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Poc 1ap - Tw do - Hanh phiic

ANH CHINH PUGC SUA POI, BO SUNG; THU TUC HANH
41 BAI BO TRONG LINH [ V'C CHUNG THUC THUQC
PHAM VI CHU'C NANG QUAN LY CUA BQ TU PHAP

(Ban hanh kém theo Quyét dinh s6 4329 /OP-BTP ngay 0/ thdng & ndm 2020
cua Bj truong Bé Tu phap)

Phin I

DANH MUC THU TUC HANH CHINH

1. Danh muc thi tuc hanh chinh dwoge sita d8i, bd sung

STT |S6hdse| Ténthituc | Tén VBQPPL quydinh | Linhvye | Coquan
TTHC hanh chinh ndi dung sira ddi, bd sung thwe hién
A. Thii tuc hanh chinh ap dung chung

1 |2.000815 | Chung thuc ban | Théng tw sé 01/2020/TT- | Ching thue | UBND
sao tir ban chinh | BTP ngay 03/3/2020 cia cip  x&;
gidy to, vin ban | By trudng Bo Tw phdp quy Phong Tu
do ¢o quan, 'to dinh chi tiét va huéng dén phap; Tb
chic c¢6 thiam |thi hinh mét sd diéu cua chitc hanh
quyén ciia Viét | Nghi dinh s 23/2015/NP- nghé céng
Nam cap hodc | CP ngay 16\/02[2015 cuia chitng; Co
ching nhén Chinh phu v€ cap ban sao quan dai

tir s gbc, chimg thyc ban dién
sao tir ban chinh, ching

thyre chit ky va chitng thuc

hop ddng, giao dich.

2 {2.000843 | Chimg thyc ban | Thong tw sb 01/2020/TT- | Chémg thyc | Phong Tu
sao tir ban chinh | BTP ngay 03/3/2020 cua phap; T6
gidy 10, van ban | B§ trudng B6 Tu phép quy chitc hanh
do co quan, td|dinh chi tiét va huéng dan nghd coéng
chtc ¢c6 thim |thi hanh mét sé didu cua chimg; Co
quyén ciia nude | Nghi dinh sé 23/2015/ND- quan dai
ngoai; co quan, | CP ngay 16/02/2015 cla dién

td chirc c6 thdm
quyén cla Viét
Nam lién két v6i
co quan, tb chirc
c6 thdm quyén
cla nudc ngodi
cap hodc ching
nhén

Chinh phu vé& c¢ip ban sao
tir s§ gbe, ching thyc ban
sao fir ban chinh, ching
thue chit ky va chimg thwe
hop ddng, giao dich.
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2.000884 | Chimg thyc chit | Théng tu s6 01/2020/TT-, Chf_rhg"'thgc “UBND
ky trong céc gidy | BTP ngdy 03/3/2020 ictajfie "'~ % l'chp  xa;
t, vin ban (4p [ BO trwong B Tu phap 'quy, |*7¢ . 2% '~ Phong Tu
dung cho ca|dinh chi tiét va huéng dan T I'phap; Té
trudng hep | thi hanh mdt s6 didu ciay|, _~" | chirc hanh
chimg thyc diém | Nghi dinh sé 23/2015/NBD- | =" nghé cong
chi va trudng hop | CP ngay 16/02/2015 cla chirng; Co
ngudi yéu clu Chmh phu vé cdp ban sao quan dai
chimg thue | tir s6 gbc, chimg thye ban dién
khong Ky, khéng | sao tir ban chinh, chimg
didm chi dugc) | thue chu: ky va ching thuc
: hop don& glao dich
2.000913 | Chéng thyc viée | Thong tu s6 01/2020/TT- | Chimg thye | UBND
sira ddi, b6 sung, | BTP ngay 03/3/2020 cuia cdp xa
huy béd hop | BO trudng BQ Tu phap quy Phong Tu'
dbng, giao dich | dinh chi tiét va huéng din phap
thi hanh mot sb didu cla
Nghi dinh s6 23/2015/ND-
CP ngdy 16/02/2015 cla
Chmh phu vé cp ban sao
tir s& gbc, chimg thyc ban
sao tr ban chinh, ching
thye chit ky va chimg thyre
hop ddng, g1ao dich
2.000927 | Stra 18i sai s6t | Thong tu sé 01/2020/TT- Chirng thyc | UBND
trong hop ddng, [ BTP ngdy 03/3/2020 cia cip  xa;
giao dich B trudng Bo Tu phap quy Phong Tu
dinh chi tiét va huérng din phép
thi hanh mot sb didu cta
Nghj dinh s& 23/2015/ND-
CP ngdy 16/02/2015 cla
Chmh phu vé cép ban sao
tir s& gbc, chimg thyc ban
sao tir ban chinh, ching
thuc chit ky vd ching thyc
hop ddng, g1ao dich
2.000942 | Cép ban sao c6 | Théng tw s6 01/2020/TT- | Ching thuc | UBND
chimg thuc tir | BTP ngdy 03/3/2020 cia cip  xa;
bén chinh hop | B§ trudng Bo Tu phép quy Phong Tu
ddng, giao djch | dinh chi tiét va huéng din phéap
di duge ching |thi hanh mot sé didu cuia
thue Nghi dinh s6 23/2015/NP-
CP ngay 16/02/2015 clia
Chmh phu vé& cép ban sao
tir s8 gbc, chimg thyc ban
sao tir ban chinh, ching
thye chit ky va ching thae
hop dong_, giao dich
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B. Thit tuc hanh chinh thire hién tai co quan dai dién

1 |2.000988 | Chitng thyc chir | Théng tw sé& 01/2020/TT- | Chimg thye | Co  quan
ky ngudi dich | BTP ngay 03/3/2020 cia dai dién
ma ngudi dich 13 | B§ trudng B Tu phip quy
vién chitc ngoai | dinh chi tiét va huéng din
giao, vién chic | thi hanh mot sé didu cua
lanh sy Nghij dinh s6 23/2015/ND-

CP ngay 16/02/2015 cua
Chinh phii v& cip ban sao
tir & gbc, ching thuc ban
sao tir ban chinh, ching
thye chit ky va ching thye
hop ddng, giao dich

2 12.000975 | Chitng thwe chir | Thong tu s6 01/2020/TT- | Chimg thyc | Co  quan
k)7 ngub‘i dich ETP ngé,y 034‘3/201120 cua dai dién

\ . o QtruimgBo u phép quy
?;anggugﬁ éidlclg dinh chi tiét va huéng din

n ; ~| thi hanh mdt s didu cua

vién chiic ngoai | Nohi dinh s 23/2015/NB-

giao, vién chic | cp noay 16/02/2015 cia

lanh sy Chinh phu vé cp ban sao

tir s6 gbc, chimg thuc ban

sao tir ban chinh, chimg

thye chir ky va ching thuc

| hop dbng, giao dich
C. Thii tyc hanh chinh cdp huyén

1 |2.000992 | Chitng thyc chit | Théng tu s6 01/2020/TT- | Chimg thuc | Phong Tu
ky ngudi dich | BTP ngay 03/3/2020 cla phép
ma ngudi dich 1a | B§ truong B Tu phip quy
cong tAc vién | dinh chi tiét va hudng din
dich thuit cua |thi hanh mét s6 didu cta
Phong Tu phap | Nghj dinh sé 23/2015/ND-

CP ngay 16/02/2015 cuia
Chlnh phu vé cip ban sao
tir s6 gbe, chimg thuc ban
sao tir ban chinh, ching
thue chit ky va ching thyc
hop ddng, giao dich

2 |2.001008 | Chirng thyc chit | Thong tr sé 01/2020/TT- | Ching thirc | Phong Tu
ky ngudi dich | BTP ngay 03/3/2020 cia phéap

ma ngudi dich
khéng phai i
chng tic vién
dich thuit coga
Phong Tu phap

B§ truéng BO Tu phap quy
dinh chi tiét va huéng din
thi hanh mét sb didu coa
Nghj dinh s§ 23/2015/ND-
CP ngay 16/02/2015 ciha
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Chmh phu vé cip ban sao
tir s6 gbe, chimg thue ban
sao tr ban chinh, ching
thue chir ky va chimg thuc
hop ddng, giao dich

2.001044

Chirng thuc hop
déng, giao dich
lién quan dén tai
san 1a ddng san

Théng tr s§ 01/2020/TT-
BTP ngay 03/3/2020 cua
B truéng BO Tu phép quy
dinh chi tiét va huéng dan
thi hanh mot sb didu cua
Nghj dinh s 23/2015/ND-
CP ngay 16/02/2015 clia
Chmh phu vé cip ban sao
tir sb gbc, chitng thyc ban
sao tir ban chinh, ching
thye chit ky va ching thyc
hop ddng, giao dich

Ching thyc

Phong Tu
phép

2.001050

Chimg thuc vin
ban théa thuin
phén chia di san
ma di san Ia
dong san

Thong tw s6 01/2020/TT-
BTP ngay 03/3/2020 cha
B¢ truéng B Tu phap quy
dinh chi tiét va huéng dén
thi hanh m6t sé didu cia
Nghi dinh s 23/2015/ND-
CP ngay 16/02/2015 clia
Chmh phu vé cp ban sao
tir sb gbe, chimg thyc ban
sao tir ban chinh, chimg
thye chir ky va chimg thyc
hop dbng, giao dich

Ching thyc

Phong Tu
phap

2.001052

Ching thyc vin
ban khai nhan di
san ma di sin 13
dong san

Thong tw sé 01/2020/TT-
BTP ngay 03/3/2020 cua
B§ truémg B Tu phép quy
dinh chi tiét va huérng dan
thi hanh mot sé didu cla
Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 clia
Chmh phu vé clp ban sao
tir s& gbc, chimg thyc ban
sao tir ban chinh, ching
thye chir ky va chirng thuc
hgp dbng, giao dich

Chitng thyc

Phong Tu
phép

D. Thii tuc hanh chinh cip x3

1

2.001035

Chimng thyc hop
ddng, giao dich
lién quan dén tai
san la ddng sin,

Théng tu sé 01/2020/TT-
BTP ngay 03/3/2020 cha
B truong B6 Tw phap quy
dinh chi tiét va huéng din

Chirng thye

Uy  ban
nhin dén
cap xd
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quyén st dung
dat, nha &

thi hanh mdt so diéu cua
Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua
Chmh phu vé cép ban sao
tir sd gbc, chitng thyrc ban
sa0o tr ban chinh, ching
thue chit ky va chimg thuc
hop ddng, giao dich

2.001019

Chimg thuc di
chuc

Théng tu sé 01/2020/TT-
BTP ngay 03/3/2020 cia
Bf truémg B§ Tu phép quy
dinh chi tiét va huéng dan
thi hanh mot sbé didu coa
Nghi dinh s6 23/2015/NP-
CP ngay 16/02/2015 cua
Chmh phu vé clp ban sao
tir s§ gbc, chimg thyc ban
sao tir ban chinh, chiing
thyc chir ky va chimg thye
hop ddng, giao dich

Chimg thye

Uy ban
nhan dan
cap xd

2.001016

Chimng thyc vin
ban tir chéi nhan
di san

Théng tr sé 01/2020/TT-
BTP ngay 03/3/2020 cua
B§ truéng BY Tu phdp quy
dinh chi tiét va huéng din
thi hanh mdt so didu cia
Nghj dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua
Chlnh phu vé cép ban sao
tir s& gbe, chimg thwe ban
sao tir ban chinh, ching
thyre chir ky va chimg thuc
hop ddng, giao dich

Ching thuc

Uy  ban
nhén dén
cap xd

2.001406

Ching thye vin
ban thdéa thuédn
phén chia di san
ma di san 13
dong san, quyén
sir dung dt, nha
&

Théng tr sé 01/2020/TT-
BTP ngay 03/3/2020 cua
B¢ trudng B§ Tu phép quy
dinh chi tiét va huéng dan
thi hianh mot sb didu cia

Nghj dinh sé 23/2015/ND--

CP ngdy 16/02/2015 cua
Chinh phi v& cip ban sao
tir s gbc, chitng thuc ban
sao tir ban chinh, ching
thye chit ky va chirng thyc
hop ddng, giao dich

Ching thyc

Uy  ban
nhdn dén
cap xd

2.001009

Chimg thuc vin
ban khai nhén di

Théng tr sb 01/2020/TT-
BTP ngay 03/3/2020 c¢ha

Ching thuc

Uy ban
nhin dén
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sdn ma di san Ja
dong san, quyén
str dung dét, nha
&

B¢ trudmg B§ Tu phap quy
dink chi tiét va hué'ng dén
thi hanh mot s& diéu cua
Nghj dinh sé 23/2015/ND-
CP ngdy 16/02/2015 cva
Chmh phu v& cip ban sao
tir s& gbe, ching thuc ban
sao tir ban chinh, chimg
thue chu ky va chiing thue
hop ddng, giao dich

S
cap xa

2. Danh muc thii tuc hanh chinh bj béi bo

STT

S6 hd so
TTHC

Tén tha tuc
hanh chinh

Tén VBQPPL quy dinh ndi
dung sira ddi, bd sung

Linh vye

Co quan
thwre hién

Thii tuc hanh chinh c¢iia cong chirng vién thye hién chiing thire

1

2.001004

Chimg thue ban
sao tr ban chinh
gify 10, viin ban
do co quan, tb
chuc c6 thim
quyén cla Vlf;t
Nam; co quan, tb
chirc ¢6 thém
quyén ciia nudc
ngoiu co  quan,
td chu'c c6 thdm
quyén ctia Viét
Nam lién ket voi
CO' quan, td chirc
c6 thdm quyén
cia nudc ngodi
cip hofic chimg
nhén.

Théng tr sé 01/2020/TT-
BTP ngay 03/3/2020 cia
B6 truéng Bo Tu phdp quy
dinh chi tiét va huéng din
thi hanh mét s didu coa
Nghj dinh sb 23/2015/ND-
CP ngay 16/02/2015 cla
Chmh pha vé cdp ban sao
tir s§ gbc, ching thwc ban
sao tir ban chinh, ching
thye chit ky va ching thyc
hop ddng, giao dich

Ching thye

Cong
ching
vién

Khong
c6 mi so

Ching thye chit
ky trong céc gidy
td, vin ban (4p
dung cho «c&
trudmg hQ‘p
chimg thyc diém
chi va trudng
hgp ngudi yéu
ciu chimg thye
khong ky, khong
diém chi dugc)

Théng tw sé 01/2020/TT-
BTP ngay 03/3/2020 cua
B trudng By Tu phdp quy
dinh chi tiét va huorng din
thi hanh mot s6 didu cua
Nghj dinh s6 23/2015/ND-
CP ngay 16/02/2015 cia
Chinh phu vé clp ban sao
tir s gbe, chimg thuc ban
sao tir ban chinh, ching
thye chir ky va chitng thire
hop dbng, giao dich

Chimng thyrc

Cong
chirng
vién
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Phin II
N()I DUNG CU THE CUA TUNG THU TUC HANH CHINH DUQC
SUA POI TRONG LiNH VU'C CHUNG THUC THUOC PHAM VI
CHUC NANG QUAN LY CUA BO TU PHAP

L Thi tyc hanh chinh 4p dung chung

1. Thi tuc chimg thwe bin sao tir ban chinh gidy t&, vin bin do co
quan t6 chire ¢6 thim quyén ciia Viét Nam cip hoiic chimg nhin

- Trinh ty thye hién:

+ Ngudi yéu ciu chimg thirc phai xuét trinh ban chinh gidy t&, vin ban lam
co s& dé ching thyc ban sao va ban sao can ching thue.,

+ Tru'orng hop nguoi yéu céu chimg thuc chi xuét trinh ban chinh thi co

quan, tb chirc tién hanh chup tir ban chinh dé thyc hién chimg thue, trir trudng hop
co quan, t5 chirc khong c6 phwong tién dé chup.

