didm chi. Trudng hop ching thuc chit ky
trong gidy to, vin ban bang tiéng nudc ngoai, néu ngudi thuc hién chimg thuc
khong hiéu rd ndi dung cia gidy to, van ban thi c6 quyén yéu ciu ngudi yéu cu
chiing thuc ndp kém theo ban dich ra tiéng Viét ndi dung cta gidy to, vin ban d6
(ban dich khong cin cong chimg hodc chimg thuc chit ky ngudi dich, nguoi yéu
cau ching thuc phdi chiu trach nhiém vé ndi dung cta ban dich).

+ Ngudi yéu cdu chimg thuc nhén két qua tai noi ndp hé so.

11

awSoft = Tel: +84.8-3930 3279 = www. ThuVienPhapLuat.vn



- Théi han thwe hién yéu ciu chimg thwe: Trong ngdy co quan, to chic |

tiép nhan yéu céu hojc trong ngdy lam viéc tiép theo, néu tiép nhén yéu chu sau 15
gid. Trudng hop tra két qua trong ngay lam viée tiép theo thi ngudi tiép,nhan hd so
phai c6 phiéu hen ghi 16 thi gian (gid, ngay) tra két qua cho ngudi yéu ciu ching
thue

- P6i trgng thuc hién thit tuc hanh chinh: C4 nhan

- Co quan thye hién thi tuc hanh chinh: Phong Tu phap

- Két qua thyc hién thi tuc hanh chinh: Gidy to, van ban dugc ching thyc
chit ky/diém chi.

- Lé phi: 10 000 dong/truong hop (truong hgp duoc tinh 12 mdt hoic nhleu
chit ky trong mét gidy to, vin ban)

- Tén miu don, miu t& khai: Khong

- Yéu ciu, diéu kién thwe hién tha tuc hanh chinh:

Treong hop khong duge chimg thuc chu ky:

+ Tai thoi diém chimg thuc, ngudi yéu cdu chung thuc chit ky khong nhén
thirc va 1am chi dwge hanh vi cia minh.

+ Ngudi yéu cAu chimg thuc chit k¥ xuét trinh Gidy chimg minh nhan dén
hozc Hb chiéu khéng con gié tri sir dung hoiic gia mao.

+ Gidy to, vin ban ma ngudi yéu ciu ching thuc ky vao c6 ndi dung quy
dinh tai Khoan 4 Piéu 22 cita Nghi dinh sb 23/2015/ND-CP.

+ Gidy t&, vin ban c6 noi dung 13 hop ddng, giao dich trir cac trueong hop
quy dinh tai Diém d Khoin 4 Diéu 24 ciia Nghi dinh sb 23/2015/ND CP hoic
trudng hop phép luat co6 quy dinh khéc.

- Cén cir phap ly cua tha tuc hanh chinh:

+ Nghl dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht vé cip ban
sao tir sb gbe, chung thyc ban sao tir ban chinh, chimg thue chit ky va ching thuc
hop dong, giao dich. :

+ Théng tu sb6 226/2016/TT-BTC ngay 11/1 1/2616 cia Bo Tai chinh quy
dinh mi¥c thu, ché d6 thu, ndp, quan ly va sfrvdung_ phi chl’mg thuc.

+ Thong tu sb 20/2015/TT-BTP ngay 29/12/2015 ctia B& Tu phép quy dinh
chi tiét va huéng dan thi hanh mét s6 didu cta Nghj dinh s6 23/2015/ND-CP vé cip
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béan sao tir sb géc, ching thuc ban sao tir ban chinh, chimg thuc chit ky va ching
thuc hop ddng, giao dich.

5. Thit tyc chitng the vige siva d6i, bo sung, hiy bé hop dong, giao dich
- Trinh ty thyc hién:

+ Ngudi yéu cdu chimg thuc xuét trinh gidy t& tily thin con gid tri st dung
aé ngudi thuc hién ching thuc kiém tra va nop 01 bd hd so tai Bo phén tiép nhén
v tré két qua ctia UBND cép huyén.

+ Viéc sira dbi, bd sung, hity bd hop ddng, giao dich da duoc chimg thuc chi
dugc thyc hién khi ¢6 thda thudn bing vin ban ciia cac bén tham gia hop ding,
giao dich.

+ Viéc sira dbi, bd sung, hity bé hop ddng, giao dich dugc thuc hién tai co
quan d3 chimg thuc hop dong, giao dich.

+ Ngudi thye hién chimg thyc kiém tra gidy t& trong hd so yéu ciu chuing
thue, néu ddy du tai thoi diém chimg thuc céc bén tham gia hop déng, giao dich tu
nguyén, minh min va nhén thirc, 1am chi dugc hanh vi cta minh thi thuc hién
ching thuec.

+ Céac bén tham gia hop ddng, giao dich phai ky trudc mat ngudi thue hién
~ chimg thwc. Truong hop ngudi ¢6 thdm quyén giao két hop ddng cua céc td chirc
tin dung, doanh nghiép d4 ding ky chir ky mau tai co quan thyuc hién chimg thuc thi
c6 thé ky trudce vao hop ddng; ngudi thuc hién chimg thuc phéi dbi chidu chir ky
clia ho trong hop ddng véi chir ky mAu trude khi thyc hién chimg thyc, néu nghi
ngd chit ky trong hop ddng khac véi chit ky méu thi yéu cAu ngudi d6 ky trude
mat.

+ Trudng hop ngudi yéu cdu chimg thuc khéng ky dugc thi phai diém chi;
néu ngudi d6 khéng doc dugc, khong nghe dugc, khéng ky, khong diém chi dugc
thi phai c¢6 02 (hai) ngudi lam ching. Nguoi lam chimg phai c¢6 du ndng luc hanh
vi dén su va khéng c6 quyén, loi ich hodc nghia vu lién quan dn hop ddng, giao
dich. Ngudi 1am chimg do ngudi yéu ciu ching thue bd tri. Trudng hop ngudi yéu
ciu chimg thuc khong bd tri dwoc thi d& nghj co quan thuc hién ching thuc chi
dinh nguoi lam chimg.

