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QUYET PINH

Veé viée cong bo thii tuc hanh chinh sira d6i, bo sung, bai bo trong cac linh
vire quoc tich, diing ky bién phap biao dam, chirng thwe va pho bién, glao
duc phap luat thugc pham vi chirc nang quan ly cia Sé Tw phap; tham
quyén giai quyét ciia Uy ban nhin dan cap huyén, Uy ban nhan dan cap xa

CHU TICH UY BAN NHAN DAN TiNH

Can cik Ludt Té chire chinh quyén dia phuong ngay 19 thang 6 nam 2015,

Can cir Nghi dinh 56 63/2010/NP-CP ngay 08 thang 6 nam 2010 ciia Chinh
phu vé kiém soat thu tuc hanh chinh;

Can cw Ngh: dinh s6 92/2017/NP-CP ngay 07/6/2017 cia Chinh phii sica

doi, bé sung mot s6 diéu cua cde Nghi dinh lién quan dén kiém sodt thu tuc hanh
chinh;

Can cir Théng twr s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 cua Bg

truong, Chii nhiém Vin phong Chinh phii hieéng dan vé nghiép vu kiém sodt thi
tuc hanh chinh;

Xét dé nghi ciia Giém déc Scr Tuw phdp tai To trinh s6 1095/TTr-STP ngay
26 thang 6 nam 2020.

QUYET PINH:

Diéu 1. Cong bd kém theo Quyét dinh nay 45 thu tuc hanh chinh (TTHC)
dugc sira dbi, bo sung, 05 TTHC bi bai bo thudc pham vi, chirc nang quan ly cua
S Tu phap; tham quyén giai quyét ciia Uy ban nhan dén cép huyén, Uy ban nhan
dan cap x4, gom:

- TTHC stra ddi, bd sung: linh vuc quédc tich (05 TTHC), linh vuc chimg
thye (22 TTHC), linh vye dang ky bién phap bao dam (18);

- TTHC bai bé: linh vuc qudc tich (01 TTHC), linh vuc pho bién gido duc
phap luat (04 TTHC).

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

Nhimg quy dinh vé 50 TTHC thudc cac linh vue chimg thyec, dang ky bi¢n
phap bao dam, qudc tich da duge Chu tich Uy ban nhan dan tinh cong b6 tai Quyét
dinh s 2687/QD-UBND ngay 17 thang 9 nim 2019 vé viéc cong bd thi tuc hanh



chinh thugc pham vi chirc ndng quan ly cta S¢ Tu phap; thAm quyén giai quyet
ciia Uy ban nhan dan cap huyén, Uy ban nhan dan cap xa va Quyet dinh so
1009/QD-UBND ngay 10/4/2020 vé viéc cong bé TTHC sira doi, bo sun

bal bo trong cac 11nh vuc cong chu.'ng, ly llch tu phap, khiéu na1 to cao, 18

quyét caa Uy ban nhan dan cap x3 bj bai bo.

Pié¢u 3. Chanh Vian phong Uy ban nhan dan tinh; Giam déc S& T ol
Thu truéng cac S&, ban, nganh; Uy ban mnhan dan cac huyen thi xa, tha
Uy ban nhan dén cac xa, phuong, thi trdn va céc td chirc, c4 nhan co lién quan

chiu trach nhiém thi hanh Quyet dinh nay./. 4

Noi nhin:f%._ CHU TICH
- Nhu Diéu 3;
- Cuc KSTTHC - VPCP;
- TT.TU, TT.HDND tinh;
- CT, cac PCT UBND tinh;
- LDVP, NC, Website;
- Trung tdm hanh chinh cong;
- Luu: VT. (¢
U




PHAN I
DANH MUC THU TUC HANH CHINH SUA POI, BO SUNG, BAI BO
THUQC PHAM VI CHUC NANG QUAN LY CUA SO TU PHAP;
THAM QUYEN GIAI QUYET CUA UY BAN NHAN DAN CAP HUYEN,
UY BAN NHAN DAN CAP XA
(Ban hanh kém theo Quyét dinh sé 2040 /OP-UBND
ngay 28 thang 7 nam 2020 ciia Chii tich Uy ban nhdn dan tinh Binh Dwong)

