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56: 1183/QD-UBND KhdnhHda,ngay 27 thdng4 ndrn 2017

QUYET EII{H
Vd viQc cdng nii ttrri trlc hinh chfnh mr6,i ban hirnh, bi b6i b6 trong linh vgc

chrfrng thgc thuQc th6m quydn gini quy5t cria UBND c6p huyQn
trOn ilia birn tfnh Khinh Hda

''44,.\CHU TICH TIY BAi\i NIIAN DAN TINH KIIANII HOA

Cdn crl Lu$t t6 chrlc chffi quydn dla phucrng ngay 19 thring 6 n6m 2015;

Cdn cri Nghi dinh sd 63/20104ID-CP ngdy 08 th6ng 6 n6m 2010 cira Chinh

phri vA ki6m so6t thti tuc hanh chinh;

C[n crl Nghi dinh s6 48/20134IE-CP ngdy 14 thing 5 n6m 2013 cria Chfnh

phri srla AOi, tO sung mQt sti AAu cta cdc nghi dinh li6n quan diin kitim so6t thri t.uc

henh chfnh;

Cdn cri Th6ng tu st5 0512014/TT-BTP ngey 07 th6ng 02 n6m 2014 ctra BQ

trucrng B0 Tu ptr.ip hufng ddn cdng b6, ni6m y6t thri tpc hanh chinh vir b6o c6o vd

tinh hinb k6t qui thUc hi6n ki6m so6t thri tgc hanh chinh;

Xdt d0 nghi ctra Gi6m d6c So Tu ph6p tai Td trinh s6 SZZ /TT-STP ngay

t4/4t20t7,

QTTYET D[NI{:

Di6u 1. Cdng t6 tCm theo Quy6t Ainn niy ttrtr tuc hinh chinh m6i ban henh, bi
bei b6 trong linh v.uc chimg thUc thuOc thAm quyAn giii quy6t cta UBND c6p huyQn

tr€n clia ben tinh Kh6nh Hda.

Di6u 2. Quytit ttlnh niy c6 higu luc thi hanh tC tu ngdy ky.

Didu 3. Ch6nh Vdn phdng Uy ban nhdn dfln tinh, Gi6m diSc So Tu ph6p, Thir

tru&ng c6c co Qffitr, ban, nganh; Chri tich UBND cic huyQn, th! x6, thanh ph6; c5c t6

chric, c6 nhin c6 1i6n quan chiu tr6ch nhiQm thi henh QuyiSt dinh nny./.

Noi nhQn:
- NhuDi6u 3 (t/h);

- Csc Ki6m soit TTHC (\fPCP);
- TT.IDND tlnh, Ban PC FEND tinh;
- cht tich IJBND tinh (b/c);
- SOTuph6p;
- TT Cdng b6o, C0ng TTDT tinh;
- Luu: VT, DL, LT.
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THU
Vt'CC

Ir Mor BAN HANH" st nAI no rnouc linH
uec rHavr euvniv crAl euyrT cuA uBND

N DIA BAN rixu rHANH HoA

(Ban hdnh #t al:th tfiLipn-UBND rsdy hlthdngfl namtrfificr)a
tich Uy ban nhdn ddn tinh Khdnh Hda)

Phin I
DANH MI]C THU TVC HANH CHINH

1. Danh mgc_thfr tgc hinh chfnh moi ban hirnh thuQc thirn quy6n giii quy6t
cfra UBND cip huyQn

s't"t TGn thfr tuc hirnh chinh
I 3Ap bin sao tu sd gdc

2
3lring thyc ban sao tu ban chinh gi6y td, vdn ban do co quan, t6 chric c6
:h6m quydn cta Vi0t Nam c6p hoic chimg nhan

J

llr?ng thUc ban sao tu ban chinh gi6y t!t, vdn ban dg co gupn, t6 chfic c6
hAm quy6n cta nudc ngoii; co quan, tO chuc c6 thAm quy6n crha ViQt Nam
li6n k5t vdi co quan, t6 chric c6 thAm quydin cta nudc ngodi c6p ho{c chimg
fian

4
3hfng thgc ch-[ Qi trong c6'c giAy td, vln ban (6p dUng cho ci trudrng hgrp

:hring thgc di€m chi vd trucrng hgrp ngucri y€u cAu chimg thuc khdn gki,
<h6ng tli6m chi duoc)

5 3hring thUc viqc sfta d6i, b6 sung, hriy b6 hqp d6ng, giao dlch
6 Sta l6i sai s6t trong hgrp d6ng, giao dich

7
36p ban sao c6 chirng thpc tt bin chinh hqp d6ng, giao dich dd dtrgc chimg
huc

8
Jhirng thgc cht hj ngudi dich mi ngudi dich ln cQng t6c vi6n dich thudt cria
lhdne Tu ph6p

9
Jhfng thgc chfi h-i ngudi dlch md ngudi dich kh6ng phii ld cQng t6c vi6n
lich thudt cria Phdng Tu ph5p

10 lhtng thUc hqp d6ng, giao dich li€n quan d6n tdi san li dOne san

11 Jhfng thvc vdn ban th6a thuan phdn chia di s6n mdL di sin ld d0ne s6n

T2 Jhfng thgc vdn ban khai nhan di san md di s6n ld dQng sin



2. Danh mgc thri tgc hirnh chinh bi bei b6 thuQc thAm quydn giii quy6t cfia

UBND c6p huy$n

TOn thfr tgc hinh chfnh TGn VBQPPL quY dinh
vi6c bii b6 TTHC

STT 56 hd so

TTHC
th6ng t'v 226l20i6lTT-
}TC ngdy llllllz0I6
:ira B0 Tii Chinh quY

tinh mric thu, chd dQ

rQp, qufur li vd su dgng

rhi chime thuc

1
-! A n
CAp ban sao tu so goc

I

th6ng t1r 2262A16/TT-
BTC ngdy llll,12A16
;ria BQ Tii Chinh quY

Jinh mfrc thu, chd dQ

nQp, quin lf vn su dPng
phi chimg thUc

2

3hung thqc bin sao ttr b6n chinh
qiay 6, u* Uatt do co 9uffi, td chric

rO iftA* quyAn cria Vi€t Nam cAP

ho{c chirng nh?n

Ihdng fi22612016lTT-
BTC ngdy |111112016

:ua B$ Tni Chinh quY

dinh mric thu, chO dQ

nQp, quin ly vd su dUng

phi chimg thltc

-tJ

Ohilng thgc bfrn sao tu birl chinlx

siAv to. v[n ban do co QUffi, tO chric
JJ

o6 thAm quydn cta nudc ngoiri; co

quan, tO ctrric c6 thhmquyAl cua ViQl

Nam li6n k6t voi c0 quan, tO chirc c6

ftam quy0n cria nudc ngoiri cdP hoflc

nhr'ms nhAn
lh6ng tr 22612016lTT'
3TC ngdy llllLl20l6
:tra B0 Tii Chinh quY

tinh mfrc thu, chd d0

rQp, quin ly vit su dgng

ohi chimg thgc

4

Chirng thlrc cht ky trong c6c giSy td,

vdn ban (ep dqng cho c6 truong hqp

rhime thuc di6m chi vd trudng hqP
- ! . rr A 1 ,

nguli y6u cAu chung thYc khdng kY,

khOng di6m chi dugc)

Ih6ng ffi226l20t6lTT'
BTC ngiy tll1,l20l6
;ia BQ Tdi Chinh quY

tinh mirc thu, ch6 d0

nQp, quan ly vd sri dgng
phi chimg thuc

5
Ohring thlrc viQc stra ddi, b6 sung,

h,iy b6 hqp d6ng, giao dfch

Ih6ng fir 226DAI6rcT'
BTC ngdy l111112016

;ira BO Tii Chinh quY

linh mirc thu, chO d6

n$p, quin ry vaq i!qg-
6

ua 15i sai stit trong hqp d6ng, giao

ich



rhi chtmg thgc

7

3dp bin sao.c6 chimg thgc tu b6n

:hinh hqrp ddng, giao dlch dd dugc
:hring thgc

th6ng fi 226/2016|TT-
BTC ngdy Il/ll/2016
;ua BQ Tii Chinh quy
linh mric thu, ch6 dd

rgp, quin ly vi su dung
rh( chimg thgc

8

3hring thgc chft (f nguoi dich md

nguoi dich ld cQng t6c vi6n dlch thual
:ta Phdng Tu ph6p

Ih6ng tu 22612016lTT-
BTC ngdy lI/11/2016
:ua BQ Tdi Chinh quy
tinh mfrc thu, ch6 dd

rQp, quan l;i vd sir dung
rhi chimg thyc

9

Chung thyc cht hj nguli dich mi
ngudi dich kh6ng phii li cQng t6c

vi6n dich thuflt cua Phdng Tu ph6p

Ih6ng br226/20l6lTT-
BTC ngdy Ll/lll20l6
:ua BQ Tii Chinh quy
Iinh mfc thu, ch6 d0

rQp, quin ly vn sir dpng
rhi chirng thuc

10
Jhring thgc hqp d6ng, giao dlch li6n

-l ? t\
luan dOn tiri s6n ld d6ng san

Ih6ng tv 226/2016lTT-
BTC ngiy llltll20l6
:ria BQ Tdi Chfnh quy
Ilnh muc thu, ch6 dQ

rQp, quin ly vn sri dpng
lhi chime thuc

11
3hirng thgc vdn ban thoa thu4n phdn
:hia di san md di san ld dQng san

lh6ng fi22612016lTT-
BTC ngdy lllll/2016
:ta B0 Tii Chinh quy

finh mric thu, ch6 dQ

rQp, quin ly vn str dr,rng

rhi chime thuc

12
Shring thgc vdn ban khai nh?n di san

rnd di san ld ddng sin

Ih6ng tu 22612016lTT-
BTC ngdy IIlll/2016
rria BQ Tdi Chinh quy
linh mfc thu, ch6 dd

rQp, quin ly vi su dpng
ohf chirng thuc



Nor DrrNG cu rrrc cuA rHU irF"tilnn criNH rRoNc t ins Wcr\\-'r ""'t""ifti ttrUCi"uOiiHAM auYEN Clal quvnr
CUA UBND CAP HUYEN

1. Thfi tgc cdp bin sao tt s6 gtic

- Trinh tg thgc hiQn:

+ Nguoi y6u c6u c6p bin sao tu s6 gi5c chuAn bi h6 so theo ctirng quy dinh,

nQp h6 ,o lai eO ph?n tirip nfr+n vi tri ktit qu6 cria yBND c6p huyQn.

+ Ngudi y6u cAu cdp ban sao tu sO gdc phii xu6t trinh c6c giSy to phgc vg

cho y6u .iu.Ai bfur sao ttr ro gi5c. Trucrng rrqp ngudi ydu cAu cAp ban sao u s6

g6c gui qua buu dign thi ph6i grii kdm theo bin

dinh.

sao c6 chirng thyc gi6Y td theo quY

+ Co quan, tr5 chfc cdn cil vdo s0 g6c de c6p ban sao cho nguoi ydu cdu; nQi

dung ban sao phni ghi theo dring nQi dung dd ghi trong s6 g6c.

* Trong truong hqp kh6ng tim th6y so goc ho{c trong s6 g6t kh6ng 96 th6ng

tin vA nQi duig ye.r lA,, 
"ao 

Ua" sao thi co quan, t6 chric dang luu git sd gtic c6

tr6ch nhiqrn tr6ldi b6ttg vdn ban cho ngudi y€u cdu'

+ Ngudi ydu cdu cdp ban sao tu sO g6c r*r4n k6t qu6 t4i noi nQp hd so hoic

qua buu diQn (ni5u nQp qua buu di$n).