+ Ngudi thuc hién ching thuc ghi 101 chiig tuong Ung véi tirng loai hop
déng, giao dich theo miu quy dinh; ky, ghi r3 ho tén, déng ddu cia co quan thuc
hién chimg thuc va ghi vao sb ching thuc. P8i v6i hop ddng, giao dich 6 tir 02
(hai) trang tré 1én, thi timg trang phai duoc dénh sb thir tw, 6 chit ky ctia ngudi yéu
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ciu chimg thuc va ngudi thue hién chimg thuc; sb lugng trang va 10i ching dugc
ghi tai trang cudi ctia hop ddng, giao dich. Trudmg hop hop dong, giao dich c6 tir
02 (hai) to trd 1én thi phai déng du gidp lai.

+ Trong trrdng hop ngudi yéu cau chimg thyc khong thong thao tiéng Viét
thi phai ¢6 ngudi phién dich. Nguoi phién dich phai 1a ngudi c6 ning luc hanh vi
dan su diy dt theo quy dinh cla phép luat, thong thao tiéng Viét va ngén ngit ma
ngudi yéu ciu chimg thuc sir dung. Ngudi phién dich do ngudi yéu céu chimg thuc
mdoi hodc do co quan thyce hién chimg thuc chi dinh. Thu lao phién dich do nguoi
yéu ciu chimg thuc trd. Ngudi phién dich c6 trach nhiém dich ddy du, chinh x4c
ndi dung clia hop dong, giao dich, ndi dung 15i chimg cho ngudi yéu ciu chimg
thuc va ky vao timg trang hop ddng véi tir cach 12 ngudi phién dich.

+ Co quan thuc hién viéc sira dbi, bd sung, thay thé, hity bd mét phan hodic
toan b0 di chic pha1 thong b4o bang vin ban cho co quan dd chung thuc trude day
v& ndi dung stra dbi, bd sung, thay thé, hay bd mot phan hoic toan bd di chuc dé
ghi chii vio S5 chimg thie hop dong, giao dich.

+ Thoi gian tiép nhan va tra két qua: Tir thir hai dén sing thi bay hang tuln,
trong gi¢ hanh chinh trir ngay nghi, nghi 1 theo quy dinh.

- Céch thirc thirc hién: Nop hd so truc tiép tai B6 phan tiép nhan va tra két
qua ctia UBND cép huyén.

- Thanh phan, s lreng ho so:

Nguorl yéu céu chimg thuc nop 01 (mét) bd hd so yéu ciu chlmg thuc, gdbm
cac gidy 1o sau ddy:

+ Hop dong, giao dich d3 dugce chimg thuc;

+ Du théo hop dong, giao dich sira dbi, bd sung, hity bé hop ddng, giao dich
da dugc chimg thyec; |

+ Trong trudmg hop ndi dung sira dbi, bd sung c6 lién quan d&n tai san thi
ngudi yéu cau chimg thuc phai ndp ban sao kém béan chinh dé dbi chiéu gidy chimg
nhan quyén sd hitu, quyén sir dung hodic ban sao gidy t& thay thé dugc phap luat
quy dinh d8i v6i tai sin ma phap luat quy dinh phai déng ky quyén s& hitu, quyén
st dung, trir trudmg hop ngudi 14p di chic dang bi cai chét de doa dén tinh mang,

- Thoi han gidi quyét: Thoi han thuc hién yéu cau chung thuc phai duoc
bao dim ngay trong ngly co quan, td chirc tiép nhan yéu ciu hoic trong ngiy lam

viéc tiép theo, néu tip nhén yéu ciu sau 15 gid. Trudng hop tra két qua trong ngay -
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lam viéc tiép theo thi ngudi tiép nhén hd so phai c6 phiéu hen ghi 15 thoi gian (gio,
ngay) tra két qua cho ngudi yéu ciu chimg thuc.

- P6i twong thwre hién thii tuc hanh chinh: Cé nhian, 8 chirc

- Co quan thiwrc hién thi tuc hanh chinh: Phong Tu phap.

- Két qua thire hién thii tuc hanh chinh: Hop ddng, giao dich dugc chitng
thyuc '

- ¢ phi: 30.000 ddng/hop ddng, giao dich.

- Tén miu don, miu t& khai: Khong

- Yéu cu, diéu kién thwc hién thi tuc hanh chinh:

Viéc sira dbi, bd sung, hiy b hop ddng, giao dich d3 duge chimg thyc chi
dugc thuc hién khi c6 théa thuin bing vin ban cia cic bén tham gia hop dong,
giao dich.

- Cén cir phap ly cia thi tuc hanh chinh:

+ Nghi dinh s§ 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cp ban

sao tir s&.gdc, chimg thuc ban sao tir ban chinh, chimg thyuc chir ky va chimg thirc
hop df‘mg_, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngdy 11/11/2016 cta B Tai chinh quy
dinh mic thu, ché d6 thu, ndp, quan ly va sir dung phi ching thyc.

+ Théng t s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phép quy dinh
chi tiét va huéng din thi hanh mot sb diéu cia Nghi dinh s6 23/2015/ND-CP vé cép
béan sao tir sb gbc, ching thue béan sao tir ban chinh, chimg thue chit ky va chimg
thuc hop ddng, giao dich.

6. Thi tuc sira 15i sai s6t trong hop ddng, giao dich

- Trinh ty thuc hién:

+ Ngudi yéu ciu chimg thuc ndp 01 bd hd so tai B§ phin tiép nhan va tra két
qué ctia UBND cip huyén.

+ Viéc sira 16i sai s6t trong khi ghi chép, danh mdy, in hop ddng, giao dich
d& duoc chimg thuc dugce thuc hién theo théa thuin bing vin ban clia cc bén tham
gia hop ddng, giao dich, néu khong lam anh hudng dén quyén, nghia vu cia céc
bén va dugc thuc hién tai co quan da ching thuc hgp déng, giao dich.
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+ Ngudi thyc hién chimg thuc gach chén 16i sai sét cAn stra, déng dau cia co
quan thuc hién chimg thyc va ghi vao bén 1& ctia hop dong, giao dich ndi dung da
stra, ho tén, chir ky cia nguoi sira, ngay thang nam sira. |

+ Ngudi yéu ciu chimg thyc nhan két qua tai noi ndp hd so.

