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Nay:0 	 
Ch guyery 	'id V  gc cong bo thii tkic hanh chinh dint chuan hoa 

trong inh vyc chting thyc thu(ic than quyen giai quyet 
ciia UBND cac xi, pinning, thi trait tren din ban tinh Thin Thien Hue 

CHU 'TICH IN BAN NELAN DAN TINH 

Can dr Luat TO chire chinh quyen dia phucmg ngay 19 thing 6 nam 2015; 

Can dr Ngln dinh so 63/2010/ND-CP ngay 08 thing 6 nam 2010 dm 
Chinh pho va kiam soot thu tic hanh chinh; NgIn dinh so 48/2013/ND-CP ngay 
14 thing 5 rani 20,13. cua Chinh phu sfra d6i, be sung mot so dieu tha cac Nghi 
dinh lien quan den kiam sok thu tic hanh chinh; 

Can ca Thong to s6 05/2014/TT-BTP ngay 07 thing 02 nam 2014 dm BO 
trueng BO Tu phap hueng dan cong b6, Mem yet thu tic hanh chinh va boo coo 
ve tinh hinh, kat qua thgc hien hem soot thu tic hanh chinh; 

Can cu Quyet dinh s6 18/2014/QD-UBND,ngay 28 thing 4 nam 2014 cna 
Uy ban nhan dan tinh ban hanh quy dinh cong be, cong khai dui we hanh chinh 
va the do boo coo tinh hinh, ket qua thvc hien cong tic lciem sok the tic hanh 
chinh teen dia ban tinh; 

Xet de nen cua Giam d6c Sa Tu phap, 

QUYET DINH: 

, Dieu 1. Cong be kern theo Quyet dinh nay thu We hanh chinh dugc
chuan h6a trong linh wc chung thvc thuOc tham quyen giai quyet cua Uy ban 
nhan dan the xa, phueng, thi tran wen dia ban tinh Thin Thien Hue. 

Dieu 2. Se Tu phap co trach nhi'am nhap cac thu We hanh chinh mai 
dugc cong bo vao He thong thong tin thu We hanh chinh tinh Thiry Thien Hue 
theo dung quy dinh. 

Dieu 3. tJ' y ban nhan dan cac xa, phuang, tin teap c6 trach nhi'am cong b6 
ding khai cac thu tic hanh chinh nay tai tri sa ca quan va ten Trang ThOng tin 
lien to dm don vi; trien khai thvc hien giai quyet cac thu We hanh chinh thuec 
tham quyen theo huang dan tai Phi lve kern theo Quyet dinh nay. 

r  Dieu 4. Quyet dinh nay co hiau lye thi hanh Ica tir ngay,1c5f va bai bo 
Quyet dinh se 99/QD-UBND ngay 19/01/2016 	UBND tinh ye viac cong bo 
tit' 	hanh chinh dugc sin dei, b8 sung trong 114th we chang thvc thuec tham 
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quyen giai quyet ctia UBND cac xa, phuemg, thi ten tren dia ban tinh Thin 
Thien Hue. 

Dieu 5. Chanh Van phong Uy ban nhan dan tinh; Giam dac So. Tu 
phap; Chu tich Uy ban nhan dan cac huyen, thi xa" va thanh pile Hue; Chi' tich 
Uy ban nhan dan cac xa, phuemg, thi tran va cac to chfrc, ca nhan lien quan 
chiu trach nhiem thi hanh Quyet dinh nay]. 

Noi nhem: 
- Nhtr DiL 5; 
- Cpc KSTTHC, Bo Tu phap; 
- CT va. cac PCT UBND tinh; 
- SNV, SKH&CN, Sa TT Ara TT; 
- Cong Thong tin dien to tinh; 
- Cac PCVP va CV: TP, TH; 
- Luu: VT, KNNV.K 

 

Nguyen Yin Cao 



THU TUC 
GIAI QUY 

(Ban hanh 

Phu lye 
11"QC CHUAN HOA THUQC THAM QUYEN 
C X.A, PHUONG, THI TRAN TREN DIA BAN 
THUA THIEN HUE 

h sere.411/QD-UBND ngaye4thang $ nom 2016 
y ban nhcin dan tinh Thira Thien Hue) 

PHAN I 
DANH MI)C THU TIN HANH CHINH BOX CHUAN HOA 

THUQC THAM QUYEN GIAI QUYET CUA UBND CAC XA, PHLYONG, 
THI TRAN TREN DIA BAN TiNH THirA THIEN HUE 

STT Ten thii tuc hanh chinh Cu quan thtyc hien 

1.  CAp ban sao tir s6 g6c UBND cap xa 

2.  Chimg thuc ban sao tir ban chinh giAy ta, van ban do 
ca quan, to chirc có tham quyen cita Viet Nam cap 
hoac chimg nhan 

UBND cap xa 

3.  Chimg thuc chit ky trong cac giAy tä, van ban UBND cAp xa 

4.  Chimg thuc hop ding, giao dich lien quan den tai san 
IA do, ng san, quyen sir dung dat, nha a 

UBND cap xa 

5.  Chimg thuc viec sin d6i, b6 sung, hny b6 hop ding, 
giao dich 

UBND cAp xa 

6.  Sin t& sai sot trong hop ding, giao dich UBND cap xa 

7.  CAp ban sao co chimg thuc tir ban chinh hop ding, 
giao dich da dirge chimg thuc 

UBND cap xa 

8.  Chirng thtrc di chiac UBND cAp xa 

9.  Chimg thuc van ban tir ch6i nhan di san UBND cap xa 

10.  Ching thuc van ban thee thuan phan chia di san ma 
di san la ding san, quyen sir dung dat, nha a 

UBND cAp xa 

11.  Chimg thuc van ban khai nhan di san ma di san la 
ding san, quyen sir dung dat, nha a 

UBND cAp xa 

PHAN II. 
NQI DUNG CUA THU TUC HANH CHiNH DIXQC CHUAN HOA 

THUQC THAM QUYEN GIAI QUYET CUA UBND CAC Lk, PHUONG, 
THI TRAN TREN DIA BAN TINH THfJ'A THIEN HUE 



1. Thii tic cap ban sao tir s6 gOc 
- Trinh tcrthtyc 

+ Ngtrai ,yeu cau cap ban sao ti so goc phai xuat trinh cac giay to.  phuc vu 
cho yeu cau cap ban sao to so goc. Trugng hop giri qua &rang buu dien thi phai 
giri kern ban sao co chimg thirc theo quy dinh. 

+ Co quan, to chic can cu vao so goc de cap ban sao cho nguiri c6 yeu 
can; not dung ban sao phai ghi dung nOi dung da ghi trong so gOc. 

+ Trong trugng hop khong tim thay so goc hoac trong so g8c khong co 
thong tin ye nOi dung yeu cau cap ban sao thi co quan, to chic dang kru giir so 
goc co trach nhiem tra loi bang van ban cho nguei co yeu cau. 

+ Ngueri c6 yeti,  cau cap ban sao ti so goc nhan k& qua tai not nap ho so 
hoac qua buu dien (neu Op qua buu dien). 

- Cach auk thtrc hien: 
NOp ha so va nhan kat qua true tiep tai BO phan tiep nhan va tra kat qua - 

UBND cap xa hoac qua buu dien. 
- Thinh plan, so Itnyng la so: 

+ Truang kip nap trvc tiep thi xuat trinh ban chinh hoac ban sao co thing 
thgc giay chirng minh nhan dan hoac 110 chieu con gia tri sir dung de ngued tiep 
nhan he so kiem tra. 

+ Twang hop ngued yeu cau cap ban sao ti so g8c giri qua buu dien thi 
phai giri kern theo ban sao CO chimg thus giay Chung minh nhan dan hoac hO 
phial con gia tri Su dung, phong bi dan tern ghi ro h9 ten, dia chi ngueri nhan cho 
co quan, to chic cap ban sao. 

+ Truerng hop ngtreei yeu cau la ngtrai dai dien theo pita') luat, nguoi dai 
dien theo ny quyen cua ca nhan, to chirc,dugc cap ban chinh; cha, ,me, con; vg, 
chOng; anh, chi, ern runt; ngued thin ke Ichac cua 	dugc cap ban chinh 
trong tnrang hop,ngtrai 	chet thi phai xuat trinh giay chimg minh quan he 
voi ngtrogi dugc cap ban chinh. 

