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UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
XA PHU THUOQNG : DPoc lap — Tu do — Hanh phiic

DANH MUC THU TUC HANH CHINH

LINH vUC CHUNG THUC
STT Tén linh vuc "l;rang
(50 trang)

01 | Thu tuc cap ban sao tir sO goc. 02
Thu tuc chimg thuc ban sao tir ban chinh glay to,

02 |vén ban do co quan td chtic ¢ thAm quyén cta 03
Viét Nam cap hodc ching nhan.
Thu tuc chimg thuc chi ky trong cac gidy to, van
ban (4p dung cho ca truong hop ching thuc diém

03 04
chi va truong hop nguoi yéu cau chung thuc
khong thé ky, khong thé diém chi dugc)
Thu tuc ching thurc viéc stra d6i, bo sung, hily bo

04 03
hop dong, giao dich.
Thu tuc stra doi 10i sa1 sét trong hop dong, giao

05 Qo 02

06 Thu tuc cap ban sao ¢6 chimg thyc tir ban chinh 02
hop dong, giao dich da dugc chung thuc

07 Thu tuc ching thuc hop dong, giao dich lién quan 03
dén tai san 1a dong san, quyen st dung dat, nha 6.

08 | Thu tuc chimg thuc di chuc 02

09 | Thu tuc chimg thuc van ban tu choi nhén di san. 02
Thut tuc chting thuc van ban thoa thuén phan chia

10 |disan madi san la dong san, quyén sir dung dat, 03
nha 0.
Thu tuc chimg thuc véan ban khai nhén di san ma

11 03
di san la dong san, quyén st dung dat, nha 6.




Ma thii tuc:
] 2.000908.000.00.00.H55
(Quyét dinh:2543/QP-UBN D, ngay 30/07/2021)

Tén thu tuc; .

Thu tuc cap ban sao tir s g0c

Cap thue hién: Cap xa. '

Linh vye: Chimg thuc

Trinh ty thye hién:

+ Trong trudong hop khoéng tim thay sé gbc hoic trong sb gdc khoéng c6 thong tin vé noi
dung yéu cau cap ban sao thi co quan, t6 chirc dang luu gitt s6 gbe co trach nhiém tra 1oi
béng van ban cho nguoi yéu ciu,

+ Nguoi yéu cég cap ban sao tir sb gbc phai xuat trinh céc gidy to phuc vu cho yéu ciy

M
. A ~

cap ban sao tir s6 géc. Trudng hop nguoi yéu cau cap ban sao tir s6 goc gui qua buu dién
thi phai giri kém theo ban sao c¢ chung thue gidy to theo quy dinh.

+ Co quan, t6 chirc can ¢t vao S0 gbe dé cép ban sao cho ngudi yéu cau; noi dung ban
sao phai ghi theo dting néi dung da ghi trong s gde.

+ Nguoi yéu cau cép ban sao tir s6 gbe nhan két qua tai noi ndp ho so hodc qua buu dién
(néu nop qua buu dién).

Cach thirc thue hién:
Hinh thirc ngp Thoi han gidi quyét

Trong ngay co quan, té chic tiép
nhan yéu ciu hoic trong ngay lam
viéc tiép theo, néu tiép nhén yéu ciu
sau 15 gio. Trong truong hop yéu

Truc tiép cau cap ban sao tir s gbe duoe gui
qua buu dién thi thoi han duogc thuc
hi¢n ngay sau khi co quan, t6 chirc
nhan du hd so hop 1& theo dau buu
dién dén.

Trong ngay co quan, t chuc tiép
nhan yéu cau hodc trong ngay lam
viéc tiép theo, néu tiép nhén yéu ciu
sau 15 gio. Trong truong hop yéu
cau cdp ban sao tir sé gbc duogc guri
qua buu dién thi thoi han duoc thuc
hién ngay sau khi co quan, t6 chirc
nhén di hd so hop 18 theo d4u buu
dién dén.

Dich vu buu
chinh

Thanh phin h so:




Mau
Loai gidy to Bin chinh | Bénsao| to
khai

+ Truong hop ndp truc tiép thi xuat trinh ban chinh 0 0
hodac ban sao co ching thuc giay ching minh nhan dan
hodc ho chiéu con gia tri su dung.

+ Truong hop ngudi yéu cau cép ban sao tir sé gbe g 0 0
qua buu dién thi phai giri kem theo ban sao c6 chung
thuc gidy chimg minh nhan dan hodc hd chiéu con gia
tri sir dung, phong bi dan tem ghi 1o ho tén, dia chi
ngudi nhén cho co quan, t6 chire cép ban sao.

+ Truong hop ngudi yéu cau la nguol dai dién theo 0 0
phap luat, nguoi dai dién theo iy quyén cta cé nhan,
to6 chuire dugce céap ban chinh; cha, me, con; v, chong;
anh, chi, em rudt; nguoi thira ké khac ctia ngudi dugce
cép ban chinh trong truong hop nguoi do da chét thi
phai xuat trinh giay to chirmg minh quan hé vai nguoi
duogc cap ban chinh.

Poi twong thuc hién:

- Cong dan Viét Nam

- To chire (khong bao 06m doanh nghiép, HTX)

Co quan thyc hién: Co quan, t6 chirc dang quan 1y so gbc

Co quan ¢o tham quyen Khong c6 théng tin

Dia chi tlep nhin ho so':

- Noi tién nhan ho so va tra két qua giai quyét TTHC cua co quan, to chirc quan ly sé
gbe:

+ Trung tdm Phuc vy hanh chinh céng tinh Thai Nguyén Dia chi: $6 17, duong Poi
Cén, phuong Trung Vuong, thanh pho Thai Nguyén, tinh Thai Nguyén;

+ B0 phan tiép nhén hé so va tra két qua giai quyét TTHC cua UBND cap huyén;

+ B0 phén tiép nhan ho so va tra két qua giai quyét TTHC cua UBND cap xa.

Co quan duoge ity quyén: Khong c6 thong tin

Co quan phéi hop: Khong c6 thong tin

Két qua thwe hién: Ban sao dugc cap tir s6 gbe

Can ctr phap ly:

Ngay ban
hanh

23/2015/Nb-CP Nghi dinh 23/2015/ND-CP 2015-02-16 | 2015-04-10

Yéu cau, dleu kién:

Phai c6 sb gbe

Tir khoéa: Khong co thong tin
Mo ta: Khong co thong tin

S6 ky kiéu Tén vin ban Ngay hiéu luc




Tén thii tuc:
Thu tue chirn
€0’ quan to chire

nhan

1

MA THU TUC:
2.000815.000.00.00.H55

(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Cap thwe hién: Cap xa

Linh

vwe: Ching thuc

Trinh ty thye hién:

+ Nguoi yéu cau chim
chiing thuc béan sao va ban

g thug ban sag tir ban chinh gi
¢0 thAm quyén ciia Viét Nam

y t0, van ban do
cap hoic chirng

g thue phai xudt trinh ban chinh gidy o, van ban lam co sg dé
sao can ching thue.

+ Truong hop nguoi yéu cau chimg thuc chi xuit trinh ban chinh thi cO quan, to

chie tien hanh chup tir ban chinh dé th

chire khéng ¢6 phuong tién dé chup.

+ Nguoi thuc hién chim

uc hién chung thuc, trir truong hop co quan, to

g thuc kiém tra ban chinh, ddi chiéu vdi ban $a0, néu noi

dung ban sao ding véi ban chinh. Ban chinh giay to, van ban khéng thudce céc truon g hop

ban chinh gidy to, vin ban khén

hién chimg thuc nhu sau:

* Ghi day di 1o ching chim
* Ky, ghi 13 ho tén, dong da

s0 chiing thuc.

Doi véi ban sao ¢6 tir 02 (hai) trang tré 1én thi

sao  ¢o

tr 02 (hal) to tro

lén thi phai déng

g duoc dung lam co so dé chung thuc ban sao thi thuc

g thuc ban sao tir ban chinh theo mau quy dinh;
U cua co quan, to chirc thuc hién ching thuc va ghi vao

ghi 16i chimg vao trang cubi, néu ban

gigp  lai.

Moi ban sao duoc chimg thuc tir mét ban chinh giay to, van ban hodc nhiéu ban sao duoc

chimg thuc tir mét ban chinh

-

chung thue.