+ Thoi gian tiép nhén va tra két qua: Tir thir hai dén sdng thir bay hang tudn,
trong gi& hanh chinh trir ngay nghi, nghi 1€ theo quy dinh.

- Cach thu'c thye hién: Nop ho so truc tiép tai B6 phan tiép nhan va tra két
qua ciia UBND c4p huyén. :

- Thanh phén, s6 lrong hd so: _

Ngucn yéu cu chimg thuc nop 01 (mét) bd hd so yeu cdu chimg thue, gbm
céc gidy to sau day:

+ Ban sao Gifly ching minh nhén dén hosic Ho chifu con gié tri sir dung clia
ngudi yéu cdu chimg thuc (xuét trinh ban chinh d& d6i chiéu); ’

+ Vin ban thoa thuin v& viéc sira 131 sai s6t trong hop dong, g1ao dich d3
dugce ching thuc

+ Hop ddng, giao dich d3 dugc chimg thuc;

+ Ban sao gidy chimg nhin quyén sé hiru, quyén sir dung hodic ban sao gidy
t& thay thé duge phép ludt quy dinh d6i véi tai san ma phap ludt quy dinh phai dang
ky quyén s& hitu, quyén sir dung trong trudmg hop hop ddng, giao dich lién quan
dén 1 san d6 (xuét trinh ban chinh @& dbi chibu).

- Thoi han gidi quyét: Thoi han thye hién yéu ciu chimg thuc phai dugc
béo d4m ngay trong ngdy co quan, t§ chirc tiép nhan yéu ciu hoic trong ngiy 1am
viéc tiép theo, néu tiép nhén yéu ciu sau 15 gid; Trudng hop tré két qua trong ngay
1am viéc tiép theo thi ngudi ti€p nhén hd so phéi c6 phiéu hen ghi 18 théi gian (gid,
ngay) tra két qua cho ngudi yéu céu chirng thuec.

- Pi twong thwe hién thi tuc hanh chinh: C4 nhén, t§ chic

- Co quan thwe hién thi tuc hanh chinh: Phong Tu phép

- Két qua thye hién thu tuc hanh chinh: H()‘p ddng, glao dich dugc sira 15i
k¥ thuat o
- ¢ phi: 25.000 dong/hop ddng, giao dich
- Tén mau don, miu t& khai: Khong

- Yéu cu, diéu kién thyc hién thé tuc hinh chinh (néu cob):
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- Can cir phap ly cuia thi tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cp ban
sao tir s6 gde, ching thuc ban sao tir ban chinh, ching thuc chit ky va ching thyc
hgp dong, giao dich;

+ Thong tw sb 226/2016/TT-BTC ngay 11/11/2016 cia Bé Tai chmh quy
dinh mitc thu, ché d6 thu, ndp, quan 1y va st dung phi ching thyc. ‘

+ Théng tr s6 20/2015/TT-BTP ngay 29/12/2015 cta B Tu phép quy dinh
chi tiét va huéng din thi hanh mét sé diéu cua Nghj dinh sb 23/2015/ND-CP vé cip
ban sao tir s6 gbc, chimg thuc ban sao tir ban chinh, chimg thuc chit ky va chimg
thuc hop déng, giao dich

7. Thii tuc cip ban sao cé chimg thyre tir bin chinh hop dong, giao dich
da dwgc chirng thue

- Trinh ty thyc hién:

+ Nguoi yéu cAu cép ban sao cé chimg thuc tir ban chinh hgp dbng, giao
dich phai xuét trinh cic gidy t& theo quy dinh tai B4 phén tiép nhan va tra két qua
ctia UBND cAp huyén.

+ Ngudi thue hién ching thuc kiém tra gidy t& do ngudi yéu ciu cép ban sao
co chung thue tir ban chinh hop ddng, giao dich xuét trinh.

+ Co quan thyc hi€n chimg thuc tién hanh chup tir ban chinh hop ddng, giao
dich dang dugc huru trit va thye hién chimg thuc nhu sau:

* Ghi dy du 16i chimg chimg thyc chit ky theo miu quy dinh;

* Ky, ghi rd ho tén, dong déu cua co quan thuc hién ching thuc va ghi vao
sb chimg thuc. |

Péi v6i ban sao c6 tir 02 (hai) trang trd 1én thi ghi 101 chitng véo trang cudi,
néu ban sao ¢6 tir 02 (hai) t& trd 1én thi phai dong ddu giap lai.

M3i ban sao dwge ching thuc tir mot ban chinh gidy t&, vén ban hogc nhiéu
ban sao dugc ching thuc tir mdt ban chinh gidy td, van ban trong cung mét thoi
diém dugc ghi mot s chimg thue.

- Cich thire thwe hién: Nop hd so trirc tiép tai B phén tiép nhan va tra két
qua ctia UBND cép huyén.
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- Thanh phén, s hrong hd so: Ngudi yéu ciu chimg thuc xuit trinh ban
chinh hodc ban sao c¢6 chimg thwc Gidy chimg minh nhén din hoic Ho chiéu con
gia tri s dung. |

- Thi han gidi quyét: Trong ngdy co quan, td chitc tiép nhan yéu ciu hoic

‘trong ngay 1am viéc tiép theo, néu tiép nhin yéu cau sau 15 gid. Trudng hop tra két
qua trong ngay lam viéc tiép theo thi ngudi tiép nhan hé so phai ¢6 phiéu hen ghi
r5 thdi gian (gid, ngdy) tra két qua cho ngudi yéu ciu chimg thuec.

- P6i twong thye hién thi tuc hanh chinh: C4 nhan, t chirc

- Co quan thyc hién thi tuc hanh chinh: Phong Tu phép

- Két qué thwe hién thi tuc hanh chinh: Ban sao hop ddng, giao dich dugc
chirng thuc

- L¢ phi: 2.000 ddng/trang. Tir trang thit 03 tr& 1én thu 1 .000 dong/trang,
nhung mirc thu t8i da thu khéng qué 200.000 ddng/ban; \

- Tén miu don, miu t& khai: Khong

- Yéu ciu, diéu klen thu'c hién thi tuc hanh chmh Hop dong, glao dlch
dd duge ching thuc con dang luu trir tai Phong Tu phép.