- C6ch thrfrc thrpc hiQn: Nqp hO so tryc ti€p tai BQ phanti6p nhpn vd t6 k6t

quf, ctra UBND c6p huyQn noi co quan, t6 chuc thuQc UBND c{p huyQn trru s6 gtic

hoflc gui y6u cAu qua buu diQn

- Thhnh phAn, t6 tugng hb so:

+ Truong hqp nqp tr.uc ti6p thi xudt trinh ban chfnh ho{c bin sao c6 chimg

thgc giey chung minh nhan df,n ho4c h0 chi6u cdn gi6 tri su dUng.

+ Truong hgp ngudi y€u cAu c6p ban sao m s6 gtic gui qua buu diQn thi ph6i

grii k6m theo bin sao c6 chimg thfrc giay chftng minh nhan dAn ho[c hQ chiiSu cdn

gi6 tr\sir dgng, phong bi den tem ghi 16 h9 t6n, dfa chi ngudi nhan cho co quan, t6

chric c6p ban sao.

+ Truong hgp ngudi y6u cau li ngudi dai diqn theo ph6p 1u4t, ngudi dai dien

theo ,ry quydn cria c6 nhan, td chric dugc c6p b6n chinh; cha, m9, con; vg' chdng;

anh, chi, em ruQt; ngudi thila kO kh6c ctra ngudi dugc cap ban chinh trong trucvng



hQp nguoi d6 de ch6t thi phii xuAt trinh giAy to chfng minh quan h9 v6i ngudi

"* :"iffi;:il;ii quy6t: rrong nsey co quan, td chric titip nhan ycu cau hoic

rong ngey lim viQc ti6p theo, n6u ti6p nh{n y6u cAu sau 15 gio. Trong trucmg hcr-p

y6u cAu c6p bin sao tt"s6 gOc dugc giri qua buu di€n thi.thdi h4n dugc thgc hi$n

ngay sau khi co quan, td chftc nhAn dri hd so hgp 10 theo ddu buu tti$n d6n.

n6i tugng thgc hiQn thfr tgc hirnh chfnh: CA nhen, t6 chfc

Co quan thgc hiQn thfr tgc hirnh chinh: Co quan, t6 chric thu6c I-IBND

c6p huyQn dung quin l! s6 g6c .

K6t qui thqc hiQn thri tgc hirnh chinh: Bin sao dugc c6p tu td 96.

L-G phi: Kh6ng

TGn miu rlon, miu td khai: Kh6ng

YOu ciu, di6u kiQn thgc hiQn thfr tgc hinh chinh: Phii c6 s6 g6c

,, 
- Cin crfr phil lf cria thri tgc hirnh chfnh:

'' sao tir bin chinh, chirng thgc cht ky vn chfing thgc hgrp ddng, giao dich;
',''j ,

+ Thdng tu sd 22612016/TT-BTC ngay 1111112016 cria B0 Tai chinh quy

dinh mirc thu, ctr6 Ag thu, nQp, quin ly vn sri dpng phi chtmg thpc.

2. Thfi tgc chring thgc bin sao t& bfrn chfnh gi6y td, v5n bin do ccr quan

t6 chrfrc c6 thim quydn cfra ViQt Nam c6p hoic chftng nhfln

Trinh tg thgc hipn:

+ Ngudi ydu cAu chimg thgc chuAn bi h6 so theo d.tttg quy dinh, nQp h6 so

tai BQ phfln ti6p nh{n vdtrbktit qui cria UBND c6p huyQn.

+ Ngudi y6u cAu chimg thgc phii xu6t trinh ban chfnh gi6y to, vdn bdn ldm

co s6 cIiS chfng thgc ban sao vi b6n sao cdh chfng thuc.

+ Trudrng hgrp ngudi y6u cAu chfng thgc chi xu6t trinh ban chinh thi co quan,

tO chric ti6n hanh chUp tu ban chinh iliS thUc hiQn chr?ng thgc, trir trudng hqp co
7'

quan, t6 chric kh6ng c6 phucrng tiQn dO chqp.

+ Ngudi thuc hiQn chring thuc ki6m tra bdn chinh, e6i cfritiu vtibhn sao, n6u

nQi dung b6n sao ttring vdi bin chinh, ban chinh giSy td, vdn b6n khdng thuQc c6c

trudmg hqp b6n chfnh gi6y to, vdn bin khdng dugc dung ldm ccv so d6 chimg thgc

b6n sao thi thuc hign chring thpc nhu sau:



* Ghi dAy dri ldi chirng chrmg thgc bdn sao tu ban chfnh theo m6u quy dinh;

* Ky, ghi 16 hg ten, d5ng dAu cria co quan thUc hiqn chring thgc vlr ghi vio

sd chiing thgc.

pOi vOi bfur sao c6 tu 02 (hai) trang trd l6n tli gtti loi chirng vho trang cu6i,

n6u ban sao c6 ru 02 (hai) td trd 10n thi ph6i d6ng ddu gi6p lai.

MOi ban sao duoc chring thgc tir mQt ban chinh gi6y td, vdn bAn hoac nhi6u

b6n sao dugc chimg thuc tir mQt ban chinh gi6y td, vdn ban trong cirng mOt thdi

di6m dugc ghi mQt si5 chtmg thgc.

+ Ngubi y6u cAu chirng thUc nhqn ktit qui t4i noi nQp h6 so.

+ Thdi gian tii5p nh?n vi tri kiSt qui: Tri thf hai dtin sang thir b6y hing tudn,

trong gid henh chinh trir ngly nghi, nghi 6 theo quy dinh'

- Cdch thr?c thqc hipn: NQp hO so trgc ti6p

- Thdrnh phAn, sti lugng hd so: Ban chinh gi6y to, vdn biur lim co sd dO

chirng thgc ban sao vi ban sao can chimg thuc. Trudng hgrp nguoi y6u cau chrlmg

,rtor .rti."6t trinh ban chinh thi co quan, td chric tii5n hdnh chup tt ban chinh d€

thgc hiQn chring thyc, trir trudrng hgp co quffi, tO chric kh6ng c6 phuong tiQn dC

chpp.Bfur sao, chup t& ban chfnh dC thUc hipn chimg thgc phii c6 dAy dri c6c trang

de ghi th0ng tin cria ban chinh.

- Thdri h4n giii quy6t: Trong ngiy co quan, tti chtc tii5p nhin y€u cAu ho[c

trong ngey lem viQc tiiSp theo, niSu titip nhan y€u cAu sau 15 gio. Etii v6i trucrng hqp

cirng mqt lfc y6u ciu .fufn* thgc ban sao tir nhi0u loai ban chinh gi6y td, vdn ban;

ban chinh c6 nhi€u tr*g; yC, .Au si5 luqttg nhiAu ban sao; nQi dung gi6y td, vdn

ban philc t4p kh6 ki6m ta AOi chi6u md ccv guffi, tO chric thgc hiQn chimg thuc

kh6ng th6 d6p img du-o. c thdi h4n quy dinh n6u tr6n thi thdi h4n chring th$c dugc

k6o ddi th€m kh6ng qu602(hai) ngay ldin viQc ho[c c6 thiS ddi hon theo th6a thuan

bxng vhn b6n v6i nguoi y6u cAu chring thgc. Trucrng hqrp tri ktit qu6 lrong ngdl

fa*"uie, tiiSf tn.o hoflc phii keo ddi drJi gian theo quy dinh thi ngucri titSp nhen ho

r" prtai J ini6" hgn ghi rd thdi gian (gio, ngdy) tri k6t qui cho nguoi v6l cAu

chring thyc.

- ooi tuqng thgc hiQn thri tgc hinh chinh: c6 nhan, t6 chric

- Co quan thrpc hiQn thfr tuc hirnh chfnh: Phdng Tu ph6p'

- f6t qufr thqc hiQn thfr tgc hirnh chinh: BAn sao dugc chimg thgc ttr bAn

chfnh



- Le phi: 2.000 d6ng/trang. Tir trang thu ba tr& l6n thu 1.000 d6ngltrang,

nhung mric thu tOi da kh6ng quri 200.000 d6ng/bin. Trang ld cdn cri d6 thu phf

dugc tinh theo trang cria ban chinh

- TGn m6u don, miu td khai: Kh6ng
lt^ .A )r t ) | | t r h, 1 .- YGU ciu, di6u kiQn thgc hiQn thri tgc hirnh chfnh: Bin chinh gi6y td, vdn

ban c6n chimg th1rc.

Ban chfnh gi6y td, vin ban kh6ng du-o. c dirng lAm ccv so dti chung thgc ban

sao:

+ Ban chinh b! tAy x6ao sta chta, th6m, bot nQi dung kh6ng hqp 19.

+ Ban chinh bi hu h6ng, cfi n5t, khdng x6c dfnh dugc ndi dung.

+ Ban chinh d6ng d6u mgt cta co quan, td chric c6 thAm quyAn hodc khdng

tl6ng d6u m4t nhung ghi 16 kh6ng dugc sao chpp.

+ Ban chinh c6 nQi dung trdi phSp luQt, d4o dr?c xd hQi; tuy6n truydn, kfch

dQng chilln tranh, chting ctrti d9 xd hQi chri nghia ViQt Nam; xuy6n t4c lich sri ctia

ddn tgc ViQt Nam; xric pham danh dg, nhdn phAm, uy tin ctra c6 nhan, t6 chric; vi
rl phAm quy€n c6ng ddn.

+ Bin chfnh do co guffi, ti5 chfrc c6 thAm quyAn cria nu6c ngoiri c6p, c6ng

chung ho{c chimg nhan chua dugc hqrp ph6p h6a ldnh sU theo quy dinh t4i Khoin 1

Ei€u 20 ctnNghi dinh si5 nl2015A[D-CP.
, n.A v | , a , i ^ , f ^ I 1+ Gi6y tq vdn ban do c6 nh6n tg lflp nhung khdng c6 xdc nh4n vd d6ng ddu

cta co quan, tti chric c6 thAm quy6n.

- Cin crfr phdp lf cfra thfi tgc hirnh chinh:

+ Nghi dinh s6 %/20154{D-CP ngdy 1610212015 otra Chinh phu v€ cdp ban
AAr

sao tir sd g6c, chimg thgc ban sao tir bAn chinh, chfng thgc cht ky vd chimg thgc

hgp cl6ng, giao dich;

+ Thdng tu s6 226/2016/TT-BTC ngey nnID016 cria B0 Tei chinh quy

dinh mirc thu, cne eO thu, nQp, qu6n ly vd sir dpng phi chrmg thgc.

+ Thdng tu s5 2012015/TT-BTP ngey 29112/2015 cta B0 Tu ph6p quy dinh
, . ..1. \ rcnr uer va nucrng d6n thi hanh m6t s6 diAu ctra Nehi dinh s6 23/20154{D-CP vC c6p

a 7 A A ,\ r r | , a 1 , ,r I rbin sao tu s0 gOc, chirng thVc b6n sao tu bin chinh, chfng thgc chir ky vd chung

thgc hgp c16ng, giao dich



3. Thti tgc chring thgc bin sao tir bfrn

td chrfrc c6 thAm quydn cfia nufc ngoii; cc

ViQt Nam li6n kiSt vci co quan' t5 chfc c6

ho{c chfrng nh$n

- Trinh tr; thrPc hiQn:

chfnh gi6y td, vin bin do co quan'

quan, tO chrlc c6 thim quYdn cfia
.' 7 ;, " .-- ,--^r: ^ith6m quy6n cfia nufc ngoiri ciP

+ Ngudi ydu cAu chimg thgc chuAn bi h6 so theo dung quy d!nh, nQp h6 so

tai B0 pha; tiep nh{n vd trA ki5t qun cria UBND cAp huyQn'

+ Ngudi ydu c}u chrmg thgc phni xu6t trinh ban chinh giAy to, v6n ban lim

co sd d0 c-hung thgc bin sao vit bim sao cdn chring thgc'

+ Trudrng hqp nguli yeu cAu chimg thgc chi xu6t trinh ban chinh thi co quan

ti6n hanh chUp tu ban chfnh dC thgc hiqn chtmg thgc, tru trulng hqp co quan kh6ng
n.,

c6 phucrng tiQn d0 chgP.