- Thai han giai quyet: 
Trong ,ngay co quan, t6 chic 	nhan yeu cau hoac trong ngdy lam viec 

tiep theo, neu tiep nhan yeu cau sau 15 gig. Trong truerng hop yeu cau cap ban 
sao ti so goc dugc gfri qua buu dien thi the," han dugc thirc hien ngay sau khi co 
quan, to chic nhan dU ha so hop le theo dau buu dien. 

- Doi turfing thtyc hie,n thu tyc hanh chinh: Ca nhan, to chic. 

- Co quan thtyc hien thii tyc hanh chinh: Uy ban nhan dan cap xa. 

- Ket qua thtyc hien thii tyc hanh chinh: Ban sao dugc cap ti so goc. 

- Le phi: Khong thu. 
- Ten mau don, matt to. khai: Khong. 
- Yen au, dien 14n thtyc hien th6 tyc hanh chinh: Phai co SO g8c. 

- Can ca' phap 1ST cua thii tyc hinh chinh: 
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+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cga Chinh phi ve cap 
ban sao to so gtic, chUng thgc ban sao tit ban chinh, chUng thgc chit ky va chgng 
thgc hop &Ong, giao dich. 

+ Thong to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/1 0/2015 cila 
Bo Tai chinh va BO Tu phap quy dinh mire thu, the do thu, nOp va quart,  lY le phi 
chgng thuc ban sao to ban chinh, chfrng thuc 	chimg thgc hop dong, giao 
dich. 



2. ThU tnc chting thtyc ban sao tir ban chinh giAy to', van ban do ca 
quan to chfrc có than] quyin ciia Viet Nam cap ho4c chting nh4n 

- Trinh tir thtrc hien: 

+ Ngueri yeu cau chgng thuc phai xuAt trinh ban chinh giay to, van ban 
lam ca kr de chgng thgc ban sao va ban sao can chfrng thgc. 

+ Truang,hop nguori yeu du chimg thuc chi xuAt trinh ban chinh thi ca 
quan, to chat tien hanh chup tit ban chinh de unit hien chimg thuc, tit truang 
hap ca quan, to chat kh6ng c6 phucmg tien de elm). 

+ Nguai thgc hien cluing thgc kiem tra ban chinh, doi chieu vai ban sao, 
neu not dung ban sao dung vgi ban chinh, ban chinh giay to, van ban khong 
thuc cac truang hop ban chinh giay ter, van ban Miring dugc clang lam ca kr de 
cluing thuc ban sao thi thgc hien chi:mg thuc nhu sau: 

* Ghi day du led chimg chimg thuc ban sao tir ban chinh theo meu quy 
dinh; 

* KY, ,ghi r5 119 ten, thing dAu 	co quan, to chat thgc hien Chung thuc 
Aid ghi vao so chung thus. 

Doi vai ban sao CO tir 02 (hai) trang tro len thi ghi lbi cluing vao trang 
cuoi, neu ban sao co tir 02 (hai) to tra 18n thi phai dung dau giap lai. 

, Mei ban sao dugc cluing thuc tir met ban chinh giAy ta, van ban hoac 
nhieu ban sao dugc chimg thgc tir mat ban chinh giay ter, van ban trong cling 
mat theri diem dugc ghi met so chimg thuc. 

+ Ngueri yeu cau chimg thuc nhan ket qua tai nai nap ho so.. 

- Cach that thtyc hien: Nei) ha so va nhan ket qua true tiep tai BO phan 
tiep nhan va tra ket qua - UBND cap xa. 

- Thanh phan, so !trying hO so': 
, 	Ban chinh giay to, van ban lam co s& 	chung thuc ban sao va ban sao 

can chgng thuc. Truerng hop nguari you cau chling thuc chi xuat trinh ban chinh 
thi ca quan, to cluic tien hanh chup tit ban chinh de thuc hien cluing thuc, trg 
truang hop ca quan, to chic khong co phuong tien de chum Ban sao chup tir ban 
chinh de thuc hien chimg thuc phai co day dill cac trang da ghi thong tin cga ban 
chinh. 

- Thai Finn giai quyet: Trong ngay ca quan, to chic tiep nhan yeu cau 
hoac trong ngay lam vies tiep theo, neu tiep nhan yeu cau sau 15 gig:. Doi veil 
throng hgp ding mat luc yeu cau,  chimg thuc ban sao tit nhieu ,loai ban chinh 
giAy to, van ban; ban chinh CO nhieu trang; yeu cau so luting nhieu ban sao; not 
dung giay ta, van ban phirc tap khg kiem tra, doi chieu ma ca quan, to chgc thuc 
hien chung thuc khong the dap (mg dugc thai han quy dinh neu tren thi thai han 
chgng thuc dugc kelp dai them khong qua 02 (hai) ngay lam vies hoac co th dai 

han theo thee thuan bang van ban veld nguai yeu cau chimg thuc. Truang hyp tra 
ket qua trong ngay lam viec tiep theo hoac phai keo dai thai gian theo quy dinh 
thi nguigi tier) nhan ho so phai co phieu hen ghi re thai gian (gier, ngay) tra ket 
qua cho ngueri yeu cau chimg thuc. 

4 



- DOi ttrying thtyc hien thii tic hanh chinh: Ca nhan, t6 chic. 

- Co' quan thtyc hien thti tic hanh chinh: Uy ban nhan dan cap xa. 

- Ket qua thtyc hien tha tic hanh chinh: Ban sao dugc chimg thuc tir 
ban chinh. 

- Le phi: 2.000 d6ng/trang; tir trang this 3 tree len thi m6i trang thu khong 
qua 1.000 dong/trang, nhung mirc thu toi da thu khong qua 200.000 dong/ban. 

- Ten mai dun, mAu to' khai: Khong. 

- Yen can, dieu kien thtrc hien thu tic hinh chinh: Ban chinh giay ter, 
van ban can chimg thuc. 

Ban chinh giay tä, van ban khong dugc dung lam co: so de chimg thuc ban 
sao: 

+ Ban chinh bi tay xoa, sira chita, them, bat not dung khong hop le. 

+ Ban chinh bi hu hong, cu nat, khong xac dinh dugc not dung. 

+ Ban chinh doing dau mat cita co quan, to chic ca tham quyen hoac 
khong dong dau mat nhung ghi r6 thong dugc sao chip. 

+ Ban chinh co not dung trai phap luat, dao dire xa hOi; tuyen truyen, kich 
dOng chitin tranh, ch6ng the d6 xa hOi chi nghia Viet Nam; xuyen tac lich sir 
cua dan tOc Viet Nam; xac pham danh du, nhan pham, uy tin cda ca nhan, to 
chic; vi pham quyen cong dan. 

+ Ban chinh do co quan, to chic co tham quyen cna nuerc ngoai cap, cong 
chong hoac chimg nhan chua dugc hop phap hoa lath sr theo quy dinh tai 
Khoth 1 Dieu 20 dia. Nghl dinh 23/2015/ND-CP. 

+ Giay to, van ban do ca nit ,tu: lap nhung kh6ng co xac nhan va dong 
dau 	co: quan, to chic c6 tham quyen. 

- Can ctir phi') 157 ciia thu tic hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi ve cap 
ban sao tir so g6c, chimg thut ban sao tir ban chinh, chimg thuc chit k9 va chimg 
thuc hop thing, giao dich; 

+ Thong to lien tich s6 158/2015/TTLT-BTC-BTP ngly 12/10/2015 dm 
B6 Tai chinh va B6 Tu phap quy dinh mirc thu, the do thu, nOp va queen 19 le phi 
chirng thuc bin sao tir ban chinh, chimg thuc chit k9, chirng thuc hap (Mug, giao 
dich; 

+ Th6ng to s6 20/2015/TT-BTP ngdy 29/12/2015 ciia B6 Tu phap quy 
dinh chi tiet va huang dan thi hanh mot so diet, dm Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh phi ye cap ban sao tir so goc, chimg thuc ban 
sao tir ban chinh, chimg thuc chit k9 va chimg thuc hop (long, giao dich. 
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3. Thu tkic chfrng thkrc chi? 147 trong cac giay Or, van ban Op dtmg cho 
ca truing hap chung thkrc diem chi va truirng how ngiroi yeu eau chfrng 
thyc khong the 14, khong the diem chi dtrqc) 

- Trinh to thuc hien: 

+ Ngtiti yeu cau chimg thuc chit k9/diem chi/khong the k9, khong the 
diem chi dugc phai xuat trinh cac giay to phuc vu viec chimg thgc chit k9. 