- Ciin cit phap Iy cta thi tuc hanh chinh: |

+ Nghj dinh s& 23/2015/ND-CP ngay 16/02/2015 ciia Chinh pht v& cép ban
sao tir sb gbc, chig thyc ban sao ti ban chinh, chimg thuc chit ky va chimg thuc
hop dbng, giao dich; |

+ Théng tr s6 226/2016/TT-BTC ngay 11/11/2016 cia B6 Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va str dung phi ching thuc.

+ Théng tr s6 20/2015/TT-BTP ngay 29/12/2015 cia BS Tu phép quy dinh
chi tiét va huéng din thi hanh mot s§ diéu ctia Nghij dinh sé 23/2015/ND-CP vé cép
ban sao tir s6 gbc, chimg thue ban sao tir ban chinh, chimg thuc chit ky va chimg
thuc hop dbng, giao dich

8. Thi tuc chitng thwe chit ky ngwdi dich ma ngwdi dich 1a cgng tac vién
dich thuit ctia Phong Tw phap ‘

- Trinh ty thyc hién:

+ Ngudi yéu ciu ching thuc chuén b1 hd so theo quy dinh, nop ho so tai BY
phin tiép nhan v tra két qua cia UBND cép huyén
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+ Ngudi yéu ciu ching thuc chit k)’/ ngudi dich phéi xuét trinh cac gidy to
phuc vu viéc chimg thuc chit ky ngudi dich.

+ Ngudi thuc hién chimg thuc kiém tra gidy t& do ngudi yéu ciu chimg thuc
xuét trinh, néu thiy ¢ giéy td theo quy dinh va gidy td, vin ban dugc dich khong
thudc céc truong hop gidy to, van ban khong dugc dlCh dé chimg thuc chir ky
nguoi dich thi thye hién ching thuc nhu sau:

* Khi thuc hién ching thyc, ngudi thuc hién ching thuc phai dbi chiéu chit
ky cia ngudi dich trén ban dich voi chit ky mau trude khi thuc hién chimg thuc;
Trudng hop nghi ngd chit ky trén ban dich so véi chit ky miu thi yéu cu nguroi
dich ky trudc mat.

* Ghi d4y di 16 ching chimg thue chir ky ngudi dich theo miu quy dinh;

* Ky, ghi rd ho tén, déng diu cia co quan, t§ chirc thuc hién chimg thuc va
ghi vao s ching thuc.

Pbi v6i ban dich gidy to, vin ban c6 tir 02 (hai) trang tro 1én thi ghi 1oi
_chimg vao trang cubi, neu giay to, vin ban c6 tir 02 (hai) t& tré 1én thi phai dong
_dAu giép lai.

+ Thoi gian tiép nhén va tra két qua: Tir thit hai dén sang thir bay hang tuén,
“trong gi¢ hanh chinh trir ngdy nghi, nghi 1€ theo quy dinh.

" - Céch thire thye hién: Nop hd so trye tiép tai B phan tiép nhan va tra két
qua ciia UBND cip huyén

- Thanh phin hd so:

Bén dich va gidy t&, vin ban can djch.

- Thoi han thwe hién: Trong ngdy co quan, t4 chirc tiép nhan yéu ciu hosc
trong ngay lam viéc tiép theo, néu tiép nhan yéu clu sau 15 git hodc c6 thé kéo dai
hon theo théa thuin bing vin ban véi ngudi yéu ciu chimng thuc. Truong hop tra
két qua trong ngdy 1am viéc tiép theo thi ngudi tiép nhan hd so phai c6 phiéu hen
ghi 15 thoi gian (gio, ngay) tra két qua cho ngudi yéu ciu chung thue.

- P§i twong thyce hién thi tuc hanh chinh: C4 nhan
- Co quan thwe hién thi tuc hanh chinh: Phong Tu phép

- Két qua thwre hién thi tuc hanh chinh: Gidy td, van ban dwgc ching thuc
chit ky nguai dich
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- L¢ phi: 10. 000 ddng/tredng hop (trudng horp dugc tinh 14 mot hoic nhidu
chit ky trong mét gidy to, vin ban) S

- Tén miu don, miu to khai: Khong

- Yéu céu, diéu kién thwe hién thi tuc hanh chinh: | |

Gidy t9, van ban khong dugc dich d8 chimg thyc chit ky nguoi dich;

+ Gidy to, van ban d4 bi ty x6a, sira chﬁa; thém, bét ndi dung khdng hop 1€.

+ Gidy to, vin ban bj hu hong, cii nét khong xac dinh dugc ndi dung.

+ Gidy to, van ban d()ng'déu mét clia co quan, td chirc ¢6 thim quyén hoic
khéng d6ng diu mét nhung ghi rd khong duogc dich. -

+ Gily to, vin ban c6 ndi dung quy dinh tai Khoan 4 Dleu 22 cla Ngh1 dinh
sb 23/2015/ND-CP. TR

+ Gidy t0, van ban do co quan, t6 chirc ¢6 thAm quyén clia nude ngoai cip,
cong chimg hodc ching nhan chua duge hgp phidp hda lanh sy theo. quy: dinh tai
Khon 1 Pidu 20 ctia Nghi dinh s§ 23/2015/ND-CP, trlr gidy td tuy than do co
quan, td chirc ¢6 thdm quyén ciia nudc ngoai cip cho ca nhin nhu: ho chiéu, thé
cin cude hojic cic gily to khac nhu thé thuong tra, thé. cu trd, gidy phép l4i xe,
bang tét nghiép, chimg chi va bang diém kém theo bang tot nghiép, chimg chi.

- Cin ci php Iy ciia thii tuc hanh chinh:

+ Nghj dinh s& 23/2015/ND-CP ngy 16/02/2015 ctia Chinh phu vé cip ban

sao tir s gbc, chimg thuc ban sao tir ban chinh, chimg thyuc chit ky va ching thyc
hop ddng, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/1 1/2016 cua Bo. Ta1 chinh quy
dinh muec thu, ché &6 thu, ndp, quan 1y v sir dung phi chimg thyc.