+ Ngudi thUc hign chimg thgc kiOm tra ban chinh, at5i cni6u v6i ban sao' nOu

nQi dung b6n sao dring v6i ban chffi, ban chinh gi6y td, v6n ban kh6ng thuQc c6c

truong hqp ban ctrinh gi6y td, vin ban k*rdng dugc dung lim co so cI€ chimg thgc

bin sao thi thyc hiQn chimg thyc nhu sau:

* Ghi dAy dn ldi chimg chrlng thUc ban sao ttr ban chinh theo m6u quy dfnh;

* Ky, ghi 16 hg t€n, d6ng d6u cfra co quan, tO chirc thyc hiQn chring thirc vd

ghi vio s6 chimg thgc.

pfSi vOi ban sao c6 ru 02 (hai) trang tr& l€n thi ghi loi chimg vdo trang cu5i,

n6u ban sao c6 tu 02 (hai) td trd l€n thi phii d6ng ddu gi6p lai.

Mfii ben sao dugc chimg thUc tu mQt ban chinh gi6y td, vdn bfur ho[c nhiAu

bin sao dugc chrmg thgc tir mot ban chinh gi6y td, van ban trong cDng mQt thdi

di€rn dugc ghi mQt si5 chimg thuc,

+ Nguli y6u cAu chimg thuc nhan ki5t qui t4i noi nQp hO scr'

+ Thdi gian tii5p nhan vi trl ki5t qui: Tir thir hai diSn sang thri bay hang ruan,

trong gid hnnh chinh trir ngAy nghi, nghi 16 theo quy dinh'

- Cdch thtfrc thgc hiQn: NQp hO so figc tii5p'

- Thirnh phAn, sii luqng h6 sa: Bin chinh gi6y td, v6n ban ldm co so di5

chirng thUc ban sao vi ban sai6n chrmg thgc. Trudng hqp nguoi y€u cAu chirng

,hu" lfri ruat trinh bin chinh thi co quan, tO chrlc tilSn hdnh chup tt bAn chinh dO

thgc hiQn chring th1rc, tru trudrn5l hqp co QUffi, tO chrlc kh6ng c6 phucrng tiQn dd



chpp. Bin sao, chUp tir b6n chfnh d6 thgc hiQn chring thuc phdi c6 dAy dtr c6c trang

da ghi th6ng tin cria bin chfnh.

- Thdi h4n giii quy6tr Thdi hpn thuc hiQn ydu cAu chrlmg thuc phii dugc

bAo dim ngay trong ngey co quan, t6 chirc ti6p nhan y0u cAu ho{c trong ngiry lirm
..A .r / ' r

viQc ti6p theo, n6u ti0p nh?n y6u ciu sau 15 gid. D6i vdi truong hgp cirng mQt lirc

y€u cAu chung thUc ban sao tir nhiAu lo4i ban chinh giAy td, vdn ban; bAn chinh co
r.l

nhiOu trang; y6u c6u sd lugng nhiOu bin sao; nQi dung giAy to, v[n bin phfc t4p

kh6 kirim tra, d6i chi6u md co quan, t6 chric thuc hiQn chimg thuc khdng th€ d6p

irng dugc thdi han n6u tr6n thi thdi h4n chimg thqc dugc kdo dii th6m kh6ng qu6

02 (hai) ngey lim viQc ho{c c6 thti dii hcrn theo th6a thu4n bing van ban vdi nguoi
^ 

I 1 t ,t fi \ t 
t . l\y6u cdu chfng thgc. Trudmg hgrp tri k6t qu6 trong ngey hm viqc ti6p theo ho4c

phii k6o dai thli gian theo quy dinh thi nguoi ti6p nhan h6 so phii c6 phitiu hgn ghi

rd thdi gian (gid, ngiy) tri k6t qui cho ngudi y€u cdu chimg thgc.

- Oiii tugng thrpc hiQn thri tgc hinh chfnh: C6 nhen, ti5 chric

- Co quan thgc hiQn thri tgc hinh chfnh: Phdng Tu ph6p

- f6t qui thgc hiQn thfr tgc hinh chinh: Bin sao dugc chung thyc tu b6n

chinh

- L$ phf: 2.000 ddng/trang. Tir trang thf ba tro l€n thu 1.000 d6ng ltrang,

nhung mirc thu tOi da khdng qu6 200.000 ddng/ban. Trang ld cin cu d6 thu phi

dugc tinh theo trang ctra ban chinh

- TOn m6u tlon, miu td khai: Kh6ng

'YGu cAu, ttidu kiQn thrpc hi$n thft tgc hinh chinh: Ban chinh gi6y tcr, vdn

ban cdnchimg thgc.

BAn chinh giey to, v6n ban kh6ng clugc dirng ld'rn co so d€ chring thyc ban

sao:

+ Bin chinh bitAy x6a, sta chfra, th€m, bort nQi dung kh6ng hqp lQ.

+ Ban chinh bi hu h6ng, cfi n6t, kh6ng x6c <linh dugc nQi dung.

+ BAn chfnh cl6ng d6u mflt ctia co !1uffi, t6 chric c6 thAm qryAtt ho{c khdng
L, ,A A, r
<I6ng dAu m|t nhung ghi rd kh6ng dugc sao chpp.

+ Bin chinh c6 nQi dung trhi phhp luQt, d4o dric xd hQi; tuyOn truyAn, kich

dQng chi6n tranh, chting cfrti AO xd hQi chtr nghia Viet Nam; xuy6n tac lfch sri ctra

ddn t6c Vi€t Nam; xric pham danh du, nhdn phAm, uy tfn cua cd nhdn, t6 chric; vi
rlApham quy€n c6ng ddn.



+ Ban chinh do co guffi, t6 chrlc c6 thAm quydn ctra nudc ngodi cAp' c6ng

chilng ho{c chrmg nhfln chua dugc hqp phdp h6a l6nh su theo quy dinh tai Khoin I

;;A;;;ngrri q"rr sAzltzots/tlD-CP, trir gi6y td tuy th6n do co quan' tO chuc c6

thAm qrryen .iru nu6. ngodi c6p cho cd nhdn nhu: hQ chi6u, th6 cdn cudc hodc citc

giey td kh6c nhu th6 thudmg tru, thd cu trl, gi6y phdp 15i xe, bing tdt nghiQp, chimg

chi vir bang di0m kdm theo b*g t6t nghiQp, chrmg chi'

+ GiAy t0, vdn ban do c6 nhdn tu lap nhung khdng c6 x6c nhan vd d6ng d6u

cta co guffi, t,5 chirc c6 thAm quYAn.

- Cin crfr ph{p f cria thfr tgc hirnh chinh:

+ Nghi dinh s6 23l20154rD-CP ngdy 1610212015 ctra Chinh phu vA c6p ban

sao tircO jO., chimg thUc ban sao tu bin chinh, chring thgc cht ky vd chfng thgc

hqrp d6ng, giao dich.

+ Th6ng tu s6 22612016/T'[-BTC ngey n/fi12016 cria B0 Tei chinh quy

dfnh mtc thu, ch6 dQ thu, nQp, quAn ly vd sri dpng phi chrlmg th1tc.

+ Thong tu s5 2012015/TT-BTP ngay 2911212015 cua B0 Tu ph6p quv.di+

chi ti6t vn hutg a6n ttri henh mot s6 aiAu ctra Nghi dinh so 23l20l5lND-cP v€ cap

ban sao tu s6 g6c, chimg thuc bin sao tu ban chinh, chring thgc chfi ky vd chimg

thuc harp diing giao dich.

4. Thri tgc chfng thgc chir ky trong c6c gi6y to, vin bin (6p d*ng cho ci

trulng hgp chli,ng thrpc ili6m chi vir trulng hgp nguoi yau cfiu chli'ng thgc

kh6ng th6 kf, kh6ng tn6 Ai6m chi tlugc)

- Trinh tq thrJc hiQn:

+ Ngudi y6u cAu chimg thr;c chuAn bi hO so theo cling quy ttinh, nQp h6 so

tai B0 pha" ti6pnhQn vi tri kiit qui cira UBND c6p huypn'

+ Ngudi y6u cAu chung thlrc cht kjldiern chi/kh6ng ttr0 ty, khdng tfr€ ai6m

chi dngc ph6i xu6t trinh c6c gi6y titphpc vp viQc chfmg thuc cht lqf-

+ Trong trudng hgp nguoi y6u cAu chimg thuc kh6ng th6ng th4o tiiSng ViQt

thi phii c6 ngudi phien dich. Ngudi phi6n dich ph6i ld ngrrcri c6 nlng lgc hdnh vi

A# rU AAV di theo quy dinh cua ph6p luft, th6ng th4o tii5ng ViQt vi ng6n ngt md

"g"oivi" 
cAu chimg thsc sir au"g.Nludi phi6n dich do ngudi y6u cdu chfng thgc

mdi hoac do co q.run thuc hiQn chung thuc chi dinh. Thir lao phi6n dlch do ngudi

y6u cAu chrmg thlrc trA.

l0



+ Ngudi thUc hign chirng thUc kitirn tra giAy td yOu cAu chirng th1rc, n6u th6y

dir giAy td theo quy dinh, tpi thdi di6m chimg thyc, ngudi yOu cAu chimg thyc minh
X r ^ ,a 'mAn, nhfln thirc vir lirm chu dugc henh vi cria minh vi vi6c chring thgc kh6ng thudc

c6c trulng hqp k*rdng dugc chring thuc chfr ky thi ydu cAu ngudi y6u cAu chimg

thgc ky/di6m chi tru6c m{t vd thuc hi€n chfng thqc nhu sau:

* Ghi dAy dtr ldi chtng chrmg thuc chft kf theo mdu quy dinh;

* Ky, ghi rO hg tOn, d6ng d6u cua co quan thyc hiQn chtmg thgc vi ghi viro
A t , ,r

so cnrmg muc.

DOi v6i gi6y td vdn ban c6 tir (02) hai hang tro lOn thi ghi ldi chirng vio
, A. A ' , 7n ,r 1 I r. +, 1A .,
trang cu6i, n6u gi6y td, v5n ban c6 tu 02 (hai) td trd l6n thi phii d6ng ddu gi6p lai.

+ Ddi vdi trulng hgrp chtmg thgc chfi ky/di6m chi/kh6ng th6 ky, l,h6ng th6

di6m chi dugc tai b0 phan titip nhfin vd tri kiSt qui theo co chti mQt ctra, mQt cria

1i6n th6ng thi c6ng chric titip nhan h6 so ki6m tra cic gi6y to, n6u nhfln th6y ngudi
^ .l | , t .^ r. 1y€u cdu chring thUc c6 dtr di6u kiQn quy dinh tai Khoan 2 Di6u 2a Nghi dinh sd

23/20l5lND-CP thi dA nghi ngudi y6u cAu chimg thgc ky/di6m chi vdo gi6y td cdn

'. chring thuc vir chuytin cho ngudi c6 thAm quydn [i chrmg thgc.

i * Thdi gian tii5p nhen vd tri k€t qui (n6u nQp vd nh4n tr.uc ti6p): Tu thri hai
-A , ,1 . a ., t .. i. I I r i , \ r td€n sang thri b6y hang tudn, trong gio hdnh chfnh trir ngAy nghi, nghi 16 theo quy

,,dinh.