+ Trong trueng hop nguai yeu cau chung thuc khong thong than tieng 
Viet thi phai có ngued phien dich. Nagai phien dich la nguai cep nang lgc hanh 
vi dan sir day du theo quy dinh cua phap luat, th6ng thao tieng Viet va ngon nati 
ma nguai yeu cau chimg thuc sir dung. Ngueri phien dich do nguai yeu cau 
chirng thuc mai hoac do co quan thuc hien chirng thuc chi dinh. Thu lao phien 
dich do nguai yeti cau chimg thuc tra. 

+ Ngueri thuc hien chirng thuc kiem tra giay to yeu cau chimg thuc, neu 
thay du giay to theo quy dinh, tai thai diem chfrng thuc, nguti yeu cau chung 
thuc minh man, nhan thirc va lam chit dugc hanh vi cua minh va viec chimg 
thuc khong thuOc cac ageing hap khong dugc chimg thuc chit 14 thi yeu cau 
nguai yeu cau cluing thuc k9/diem chi truck mat va thgc hien chimg thuc nhu 
sau: 

* Ghi dA),  du leri chung chimg thuc chit ky theo mau quy dinh; 

* K9, ,ghi r6 ho ten, thing dL 	ca quan, to chirc thuc hien chimg thuc 
va ghi vao so chimg thuc. 

Doi \fed ban sao co tir 02 (hai) trang trer len thi ghi led chimg vao trang 
cuoi, neu ban sao cal tir 02 (hai) to tit len thi phai dung dau giap lai. 

+ Doi \Rad trutng hop chimg thgc chit k9/diem chi/khong,the k9, khong 
the diem chi duoc tai 	phan tiep nhan va tra ket qua theo co the mot cua, mot 
cira lien thong thi ding chirc tiep nhan ho so kiem tra cac giay to, neu nhan thay 
nguti yeu cau chimg thuc co du diet' kien quy dinh tai Khoan 2 Dieu 24 Nghi 
dinh so 23/2015/ND-CP thi de nghi ngueri yeu cau chung thuc k9/diem chi vao 
giay to can chirng thuc va chuyen cho nguai co tharn quyen k9 chimg thuc. 

± Nagai yeu cau chung thuc nhan kat qua tai not nOp h6 so. 

- Cach thirc thkrc hien: N9'p 116 so va nhan ket qua trgc tiep tai B6 phan 
tiep nhan va tra kat qua - UBND cap xa. 

- Thanh phan ho so: 

Ngtrai yeu cau chimg thuc chit k9 cila minh phai xuat trinh cac giay to 
sau day: 

+ Ban chinh hoac ban sao co chimg thgc Giay chirng minh nhan dan hoac 
HO chieu con gia tri sir dung. 

+ Giay to, van ban ma minh,  se k9/diern chi. Truang hop chimg thuc chit 
k9 trong giay to, van ban bang tieng nu& ngoai, neu ngueri,thgc hien chimg 
thgc khong hieu r'6 nOi dung cita giay to, van ban thi 	quyen yeu eau nguti 
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yeu cau chirng thuc nOp kern,  theo ban dich ra tieng Viet not dung dm giay to, 
van ban do (ban dich khong can cong chimg hoac chirng thgc chit k9 nguari dich, 
ngueri yeti cau chi:mg thirc phai chlu trach nhiem ye not dung dm ban dich). 

- Thai hyn thirc hien yeu cau chting thirc: Trong ngay ca quan, to chi:re 
tie') nhan yeu cau hoac trong ngly lam viec tiep theo, #neu tier) nhan yeti cau sau 
15 gier. Tnrerng fig tra ket qua trong ngdy lam viec tiep theo thi ngueri tiep nhan 
ho so phai co phieu hen ghi ro thai gian (gier, ngay) tra ket qua cho ngueri yeu 
cau chirng thgc. 

- iDoi ttnyng thtyc hien thin tyc hanh chinh: Ca nhan. 

- Cu quan thtyc hien thu tyc hanh chinh: fly ban nhan dan cap xi 

- Ket qui thtyc hien thti tyc hanh chinh: Giay tO, van ban dugc chisng 
thuc chit k9/diem chi. 

- Le phi: 10.000 deng/truang hop. 

- Ten mat' don, matt to khai: Khong. 

- Yeu au, dieu kien thtrc hien thin tyc hanh chinh: 

Truang hop khong dugc chirng thirc chit k9: 

+ Tai thai diem chimg thuc, nguari yeu cau chimg thirc chit k9 khong 
nhan thirc va lam chit dugc hanh vi cua minh. 

+ Nguiai yeu cau chimg thirc chit k9 xuat trinh Giay chimg minh nhan dan 
hoac HO chieu khong con gia tri sir dung hoac gia mao. 

+ Giay ter, van ban ma ngueri yeu cau chimg thuc chit ky vao có not dung 
quy dinh tai Khoan 4 Dieu 22 cita Nghi dinh 23/2015/ND-CP. 

+ Giay ter, van ban c6 not dung la hop &mg, giao dich, trir cac truemg hop 
quy dinh tai Diem d Khoan 4 Dieu 24 coa Nghi dinh 23/2015/ND-CP hoac 
twang hop phap luat c6 quy dinh 'chat. 

- Can cti. phap b./ cua thu tyc hanh chinh: 

+ Nghi dinh se 23/2015/ND-CP ngay 16/02/2015 cua Chinh phti ye cap 
ban sao tir so gee, chimg thirc ban sao tir ban chinh, chimg thuc chit k9 va chimg 
thirc hop &Ong, giao dich; 

I- Thong to lien tich se 158/2015/TTLT-BTC-BTP ngay 12/10/2015 &la 
Be Tai chinh va Be Tu phap quy dinh mirc thu, the do thu, nop va quail 19 le phi 
chimg thuc ban sao to ban chinh, chirng thuc chit k9, chimg thirc hop &rig, giao 
dich; 

+ Thong to se 20/2015/TT-BTP ngay 29/12/2015 dm BO Tu phap quy 
dinh chi tiet va huang &An thi hanh met so dieu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cila Chinh phu ye cap ban sao tir so goc, chi:mg thirc ban 
sao tir ban chinh, chirng thirc chit k9 va chimg thirc hop &Ong, giao dich. 

4. Thti tyc chting thtyc hyp demg, giao dich lien quan den tai san la 
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dong san, quyen sir dung &it vi nha Orn 

- Trinh ty.thtyc hien: 

+ Ngueri yeu cau chimg thirc n'Op 01 b0 h6 so yeu cau chimg thuc. 

+ Nguai thuc hien chimg thirc kiem tra giay to trong ho so yeu cau chimg 
thuc, neu day du tai theri diem chirng thuc cac ben tham gia hop dong, giao dich 
to nguyen, minh man va nhan thitc, lam chu dugc hanh vi cua minh thi thirc hien 
chimg thgc. 

+ Cac ben tham gia hop dong, giao dich phai k9 truerc mat nguai thirc 
hien chimg thuc. Truerng hop nguai c6 tham quyen giao ket hop dOng cua cac to 
chitc tin dung, doanh nghi'ep da dang,kY chit ky mau tai co quan thuc hien chimg 
thgc thi co the ky truerc vao hgp Eng; nguai thirc hien chimg thirc phai doi 
chieu chit ky cua h9 trong hop dong veri chit 12 m'L truoc khi thuc hien chimg 
thuc, neu nghi nge• chit k9 trong hop (long khac yeti chit ky mAu thi yeu eau 
nguai do ky truot mat. 

+ Tnrong hop nguai yeu cau chimg thuc khong ky dugc thi phai diem chi; 
neu nguai do khong doc dugc, khong nghe dugc, khong k9, khong diem chi 
dugc thi phai co 02 (hai) nguai lam chimg. Ngueri lam chimg phai CO de nang 
lgc hanh vi dan su va khong c6 quyen, Igi ich hoac nghia vu lien quan den hop 
clang, giao dich. NguM lam chimg do nguai yeu cau chimg thirc 130 tri. Triterng 
hop nguai yeu cau chUng thuc khong bo tri dugc thi de nghi co quan thuc hien 
chimg thuc chi dinh nguai lam chimg. 

+ Nguin thuc hien chUng thuc ghi lai chimg tuong Ung vori tong loai hop 
dong, giao dich theo mau quy dinh; ky, ghi ro ho ten, thing dau cua co quan thuc 
hien chimg thuc va ghi vao so chimg thgc. Doi veri e hop thing, giao dich co tir 02 
(hai) trang trer len, thi timg trang phai dugc danh so thir tu, co chit ky coa nguai 
yeu cau chimg thuc va nguai thuc hien chimg thuc; so luting trang va lai chirng 
dugc ghi tai trang cu8i cua hgp &mg, giao dich. Truang hop hop &rig, giao 
dich co tit 02 (hai) to ter len thi phai dong dau giap lai. 