+ Nguoi yéu cau chin

Cach thire thye hién:

gidy to, van ban trong ciin

g thuc nhén két qua tai noi ndp hd so.

g mot thoi diem duge ghi mot sé

Hinh
thire ngp

Thoi han gidi quyét

Phi, 1 phi

M6 ta ]

Truc tiép

Trong ngay co quan, t6 chirc
tiép nhéan yéu ciu hodc trong
ngay lam viéc tiép theo, néu
tiép nhan yéu cau sau 15
gio. Poi véi trudmg hop
cung moét lic yéu cau ching
thuc ban sao tir nhiéu loai
ban chinh gidy to, vin ban;
ban chinh cé nhiéu trang;
yéu cau sb luong nhiéu ban
sao; ndi dung gidy to, van
ban phure tap khé kiém tra,

- Phi: + Tai UBND cép x4,
Phong Tu phap, Té chitc
hanh nghé cong ching:
2.000 déng/trang; tur trang
thr 3 tré 1én thu 1.000
déng/trang, t6i da thu
khéng qua 200.000
dong/ban. Trang la can cu
dé thu phi dugc tinh theo
trang cua ban chinh.




Hinh
thire nop

Thoi han giai quyét Phi, 1¢ phi

ddi chiéu ma co quan, to
chure thuc hién ching thuc
khong thé dap tung duoc thoi
han quy dinh néu trén thi
thot han chimg thuc dugc
kéo dai thém khong qua 02
(hai) ngay lam viéc hoac cé
thé dai hon theo thoa thuan
bano van ban véi nguoi yéu
cau chuno thuc. Truong hop
tra két qua trong ngay lam
viéc tiép theo hodc phai kéo
dai thoi gian theo quy dinh
thi nguoi tiép nhan ho so
phai c6 phiéu hen ghi rd thoi
gian (gio, ngay) tra két qua
cho ngudi yéu cau chimg

thue.

Thanh phan ho so:
sk Bian | Bin x
Loai giay to , Mau to khai

Al gldy chinh | sao :
Ban chinh gidy to, van ban lam co s dé chung thue
ban sao va ban sao can chimng thue. Truong hop
nguoi yéu cau chimg thyc chi xuét trinh ban chinh
thi co quan, t6 chirc tién hanh chup tur ban chinh de | 0

thue hién ching thuc, trir truong hop co quan, to
churc khong c6 phuong tién dé chup. Ban sao tir ban
chinh dé thuc hién chimg thuc phai 6 day du céc
trang da ghi thong tin cua ban chinh.

Doi twong thue hién:

- Coéng dan Viét Nam

- Can bg, cong chuc, vién chirc

- Doanh nghiép

- Doanh nghiép c6 von dau tu nude ngoai

- T6 chuc (khéng bao gdm doanh nghiép, HTX)
- Hop tac xa

Co quan thyc hién:

- Uy ban Nhén dén x4, phudng, thi tran.

- Phong Tu Phap

- Co quan cong ching

Co quan ¢6 tham quyén: Khong c6 théng tin




Dia chi tlep nhin ho so:

- T chirc hanh nohe cong chirng;

- Bo phan tlep nhan ho so va tra ket qua giai quyet TTHC cua UBND caa huyén;
- B0 phan ti€p nhan ho so va tra két qua giai quyét TTHC ctia UBND cap xa.
Co quan dwge iy quyén: Khéng c6 thong tin

Co quan phdi hop: Khéng co thong tin

Két qua thue hién: Ban sao dugc chung thuce tlir ban chinh

Can cilr phap ly:

Ngay ban Ngay hiéu

So ky kiéu Tén van ban Laiik Iwe

23/2015/ND-CP  |Nghi dinh 23/2015/ND-CP 2015-02-16 | 2015-04-10

muc thu, ché do thu, ndp,
quan ly, su dung phi cong
chung; phi ching thuc; phi
thim dinh tiéu chuan, diéu
kién hanh nghé cong chung;| 2016-11-11
phi thdm dinh diéu kién hoat
dong Van phong cong
ching; 18 phi cip thé cong
chung vién

Théng tu sb
257/2016/TT-BTC

quy dinh murc thu, ché do thu,
226/2016/TT-BTC |ndp, quan ly va st dung phi| 2016-11-11
ching thuc.

264/2016/TT-BTC | Thong tu 264/2016/TT-BTC| 2016-11-14
01/2020/TT-BTP | Théng tu 01/2020/TT-BTP | 2020-03-03

Yéu ciu, diéu kién: Ban chinh glav to, van ban can ching thuc. Ban chinh gidy to, van
ban khong dugc dung lam co s6 dé chimg thuce ban sao:

+ Ban chinh bi tay x6a, stra chita, thém, bot noi dung khong hop 1é.

+ Ban chinh bi hu hong, cii nat, khong xac dinh duoc noi dung.

+ Ban chinh déng dau mét cia co quan, t6 chirc ¢6 tham quyén hodc | khong dong
dau mat nhung ghi rd khong duoc sao chup.

+ Ban chinh c6 néi dung trai phép luét, dao dirc xa hdi; tuyén truyén, kich dong chién
tranh, chéng ché do xa hoi chu nghia Viét Nam; xuyén tac lich sir cia dén toc Viét Nam;
xuc pham danh du, nhan pham, uy tin ctia ¢ nhan, t6 chire; vi pham quyén cong dan.

+ Glay to, van ban do ¢4 nhan tu 1ap nhung khéng c6 xac nhan va déng déu cua co
quan, t6 chtrc ¢6 tham quyen

Tir khéa: Khong co thong tin.

Mo ta: Khong cé thong tin.
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MA THU TUC:
. 2.000884.000.00.00.H55
(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Tén thu tuc: |

Thu tuc ching thuc chiy ky trong céc gidy to, vin ban (ap dung
cho ca trudong hop chimg thuc diém chi va truong hop nguoi yéu ciu
ching thuc khong thé ky, khong thé diém chi duogc)

Cip thue hién: Cép xa

Linh vye: Chung thuc

Trinh ty thye hién:

+ Nguoi yéu ciu chimg thue chir ky/didm chi/khéng thé ky, khong thé diém chj duoc
phai xuat trinh cac gidy t& phuc vu viée ching thyc chir ky.

+ Trong truong hop nguoi yéu cau ching thue khéng théng thao tiéng Viét thi phai
¢o nguoi phién dich. Ngudi phién dich phai la nguoi co nang luc hanh vi dan sy day du
theo quy dinh cua phap luét, thong thao tiéng Viét va ngon ngft ma nguoi yéu ciu chiuing
thue stir dung. Nguoi phién dich do ngudi yéu ciu ching thuc moi hoic do co quan thuc
hién ching thuc chi dinh. Thu lao phién dich do nguoi yéu cau chung thuc tra.

+ Nguoi thue hién chimg thuc (hoic ngudi tiép nhan hé so trong trudng hop tiép nhan
tai bo phan mot cira, mot cira lién thong) kiém tra gidy to yéu cau chtrng thuc, néuy thay du
gidy to theo quy dinh, tai thoi diém chimng thue, nguoi yéu cau ching thyc minh man, nhan
thirc va lam chu duoc hanh vi cia minh va viéc chig thuc khéng thuéc céc truong hop
khéng dugce chimg thuc chit ky thi yéu cau ngudi yéu cau ching thuc ky/diém chi truge
mat va thuc hién chung thuc nhu sau:

* Ghi day du 1o ching ching thuc chi ky theo mau quy dinh phia duéi chir ky duoc
ching thuc hodc trang lién sau cua trang gidy to, van ban ¢ chr ky duge chimg thye; Néu
hé so tiép nhan tai bo phan mot ctra, mot cira lién théng thi nguoi tiép nhan hd so ky vao
dudi 1oi ching theo mau quy dinh va chuyén hé so cho nguoi thuc hién ching thuc,

* Nguoi thuc hién chimg thuc ky, ghi 16 ho tén, déng dau cua co quan, t6 chie thue
hién ching thuc va ghi vao sb chumg thue.

Béi véi gidy to, van ban c6 tir (02) hai o tré 1én thi phai déng dau giap lai. Truong
hop 101 ching duoc ghi tai to lidn sau cua trang c6 chit ky thi phai déng déu giap lai gitra
gidy to, vin ban chimg thue chit ky va trang ghi 10i ching.