- Crflch thrfrc thgc hiQn: NQp hO so tr.uc titip tpi B0 phan ti6p nh{n ve tre k6t

qui cria L|BND cAp huyQn hogc ngodi trU sd cfia co quan thgc hiQn chfmg thyc ntiu

ngudi y€u cAu chring thyc thuQc diQn gii y6u, khdng th6 di l4i dugc, dang bi tem

gifi, t4m giam, thi hanh an phat tu ho{c co ly do chfnh d6ng kh6c.

- Thhnh phAn hb sa:

+ Xu6t trinh Ban chinh hoac ban sao c6 chimg thuc Gi6y chimg minh nhen

ddn hodc HQ chii5u cdn gi6 tri sri dung.

, ^.A v 1 7+ Gidy td, vdn ban md minh se kj/diOm chi. Trudrng hap chring thuc cht lc-i

trong giSy td, vdn ban bn"g tii5ng nudc ngodi, n6u ngudi thgc hiQn chring thuc
1 i 

^ 
, .l v t ' rt \kh6ng hi6u rd nQi dung cua gidy tb, v5n ben thi c6 quy6n y€u cAu ngudi yOu cdu

chring thgc nQp kdm theo ban dich ra ti6ng ViQt nQi dung crta giSy td, vdn bin cl6

(b6n dlch kh6ng tAn cdng chtmg ho{c chimg thgc cht ky nguoi dfch, ngudi y6u
\\

cdu chring thgc ph6i chlu tr6ch nhiqm v€ nQi dung cria ban dich).

+ Ngudi y6u cAu chimg thgc nhfn ktft qu6 t4i noi nQp h6 so.
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- Thli h3n thgc hiQn yOu cAu chring thryc: Trong ngey co quan, tiS chric

ti6p nhan yeu .iu ho[c trong ngey ldm viQc ti6p theo, ntiu titip nhan y6u cAu sau 15

gid. Trucrng hqp tr|kdtqua t ong ngay lam viQc ti6p theo thi nguoi titip nhAn hd so

irrai .o pn[u Gn ghi 16 thdi gian (gid, ngdy) tra ktlt qu6 cho ngudi y€u cdu chring

thgc

O6i tugng thgc hiQn thri tgc hhnh chinh: C6 nhan

- Ccr quan thr;c hiQn thri tgc hinh chfnh: Phdng Tu ph6p

- Xi6t qui thr;c hiQn thfi tgc hinh chinh: Giay td, vdn ban dugc chimg thgc

cht ky/di6m chi.

- LQ phf: 10.000 ddng/trucrng hAp (trucng hpp dusc tinh le mOt ho4c nhiOu

chft lcf trong rnQt gi6y td, vin ban)

- TOn m6u tlono m6u td khai: Kh6ng

- YOu cAu, tliiiu ki$n thgc hiQn thfr tgc hirnh chinh:

Trudrng hqp kh6ng dugc chimg thgc cht ky:

+ Tai thdi di6m chimg thuc', ngudi y6u cAu chring thyc chfi ky ktr6ng nh?n

thric vd ldm chri dugc henh vi ctra:minh.

+ Nguoi y6u cdu chimg thlrc chfi hj xu6t trinh Gi6y chimg minh nh6n dAn

hoic H0 chii5u kh6ng cdn gi6 tri sft dung hoflc gi6 m4o'

+ GiAy td, vdn ban mi ngrxdi y6u cdu chimg thuc ky vdo c6 nQi dung quy

dinh t4i Khoan 4 DiAu 22 cinNghi dinh sO 23/20154{D-CP.

+ Gi6y td, v6n bin c6 nQi dung ld hqrp d,5ng, giao dich, trir c6c truong hAtp

quy dinh tai OiCm d Khoan 4 Di6u 24 cta Nghi dinh s6 B/2015/ND-CP ho{c

trudng hqtp ph6p 1u4t c6 quy dinh kh6c.

- Cin cli' phdp lf cria thri tgc hirnh chinh:

+ Nghi dinh s6 4/2015/ND-CP ngdy 16/02/2015 cria Chinh phri vd cfip bin

sao tu sii 96r, chimg thUc ban sao tu ban chinh, chimg thuc cht ky vd chimg thuc

hqp d6ng, giao dich.

+ Th6ng tu s6 IZ6:Z0L6r.T-BTC ngay llltll20l6 ctra B0 Tai chinh quy

dinh mric thu, ctrti AO thu, nQp, quin ly vit str dgng phi chung thgc,

+ Th6ng tu s6 20l20l5lTT-BTP ngay 2911212015 cria BQ Tu ph6p quy.di+

chi titit va hutg ddn thi hanh mQt sil diAu cua Nghi dinh sO 23/20L5NE-CP ue c6p
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bfur sao tu s6 g6c, chring thgc bfur sao tu bAn chinh, chring thuc cht ky vd chfmg
,r I -lthyc hgp d6ng, giao d!ch.

5. Thfi tgc chirng thryc viQc sfra OOi, nA sung, hfry bd hgp tl6ng, giao dlch

- Trinh tg thryc hi6n:
| \Y+ Ngudi yOu cdu chimg thuc xu6t trinh gi6y td tiry thdn cdn gi6 tri sir dpng

d6 nguoi thgc hiQn chirng thgc ki6m tra vi nQp 01 bO h6 so t4i BQ ph{n tiSp nhan
, r A, , 7

vd tr6 k6t qui cria UBND cdp huyQn.

+ ViQc sua ddi, bd sung, htry b6 hqp d6ng, giao dlch dd dugc chring thuc chi

dugc thgc hign khi c6 th6a thu4n bing van ban ci,r- cfuc b6n tham gia hqp ddng,

giao dfch.

+ ViQc sria c16i, b6 sung, hriy b6 hqrp d6ng, giao dich dugc thgc hiQn t4i co

quan dd chimg thgc hqp d6ng, giao dich.

+ Ngudi thgc hiQn chimg thgc ki6m tra gi6y td trong hd so ydu cAu chimg

thgc, n6u dAy dri t?i thoi di6m chimg thgc c6c bdn tham gia hgp ddng, giao dlch tg

nguyQn, minh mdn vir nh?n thric, ldm cht dugc henh vi ctra minh thi thgc hiQn

chring thgc.

+ C6c b6n tham gia hgrp diing, giao dlch phii kf trudc m[t ngudi thUc hiQn

chring th1rc. Trucrng hgrp ngudi c6 th6m quyAn giao k6t hgp d6ng ola cdc t6 chirc

tin dgng, doanh nghiQp dd ddng ky chir ky mdu t4i co quan thuc hiOn chimg thgc thi

c6 th€ ky trudc vdo hgrp ctdng; ngudi thgc hiQn chimg thgc ph6i a5i ctrii5u cht ky

cira hg trong hgp ddng v6i cht kf mdu trudc khi thUc hiQn chrmg thgc, n6u nghi

ngd chfi ky trong hqrp d6ng kh6c v6i cht ky m6u thi y6u cAu ngudi d6 ky tru6c

mat.

+ Trudrng hgp nguoi y6u cAu chimg thgc khdng lry <Iuqc thi phii di6m chi;
i . . lr I aneu nguot ao r<ndng dqc dugc, kh6ng nghe dugc, kh6ng ky, khdng di€m chi dugc

thi phii c6 02 (hai) ngudi hm chfrng. Nguoi ldm chimg phni c6 cttr nlng lUc hdnh

vi ddn sp vd kh6ng c6 quydn, lqi ich ho{c nghia vp li€n quan diSn hq,p d6ng, giao

dich. Ngudi ldm chtmg do ngudi y6u cdu chring thUc b6 tri. Trucrng hqp ngudi ydu

cAu chring thgc kh6ng bti tri clugc thi dA nghi co quan thuc hi€n chring thlrc chi

dinh ngudi ldm chung.

+ Ngudi thuc hiQn chfmg thgc ghi loi chring tuong ring v6i tung lopi hgp
-l . r. r , - , | , - 1 , L 

f

d6ng, giao dfch theo m6u quy dinh; ky, ghi 16 hg t6n, d6ng d6u cria co quan thgc

hi€n chimg thgc vd ghi vdo s6 chirng thgc. OOi vOi hg,p d6ng, giao dlch c6 tu 02

(hai) trang trd l6n, thi ttmg trangph6i dugc d6nh s5 thri tu, c6 cht ky cria ngudi y6u
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cAu chrmg thgc vlr nguoi thuc hiqn chring thyc; s6 lugng t{anq vd ldi chimg dugc

ghi tqi trJng .u6i .uu hqrp ddng, giao dich. Trucrng hqp ho-p d6ng, giao dfch c6 tir

02 (hai) td tr& 16n thi phii d6ng diu gi6p lai'

* Trong trudrng hgp ngudi y6u c6u chrmg thyc kh6ng th6ng th4o tiiing ViQt

thi phai c6 nguli phien dich. Ngudi phi6n dich phii ld nguoi c6 ndng luc hanh vi

aan ,U dAV dir theo quy dlnh cira ph6p luQt, th6ng th?o titing ViQt vi ng6n ngft mir

"g"Oiy6r, 
.Au chrmg thgc st dUng.Ngudi phi6n dich do ngudi y6u cAu chring thgc

mli hoflc do co quan thgc hiQn chimg thgc chi dinh. Thir lao phi6n dich do ngudi

y€u cau chimg thgc tri. Ngudi phi6n dich co tr6ch nhipm dich dAy dri, chinh x6c

nQi dung cria hgp ddng, gi* Oirft, nQi dung ldi chung cho ngugi yeu cAu chring

thuc vi ky vdo tung kang hqrp d6ng vdi tu c6ch li nguoi phi6n dich'

+ co quan thuc hipn viQc stra d6i, bo sung, thay th6, hiry b6 rnQt phan ho{c

toan b0 di chric phii th6ng b6o bing vln bin cho co qu?n dd chimg thgc tru6c c16y

vO nQi-dung ,ou aOi, UO ,Lg, ttralittri5, htry b6 mQt phAn ho*c toan bQ di chric dO

ghi chu uao SO chring thgc hqp d6ng, giao dich

+ Thdi gian tii5p nhan vd tri k6t qu6: Tt thf hai ct6n sang thri biy hing tuAn,

trong gid hanh chinh tru ngdy nghi, nghi 16 theo quy dinh'

- c6ch thrfi'c thr;c hiQn: N9p h6 so tr.uc ti6p tai B0 ph?n titip nhan vd tri kiSt

quir cria UBND cAP huYQn.

- Thirnh phin, s5 tuqng hd so':

Ngudi y6u cAu chimg thyc nQp 01 (rnQt) bO hO so y€u ciu chimg thgc, g6m

cdc giSy td sau d6y:

+ Ho.p ctiing, giao dlch d6 dugc chring thgc;

+ Dg thio hqrp ddng, giao clich sua d6i, b6 sung, hriy b6 hqp d6ng, giao dich

dd dugc chimg thgc;

* Trong trulng hqrp nQi dung sria d6i, b6 sung c6 1i6n quan d€n tdi sAn thi

ngudi yeu cau"chimg thgc phai nQp ban sao kdm ban chinh a6 aoi chiisu gi6y chirng

rlit" OrtU" so htu,-quyAn str dung hopc bin sao gi6y tb thay thf duq: phap l10t

quy di.nh eOi vOi tdi san md ph6p lupt quy dinh phii d[ng t y quy6l sd hfru, quyan

sri dgng, tru trudng hgp nguoi 10p di chirc dang bi c6i ch6t de dqa d6n tfnh m4ng'

Thli h*n gifri quy6t: Thdi h?n thuc hiQn y€u cAu. chimg thgc phii dugc

b6o dam ngaytrong ngiry co euffi, tO chirc tiep nhan yeu cAu ho{c trong ngdy lam

viQc ti6p tti.o, 1.1611 fep 
"ftar 

y6u .Au sau 15 gid. Truong hqp ffa k6t qui trong ngay
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ldm viQc ti6p theo thi nguoi ti6p nhan hO so phii c6 phi6u hgn ghi rd thoi gian (gid,
. r " , X, " '

ngdy) tr6 k6t qu6 cho ngudi y€u cAu chrmg thuc.