+ Ngudi thuc hién chimg thuc kiém tra ban chinh, di chiéu véi ban sao,
néu ndi dung ban sao dtng véi ban chinh. Ban chinh gidy td, viin ban khéng thudc
céc trudng hop ban chinh gidy to, vin ban khéng duge ding 1am co s dé chimg
thyc ban sao thi thye hién chitng thuc nhu sau:

“* Ghi dly d0 191 chimg chimg thuc bén sao tir ban chinh theo mAu quy dinh;

* Ky, ghi 18 ho tén, d6ng diu ctia co quan, t6 chirc thuc hién ching thuc va
ghi vao s6 chimg thue.

D4i v6i ban sao c6 tir 02 (hai) trang trd 1én thi ghi 10 chimg vao trang cudi,
néu ban sao ¢6 tir 02 (hai) t&r tré 1én thi phai déng du gidp lai.

M&i béan sao duge chitng thuc tir mdt ban chinh gidy t&, viin ban hojc nhidu
ban sao dugc chimg thuc tir m§t ban chinh gidy td, van ban trong cling mét thoi
diém dugc ghi mét s6 chirng thuyec.

+ Ngudi yéu ciu chimg thue nhin két qua tai noi ndp hd so.
- Céch thirc thye hidn: Nop hd so tryc tiép

- Thanh phén, s6 lwong hd so: Ban chinh gidy to, vin ban lam co s dé
chimg thuc ban sao va ban sao cin chimg thuc. Trudng hop ngudi yéu cdu ching
thye chi xuét trinh ban chinh thi co quan, t§ chirc tién hanh chup tir ban chinh ¢é
thue hién chitng thye, trir trudng hop co quan, td chic khong c6 phuong tién dé
chup. Ban sao tir ban chinh d& thuc hién chimg thuc phai cé ddy do cdc trang di
ghi théng tin cuia ban chinh,

- Thoi han giai quyet' Trong ngay co quan, to chirc tiép nhan yéu cau hojc
trong ngay lam viéc tlep theo, néu tiép nhan yéu céu sau 15 gio. Doi v01 trudong
hop cling mdt lic yéu cau chimg thyc ban sao tir nhidu loai ban chinh gidy td, vin
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ban; ban chinh c¢6 nhidu trang; yéu ciu sb lwong nhidu ban sao; ndi dung gidy to,
van ban phuc tap khé kiém tra, d6i chiéu ma co quan, t§ chtrc thyc hién chimg
thye khong thé ddp img duge thoi han quy dinh néu trén thi thdi han chimg thuc
dugc kéo dai thém khong qué 02 (hai) ngay lam viéc hofic ¢6 thé dai hon theo
thoa thuén bing vin ba.n v6i ngudi yéu cau chimg thyc. Trudng hop tra két qua
trong ngay 1am viéc tiép theo hoic phéi kéo dai thai gian theo quy dinh thi ngudi
tiép nhan ho so phai cé phiéu hen ghi 15 thoi gian (gid, ngdy) tra két qua cho
ngudi yéu ciu chimg thye.

- Doi twgng thire hién thi tuc hinh chinh: C4 nhén, t6 chirc

- Co' quan thire hién thii tuc hanh chinh: Uy ban nhén dén cap x4, Phong
Tu phép, TS chirc hanh nghé cong chimg, Co quan dai dién.

- Két qua thure hién thi tye hanh chinh: Ban sao dugce chimg thure tir ban chinh
- Phi:

+ Tai UBND cp x3, Phong Tu phép, T5 chirc hanh nghe cdng chimg: 2.000
dong/trang, tir trang thr 3 trd 1én thu 1.000 ddng/trang, t8i da thu khéng qui
200.000 dbng/ban. Trang 13 cin ot & thu phi dugc tinh theo trang ctia ban chinh.

+ Tai co quan dai dién: 10 USD/ban;
- Tén miu don, mAu t& khai: Khéng

- Yéu ciu, didu kién thye hi¢n thii tuc hanh chinh: Ban chinh gidy to,
van ban cén chimg thue.

Bén chinh giy to, vin ban khong duge dung ldm co s& dé chimg thuc ban sao:
+ Ban chinh bj tAy x6a, sira chita, thém, bot néi dung khéng hep 16.
+ Bén chinh b hu héng, cii nat, khéng x4c dinh duge ndi dung.

+ Ban chinh dong diu mét clia co quan, td chirc c6 thdm quyén hoc khéng
déng diu mat nhung ghi 1o khong duge sao chup.

+ Ban chinh ¢6 ndi dung trdi phap ludt, dao dirc x4 hoi; tuyen truyén, kich
dong chién tranh, chong ché d6 x4 hdi cha nghia Viét Nam; xuyen tac hch sir clia
dén thc Viét Nam; xtic pham danh dy, nhan phém, uy tin ca c4 nhén, t6 chirc; vi
pham quyén cong déan.

+ Gidy t0, vén ban do ca nhéan ty 1ap nhung khéng c6 xac nhan va déng déu
clia co quan, t& chirc c6 thdm quyén.

- Can cit phap ly ciia thi tuc hanh chinh:

+ Nghi dinh sb 23/2015/ND-CP ngdy 16/02/2015 ciia Chinh phi1 v& cdp ban
sao tlr ban chinh, ching thyc chit ky va chimg thuc hgp ddng, giao dich;

+ Théng te sé 01/2020/TT-BTP ngay 03/3/2020 cua Bé truong B T phap
quy dinh chi tiét va hudng dén thi hanh mét s6 didu cia Nghi dinh s
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23/2015/ND-CP ngay 16/02/2015 ciia Chinh phit vé cdp ban sao tir bén chinh,
chieng thyuc chit ky va chimg thuc hop dong, giao dich,

 + Théng tu s§ 226/2016/TT-BTC ngay 11/11/2016 ciia B$ truéng B Tai
chinh quy dinh mirc thu, ché d6 thu, ndp, quéan 1y va st dung phi ching thyc;

+ Théng tu sb 264/2016/TT-BTC ngay 14/11/2016 cia Bo trwdng Bo Tai
chinh quy dinh murc thu, ché d§, thu, ndp, quan ly va sit dung phi, 1€ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam & nude ngoai;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cta B truéng Bo Tai
chinh quy dinh mrc thu, ché d6 thu, ndp, quan 1y, sir dung phi cong chimg; phi
chimg thuc; phi thim dinh tidu chuén, diéu kién hanh nghé céng chimg; phi thdm
dinh diéu kién hoat dong vin phong cdng chimg; 18 phi cAp thé céng chimg vién.

2. Thi tyc chimg thue ban sao tir ban chinh gidy to, vin ban do co quan,
tb chirc ¢6 thim quyén ciia mwée ngodi; co quan, td chire ¢6 thim quyén ciia
Viét Nam lién két v6i co quan, td chirc c6 thim quyén cita nuwée ngoai cap hoic
ching nhin

- Trinh ty thwe hién:
+ Ngudi yéu cau chimng thuc phai xut trinh bén chinh gidy to, vin bén 1am
co s& dé chimg thuc ban sao va ban sao can chiing thye.

+ Truong hop ngudi yéu clu chimg thyc chi xudt trinh ban chinh thi co
quan, tb chirc tién hanh chyp tir ban chinh d8 thuc hién chimg thuc, trir trudng hop
co quan, tb chirc khéng c6 phuong tién dé chup.

+ Nguoi thye hign chung thuc kiém tra ban chinh, d6i chiéu véi ban sao,
néu ndi dung ban sao diing v6i ban chinh, ban chinh gidy td, vin ban khong thude
céc trudng hop ban chinh gidy to, vin ban khong duge ding 1am co s¢ d8 chimg
thuc ban sao thi thyc hién chimg thye nhur sau:

* Ghi ddy 0 16 chimg chimg thire ban sao tir ban chinh theo mu quy dinh;

* Ky, ghi 15 ho tén, dong dau coa co quan, t§ chirc thyc hién ching thue va
ghi vao s6 chimng thue.

Péi voi ban sao c6 tir 02 (hai) trang trd 1én thi ghi 161 chimg véo trang cudi,
neu ban sao c6 tir 02 (hai) t& tré 1én thi phai dong dau gip lai.

M3i ban sao dugc chitng thyre tir mét ban chinh gidy td, vin ban hojc nhidu
ban sao duge chimg thuc tir mdt ban chinh gidy t&, van ban trong cling mot thoi
diem duge ghi mot s6 ching thye.

+ Ngudi yéu cdu ching thuc nhén két qua tai noi ndp hd so.

- Céch thirc thye hién: Nop hd so tre tiép
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- Thinh phén, sé lugng ho s0: Ban chinh gidy t&, van ban 1am co 8O aé
chimg thyc ban sao va ban sao can chimg thuc Truong hop ngudi yéu ciu chung
thye chi xuét trinh ban chinh thi co quan, t& chuc tién hanh chup tir ban chinh dé
thue hién chimg thuc, trir trudng hop co quan, td chirc khoéng ¢é phu'ong tién dé
chup. Ban sao, chyp tir ban chinh dé thuc hién chimg thwc phai c6 ddy du céc
trang da ghi thong tin cia ban chinh.

- Thoi han gidi quyét:

+ Thot han thye hién yéu cdu chimg thyc phai duge béo dam - ngay trong
ngay co' quan, to chire tiép nhén yeu cau hodc trong ngay lam viéc tlep theo, néu
tiép nhan yéu cdu sau 15 gid. Pbi véi truong hop cling mét lic yéu cdu chimg
thuc ban sao tir nhiéu loai ban chinh gidy t0, vin ban; ban chinh c6 nhidu trang;
yéu cdu s6 lwong nhidu ban sao; ni dung gidy t&, vin ban phu'c tap khé kiém tra,
dbi chiéu ma co quan, t4 chirc thuc hién chimg thyc khong thé dap tmg dugc thai
han néu trén thi thoi han chimg thie duge kéo dai thém khéng qud 02 (hai) ngay
1am viéc hodic c6 thé dai hon theo théa thuin bing vin ban véi ngudi yéu ciu
chimg thye. Trudng hop tra két qua trong ngay lam viéc tiép theo hodc phai kéo
dai thoi gian theo quy dinh thi ngudi t1ep nhan hé so phai cé phiéu hen ghi rd thoi
gian (gid, ngdy) tra két qua cho ngudi yéu ciu chirng thue.

- P6i twgng thire hién thii tuc hanh chinh: C4 nhén, t§ chirc

- Co quan thye hién thii tuc hanh chinh: Phong Tu phép; T4 chirc hanh
nghé cong ching, Co quan dai dién. -

- Két qua thyre hién thii tuc hanh chinh: Ban sao duge chimg thue tir ban chinh
- Phi:

+ Tai Phong Tu phap, T8 chirc hanh nghe cong chitng: 2.000 dong/trang, tir
trang thir 3 tr& 1&n thu 1.000 ddng/trang, i da thu khéng qu4 200.000 ddng/bén.
Trang 12 céin ¢ dé thu phi dugc tinh theo trang cia ban chinh;

+ Tai co quan dai dién: 10 USD/ban;
- Tén miu dom, mau t& khai: Khong
- Yéu cau, didu ki¢n thirc hién thii tuc hanh chinh: Ban chinh giy to, vin
ban cin chimg thre.
Bén chinh gidy t&, vin ban khéng dugce diing 1am co s& dé chimg thyuc ban sao:
+ Bén chinh bj tdy x6a, sita chita, thém, bét ndi dung khéng hop 18.
+ Ban chinh bi hu héng, cii nat, khéng xac dinh dugc néi dung.

+ Ban chinh déng diu mét cta co quan, t§ chirc ¢6 thAm quyén holic khong
déng diu mét nhung ghi rd khong dugc sao chup.

+ Ban chinh c6 ndi dung trai phap luat, dao dirc x3 hdi; tuyen truyén, kich
dong chién tranh, chéng ché d5 x4 héi chu nghia Viét Nam; xuyén tac lich sit ca
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dén tdc Viét Nam; xic pham danh dy, nhan phim, uy tin ciia c4 nhén, tb chirc; vi
pham quyén cong dén.

+ Ban chinh do co quan, t6 chirc ¢é thim quyén cta nudc ngoai cép, cong
chung hodc chimg nhén chua dugce hgp phap héa ldnh sy theo quy dinh tai Khoan
1 Diéu 20 Nghi dinh sb 23/2015/ND-CP, trir h chiéu, thé cdn cude, thé thuong

i, thé cu tri, gidy phép ldi xe, bang tot nghiép, chimg chi va bdng diém kém
theo bdng tét nghiép, chimng chi.

+ Gidy tor van ban do cé nhén ty 18p nhung khéng c6 x4c nhén va déng déu
clia co quan, t§ chire ¢6 thim quyén.

- Cén cir phap Iy ciia thi tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phi v& cép ban
sao tir ban chinh, chimg thuc chit ky va ching thuc hgp dong, giao dich;

+ Théong tw 56 01/2020/TT-BTP ngay 03/3/2020 cua Bg trudng Bo Tu phap
quy dinh chi tiét va hudng dén thi hanh mét so dzeu cua Nghi dinh s6
23/2015/NP-CP ngay 16/02/2015 cia Chinh phii vé cdp bdn sao tir bin chinh,
chimg thiee chiz ky va chitng thue hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia B) trwéng B6 Tai
chinh quy dinh mirc thu, ché d§ thu, ndp, quan ly va sir dung phi chimg thuc;

+ Thong tu s& 264/2016/TT-BTC ngay 14/11/2016 cua B§ truéng B6 Tai
chinh quy dinh muc thu, ché d9, thu, ndp, quan Iy va st dung phi, 1€ phi trong linh
v ngoai giao ap dung tai cac co quan dai dién Viét Nam & nudce ngoai;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 cia B trudng B Tai
chinh quy dinh mtrc thu, ché d6 thu, ndp, quan 1y, sir dung phi coéng chimg; phi
chimg thyc; phi thAm dinh tiu chuén, diéu kién hanh nghé cong chimg; phi thdm
dinh diéu kién hoat d6ng vin phong cong ching; 18 phi cdp thé cong chimg vién

3. Thii tuc chirng thye chir ky trong cic gidy to, viin ban (4p dung cho
ca trudng hgp chirng thwe diém chi va trudng hep ngudi yéu ciu ching thwe
khong thé ky, khong thé diém chi dwec)

- Trinh ty thwe hién:

+ Ngudi yéu cau ching thyc chit ky/diém chi/khong thé ky, khong thé didm
chi dugc phai xuat trinh cac gidy t& phuc vy viée chimng thyc chir ky.

+ Trong trudmg hop ngudi yéu ciu chimg thuc khéng théng thao tiéng Viét
thi phai c¢6 ngudi phién dich. Ngudi phién dich phai 1a nguoi c6 ning lyc hanh vi
dén sy ddy du theo quy dinh ctia phép luét, théng thao tiéng Viét va ngdn ngilt ma
ngudi yéu cau chimg thyc sir dung. Ngudi phién dich do ngudi yéu cdu chimg
thye moi hodc do co quan thuc hién chimg thyc chi dinh. Thi lao phién dich do
ngudi yéu cdu chimg thye tra.
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+ Ngudi thuc hién ching thyc (hode nguoi tiép nhdn hé so trong truong
hop tiép nhén taz bo phdn mot cira, mit ctra lién thong) kiém tra gidy t&r yéu ciu
chung thue, néu thiy da glay t& theo quy dinh, tai thdi diém ching thuc, ngudi
yeu cau chimg thic minh mén, nhén thic v lam chi duge hanh vi clia minh va
viéc chung thuc khong thuge céc trudng hop khdng duge chimg thyc chir ky thi
yéu ciu ngudi yéu clu chimg thuc ky/didm chi trwde mat va thye hién chimg thuc
nhu sau:

* Ghi day di 161 chimg chimg thye chit ky theo mau quy dinh phia dudi
chit ky dwge chimng thuc hodc trang lién sau cia trang gidy 0, vin bdn cé chit ky
dugc chzmg thuc; Néu hé so tiép nhan tai bé phdn mgt cira, mét cika lién thong thi
ngudi tidp nhdn hé so ky vao duéi Ioi chitng theo méu quy dinh va chuyén hé so
cho nguoi thuc hién chimg thuc.