+ Trong truang hgp nguai yeu cau chimg thgc khong thong thao tie'ng 
Viet thi phai c6 nguai phien dich. Nguen phien dich la nguai phai ,c6 nang lirc 
hanh vi dan,sg day du theo quy dinh 	phap luat, thong thao tieng,  Viet ma 
nguai yeu cu chung thuc sit dung. Ngueri phien dich do nguai yeu cau chung 
thuc mai hoac do co quan thgc hien chimg thgc chi dinh. The lao phien dich do 
nguai yeu cau chimg thus tra. Ngueri phien dich co trach nhiem dich day de, 
chink xac nel dung cilia hop dong, giao dich, nOi dung hai chimg cho nguai yeu 
cau chimg thirc va k9 vao tang trang hop &Ong veri to cach IA nguiri phien dich. 

- Cich thtic thtye hien: 1\10p h6 so va nhan ket qua trgc tiep tai ,B6 phan 
tiep nhan va tra ket qua - UBND cap xa. Viec,  chung thuc cac hop dOng, giao 
dich lien quan den quyen cea nguai sU dung dat dugc thgc hien tai UBND cap 
xa not co dat. Viec chimg ,thirc cac hop thing, giao dich lien quan den nha 
dugc thuc hien tai UBND cap xa not co nha. 

- Thanh phin, so luting ha so: 
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NguOi yen cau chi:mg thuc nep 01 (m0t) bo h6 so yeti eau chimg thuc, 
gem cac giay to sau day: 

+ Du thao hop thing, giao dich; 
+ Ban sao Giay chi:mg minh nhan dan hoac HO chieu con gia tri sir dung 

claa nguti yeu cau chimg dive (xuat trinh kern ban chinh de doi chieu); 
+ Ban sao giay chimg nhan quyen so him, quyen sir dung hoac ban sao 

giay to thay the duoc phap 1114 quy dinh doi yen tai san ma phap luat quy dinh 
phai dang 14 quyen sof huu, quyen sir dung trong trutng hop hop dong, giao 
dich lien quan den tai san do (xuat trinh kern ban chinh de doi chieu). 

- ThZri han giai quyet: 

Khong qua 02 (hai) ngdy lam viec, ke tit ngay nhan du ho so yeti can 
chimg thuc hoac co the keo dai han theo thea thuan bang van ban vaii ngued yen 
cau chiing thuc. Truang hop keo dai tiled hart giai quyet thi nguesi tie!) nhan h6 
so phai co phial hen ghi r6 then gian (gia, ngay) tra kat qua cho ngueri yeti can 
chirng thuc. 

- Doi twying thtyc hien thu tyc hanh chinh: Ca nhan, to chirc. 

- Co quan thtyc hien thii tyc hanh chinh: tJ y ban nhan dan cap xa. 

- Ket qua thtyc hien tha tyc hanh chinh: Hop clang, giao dich dugc 
chimg thuc. 

- Le phi: 30.000 dOng/hop dOng, giao dich. 

Ca nhan, he gia dinh vay von tai to chirc tin dung de phuc vu phat trien 
n6ng nghiep, ruing thon theo quy dinh tai Nghi dinh so 55/2015/ND-CP ngdy 
09/6/2015 dm Chinh phi!' ve chinh sach tin dung phuc vu phat trien nong nghiep, 
Ming thon thi thong phai Op le phi chimg thuc hop &Mg the chap tai san. 

- Ten matt don, intati to.  khai: Khong. 

- Yeu eau, dieu kien thtyc hien thu tyc hanh chinh: 
- Can cu' Oaf, 157 cua thii tyc hanh chinh: 
+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ye cap 

ban sao tit so goc, chimg thuc ban sao tir ban chinh, chimg thuc chit 14 va chimg 
thuc hop thing, giao dich; 

+ ThOng to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia 
BO Tel chinh va130 Tu phap quy dinh mirc thu, the do thu, nep va quan lY le phi 
chimg thuc ban sao tir ban chinh, chirng duly chit  14, chimg thuc hop dOng, giao 
dich; 

+ Thong to so 20/2015/TT-BTP rigay 29/12/2015 ctia Bo Tu phap quy 
dinh chi tiet va hudmg dan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu ve cap ban sao tir so goc, chimg thuc ban 
sao tux ban chinh, chimg thuc chit ky va chirng thuc hop dOng, giao dich. 
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5. Thu tyc chting thyt vitt sira doi, IA sung, hay 136 hop dong, giao 
dich 

- Trinh tit than 

+ Ngugi yeu cau chimg thuc xuat trinh giay to nay ,than con gia trisir 
dung de.  ngueri thgc hien chimg thgc kiOrn tra va nOp 01 b0 116 sa. 

+ Viec sin doi, bo sung, tiny b6 hop (tong, giao dich da dugc chung thgc 
chi duac thuc hien khi cep thee thuan bang van ban cila cac ben tham gia hop 
dung, giao dich. 

+ Viec sin doi, b6 sung, huy 66 hop dang, giao dich dugc thuc hien tai ca 
quan da chirng thgc hop &Ong, giao dich. 

+ Ngueri that hien chung thgc kiem tra giay to trong ho sa yeu cau chimg 
that, neu day du tai thai diem chung thuc cac ben tham gia hgp dong, giao dich 
to nguyen, minh man va nhan thgc, lam chii dugc hanh vi cua minh thi thuc hien 
chirrig thgc. 

+ Cac ben tham gia hop clang, giao dich phai ky truac mat ngugi thge 
hien chung thuc. Truing hgp ngugi c6 tham guyen giao kat hop (long cua cac to 
chat tin dung, doanh nghiep da dangk9 chi( k9 mau tai ca quan thuc hien churls 
thgc thi c6 the k9 trugt vao hod (long; ngueri that hien chung thuc phai doi 
chieu chit k9 cua h9 trong hop &mg vai chit ky mau truac khi thgc hien chimg 
that, neu nghi nger chit ky trong hgp &Ong khac voi chit ky mau thi yeu cau 
ngueri da k9 trutc mat. 

+ Truing hop ngudi yeu cau chung thgc thong ky dugc thi phai diOm chi; 
neu ngueri d6 khong d9c duoc, thong nghe dugc, thong k9, khong diem chi 
dugc thi phai co 02 (hai) ngugi lam,  chung. Nguiyi lam chung phai co 	nang 
lac hanh vi dan sir  va khong co quyen, Igi ich hoac nghia vu lien quan &On hgp 
(long, giao dich. Ngueri lam chimg do natrgi yeu cau chimg thuc 1)6 tri. Tn.rerng 
hop ngugi yeu cau chimg thuc khong bo tri dugc thi de nghi ca quan thuc hien 
cluing thuc chi dinh ngugi lam chung. 

+ Ngugi that hien chimg thgc ghi loi chung twang (mg vii tong loai hgp 
&Ong, giao dich theo mau quy dinh; k9, ghi rel,h9 ten, deoti dau 	ca quan thuc 
hien chung that 	ghi vao so chung thgc. Doi veri,hgp thing, giao dich co to 02 
(hai) trang trey len, thi tong trang phai dugc danh s6 thir tg, c6 chit k9 cua ngugi 
you cau chimg thgc va ngueri thgc hien chung thgc; so lugng trang va led chung 
dugc ghi tai trang cuoi cua hgp (long, giao dich. Truing hop hgp thing, giao 
dich co to 02 (hai) to ter len thi phai (long dau giap lai. 

+ Trong trugng hgp ngueri yeu cau chung thuc khong thong thao tiOng 
Viet thi phai co ngueri phien dich. Ngtrai phien dich IA ngueri phai ,c6 nang Itrc 
hanh vi dan,str day 	theo quy dinh 	phap luat, thong thao tiong,  Viet ma 
ngugi yeti cu chung th uc sir dung. Ngueri phien dich do ngueri yeu cau chimg 
thuc mai hoac do ca quan that hien chung thuc chi dinh. Thu lao phien dich do 
nguen yeu cau chimg thgc tra. Ngugi phien dich co trach nhiem dich day du, 
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chinh xac not dung cila hop dang, giao dich, not dung lai chimg cho ngueri yeti 
cau chimg thuc va ky vao tong trang hgp &Ong voi to each la ngueri phien dich. 

+ Nguai yeu cau chimg thvc nhan kat qua tai nui nOp ho sa. 

- Cfich thtic thkrc hien: NOp ha sa va nhan kat qua true tiep tai BO phon 
flap nhOn va tra kat qua - UBND cap xa. 