Cach thirc thuce hién:




Hinh thie .. £ CvA s .
R Thoti han giai quyét Phi, I¢ phi Mo ta
nop
Trong ngdy co quan, to chire tiép nhan|- Phi: + Tai UBND cap xa,
yéu ciu hoic trong ngdy lam viée tiép | Phong Tu phap, Té chuc
theo, néu tiép nhén yéu cau sau 15 gio. |hanh nghé cong chung:
T Truong hop tra két qua trong ngay lam|10.000 déng/trub’ng hop
Tryctiep | . y oomd B \ A
vigc ti€p theo thi nguoi tiép nhan ho so|(truong hop dugc tinh 1a mot
phai co phiéu hen ghi 13 thoi gian (gio,  hoac nhiéu chir ky trong mot
ngay) tra két qua cho nguodi yéu cau|gidy to, vin ban).
ching thuec.
Thanh phé“m ho so:
I Bin . Mau tor
Loai giay to . Ban sao .
chinh khai
+ Ban chinh hodc ban sao ¢é ching thuc Giy ching minh | I
nhan dan/Can cude coéng dan hodc Ho chiéu con gia tri str
dung.
+ Gidy to, van ban ma minh sé yéu cau chimg thuc chit ky. I 0

Truong hop chimg thue chitky trong gidy to, van ban bé‘mg
tiéng nude ngodi, néu ngudi thuc hién chimg thuc khéng
hiéu rd noi dung ctia gidy to, van ban thi c6 quyén yéu ciu
nguoi yéu cau chimg thuc ndp kém theo ban dich ra tiéng
Viét ndi dung ctia gidy to, van ban dé (ban dich khéng can
cong chimg hodc ching thue chir ky nguoi dich, nguoi yéu
cau chimg thuc phai chiu trach nhiém vé ndi dung cua ban

dich).

Doi tugng thue hién:

- Cong dan Viét Nam

- Nguoi Viét Nam dinh cu ¢ nudce ngoai

- Can bg, cong chuc, vién chire

- Doanh nghiép

- Doanh nghiép ¢ von dau tu nude ngoai

- T6 chuc (khong bao gdm doanh nghiép, HTX)
- Hop tac xa

Co quan thye hién:




(V8]

- Uy ban Nhan dén xa, phuong, thi tran.

- Phong Tu Phap

- Co quan cong ching

Co quan ¢6 tham quyén: Khoéng c6 thong tin

Dia chi tiép nhin hd so:

- T6 chitc hanh nghé cong chung;

- B9 phén tiép nhan hd so va tra két qué giai quyét TTHC cua UBND cap huyén;
- B phan tiép nhan hd so va tra két qué giai quyét TTHC cua UBND cap xa.
Co quan duge iy quyén: Khong c6 thong tin

Co quan phoi hop: Khéng c6 thong tin

Két qua thuwe hién: Gidy to, van ban duogc chimg thye chit ky/diém chi

Can cir phap ly:

Ngay ban | Ngay hiéu

S6 ky kiéu Tén viin ban ‘
hanh lue
23/2015/ND-CP | Nghj dinh 23/2015/ND-CP 2015-02-16 |2015-04-10
226/2016/TT-BTC |Théng tu 226/2016/TT-BTC 2016-11-11 |2017-01-01

Quy dinh murc thu, ché do thu, ndp, 2016-11-14 {2017-01-01
quan ly va str dung phi, 1€ phi trong
linh vuc ngoai giao ap dung tai cac Co
quan dai dién Viét Nam ¢ nude ngoai

264/2016/TT-BTC

mire thu, ché do thu, ndp, quan ly, st [2016-11-11
dung phi cong chimg; phi ching thuc;
Théng tu s6 phi tham dinh tiéu chuan, diéu kién
257/2016/TT-BTC |hanh nghé cong chung; phi tham dinh
diéu kién hoat dong Vin phong cong
ching; 1€ phi cap thé cong chung vién

01/2020/TT-BTP | Théng tu 01/2020/TT-BTP 2020-03-03

Yéu ciu, diéu kién:

Truong hop khong duoce ching thuc chir ky:

+ Tai thoi diém chimg thuc, nguoi yéu cau chimg thyuc chir ky khong nhan thiie va
lam chu duoc hanh vi ctia minh.

+ Nguoi yéu ciu chimg thuc chir ky xuat trinh Giéy ching minh nhan dan hoic Ho

chieéu khong con gia tri st dung hodc gia mao.
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+ Gidy 10, van ban ma ngudi yéu cau chung thuc ky vao ¢6 ndi dung quy dinh tai
Khoan 4 Diéu 22 ctia Nghi dinh s 23/2015/ND-CP.

+ Gidy to, van ban ¢6 noi dung 1a hop dong, giao dich; trur Gidy ty quyén trong cac
trudng hop Gidy y quyén:

(1) iy quyén vé viéc ndp hd, nhan ho hd so, gidy to, trir truong hop phéap luat quy
dinh khong duoge Uy quyén;

(2) iy quyén nhan ho luong huu, buu pham, tro cép, phu cap;

(3) Gy quyén nho trong nom nha cua;

(4) iy quyén cua thanh vién ho gia dinh dé vay vdn tai Ngén hang chinh sach x4 hoi;
hodc trir trudng hop phép luat ¢6 quy dinh khéc.

Tir khoa: Khong co6 thong tin

Mo ta: Khong cé thong tin




MA THU TUC:
~2.000913.000.00.00.H55
(Quyet dinh:2543/QP-UBND, ngay 30/07/2021)

Tén tha tue: ' '

Thu tuc chirng thue viée siva ddi, bd sung, hiiy b6 hop
df’ing, giao dich

Cap thue hién: Cap x4

Linh vye: Ching thuc

Trinh ty thue hién:

+ Nguoi yéu cau chimg thuc nép 01 bd hd so.

+ Viée sira doi, bé sung, hiiy bo hop déng, giao dich da duoc chiing thuc chi
duoc thuc hién khi cé thoa thuan béng védn ban cuia cac bén tham gia hop d611g,
giao dich.

+ Viéce stra doi, bd sung, huy bo hop dong, giao dich duoc thuc hién taj co
quan da ching thuc hop dong, giao dich.

+ Ngudi thuc hién ching thue kiém tra gidy to trong hé so yéu ciu ching
thuc, néu day du tai thoi diém chung thuc cac bén tham gia hop dong, giao dich
tu nguyén, minh man va nhén thire, lam cht duoc hanh vi cua minh thi thuc hién
chtng thue.

+ Cac bén tham gia hop ddng, giao dich phai ky trude mat nguoi thuc hién
chimg thyc. Truong hop ngudi c6 tham quyén giao két hop dong cua cac t6 chiic
tin dung, doanh nghiép da dang ky chi ky mau tai co quan thuc hién ching thuc
thi ¢6 thé ky trude vao hop déng; nguoi thue hién chung thuc phai déi chiéu chiy
ky cua ho trong hop déng véi chir ky mau trude khi thue hién ching thuc, néu
nghi ngo chir ky trong hop dong khéc véi chit ky miu thi yéu cau ngudi do ky
trude mat.

+ Trudng hop ngudi yéu ciu ching thuc khong ky duoc thi phai diém chi:
néu nguoi do khong doc dugc, khong nghe duoc, khong ky, khong diém chi duoc
thi phdi ¢6 02 (hai) nguoi lam ching. Ngudi lam chimg phai c6 di nang luc hanh
vi dan sy va khong c6 quyén, loi ich hodc nghia vu lién quan dén hop dong. giao
dich.

+ Nguoi thue hién chimg thuc ghi 1oi chung tuong ung voéi ting loai hop dong,
giao dich theo mau quy dinh; ky, ghi 16 ho tén, déng dau cua co quan thuc hién
chimg thuc va ghi vao sb chung thuc. Déi voi hop déng, giao dich c6 tir 02 (hai)




trang tro I€n, thi tng trang phai duoce danh sé thi tu, ¢o chir ky cua ngudi yéu
cau chung thue va nguoi thuc hién chimg thuc; sé lwong trang va 11 chimg dugc
ghi tai trang cudi cua hop dong, giao dich. Truong hop hop dong, giao dich ¢o tir
02 (hai) to tro [én thi phai dong dau giap lai.

+ Truong hop phai phién dich thi nguoi phién dich ¢6 trach nhiém djch day
du, chinh xdc néi dung cia hop don , giao dich, ndi dung 161 ching cho nguoi
yéu cau chimg thuc va ky vao timg trang hop dong VOl tu cach la nguoi phién
dich.

+ Ngudi yéu cau chimg thuc nhan két qua tai noj ndp hod so.