* Ngudi thye hién ching thuc ky, ghi 15 ho tén, déng déu cia co quan, tb
chirc thuc hién chimg thyc va ghi vao s6 chimg thure.

Ddi véi gidy 16, véin bén cd tir (02) hai t6 tré lén thi phdi dong déu giap lai.
Truong hop loi chu'ng duoc ghi tai to lién sau cia trang cd chit ky thi phai déng
dau gidp lai gitta gidy t6, vén bn chimg thuc chit ky va trang ghi 101 chiing.

- Cich thirc thwe hién: Nop hd so truc tiép tai UBND cap x4, Phong Tu
phép, Té chirc hanh nghé cong ching, Co quan dai dién ho@c ngoai tru s& clia co
quan thyc hién chig thyc néu ngudi yéu cu chimg thye thudc dién gia yéu,
khéng thé di lai duor, dang bj tam gift, tam giam, thi hanh 4n phat ti hoidc c6 ly
do chinh dang khac.

- Thanh phin hd so:

+ Ban chinh ho#ic ban sao ¢6 ching thuc Gidy ching minh nhin dan/Cdn
cude cong dén hoic Ho chiu con gid tri st dung,

+ Gidy to, vin ban ma minh s& yéu ciu chimg thyc chit ky Truong hop
chimg thyc chit ky trong glay to, vén ban bang tiéng nuéce ngoai, néu ngucn thuc
hién chiing thuc khéng hidu r6 ndi dung cta gidy t, vén ban thi ¢6 quyén yéu cau
ngudi yéu cdu chimg thyc ndp kem theo ban dich ra tiéng Viét n6i dung coa gidy
td, vin ban dé (ban dich khéng cin cong chimg hojic chu’ng thye chit ky ngudi
dich, ngudi yéu cdu chimg thyc phai chiu trach nhiém v& ndi dung ctia ban dich).

+ Ngudi yéu ciu chimg thyc nhén két qua tai noi nép hd so.

- Thm han thye hién yéu ciu chu'ng thue: Trong ngay co quan, td chirc tiép
nh4n yéu ciu hoic trong ngay lam viéc tiép theo, néu tiép nhén yeu cau sau 15 gio.
Truang hop tra két qua trong ngay lam viéc tlep theo thi ngudi tiép nhan hd so phai
c6 phiéu hen ghi r5 thdi gian (gid, ngay) tra két qua cho ngudi yéu ciu ching thye.

- P6i twgng thye hién thi tuc hanh chinh: C4 nhin
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- Co quan thye hién thé tuc hanh chinh: UBND cép x3, Phong Tu phap,
T4 chitc hanh nghé cong chimg, Co quan dai dién.

- Két qua thwc hién thi tuc hanh chinh: Gidy to, vin ban duge chirng tht_ic
chit ky/diém chi.

- Phi:

+ Tai UBND cdp x4, Phong Tu phép, Té chirc hanh nghe cdng chimg:
10.000 dong/truorng hop (trudng hop dugc tinh 14 mot hodic nhidu chit ky trong
mét gidy t&, vin ban).

+ Tai co quan dai dién: 10 USD/ban

- Tén miu don, miu t& khai: Khéng

- Yéu clu, didu kién thwre hién thi tuc hanh chinh:

Trudmg hgp khong duge chirng thyue chir ky:

+ Tai thoi diém chitng thwe, ngudi yéu ciu chimg thyc chit ky khéng nhén
thirc va lam chud duge hanh vi ciia minh.,

+ Ngudi yéu cdu chung thuc chit ky xuit trinh Gidy chimg minh nhan dén
hodic H§ chiéu khéng con gié tri st dung hodic gia mao.

+ Gidy to, vén ban ma ngudi yéu cau chimg thye ky vao ¢6 ndi dung quy
dinh tai Khoan 4 Diéu 22 ciia Nghi dinh s 23/2015/ND-CP.

+ Gzay 16, van ban c6 ngi dung la hop dong, giao djch; trir Gidy 1y quyen
trong cde truong hop Gidy 1y quyén: (1) ty quyén vé viée nop hg, nhin ho hé 50,
gidy to, tru truong hop phdp lugt quy dinh khong dugc uy quyén; (2). 1y quyén
nhdn ho lu'ang huru, bieu phdm, tro cap, phu cap; (3) ity quyén nho tréng nom nha
cika; (4) 1y quyén cia thamh vién hé gia dinh dé vay von tai Ngén hing chinh sdch
xd hoi; hodc trir truong hop phdp ludt co quy dinh khdc.

- Cén cir phap 1y ciia thii tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 cta Chinh phi v& cip ban
sao fir ban chinh, ching thue chir ky va chimg thuc hgp dong, giao dich.

+ Thong tu .s'o 01/2020/TT-BTP ngay 03/3/2020 cua Bg truong Bé Tu phdp
quy dinh chi tiét va hudng din thi hanh mét so dzeu cua Nghi dinh s0

23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cdp bdn sao tir ban chinh,
chitng thuc chit ky va chimg thue hep doéng, giao dich.

+ Thdng tir s§ 226/2016/TT-BTC ngay 11/11/2016 ciia BS trudng Bd Tai
chinh quy dinh mirc thu, ché d6 thu, ndp, quan ly va str dung phi chimg thyc;

+ Thong tr s6 264/2016/TT-BTC ngay 14/11/2016 ciia Bo truéng B6 Tai
chinh quy dinh mirc thu, ché d9, thu, ndp, quan ly va sir dung phi, 1€ phi trong Iinh
vue ngoai giao ap dung tai cac co quan dai dién Viét Nam & nude ngoai;
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+ Théng tu s§ 257/2016/TT-BTC ngdy 11/11/2016 cia Bd truéng B Tai
chinh quy dinh mitc thu, ché d6 thu, ndp, quan ly, sir dung phi cong ching; phi
chimg thuc, phi thdm dinh tiéu chudn, diéu kién hanh nghe cong chimg; phi thim
dinh didu kién hoat dong vin phong céng ching; 18 phi cdp thé céng chimg vién.

4. Thii tuc chitng thwe viée sira d6i, bd sung, hiiy bé hop ddng, giao dich
- Trinh tw thwe hién:

+ Ngudi yéu ciu chimg thye xuit trmh gidy t& tuy than con gia tri str dung dé
ngudi thue hién chimg thye kiém tra va ndp 01 bd hd so .

+ Viéc sira di, bd sung, hily bd hop ddng, giao dich ¢4 duogc chiing thuc chi
dugc thuc hién khi c6 théa thusn bing vin ban clia cic bén tham gia hgp dong,
giao dich.

+ Viéc stra d01 bd sung, hiry bé hop ddng, giao dich dugc thl,rc hién tai co
quan da chimg thye hop ddng, giao dich. Truorng hop sira dbi, bd sung, thay thé,
huy bo mt phén hosc toan b di chic thi c6 thé chimg thuc tai bt ky co quan cé
thAm quyén chimg thuc nao.

+ Ngudi thyuc hién chimg thye (hodc ngudi tiép nhdn hé so trong truong hop
tiép nhan hé so tai bo phdn mdt cira, mt cira lién thong) kiém tra gidy t& trong hd
so yéu ciu chimg thyc, néu dy da ta1 thoi diém chimg thuc cic bén tham gia hop
dbng, giao dich tu nguyén, minh mén va nhin thirc, 1am cha dwgc hanh vi ciia
minh i tiép nhén hé so, thyc hién ching thuec.

+ Céc bén tham gla hop ddng, giao dich phai ky trude mit ngudi thye hién
chimg thue, néu hop dong cO tir hai trang té lén thi phdi ky vao tung trang.
Truong hop ngudi yéu cdu chiing thuc ndp hé so tai bé phdn mét cira, mot cu-a
lién thong thi cde bén tham gia hop dong, giao dich phaz ky trueée mdt nguoi tiép
nhén hé so. Trudng hop ngudi cé thdm quyen giao két hop ddng cia céc td chitc
tin dung, doanh nghiép d& dang ky chit ky mAu tai co quan thye hién chimg thye
thi c6 thé ky trude vao hop ddng; ngudi thue hién chimg thyuc (hoac nguoi tiép
nhdn hé so tai b phin mét cika, mgt cika lién thong) phai dbi ch1eu chir ky cta ho
trong hop dong véi chit ky mau trude kh1 thyre hién chimg thye, néu nghi ngd chix
ky trong hop ddng khéc véi chit ky mau thi yéu ciu ngudi d6 ky truede mit.

+ Trudng hop ngudi yéu ciu chimg thuc khéng ky duge thi phai diém chi;
néu ngudi d6 khéng doc duge, khéng nghe dugc, khong ky, khong diém chi dugc
thi phai ¢6 02 (hai) ngudi 1am chimg. Ngudi lam ching phai cé du néng luc hanh
vi dan su va khong c6 quyén, loi ich hoéc nghia vy lién quan dén hop ddng, giao
dich. Ngudi lam chung do ngudi yéu céu chu'ng thue bd tri. Trudng hop ngudi
yéu cau chimg thwc khéng bd tri duoe thi dé nghi co quan thuc hién chimg thuc
chi dinh ngudi lam chimg,.
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+ Ngudi thuc hién chimg thyc (hodc nguoi tiép nhdn hé so) ghi 101 chimg
trong (mg v6i timg loai hop ddng, giao dich theo mau quy dinh. Truong hop tiép
nhdn hé so tai by Pphdn mdt ciea, mot cira lién thong thi nguoi tié]o nhdn hé so ky vao
timg trang cia hop déng, giao dich va kp vao dudi 167 chitng theo méu quy dinh.

Nguoi thwe hién chung thuc ky vao timg trang cia hop déng, giao dich (néu
ho so khdng dwge tiép nhdn qua bd phdn mdt cika, mét chira lién thong), ky, ghi rd
ho tén, dong déu cia co quan thyuc hién chirng thuc va ghi vao s6 ching thue.

Péi véi hop ddng, giao dich c6 tir 02 (hai) trang tr& 18n, thi timg trang phai
dugc danh s6 thh tu; s6 lugng trang va 16i chitng duge ghi tai trang cubi cia hop
dong, giao dich. Trudng hop hgp dong, giao dich cé tir 02 (hai) t& trd 1én thi phai
dong dau giap lai.

+ Trong trudng hgp ngudi yéu ciu chimg thyuc khong thong thao tiéng Viét
thi phai c¢6 ngudi phién dich. Nguoi phién dich phai 14 ngudi ¢b ndng lue hanh vi
dan syr déy du theo quy dinh cia phap lut, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cdu chimg thyc st dung. Nguoi phién dich do ngudi yéu cdu chimg
thuc moi hodc do co quan thye hién chitng thye chi dinh. Thu lao phién dich do
nguoi yéu cau ching thuc tra, Ngudi phién dich c6 trach nhiém dich day &, chinh
xac ndi dung cua hop dbng, giao dich, ndi dung 1oi ching cho ngudi yéu céu
chimg thyuc va ky vao timg trang hop dong voi i cach 1a ngudi phién dich.

+-Co quan thyc hién viée sira d5i, bd sung, thay thé, hity bd mét phin hosic
toan b di chiic phai thong bao bang vén ban cho co quan d& chimg thuc trude déy
vé ndi: 'dung stra ddi, b6 sung, thay the, hiy bd moit phan hodc toan bd di chuc dé
ghi chid vao S0 chimg thuc hgp dong, giao dich.

+ Ngudi yéu cdu chimg thire nhén két qua tai noi ndp hd so.

- Céch thire thre hién: Nop hd so trure tiép tai UBND cép x4, Phong Tu phap

- Thanh phén, s6 lrgng hd so:

Ngudi yéu ciu chimg thuc ndp 01 (mot) bd hd so yéu cdu chimg thire, gdm
cac gidy to sau diy: |

+ Hop ddng, giao dich d3 dugc chimg thyec;

+ Dy thao hop ddng, giao dich stra dbi, b sung, hity bd hgp dong, giao dich
da duge ching thuec;

+ Trong triwdng hop ndi dung sira dbi, bd sung c6 lién quan dén tai san thi
nguoi yéu cau chimg thue phai ndp ban sao kém ban chinh dé do6i chicu gidy chimg
nhén quyén s& hitu, quyén st dung hodc ban sao gidy t& thay thé dugc phap luat
quy dinh do0i vdi tai san ma phap luét quy dinh phai ding ky quyén s& hitu, quyen
st dung, trir trrong hop ngudi 18p di chiic dang bi cai chét de doa dén tinh mang.

- Thoi han gidi quyét: Thoi han thye hién yéu ciu chimg thwe phai duge
bao dam ngay trong ngay co quan, t6 chirc ti€p nhan yéu cau hodc trong ngay lam
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viéc tiép theo, neu tiép nhan yéu cau sau 15 gmf Trudng hop tra két qua trong
ngay lam viéc tiép theo thi ngudi tiép nhén hé so phéi ¢6 phiéu hen ghi rd thoi
gian (gi®, ngdy) tra két qua cho ngudi yéu cu ching thue. :

- Péi twgng thire hién thii tyc hanh chinh: C4 nhén, t chirc

- Co quan thire hign thii tyc hanh chinh: UBND cip x4, Phong Tu phap
- Két qua thyre hién thii tyc hinh chinh: Hop ddng, giao dich duoe chimg thyc
- Phi: 30.000 ddng/hop ddng, giao dich, |
- Tén miu don, miu t&r khai: Khong

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

Viéc stra d6i, bd sung, hiy bo hop ddng, giao dich d3 duoc chu'ng thue chi
dugc thuc hién khi c6 thoa thuin bang vin ban ciia cic bén tham gia hop dbng,
giao dich.

- Can cir phap ly ciia thi tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phivécpban

sao tir ban chinh, ching thyc chit ky va chiing thuc hop ddng, giao dich;

+ Théng te s6 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong B3 Tuw phap
quy dinh chi tiét va hubng dén thi homh mét .s'o dzeu cua Nghi dinh so
23/2015/NB-CP ngay 16/02/2015 ctia Chinh phii vé c¢dp ban sao tir bin chinh,
chiing thure chit ky va chimg thye hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia B trudng Bo Tai
chinh quy dinh mtc thu, ché d6 thu, ndp, quan ly va st dung phi chimg thue.

5. Thii tuc sira i sai s6t trong hep ddng, giao dich
- Trinh tu thwe hién:
+ Ngudi yéu ciu chimg thwe ndp 01 bd hd so.

+ Viéc stra 131 sai s6t trong khi ghi chép, danh may, in hop ddng, giao dich da
dugce chu'ng thuc duge thu:c hién theo thda thuin bang van ban cua cac bén tham
gia hop dong, giao dich, néu khong 1am anh huéng dén quyén, nghia vy cia cic
bén va duge thwe hién tai co quan d4 chimg thue hop dbng, giao dich.

+ Nguoi thuc hién chimg thue gach chan 15i sai s6t cin stra, déng déu clia co
quan thuc hién ching thyc va ghi vao bén 18 ciia hop ddng, giao dich ndi dung 43
sta, ho tén, chit ky clia ngudi sira, ngdy thang nim sira.