- Thanh phAn, so !trying Into so: 

Ngueri yeu cau chimg thuc nap 01 (m0t) b0 ha sa yeu cau chung thuc, 
gam cac giay to sau day: 

+ H9p &rig, giao dich da dugc chirng thuc; 

- Du thao hop dong, giao dich sira doi, be) sung, hily 136 hgp dong, giao 
dich da ducc chimg thuc; 

+ Trong truang hyp not dung sirs doi, ba sung c6 lien quan den tai san thi 
ngueri yeu cau chimg thyc phai,  nOp ban sao kern ban chinh de deli chieu giay 
chirng nhan quyen 	hau, quyen sir dung hoac ban sao giay to thay the dugc 
phap luot‘quy dinh doi vOi tai san ma phap luat quy dinh phai dang kY quyen so 
hiru, quyen sir dung, trir truemg hop ngueri lap di chic clang bi cai chat de doa 
den tinh mang. 

A - Thai hyn grail quyet: Trong ngay co quan, to chirc tiep nhan yeu eau 
hoac trong ngay lam viec tiep theo, neu tiep nhan y8u cau sau 15 gia. Tnrang 
hop tra kat qua trong ngay lam viac tiep theo thi nosed tiep nhOn ho so phai co 
phieu hen ghi ro tiled gian (gib, ngay) tra ket qua cho ngithi yeu cau chirng thuc. 

- Doti ttrqng thuc hien thii tyc hanh chinh: Ca nhan, to chirc. 

- Cos quan thkrc hien thu tyc hanh chinh: Oy ban nhan dan cap xd. 

- Wet qua thtyc hien thit tyc hanh chinh: Hgp dang, giao dich dugc 
chimg thyc. 

- 	phi: 20.000 dang/hop clang, giao dich. 

- Ten matt don, nail, to khai: Khang. 

- Yen au, dein kien thyt hien dill tyc hanh chinh: 

Viec sira doi, ba sung, hily b6 hop clang, giao dich da dirge chimg thuc 
chi dugc thuc hien khi c6 them thuon bang van ban cda cac ben tham gia hgp 
dong, giao dich. 

- Can cur Oat) ly cfia thii tyc hanh chinh: 

+ Nght dinh so 23/2015/ND-CP ngly 16/02/2015 cua Chinh phu ye cap 
ban sao to so goc, chimg thvc ban sao tir ban chinh, chimg thvc chit kY va chimg 
thuc hgp clang, giao dich; 

+ ThOng to lien tich sa 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cita 
BO Tai chinh va BO Tu phap quy dinh mat thu, the dO thu, nap va quail 1Y le phi 
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chUng thvc ban sao tir ban chinh, chUng thkxc chit k5r, chUng thkrc hop &zing, giao 
dich; 

+ Th8ng to so 20/2015/TT-BTP ngay 29/12/2015 dm BO Tu phap quy 
dinh chi tiet va huerng dan thi hanh mot so dieu ctla Nghi dinh so 23/2015/ND-
CP ngdy 16/02/2015 cua Chinh ph6 ye cap ban sao tir s8 g6c, chUng thkrc ban 
sao tit ban chinh, chUng thvc chi) k.Sr Ira chimg thvc hop long, giao dich. 
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6. Thu tyc stra loi sai sot trong hap dong, giao dich 

- Trinh tty thtyc hien: 

+ Ngtrai yeu eau chimg thuc nip 01 be h6 so. 

+ Viec sira lei sai sot trong khi ghi chep, in hop clang, giao dich da throe 
chirng thuc dugc thuc hien theo them thuan bang,van ban dm cac ben tham gia 
hop dong, giao dich, neu khong lam anh huang den quyen, nghia vu cua cac ben 
va dugc thuc hien tai ca quan da chimg thuc hap &Ong, giao dich. 

+ Nguesi thuc hien chimg thuc gach chan lei sai sot can,sira, dong dAu ctia 
ca quan thuc hien chimg thuc va ghi vao ben le dm hgp &Ong, giao dich nOi 
dung da sira, ho ten, chit kjr caa nguiyi sira, ngay thang nam sira. 

+ Ngueri yeti cau chimg thuc nhan k& qua tai not nip 116 so. 

- Cach that thqc hien: Nip he so va nhan ket qua trot tiep tai B6 phon 
tiep nhan va tra ket qua - UBND cap xa. 

- Thanh plan, so luvng hO so': 

Nguai yeu can chimg thuc nip 01 (mit) b(5% he so yeti cau chimg thuc, 
gem cac gray to sau day: 

+ Ban sao GiAy chirng minh nhan dan hoac HO chieu con gia tri sir dung 
cua nguai yeu cau chimg thuc (xuat trinh kern ban chinh de cf .& chieu); 

+ Van ban theta thuan ve viec sira 16i sai sot trong hgp dong, giao dich da 
dugc chirng thuc. 

+ Hop dong, giao dich da dugc chi:mg thuc; 

+ Ban sao giay chimg nhan quyen so hilu, quyen sir dung hoac ban sao 
giay to thay the dirge phap luat quy dinh doi veri tai san ma phap luat ,quy dinh 
plied dang 	quyen sohiru, quyen sir dung trong truemg hop hgp dong, giao 
dich lien quan den tai san do (xuat trinh kern ban chinh de doi chieu). 

- Thai han giii quyet: Trong ngay ea quan, to chic tiep nhan yeu cau 
hoac trong ngay lam viec tiep theo, neu tiep nhan yeu cau sau 15 Oa. Truemg 
hop tra ket qua trong ngay lam viec tiep theo thi nguori tiep than ho so pilaf: co 
phieu hen ghi rO thai gian (gier, ngay) tra ket qua cho ngueri yeu cau chi:mg thuc. 

- Din ttrqng thkrc hien tha tyc hanh chinh: Ca nhan, to chat. 

- Co' quan thine hien thii tyc hanh chinh: Thy ban nhan dan cap xa. 

- Ket qua thtyc hien dal tyc hanh chinh: Hoop ding, giao dich dirge sirs 
lei ky thuat. 

- Le phi: 10.000 deng/h9p dong, giao dich. 

- Ten InAu don, matt to khai: KhOng. 

- Yeu cau, dieu kien thiyc hien thii tyc hanh chinh: Khong. 

- Can cu phip 13',7 cila thii tyc hanh chinh: 
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+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phd ye cap 
ban sao tir so goc, chimg ditre ban sao tir ban chinh, chimg thttc chit 14 va chimg 
thtrc hop dong, giao dich; 

+ Thong to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cUa 
BO Tai chinh va BO Tu phap quy dinh mite thu, the dO thu, nop va pan 19 le phi 
chi:mg thuc ban sao tir ban chinh, chi:mg thgc chit k9, chimg thgc hap (tong, giao 
dich; 

+ Thong to so 20/2015/TT-BTP npy 29/12/2015 ciia BO Tu phap quy 
dinh chi tiet \fa huong d'an thi hanh mot so diet' cua Nghi Binh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu ye cap ban sao tir so goc, chirng thgc ban 
sao tir ban chinh, cluing dux chit 14 ya chimg thgc hop dung, giao dich. 
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7. Thu tyc cap ban sao cif) 	thtyc tir ban chinh hqp dtmg, giao 
Bich da du•g•c chting thus 

- Trinh tu• thu•c hien: 

+ Ngueri yeu cau cap ban sao c6 chimg thuc tir ban chinh hop &ring, giao 
dich phai xuat trinh cac giay to theo quy dinh. 

+ Nguari thuc hien chimg thuc kiem tra giay to do ngueri yeu cau cap ban 
sao c6 chgng thirc tir ban chinh hop thing, giao dich xuat trinh. 

+ Ca quan thuc hien chdrig thus tien hanh chup tir ban chinh hop deng, 
giao dich dang &rot ltru tit va thgc hien chi:mg thuc nhu sau: 

* Ghi day du loi chgng chung thirc chi) k9 theo mAu quy dinh; 

* Ky, ghi re ho ten, dong &Au dm co quan, to chirc thgc hien chimg thirc 
va ghi vao so chgrig thgc. 

Doi van ban sao cep 02 (hai) trang ger len thi ghi lai chimg vao trang cuai, 
neu• ban sao c6 tir 02 (hai) to tr& len thi phai &mg dau giap lai. 

M6i ban sao duet chi:mg thuc tir met ban chinh giay to, van ban hoac 
nhieu ban sao &roc chi:mg thuc tir met ban chinh giay to, van ban trong ding 
met thiOi diem dirge ghi met se chimg thirc. 