- UOi tugng thr;c hiQn thfr tgc hlrnh chinh: C6 nhdn, td chuc

- Co quan thgc hiQn thii tgc hinh chinh: Phdng Tu ph6p.

- f6t qui thgc hiQn thri tgc hirnh chinh: Hqp ddng, giao dich dugc chring

thUc

- LQ phi: 30.000 ddng/hqrp ddng, giao dich.

- TGn mfru don, miu td khai: Kh6ng

- YOu cAu, tlidu kiQn thgc hiQn thfr tgc hirnh chinh:

ViQc sria d6i, b6 sung, hfiy b6 hqp d6ng, giao dlch d6 dugc chring thyc chi

dugc thgc hiQn khi c6 th6a thuAn b*g vdn b6n crta cic bdn tham gia ho-p d6ng,

giao dich.

- Cin crfr phip $ cfia thfi tgc hinh chinh:

+ Nghi dinh sO 23120154{D-CP ngey rcrc2/2015 cria Chfnh phu vd cdpbhn

sao tir tti g6c, chtmg thUc bin sao tt bin chinh, chimg thgc cht ky vd chfng thuc

hgp ddng, giao dich;

+ Th6ng tu s6 22612016/TT-BTC ngdy ltllll20I6 cia B0 Tai chfnh quy

dinh mfc thu, ctr6 eg thu, nQp, qu6n ly vi st dgng phf chimg thyc.

+ Th6ng tu s6 2012015/TT-BTP ngey 2911212015 cua BQ Tu ph5p quy dinh

chi titit vd huong ddn thi henh mQt sti rti6u cria Nehi dinh sti 23l20l5lND-CP vA c6p

bAn sao tir sd gdc, chimg thUc b6n sao tir ban chintU chimg thuc chfi ky vi chimg

thgc hqrp d6ng, giao dich.

6. Thfr tgc sfra l6i sai s6t trong hgp tl6ng, giao dlch

- Trinh tg thgc hiQn:

+ Ngudi y€u cdu chimg thsc nQp 01 bO hd so t?i BO phan titip nhan vd tri k6t

qui cria UBND c6p huyQn.

+ Vipc sria l5i sai s6t trong khi ghi ch6p, dAnh mdy, in hgp d6ng, giao dich

dd duoc chimg thgc dugc thgc hiQn theo th6a thudn bd"g vdn bin cia cdc b6n tham

gia hqrp d6ng, giao dich, n6u kh6ng hm 6nh huong d6n quydn, nghia vu ctra c6c

b€n vi dugc thuc hi$n tai co quan dd chimg thgc hqp ddng, giao dich.
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+ Ngudi thUc hien chring thgc g4ch chAn 15i sai s6t cAn sria, d6ng d6u ctra co

quan thuc hien chrmg thgc vd ghi vio b6n 16 ctra hqp d6ng, giao dfch nQi dung dd

sira, hg t6n, chfr ky ctra ngudi stra, ngdy th6ng ndm sta'

+ Ngudi y€u cAu chrmg thUc nhan ktit qui t4i noi nQp hd so'

+ Thdi gian tiilp nhan vittritk6t qu6: TIi thf hai d6n sdng thri biy hdng tuAn,

trong gio hanh chinh tru ngdy nghi, nghi 16 theo quy dinh'

- C6ch thlic thgc hiQn: NQp hO so tryc tiiip tai B0 phan ti6p nhpn vA tr6 k6t

qui cria UBND c6p huYQn.

- Thhnh phin, s6 tugng hd so:

Nguoi y6u cAu chring thgc nQp 01 (mQt) bO hO so ydu cdu chrlng thpc, g6m

cdc gi6y td sau ddy:

+ Ban sao Gi6y chimg minh nhan ddn hoflc H0 chi6u cdn gi6 tri su dpng cua

ngudi y6u cAu chimg thyc (xu[t trinh ban chinh Ae AOi chitiu);

+ V[n ban th6a thu+n vd viQc sua 15i sai s6t trong hqp d6ng, giao dich dd

dugc chimg thgc

+ Hqp d6ng, giao dlch dd dugc chimg thgc;

+ Ban sao gi6y chimg nhan quyen sd hiru, quydn su dgng hoflc ban sao gi6y

td thay thii cluqc ph6p luft quy dinh ddi vdi tii san md ph6q luflt quy dinh phei cl6ng

ty quyAn s0 hirq quyAn su dgng trong trumg hqp hap ddng, giao dich li6n quan

ab" iai s6n d6 (xu6t ftinh ban chinh ae aoi chitiu).

- Thdi hpn giii quy6t, Thdi h4n thgc hiQn y6u cAu. chirng thgc ph6i dugc

b6o d6m ngay trong ngdy c0 quan, t6 chric titip nhan y€u cau holgtrong ngiy ldm

viQc ti6p ti.o, n6" ti6p nfta" yCu cdu sau 15 gid; Truonq hqp tr6 k6t qui trong ngey

lam vi6.c ti6p theo thi nguoi titip nhfln hd so phhi co phii5u hgn ghi rd thdi gian (gid,

ngdy) tri k6t qui cho ngudi y6u cAu chimg thgc.

- OOi tuo. ng thgc hiQn thri tgc hhnh chinh: C6 nhen, t6 chfc

- Co quan thgc hiQn thfr tgc hhnh chfnh: Phdng Tu ph6p

- ret qui thrp hiQn thfr tgc hirnh chinh: Hqp d6ng, giao dich clugc sua l5i

ky thuat

- LQ phi: 25.000 d6ng/hA,p d6ng, giao dich

- T6n m6u ilon, mfiu td khai: Khdng

- y6u cAu, di6u kiQn thrJc hi$n thfi tgc hinh chinh (n6u c6):
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- Cin cfr phdp If cfra thri tgc hinh chinh:

+ Nghf dinh sO 23120154{D-CP ngey rcrc2\015 ctra Chfnh phu vC c6p ban
AAr

sao tir s6 g6c, chring thyc bin sao tir b6n chinh, chirng thuc cht kj vd chring thyc

hgrp d6ng, giao dich;

+ Th6ng tu s5 22612016/TT-BTC ngey nnln0l6 cfia 89 Tai chinh quy

dinh mirc thu, ch6 dQ thu, nQp, quin lf vn su dgng phi chimg thgc.

+ Th6ng tu s6 20/2015/TT-BTP ngey 2911212015 cria B0 Tu ph6p quy dinh
t. ..i. ..

cnr tler va nuong d6n thi henh m6t s5 didu ctra Nghi dinh sO 23120I5ND-CP uA .5p
1' A Ab6n sao tu s6 g6c, chimg thr,rc bd.n sao tu bin chfnh, chimg thgc chfr k:y ud chimg

thyc hgp ddng, giao dich

7. Thri tgc c6p bin sao c6 chrfrng thqc tt bin chinh hqp tlbng, giao dich

dE tluqc chftng thrgc

- Trinh trp thgc hiQn:

+ Nguoi y6u cAu c6p bin sao c6 chirng thgc tu bin chfnh hgp d6ng, giao

dlch ph6i xu6t trinh c6c gi6y td theo quy dinh tai B0 ph4n titip nh4n vd tri k6t qui
cua IIBND c6p huyQn.

, * Ngudi thUc hiQn chring thgc ki€m tra gi6y td do ngudi y6u cAu c6p bin sao

c6 chimg thpc tu ban chfnh hqrp (I6ng, giao dich xudt trinh.
,:;, .

+ Co quan thgc hiQn chimg thgc ti6n henh chup tir ban chinh hqp d6ng, giao

dich dang dugc luu trft vd thgc hiQn chimg thUc nhu sau:

* Ghi dAy dir loi chfng chimg thgc chfr ky theo m6u quy dinh;

* Ky, ghi 16 h9 t€n, d6ng ddu cria co quan thr,lc hiQn chtng thgc vi ghi vio
A,,so cnung muc.

pOi vOi btur sao c6 tir 02 (hai) trang trd 16n thi ghi ldi chring vdo trang trr5i,

n6u ban sao c6 tU 02 (hai) td trd l6n thi phni d6ng ddu gi6p lai.

M5i ban sao dugc chimg thgc tri mQt ban chinh giSy td, vdn b6n ho{c nhi€u

b6n sao dugc chimg thgc tir m$t ban chfnh giSy tit, v6n ban trong cirng mQt thoi
+.i a icli6m dugc ghi mQt sd chimg thUc.

- CSch thirc thgc hiQn: NQp hO so trpc ti€p tpi B0 phan ti6p nhan vir tri k6t

qu6 cria UBND c6p huyQn.
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- Thhnh phin, sti lugng hii so: Ngubi y6u cAu chring thuc xuAt trinh bAn

chinh ho{c bi,n sao c6 chimg thgc Gi6y .rt*g minh nhan d6n ho4c HQ chi6u cdn

gi6 tri su dgng.

- Thli h4n giii quy6t, Trong ngay co qua"l, tO chirc ti6p nhan y6u cAu hgA:

trong ngey Dm vigc ti6p theo, niSu titip nh4n yeu ciu sau 15 gio' Trucrng hqp tri kot

qu6 trong ngdy lam viQc titip theo thi nguoi tii5p nhan h6 so ph6i c6 phi6u hqn ghi

16 thdi gian (gio, ngny) ,,hk,y-qui cho ngudi y6u cdu chimg thgc.

- ooi tugng thr;c hiQn thfr tgc hinh chinh: c6 nhan, t6 chirc

-CoquanthgchiQnthfrtuch}rnhchinh:PhdngTuphSp

- fiit qui thgc hi$n thri tgc hinh chinh: BAn sao hqp d6ng, giao dich ilugc

chimg thgc

- LQ phi: 2.000 d6ng/trang. Tt trangthf 03 tro 16n thu 1.000 ddng/trang,

nhung *tt iftu ttii da thu k1r6ng qu5 200.000 d6ng/b6n;

- TOn m5u ilcrno mf,u td khai: Khdng

- Y€u ciu, tli6u kiQn thr;c hi$n thri tgc hirnh chinh: Hqrp ddng, giao dich

dd dugc chrmg thlrc cdn dang luu trfi t4i Phdng Tu ph6p'

- Cin crfr phip lf cfra thri tgc hirnh chfnh:

+Nghi dinh s6 Z31Z1I5A{D-CP ngdy 16/0212015 cua Chinh phri vO c6p bin

sao tu ,O jOr, chtmg thUc ban sao tt b6n chinh, chimg thyc cht ky vi chimg thgc

hq,p d6ng, giao dich;

+ Th6ng tu si5 z26lz0t6lTT-BTC ngey n/Lll20t6 ctra B0 Tai chinh quy

dinh mric thu, ch6 dQ thu, nQp, quin ly vd su dpng phi chrmg th*c.