+ Ngudi yéu ciu chimg thyre nhén két qué tai noi ndp hd so.
- CAch thute thye hién: Nép hd so truce tiép tai UBND cp x4, Phong Tu phép
- Thanh phin, sé Iwrgng hd so:
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Ngudi yéu ciu chimg thuc nép 01 (mdt) bd hd so yéu cu chimg thyc, gdm
cac gidy to sau day:

+ Bén sao gidy t& tuy than con gi4 trj sit dung clia ngudi yéu clu chimg
thuc (xudt trinh ban chinh dé déi chiéu);

+ Vin ban thoa thuan vé viée stra 151 sai s6t trong hop ddng, giao dich da
dugc ching thuc

+ Hop déng, giao dich da dugce chimg thuc;

+ Ban sao gidy chimg nhén quyén s& hif, quyén sir dung hojic ban sao gidy
to thay theé dwoc phép luét quy dinh d6i voi tai san ma phép ludt quy dinh phai
dang ky quyén s& hiru, quyén sir dung trong trirong hop hop dong, giao dich lién
quan dén tai sin d6 (xuat trinh ban chinh d€ d6i chiéu).

- Théi han gidi quyét: Thoi han thue hién yéu céu chimng thye phai duge
bao dam ngay trong ngay cO quan, to chirc tiép nhén yéu cu hoic trong ngay lam
viée tiép theo, neu tiép nhén yeu cau sau 15 glo Truong horp tra két qua trong
ngdy lam viée tiép theo thi ngudi tiép nhén hé so phai ¢6 phiéu hen ghi o thoi
gian (gid, ngay) tra két qua cho ngudi yéu cau ching thue.

- P6i twgng thye hign thi tuc hanh chinh: C4 nhén, t§ chitc

- Co quan thue hién thii tuc hanh chinh: UBND cép x4, Phong Tu phép

- Két qua thye hién thi tuc hanh chinh: Hop ddng, giao dich dwoc stra
13i k¥ thuat

- Phi: 25.000 ddng/hop ddng, giao dich.

- Tén miu don, miu t& khai: Khong

- Yéu ciu, didu kién thue hién thi tuc hanh chinh: /
- Cén o phap ly cia thi tuc hanh chinh:

+ Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii v& cip ban
sao tir ban chinh, chimg thyc chit ky va chitng thuc hop dong, giao dich;

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ctia BY trudng B Tu phap
quy dinh chi tiét va hwéng ddn thi hanh mdt so dzeu cua Nghi dinh so

23/2015/ND-CP ngay 16/02/2015 cua Chinh phii vé cdp bdn sao tir ban chinh,
ching thue chit ky va ching thue hop dong, giao dich;

+ Thoéng tu s§ 226/2016/TT-BTC ngay 11/11/2016 cia B truéng B Tai
chinh quy dinh mirc thu, ché d§ thu, ndp, quan 1y va str dung phi chimg thue.

6. Thii tuc cAp ban sao ¢6 chirng thye tir ban chinh hop ddng, giao dich
da dwoge chirng thue

- Trinh tw thwe hién:
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+ Ngum yéu cu cap bén sao ¢6 chimg thue tir ban chinh hop ddng, giao
dich phai xuét trinh c4c gidy t& theo quy dinh.

+ Ngudi thye hién ching thye kiém tra gidy t& do ngudi yéu ciu cip ban
sao c6 ching thye tir ban chinh hop ddng, giao dich xuét trinh.

+ Viée cip ban sao ¢6 chimg thue tir ban chinh hop dbng, giao dich da duoc
chimg thyc dugc thyc hién tai co quan huu trit hop dong, giao dich.
+ Co quan thyc hién chimg thyc tién hanh chyp tir ban chinh hop ddng, giao
dich dang dugc Ivu trit va thuc hién ching thye nhur sau:
* Ghi dy dii 15i chimg chimg thue chit ky theo m3u quy dinh; |
* Ky, ghi 16 ho tén, déng diu cia co quan, t§ chirc thye hién chimg thyuc va
ghi vio sb chimg thyc.

P&i v6i ban sao c6 tir 02 (hai) trang tr& 18n thi ghi 16i chimg vao trang cudi,
neu bén sao c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

M3i ban sao dugc chimg thuc tir mét ban chinh giy t&, viin ban hodc nhidu
ban sao dugc chung thyc tir mét ban chinh gidy t&, vin ban trong cing mét thai
diém dugc ghi mot sb chung thuec.

- C#ch thire thwe hign: Nop hé so tryc tiép tai UBND cap x3, Phong Tu phap

- Thanh phin, sb hrgng hd so: Ngudi yéu ciu chimg thyc xuét trinh ban
chinh hofc ban sao cé chimg thuc Gidy chimg minh nhin dan/Cén cude cong déin
hodc Hb chiéu con gid tri st dung.

- Théi han giai quyet Trong ngay co quan, to chitc tiép nhén yéu ciu hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cdu sau 15 gio. Trudng hop tra
két qua trong ngdy 1am viée tlep theo thi nguoi tlep nhan hé so phai ¢6 phiéu hen
ghi rd th&i gian (gidy, ngdy) tra két qua cho ngudi yéu cdu chimg thue.

- Pbi twong thwe hién thii tuc hanh chinh: C4 nhén, tb chire

- Co quan thye hién thi tyc hanh chinh: UBND clp x4, Phong Tu phép
luu trit hgp ddng, giao dich

- Két qué thwe hién tha tuc hanh chinh: Ban sao hop déng, giao dich
duge chimg thue

- Phi: 2.000 dong/trang, tir trang thir 3 trd 1én thu 1.000 ddng/trang, t6i da
thu khéng qua 200.000 déng/ban. Trang 13 cin ctt 48 thu phi dugc tinh theo trang
cua ban chinh.

- Tén mAu don, mAu t& khai: Khong
- Yéu ciu, diéu kién thwe hién thé tuc hanh chinh: /
- Can cir phap Iy ciia thi tuc hanh chinh:
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+ Nghi dinh s8 23/2015/ND-CP ngiy 16/02/2015 ctia Chinh phii v& cép ban
sao tlr ban chinh, chimg thyc chir ky va chimg thuc hop ddng, giao dich;

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 cia B truéng B Tu phdp
quy dinh chi tiét va hudng dén thi hanh mét sé diéu cia Nghi dinh sé
23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cdp ban sao tir ban chinh,
chitng thuc chit ky va chimg thuc hop dong, giao dich;

+ Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B§ truéng B Tai
chinh quy dinh mc thu, ché d¢ thu, ndp, quén ly va sir dung phi chimg thyc.

II. Thii tue hanh chinh thue hién tai Co quan dai dién

1. Thi tue chimmg thwe chir ky ngwoi dich khéng phai vién chie ngoai
giao, vién chirc ldnh sy

- Trinh tu thye hién:

+ Ngudi yéu cdu chimg thuc chit ky ngudi dich phai xudt trinh cdc gidy to
phuc vu viéc ching thuce chit ky ngudi dich.

+ Nguo*1 thuc hién chu'ng thuc kidm tra gidy t& do ngudi yéu cdu chimg
thuc xuét trinh, néu thiy da glay t& theo quy dinh va gidy t&, viin ban duoc dich
khéng thudc céc trudong hop gidy td, vén ban khong dwoc dich dé chimg thuc chit
ky ngudi dich thi yéu ciu ngudi yéu ciu chimg thyc ky trude mit va thuc hién
chirng thyc nhu sau:

* Ghi ddy & 10 chimg chimg thue chit ky ngudi dich theo miu quy dinh;

“* Ky, ghi 16 ho tén, déng déu cta co quan, t6 chirc thuc hién chimg thuc va
ghi vao s chimg thuec.

Péi v6i ban dich glay td, vin ban co6 tir 02 (hai) trang trd 1€n thi ghi 16i
chung vao trang cubi, néu gidy td, van ban c6 tir 02 (hai) t& tré 1én thi phai déng
déu giap lai.

+ Ngudi yéu cau chimg thyue nhén két qua tai noi ndp hé so.

- Cach thirc thwre hién: Nop hd so trye tiép tai Co quan dai dién.

- Thanh phin hd so:

* Ban chinh ho#c ban sao c¢é chimg thyc Gidy Chimg minh nhén dan/Cdn
cude cong ddn hodc HY chicu con gia tri sir dyng;

* Ban chinh hodc ban sao tir sb gbc, ban sao ¢ chimg thuc bing cir nhan
(dai hoc) ngoai ngit tré 1én vé thir tiéng nude ngoai can dich hodc cd bang tot
nghiép dai hoc tré 1én ddi vdi thit tiéng nude ngodi can dich; trir trudng hop dich
nhimg ngdén ngit khéng phé bién ma ngudi dich khéng. cé bang cir nhin ngoai
ngit, bang tot nghiép dai hoc nhung théng thao ngdn ngir can dich.

* Ban dich dinh kém gidy t, vin ban cin dich.
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- Théi han thye hién yéu cAu ching thye: Trong ngdy co quan, t6 chirc
tiép nhin yéu cau hofic trong ngly 1am viée tiép theo, néu tiép nhan yéu cau sau
15 gitr hoiic c6 thé kéo dai hon theo théa thuan bang vin ban voi ngudi yéu ciu
chimg thue. Truong hop tra két qua trong ngay lam viéc tlep theo hodc kéo dai
thoi gian giai quyet theo théa thuén thi ngudi tiép nhan hd so phai c6 phiéu hen
ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu ciu chimg thuc.

- Poi twgng thire hién thii tuc hanh chinh: C4 nhin

- Co quan thuc hién thi tuc hanh chinh: Co quan dai dién

- Két qua thire hién thii tuc hanh chinh: Gidy t, vin ban duge chimg
thue chit ky nguoi dich

- Phi: 10 USD/ban

- Tén méiu don, mAu t& khai: Khong

- Yéu cAu, diéu kién thye hién thi tuc hanh chinh (néu cé):

Gidy t&, viin ban khong duoc dich dé chiing thuc chir ky ngudi dich:

+ Gidy to, van ban d4 bj tiy x6a, sira chira; thém, bét ndi dung khéng hop 18.

+ Gidy td, van ban bi hu héng, cfi nét khéng xéc dinh dwoc ndi dung.

+ Giéy t&, vin ban déng diu mat cla co quan, td chirc ¢ thdm quyén hojc _
khong déng ddu mét nhung ghi 13 khéng duoc dich.

+ Gidy 1o, vin ban cé ndi dung quy dinh tai Khoan 4 Didu 22 ciia Nghi dinh sb
23/2015/ND-CP.

+ Gidy td, van ban do co quan, t6 chirc ¢ thim quyén ctia nudc ngoai cip,
cng chung hodc chu'ng nhén chu'a dugc hop phép héa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 ctia Nghj dinh sb 23/2015/ND- CP, trir hj chiéu, thé cdn cude,

thé thuong tri, thé cu tril, gidy phép 1Gi xe, bang tot nghiép, ching chi va bing
diém kém theo bang tdt nghiép, chiing chi.

- Cin ot phap ly ctaa thi tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phti v& cip ban
sao tir ban chinh, chimg thye chit ky va chimg thuc hop ddng, giao dich.

+ Théng tw 56 01/2020/TT-BTP ngay 03/3/2020 ctia B truong Bo Tu phap -
quy dinh chi tiét va hudmg din thi hanh mét so dzeu cua Nghi dinh so
23/2015/NP-CP ngay 16/02/2015 ctia Chinh phii vé cdp ban sao tie ban chinh,
chimg thue chit ky va chitng thue hop dong, giao dich;

+ Théng tu s§ 264/2016/TT-BTC ngay 14/11/2016 ctia B$ truedng Bd Tai
chinh quy dinh mic thu, ché dj, thu, ndp, quan ly va sir dung phi, 1€ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dié€n Viét Nam & nudc ngoai. :
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2. Thii tue chirng thwe chir ky ngwdi dich 12 vién chirc ngoai giao, vién
chirc lanh su

- Trinh tw thye hién:

+ Vién chirc ngoai giao, vién chirc 1anh sy phai cam doan vé viée dd dich
chinh xac ndi dung gidy t&, van ban;

+ Ky, ghi 16 ho tén, déng diu ciia co quan dai dién va ghi vao sb chimg thue.

Péi véi ban d1ch g1ay t0, vén ban co tir 02 (hai) trang trd 1€n thi ghi 101 cam
doan vao trang cudi, ndu gidy td, vin ban c6 tir 02 (hai) t& trd 18n thi phai déng
déu giap lai.

+ Ngudi yéu cdu chimg thuc nhan két qua tai noi ndp hd so.

- Cach thirc thwe hién: Nop hd so trye tiép tai Co quan dai dién

- Thanh phin ho so: Ban dich dinh kém gidy to, vin ban cin dich.

- Th&i han thye hién: Trong ngdy co quan, t6 chirc tiép nhin yéu ciu hoic
trong ngdy lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gidr hodic c¢6 thé kéo
dai hon theo théa thuédn bang vin ban véi nguoi yéu cau chirng thue. Trudng hop
tra két qua trong ngay lam viéc ti€p theo hodc kéo dai thoi gian giai quyét theo
thoa thuan thi ngudi tiép nhan ho so phai c6 phiéu hen ghi rd thdi gian (gid, ngay)
tra ket qué cho ngudi yéu cau ching thye.

- Poi twgng thue hign thi tyc hanh chinh: C4 nhin

= Co quan thue hién thii tuc hanh chinh: Co quan dai dién

= Két qua thwe hién thii tuc hanh chinh: Gidy t&, vin ban dugc chimg
thuc chit ky ngudi dich

- Phi: 10 USD/ban

- Tén miu don, miu & khai: Khéng

- Yéu chu, didu kién thye hién thi tuc hanh chinh (néu c6):

Gidy t&, van ban khéng dugc dich d8& chimg thyc chit ky ngudi dich:

+ Gidy t&, vin ban d3 bj tAy x6a, sira chita; thém, bét ndi dung khong hop 18.

+ Gidy td, viin ban bi hu hdng, cii nat khong xéc dinh dugc néi dung

+ G1ay t&r, van ban déng déu mét cia co quan, t chirc c6 thdm quyen hodc
khéng déng diu mat nhung ghi 16 khéng dugc dich.

+ Gidy t&, vin ban cé ndi dung quy dinh tai Khoan 4 Diéu 22 clia Nghi
dinh sb 23/2015/ND CP.

+ Gidy t&, vin ban do co quan, t& chirc c6 thAm quyén ciia nudc ngoai cap,
cong ching ] hoac chimg nhan chu:a dugc hop phap hoa lanh sur theo quy dinh tai
Khoan 1 Piéu 20 cua Ngh1 dinh sb 23/2015/NI:) CP, trir ho chiéu, thé cdn cuoe,
thé thuong tri, thé cu tri, gidy phép ldi xe, béng 61 nghlep, chung chi va bang
diém kém theo bang tot nghzep, ching chi.
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- Can cir phap ly ciia thi tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cia Chinh phit v& cép ban
sao tir ban chinh, ching thure chit ky va chimg thue hop dong, giao dich. ‘

+ Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 ctia Bj truong Bé Tu phdp
quy dinh chi tiét va hwdng dan thi hanh mdt sé diéu cia Nghi dinh s
23/2015/ND-CP ngay 16/02/2015 ctia Chink phit vé cdp bdn sao tir ban chinh,
chitng thue chit ky va chimg thuc hop dong, giao dich;

+ Théng tu s§ 264/2016/TT-BTC ngay 14/11/2016 ciia B6 Tai chinh quy
dinh mirc thu, ché d9, thu, ndp, quén ly va sir dung phi, 1§ phi trong linh vic ngoai .
giao ap dung tai cac co quan dai dién Viét Nam & nwdc ngoai.