Cach thire thue hién:

Hinh thae . £ R . |
. Thoi han giai quyét Phi, 1€ phi Mo ta
ngp
- Trong ngay lam viéc. Truong hop| - Phi: 30.000
Truc tiép tiép nhan sau 15 gio, giai quyét dong/ hop dong,
L trong ngay lam viéc tiép theo. giao dich B

Thanh phan ho so: Nguoi yéu cau chimg thuc ndp 01 (mdt) bo ho so yéu cau
chimg thue, gom céc gidy to sau day:

x . |
. ekl i Ban | Bian | Mau to
Loai giay to

chinh | sao khai
+ Hop dong, giao dich da dugc chimg thuc | | 0
+ Du thao hop ddng, giao dich sura dbi, bo sung, huy | 1 0
bo hop dong, giao dich da duoc ching thue
+ Trong truong hop noi dung sira doi, bd sung ¢o lién| | 0

quan dén tai san thi nguoi yéu cau ching thuc phai
nop ban sao kém ban chinh dé ddi chiéu gidy ching
nhdn quyén s¢ hiy, quyén sur dung hodc ban sao gidy
to thay thé duoc phap ludt quy dinh déi véi tai san ma
phap ludt quy dinh phai ding ky quyén so hiu, quyén

su dung, trir trudng hop nguoi lap di chuc dang bi cai

chét de doa dén tinh mang.

Doi twong thue hién:




- Cdéng dan Viét Nam

- Can bg, céng chuec, vién chuc

- Doanh nghiép

- Doanh nghiép ¢6 vén dau tu nude ngoai

- T6 chire (khong bao goém doanh nghiép, HTX)

Co quan thyc hién:

- Uy ban Nhan dan xa, phuong, thi tran.

- Phong Tu Phap

Co quan ¢6 tham quyén: Khoéng ¢o thong tin

Dia chi tiép nhin hd so:

- BO phén tiép nhan hd so va tra két qué giai quyét TTHC, UBND cap huyén
- BO phén tiép nhan hd so va tra két qua giai quyét TTHC, UBND cap xa
Co quan dwge iy quyén: Khéng ¢o thong tin

Co quan phéi hop: Khong ¢6 thong tin

Két qua thue hién: Hop dong, giao dich duogc chung thuc

Cin cw phap ly:

]
a Ngay ban | Ngay hiéu
$6 ky kiéu Tén vin bin o B
hanh luc

23/2015/ND-CP Nghi dinh 23/2015/ND-CP | 2015-02-16 | 2015-04-10

226/2016/TT-BTC Théng tu 226/2016/TT-BTC | 2016-11-11 | 2017-01-01

01/2020/TT-BTP Thoéng tu 01/2020/TT-BTP | 2020-03-03

Yéu ciu, didu kién:

Viée stra doi, bod sung, huy bo hop déng, giao dich da duoc chimg thue chi duoc
thuc hi¢n khi c6 thoa thuan bang vian ban cla céc bén tham gia hop dong, giao
dich.

Tu khoa: Khong c6 thong tin

Mo ta: Khong cd thong tin




1

MA THU TUC:
2.000927.000.00.00.H55
(Quyét dinh:2543/QP-UBND, ngay 30/07/2021 )

Tén tha tue: . .

Thu tuc sira 10i sai sét trong hop dong, giao dich

Cip thue hién: Cap xa

Linh vye: Chimg thuc

Trinh tu thyc hién:

+ Nguoi yéu cau chimg thue nép 01 bo hd so.

+ Viéc stra 16i sai sot trong khi ghi chép, danh may, in hop déng, giao dich di dugc
chung thue duoc thuc hién theo thoéa thuan bfmg védn ban cua céc bén tham gia hop df")ng,
giao dich, néu khong lam anh huéng dén quyén, nghia vu cta cac bén va duoc thuc hién
tai co quan d3 ching thue hop déng, giao dich.

+ Nguoi thuc hién chimg thuc gach chan 16i sai sot can stra, dong dau cua co quan
thuc hién ching thue va ghi vao bén 1é cua hop d@)ng, giao dich n6i dung da sua. ho tén,
chir ky ctia nguoi sira, ngay thang nam sura.

+ Nguoi yéu cau ching thuc nhan két qua tai noi nop ho so.

Cach thire thye hién:
Hinh thic
ngp

Thoi han giai quyét Phi, 1¢ phi M5 ta ]

Thoi han thue hién yéu cau chuing
thuce phai duoc bao dam ngay trong
ngay co quan, to chic tiép nhan yéu
cau hoef}c trong ngay lam viée tiép

2 g A a3 - Phi: 25.000
.« |theo, néu tiép nhan yéu cau sau 15 X A
True tiep 10. Truong hop tra két qua tron dong/hop dong,
Sk & 1P . & giao dich.

ngay lam viéc tiép theo thi nguoi
tiép nhan hé so phai ¢6 phiéu hen
ghi 1o thoi gian (gio, ngay) tra két
qua cho nguoi yéu cau chimng thuc.

L

Thanh phan hé so:
Ngudi yéu cau chimg thuc nop 01 (mot) bd ho so yéu ciu ching thuc, gom cac
gidy to sau day:

Loai sidv téy Ban Bian | Mau to
mAE chinh sao khai
* Van ban thoa thuan ve viée sira 13i sai sét trong hop 1 0
dong, giao dich da duoc chimng thuc;

t Hop déng, giao djch da duoc ching thuec; 1 0




Loai gidy tor

Ban
chinh

Bian | MAu to
S20 khai

+ Ban sao gidy chl'mg nhéan quyén s& hitu, quyén str

dung hoic ban sao gidy to thay thé duoc phap luat quy

dinh d01 vOl tai san ma phap ludt quy dinh phai dang

ky quyén s¢ hivu, quyén st dung trong truong hop hop

dong, giao dich lién quan dén tai san d6 (xudt trinh ban
chinh dé ddi chiéu).

+ Ban sao Ujay to tuy than con gia tri su dung cua
ngudi yéu cau chimg thuc (xuét trinh ban chinh dé déi
chiéu);

Déi twong thue hién:

- Cong dan Viét Nam

- Nguoi Viét Nam dinh cu ¢ nude ngoai

- Nguoi nudc ngoai

- Can bd, cong chirc, vién chic

- Doanh nghiép

- Doanh nghiép ¢6 vdn dau tu nudc ngoai

- T6 chure (khong bao gdm doanh nghiép, HTX)
Co quan thye hién:

- Uy ban Nhan dén x4, phuong, thi tran.

- Phong Tu Phép

Co quan c¢6 tham quyen Khoéng co6 thong tin
Dia chi t[ep nhan hd so:

- Bo phéan tlep nhan ho so va tra két qua giai quyet TTHC cua UBND cap huyén;

- B phén tiép nhan ho so va tra két qué giai quyét TTHC ciia UBND cap xa.

Co quan duge ity quyén: Khéng cé thong tin
Co quan phdi hop: Khong c6 thong tin

Két qua thue hién: Hop ddng, giao dich dugc sira 15i ky thuat

Cin cir phap ly:

S8 ky kiéu Tén vin bén Nghagni’la“ Ngs‘l’; ,i"‘-’“
23/2015/ND-CP | Nghi dinh 23/2015/ND-CP | 2015-02-16 | 2015-04-10
226/2016/TT-BTC |Théng tw 226/2016/TT-BTC | 2016-11-11 | 2017-01-01

01/2020/TT-BTP | Théng tu 01/2020/TT-BTP | 2020-03-03

Yéu ciu, diéu kién: Khong c6 thong tin
Tiur khoa: Khong co thong tin
Mo ta: Khong cé thong tin




MA THU TUC:
_2.000942.000.00.00.H55
(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Tén thu tuc: )

. Thu tuc cap ban sao ¢6 chirng thwe tir ban chinh hop
dong, giao dich da dwgc chitng thue

Cip thue hién: Cép xa

Linh vue: Chimng thuc

Trinh ty thwe hién:

+ Ngudi yéu cau cdp ban sao ¢ chimg thuc tir ban chinh hop dong. giao
dich phai xuét trinh céac gidy to theo quy dinh.

+ Nguoi thuc hién ching thuc kiém tra gidy to do nguoi yéu cau cap ban
sa0 ¢6 ching thuc tir ban chinh hop dong, giao dich xut trinh.

+ Viée cap ban sao c6 ching thue tir ban chinh hop ddng, giao dich da duoc
ching thue duge thue hién tai co quan luu trir hop déng, giao dich.