- Cach thu•c thu•c hien: Nbp he so va nhan ket qua true tiep tai Be phan 
tiep• nhan va tra ket qua - UBND cap xa. 

- Thinh plan, s6 Itryng 	Nguen yeu cau chimg thirc xuat trinh ban 
chinh hoac ban sao c6 chi:mg thuc Giay chgng minh nhan dan hoac H15 chieu 
con gia tri sir dung. 

- Thai han giai quyet: Trong ngay co quan, t6 chirc tiep nhan yeu cau 
hoac trong ngay lam viec tiep theo, neu tiep nhan yeu cau sau 15 gib. Truerng 
hop tra lc& qua trong ngay lam viec tier, theo thi ngueri dap nhan h6 so phai co 
phial hen ghi re thOi gian (gier, ngay) tra Let qua cho ngithi yeu cau chgng thuc. 

- Doi ttryng thtyc hien thii tyc hanh chinh: Ca nhan, to chic. 

- Co quan thu•c hien thti tyc hanh chinh: fly ban nhan dan cap xa. 

- Ket qua thtyc hien thii tyc hanh chinh: Ban sao hop ding, giao dich 
throe chi:mg thgc. 

- Le phi: 2000 dang/trang; tix trang thin 3 ter len thi mai trang thu 1000 
deng/trang, ninmg mire thu tad da thu knong qua 200.000 deng/ban. 

- Ten mAu don, mAu ter khai: Khorig. 

- Yeu cau, dieu kien thu•c hien thu tyc hanh chinh: 

Hop thing, giao dich da duet chimg thuc con dang ltm tra tai UBND cap )(a. 

- Can dr phi') Iy ciia thu tyc hanh chinh: 

15 



+ Nghi dinh s'8 23/2015/ND-CP ngay 16/02/2015 dm Chinh phii ye cap 
ban sao tit so DSc, chimg thuc ban sao tit ban chinh, chUng thuc chit kY va chimg 
thuc hop 'Jong, giao dich; 

+ Thong to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ctla 
BO Tai chinh va BO Tu phap quy dinh mile thu, che dO thu, nOp va quart ly le phi 
chfrng thuc ban sao tix ban chinh, chimg thuc chit ky, chUng thuc hop clang, giao 
dich; 

+ Th8ng to s6 20/2015/TT-BTP ngay 29/12/2015 cilia BO Tu phap quy 
dinh chi tiet va hudrng dan thi hanh mot so dieu cua Nghi dinh s8 23/2015/ND-
CP ngay 16/02/2015 cilia Chinh phi ye cap ban sao tit so goc, thing that ban 
sao tit ban chinh, chUng thuc cher kY va chUng thuc hop &Mg, giao dich. 
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8. Thii tic chfrng thkrc di chile 

- Trinh to thuc WO: 

+ Nguai yeu cau chimg thuc nap 01 bO ho so yeu cau chimg thuc. 

Nguai thuc hien chimg thkrc kiem tra giay to trong ho so yeu eau chimg 
thuc, neu day du tai thai diem chimg thkrc cac ben tham gia hgp clang, giao dich 
to nguyOn, minh man vi nhan thirc, lam chn duge hanh vi cua minh thi thkrc hi8n 
chimg thuc. 

+ Nguai lap di chile phai k9 truat mat nguai thkrc hiOn chimg thuc. 

+ Trubng hop nguai yeu cau chimg thuc khong k9 duge thi phai diOm chi; 
neu nguai do khong doe dugc, khong nghe dugc, khong ky, khong diem chi 
duge thi phai co 02 (hai) nguai lam,  chi:mg. Nguai 	chimg phai co 	nang 
19c hanh vi clan skr ye. khong co quyen, lgi ich hoac nghia v9 lien quan den hgp 
&mg, giao dich. Nguai lam chimg do ngueri yeu cau chimg thuc bo tri. Truang 
hop nguai yeu cau chimg thuc khong bo tri dugc thi de ngh1 co quan thuc hien 
chi dinh nguai lam chimg. 

+ Nguai thuc hien chimg thuc ghi lai chimg tucrng Ung yeti tong loai hop 
&mg, giao dich theo miu quy dinh; ky, ghi ho ten, &mg dau 	co quan thuc 
hien chimg thuc va ghi vao so chimg thgc. Doi veri di chic co tit 02 (hai) trang 
tror len, thi tong trang phai duge &rib so thir tkr, co chit ky cua nguai yeu cau 
chimg thuc va nguai thkrc hien cluing thuc; so luting trang va lai chimg dirge 
ghi tai trang#  cuoi cda di chic. Truerng hyp di chic co tir 02 (hai) to fro.  len thi 
phai doing dau giap lai. 

+ Trong truang hgp nguai yeu cau Chung th9c !thong thong Olio tiOng 
ViOt thi phai c6 nguai phien dich. Nguai phien dich la nguai phai #c6 nang lkrc 
hanh vi dan ,s9 day 	theo quy dinh ctia phap luat, thong thao tieng,ViOt ma 
nguai yeu cau chimg thuc sir dung. Nguai phien dich do nguai yeu cau chimg 
thuc mai hoac do co quan thuc hiOn chimg thkrc chi dinh. Thu lao phi8n dich do 
nguai you cau chi:mg thkrc tra. Nguai phien dich co trach nhiOm dich day 
chinh xac nOi dung dm hop don& giao dich, not dung led chimg Cho nguai yeu 
cau chimg thuc vi ky vao fling trang di eh& veri to each la nguai phien dich. 

- Cach that thuc 	Nip ha so va nhan kat qua nye tip tai BO phan 
ti8p nhan va tra ket qua - UBND cap xa. 

- Thinh phan, so ltry.ng ho so: 

Nguai yeu cau chimg thuc nip 01 (mit) bo ho so yeu cau chimg thuc, 
gam cat giay to sau day: 

+ Du thao di thuc; 

+ Ban sao Giay chimg minh nhan dan hoac Hi chiau can gia tri sir dung 
cna nguai yeu cau chimg thuc (xuat trinh kern ban chinh dee dai chieu); 

+ Ban sao giiy chUng nhan quyan s& hill, quyOn sir dung hoac ban sao 
giay to thay the dirge phap luat quy dinh doi yeti tai sin ma phap luat quy dinh 
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phai clang kY quyen so huu, quyen sir dung trong truing hop hop ding, giao 
dich lien ,quan den tai san d6; frit truang hop nguen lap di,chnc dang cai chez 
de d9a den tinh mang (xuat trinh kern ban chinh de doi chieu). 

- Thai hyn giai quyet: 

Khong qua 02 (hai) ngay lam viec, ke tit ngay nhAn du ho so yeu cau 
chimg thuc hoac co the keo dai hon theo thoa thuAn bang van ban viai,nguoi yeu 
cau chi:mg thvc. Truemg hop keo dai theyi 	giai quyet thi nguiai tiep nhAn ho 
so phai co phieu hen ghi r6 then gian (gib, ngay) tra ket qua cho ngueri you eau 
chimg thuc. 

- D6i twyng thyt hien thii tyc hanh chinh: CA nhan. 

- Cu quan thyt hien thfi tyc hanh chinh: Uy ban nhan dan cap xa. 

- Ket qua thirc hien thfi tyc hanh chinh: Di chile &rot chUng thvc. 

- Le phi: 30.000 ding/di chnc. 

- Ten matt dun, matt to. khai: Khong. 

- Yeu au, dieu kien thiyc hien thil tyc hanh chinh: 'Chong. 
- Can dr phap Iy ciia thu tyc hanh chinh: • 

+ Nghl dinh s6 23/2015/ND-CP ngay 16/02/2015 cna Chinh phu ve cap 
ban sao tic so goc, Chung thvc ban sao tic ban chinh, chUng thuc chi) kY va chimg 
thuc hop &Ong, giao dich; 

+ Thong tu lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cda 
BO Tai chinh Ara BO Tu phap quy dinh mUc thu, the do thu, nip va quart lY le phi 
chimg thuc ban sao tit ban chinh, chimg thuc chit ky, chUng thuc hop clang, giao 
dich; 

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cna BO Tu phap quy 
dinh chi tiet va huerng dan thi hanh mot so dieu cua Nghl dinh s6 23/20I5/ND-
CP ngdy 16/02/2015 cna Chinh phu ve cap ban sao tic so g6c, chUng thuc ban 
sao tit ban chinh, chUng thvc chit ky va chi:mg thuc hcrp dong, giao dich. 
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9. Thii tyc chfrng thtyc van bin tir choi nhin di san 

- Trinh tty thtrc hqn: 

+ Ngueri yeu can chimg thvc n8p 01 bO 119 so yell cau chimg thvc. 