III. Thé tuc hanh chinh cfip huyén

1. Thit tye chirng thwe chir ky ngudi dich ma ngwdi dich 1a cfng tac
vién dich thuit ciia Phong Tw phap

- Trinh ty thye hién:

+ Ngudi yéu ciu chimg thuc chir ky ngudi dich phai xuét trinh cc gidy tor
phuc vu viéc chitng thye chit ky ngudi dich.

+ Ngudi thirc hién chimg thye (hodc ngudi tiép rhdn hé so trong truong
hop tiep nhdn ho so tai by phdn mdt cira, mét cira lién théng) kiém tra giay to do
ngudi yéu ciu chimg thire xuét trinh, néu thiy da gidy to theo quy dinh va gidy 10,
van ban duge dich khong thudc céc trudng hop gidy t&, vin ban khéng duge dich
dé chimg thuc chit ky ngudi dich thi thue hién chirng thie nhr sau:

* Khi thyce hién chirng thye, ngudi thye hién ching thuc phai d6i chiéu chir
ky ctia ngudi dich trén ban dich véi chit ky miu truée khi thue hién chimg thuc;
trudmg hop nghi ngd chit ky trén ban dich so véi chit ky mau thi yéu clu ngudi
dich ky triréc mit.

* Ghi diy &0 151 chiing chiimg thue chit ky ngudi dich theo mau quy dinh;

* KY, ghi 3 ho tén, déng déu ctia co quan, tb chirc thuc hién chimg thyc va
ghi vao so ching thyre.

Péi véi ban dlch glay td, van ban co tir 02 (hai) trang trd 1én thi ghi 1oi
chung vio trang cudi, néu gidy 1o, vin ban cé tir 02 (hai) to trd 1én thi phai dong
diu giap lai. '

= Cach thirc thye hign: Nop hd so truc tidp tai Phong Tir phap

- Thanh phﬁn hd so: Ban dich va giéy t&, van ban can dich.

- Th¥i han thye hi¢n: Trong ngdy co quan, t chirc tiép nhin yéu ciu hoic
trong ngdy 1am viée tiép theo, néu tiép nhin yéu cdu sau 15 gid hodc ¢é thé kéo
dai hon theo théa thuin bang van ban véi ngudi yéu cau ching thue. Trudng hop -
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trd két qua trong ngdy 1am viée tiép theo hodic phai kéo dai thdi gian theo théa
thuén thi ngudi tiep nhén ho so phai c¢6 phicu hen ghi 3 thdi gian (gid, ngdy) tra
ket qua cho nguoi yéu cau chimg thye.

- P6i twgng thwe hién thit tuc hanh chinh: C4 nhan

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

- Két qua thwe hién thi tuc hanh chinh: Gidy t&, vin ban duge chimg
thuc chir ky ngudi dich

- Phi: 10.000 ddng/trudng hop

- Tén miu don, miu t& khai: Khong

- Yéu céu, diéu kién thic hién thd tuc hanh chinh:

Gidy t&, vin ban khéng duoc dich dé chimg thue chit ky ngudi dich:

+ Gié"ly t&, viin ban da bi tAy x0a, sira chita; thém, bét ndi dung khong hgp 1&.

+ Gidy td, vin ban bj hwr hong, cfi nét khéng xdc dinh duge ndi dung.

+ Gidy to, vin ban déng ddu mét ciia co quan, t6 chirc c6 thdm quyén hodc
khong ‘dong ddu mat nhung ghi rd khong dwoe dich.

+ Gidy t&, vin ban c6 ndi dung quy dinh tai Khoan 4 Pidu 22 clia Nghj dinh
s6 23/2015/ND-CP.

& Gidy to, vin ban do co quan, t6 chirc c6 thAm quyén ctia nwée ngoai cép,
cong chu'ng hodc chimg nhén chua dugc hop phép héa lanh sy theo quy dinh tai
Khoan' 1 Pidu 20 cia Nghj dinh 50 23/2015/ND-CP, trir gidy hi chiéu, thé cdn

cude, thé cu ird, gidy phép 1di xe, bang tot nghiép, chitmg chi va bdng diém kém
theo bang tot nghiép, chimg chi.

- Can cir phap 1y ciia thii tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii v& cip ban
sao tir ban chinh, ching thue chit ky va chitng thue hgp dong, giao dich;

+ Thong tu 56 01/2020/TT-BTP ngay 03/3/2020 cua Bo trudng Bo Tu phap
quy dinh chi tiét va huéng din thi hanh mot so dzeu cua Nghi dinh so

23/2015/ND-CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao tir ban chinh,
chitng thuc chif ky va chimg thie hop dong, giao dich,

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo truong B Tai
chinh quy dinh murc thu, ché d6 thu, ndp, quan ly va sir dung phi chitng thue.

2, Thia tuc chirng thye chir ky ngwéi dich ma nguoi dich khong phai la
cong tac vién dich thuat

- Trinh tw thwe hién:
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+ Ngudi yéu cdu chimg thyc chir ky ngudi dich phéi xut trinh cac gidy to
phuc vu viée chirng thuc chit ky ngudi dich.

+ Ngudi thue hién chimg thwe (hodc ngudi tiép nhin hé so trong truong
hop tiép nhén hé so tai bg phdn mjt cita, mt cira llen thong) kiém tra gidy to do
ngudi yéu cdu chitng thyc xuét trinh, néu thdy da glay t& theo quy dinh va gidy td,
vén ban dugc dich khéng thudc céc trudng hop gidy td, vin ban khéng duoc dich
d& chimg thyc chir ky ngudi dich thi yéu cau ngudi dich ky trude miét va thyc hién
chimg thyc nhu sau:

* Ghi day i 10 chimg chimg thue chit ky ngudi dich theo mau quy dinh;
* Ky, ghi 13 ho tén, déng diu cta co quan, t& chirc thue hién chimg thue va
ghi vao s chimg thuec.

Pbi véi ban dlch glay to, van bén c6 tir 02 (hai) trang tré 18n thi ghi 1oi
chu'ng vao trang cubi, ndu gidy td, van ban c6 tir 02 (hai) to trd 1€n thi phai déng
diu giap lai.

- C4ch thire thyre hign: Nop hd sotruc tiép tai Phéng Tu phap

- Thanh phén hd so: |

+ Ban chinh ho#c ban sao ¢ chu'ng thye Gidy Chimg minh nhan dan/Cdn
cube céng ddn hodc Ho chiéu con gia tri sur dung;

+ Ban chinh hofic ban sao tir sé gbc, ban sao c6 chimg thuc bing ctr nhan
ngoai ngit tr¢ 1én ve thir tiéng nudc ngoal cin dich hoic béng tbt nghiép dai hoc
trés 18n dbi véi thir tiéng nude ngodi cAn dich; trir trudng hop dich nhung ngdn ngit
khéng phé bién ma ngudi dich khéng co bang ctr nhén ngoai ngit, béng 6t nghlep
dai hoc nhung théng thao ngdn ngit cin dlCh thi phdi ndp bdn cam két vé viée
thong thao ngén ngit dé va chiu trdch nhiém vé ndi dung ban dich;

+ Ban dich dinh kém gidy t&, viin ban cAn dich.

- Thoi han thie hign: Trong ngay co quan, to chirc tiép nhén yéu ciu hosic
trong ngdy lam viée tiép theo, néu tiép nhin yéu ciu sau 15 gio hodic ¢6 thé kéo
dai hon theo théa thuin bing vin ban véi ngudi yéu cdu chimg thyc. Trudmg hop
tra két qua trong ngdy lam vige tiép theo hodic phai kéo dai thoi gian theo thda

thusn thi ngudi tiép nhén hé so phai ¢6 phiéu hen ghi rd thdi gian (gid, ngdy) tra
két qua cho ngudi yéu ciu chimg thuc.

- Poi twgng thye hién thi tuc hanh chinh: Ca nhan
- Co quan thye hi¢n tha tuc hanh chinh: Phong Tu phap

- Két qua thwe hién thi tuc hanh chinh: Gidy to, vin ban duge chimg
thue chit ky ngudi dich.

- Phi: 10.000 ddng/trudmg hop

- Tén mAu don, miu t&r khai: Khong
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- Yéu cu, diéu kién thie hién thi tuc hanh chinh:

* Phong Tu phap chi chu'ng thue chir ky nguoi dich khong phai 1a ¢dng tac
vién khi ngudi d6 tr dich giay to, vin ban cia minh.

* Gidy t&, vin ban khéng dwoc dich d8 chimg thue chit ky ngudi dich:

+ Gidy to, vin ban d3 bj tAy x6a, sira chita; thém, bét néi dung khong hop 18.

+ Gidy to, van ban bi hu hdng, cii nét khéng xéc dinh duoc néi dung.

+ Gidy td, vin ban dong dAu mat ctia co quan, td chirc ¢6 thim quyén hoic
khong déng déu mat nhung ghi rd khong duge dich.

+ Gidy td, viin ban c¢6 ni dung quy dinh tai Khoan 4 Didu 22 cta Nghi dinh
s6 23/2015/ND-CP.

+ Gidy td, vin ban do co quan, t§ chirc c6 thdm quyén cta nude ngoai cép,
cdng chimg hodc chung nhén chua dugc hop phap hda lanh sy theo quy dinh tai
Khoan 1 Piéu 20 ciia Nghi dinh so 23/2015/ND-CP, trix g1ay h6 chiéu, thé cin
cude, thé thudng tru, thé cu tru, gidy phép l4i xe, bing tét nghiép, chimg chi va
bang diém kém theo bing tét nghiép, chimg chi.

- Can cir phap ly ciia thi tuc hanh chinh:

 Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 clia Chinh phi v& cdp bén
sao tir ban chinh, chimg thue chir ky va chng thue hgp dong, giao dich;

+ Thong tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia B truong B Tu phdp
quy dinh chi tiét va hubng dan thi hanh mét sé diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16/02/2015 ciia Chinh phit vé cdp ban sao tir ban chinh,
chitng thuc chit ky vé chimg thie hop dong, giao dich;

+ Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia BS trudng B Tai
chinh quy dinh mrc thu, ché d¢ thu, ndp, quan ly va sir dung phi chirg thue.

3. Thii tuc chimg thye hop ddng, giao dich lién quan dén tai sdn 13 dgng san
- Trinh ty thye hién:
+ Ngudi yéu cau chimg thyc ndp 01 bd hd so yéu clu chimg thye.

+ Ngudi thuc hién chimg thic (hodc ngudi tiép nhin hé so trong truong
hop tié}a nhén hé so tai bo phdn mét cira, mét cira lién théng) kidm tra gié"ty to
trong hd so yéu cdu chimg thuc, néu dly di, tai thoi diém chung thuc cic bén
tham gia hop ddng, giao dich tr nguyén, minh mén va nhén thie, lam chi duoe
hanh vi ctia minh #hi tiép nhén hé so, thuc hién chimg thuc.

+ Céc bén tham gia hop ddng, giao dich phai ky trudc mit ngudi thuc hién
ching thue, néu hop déng cé tir hai trang tré lén thi phdi ky vao ting trang.
Trueong hop ngudi yéu cdu chimg thue nip hé so tai bé phdn mét cira, mot cra
lién théng thi cdc bén tham gia hop dong, giao dich phai ky trude mdt nguoi tiép
nhédn hé so. Truong hop ngudi ¢6 thim quyén giao két hop ddng ciia céc td chirce
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tin dung, doanh nghiép da dang ky chit ky mAu tai co quan thyc hién chung thue
thi c6 thé ky truée vao hop ddng; ngudi thyre hién chimg thye phai dbi chidu chi
ky cia ho trong hop dbng véi chit ky miu truée k111 thyc hién chung thye, néu
nghi ng& chit ky trong hgp déng khic véi chir ky miu thi yéu ciu ngudi do ky
trude mat.

+ Truo:ng hop ngudi yéu ciu chimg thye khéng ky duge thi pha1 diém chi;
néu ngudi d6 khéng doc dugc, khdng nghe dugc, khong ky, khong diém chi duge
thi phai ¢6 02 (hai) nguoi lam chirng. Ngudi lam chitng phai c6 du nang lyc hanh
vi din sy va khéng c¢é quyén, loi ich hoac nghia vy lién quan dén hop ddng, giao
dich. Nguoi lam chimg do ngudi yéu cAu chimg thye b6 tri. Trudng hop ngudi
yéu cau chimg thyc khong bb tri duoc thi d& nghi co quan thuc hién chimg thuc
chi dinh ngudi 1am chimg.

+ Ngudi thuc hién chung thye (hode nguoi tzep nhén ho so) ghi 1o chung
tiwong tmg voi timg logi hop ddng, giao dich theo miu quy dmh Truong hop tiép
nhdn hé so tai bo phan mét cira, mét cira lién théng thi nguoi tiép nhdn hé so ky vao
timg trang ciia hop déng, giao dich va ky vao dudi I6i chitng theo mdu quy dinh.

Ngueoi thuc hzen chung thyc ky vao timg trang ciia hop déng, giao dich (néu
ho so khdng dugc tiép nhén qua bg phdn mgt cira, mét chira lzen thong), ky, ghi 18
ho tén, déng déu clia co quan thyc hién chimg thue va ghi vao sb chimg thuc.

bbi vm hop dong, giao dich c6 tir 02 (hai) trang tr& 1én, thi timg trang phéi
dugc danh sb thi tw; s6 luong trang va 10 chimg dwoc ghi tai trang cudi ciia hop
dong, giao dich. Trudng hop hop ddng, giao dich c6 tir 02 (hai) t& tré 18n thi phai
déng déu gidp lai.

+ Trong trudng hop ngudi yéu ciu chimg thuc khéng théng thao tiéng Vit
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi ¢4 nang lye hanh vi
dén sy diy du theo quy dinh ctia phip luat, thong thao tiéng Viét va ngdn ngilt ma
ngudi yéu cdu chimg thyc st dung. Ngudi phién dich do ngudi yéu ciu ching
thue moi hoac do co quan thuc hién chimg thwe chi dinh. Thu lao phién dich do
ngudi yéu ciu chimg thyc tra.Ngudi phién dich c6 trach nhiém dich ddy do, chmh
x4c ndi dung cta hop ddng, giao dich, nodi dung 161 chimg cho ngudi yéu clu
chung thwe va ky vao timg trang hop dong véi tu céch 1a ngudi phién dich.

- C4ch thire thwe hién: Nép hd so truc t1ep tai Phong Tu phap.

- Thanh phén, s6 lhrong hd so:

Ngum yéu cau chimg thuc nép 01 (mgt) bd hd so yéu ciu chimg thue, gdm
cac glay to sau day:

+ Du thao hop df“)ng, giao dich;

+ Ban sao Gidy chimg minh nhan dan/Céin cuée céng dén hoic HO chiéy
con g1a trj sir dung ctia ngudi yéu clu chimg thuc (xut trinh kém theo ban chinh
d& dbi chidu);
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+ Ban sao gidy chimg nhin quyf‘n} s& hitu, quyén sir dung hoic ban sao gidy
to thay theé dugc phép ludt quy dinh d6i voi tai sdn ma phép luét quy dinh phai
dang ky quyén s¢ hiru, quyén str dyng trong trdng hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé doi chieéu).

- Thoi han gidi quyét:

Khoéng qua 02 (hai) ngay lam viéc, ké tir ngay nhén di hd so yéu céu chung
thue hodic ¢6 thé kéo dai hon theo théa thuin bang van ban voi ngudi yéu clu
chimg thyc. Trudng hop kéo dai thoi han giai quyét thi ngudi tiép nhén hd so phai
c6 phiéu hen ghi & thai gian (gid, ngay) tra két qua cho ngudi yéu ciu chimg thyec.