+ Th6ng t* si5 20l20l5lTT-BTP ngay 2glLZl20I5 ctra Bq Tu ph6p quy.di+

chi tii5t vd hucrng dAn thi hanh mQt s5 AiAu rt u Nghi <Iinh st' n/2015ft1D-CP v€ c6p

bin sao tu sO g6c, chimg th$c ban sao ft ban chinh, chring thgc chfi l'y'od chimg

thgc hgp diing, giao dfch

8. Thli tgc chrfrng thgc chfr lcf nguli dich mlr ngudi dich lir cong t6c vi6n

dich thu$t cfra Phdng Tu Ph{P

- Trinh tr; thrSc hiQn:

+ Ngudi y6u cdu chring thgc chuAn bi hO so theo quy dinh, ngp hO so t4i BQ

phan tiiip nhfln vd tri k6t qui cua UBND c6p huyQn
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+ Ngudi y6u cAu chfng thgc chfi ky nguoi dich phii *u6t trinh c6c gi6y td

phUc vg viQc chimg thgc chfi ky nguoi dich.

+ Ngudi thgc hiQn chirng thUc ki6m tra gi6y td do ngudi y6u cAu chtmg thuc

xu6t trioh, n6., tfruy Atr giay td theo quy dfnh vd giAy td, vdn b6n dugc dich khdng

thu6c c6c trudrng hap gi6y to, vdn bin kh6ng dugc dich d0 chimg thuc cht ky

nguoi dich thi thyc hien chimg thlrc nhu sau:

* Khi thgc hiQn chimg thgc, ngudi thgc hiQn chring thgc phii dtii chitiu chf
kj ctra ngudi dlch tr6n ban dich vdi cht kf mdu tru6c Lhi thgc hiqn chring thUc;

Truong hqp nghi ngd chfi ky trdn ban dich so v6i chft ky m5u thi y6u cAu ngudi

dich ky tru6c m[t.

* Ghi dAy dri ldi chfng chimg thgc chfl ky ngudi dlch theo m6u quy dinh;

* Ky, ghi rd hg t6n, d6ng d6u cria co quan, t6 chric thgc hi6n chfng thuc vd
r. . i a,ghi vio s6 chimg thgc.

OOi vOi ban dich gi6y tu, vdn b6n c6 tir 02 (hai) trang tro lOn thi ghi ldi

. chring vdo trang cu5i, niiu gi6y td, vdn bin c6 trr 02 (hai) td tr0 16n thi phii d6ng
': tA r .
oau glap tal.

,, * Thdi gian ti6p nhan vir tri k6t qu6: Tt thf hai d6n s6ng thir biy hdng tudn,
t:!, .\ I \ I t, t r r I''trong gio hdnh chfnh tru ngdy nghi, nghi l€ theo quy dinh.
-t' . L ,.A r r

Cich thftc thqc hiQn: NQp hd scr tryc ti6p t4i B0 phin tiOp nhfln vh tri k6t

qu6 cta UBND c6p huyQn

- Thinh phin hti so:

Ban dich vd gi6y td, vdn ban c6n dich.

- Thdi h4n thgc hiQn: Trong ngey co quan, t6 chirc ti5p nhfln y6u cAu ho{c

trong ngey lim vi6c ti6p theo, ntiu ti6p nhAn y6u cAu sau 15 gid ho4c c6 th6 k6o ddi

hcrn theo th6a thugn ba"g vdn ban vdi ngudi ydu cAu chring thyc. Trucmg hgrp tr6

ktit qu6 trong ngay lim viQc titip theo thi nguoi ti6p nhQn hd so phii c6 phi6u hgn

ghi 16 thcri gian (gio, ngdy) trn ktit qu6 cho nguoi y6u cAu chring thyc.

- OOi tuqng thgc hiQn thfr tgc hirnh chfnh: C6nh6n

- Co quan thgc hiQn thri tgc hdrnh chinh: Phdng Tu ph6p

- f6t qui thr;c hign thri tgc hinh chinh: GiSy td, vdn bin dugc chung thgo

cht ky nguoi dich
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- LQ phf: 10.000 ddng/trudng hqp (trudng hqp dugc'tinh lil: rnot ho[c nhiAu

chfi hj trong mQt gi6y td, van ban)

- T0n mfru don, miu td khai: Khdng

- YGu ciu, tiidu kiQn thgc hi$n thfr tgc hhnh chinh:

Gi6y td, vdn ban kh6ng ctugc dich dC chimg thgc chft ky nguli dic!;

+ GiAy td, vin ban dA bi tiy x6a, sira chfia; th6m, bot nQi dung khdng hqp lq.

+ GiAy td, vdn ban bihu h6ng, cfi n6t khdng x6c dlnh dugc nQi dung.

+ GiAy to, vtur ban d6ng ddu mflt cira co quan, t6 chirc c6 thAm quydn hoflc

kh6ng d6ng d6u mQt nhung ghi rd kh6ng dugc d[ch'

+ GiSy td, v6n ban c6 nQi dung quy dinh tai Khoan 4 DiAu 22 crtaNghi dinh

s6 zltzot5/\iD-cP.

+ GiAy td, van ban do co quan, td chilc c6 thAm quyAn cira nu6c ngodi c6p,

c6ng chrlng ho4c chring nhAn chua dugc hqp ph6p h6a ldnh sp theo'quy' tlinh t4i

Kh"a" f BiC" 20 cbaNghi dinh sd 23120154{D-CP, trir gi6y td tty thdn -do 
co

quan, t6 chric c6 thAm *an cfia nudc ngodi c6p cho ci nh6n nhu: hQ chi6u, th6

c6n cu6c hoflc c6c gidy td kh6c nhu th6 thudng tru, the cu trf, gi6y ph6p l6i xe,

bdng tOt nghiQp, chring chi vd bing diiSm kdm theo bing ttit nghiQp, chimg chi.

- CIn crfr phfp lf cria thri tgc hhnh chinh:

+ Ngh! dinh sO Z3I20I5A{D-CP ngey rcrc2D015 cria Chinh phri v0 c6p ban

sao tir sO g5., chimg thlrc bin sao tu ban chinh, chimg thgc cht ky vd chimg thltc

hqrp d6ng, giao dich;

+ Th6ng tu sO 226120L6/TT-BTC ngiy l111112016 ctrn B0 Tai chinh quy

dinh mirc thu, ch6 d0 thu, nQp, quan ly vn su dgng phi chimg thuc.

+ Th6ng tu s6 Z01Z0I5/TT'-BTP ngay 2911212015 ctra BQ Tu ph6p quy.dinh

chi tii5t va hucmg dfin thi hanh mgt s.5 di6u otra Nehi dinh s5 B/}}LiND-CP v6 c6p

bfur sao tu sO g5c, chring thtrc bin sao tt ban chinh, chring thlrc chfr- ky vd chtmg

thgc hgp ddng, giao dich

9. Thfi tgc chfi,ng thrSc chfr tcf ngudi dlch mh nguoi dich khdng phii lir
cQng t6c vi6n dich thu$t cfra Phdng Tu ph6p

- Trinh trP thr;c hiQn:

+ Ngudi y6u cdu chring thgc chuAn bi hO so theo quy dinh, nQp hd scr t4i BQ

phan ti6p nhdn vi tri k6t qul cua UBND c6p huyQn ; '



+ Ngurii yOu cAu chring thuc chfr ky ngudi dich ph6i xu6t trinh c6c giAy to

phpc vu vi6c chimg thpc cht ky ngudi dich.

+ Ngudi thUc hien chtng thgc ki6m tra giAy td do ngudi y6u cAu chimg thqc

xuAt trinh, n6u th6y dtr gi6y td theo quy dinh vn gi6y to, vdn ban dugc dich kh6ng

thuQc c6c truong hqp giAy td, vdn b6n khdng dugc dich d6 chimg thuc chfi \f
ngudi dich thi y6u cAu ngudi dich ky tru6'c m4t vd thuc hiQn chung thyc nhu sau:

* Ghi dAy dri ldi chring chimg thuc chfi ky nguoi dich theo m6u quy dinh;

* Ki, ghi 16 hg t€n, d6ng dAu cua co quan, t6 chirc thgc hiQn chring thyc vd
r . . l t , ,rghi vio sd chring thuc.

pOi vOi bin dfch gi6y tb, vdn bin c6 tir 02 (hai) trang tr0 lOn thi ghi ldi

chring vdo trang cu6i, ntiu gi6y td, vdn bin c6 tu 02 (hai) td tro l6n thi phni d6ng
tK r .

oau glap ral.

+ D6i vdi trubng hgp chrmg thgc chfi ky tai b0 ph$n titip nhfln vd trA ktft qu6

theo co ch6 rnQt cira, mQt cria li6n th6ng thi cdng chric ti6p nhqn hd so ki6m tra c6c

ei6y td, n6u nhan th6y nguoi y6u cAu chfmg thr;c c6 du cti6u kiQn theo quy dinh thi

dA nghi ngudi y€u cAu chimg thyc ky vio ban dlch vd chuy6n cho ngudi c6 thAm
l'a,quy6n h-i chtmg thgc.

a + Thoi gian ti6p nhQn vd tr6 k6t qu6: Tt thf hai d6n s6ng thir biy hdng tuAn,

trong gid hnnh chinh trtr ngdy nghi, nghi 16 theo quy dinh.

- Cdch thric thr;c hiQn: NQp hO so tryc ti6p tai B0 phfln ti6p nh$n vd tre k6t

qu6 cria UBND crip huyQn.

- Thirnh phffn hd so:

+ Xu6t trinh Ban chinh hodc ban sao c6 chimg thgc Gi6y Chtmg minh nhen

din hopc H0 chiiSu cbn gi6 tr! st dung;

+ Xu6t trinh Ban chfnh hoac ban sao tir si3 g5c, bin sao c6 chimg thgc bing

ctr nhdn ngopi ngt tro l6n vA thri ti6ng nu6c ngohi cAn dich hopc bing t6t nghiQp

c14i hgc trd 16n eOi vOi thf titing nu6c ngodi cAn dich; trtr trudrng hqrp dich nhfi"ne

ng6n ngt kh6ng ph6 bitin md ngudi dich kh6ng c6 bdng ctr nhAn ngo4i ngt, bing

tOt nghiQp clAi hqc nhung th6ng th4o ng6n ngfr cAn dich;

+ Ban dich dinh kdm gi6y td, vdn b6n cAn d!ch.

Thdi h4n thqc hiQn: Trong ngay co quan, tO chitc tiiip nhfln yOu cAu ho{c

trong ngey idm viQc ti6p theo, ntiu titip nh4n yOu cAu sau 15 gio ho4c c6 th€ kdo ddi

hon theo th6a thu4n bing vin bAn vdi nguo'i yOu cdu chring thqc. Trulng hgp tri
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k6t qu6 trong ngey ldm viQc ti6p theo thi nguoi tii5p nhan hii so phii co phi6u hen

ghi 16 thbi gian (gid, ngdy) tre kct qu6 cho ngudi y6u cau chring thgc. :

- OOi tuqng thqrc hiQn thfr tgc hirnh chfnh: C6 nhan

- Co quan thr;c hiQn thfr tgc hirnh chfnh: Fhdng Tu ph6p

- f6t qui thr;c hiQn thfr tgc hhnh chinh: GiAy td, v[n ban dugc chimg thuc

chfi ky nguoi dich.

- LQ phi: 10.000 d6ng/truong hqp (trudng hgp dugc tfnh le mQt ho[c nhiAu

chfi hy trong mQt gi6Y td, van ban)

- TGn m6u tlcrn, miu td khai: Khdng

- YGu cAu, tliiiu kiQn thuc hiQn thri tgc hirnh chinh:

Giay td, vdn ban kh6ng dugc dlch d6 chimg thgc cht ky nguoi dich: 
,

+ GiAy td, vdn ban de bitAy x6a, stra chta; thOm, bcvt nQi dung khdng hqp l0'

+ Giay td, van ben bi hu h6ng, cfi n6t kh6ng x6c clinh dugc nQi dung.

+ Gi6y td, vdn ban d6ng d6u m|t cria co quan2 t6 chric c6 thAm quydn hoflc

kh6ng d6ng d6u mflt nhmg ghi 16 kh6ng dugc dich.