+ Co quan thuc hién chimg thuc tién hanh chup tir ban chinh hop dong, giao
dich dang dugc luu trit va thuc hién chung thuc nhu sau:

* Ghi day du loi chirng chimg thue chir ky theo mau quy dinh;

* Ky, ghi ro ho tén, dong diu cua co quan, td chirc thuc hién ching thuc va
ghi vao s6 ching thue.

Doi véi ban sao c¢6 tir 02 (hai) trang tré 1én thi ghi 16i chimg vao trang cudi,
néu ban sao ¢6 tir 02 (hai) t& tré 1én thi phai dong dau giap lai. Mdi ban sao dugc
chung thuc tir mot ban chinh giéy t0, van ban hodc nhiéu ban sao dugc chung
thuc tir mot ban chinh gidy to, van ban trong cung maot thoi diém duoc ghi mot
s6 chimg thue.

Cach thire thue hién:

Hinh M5
thire Thoi han giai quyét Phi, 1€ phi t
nop
Trong ngay co quan, t6 chic tiép ] A
A | o s 15| - Phi: 2.000 dong/trang;
nhan yéu cau hodc trong ngay lam| .. 3 8, e
. Ry - tur trang thir 3 tro 1én
viéc tiép theo, néu ti€p nhan yéu cau 3
» \ 5 9% .| thu 1.000 dong/trang,
sau 15 gio. Truong hop tra két qua| .. A ;
Truc = - T s .| toi da thu khoéng qua
£ trong ngay lam viéc tiép theo thi 3 :
tiep i ol T $s ¢ _wal 200.000 dong/ban.
nguoi tiép nhan ho so phai cé phiéu g . =
Hen ghi 15 thoi gian (gid, ngay) tra| L1208 1a can clr dé thu
o & SHan 210, o) phi dugc tinh theo
két qua cho nguoi yéu cau chung o ,
. trang cua ban chinh.

Thanh phan ho so:




(R}

Thanh phan ho so:

. . u
s o s Ban | Bin M3

Loai giay to i to

chinh | sao
khai

Nguoi yéu cau ching thuc xuét trinh ban chinh hodc ban| | |
sao co chung thuc Glay ching minh nhan dan/Can cudc
cong dan hoic Ho chiéu con gia tri su dung.

Doi twong thue hién:

- Céng dan Viét Nam

- Can bg, cong chire, vién chire

- Doanh nghiép

- Doanh nghiép c6 vén dau tu nudc ngoai

- T6 chire (khong bao gdm doanh nghiép, HTX)

Co quan thye hién:

- Uy ban Nhan dan xd, phuong, thi tran.
- Phong Tu Phép

Co quan ¢6 thim quyén: Khoéng ¢6 thong tin
Dia chi tiép nhin hd so:

- B6 phan tiép nhan hé so va tra két qua giai quyét TTHC ctiia UBND cap
huyén;

- B phan tiép nhén hé so va tra két qua giai quyét TTHC ctia UBND ¢ép xa.
Co quan dugec iy quyén: Khong ¢6 thong tin

Co quan phbi hop: Khoéng ¢6 thong tin

Két qua thuwe hién: Ban sao hop dong, giao dich da dugc chung thuc

Cin et phap ly:

) Ngay ban | Ngay hiéu
So Ky kiéu Tén vin ban hanh lwe

23/2015/Nb-CP Nghi dinh 23/2015/ND-CP 2015-02-16 | 2015-04-10

226/2016/TT-BTC | Théng tu 226/2016/TT-BTC 2016-11-11 |2017-01-01

01/2020/TT-BTP | Théng tu 01/2020/TT-BTP 2020-03-03 B

Yéu ciu, diéu kién: Khong co thong tin
T khéa: Khéng co théng tin

MO ti: Khong co thong tin




1

MA THU TUC:
2.001035.000.00.00.H55
(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Tén thi tuc: g .

Thu tuc chirng thuc hop dong, giao dich lién quan dén tai san la
dong san, quyén sur dung dat, nha &

Ciap thye hién: Cép x3

Linh vue: Ching thuc

Trinh ty thyc hién:

+ Nguodi yéu cau ching thuc nép 01 bs hd so yéu ciu chimg thuec.
+ Nguoi thue hién ching thuc (hodc ngudi tiép nhan hé so trong truong hop tiép nhan ho
50 tai b phan mot cira, mét cira lién théng) kiém tra gidy tor trong ho so yéu cau ching
thue, néu dy du, tai thoi didm chimg thyc céc bén tham gia hop déng, giao dich tur
nguyén, minh man va nhan thire, lam chu duoc hanh vi cia minh thi thuc hién ching
thue.

+ Cac bén tham gia hop dong, giao dich phai ky trudc mat nguoi thue hién chimg
thuce, néu hop déng, giao dich ¢é tir hai trang tro' Ién thi phai ky vao tung trang. Truong
hop ngudi yéu ciu chimg thuce ndp ho so tai b phan mot cira, mot cura lién théng thi cac
bén tham gia hop dong, giao dich phai ky trudc mit nguoi tiép nhan hd so. Truong hop
ngudi c6 tham quyén giao két hop déng ciia céc t6 chic tin dung, doanh nghiép da dang
ky chir ky mau tai co quan thue hién chimg thuc thi c6 thé ky truée vao hop dong; nguoi
thuc hién chimg thuc (hodc nguoi tiép nhéan hd so tal b phan mét cura, mot cua lién
thong) phai déi chiéu chit ky cua ho trong hop dong véi chit ky mu trude khi th we hién
ching thuc, néu nghi ngo chit ky trong hop dong khéc véi chir ky mau thi yéu ciu nguoi
do ky trudc mat.

+ Trudng hop nguoi yéu cau chig thuc khong ky duoc thi phai diém chi: néuy nguoi
do khoéng doc duoc, khéng nghe duogc, khong ky, khéng diém chi duoc thi phai ¢é 02
(hai) nguoi lam ching, Ngudi lam ching phai ¢6 du nang luc hanh vi dan sy va khong
6 quyén, loi ich hoac nghia vu lién quan dén hop déng, giao dich. Nguoi lam chimg do
nguoi yéu cau chimg thuc bé tri, Trudng hop nguoi yéu cau chimg thuc khéng bo tri duge
thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam chung.

*+ Ngudi thuc hién chimg thyuc (hodc nguoi tiép nhan hd s0) ghi 161 chimg tuong ung
VG timg loai hop dong, giao dich theo mau quy dinh. Truong hop tiép nhan hd so tai bo
phan mét ctra, mot cua lién thong thi ngudi tiép nhéan hd so ky vao timg trang cua hop
déng, giao dich va ky vao dudi 1oi ching theo mau quy dinh. Nguoi thuce hién chung thuc
ky vao tlmg trang cua hop déng, giao dich (néu hé so khong duoc tiép nhan qua b phan
mot ctra, mot chira lién thong), ky, ghi 16 ho tén, déng dau cta co quan thuc hién chimg
thue va ghi vao s6 chimg thuc.

Déi v6i hop dong, giao dich ¢o tir 02 (hai) trang tro 1€n, thi timg trang phai duoc
danh sé tht tu, c6 chir ky ctia ngudi yéu cau ching thuc va nguoi thue hién ch ing thue;
56 luong trang va 1oi ching duoc ghi tai trang cudi ctia hop dong, giao dich. Truong hop
hop déng, giao dich ¢6 tir 02 (hai) t& trd 1én thi phéi déng dau giap lai.




+ Trong truong hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai
c6 nguoi phién dich. Nguoi phién dich phal la nguoi ¢o nang luc hanh vi dan su day du
theo quy dinh cua phap luét, thong thao tiéng Viét va ngén nglt ma nguoi yéu cau ching
thuc str dung. Nguoi phién dich do nguoi yéu cau chimg thuc mm hodc do co quan thuc
hi¢n chimg thuc chi dinh. Thu lao phién dich do ngudi yéu cau chimg thuc tra.Nguoi
phién dich c¢ trach nhiém dich day du, chinh xé4c ni dung cua hop dong, giao dich, ndi
dung loi chimg cho nguoi yéu cau chimg thyc va ky vao timg trang hop dong VoI tu cach

2

la nguoi phién dich.

Cach thire thuce hién:

han giai quyét thi ngum tiép nhan
hé so phai c6 phiéu hen gh] 1o
thot gian (gio, ngay) tra két qua
cho nguoi yéu cau ching thuec.