+ Thong tu sé 20/2015/TT BTP ngay 29/12/2015 cua B Tu phép quy dmh
chi tiét va huc’mg dan thi hanh mét sb diéu cua Nghj dinh s 23/2015/ND-CP vé cap
ban sao tir sb gbc, chimg thuc ban sao tir ban chinh, ching thu:c chit ky va chimng
thuc hgp dong, giao dich

9. Thii tuc chitng thye chir ky ngudi dich ma ngu'm dlch khong pha1 la
cong tic vién dich thuat clia Phong Tw phép. o

- Trinh ty thwe hién:

+ Ngudi yéu ciu chimg thuc chuan b1 hé so theo quy dmh nop ho so tai Bo
phén tiép nhén va tra két qua cia UBND cép huyén ~ z
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+ Ngudi yéu cau chung thuc chit ky ngudi dich phai xuét trinh céc gidy to
phuc vu viéc chimg thuc chit ky ngudi dich.

+ Ngudi thue hién chimg thuc kiém tra gidy t& do ngudi yéu ciu chimg thuc
xuét trinh, néu thiy du gidy to theo quy dinh va gidy to, viin ban dugc dich khong
thude céc trudng hop gidy 5, van ban khong duge dich & chimg thuc chir ky
ngudi dich thi yéu ciu ngudi dich ky trude mit va thuc hién chimg thuc nhur sau:

* Ghi dy du 101 chimg chimg thuc chit ky nguoi dich theo mAu quy dinh;

* Ky, ghi 8 ho tén, déng dAu cia co quan td chirc thyre hién chimg thuc va
ghi vao sb chimg thuec. |

D&i véi ban dich gidy to, vin ban c¢6 tir 02 (hai) trang trd 1én thi ghi 101
chitng vao trang cudi, néu gidy to, vin ban c6 tir 02 (hai) t& trd 1én thi phai déng
dAu gigp lai.

+ Db véi trudng hop chimg thuc chir ky tai bo phan tiép nhén va tra két qua
theo co ché mét ctra, mdt cira lién thong thi cong chirc tiép nhan hd so kiém tra cic
gidy t, néu nhan thiy ngudi yéu chu chimg thuc c6 di didu kién theo quy dinh thi
@& nghj ngudi yéu cau chimg thuc ky vao ban dich va chuyén cho ngudi ¢6 thim
quyén ky chimg thuec.

* + Thoi gian tiép nhén va tra két qua: Tir thir hai dén sang thu bay hang tuin,
trong gi® hanh chinh trir ngdy nghi, nghi I€ theo quy dinh.

- Céch thirc thire hién: Nop hd so truc tiép tai B6 phan tiép nhén va tra két
qua ctia UBND cép huyén.

- Thanh phz"m hd so:

+ Xuét trinh Ban chinh hoiic ban sao cé chimg thuc Gidy Chimg mmh nhén
dén hoic Ho chiéu con gi4 tri st dung;

+ Xuét trinh Ban chinh hoic ban sao tir s gdc, ban sao ¢ chimg thuc bang
cir nh#n ngoai ngit trd 1én vé thir tiéng nudc ngoai can dich hoic bing t6t nghiép
dai hoc trd 18n dbi voi thir tiéng nuéc ngoai cin dich; trir trudng hop dich nhitng
ngdn ngir khong phd bién ma ngudi dich khdng c6 bing cir nhin ngoai ngit, bing
tdt nghiép dai hoc nhung théng thao ngdn ngit can dich;

+ Ban dich dinh kém gidy t&, vin ban cin dich.

- Théi han thwe hién: Trong ngiy co quan, t6 chirc tiép nhan yéu ciu hodc
trong ngdy 1am viéc tiép theo, néu tiép nhan yéu cau sau 15 gi& hoic c6 thé kéo dai
hon theo thoa thuén bing vin ban véi ngudi yéu cau ching thwe. Trudng hop tra
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két qua trong ngiy lam viéc tiép theo thi ngudi tiép nhén hd so phéi ¢6 phiéu hen
ghi r6 thoi gian (gio, ngay) tra két quéa cho ngudi yéu ciu chung thue. .

- Déi twong thwe hién thi tuc hanh chinh: C4 nhéan
- Co quan thye hién thi tuc hanh chinh: Phong Tu phép

- Két qua thue hién thi tuc hanh chinh: Glay t0, vin ban duoc chung thuce
chit ky ngudi dich.

- Lé phi: 10. OOO ddng/trudng hop (trudng hop duge tinh 13 mot hodc nhidu
chit ky trong mot gidy to, vin bén)

- Tén mAu don, mAu t& khai: Khong

- Yéu ciu, diéu kién thire hién thia tuc hanh chinh:

Gidy td, vin ban khong duge dich dé chimg thuc chu ky nguoi dich; )

+ Gidy to, viin ban dd bj tiy x0a, sira-chita; thém, bét ndi dung khong hop 1&.
+ Gily to, van ban bi hu héng, cii nat khong Xac dmh duorc noi dung

+ Gidy to, vin ban déng ddu mat cia co quan, tb chuc co tham quyen hoic
khong déng déu mat nhung ghi r khong dwoc dich.

+ Gidy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 ctia Ngh1 dinh
s6 23/2015/ND-CP.

+ Gidy td, vin ban do co quan, t4 chirc c6 thim quyén clia nudc ngoai cap,
cdng chung hodc chirng nhén chua dugce hop phép hoa lanh sy theo quy dinh tai
Khoén 1 Diéu 20 cia Nghi dinh s6 23/2015/ND-CP.

- Ciin ¢t phap Iy ciia thi tuc hanh chinh: | .