+ Ngiren thvc hien chimg thvc kiem tra giay to trong ho so yeu cau chimg 
thvc, neu day do tai thai diem chirng thuc cac ben tham gia hgp (long, giao dich 
to nguyen, minh man va nhan thirc, lam chn dugc hanh vi cua minh thi thvc hien 
Chung thvc. 

+ Ngueri tilt ch9i nhan di san ky truerc mat nguai thvc hien chirng thvc. 

+ Truang hyp nguai yeu cau chi:mg thuc khong ky dugc thi phai diem chi; 
neu nguai do khong doe dirge, khong nghe duge, kh6ng k9, khong diem chi 
duge thi phai co 02 (hai) nguai lam,  Chung. Nguori lam chimg phai co 	nang 
lvc hanh vi dan sv va khong c6 quyen, lgi ich hoac nghia vu lien quan den hgp 
dong, giao dich. Nguari lam chirng do nveri yeu cau chimg thvc 136 tri. Truang 
hop nguai yeu cau chimg thuc khong bo tri dugc thi de nghi co quan thuc hien 
Chung thvc chi dinh nguai lam chirng. 

+ Ngueri time hien chimg thvc ghi lai chimg tucmg img vai tang loai hgp 
dong, giao dich theo mau quy dinh; k9, ghi r6 h9 ten, dong dau dm co quan thvc 
hien chimg time ya ghi vao so chimg thvc. Doi voi van ban tir choi co tit 02 
(hai) trang tra len, thi tang trang phai dugc danh so thir tv, co chit k9 cua nguai 
you cau chimg thvc va nguai thvc hien chimg thvc; so lugng trang va lai chimg 
duge ghi tai trang cued dm van ban tit choi:  Tnriang hgp van ban tir ch6i nhan di 
san co tir 02 (hai) to tra len thi phai &Mg dau giap lai. 

+ Trong truang hgp nguai yeu cau chimg thvc khong thong thao tiong 
Viet thi phai co nsuoi phien dich. Nguai phien dich la nguai phai ,c6 nang lye 
hanh vi dan ,so day du theo quy dinh 	phap luat, thong thao tieng,  Viet ma 
nguai yeu cu Chung thuc sir dong. Ngueri phien dich do nguai yeu cau chi:mg 
thvc mai hoac do co quan thvc hien chimg thuc chi dinh. Thu lao phien dich do 
nguai yeu cau chimg thvc tra. Nguesi phien dich co trach nhiem dich day du., 
chinh xac not dung cilia hop &Mg, giao dich, not dung leri Chung Cho nguai yeu 
cau chimg thvc va ky vao tang trang van ban tir choi nhan di san voi to each la 
nguai phien dich. 

- Cich tithe thiyc WO: Nap 119 so va nhan kat qua true tiap tai B9 phan 
tiep nhan va tra ket qua - UBND cap xa. 

- Thinh phin, so Itrcyng ho su: 

Ngueri you cau chimg thvc Op 01 (mOt) 130 119 so yeu cau chirng thus, 
gom cac giay to sau day: 

+ Dv thao van ban tir ch6i nhan di san; 

+ Ban sao Giay chimg minh nhan dan hoac Ho chieu con gia tri sir dong 
cilia nguai yeu cau chimg thvc (xuat trinh kern ban chinh de doi chieu); 
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+ Ban sao giay chimg nhan quyen sec hitu, quyen sir dung hoac ban sao 
giay to thay the dugc phap luat quy dinh doi veri tai san ma phap luat ,quy dinh 
phai clang k9 quyen so' 	quyen 	dung trong truemg hop hop dung, giao 
dich lien quan den tai san d6 (xuat trinh kern ban chinh de doi chieu). 

- Thai hyn giai quyet: 

Khong qua 02 (hai) ngdy lam viec, ke tir ngdy nhan du h6 so yeu eau 
chimg thuc hoac co the keo dai hon theo th6a thuan bang van ban vai ngueri yeti 
eau chimg thuc. Tru&ng hop keo dal theri han giai quyet thi ngueri tiep nhan h6 
so phai co phieu hen ghi ro thdi gian (gig, ngay) tra ket qua cho ngueri yeu cau 
chimg thuc. 

- Doi twang dug hien thu tyc hanh chinh: Ca nhan, to chirc. 

- Cos quan thtyc hien thii tyc hanh chinh: Uy ban nhan dan cap xa. 

- Ket qua thtrc hien thu tyc 'faith chinh: Van ban tir ch6i nhan di san 
dugc chirng thuc. 

- Le phi: 30.000 dang/van ban. 

- Ten maw don, matt khai: Khong. 

- Yeu eau, dieu kien thtyc hien thii tyc hanh chinh: Khong. 

• - Can cti phip 15,  ciia thii tyc hanh chinh: 

+ Nghi dinh se 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ‘4 cap 
ban sao tir so goc, chimg thuc ban sao tir ban chinh, chimg thuc chit k9 va chimg 
thus hop &rig, giao dich; 

+ Thong to lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ctia 
B6 Tai chinh va B6 Tu phap quy dinh mire thu, the c16 thu, n6p va quail 19 le phi 
chung thtrc ban sao tit ban chinh, chimg thuc chu k9, chimg thuc hop dong, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP n&ay 29/12/2015 dm 136 Tu phap quy 
dinh chi tiet va huerng dan thi hanh mot so di'eu cua Nghi dinh so 23/2015/ND-
CP ngdy 16/02/2015 ciia Chinh phi) ve cap ban sao tir so goc, chirng thuc ban 
sao tix ban chinh, chimg thuc chu k9 va chimg thuc hop clang, giao dich. 
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10. Thu ttic chting thyc van ban thoa than phfin chia di san ma di 
san la Ong san, quyen sir citing dfit, nha 

- Trinh tty thuc hien: 

+ Ngtrai yeu cau chimg thvc nap 01 b0 ha so yeu cau chimg thvc. 

+ Ngugi thuc hien chimg thuc kiam tra giay to trong ho so yen cau chimg 
thgc, neu day du tai tiled diem chimg thuc cac ben tham gia hop (long, giao dich 
tv nguyen, minh man va nhan thitc, lam chn duoc hanh vi cua minh thi thvc hien 
chimg thvc. 

+ Cac ben tham gia thee thuan phan chia di san phai k)",  truck mat ngueri 
thgc hien chimg thuc. 

+ Tnrong hop ngueri yeu can chimg thvc khong 14 dugc thi phai diem chi; 
neu nguiti do khong doc dugc, khong nghe dugc, khong k3tr, khong diem chi 
dugc thi phai co 02 (hai) ngueti lam,  chimg. Nguiti lam chimg phai co 	nang 
luc hanh vi dan skr va khong co quyen, igi ich hoac nghia vu lien quan den hop 
Bong, giao dich. Ngued lam chimg do naueri yeu cau chimg thuc bo tri. Truang 
hop nguai yeu cau chimg thgc khong be, tri duoc thi de nghi co quan thuc hien 
chimg thvc chi dinh ngueri lam chimg. 

+ Ngueri thuc hien cluing thuc ghi l&i chimg tucmg irns voi tiling loai hop 
&Ong, giao dich theo mau quy dinh; kY, ghi re fig ten, dong dau dm co quan thuc 
hien chimg thvc va ghi vao so chimg thvc. Doi veri van ban thoa thuan co tir 02 
(hai) trang trey len, thi tong trang phai duoc danh so thir tv, c6 chit 14 ciia ngugi 
yeu cau chimg thuc va ngueri thgc hien chirng thvc; so luting trang va lai chimg 
duoc ghi tai trang cuoi cna van ban thee thuan. Truemg higp van ban thoa thuan 
co tit 02 (hai) to trey len tin phai clang dau giap lai. 

+ Trong truang hop nguari yeu can chimg thuc khong thong thao tiang 
Viet thi phai co ngueri phien dich. Ngueri phien dich la ngueri phai co nang luc 
hanh vi dan,skt day du theo quy dinh cna phap luat, thong thao tieng,  Viet ma 
ngueri yeu cau cluing thgc sir dung. Nguiti phien dich do nguai yeu cau chimg 
thvc men hoac do co quan thuc hien chimg thvc chi dinh. Thu lao phien dich do 
nguai you cau chimg thirc tra. Ngueri phien dich co truth nhiem dich day dii, 
chinh xac not dung cilia hop dong, giao dich, not dung lai chimg cho nguiti yeu 
cau chimg thvc va 14 vao tirng trang van ban thoa thuan vgi to cach la nguoi 
phien dich. 