- Poi twgng thye hién thi tuc hanh chinh: C4 nhén, t6 chic

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

- Két qua thyre hién thi tuc hanh chinh: Hop ddng, giao dich dugc chimg thyc

- Phi: 50.000 ddng/hop ddng, giao dich

- Tén miu don, miu t& khai: Khong

- Yéu ciu, didu kién thye hién thi tuc hanh chinh:

- Ciin cit phap 1y cia thi tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phti vé cép ban
sao tir ban chinh, chimg thyc chit ky va chimg thuc hop dong, giao dich;

+ Thong tu s ' 01/2020/TT-BTP ngay 03/3/2020 ctia By trudng BS Tw phdp
quy dinh chi tiét va huéng dén thi hanh mot so dzeu cua Nghi dinh sé

23/2015/ND-CP ngay 16/02/2015 cua Chinh phi Vvé cdp ban sao tir ban chinh,
chung thuc chit ky va chung thuce hop dong, giao dich;

+ Théng tu s§ 226/2016/TT-BTC ngay 11/11/2016 cia BS trudng Bd Tai
chinh quy dinh muc thu, che d¢ thu, ndp, quan ly va sir dung phi chirng thyc.

4. Thii tuc chirng thwe van ban théa thuin phin chia di sdn ma di san 14
dong san

- Trinh ty thye hién:

+ Ngudi yéu cdu chimg thuc ndp 01 bd hd so yéu cau chimg thue.

+ Ngudi thye hién chimg thyc (hodc nguwoi tiép nhdn hé so trong truong
hop tié‘}o nhdn hé so tai bp phdn mdt cua, mét ciea lién théng) kiém tra gié"ty to
trong hd so yéu cu ching thue, néu ddy du, tai thoi diém chimg thwe cic bén
tham gia vin ban théa thudn tr nguyén, minh min va nhan thic, lam chi duge
hanh vi cia minh thi #tép nhdn hé so, thuc hién chimg thyre.

+ Cac bén tham gia théa thuan phéan chia di san phai ky trudc mét nguoi
thue hién chimng thue, néu van bdn thoa thudn phdn chia di san co tir hai trang tro
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Ién thi phdi ky vao timg trang. Truong hop ngwdi yéu cdu chimg thuc ndp hé so
tai by phdn mdt cira, mot cu‘a lién thong thi cdc bén thoa thudn phdn chia di sdn
phdi ky truée mdt nguoi tiép nhén hé so.

+ Truong hop ngudi yéu céu chu'ng thyuc khong ky duge thi phai diém chi;
néu ngudi d6 khéng doc duoe, khéng nghe dugc, khong ky, khong diém chi dugc
thi phai ¢6 02 (hai) ngudi lam chimg. Nguoi 1am chimg phai ¢é dd niing luc hanh
vi dan su va khéng cé quyen, lgi ich hodc nghla vu lién quan dén giao dlch Ngudi
lam chimg do ngudi yéu clu chung thye bd tri. Trudng hop ngudi yéu ciu chimg
thyre khong bd tri dugc thi d& nghi co quan thyc hién chimg thyuc chi dinh ngudi
lam chiing.

+ Ngudi thyc hién chimg thue (hodc nguoi tiép nhdn hé so) ghi 16 chung
theo mau quy dmh Truong hop tiép nhan hé so tai by phdn mét cira, mt cika lién
thong thi nguoi tiép nhin hé so kp vao ttmg trang cua vdn ban théa thudn phdn
chia di sén va ky vao dudi loi chitng theo mau quy dinh.

Nguoi thuc hién chung thuc ky vao tieng trang cia vin bdn théa thudn phdn
chia di san (néu hé so khong duge tiép nhdn qua bg phdn mot cira, mot chira lién
thong) ky, ghi 18 ho tén, déng d4u ciia co quan thuc hién chuing thuc va ghi vao
s0 chimng thyc.

P6i véi vin ban thoa thuan phén ch1a di san c6 tir 02 (hai) trang tr& 1én, thi
ting trang phai dwgc danh s thir tu; sb lugng trang va 101 ching duge ghi tai
trang cudi clia vin ban thoa thuin phin chia di san. Trudng h0'p van ban thda
thuén phén chia di san ¢6 tir 02 (hai) t& tré 18n thi phai déng déu giap lai.

+ Trong trudmg hop ngudi yéu ciu chimg thyc khéng thong thao tiéng Viét
thi phai ¢6 nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang lyc hanh vi
dan su ddy du theo quy dinh clia phép luit, théng thao tiéng Viét va ngdn ngit ma
ngudi yéu ciu chimg thue sit dung. Ngudi phién dich do ngudi yéu cdu chimg
thue moi hoac do co quan thyc hién chimg thie chi dinh. Thi lao phién dich do
ngudi yéu cdu ching thue tra. Ngudi phién dich c6 trach nhiém dich diy du chinh
xéc ndi dung cia vén ban théa thuén ndi dung 1&i chimg cho ngudi yéu cu chimg
thye va ky vao timg trang vdn ban théa thudn phan chia di san véi tu cach 13
nguoi phién dich.

- Céch thire thue hién: Nop hé so truc tiép tai Phong Tu phap.

- Thanh phin, s6 lrgng hd so:

Ngudi yéu cdu ching thue ndp 01 (mdt) bs hd so yéu clu ching thue, gbm
cac glay t& sau day:
-+ Du thao vin ban thoa thuin phéan chia di san;

+ Ban sao Gidy chimg minh nhan dan/Cdn cude cong ddn hodc Ho chiéu
con gia trj sir dung cia ngudi yéu cdu chimg thyc (xuét trinh kém theo ban chinh
@& dbi chiéu);
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+ Ban sao gidy ching nhén quyén s& hitu, quyén st dung hoic ban sao gidy
to thay thé duoc phéap lujbt quy dinh d6i voi tai san ma phap luét quy dinh phai
ding ky quyén s& hitu, quyen st dung trong trueong hop vin ban théa thuéin phan
chia di sin lién quan dén tai san &6 (xudt trinh kém theo ban chinh dé d6i chiéu).

- Tho1i han giai quyét:

Khéng qua 02 (hai) ngdy lam viéc, k& tir ngay nhan di hé so yéu ciu chimg
thic holic ¢6 thé kéo dai hon theo théa thujn bang van ban vou ngucn yéu clu
chimg thyc. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan hd so phai
cO phiéu hen ghi 1o thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thue.,

- P6i twgng thue hién thii tue hanh chinh: Ca nhén, té chirc

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

- Két qua thyre hién thi tuc hanh chinh: Vin ban théa thuan phén chia di
san dugce chimg thye

- Phi: 50.000 ddng/van ban

- Tén méu don, miu t¥ khai: Khong

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

~~-Can cir phap ly ciia thi tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii v& cip ban
sao tir, bé’m chinh, ching thuc chit ky va ching thuc hop dong, giao dich;

+ Thong tu 56 01/2020/TT-BTP ngay 03/3/2020 cta B¢ trieéng Bg Tu phdp
quy dinh chi tiét va hudng dén thi hanh mét so dzeu cua Nghi dinh so

23/2015/ND-CP ngay 16/02/2015 cua \Chznh phii vé cdp bén sao tir ban chinh,
chitng thire chit ky va chung thuc hop déong, giao dich;

+ Théng tur sb 226/2016/TT-BTC ngay 11/11/2016 cua B trudng Bé Tai
chinh quy dinh mtc thu, ché d6 thu, ndp, quan 1y va sir dung phi ching thue.

3. Thii tyc chirng thye vin ban khai nhin di sin ma di sin 1a djng san

- Trinh tr thye hién:

+ Ngudi yéu ciu chimg thue ndp 01 bd hd so yéu cu ching thue.

+ Ngudi thuc hién chimg thwe (rode ngudi tiép nhdn hé so trong truong hop
tiép nhdn hé so tai by phdn mgt cira, mot ctra lién théng) kiém tra gidy to trong ho so
y€u cau chimg thuc, néu day du, tai thoi diém chimg thue céc bén tham gia vin ban
khai nhén di s&n tw nguyén, minh man va nhén thirc, 1dm chi dugc hanh vi ciia minh
thi #iép nhdn ho so, thue hién chimg thuec.

+ Ngudi khai nhén di san phai ky trude mit ngudi thuc hién chimg thuc, néu
van ban khai nhdn di san co t hai trang tré Ién thi phdi ky vao tung trang. .
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Truong hop nguoi yéu cdu chimg thuc ndp hé so tai bg phdn mdt cira, mot cuea
lién théng thi ngudi khai nhdn di sdn phdi ky treée mdt nguoi tiép nhén hé so.

+ Trudng hop ngudi yéu ciu ching thyc khéng ky duge thi pha1 diém chi;
néu ngudi d6 khéng doc duor, khong nghe dugc, khong ky, khong diém chi duge
thi phai c¢6 02 (hai) nguoi lam chimg. Nguoi lam ching phai ¢é di néng luc hanh
vi dan sy va khéng ¢ quyen loi ich hodc nghla vu lién quan dén giao d1ch Nguoi
lam chimg do ngu:0°1 yéu ciu Cchimg thye bb tri. Trudng hop ngudi yéu ciu chimg
thye khéng bb tri duoc thi d& nghi co quan thuc hién chimg thuc chi dinh ngudi
lam chimg.

+ Nguou thuc hién chitng thue (hode nguoi tiép nhdn hé so) ghi 15 churng
theo mau quy dinh. Truong hop tiép nhén hé so tai b6 phdn mét cira, mét cira lidn
théng thi nguoi tiép nhén hé so ky vao timg trang cia van ban khai nhin di sin
va ky vao dudi I6i chitng theo mau quy dinh.

Nguoi thyce hién chung thue ky vao timg trang cvia vin ban khai nhén di san
(néu hé so khong dupe tiép nhén qua bé Phdn mdt cira, mot chica lzen théng), ky,
ghi 18 ho tén, déng diu ctia co quan thue hién chimg thuc va ghi vao s chimg thyc.

Péi v01 véan ban khai nhén c6 tir 02 (ha1) trang trd 1én, thi tung trang phai
dwgc dénh sb thu tur, c6 chit ky cia ngudi yéu ciu chitng thue va ngudi thue hién
chitng thuc; s8 lugng trang va 13i chimg dugc ghi tai trang cudi clia vin bén théa
thuén. Trudng hop vin ban khai nhin ¢6 tir 02 (hai) t& trd 18n thi phai déng ddu
giap lai.

+ Trong trudng hop ngudi yéu ciu chimg thyc khéng thong thao tiéng Viét
thi phai c6 ngudi phién dich. Ngudi phién dich phai 1a nguorl ¢6 ning lyc hanh vi
dan sy day du theo quy dinh ciia phép ludt, théng thao tiéng Viét va ngon nglt ma
ngudi yéu ciu chimg thyc sit dung, Ngudi phién dich do ngudi yéu ciu chimg thue
moi hoge do co quan thue hién ching thyc chi dinh. Thi lao phién dich do ngudi
yéu cdu chimg thuc tra.Ngudi phién dich ¢ trach nhiém dich day du chinh xac ndi
dung clia vin ban théa thuan ndi dung 1&i chimg cho ngudi yéu ciu chimg thue va
ky vao timg trang van ban khai nhén di san véi tu cach 14 ngudi phién dich.

- Céch thirc thue hign: Nop hd so true tiép tai Phong Tu phép.

- Thanh phan, s6 lwgng hd so:

Ngudi yéu cau chimg thwre nép 01 (mot) bd hd so yéu ciu chimg thue, gdm
cac gidy to sau day:
+ Du thao vin ban khai nhén di san;

+ Ban sao Gidy chimg minh nhan dén/Céin cude céng dan hodc Ho chidu
con g1a tri sir dung clia ngudi yéu clu chimg thue (xuét trinh kém theo ban chinh
dé dbi chiéu);
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+ Ban sao gidy chimg nhin quyen s& hitu, quyén sir dung ho3c ban sao gidy
t&r thay thé dugc phap luat quy dinh d6i voi tai san ma phap lujt quy dinh phai
dang ky quyen s& hitu, quyén str dung trong trudng hop vin ban khai nhén di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh d€ d6i chiéu).

- Thoi han gidi quyét:

Khéng qué 02 (hai) ngay lam viée, ké tir ngay nhan di hd so yéu ciu chimg
thue hoisic c6 thé kéo dai hon theo thoéa thuan bang vén ban vou ngudi yéu ciu

chimg thue. Truong hop kéo dai thdi han g1a1 quyét thi nguoi tiép nhan ho so phai
c6 phiéu hen ghi 13 thoi gian (gid, ngay) tra két qua cho ngudi yéu ciu ching thue.

- Péi twong thye hién thi tyc hanh chinh: C4 nhén, td chirc

- Co quan thye hi€n thii tuc hanh chinh: Phong Tu phép

- Két qua thyc hién thii tuc hanh chinh: Vin ban khai nhén di sén duge
chung thye

- Phi: 50.000 ddng/vin ban

- Tén mAu don, miu t& khai: Khong

- Yéu ciu, diéu kién thyc hién thii tuc hanh chinh: /

- Cén cir phap 1y ciia thii tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh ph vé cép ban
sao tir ban chinh, chimg thuc chit ky va chimg thuc hgp d6ng, giao dich;

+ Thong twe 6 01/2020/TT-BTP ngay 03/3/2020 cua Bg truong B6 Tu phap
quy dinh chi tiét va hudng dan thi hanh mét so dteu cua Nghi dinh s
23/2015/ND-CP ngdy 16/02/2015 ciia Chinh phit vé cdp bdn sao tir ban chinh,
chitng thye chit ky va chitng thire hop dong, giao dich;

+ Théng trr s6 226/2016/TT-BTC ngay 11/11/2016 ciia B trudng B Tai
chinh quy dinh mtc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thye.

IV. Thi tuc hanh chinh cip xé

1. Thi tuc chimg thye hop ddng, giao dich lién quan dén tii sin Ia
ddng san, quyén sir dung dat va nha &

- Trinh tur thwe hién:

+ Ngudi yéu cdu chimg thyc ndp 01 bd hd so yéu cdu chimg thyc.

+ Ngudi thyc hién chimg thwe (hode ngudi tiép nhén 6 so trong truong hop
tiép nhdn hé so tai b phdn mgt cira, mot ctra lién thong) kiém tra gidy t& trong hd
so yéu ciu chimg thye, néu diy du, tai thoi didm ching thuc cée bén tham gia hop
ddng, giao dich tw nguyén, minh mﬁn va nhén thirc, lam chi duge hanh vi cla
minh thi thuc hién chimg thyec.
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+ Céc bén tham gia hgp ddng, giao dich phai k¥ trude mit ngudi thuc hién
chimg thyc, néu hop dong, giao dich c6 tir hai trang tré lén thi phai kp vao timg
trang. Truong hop ngudi yéu cdu chitng thue ndp hé so tai bd phin mét cira, mot
cua lién thong thi cac bén tham gia hop dong, giao dich pha: ky truce mdt ngu'o*z
tiép nhdn hé so. Trudng hop ngudi ¢é thim quyen giao két hop ddng ciia céc t0
chirc tin dung, doanh nghiép da déng ky chit ky mau tai co quan thuc hién chung
thye thi ¢6 thé ky trude vao hop dong; ngudi thyc hién chung thuc ﬂwac nguoi tiép
nhdn hé so tai b phdn mét cika, mot cira lién thing) phai d6i chleu chit ky cta ho
trong hop dong véi chit ky miu trude khi thye hién chung thye, ndu nghi ngd chit
ky trong hop ddng khéc véi chi ky mAu thi yéu cdu ngudi d6 ky trudc mit.