+ Nghi dinh s6 23/2015/ND-CP ngy 16/02/2015 ctia Chinh pha vé cép ban
sao tir s& gbc, chimg thuc ban sao tir ban chinh, chimg thuc chit ky va chimg thuc
hop ddng, giao dich; | | '

+ Thong tu & 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh murc thu, ché do thu, nop, quan Iy va st dung phi chung thuc | )

10. Thi tuc ching thuc hop dong, giao djch -lién quan den tal san 13
dong san : : :

- Trinh ty thwc hién: o

+ Ngudi yéu ciu chimg thuc ndp 01 bd hd so yéu cdu ching thuc tai BS
phan tiép nhén va tra két qua cia UBND cap huyén
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+ Ngudi thuc hién ching thuc kiém tra gidy t trong hd so yéu ciu chiing
thuc, néu ddy dv, tai thoi diém chimg thuc cac bén tham gia hop ddng, giao dich tu
nguyén, minh min va nhén thic, lam chi dugc hanh vi cia minh thi thuc hién
chiing thuc.

+ Céc bén tham gia hgp ddng, giao dich phai ky trudc miat ngudi thuce hién
chiing thyc. Truong hop ngudi ¢é thim quyén giao két hop ddng cua céc té chirc
tin dung, doanh nghiép d3 ding ky chit ky mu tai co quan thyc hién chimg thuc thi
c6 thé ky trude vao hop ddng; ngudi thue hién chimg thuc phai d6i chidu chit ky
ciia ho trong hop ddng véi chit ky miu trude khi thuc hién chimg thuc, néu nghi
ngd chit ky trong hop ddng khac véi chit ky méu thi yéu clu ngudi d6 ky trude
mat.

+ Trudng hop ngudi yéu ciu chimg thuc khéng ky dugc thi phai diém chi;
néu nguoi dé khong doc dugc, khong nghe duge, khong ky, khong didm chi duoc
thi phai c6 02 (hai) nguoi lé.m chimg. Ngudi 1am ching phai ¢6 d ning luc hanh
vi dan su va khong c6 quyén, loi ich hoac nghia vy lién quan dén hop dbng, giao
dlch Ngudi 1am chimg do ngudi yéu cau chig thuc bd tri. Trudng hop ngudi yéu
ciu thimg thuc khong bd trf dwoc thi d& nghi co quan thuc hién chimg thuc chi
dinh' ngudi lam chimg,

“ + Nguoi thuc hién chimg thuc ghi 101 ching tuong Umg véi timg loai hop
dbng, giao dich theo miu quy dinh; ky, ghi 16 ho tén, d6ng diu cla co quan thuc
hién chimg thuc va ghi vao sb ching thuc. Dbi voi hop déng, giao dich cé tir 02
(hai) trang trd 1én, thi timg trang phai duoc danh sb thit tyr, ¢6 chit ky clia ngudi yéu
cdu chimg thuc V'21 ngudi thue hién chimg thuc; s6 lugng trang va 101 chimg duoc
ghi tai trang cudi ctia hop dong, glao dich. Trudéng hop hop dong, giao dich co tir
02 (hai) to trd 1én thi phai dong dAu gidp lai.

+ Trong trudng hop ngudi yéu cdu chimg thuc khéng thong thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 14 ngudi ¢6 nang luc hanh vi
dan sy diy da theo quy dinh cia phép luat, théng thao tiéng Viét va ngbn ngit ma
ngudi yéu cu chimg thuc sir dung. Ngudi phién dich do ngudi yéu ciu chimg thuc
maoi hodc do co quan thuc hién chirng thuc chi dinh. Thu lao phién dich do nguoi
yéu cu chimg thuc trd. Trudng hop phai phién dich thi ngudi phién dich c6 trach
nhiém dich diy dd, chinh x4c ndi dung ctia hop ddng, giao dich, ndi dung 16i chimg
cho ngudi yéu ciu chimg thyuc va ky vao timg trang hop déng voi tu cach la nguoi
phién dich. A
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+ Thoi gian tiép nhén va trd két qua: Tir thir hai dén sang tht bay hang tuan,
'trong gi6 hanh chinh trr ngay nghi, nghi 1€ theo quy dinh. :

- Cach thirc thwe hién: Nop hd so true tlep.

- Thanh phan, sb Irong hé so:

Ngum yéu cu ching thue nop 01 (mot) bo hd so yéu ciu chung thuc gom
céc gidy to sau day:

+ Dy théo hop dong, giao dich;

+ Ban sao Gidy chimg minh nhan dén hogic HO chiéu con gid tri st dung cua
ngudi yéu ciu chimg thwe (xuit trinh kém theo ban chinh d& d6i chiéu);

+ Bén sao gidy chimg nhén quyen s& hitu, quyén sir dung hojc ban sao gidy
to thay thé dwoc phap luat quy dinh d6i vé6i tai san ma phap luét quy dinh phdi ding
ky quyén s& hiru, quyén sir dung trong trudng hop hop ddng, glao dich lién quan
dén tai san d6; trir truong hop ngucn lap di chiic dang bi céi chet de doa dén tinh
mang (Xudt trinh ban chinh ¢4 d6i chiéu). -

- Thoi han gidi quyet: , |

Khéng qué 02 (hai) ngay lam viéc, k& tir ngay nhén du hd so yéu ciu chimg
thic hosc c6 thé kéo dai hon theo théa thuin bing vin ban véi ngudi yéu céu
ching thyc. Trudng hop kéo dai thoi han gidi quyét thi ngudi tiép nhan hd so phai
c6 phiéu hen ghi 13 thdi gian (gid, ngay) tra két qua cho ngudi yéu ciu chimg thuec.

- Péi twong thuc hién thi tuc hanh chinh: C4 nhén, té chuce

- Co quan thuce hi€n thi tuc hanh chinh: Phong Tu phap

- Két qua thwe hién thi tuc hanh chinh: Hop ddng, giao dich dugc chu’ng
thuc |

- Lé phi: 50.000 ddng/hop ddng, giao dich

+ C4 nhan, ho gia dinh vay vdn tai,tc‘) chtre tin ‘dung d& phuc vu phét trién
ndéng nghiep, néng thén theo quy dinh tai Nghi dinh s§ 55/2015/NB-CP ngay

09/06/2015 vé& chinh séch tin dung phuc vu phat trién nong ngh1ep, nong thon thi

khoéng phai ndp 16 phi chiing thuc hop ddng thé chip tai san.
- Tén méu don, miu tor khal Khéng S
- Yéu ciu, diéu kién thlrc hlen thit tuc hanh chmh (neu co)

- Cén cit phap ly cia tha tuc hanh chinh:
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"+ Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu v& cip bin
sao tir sd géc,rchl'mg thuc ban sao tir ban chinh, ching thuc chit ky va chimg thuc
hop ddng, giao dich;

+ Nghi dinh sb 55/2015/ND-CP ngay 09/06/2015 vé chinh sich tin dung
phuc vu phét trién néng nghiép, néng thén

+ Thoéng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy
dinh méc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thuc.