+ Gi6y td, vin bin c6 nQi dung quy dlnh t4i Khoan 4 Di6u 22 ciaNehi dinh

s6 zztzot5/r{E-cP.

+ GiAy td, vdn ban do co quan, ti5 chric c6 thAm quydn cria nudc ngoii cdp,

c6ng chirng ho[c chring nhan chua dugc hgp ph6p h6a 16nh sg theo quy dinh tai

Khoan 1 DiAu 20 ciaNghidinh s6 nDC1sft'{D-CP.

- Cin crfr phdp ly cria thri tgc hhnh chfnh:

+ Ngh! dinh s6 Z3l20l5n{D-CP ngay rc/0212015 cua Chinh phu vA cdpbtn

sao tir s6 gi5c, chimg thuc ban sao tir bin chinh, chimg thvc cht kf vd chimg thgc

harp d6ng, giao dich;

+ Th6ng tu sti 2261201611'T-BTC ngay ]^LAt20l6 cua Bq Tai chinh quy

dinh mric thu, ch6 d0 thu, nQp, qu6n ly vd str dgng phi chung thuc.

10. Thfi tgc chftng thr;c hqp tliing, giao dlch'li6n quan d6n tni sin lir
ilQng sin

- Trinh tg thgc hiQn:
t

+ Ngudi yeu cAu chimg thyc nQp 01 b9 h6 so yeu cAu chirng thuc tai B0

phan ti6p nhan vatrhk6t qui cria UBND c6p huygn



+ l{guoi thUc tri$n chri'ng thgc ki6m tra gi6y td trong h6 so y6u cAu chring

thuc, n6u dfly dri, t4i thdi di€m chimg thgc c6c b€n tham gia hqp ddng, giao dich tu

nguy€n, minh m6n vd nhan thirc, lim chu dugc henh vi cira minh thi thgc hiQn

chrlng thgc.

+ C6c b6n tham gia hqrp ddng, giao dich phii k;f tru6c mflt ngudi thUc hiqn

chring thgc. Truong hgp nguoi c6 thAm quydn giao ki5t hgp ddng crta c6c td chfc

tin dpng, doanh nghiQp dd ding ky cht lqy m6u t4i co quan thuc hiQn chrmg thuc thi

c6 th6 ky tru6c vdo hgrp d6ng; ngudi thUc hiqn chfmg thgc phii A6i cnitlu chf ky

cria hg trong hq'p d6ng v6i chfi ky m6u trudc khi thgc hiQn chung thgc, n6u nghi

ngd cht lqi trong hqrp d6ng kh6c vdi cht ky mdu thi y6u ciu ngudi d6 ky trudc

m4t.

+ Trudrng hgp ngudi y6u cAu chimg thuc kh6ng ky cfugc thi phii di6m chi;

n6u ngudi d6 kh6ng dqc dugc, khOng nghe dugc, kh6ng Si, kh6ng di6m chi dugc

thi ph6i c6 02 (hai) ngudi lam chirng. Nguoi lim chimg phni c6 clfi ndng lgc hdnh

vi ddn sp vir kh6ng c6 quydn, lqi ich ho[c nghia vp li6n quan dtin hqrp ddng, giao

dich. Ngu<ri lim chimg do nguoi y6u cAu chring thvc b6 tri. Trudrng hSp nguoi y6u

cAui.lbhring thgc kh6ng bO tri dugc thi da nghi co quan thuc hi6n chirng thgc chi

dinh ngudi lim chring.

'; + Nguoi thgc hiQn chrmg thyc ghi ldi chimg tumrg img v6i tung 1o4i hqp

d6ng, giao dich theo mdu quy ctfnh; ki, ghi 16 ho tdn, d6ng d6u cria co quan thgc

hiQn chimg thUc vi ghi vdo s6 chimg thUc. ptSi vOi hqp d6ng, giao dich c6 tu 02

(hai) trang trd l6n, thi tung trang phii ttugc d6nh sti thtr t.u, c6 chfr kf cria ngudi y6u

cdu chrmg thyc vdr ngudi thgc hiQn chtrng thgc; sO luqng trang vi loi chimg dugc

ghi tai trang cu6i cria hq,p d6ng, giao d!ch. Trucrng hqp hAp ddng, giao dich c6 tu

02 (hai)td trd 16n thi phii d6ng ddu gi6p lai.

* Trong trudng hgrp nguoi y6u cAu chimg thgc kh6ng th6ng thao ti6ng Viet

thi phii c6 ngudi phi6n dich. Nguoi phi6n dlch phii ld ngudi c6 ndng lgc hdnh vi

din sy day dfi theo quy dlnh cua ph6p lupt, thdng thAo tiiing ViQt vi ng6n ngt mir

ngudi y6u cAu chimg thgc sri dUng.Ngucri phi6n dich do ngudi y€u cAu chring thgc

mdi ho[c do co quan thUc hiQn chring thgc chi dinh. Thir lao phi6n dich do ngudi

y6u cAu chrlng thgc tri.Trudng hgrp phii phi6n dich thi ngudi phi6n dich c6 trhch

nhiQm dich dAy dir, chinh x6c nQi dung cria hqp ddng, giao dich, n6i dung ldi chring

cho ngudi y6u cAu chring thuc vd ky vdo tung trang hqp d6ng vdi tu c6ch ld nguoi

phi€n dich.
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+ Thli gian ti6p nh?n vdtrhk6t qu6: Tir thf hai d6n sang thri b6y hing tudn,

trong gid hanh chinh trir ngdy nghi, nghi l5 theo quy dinh. ' :

- Cdch thr?c thqc hiQn: NQp h6 so tryc ti6p.

- Thinh phin, sii lugng hd so:

Nguoi y6u cAu chimg *rgc nQp 01 (mQt) bg h6 so y6u ciu chirng thyc, gdm

chc gi6y td sau ddy:

+ Df th6o hgrp ddng, giao dich;

+ Ban sao GiAy chrmg minh nhan ddn hoflc H0 chii5u cdn gi6lri su dgng cua

ngudi y6u cAu chirngthgc (xu6t trinh kdm theo ban chinh Ai5 AOi chi6u);

+ Ban sao gi6y chfmg nhan quy6r, sd hiru, quyAn sri dpng ho4c bhn sao gi6y

td thay thti duqc ph6p lugt quy dinh d6i v6i tii sin md ph6p lupt quy dinh phni ddng

kf quyAn so hffu, quyen sir dpng trong truong hSp hap ddng,'giao dlch li€n quan

d!r; sin d6; tru truong hsp ngudi lap di chric dang bi c6i chtit de dqa dtin tinh

m?ng (Xu6t trinh ban chinh Ai6 aoi chi6u).

- Thdi h4n gifii quY5t:

Kh6ng quh 02 (hai) ngny ldm viQc, tC ttr ngay nh$n dt hO so y6u cAu chring

thgc ho{c i ifrA kdo ddi hon theo th6a thu4n bing v[n b6n v6i ngucri.y€u cAu

chring thuc. Trucmg hqrp k6o dai thdi han gi6i quy6t thi ngudi tiCp nhan h6 so ph6i

cO pnl6u hgn ghi ro ttroigian (gid, ngdy) trn k6t qui cho ngudi y€u cAu chrmg thgc.

_ otii tugng thrpc hiQn thrfr tr.rc hinh chinh: clnhen t6 chric 
.

- Ca quan thgc hiQn thfr tgc hirnh chinh: Phdng Tu ph6p

- X6t qui thgc hiQn thfr tr;c hinh chinh: Hqp d6ng, giao dich dugc chring

thgc

- LQ phi: 50.000 d6ng/hatp ddng, giao dich

+ Chnhan, hQ gia dinh vay v6n t4i tO chrlc tin dr,rng d6 phgc vp ph6t tri6n

n6ng nghigp, n6ng thdn theo quy dinh tai Ngh! dinh s6 55/2015n\TE-CP ngdy

ogrcedOt5 v6 chinh s6ch tin dung phuc 4r ph6t tri6n n6ng nghiQp, n6ng th6n thi

kh6ng ph6i nQp l€ phi chirng thsc hgp d6ng thi5 chdp tdLi san.

- TOn miu don, miu td khai: Kh6ng

-Y6uciu,tIi6ukiQnthr5chiQnthfrtgchirnhchinh(n6u.o),'.,,.

- CIn cri'ph{p If cria thir tgc hirnh chfnh:



+ Nghi dinh s6 2312015/ND-CP ngey rcrc212015 cua Chinh phu vC c6p ban

sao tt ri5 gi5r, chimg thgc b6n sao tir bin chinh, chimg thuc cht ky vd chring thyc

hqrp d6ng, giao dich;

+ Nghi dinh t6 SS1ZOL5A{E-CP ngey 0gl06DAl5 v0 chfnh s6ch tfn dung

phUc vU ph6t tri6n ndng nghigp, n6ng th6n

+ Th6ng tu s6 22612016ffT-BTC ngay nnl20I6 c:fra B0 Tei chinh quy

dinh mtc thu, ch6 dQ thu, nQp, quin ly vn su dung phi chring thyc.

+ Thdng tu s5 2012015/TT-BTP ngdy 2911212015 cira BQ Tu phdp quy dinh

chi ti6t vd huong ddn thi hanh mQt sti didu cria Nghi dinh s6 2312015/ND-CP vA .6p

bin sao tu sd gdc, chimg thUc b6n sao tu ban chinh, chring thgc cht ky vd chrmg

thgc hqp ttiing, giao dich

11. Thfi tgc chli'ng thgc vin bin th6a thu$n phin chia di sfrn mi di sfrn

lh dQng sin

- Trinh trg thqc hiQn:

+ Ngudi y€u cAu chring thUc nQp 01 bO h6 so y6u cAu chring thUc tai B0

ph* titip nhfln vir tri k6t qu6 cria UBND c6p huyQn.

,i + Ngudi thyc hiQn chimg thgc ki6m tra giSy td trong h6 so ydu cAu chtmg

thq,c, ntfu dAy dri, t4i thoi di6m chtng thgc c6c b6n tham gia vdn bAn thoa thu4n tg

nguyQn, minh mdn vd nh?n thirc, ldm chri dugc hanh vi cira minh thi thUc hien

chring thUc.

+ C6c b6n tham gia th6a thu4n phdn chia di sin phii ky tru6c m{t ngudi thpc

hi6n chring thgc.

+ Truong hgp nguoi y6u cdu chimg thgc kh6ne ky duqc thi phii di6m chi;

n6u nguoi d6 kh6ng dqc dugc, khOng nghe dugc, kh6ng ky, khdng di6m chi dugc

thi phii c6 02 (hai) ngudi hm chimg. Ngudi ldm chim g phiLi c6 chi n6ng lgc hdnh

vi ddn sg vi kh6ng c6 quyAn, lqi ich ho{c- ngtria vu li€n quan d5n giao dich. Ngudi

ldrn chimg do ngudi ydu cAu chimg thuc bO trf. Trudng hap ngudi y6u cAu chirng

thgc kh6ng bti tri dugc thi dA nghi co quan thUc hiqn chimg thuc chi dinh ngudi

ldm chring

+ Ngudi thuc hiQn chimg thgc ghi loi chring theo m6u quy dfnh; ky, ghi rd
1 ,^ t, rI I r.^ ,1 a, ^ ut,--,-no ten, dong oau cta co quan thpc hiQn chring thpc vd ghi vdo s6 chring thyc. E6i

v6i v[n ban th6a thufn c6 tu 02 (hai) trang trd IOn, thi timg trang phii dugc d6nh sO

thir f.u, c6 chir ky cua ngudi y6u cAu chring thgc vi ngudi thuc hi6n chring thuc; sd
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lugng trang vir loi chtmg dugc ghi t4i trang cu5i cfia vdn bin thoa'thuan. Trubmg

hgp vln ban th6a thufn c6 tu 02 (hai) td tro 16n thi ph6i d6ng d6u gi6p lai.