+ Trudng hop ngudi yéu ciu chimg thyc khéng ky duge thi pha1 diém chi;
néu ngudi d6 khong doc duoc, khéng nghe dugr, khong ky, khong diém chi dugc
thi phai ¢6 02 (hai) ngudi lam chimg. Ngudi lam chimg phai c6 du ning luc hanh
vi dan sy va khéng ¢ quyén, loi ich hoac nghia vy lién quan dén hop ddng, giao
dich. Ngudi lam chimg do nguoi yéu céu chimg thuc bd tri. Trudng hop ngudi
yéu ciu chimg thuc khdng bé tri dugc thi dé nghi co quan thuc hién chimg thuc
chi dinh ngudi lam ching,

+ Ngudi thuc hién chung thue (hode nguoi tzep nhén hé so) ghi 161 chung
tuong ung v6i timg loai hop ddng, giao dich theo mAu quy dinh. Truong hop tiép
nhdn hé so tai by phan mot cira, mot cira lién thong thi nguoi tiép nhdn hé so kyp vao
ting trang ctia hop dong, giao dich vé ky vao dudi 161 chitng theo mdu quy dinh.

Ngwoi thuc hién chung thuc ky vao timg trang ciia hop dong, giao dich (néu
ho so khéng dwoc tidp nhdn qua b phdn mét cira, mét chika lzen thong), ky, ghi rd
ho tén, déng déu ctia co quan thuc hién chimg thyc va ghi vao s chimg thye.

P6i VO‘l hop ddng, giao dich cb tix 02 (ha1) trang trd 1€n, thi timg trang phai
dugc danh sb thir tir, ¢6 chit ky clia ngudi yéu cau chimg thye va ngudi thue hign
chimg thue; sb lugng trang va 1&i chimg duge ghi tai trang cudi ctia hop ddng,
giao dich. Trudng hop hop dbng, giao dich c6 tir 02 (hai) t& tré 1én thi phai déng
dau gidp lai.

+ Trong trudng hop ngudi yéu cdu chimg thuce khéng théng thao tiéng Viét
thi phai ¢6 nguoi phién dich. Ngudi phién dich phai 13 ngudi cé ndng lyc hanh vi
dan sur diy du theo quy dinh ctia phép lujt, thong thao tiéng Viét va ngon ngit ma
ngudi yéu cdu chimg thyc sir dung. Ngudi phién dich do ngudi yéu cau chimg
thure moi hodc do co quan thye higén chimg thue chi dinh. Thi lao phién dich do
ngudi yéu cu chimg thyc trad. Ngudi phién dich cé trach nhiém dich déy du, chmh
x4c ndi dung ciia hop ddng, giao dich, ndi dung 1&i ching cho ngudi yéu ciu
chitng thyc va ky vio timg trang hop ddng véi tu cach 13 ngudi phién dich.

- Cach thire thye hién: Nop hd so tryc tiép tai Uy ban nhén dén cap x4.
Viéc chirng thue cac hop ddng, giao dich lién quan dén quyen clia ngudi sir dung
dht duge thie hién tai Uy ban nhan dan clp x3 noi c6 dit. Viée chimg thuc cic
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hop ddng, giao dich lién quan dén nha & dugc thuc hién tai Uy ban nhan dén cip
x4 noi ¢ nha.

- Thanh phin, s6 lwgng hd so:

Ngudi yéu cau ching thwe nop 01 (mdt) bd hd so yéu cdu chimg thuc, gdm
céc gidy t& sau day:

+ Dur thao hop ddng, giao dich;

+ Ban sao Gidy chimg minh nhén dan/Cén cwde cng dén hojic Ho chiéu
con gid tri stir dung cta ngudi yéu cau chirng thuc (xuit trinh kém theo ban chinh
dé dbi chiéu);

+ Ban sao gidy chimg nhén quyén s& hitu, quyén sir dung hogic ban sao gidy
to thay thé dugc phép luét quy dinh ddi véi tai sén ma phép ludt quy dinh phai
dang ky quyén s& hitu, quyen st dung trong trudng hep hop dong, giao dich lién
quan dén tai san dé (xuat trinh kém theo ban chinh d€ doi chiéu).

- Thoi han gidi quyét:

Khong qué 02 (hai) ngay lam viéc, k& tir ngay nhén di hd so yéu ciu chimg
thue hodic ¢6 thé kéo dai hon theo thoa thuin bang vén ban voi ngu(n yéu céu
chimg thuc. Trudng hop kéo dai thdi han giai quyét thi nguoi tiép nhan hd so phai
c6 phiéu hen ghi 3 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thuc.

~P8i twgng thwe hién thi tuc hanh chinh: C4 nhin, td chirc

- Co quan thye hién thii tuc hanh chinh: Uy ban nhén dén cip xa

-Két qua thwe hién thii tyc hanh chinh: Hop déng, giao dich duge chimg thuc

- Phi: 50.000 ddng/hop ddng, giao dich

- Tén miu don, miu t& khai: Khong

- Yéu clu, diéu kién thic hién th@ tuc hanh chinh: /

- Cin cir phap 1y cia thi tuc hanh chinh:

+ Nghij dinh s 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phti v& cip ban
sao tr ban chinh, ching thye chit ky va ching thue hgp dong, giao dich;

+ Thong tw 56 01/2020/TT-BTP ngay 03/3/2020 cia B¢ trudng B Tu phdp
quy dinh chi tiét va hudng dén thi hanh mot so dzeu cua Nghi dinh s6
23/2015/ND-CP ngdy 16/02/2015 ctia Chinh phi vé cdp bén sao tir ban chinh,
chimg thuec chit ky va ching thue hop déng, giao dich;

+ Thong tur s6 226/2016/TT-BTC ngay 11/11/2016 clia BS truong Bé Tai
chinh quy dinh mic thu, ché d thu, ndp, quan 1y va sir dung phi ching thue.

2. Thi tuc chimg thue di chiic
- Trinh tir thwe hién:
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+ Ngudi yéu céu chimg thire ndp 01 bd hd so yéu ciu chimg thue.

+ Ngu(n thwe hién ching thuc (hodc nguwdi tiép nhin hé so trong truong hop
tiép nhan hé so tai bo phan mpt cira, mét cira lién thong) kiém tra gidy t& trong hd
50 yéu clu chirng thue, néu ddy du, tai thoi diém chimg thyc ngudi 1ap di chuc tr
nguyén, minh mén va nhan thitc, 1am chi dwoc hanh vi ciia minh thi thyuc hién
chimg thue.

+ Ngudi 1dp di chic phéi ky trude mét ngudi thye hién chimg thuc, néu di
chiic ¢6 tir hai trang tro lén thi phdi ky vao timg trang. Truong hop ngudi yéu cdu
chimg thuc ndp hé so tai bd phdn mét cira, mot cira lién thong thi phdi ky trudce
mdit ngudi tiép nhdn hé so.

+ Trudng hop ngudi yéu cdu chimg thwe khong ky dwoc thi phai diém chi;
néu ngudi dé khéng doc duoc, khong nghe dugc, khong ky, khong diém chi duge
thi phai c6 02 (hai) ngudi lam chimg. Ngudi lam ching phai cé dit néng lyc hanh
vi dan sy va khéng ¢6 quyen lgi ich hodc nghla vu lién quan dén giao dich. Ngudi
lam chimg do nguou yéu céu chimg thyc bd tri. Trudng hop ngudi yéu clu chimg
thyre khéng bd tri duge thi dé nghi co quan thye hién chimg thuce chi dinh ngudi
lam ching,

+ Ngudi thue hién chimg thuc (hodc nguoi tiép nhdn hé so) ghi 151 chiing
theo mau quy dmh Truong hop tiép nhdn hd so tai bo phdn mét cira, mdt cira lién
thong thi nguoi tiép nhdn hé so kp vio timg trang cua di chiic va ky vao dudi loi
chimng theo mau quy dinh.

Nguoi thyc hién chung thuc ky vao timg trang cia di chilc (néu hé so
khéng duoc tiép nhdn qua bp phdn mét cira, mot chira lién thong), ky, ghi 13 ho
tén, d6ng diu clia co quan thuc hién chimng thyc va ghi vao sb chimg thue.

Péi véi di chiic c6 tir 02 (hai) trang tr& 1én, thi ting trang phai dugc danh so
thir tu, ¢6 chit k¥ clia ngudi yéu ciu chimg thu'c va ngudi thue hién chimg thye; sb
lugng trang va 161 chimg dugc ghi tai trang cudi ctia di chic. Trudng hop di chiic
c6 tir 02 (hai) t& tré 1én thi phai déng déu gidp lai.

+ Trong tru(‘mg hop ngudi yéu cu chimg thyc khéng théng thao tiéng Viét
thi phai ¢6 ngudi phién dich. Ngudi phién dich phai 14 ngudi c6 nang lyc hanh vi
dén sy diy di theo quy dinh ciia phdp lut, théng thao tiéng Viét va ngdn ngfr ma
ngudi yéu cdu chimg thuc st dung. Ngudi phién dich do ngudi yéu ciu chimg
thye moi hodc do co quan thyc hién chimg thuc chi dinh. Thu lao phién dich do
ngudi yéu cu chimg thure trd. Ngudi phién dich cé trach nh1em dich dly du, chinh
xédc ndi dung ctia di chiic, ndi dung 101 chimg cho ngudi yéu cdu chimg thyc va ky
vao ting trang di chic vai tu cach 14 ngudi phién dich.

- Céch thire thye hign: N6p hd so truc tiép tai Uy ban nhan dan clp x&.

- Thanh phén, s6 lrgng hd so:
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Nguou yéu clu chimg thuc ndp 01 (mdt) bd hd so yéu cu ching thye, gdm
céc gidy t& sau day:

+ D thao di chic;

+ Ban sao Gidy chimg minh nhin dan/Cén cuwde céng dan hodc Ho chiéu
con gid tri st dung ciia ngudi yéu cau chimg thuc (xuét trinh kém theo ban chinh
dé doi chicu);

+ Bén sao gidy chimg nhan quyén s& hitu, quyén sit dung hodic ban sao gidy
to thay thé dugce phép ludt quy dinh doi véi tai san ma phdp luit quy dinh phai
dang ky quyén s& hitu, quyén sit dung trong trudng hop di chic lién quan dén tai
san do; trr truong hop nguoi 14p di chiic dang bj cai chét de doa dén tinh mang
(xuat trinh kém theo ban chinh dé d6i chiéu).

- Thoi han gidi quyét:

Khéng qua 02 (hai) ngay lam vige, ké tir ngay nhén du hé so yéu ciu chimg
thuc hodic c6 thé kéo dai hon theo théa thudn bang vin ban véi ngudi yéu clu
chimg thye. Trudng hop kéo dai thoi han gidi quyét thi ngudi tiép nhan hd so phai
c6 phiéu hen ghi rd thai gian (gid, ngay) tra ket qua cho ngudi yéu cau chimg thye.

- Péi twgng thwe hién thi tuc hanh chinh: C4 nhén, t§ chic

- Co quan thye hi¢n thii tuc hanh chinh: Uy ban nhén dén cép x3

-Két qua thwe hién thit tuc hanh chinh: Di chic duge chimg thuc

- Phi: 50.000 ddng/di chiic.

- Tén miu don, miu ti khai: Khong

- Yéu céu, didu kién thc hién thii tuc hanh chinh: /

- Can cir phap 1y ciia thi tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 cita Chinh phii v& cép ban
sao tir ban chinh, chimg thye chit ky va chiing thue hgp dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua By truong Bo Tu phdp
quy dinh chi tiét va huémg dan thi hanh mot so dzeu cua Nghi dinh so
23/2015/NB-CP ngay 16/02/2015 ciia Chinh phil vé cdp bdn sao tir ban chinh,
chiimg thuee chit ky va chimg thwe hop ddong, giao dich;

+ Théng tu sé 226/2016/TT-BTC ngay 11/11/2016 ciia Bd trudng Bd Tai
chinh quy dinh mire thu, ché d¢ thu, ndp, quan 1y va sir dung phi ching thye.

3. Tha tyc chitng thue viin ban tir chdi nhin di san
- Trinh tir thiwe hi€n:

+ Ngudi yéu ciu chimg thuc ndp 01 bd hd so yéu ciu chimg thye.
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+ Ngu:cn thwe hién chimg thuc (hodc nguoi tiép nhén hé so trong truong hop
tiép nhan hé so tai bg phdn mét ciea, mjt cira lién théng) kiém tra gidy t& trong hd
so yéu cu chimg thuc, neu dly du, tai thoi didm chimg thue ngudi tir chdi nhén di
san ty nguyén, minh man va nhan thirc, 1am chit duge hanh vi ctia minh thi thuc
hién chimg thyc

+ Nguoi tir chbi nhan di sén ky trudc mit ngudi thuc hién chimg thie, #éu
vdn ban tir ch01 €0 tir hai trang tré 1én thi phdi ky vao timg trang. Truong hop
ngudi yéu céu chimg thyc nop hé so tai bd phén mot cira, mt cira lién théng thi
phdi ky truce mét nguoi tiép nhén hé so.

+ Trudng hop ngudi yéu cdu chimg thire khong ky duge thi phai diém chi;
néu ngudi d6 khéng doc dugc, khong nghe duoc, khéng ky, khéng didm chi dugc
thi phai cé 02 (hai) ngudi lam ching. Ngudi 1am ching phai c6 di ning lyc hanh
vi dan sy va khdng c6 quyen loi ich hodc nghla vu lién quan dén giao d1ch Nguoi
lam ching do nguou yéu ciu chung thure bb tri. Trudng hop ngudi yéu ciu ching
thyre khéng bb tri dugce thi d nghi co quan thuc hién chimg thyuc chi dinh ngudi
lam chimg.

+ Ngu0'1 thuc hién chimg thu:c (hodc nguoi tiép nhdn hé so) ghi 1o chung
theo mau quy dmh Truong kop tiép nhan hé so tai bd phdn mét cira, mot cira litn
théng thi nguoi tiép nhdn hé so kY vao timg trang ciia véin bén tir chdi va ky vao
dudi I6i chiing theo méu quy dinh.

Nguoi thyc hién chung thye ky vao timg trang cia vin ban tir choi (néu hd
so khong duoc tiép nhdn qua bj phdn mét ctra, mit chira lzen théng), ky, ghi rd ho
tén, déng ddu clia co quan thyc hién chimg thue va ghi vao sb chirng thuc.

Dm v6i van ban tir chéi c6 tir 02 (ha1) trang trd 1€n, thi timg trang phai dugce
dénh so thir tir, 6 chit ky ctia ngudi yéu ciu chimg thuc va ngudi thyc hién  chimg
thye; s6 lugng trang va 1o chimg dugc ghi tai trang cudi cha vin béan ti chdi nhan
di san. Trudng hop véan béan tir chdi nhan di san ¢4 tir 02 (hai) t& trd 1én thi phai
déng dau gisp lai.

+ Trong trudng hop ngudi yéu cdu chitng thye khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Ngudi phién dich phai 13 nguoi c6 ning lyc hanh vi
dan sy day du theo quy dinh ctia phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yéu ciu chimg thyc st dung. Ngudi phién dich do ngudi yéu cau ching
thyc méi hodc do co quan thyuc hién chimg thue chi dinh. Thu lao ph1en dich do
ngudi yéu cdu chimg thue tra. Ngu'm phién dich cé trach nhiém dich ddy du, chinh
xac ndi dung clia vén ban tir chdi nhan di san, ndi dung 1i chimg cho ngudi yéu
ciu ching thue va ky vao timg trang vin ban tir chéi nhan di san véi tur cach 13
nguoi phién dich.