- Cach thilt thtyc hien: Nap ha so va nhan ket qua trve tiap tai BO phan 
tiap nhan va tra kat qua - UBND cap xa. 

- Thanh pan, so luting ho so: 

Ngireri you can chimg thgc nOp 01 (m0t) b0 ha so yeu cat' cluing thuc, 
gom cac giay to sau day: 

+ Dv than van ban thoa thuan phan chia di san; 
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+ Ban sao Giay chi:mg minh nhan dan hoac Ho chi8u con gia tri sir dvng 
cua nguiti yeu cau chirng thvc (xuat trinh kern ban chinh de d8i chieu); 

+ Ban sao giay cluing nhan quyen sa him, quyen sir dung hoac ban sao 
giay to thay the dugc pith)) luat quy dinh doi voi tai san ma phap luat ,quy dinh 
phai clang kyi quyen se( 	quyen sir dvng trong truing hop hop dong, giao 
dich lien quan den tai san do (xuat trinh kern ban chinh de doi chieu). 

- Thai hyn giii quyet: 

Khong qua 02 (hai) ngay lam vi8c, ke tir ngay nhan di) h8 so yeti cau 
chi:mg thvc hoac co the keo dai hon theo theta thuan bang van ban vori,ngtroi yeu 
cau chimg thvc. Trizemg hop keo dai thgi 	giai quyet thi nguiti ti8p nhan ho 
so phai co phieu hen ghi ro thgi gian (giet, ngay) tra ket qua cho ngtrai yeu cau 
chimg thvc. 

- Bei twyrng thtrc hien thil tyc hanh chinh: Ca nhan, to chirc. 

- Ca quan thyt hien thii tyc hanh chinh: UBND cap xa. 

- Ket qua thyt hien thii tyc hanh chinh: Van ban theta thuan phan chia 
di san dugc chimg thuc. 

- 14 phi: 30.000 clang/van ban. 

- Ten rnAu dun, mAu tor khai: Khong. 

- Yen cau, diet' kien thyt hien thti tyc hanh chinh: Khong. 

- Can dr phi') ly cim thii tuc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phO v8 cap 
ban sao tir so goc, chimg thuc ban sao tir ban chinh, chimg thvc chit k.S/ va chimg 
thvc hop clang, giao dich; 

+ Thong tu lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 dm 
Bo Tai chinh va B8 Tu phap quy dinh mat thu, ch'e (18 thu, n8p va quan ,157 18 phi 
chirng thvc ban sao tir ban chinh, chimg thvc chit Icyi, chimg thvc hop dong, giao 
dich; 

+ Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cila Bq Tu phap quy 
dinh chi tie't va huong dan thi hanh mot so dieu cita Ngh1 dinh so 23/2015/ND-
CP ngay 16/02/2015 cira Chinh phu ve cap ban sao tir so goc, chimg thuc ban 
sao tix ban chinh, chimg thvc chit 14 va chirng thuc hop (long, giao dich. 
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11. Thil ttic chting thyt van ban khai nh4n di san la iging san, quyen 
sir dyng d'at, MIA & 

- Trinh to thyt 

+ Nguai yeu cau Chung thuc n6p 01 Who so yeu cau chimg thirc. 

+ Nguigi time hien chimg thirc kiem tra giay to trong h8 so yeu cau chirng 
thire, neu day du tai thigi diem chimg time cac ben tham gia hgp dong, giao dich 
tir nguyen, minh man va nhan thirc, lam chn dirge hanh vi cum minh thi thvc hien 
Chung thirc. 

+ Cac ben tham gia khai nhan di san phai kY tnroc mat nguai thirc hien 
chimg thirc. 

+ Truang hgp nguai y8u cau chimg thirc khong ky dirge thi phai diem chi; 
neu nguai do kliOng doe doge, khong nghe dirge, khong ky, kh6ng diem chi 
dirge thi phai co 02 (hai) nguai lam,  chimg. Ngueri lam chimg phai co 	nang 
lire hanh vi dan sir va khong coquyen, lgi ich hoac nghia vu lien quan den hop 
dong, giao dich. Ngirigi lam chimg do natrigi yeu cau chimg thirc 1)6 tri. Truang 
hgp nguai yeu cau chimg time khong bo tri dirge thi de nghi ca quan thvc hien 
chimg thirc chi dinh nguigi lam Ching. 

+ Ngueri time hien chimg time ghi lai chimg tucrng 1mg voi tong loci hgp 
clang, giao dich theo mau quy Binh; ky, ghi rO h9 ten, dong dau 	ca quan thirc 
hien chimg thirc va ghi vao so chimg thus. Doi I/6i van ban khai nhan co tir 02 
(hai) trang trig 	thi tong trang phai dirge danh so thin tv, co chir ky dm ngirigi 
yeu cau chimg thus va nguai thvc hien Ching thvc; so lugng trang va lai chimg 
dirge ghi tai trang cuoi dm van ban khai nhan di san. Truang hop van ban khai 
nhan co tir 02 (hai) to trig len thi phai thing dau giap lai. 

+ Trong truang hop nguai yeu cau chimg thirc khong thong thao tie 
Viet thi phai co wen phien dich. Nguigi phien dich la nguai phai ,c6 rrang lir 
hanh vi dan,su day 	theo quy dinh 	phap luAt, thong thao tieng,  Viet m 
nguai yeu eau chi:mg time sir dung. Nguigi phien dich do nguai yeu cau ch' 
time mai hoac do co quan thus hien chimg thirc chi dinh. Thu lao phien dich o 
nguai yeu cau chimg time tra. Ngueri phien dich co tech nhiem dich day 
chinh xac not dung cila hop dong, giao dich, n6i dung len chimg cho nguai yeti 
cau chimg thirc va ky vao tong trang van ban khai nhan di san vari to each la 
nguai phien dich. 

- Cach that thirc 	N6p ho so va nhan ket qua true tiep tai B6 phan 
tiep nhan va tra ket qua - UBND cap xa. 

- Thanh phan, so Itryng ho so: 

Ngueri yeu eau chimg thirc n6p 01 (m6t) bia ho so yeu eau chimg thvc, 
Om the giay to sau day: 

+ Du thao van ban khai nhan di san; 
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+ Ban sao Giay chimg minh nhan dan hoac Ho chieu con gia tri sUr dung 
cua nguai yeu cau chimg thuc (xuAt trinh kern ban chinh d6' d6i chi8u); 

+ Ban sao giAy chUrng nhAn quyen sa hixu, quyen sir dung hoac ban sao 
giay to thay the duac phap luat quy dinh doi \fed tai san ma phap luAt quy dinh 
phai dang k)2 quyen se' hau, quyen stir dung trong truang hop van ban khai nhAn 
di san lien quan den tai san do (xuat trinh kern ban chinh 	doi chieu). 

- Thai hin giii quytt: 

Khong qua 02 (hai) ngay lam vie'c, ke tit ngdy nhan du ho sit y8u cat' 
chi:mg thuc hoac c6 the keo dai han theo th6a thuAn bang van ban veri,ngueri yeu 
cau cluing thvc. Truang hop keo dai the" ban giai quyet thi nguti tiep nhan h6 
sa phai c6 phieu hen ghi rO thoi gian (gia, ngay) tra ket qua cho ngueri yeu eau 
chorng thvc. 

- Dfii tuvng thtyc hien thfi tyc hanh chinh: Ca nhan, to chdc. 

- Ca quan thyc hien thfi tyc hanh chinh: UBND cap xa. 

- Ket qui thyc hien thfi tyc hanh chinh: Van ban khai nhAn di san &roc 
chimg thvc. 

- Le phi: 30.000 dOng/van ban. 

- Ten tau din, man to khai: Khong. 

- Yeu cau, ditu kien thuc hien thu tyc hinh chinh: Khong. 
- Cfin cir pita') ly cfia thfi tyc hanh chinh: 

+ Nghi dinh se) 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi) v8 cap 
ban sao tit so g6c, chi:mg thvc ban sao tit ban chinh, chi:mg thvc chal4 va chimg 
thvc hop dong, giao dich; 

+ Thong to lien -Lich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 dm 
BO Tai chinh va BO Tu phap quy dinh mire thu, the dO thu, nicip va quan 1S,  le phi 
chung thvc ban sao to ban chinh, chi:mg thvc chit lori, chimg thvc hop dong, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm BO Tu phap quy 
dinh chi tiet va twang dan thi hanh mot so dien cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu ve cap ban sao tit so gac, chimg thvc ban 
sao tit ban chinh, chimg thuc chit kyr va chimg thvc hop dong, giao dich. 
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