+ Trong truong hgp ngudi y6u cAu chrmg thgc kh6ng th6ng thao tii5ng ViQt

thi phii c6 nguoi phi6n dich. Ngudi phi6n dich phni li ngudi c6 nlng lgc hirnh vi

a# rU dAV dir theo quy dfnh cua phdp luQt, thdng th4o titing ViQt vd ng6n ngt mh

Gt,#ciu chimg thgc sir dung. Ngudi phi6n dich do ngudi y€u cdu chring thsc

mdi ho{c do co quan thgc hiQn chimg thlrc chi dinh. Thir lao phi€n dich do ngudi

y6u c|u chrmg thgc hi- Nguli phi6n dich c6 trich nhigm dich d6y dir, chinh xic

nQi dung cria v6n ban th6a thuan nQi dung ldi chrmg cho ngudi y6u cau chring thyc

va ky vio timg trang vdn ban th6a thu4n v6i tu cich ld ngudi phi6n dich'

+ Thdi gian tirip nhan vd tra ktit qui: Tt thir hai d6n sang thir biy hang tuAn,

trong gid hanh chinh tru ngiy nghi, nghi 16 theo quy dinh'

- C6ch thrfrc thrpc hiQn: Nqp h6 so tryc tii5p tai B0 ph4n tiep nhin
a

vd tri kOt

(mQt) bO h6 so y0.u cAu chring thyc, gdm

qui ctra UBND cdP huYQn.

- Thinh phAn, sii luqng h6 so:

Ngudi y6u cAu chfing thgc nQP 01

cdc gi6y td sau ddY:

+ DU th6o vdn ban th6a thu$n ph0n chia di sin;

+ Ban sao Gi6y chimg minh nhen ddn ho4c H0 chitiu- cdn gi6tri str dgng cira

nguoi y6u ciu c6rmg ttrfi. 1*at Uinh kdm theo ban chinh AC eOi chii5u);

+ Ban sao gi6y chimg nh?n quyAn sd hiru, quyCn su dpng ho4c ban sao gi6y

td thay thi5 dugc ph6p luflt quy dinh d6i voi tdi san rni philp.luft quy dinh phei ddng

tt O*6t sd htr:, quy6n su dqng hong trudrng. hqp hqq ddng, giao dlch li6n quan

a"Cn tai sin d6 lx"Aitrinft kdm theo ban chinh dC ddi chiiiu).

- Thdi hgn giii quYStt

Kh6ng qui y1(hui) ngey ldrn viQc, t<6 * ngay nhan dtr hO so y€u cAu chring

thgc G;; trr,5 teo dai ho'n theo th6a thu4n bing vdn ban vdi nguoi.ydu cAu

chring thuc. Trudng hgrp k6o ddi thdi han gi6i q,rytit thi ngudi ti6p nh6n h6 so ph6i

"J 
pfrje" hgn ehi 16 thdi gian (gid, ngiy) trn ket qu6 cho nguoi y€u cAu chimgthgc'

- OOi tuqng thr;c hiQn thri tgc hirnh chfnh: Car',nair,t6 chirc . '

- Co quan thgc hipn thfr tgc hirnh chinh: Phdng Tu ph6p ' '

- f6t qui thqc hiQn thri tgc hinh chinh: VAn bin thoa thu4n phdn chia di

sAn duoc chring thuc



- L9 phf: 50.000 cl6ng/hqp d6ng, giao dich

- TOn rn6u tlon, mfiu td khai: Kh6ng

- YOu cAu, di6u kiQn thgc hiQn thri tgc hinh chinh (n6u c6):

- Cin cli'phip If cria thri tgc hirnh chinh:

+ Nghi dinh sd 23120|5AID-CP ngiy 1610212015 cria Chinh phu vd c6p bin

sao tir s6 96., chtmg thUc ban sao tir b6n chinh, chirng thuc chir kf vn chfing thgc

hgp d6ng, giao dich;

+ Th6ng tu s6 226/2016/TT-BTC ngey nnIA0l6 cta B0 Tai chfnh quy

dinh mric thu, ch6 dQ thu, nQp, quin ly vd su dgng phi chfng thgc.

+ Th6ng tu s6 20/20L51TT-BTP ngey 29112/2015 cria Bd Tu ph6p quy dlnh

chi tiiSt vd hu6ng adn ttri hanh mQt sti diAu cua Nghi dinh sO 23l20l5lND-CP vC c6p

bAn sao tu s6 g5c, chirng thuc ban sao tu bin chinh, chfng thgc chfi ky vd chimg

thgc hgp d6ng, giao dfch

Iz.Thfr tgc ch&ng thgc vin bin khai nhfn di sin mi di sin lir tlQng sin

- Trinh tr; thgc hiQn:

+ Ngudi yOu cAu chimg thUc nQp 01 bg hd so yOu cAu chirng thUc tai B0

phQn ti6p nhpn vd tri ktit qui cria LIBND c6p huyQn.

+ Nguoi thgc hiQn chring thgc kii5m tra gi6y td trong h6 so y€u cAu chimg

thgc, niiu dAy dir, t4i thoi di6m chimg thpc c6c b€n tham giavdn bin khai nhpn di

sln tg nguyQn, minh m5n vi ntr|n thric, lirm chu dugc hanh vi cria minh thi thUc

hiQn chring thyc.

+ C6c b€n tham gia khai nhan di san ph6i ky trudc m{t ngudi thgc hiQn

chirng thuc.

+ Trubng hqrp nguoi yOu cAu chimg thgc kh6ng lqy duqc thi phii di6m chi;

n6u ngudi c16 khdng clqc dugc, khdng nghe dugc, kh6ng !cy, kh6ng di€m chi dugc

thi ph6i c6 02 (hai) nguli ldm chring. Ngudi ldm chring phii c6 dtr ndng lUc hdnh

vi din sr,r vi khdng c6 quydn, lqi ich ho{c nghia v.u li6n quan d6n giao d!ch. Ngudi

ldm chrlmg do ngudi y€u cAu chrmg thUc b6 tri. Trudng hAp ngudi y6u cAu chimg

thgc kh$ng UO tri dugc thi dA nghi co quan thgc hiQn chimg thgc chi dinh nguoi

lim chimg.

+ Nguoi thyc hiQn chimg thgc ghi ldi chring theo m6u quy dinh; ky, ghi 16

ho tQn, d6ng d6u ctia co quan thpc hiQn chring thpc vd ghi vdo s6 chimg thUc. D6i

v6i vdn bin khai nhan c6 tir 02 (hai) trangtr6 l6n, thi trmg trangphii dugc d6nh sd



thri t.u, c6 cht ky cua ngudi y6u cAu chung thyc vd ngudi thgc hiQn chtrng thqc; s6

lugng trang vd ldi chrn:g dugc ghi t4i trang cu5i cua v[n ban th6a thu4n. Truong

hgp v6n bin khai r*r$n cd tu 02 (hai) td tr0 lOn thi phii d6ng d6u gi6p lai.

* Trong trudng hop ngudi y6u cdu chirng thgc kh6ng th6ng th4o titing ViQt

thi phii c6 ngudi phi6n dich. Nguoi phi6n dich phni li ngu<ri c6 ndng lgc hinh vi

d6nsg dAy dtr theo quy dfnh cira phSp 1u4t, th6ng th4o tiiSng Vipt vd ng6n ngfi rnd

ngooi y6u cAu chimg thgc sri dUng. Nguoi phi6n dich do ngudi y€u cAu chimg thgc

moi ho{c do co quan thgc hign chfmg thuc chi dinh. Thir lao phi6n dich do ngubi

y6u cAu chimg thUc tri. Nguoi phi6n dlch c6 tr6ch nhiQm dich dAy dtr, chinh x6c

nQi dung cria vdn ban th6a thuan nQi dung loi chimg cho ngudi y€u cAu chirng thgc

ve ky vdo timg trang vdn ban ktrai nh{n voi tu cdch li ngudi phi6n dich'

+ Thdi gian ti6p nhpn vi tri k6t qu6: Tir thir hai d6n sang th-ri biy hang tuAn,

trong gid hanh chinh tru ngiy nghi, nghi l5 theo quy dinh'

Cich thric thqc hiQn: NQp hdi so trgc ti6p tai B0 phQn ti6p nhAn vi tri k6t

qui cria LIBND c6p huYQn.

- Thirnh phin, sii tugng hd scr:

Ngudi y6u cAu chirng thUc nQp 01 (mQt) b9 hO so y6u cAu chring thyc, g6m

c6c gi6y td sau diy:

+ DU thio vdn ban khai nh{n di san;

+ Ban sao Gi6y chrlmg minh nhan d6n ho4c H0 chii5u cbn gi6 tr! sri dqng cria

ngudi y6u cAu chringthpc (xu6t trinh kdm theo ban chinh ae AOi chii5u);

+ Ban sao giAy chimg nh?n q,ryAt sd htu, quydn sri dlmg hoflc ban sao gi6y

to thay th6 dugc phap lu{t quy dinh d6i vdi tdi sin mi phap lu$t quy dinh phii d6ng

kj quy€n sd hfru, quyAo str dpng trong trucvng tt.v-p -udl 
ban.khai nhan di san li6n

q;; A6n tai san cl6 (xu[t trinh kdrn theo ban chinh a6 aOi chi6u).

- Thli h3n giii q.ty6tt

Kh6ng qrrh 02(hai) ngdy ldm vi0c, te tu ngey nhan dtr h6 so y€u cAu chring

thlrc ho{c c6 th€ k6o ddi hcyn tlreo th6a thufn bing vin ban vdi nguoi.y6u cdu

chirng thgc. Trudng hq,p k6o dai thdi han gi6i quytit thi ngudi titip nh0n h6 so phAi

cO pnl6u hgn ghi 16 thdi gian (gid, ngdy) tr6 ki5t qui cho ngudi y6u cAu chimg thyc.

- OOi tugng thrpc hiQn thfr tgc hirnh chinh: C6 nhdn, t6 chfc

- Co quan thrSc hiQn thfr tgc hinh chinh: Phdng Tu ph6p
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- fiSt qui thg'c hi$n thri tqc hinh chfnh: Vdn ban khai nhfn di sdn dugc

chitng thgc

- LQ phi: 50.000 d6nglhqrp d6ng, giao dich

- TGn miu don, m6u td khai: Khdng
f\

YGU ciu, ili6u kiQn thgc hiQn thfr tgc hlnh chinh (n6u c6):

- CIn cf'phfp ly cria thri tgc hdrnh chfnh:

+ Ngh! dinh sO 23120154{D-CP ngdy 1610212015 cira Chinh phn vd c6p ban
A^i

sao tt s6 g6c, chirng thgc bin sao tir b6n chinh, chring thuc cht ky vd chring thgc

hqrp d6ng, giao dich;

+ Thdng tu sti 22612016/TT-BTC ngey nm?0l6 cira B9 Tei chinh quy

dinh mric thu, ch6 dQ thu, nQp, quin $ vd su dgng phi chirng thuc.

+ Th6ng tu sti 20/2015/TT-BTP ngay 2911212015 cria 86 Tu ph6p quy dinh

chi titit vd huong a6n tfri hdnh mQt s5 didu cira Nghidinh sO 23/2015/ND-CP ve c6p
17 A Abin sao tu sO g6c, chimg thgc b6n sao tu b6n chinh, chirng thuc cht ky vd chimg

thuc hgp''d6ng, giao dich.
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