+ Théng tu sb 20/2015/TT-BTP ngay 29/12/2015 cia Bd Tu phap quy dinh
chi tiét va hwéng dAn thi hanh mot sé didu cia Nghj dinh sb 23/2015/ND-CP vé cip
ban sao tir sd gdc, chimg thyc ban sao tir ban chinh, ching thuc chit ky va chimg
thue hop ddng, giao dich

11. Thi tuc chirng thire viin ban thda thuin phan chia di sian ma di sin
14 dong san ’ |
- Trinh ty thyc hién:

+ Ngudi yéu cdu chimg thuc nép 01 bd hd so yéu clu chirg thyc tai B
phén tiép nhan va tra két qua cia UBND cép huyén.

: + Ngudi thue hién chimg thuc kidm tra gidy to trong hd so yéu clu chimg
thuc, néu dly a4, tai thdi diém ching thyc céc bén tham gia van ban théa thudn tu
nguyén, minh min va nhén thirc, 1dm chi dugc hanh vi ctia minh thi thuc hién
chirng thuec.

+ Céc bén tham gia thoa thuén phén chia di san phai ky truéc mét ngudi thuc
hién chirng thuc. " '

+ Trudng hop ngudi yéu cdu chimg thuc khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc dugc, khong nghe dugc, khong ky, khong diém chi dugc
thi phai c6 02 (hai) ngudi lam chimg. Ngudi 1am ching phai c¢6 di néng luc hanh
vi dan su va khéng c6 quyén, loi ich hoic nghia vu lién quan &n giao dich. Ngudi
1am chimg do ngudi yéu ciu chimg thwe bé tri. Trudong hop ngudi yéu cdu chimg
thuc khéng bb tri duoc thi d& nghj co quan thuc hién chimg thuc chi dinh ngusi
lam chimg _

+ Ngudi thuc hién chimg thuc ghi 16 ching theo mu quy dinh; ky, ghi rd
ho tén, d6ng ddu ctia co quan thyc hién chimg thue va ghi vao sb chimg thuc. Péi
vGi vin ban théa thuén cd tir 02 (hai) trang trd 1€n, thi timg trang phai dugc danh sb
thu ‘u_r,‘cé chit ky clia nguoi yéu cau chimg thuc va ngudi thuc hién chig thuc; sb
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Irong trang va [oi chimg dwoc ghi tai trang cudi ctia van. ban thoa thuén. Trudng
hop van ban thoa thuén c6 tir 02 (hai) to tr¢ 1én thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu ciu chimg thue khong théng thao tiéng Viét
thi phai cd ngudi phién dich. Nguoi phién dich phéi 1a ngudt ¢6 néng luc hanh vi
dan sy ddy du theo quy dinh ctia phép luét, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu céu chimg thye sir dung. Ngwdi phién dich do ngudi yéu cdu chimg thuc
moi hodc do co quan thuc hién chimg thuc chi dinh. Thii lao phién dich do ngudi
yéu ciu chimg thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac
ndi dung clia vin ban théa thuan ndi dung 151 chimg cho ngudi yéu céu chimg thuc
va ky vao timg trang van bén thoa thuén véi tu cach 1a ngudi phién dich.

+ Thoi gian tiép nhan va tra két qua: Tir thir hai dén séng thir bay hang tuan
trong gi® hanh chinh trir ngay nghi, nghi 1€ theo quy dmh :

.- Céch thu'c thwe hién: Nop hd so truc tiép tai Bo phan tiép nhan va trd ket
qué ctia UBND cp huyén. : L

- Thanh phén, s5 legng hd so:

Ngudi yéu ciu chitng thue ndp 01 (mdt) b hd so yéu cu ching thue, gdbm
céc gidy to sau day: :

+ Dy thdo van ban thoa thuén phén chia di san;

+ Bén sao Gidy chitng minh nhan dén hoic H6 chiéu con gi4 tr sir dung ciia
ngudi yéu ciu chimg thue (xuét trinh kém theo ban chinh dé ¢6i chiéu);.

+ Ban sao gidy chimg nhén quyén s& hitu, quyén sir dung hoic ban sao gidy
o thay thé dugc phép lujt quy dinh d6i voi tai san ma phip lut quy dinh phéi ding
ky quyén s& hiru, quyén st dung trong trucmg horp hop ddng, giao dich lién quan
dén tai san d6 (xuét trinh kém theo ban chinh dé di chiéu).

- Thoi han giii quyet

Khong qua 02 (hai) ngay 1am viéc, k& tir ngay nhan b hd so yéu cdu chung

“thue hodc c6 thé kéo dai hon theo thda thuin bang vin ban v6i ngudi yéu ciu

chitng thyc. Trudng hop kéo dai thdi han g1a1 quyét thi ngu(n tiép nhan héso phai
c6 phiéu hen ghi ro thoi gian (gid, ngay) tra két qua cho ngudi yéu cu chu'ng thuc

- Péi twong thue hlen thi tuc hanh chinh: C4 nhan tb chuc
- Co' quan thyc hién thi tyc hanh chinh: Phong Tu phap

- Két qua thwc hién thi tuc hanh chinh: Van ban thoa thuan phan chia di
san dugc ching thue o .
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- L& phi: 50.000 ddng/hop dong, giao dich

- Tén miu don, miu t& khai: Khong

- Yéu céu, diéu kién thwc hién thi tuc hanh chinh (néu c6):

- Céin cir phép Iy ciia thi tyc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phit vé cip ban

sao tir sb gbc, chimg thuc ban sao tir ban chinh, chimg thuc chir ky va chimg thuc
hop dong, giao dich;

+ Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi ching thyc.