Hinh
thire Thoi han giai quyét Phi, ¢ phi Mo ta
nop
Khong qua 02 (hai) ngay lam
viée, ké tir ngay nhan du hd so
yéu cau ching thuc hoic cé thé
kéo dai hon theo thoa thuan bang
Truc | van ban véi nguoi yéu cau chung| - Phi: 50.000 dSI1g/hQ’p
tiép | thuec. Tru’(‘)'ng hop kéo déi thoi dong, giao dich

Thanh phan ho so:

Nguo1 yéu cau chirmg thue ndp 01 (mot) bo ho so yéu cau chimng thuc, gém céc

gidy to sau day:

Loai gidy to

Ban
chinh

Ban
$a0

Mau to
khai

+ Ban sao Gidy chimg minh nhan dan/Céan cudc cong| 0
dan hodc H¢ chiéu con gid trj s dung cua nguoi yéu
cau chimg thue (xudt trinh kém theo ban chinh dé déi

neu),

1

+ Ban sao gidy chimg nhan quyén so hitu, quyén st
dung hoéac ban sao glay t& thay thé duoc phap luat
quy dinh ddi véi tai san ma phap luat quy dinh phai
dang ky quym so htru, quyén su dung trong truong
, giao dich lién quan dén tai san do
(xuat trinh kém theo ban chinh dé déi chiéu).

hop hop dong

+ Du thao hop d@)ng, giao dich;




Déi twong thue hién:

- Cong dan Viét Nam

- Doanh nghiép

- T6 chtre (khong bao gom doanh nghi¢p, HTX)

Co quan thyc hién: Uy ban Nhan dén x4, phuong, thi trén.

Co quan c6 tham quyen Khong co thong tin

Dia chi tlep nhin ho so:

- Noi tién nhdn hd so va tra két qua giai quyét TTHC: B6 phén tiép nhan hd so va
tra két qua giai quyét TTHC cua UBND cap xa

Co quan duge iy quyén: Khong c6 thong tin

Co quan phdi hop: Khong ¢o thong tin

Két qua thye hién: Hop dong, giao dich duoc ching thuc

Can cir phap ly:

S6 ky kiéu Tén vin bin Ngh?nll’la" Ngéli;:ié“
23/2015/ND-CP Nghi dinh 23/2015/ND-CP | 2015-02-16 | 2015-04-10
226/2016/TT-BTC | Théng tu 226/2016/TT-BTC | 2016-11-11 | 2017-01-01
01/2020/TT-BTP Théng tw 01/2020/TT-BTP | 2020-03-03

Yéu ciu, didu kién: Khéng c6 thong tin
Tuw khoéa: Khong c6 thong tin
M6 tia: Khong c6 thong tin




MA THU TUC:
~2.001019.000.00.00.H55
(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Tén thi tuc:

Thu tuc chirng thwe di chiic

Cip thue hién: Cép x4

Linh vue: Ching thuc

Trinh tw thuc hién:

+ Ngum thuc hién chung thuc kiém tra gidy to trong ho so yéu cau chung
thuc néu day du, tai thoi diém chung thuc nguoi lap di chac tu nguyén, minh
man va nhan thuc, lam chu duge hanh vi cuia minh thi thu'c hién chung thuc.

+ Nguoi yéu cau chimg thuc nop 01 bo ho so yéu cau chung thuc.

+ Nguoi lap di chic phai ky trude mat nguoi thuce hién chimg thuec.

+ Truong hop nguoi yéu cau ching thuc khong ky dugce thi pha1 diém chi;
néu nguoi do khong doc dugc, khéng nghe duoc, khdng ky, khong diém chi duoc
thi phai c6 02 (hai) ngudi lam ching. Nguoi lam chimg phai ¢6 du ning luc hanh
vi dan su va khéng c6 quyén, loi ich hoiic nghia vu lién quan dén giao dich.

+ Nguoi thuc hién chimg thuc ghi 161 chimg theo mau quy dinh; ky, ghi ro
ho tén, dong dau cua co quan thuc hién chimg thuc va ghi vao so chimg thuc Péi
voi di chic ¢ tir 02 (hai) trang tro 1€n, thi thng trang phai dugc danh s6 thir tu,
o chir ky ctia nguroi yéu cau ching thue va nguoi thuc hién chimg thyc; s6 luong
trang va loi chimg dugc ghi tai trang cudi cua di chic. Truong hop di chue co tr
02 (hai) to tr¢ 1én thi phai dong dau gidp lai.

+ Truong hop phai phién dich thi nguoi phién dich c6 trach nhiém d]Ch day
du, chinh xdc ni dung ctia di chiic, ndi dung 16i ching cho ngudi yéu cau chimng
thuc va ky vao tung trang di chiic v6i tu cach 1a ngudi phién dich.

Cach thire thye hién:

Hlﬂnhf);h“"’ Thoi han gidi quyét Eht, Ipphi l\éio

Khong qua 02 (hai) ngay lam viéc,
ké tir ngay nhén du ho so yéu cau
Truc tiép chiing thuc hodc c6 thé kéo dai hon
theo thoa thuan bang van ban véi
ngudi yéu cau chimg thuec.

- Phi: 50.000 dong/di
chuc

Thanh phan ho so:
Ngudi yéu cau ching thue nép 01 (mét) bo ho so yéu cau ching thuc, gom
cac giay to sau day:




(RS

Loai giay to

Ban
chinh

Ban
sa0

to
khai

+ Ban sao Glay chimg minh nhan dan/Can cude cong dan
hodc Ho chiéu con gia tri sir dung cua nguoi yeu cau ching
thuc (xuét trinh kém theo ban chinh dé déi chiéu);

+ Ban sao gidy ching nhén quyeén so hitu, quyén str dung
hodc ban sao gidy to thay thé duoc phap luat quy dinh doi
VOl tai San ma phap luat quy dinh phai diang ky quyén so
hitu, quyén str dung trong trudng hop di chuc lién quan dén
tai san do; trir truong hop nguoi ldp di chic dang bi cai chét
de doa dén tinh mang (xuat trinh kém theo ban chinh dé di
chleu).

+ Du thao di chuc;

Dbi twong thue hién:
- Cong dan Viét Nam
- T6 chuce (khong bao g(")m doanh nghiép, HTX)

Co quan thuye hién: Uy ban Nhén dan xa, phuong, thi tran.

Co quan ¢6 thim quyen Khoéng c¢o thong tin

Dia chi tlep nhin ho so: Bo phan tiép nhan ho so va tra két qua giai quyét

TTHC, UBND cap xa
Co quan duge Gy quyén: Khong co thong tin
Co quan phéi hop: Khong cé thong tin
Két qua thye hién: Di chic duoc chimg thuc
Cin clr phap ly:

$6 ky kigu Ténvin bin Ngay ban | Ngay higu
hanh luc
23/2015/ND-CP | Nghi dinh 23/2015/ND-CP | 2015-02-16 | 2015-04-10
A s Y0 L
226/2016/TT-BTC |  POngtr 2262016/TT- | .\ .0 44 2017-01-01
BTC
01/2020/TT-BTP | Théng tu 01/2020/TT-BTP | 2020-03-03

Yéu ciu, dieu kién: Khong c6 thong tin
Tir khoa: Khong c6 thong tin
Mo ta: Khong ¢o thdong tin
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MA THU TUC:
2.001016.000.00.00.H55
(Quyet dinh:2543/Qb-UBND, ngay 30/07/2021)

Tén thi tuc:

Thu tuc chirng thye vin ban tir choi nhan di sin

Cap thuye hién: Cép xa

Linh vye: Chung thuc

Trinh ty thyc hién:

+ Ngudi yéu cau chimg thuc nop 01 bo h6 50 yéu cau chL’rng thuc

+ Nguoi thuc hién ching thuc kiém tra glay to trong héd so yéu cau c:hunU thyuc, néu
day du, tai thoi diém chimg thuc nguoi tir chdi nhén di san tu nguyén, minh man va nhan
thire, lam chu dugc hanh vi ctia minh thi thyc hién chtng thue

+ Ngudi tir chéi nhan di san ky tru¢e mdt nguoi thyc hién ching thyc.

+ Truong hop nguoi yéu cau chimg thuc khong ky duge thi phai diém chi; néu nguoi
do khong doc dugc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c¢é 02
(hai) ngum lam chimg. Nguoi lam ching phai c6 du nang lyc hanh vi dén su va khong
o quyen, loi ich hodc nghia vu lién quan dén giao dich.