B. Danh muc thii tuc hanh chinh sira d6i, b6 sung thudc tham quyén giai
quyét cia Uy ban nhin dan cap huyén

STT Tén tha tuc hanh chinh Trang
I. Linh vuc chirng thue
Thu tyc chimg thyc ban sao tir ban chinh cac gidy t0, van
ban do co quan, t6 chirc co tham quyén cta Viét Nam; co
1. | 1. |quan, t6 chuc co tham quyén cia nudc ngoai; co quan, to 143
chuc ¢ tham quyen cua Viét Nam hen két v6i co quan, t6
chue c6 tham quyén ciia nudc ngodi cap hoac chiing nhan
Thu tuc ching thuc chit ky trong cac gidy td, vin ban (ap
dung cho ca trudng hop ching thye diém chi va truong hop
ngudi yéu cau chung thuc khong thé ky, khong thé diém
chi dugc)
Thu tuc chung thyc chit ky nguoi dich ma nguoi dich la
cong tac vién dich thuat cua Phong Tu phap
Thu tuc chung thyc chit ky nguoi dich ma nguoi dich khong
phai la cong tac vién dich thuat
Thu tuc ching thuc hop dong, giao dich lién quan dén tai
san la dong san
Thu tuc chtng thyc van ban théa thuan phan chia di san ma
di san la dong san
Thu tuc ching thuc van ban khai nhan di san ma di san la
dong san
Thu tuc chimg thuc viéc stra doi, bo sung, huy bo hop dé)ng,
giao dich
9. [ 9. |Thu tyc stra 15i sai st trong hop dong, giao dich 165

Thu tuc cép ban sao c¢6 ching thuc tir ban chinh hop déng,

10. |10, . 5 T , 167
giao dich da dugc ching thuc
IL Linh viee diing ky bién phap bao dam (thudc thim quyén giii quyét ciia
Chi nhanh Van phong Pang ky dat dai)
bang ky thé chap quyén str dung dat, tai san gan lién véi
11. | 1. |dat (gdm truong hop dang ky thé chap quyen sir dung dat | 169
hoic dang ky thé chap quyén str dung dat dong thoi véi tai
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2

STT Tén tha tuc hanh chinh Trang
san gan lién voi dat hodc dang ky thé chép tai san gan lién
vOi dat)

Ping ky thé chap du 4n dau tu xdy dung nha &, nha ¢ hinh
thanh trong tuong lai

Ding ky thé chép tai san gan lién v6i dat khong phai 13 nha
13. | 3. [0 mataisan do da hinh thanh nhung chua dugce chimgnhéan | 188
quyén sé hitu trén Giéy ching nhan

bang ky bao luu quyén s¢ hiru trong truong hop mua ban
tai san gin lién v4i dat c6 bao luu quyén s hitu

Ping ky thay ddi ndi dung bién phap bao dam bang quyén
sir dung dat, tai san gan lién voi dat da dang ky

Stra chita sai so6t ndi dung bién phap bao dam bang quyén
16. | 6. |str dung dat, tai san gin lién v6i dat da dang ky do 16i cua | 209
co quan dang ky

bang ky van ban thong bao Ve viée xtr Iy tai san thé chap

12. | 2. 178

14. | 4. 198

15. | 5. 200

7.7 bang quyen sir dung dat, tai san gan lién voi dat 218
Chuyén tiép dang ky thé chap quyén tai san phat sinh tir hop

18. | 8 | 225
dong mua ban nha &

19 |9 Xdba dang ky bién phap bao dam bang quyén sur dung dat, 735

tai san gan lién vi dat

Ghi chu:

Thay thé TTHC tir trang 846 den trang 915 (Linh vuc dang ky bién phdp
bao dam thudc tham quyén gidi quyét ciia Chi nhdanh Van phong dang ky dat dai)
Muc C, Phan II ban hanh kém theo Quyét dinh sé6 2687/0P-UBND ngay
17/9/2019.