- Céch thirc thye hign: Nop hd so trre tiép tai Uy ban nhén dén chp xa.
- Thanh phin, s§ lugng hd so:
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Ngudi yéu cdu chimg thye ndp 01 (mét) bd hd so yéu cau chimg thuc, gbm
cac gidy to sau day:

+ Dur thao vin bén tir chdi nhén di sén;

+ Ban sao Gidy chimg minh nhan dan/Cén cude céng ddn hoic Hé chiéu
con gia trj sir dung cuia ngudi yéu cau chimg thyc (xuét trinh kém theo béan chinh
dé d6i chiéu);

+ Ban sao gidy chimg nhén quyén s& hiry, quyén sir dung hogc ban sao gidy
to thay the duge phap luét quy dinh d6i véi tai san ma phdp luit quy dinh phai
dang ky quyén s& hitu, quyen sir dyng trong trudng hop hop dong, giao dich lién
quan dén tai sin d6 (xuét trinh kém theo ban chinh dé& d6i chiéu).

- Thoi han giai quyét:

Khéng qua 02 (hai) ngay lam vige, ké tir ngay nhan ¢ hd so yéu ciu chimg
thic hotic ¢6 thé kéo dai hon theo théa thuin bang vén ban voi ngucn yéu cau
chimg thyc. Trudng hop kéo dai thdi han giai quyét thi ngudi tiép nhan hd so phai
c6 phicu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thue.

- D6i twong thyc hi¢n thii tyc hinh chinh: C4 nhén, t4 chitc

-:CO' quan thye hién thii tuc hanh chinh: Uy ban nhan dan cip xa

- Két qui thye hién thi tye hanh chinh: Vin ban tir chdi nhan di sén
dugce chimg thuc

-=Phi :50.000 dbng/vin ban.

>Tén miu don, mAu o khai: Khéng

- Yéu ciu, didu kién thic hién thi tuc hanh chinh: /

- Can cir phap ly cia thii tuc hanh chinh:

+ Nghj dinh sb 23/2015/ND-CP ngay 16/02/2015 cia Chinh pht vé& cip ban
sao tir ban chinh, ching thye chit ky va ching thuc hop dong, giao dich;

+ Théng tr s6 01/2020/TT-BTP ngay 03/3/2020 cua Bg truong BG Tu phdp
quy dinh chi tiét va hudmg dan thi hanh mot so dzeu cua Nghi dinh s6

23/2015/NB-CP ngay 16/02/2015 cia Chinh phii vé cdp bdn sao tir ban chinh,
chimg thuc chit ky va chiing thue hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B trudng Bo Tai
chinh quy dinh mirc thu, ché 4§ thu, ndp, quan ly va st dung phi ching thue.

4. Thi tuc chirng thwe van bin théa thudn phén chia di sin ma di sdn
I ddng sin, quyén si dung dit, nha &
- Trinh tu thwe hién:

+ Ngudi yéu cau chimg thuc ndp 01 bd hd so yéu cau chimng thuc.
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+ Ngudi thuc hién chimg thye (hode ngudi tiép nhdn hé so trong truong hop
tiép nhdn hé so tai bé phdn mjt cika, mgt cira lién théng) kiém tra gidy t&r trong hd so
yéu ciu chimg thye, néu ddy du, tai th0'1 diém chimg thuc cdc bén tham gia thoa
thuén phén chia di san tu nguyén, minh min va nhén thitc, lam chi duge hanh vi cia
minh thi thue hién chirng thye.

+ Céc bén tham gia théa thudn phén chia di sin phai ky truéc mit ngusi
thuc hién chiig thwe, néu vin bdn théa thudn phdn chia dz san co tir hai trang tr&
Ién thi phdi ky vao timg trang. Truong hop ngudi yéu cdu chimg thuc nop hé so
tai b phdn mot cika, mdt cira lién thong thi cdc bén thda thudn phdn chia di san
phdi ky trube mét ngudi tiép nhén hé so.

+ Truong hop ngudi yéu ciu ching thyc khong ky dugce thi pha1 diém chi;
néu ngudi d6 khéng doc duge, khéng nghe dugc, khong ky, khéng didm chi duoc
thi phai c¢é 02 (hai) ngudi lam chimg. Ngudi lam ching phai ¢6 d néng lyc hanh
vi dén sir va khéng c6 quyen lgi ich hodc nghia vu lién quan dén giao dich. Ngudi
lam ching do ‘nguoi yéu chu chimg thye b6 tri. Trudng hop ngudi yéu ciu chimg
thye khéng bé tri dugc thi d nghi co quan thue hién chimg thuc chi dinh ngudi
lam ching.

+ Nguoi thuce hién chimg thyre (hodc nguaz tiép nhén hé so) ghi 15i chu'ng
theo mau quy dlnh Truong hop tiép nhan hé so tai bd phdn mét cira, mét cira lién
théng thi nguoi tiép nhdn hé so ky vao tung trang cia van ban thoa thudn phdn
chia di san va ky vao duwdi loi chimg theo mau quy dinh.

Ngueoi thuc hién chung thuc ky vao tung trang cia vin bdn théa thudn phdn
chia di san (néu hé so khéng dz:o'c tiép nhén qua bé phdn mot ciea, mét chira lién
thong) ky, ghi rd ho tén, déng d4u ciia co quan thyc hién chimg thuc va ghi vao
s6 chimg thure.

Dbi v6i vin ban théa thuan phan ch1a di san cé tir 02 (hai) trang tr& 1én, th1
ting trang phai dugc danh sd thir tw; s6 hrong trang va 14 chimg dugc ghi tai
trang cudi ctia van ban théa thuin phan chia di san. Truong hop vén ban théa
thuén phén chia di san c6 tir 02 (hai) t& trd 18n thi phai déng du giép lai.

+ Trong trudng hop ngudi yéu ciu chimg thuc khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Nguoi phién dich phai 1a ngudi cé nang lyc hanh vi
dan sy diy du theo quy dinh cia phép luat, théng thao tiéng Viét va ngdn ngir ma
ngudi yéu cdu chimg thyc sir dung. Ngudi phién dich do ngudi yéu cau ching
thwe mai hodc do co quan thye hi¢n chimg thye chi dinh. Thi lao phJen dich do
ngudi yéu clu chimg thyuc tra. Ngudi phién dich ¢6 trach nhiém dich diy da, chinh
xé4c ndi dung clia vin ban thoa thuan ndi dung 16i chimg cho ngudi yéu ciu chimg
thyc va ky vao timg trang vin ban théa thudn véi tu cach 12 ngudi phién dich.

- Céch thire thye hign: Nop hd so truc tiép tai Uy ban nhén dén cép xa.
- Thanh phén, s6 lrgng hd so:
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Ngudi yéu ciu chimg thyc ndp 01 (mt) bd hd so yéu cau chimg thuc, gdm
céc gidy to sau day:

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

+ Ban sao Gidy chimg minh nhén dan/Cén cudce cong dén hodc Ho chiéu
con gia tri st dung ctia ngudi yéu céu chimg thye (xuét trinh kém theo bén chinh
dé doi chiéu);

+ Ban sao gifly chimg nhén quyén s& hitu, quyén sit dung hofic bén sao gidy
to thay thé dwoc phdp ludt quy dinh d6i v6i tai sdn ma phép luit quy dinh phai
déng ky quyén s& hiu, quyén sit dung trong truéng hop hop doéng, giao dich lién
quan dén tai sin d6 (xuét trinh kém theo ban chinh d& ddi chibu).

- Thoi han gidi quyét:

Khong qué 02 (hai) ngay 13m viéc, ké tir ngay nhén du hd so yéu cdu chimg
thuc hodc ¢ thé kéo dai hon theo théa thudn bang van ban v0r1 nguorl yéu clu
chimg thyc. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhan hd so phai
cO phicu hen ghi rd thoi gian (gic, ngay) tra két qua cho nguoi yéu cau chimg thue.

- Doi twgng thie hign thii tuc hanh chinh: C4 nhén, t6 chirc

- Co quan thwe hién thii tyc hanh chinh: Uy ban nhan dan cp xa

~~Két qua thye hién thii tuc hanh chinh: Vin ban théa thuén phén chia di
san dugce chimg thyre

=Phi: 50.000 ddng/vin ban

2Tén miu don, mAu ¥ khai: Khong

- Yéu céu, diéu kién thiwre hién thii tuc hanh chinh: /

- Can cir phap ly ciia thi tuc hanh chinh:

+ Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh pht v& cép ban
sao tir ban chinh, chimg thye chit ky va chirng thyc hgp dong, giao dich;

+ Thong ti 56 01/2020/TT-BTP ngay 03/3/2020 ctia B¢ trwong B Tu phap
quy dinh chi tiét va hwéng din thi honh mét so dzeu cua Nghi dinh so
23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao tir ban chinh,
chitng thuc chit ky va chitng thue hop dong, giao dich;

+ Théng tu sé 226/2016/TT-BTC ngay 11/11/2016 ctia B trudng B Tai
chinh quy dinh mirc thu, ché d§ thu, ndp, quan ly va st dung phi ching thyec.

5. Thii tuc chitng thuce vin ban khai nhan di san ma di san la dong san,
quyén sira dung d4t, nha &

- Trinh tir thye hién:

+ Ngudi yéu cau chimg thuc nép 01 bd hd so yéu cdu chimg thuc.
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+ Nguoi thue hién chimg thye (hodc ngudi tiép nhan hé so trong truong hop
tiép nhin hé so tai bo phan mpt cira, mit cia lién thong) kiém tra gidy & trong hd so
yéu cdu chimg thye, néu dly dv, tai th0'1 diém chimg thuc cdc bén tham gia vin ban
khai nhan di san tu nguyén, minh min va nhén thirc, 1am chit dwge hanh vi cia minh
thi iép nhén hé so, thyc hién chimg thyc.

+ Nguoi khai nhén di san phéi ky trudc mit ngudi thic hién chimg thue, néu
vdn ban khai nhdn di san c6 tir hai trang trd lén thi phdi ky vao timg trang.
Truong hop ngudi yéu cdu chiing thyc ngp hé so tai bé phdn mot cua, mgt ctea
lién thong thi nguoi khai nhén di sén phdi ky truée mét nguoi tiép nhdn hd so.

+ Trudng hop ngudi yéu cu chitng thue khéng ky dugc thi phai diém chi;
néu ngudi dé khéng doc dugc, khdng nghe dugc, khong ky, khong diém chi dugc
thi phai ¢6 02 (hai) ngudi lam chimg. Ngudi lam chitng phai ¢ dii ning lyc hanh
vi dan sir va khéng cé quyen loi fch hodc nghia vy lién quan dén giao dich. Ngudi
lam chimg do nguorl yéu chu chimg thye bd tri. Trudng hop ngudi yéu cdu chimg
thuc khéng bé tri dugce thi d nghj co quan thyc hién chimg thuc chi dinh ngudi
lam ching.

+ Ngum thuc hién chirng thure (hode nguoi tiép nhdn hé so) ghi 161 chung
theo miu quy dinh. Truwong hop tiép nhan hé so tai bé Phdn mot cira, mét ciea lién
théng thi ngudi tiép nhén hé so ky vao tumg trang cia vin ban khai nhén di san
va ky vao dwoi loi chirng theo mau quy dmh

Ngum thuc hién chung thiee ky vao ting trang cia vin ban khai nhdn di sén
(néu hé so khong dupc tiép nhdn qua b phén mét cira, mét chira lién thong), ky, ghi
18 ho tén, déng diu ciia co quan thue hién chimg thyc va ghi vio s6 chimg thue.

Pbi v6i vén ban khai nhén c6 tir 02 (ha1) trang trd 1én, thi timg trang phai
duoc dénh sb thu ty, ¢6 chit ky clia ngudi yéu cdu chimg thuc va ngudi thye hién
chtng thuc; s§ lugng trang va 101 chimg duge ghi tai trang cubi ctia van ban thoa
thudn. Trudng hop vén ban khai nhén cé tir 02 (hai) t& tré 1én thi phai déng dau
gidp lai.

+ Trong truong hgp ngudi yéu cu chimg thue khong thong thao tiéng Viét
thi phai c6 ngudi phién dich. Ngudi phién dich phai 1a nguoi ¢é néng lyc hanh vi
dan sy diy di theo quy dinh cia phép ludt, théng thao tibng Viét va ngdn ngit ma
ngudi yéu cdu ching thuc sir dung. Ngudi phién dich do ngudi yéu ciu chimg
thye moi hoge do co quan thye hién chimg thyc chi dinh. Thu lao phién djch do
ngudi yéu clu chimg thirc tra.Ngudi phién dich ¢6 tréch nhiém dich ddy du, chinh
x4c ndi dung clia vin ban khai nhén di sén, ndi dung 1&i chimg cho ngudi yéu ciu
chimg thye va ky vao timg trang vin ban khai nhan véi tir cich 12 ngudi phién dich.

- Céch thite thwe hign: Nop ho so tryc tiép tai Uy ban nhén dan cép xa.
- Thanh phin, s6 hrong hd so:
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Ngu'ol yéu cdu chimg thye ndp 01 (mdt) bd hd so yéu ciu chimg thuc, gdm
cac gidy t& sau day:

+ Du thao van ban khai nhan di san;

+ Ban sao Gidy chimg minh nhén dan/Cdn cwdc cong ddn hodc Ho chiéu
con gia tri st dung clia nguoi yéu cdu chimg thuc (xuét trinh kém theo ban chinh
dé d6i chibu);

+ Bén sao gidy ching nhan quyen ¢ hitu, quyen stt dung hoic bén sao gidy
t& thay thé dugc phap luft quy dinh d6i véi tai sén ma phép luat quy dinh phai
ding ky quyen s& hiru, quyén st dyng trong trudng hep vin ban khai nhan di san
lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé déi chiéu).

- Th&i han gidi quyét:

Khong qua 02 (hai) ngdy lam viéc, ké tir ngay nhén du hd so yéu cu chu'ng
thuc hodic cé thé kéo dai hon theo théa thusn bang vén ban véi ngudi yéu cau
chu'ng thue. Trudng hop kéo dai thdi han giai quyet thi nguoi tlep nh@n hé so phai
c6 phiéu hen ghi r3 thoi gian (gid, ngay) tra két qua cho ngudi yéu ciu chimg thye.

- Péi twong thue hién thi tuc hanh chinh: C4 nhan, t8 chic
- Co quan thyc hién thi tuc hanh chinh: Uy ban nhan dén cfp xa
- Két qua thyc hién thi tuc hanh chinh: Vin ban khai nhén di san dugc
chimg thyue
= Phi:50.000 ddng/vin ban
- Tén méu don, mAu t& khai: Khong
- Yéu cau, didu kién thye hién thi tuc hanh chinh: /
- Cian ctt phz’tp Iy ciia thii tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 ctia Chinh pht v& cip ban
sao tlr ban chinh, chimg thyc chit ky va chimg thuc hgp ddng, giao dich;

+ Théng e s6 01/2020/TT-BTP ngay 03/3/2020 cua Bé trucng Bo Tu phap
quy dinh chi tiét va hudng dén thi hémh mét so dzeu cua Nghi dinh so
23/2015/ND-CP ngay 16/02/2015 ciia Chinh phit vé cdp bdn sao tir bén chinh,
ching thue chit ky va chimg thue hop dong, giao dich;

+ Théng tr s6 226/2016/TT-BTC ngay 11/11/2016 ctia B truong Bo Tai
chinh quy dinh mic thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thyec.

Ghi chii: Phén chit in nghiéng 14 ndi dung sira déi, bd sung, thay thé,
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