+ Nguoi thue hi¢n ching thyce ghi 1oi chimg theo mau quy dinh; ky, ghi r6 ho tén,
dong dau ciia co quan thue hién chimg thue va ghi vao s6 chimg thuc Déi véi van ban tur
chdi cé tur 07 (hai) trang trd 1én, thi ting trang phai duoc danh s6 thir tu, ¢6 chir ky cua
nguoi yéu cau chuno thuc va nguoi thuc hién ching thuc; sb lwong trang va 101 ching
duoc ghi tai trang cudi ctia van ban tir chdi nhan di san. Truong hop van ban tir chdi nhan
di san c6 tlr 02 (hai) to trd 1én thi phai dong dau giap lai.

+Truong hop phai phién dich thi nguoi phién dich c¢6 trach nhiém dich day du. chinh
xdc ndi dung ctia vin ban tir chdi nhéan di sén, noi dung 16i ching cho nguoi yéu cau

chimg thyuc va ky vao timg trang van ban tir chdi nhan di san véi tu cach 1a nguoi phién
dich.

Cach thire thue hién:
Hinh thic
nop

Thoi han giai quyét Phi, 1 phi Mb ta

Khéng qué 02 (hai) ngay lam viéc, ké
tir ngdy nhéan du hé so yéu ciu ching
Truc tiép thuc hoac cé thé kéo dai hon theo thoa
thuén bang van ban véi nguoi yéu cau
chung thue.

- Phi: 50.000
dong/van ban

Thanh phan ho so:
Nguoi yéu cau chig thuc ndp 01 (mét) bd hd so yéu cau chimg thuc, gom céc
glay to sau day:



. A Miu
T Bian | Ban .
Loai giay to ; to |
chinh | sao . |
khai |
+ Du thao van ban tr choi nhan di san; | 0
+ Ban sao Giay ching minh nhan dan/Can cudc cong dan| O 1

hodc HO chiéu con gia tri su dung cua nguoi yéu cau ching
thuc (xuat trinh kem theo ban chinh dé doi chiéu);

+ Ban sao giéy chiimg nhén quyén s& hiru, quyén st dung hodc 0 1
ban sao gidy to thay thé dugc phap luat quy dinh déi voi tai
san ma phap luat quy dinh phai dang ky quyén so hiu, quyen
su dung trong truong hop hop dong, giao dich lién quan dén
tai san do (xuét trinh kém theo ban chinh dé déi chiéu).

Poi twong thue hién:

- Coéng dan Viét Nam

- T6 chirc (khong bao 06m doanh nghiép, HTX)

Co quan thuc hién: Uy ban Nhan déan x4, phuong, thi trén.

Co quan co tham quyen Khong c6 thong tin

Dia chl tiép nhén ho so: Bo phan tiép nhéan ho so va tra két qua giai quyét TTHC,
UBND cép xi

Co quan dwoe iy quyén: Khéng co thong tin

Co quan phdi hop: Khong co thong tin

Két qua thye hién: Van ban tir chbi nhan di san duge chimg thuc

Can cir phap ly:

S6 ky kiéu Tén van ban Ngay ban hanh Ngalg:ringu
23/2015/ND-CP  |Nghi dinh 23/2015/NDb-CP |  2015-02-16 2015-04-10
226/2016/TT-BTC |Théng tu 226/2016/TT-| 2016-11-11 2017-01-01

BTC
01/2020/TT-BTP | Thong tu 01/2020/TT-BTP |  2020-03-03

Yéu cau, diéu kién: Khong c6 thong tin
Tir khoa: Khong c6 thong tin
Mo ta: Khong c6 thong tin
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MA THU TUC:
~2.001406.000.00.00.H55
(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Tén thu tuc:

Thu tuc chirng thuc vin ban thoa thuin phan chia di sian ma
di san 1a dong san, quyén sir dung dat, nha ¢

Cap thuc hién: Cép xa

Linh vuwe: Ching thuc

Trinh ty thye hién:

+ Ngudi yéu cau chimg thuc nop 01 bd ho so yéu cau chirng thuc.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhan ho so trong truong hop tiép
nhan hé so tai bo phan mét ctra, mét cura lién thong) kiém tra gidy to trong ho so yéu cau
chung thue, néu déy du, tai thoi diém ching thuc cic bén tham gia thoa thuén phan chia
di san tw nguyén, minh man va nhan thirc, lam chu dugce hanh vi ctia minh thi thuc hién
chung thue.

+ Cac bén tham gia thoa thuan phan chia di san phai ky trude mat nguoi thue hién
chiing thuc, néu van ban thoa thuén phén chia di san c6 tir hai trang trg lén thi phai ky
vao ting trang. Trudong hop ngudi yéu cau ching thue nop hd so tai bo phan mot cua,
mot cua lién thong thi cdc bén thoa thuan phan chia di san phai ky trudc mit ngudi tiép
nhan ho so.

+ Truong hop nguoi yéu cau chirng thuc khong ky duoc thi phai diém chi: néun guoi
do khéng doc dugc, khéng nghe duoc, khong ky, khéng diém chi dugc thi phai ¢é 02
(hai) ngudi lam ching, Nguoi 1am chimg phai c6 du nang luc hanh vi dan su va khong
6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam chimg do nguoi yéu
cau chimg thuc b tri. Trudng hop nguoi yéu cau chimg thue khéng bd tri duoc thi dé
nghi co quan thuc hién ching thuc chi dinh nguoi lam ching.

*+ Nguoi thuc hién chimg thyc (hodc nguoi tiép nhan ho s0) ghi [0i chirmg theo mau
quy dinh. Truong hop tiép nhan hd so tai b6 phan mat ctra, mot cira lién thong thi nguoi
tiép nhan hd so ky vao ting trang ctia van ban thoa thuén phén chia di san va ky vao duéi
o1 ching theo mau quy dinh.

Nguoi thyuc hién chung thuc ky vao tung trang ctia van ban thdéa thuan phan chia di
san (néu ho so khong duoc tiép nhan qua bd phan mot cira, mot chira lién thong), ky, ghi
rd ho tén, déng ddu cua co quan thyc hién chimg thyc va ghi vao sé chimg thuc. Bdi véi
van ban thoa thuén phan chia di san ¢6 tir 02 (hai) trang tr¢r 1én, thi timg trang phai duoc
danh s thir ty; sé lugng trang va 1oi ching duoc ghi tai trang cudi ctia van ban thoa thuan
phan chia di san. Truong hop van ban thoa thuan phan chia di san ¢6 tir 02 (hai) to tro 1én
thi phai déng dau giap lai.

+ Trong truong hop nguoi yéu cau chung thue khong thong thao tiéng Viét thi phai
c6 nguoi phién dich. Nguoi phién dich phai la nguoi cd nang luc hanh vi dan sy day du
theo quy dinh cua phép luat, thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching
thuc sur dung. Nguoi phién dich do ngudi yéu cau chimg thuc moi hodc do co quan thuc
hién chung thyc chi dinh. Thu lao phién dich do ngudi yéu cau ching thuc tra.Nguoi
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phién dich c6 trach nhiém dich day du, chinh xac noi dung cua van ban théa thuan noi
dung 16i chimg cho ngudi yéu cau ching thuce va ky vao timg trang van ban thoa thuén
voi tu cach 1a nguoi phién dich.

Cach thire thue hién:

Hinh Mb
thire Thoi han giai quyét Phi, 1€ phi "
nop

Khéng qua 02 (hai) ngay lam viéc, ké tir
ngay nhan du ho so yéu cau ching thuc
hodc c6 thé kéo dai hon theo thoa thuan

; shsianke R ) - Phi: 50.000
Truc | bang van ban véi nguoi yéu cau chimg dheelhon-ditie. sias
tiecp | thuc. Truong hop kéo dai thoi han giai s .gich =g

quyét thi ngudi tiép nhan hd so phai cé
phiéu hen ghi ro thoi gian (gio, ngay) tra
két qua cho nguoi yéu cau ching thuc.