+Théng tr s6 20/2015/TT-BTP ngay 29/12/2015 cia B Tu phép quy dinh
chi tiét va huorng d&n thi hanh mét s§ didu cia Nghi dinh sb 23/2015/ND-CP vé cép
ban sao tir sd gde, ching thyc ban sao tir ban chinh, chimg thyuc chit ky va chimg
thuc hop ddng, giao dich

12. Thii tuc chirng thwe van bén khai nhan di san ma di sdn la dfng sin
- Trinh ty thwc hién:

+ Ngudi yéu céu chimg thuc ndp 01 bd hd so yéu clu chimg thyc tai Bo
phén tiép nhan va tra két qua ctia UBND cép huyén.

+ Ngudi thuc hién chimg thuc kiém tra gidy t& trong hd so yéu cdu chimg
thuc, néu diy du, tai thoi diém chimg thuc cAc bén tham gia vin ban khai nhén di
san tu nguyén, minh min va nhén thic, 1am chi duge hanh vi cia minh thi thuc

. hién chiing thuec. _

+ Céc bén tham gia khai nhidn di san phai ky trudc mit nguodi thuc hién
chirng thye.

+ Trudng hgp ngudi yéu ciu chimg thuc khdng ky dwoc thi phai diém chi;
néu ngudi d6 khong doc dugc, khdng nghe dugce, khong ky, khong diém chi dugc
thi phai c¢6 02 (bai) nguoi lam ching. Ngudi lam ching phai c6 di ning luc hanh
vi dn sy va khéng c¢6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Ngudi
lam chimg do ngudi yéu ciu chimg thuc bd tri. Trudng hop ngudi yéu cdu chimg
thuc khong bd tri dwge thi dé nghi co quan thyc hién ching thuc chi dinh nguoi
lam ching. '

+ Ngudi thuce hién chimg thyc ghi 16i chimg theo miu quy dinh; ky, ghi 18
ho tén, déng diu ctia co quan thyc hién chimg thyc va ghi vao sé chimg thuc. Déi
v&i vin ban khai nhén c6 tir 02 (hai) trang trd 1én, thi timg trang phéi dugc danh sb
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thit tu, c6 chit ky clia ngudi yéu cdu ching thuc va ngudi thuc hién chimg thuc; s6
lugng trang va 1d1 ching dugce ghi tai trang cuoi cua van ban thoa thudn. Trudng
hop vin ban khai nhan c6 tir 02 (hai) t& tr& 1én thi phai déng d4u giép lai.

+ Trong trurdng hop ngudi véu ciu ching thuc khong thong thao tiéng Viét
thi phai cé ngudi phién dich. Ngudi phién dich phai 1d ngudi c6 nédng luc hanh vi
dan sy diy di theo quy dinh cia phap luét, thong thao tiéng Viét va ngdn nglt ma
ngudi yéu cau chimg thue sir dung. Ngudi phién dich do ngudi-yéu ciu ching thuc
mdi hodc do co quan thyc hién chimg thuc chi dinh. Thit lao phién dich do nguoi
yéu cu chimg thuc tra. Ngudi phién dich c6 trach nhiém dich diy do, chinh xac
ndi dung ciia vin ban théa thun ndi dung 14i chig cho ngudi yéu ciu chiing thuc
va ky vao timg trang van ban khai nhin v6i tir céch 13 ngudi phién dich.

+ Thoi gian tiép nhan va tré két qua: Tir thit hai dén sang thir bay hang tuln,
trong gi® hanh chinh trir ngay nghi, nghi 1€ theo quy dinh.

- = Cach thlrc thwe hién: Nop hé so truc tiép tai B§ phén tlep nhén va tra két

qué cia UBND cap huyen '

- Thanh phin, s6 lrong ho so:

Nguou yéu ciu chitng thuc nop 01 (mot) bd hd so yéu cdu chung thuc, gdm
chc gidy to sau day:

+ Du thao vin ban khai nhan di san;

+ Ban sao Gidy chimg minh nhin dan hoic Ho chiéu con gié trj sir dung cua
ngudi yéu ciu ching thuc (xuét trinh kém theo ban chinh dé& d6i chiéu);

+ Ban sao gi4y chimg nhan quyén s& hitu, quyén sir dung hoic ban sao gidy
t& thay thé duge phép luat quy dinh déi véi tai san ma phap luat quy dinh phai ding
ky quyén s& hitu, quyén sit dung trong trudng hop vin ban khai nhén di san lién
quan dn tai san d6 (xudt trinh kém theo ban chinh @& dbi chiéu).

- Thaoi han gidi quyet

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan da hd so yéu ciu chung
thie ho#ic ¢6 thé kéo dai hon theo thda thuin bing vin ban véi ngudi yéu cu
chimng thuc. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan hé so phai
c6 phiéu hen ghi ro thoi gian (gid, ngay) tra két qua cho ngudi yéu ciu chung thue.

- Do twgng thie hién thi tuc hanh chinh: Ca nhén, td chic
- Co quan thye hién thi tuc hanh chinh: Phong Tu phép
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- Két qua thwe hién thd tuc hanh chinh: Van ban khai nhén di sén’ dugce
chirng thuc

- L& phi: 50.000 dong/hop dbng, giao dich

- Tén miu dom, miu t& khai: Khong

- Yéu chu, didu kign thwe hién thit tuc hanh chinh (néu co):

- Can cir phap ly cia thia tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phit vé cp ban

sao tir sb gbc, chimg thuc ban sao tir ban chinh, chimg thuc chit ky va chiing thuc
hop dbng, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngady 11/11/2016 cia BS Tai chinh quy
- dinh mc thu, ché do thu, ndp, quan ly va sit dung phi ching thuc.

+ Théng tu sé 20/2015/TT-BTP ngay 29/12/2015 ciia B6 Tu phap quy dinh
chi tiét va hudng dfn thi hanh mét sé diéu caa Nghi dinh s6 23/2015/NB-CP vé cip
béan sao tir s6 gbc, chimg thuc ban sao tir ban chinh, chimg thuc chit ky va chimg
thuc hop:ddng, giao dich.
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