Thanh phan ho so:
Nguoi yéu cau chimg thuc ndp 01 (mdt) bd ho so yéu cau chimg thue, gom cic gidy
to sau day:

o Bin |Bin| MiaY
Loai giay to . to
chinh | sao .
khai
+ Du thao vin ban thoa thuén phén chia di san; I 0
+ Ban sao Glay chirmg minh nhan dan/Can cuédc cong dan| 0 I
hodc Ho chiéu con gid tri st dung cua ‘nguoi yéu cdu chimg
thyuc (xuat trinh kém theo ban chinh dé déi chiéu);
+ Ban sao gidy chimg nhan quyén s& hitu, quyén su dung| 0 1
hodic ban sao gidy to thay thé dugc phap luét quy dinh déi
vOl tai sé’m ma phédp ludt quy dinh phai ding ky quyén so
hitu, quyén sir dung trong truong hop hop dong, giao dich
lien quan dén tai san do (xudt trinh kém theo ban chinh dé
déi chiéu).

Péi twong thue hién:

- Cong dén Viét Nam

- T6 chite (khéng bao gdm doanh nghiép, HTX)

Co quan thuc hién: - Uy ban Nhan dan xa, phuong, thi tran.

Co quan ¢6 thim quyen Khong ¢é thong tin

Dia chi tlep nhén ho so:

- Noi tién nhéan hé so va tra két qua giai quyét TTHC: Bo phan tiép nhan ho so va
tra két qua giai quyét TTHC ctia UBND cap xd
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Co quan duge uy quyén: Khong co6 thong tin

Co quan phdi hop: Khong co thong tin

Két qua thue hién: Vin ban thoa thuan phan chia di san duoc chiing thuc
Can cr phap ly:

Sé ky kidu Tén van ban Eia}f DAL | e i

23/2015/ND-CP Nghi dinh 23/2015/ND-CP 2015-02-16 2015-04-10

226/2016/TT-BTC | Thong tu 226/2016/TT-BTC | 2016-11-11 2017-01-01

01/2020/TT-BTP | Théng tu 01/2020/TT-BTP 2020-03-03

Yéu ciu, diéu kién: Khong co6 thong tin
T khoa: Khong co thong tin
Mo ta: Khong c6 thong tin




MA THU TUC:
) 2.001009.000.00.00.H55
(Quyét dinh:2543/QD-UBND, ngay 30/07/2021)

Tén thu tuc:

Thu tuc chirng thue van bap khai nhén di sdn ma di san
1a dong san, quyén stra dung dat, nha &

Cap thue hién: Cap Xa

Linh vwe: Ching thuc

Trinh tw thuc hién:

+ Nguoi yéu cau ching thuc ndp 01 bd hd so yéu cau chirng thuc.

+ Nguoi thue hién chimg thuc (hodc nguoi tiép nhan hd so trong truong hop
tiép nhan hé so tai bd phan mot ctra, mot cira lién thong) kiém tra gidy to trong ho
so yéu cau chimg thue, néu day du, tai thoi diém ching thuc cac bén tham gia van
ban khai nhan di san tu nguyén, minh man va nhén thic, 1am chu duoc hanh vi cua
minh thi tiép nhan ho so, thuc hién ching thuc.

+ Ngudi khai nhan di san phai ky trude mat nguoi thuc hién ching thuc, néu
van ban khai nhan di san co tir hai tr ang tro 1én thi phai ky vao ting trang. Truong
hop ngudi yéu cau chimg thuce nop hod so tai bo phan mot cua, mot cua lién thong
thi nguoi khai nhan di san phai ky trude mat ngudi tiép nhan hd so.

+ Trudng hop ngudi yéu cau ching thuc khong ky dugc thi phai diém chi; néu
nguoi do khong doc dugc, khong nghe dugc, khong ky, khong diém chi duoc thi
phai c6 02 (hai) ncu01 lam chimg. Nguoi lam chung phai ¢6 da nang luc hanh vi dan
su va khong co quyen loi ich hoac nghla vu lién quan dén giao d1ch Nguoi lam
chimg do ngudi yéu cau chimg thuc bd tri. Truong hop ngudi yéu cau ching thuc
khong bé tri duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam
chung.

+ Nguoi thuc hién chung thuc (hoac nguoi tiép nhan hd so) ghi 1o chirng theo
mau quy dmh Tr uong hop tiép nhan hod so tai bo phan mét ctra, mot cua lién thong
thi nguoi tiép nhan hd S0 ky vao tung trang cua van ban khai nhén di san va ky vao
dudi 101 chimg theo mau quy dinh.

Nguc‘)i thuc hién chung thuc ky vao tirng trang ctia van ban khai nhan di san
(néu hé so khong dugc tiép nhan qua bd phan mét cura, mot chira hen thong), ky, ghi
5 ho tén, dong dau cia co quan thuc hién ching thuc va ghi vao sb chimg thuc.

501 vO1 van ban khai nhén c6 tir 02 (hal) trang tro l€n, thi tirg trang phai duoc
danh so thr tu, c6 chir ky cua nguoi yéu cau chiing thu:c va nguoi thuc hién ching
thue; s6 luong trang va 1o ching duoc ghi tai trang cudi ctia van ban thoa thuan.
Trudong hop van ban khai nhan ¢6 tir 02 (hai) to tr¢ 1én thi phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau chimg thuc khong théng thao tiéng Viét thi
phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi ¢6 nang luc hanh vi dan
sur day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngon ngtr ma nguoi
yéu cau chung thuc sir dung. Nguoi phién dich do nguoi yéu cau ching thuc moi
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hodc do co quan thuc hién chimg thuc chi dinh. Thu lao phlen dich do nguoi yéu
cau chimg thue tra. Ngudi phién dich ¢ trach nhiém dich day du, chlnh xac ndi dung
cua van ban khai nhan di san, ndi dung 161 chimg cho nguéi yéu cau chimg thuc va

ky vao timg trang van ban khai nhén véi tu cach 1a nguoi phién dich.

Cach thire thuce hién:

Hinh
thirc nop

Thoi han giai quyét Phi, 18 phi

Khong qua 02 (hai) ngay lam viéc,
ké tir ngay nhan du hd so yéu cau
ching thuc hodc c¢6 thé kéo dai
hon theo thoa thuén bang van ban
v6i ngudi yéu cau chimg thuec.
Truong hop kéo dai thoi han giai
quyét thi nguoi tiép nhan hd so
phai ¢ phiéu hen ghi rd thoi gian
(gio, ngdy) tra két qua cho nguoi
yéu cau chimg thuc.

Truc tiép

- Phi: 50.000
dong/hgp dong, giao
dich

Thanh phan ho SO’ Ngum yéu cau chimg thuc ndp 01 (mdt) bd ho so yéu cau

chimg thuc, gdm céc gidy to sau day:

[

Mau ]

hodc ban sao gidy to thay thé duge phap luat quy dinh doi
Vol tai san ma phép ludt quy dinh phai ding ky quyén s&
hiru, quyén str dung trong truong hop van ban khai nhan
di san lién quan dén tai san do (xuét trinh kém theo ban
chinh dé déi chiéu).

s ek s Ban |Ban .
Loai giay to . to
chinh | sao :
khai
+ Du thao van ban khai nhan di san; 1 0
+ Ban sao Glay chirng minh nhan dan/Can cudc congdan| 0 1
hoac Ho chiéu con gia tri st dung cua nguoi yeu cau ching
thuc (xudt trinh kém theo ban chinh dé dbi chiéu);
+ Ban sao 01ay chimg nhén quyen s& hitu, quyén sir dung 0 |

Péi twong thue hién:

- Cong dan Viét Nam

- T chirc (khéng bao gdbm doanh nghiép, HTX)
Co quan thye hién:

- Uy ban Nhan dén x4, phuong, thi tran.

Co quan c6 tham quyén:




- Uy ban nhan dén cap xa

Dia chi tlep nhan ho so:

- Noi tién nhan ho S0 va tra két qua giai quyet TTHC: B phan tiép nhan hd so va
tra két qua giai quyét TTHC cua UBND cap xa

Co quan dwoc ity quyén: Khoéng c¢6 thong tin

Co quan phdi hop: Khong c6 thong tin

Két qua thwe hién: Vin ban khai nhén di san dugc ching thuc

Can cir phap ly:

Ngay ban | Ngay hiéu
So ky kiéu Tén van ban hanh lue

23/2015/ND-CP Nghi dinh 23/2015/ND-CP 2015-02-16 | 2015-04-10

226/2016/TT-BTC | Théng tu 226/2016/TT-BTC | 2016-11-11 | 2017-01-01

01/2020/TT-BTP | Théng tu 01/2020/TT-BTP 2020-03-03

Yéu ciu, diéu kién: Khong c6 thong tin
Tir khoa: Khong c6 thong tin
M6 ta: Khong co thong tin -