C. Danh muc thu tuc hanh chinh dugc sira ddi, bo sung thudc thAm quyén
gidi quyet cia Uy ban nhan dan cap xa

STT Tén thu tuc hanh chinh Trang

Linh vuc chirng thue

Ching thue ban sao tir ban chinh céc gidy to, vin ban do co
1. | 1. |quan, to chirc c6 tham quyén cua Viét Nam cap hodc chung | 244
nhan

Ching thuc chit ky trong cac gidy to, vin ban (ap dung cho
2. | 2. |catruong hop chung thuc diém chi va truong hop nguoi yéu | 246
cau chimg thuc khong thé ky, khong thé diém chi duoc)




Chung thuc hop dong, giao dich lién quan dén tai san 1a

3.1 3. |44 , N Lo 1 249
dong san, quyén su dung dat va nha &

4. | 4. |Chtng thuc di chuc 252

5. | 5. |Chung thuc van ban tir chéi nhan di san 255
Chung thyc van ban théa thuan phan chia di san ma di san la

6- 6 A 9 A 9 A N9 258
dong san, quyén su dung dat, nha &
Chung thuc van ban khai nhan di san ma di san 1a dong san,

7. 17 A X \ 261
quyén su dung dat, nha &
Chimg thyc viéc sira doi, bo sung, hay bo hop dong, giao

8. | 8 |5 264
dich

9. | 9. |Sira16i sai sot trong hop dong, giao dich 267
Cép ban sao c¢6 ching thyc tir ban chinh hop dong, giao dich

10. [ 10. | .. . 269
da dugc ching thuc

Ghi chu:

Thay thé TTHC tir trang 1062 dén trang 1081 (Linh vuc chiing thuc) Phan
I, Muc D ban hanh kem theo Quyét dinh so 2687/OP-UBND ngay
17/9/2019.

E. Danh muc thi tuc hanh chinh bij bii bé thudc thim quyén giai quyét cia
cap huyén

STT Tén tha tuc hanh chinh

Linh vue phd bién, gido duc phap luét

1. | 1. | Thua tuc cong nhan bao cio vién phap luat huyén

2. | 2. | Tha tyc mién nhiém bao cao vién phap luat huyén

Ghi chu:
Bai b6 TTHC tir trang 678 dén trang 682 (Linh viee Quoc tich) Phan II, Muc
B; tir trang 771 dén trang 774 (Linh vuc phé bién, gido duc phdp ludt) Phdn
II, Muc B va tir trang 1055 dén trang 1058 (Linh vuec phé bién, gido duc phdp
ludt) Phan II, Muc C ban hanh kém theo Quyét dinh s 2687/0P-UBND
ngay 17/9/2019.
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B. NOI DUNG THU TUC HANH CHINH PUQC SUA POI, BO
SUNG THUQC THAM QUYEN GIAI QUYET CUA CAP HUYEN

1. Thu tuc chlrng thue ban sao tur ban chinh cac gléy to, van ban do co
quan, t6 chirc c6 tham quyen cua Viét Nam; co quan, t6 chirc c6 tham quyen
cia nwéc ngoal, co’ quan, t6 chu’c ¢6 thim quyen cia Viét Nam lién két v6i
co quan, to chirc cé thim quyén ciia nwéc ngoai cap hoiic chirng nhan

1.1. Trinh ty thyuc hién:
- Bude 1: Nguoi yéu ciu ching thuc hoan chinh hd so theo quy dinh.

- Bude 2: Nguoi yéu cau chung thuc ndp ho 50 tryc tiép tai BO phan tiép
nhan ho so va tra két qua cua Uy ban nhan dan cip huyén.

+ Nguwoi yéu cau chimng thuc phdi xudt trinh ban chinh gidy to, van bdan lam
co so dé chung thyc ban sao va ban sao can chung thuc.

+ Truong hop nguoi yéu cau chimg thiec chi xudt trinh ban chinh thi co
quan, 16 chirc tlen hanh chup tir ban chinh dé thuc hién chimg thuec, trir truong
hop co quan, t6 chire khong c6 phwong tién dé chup.

+ Nguwoi thuc hién chung thuc kiém tra ban chinh, déi chiéu véi ban sao,
néu ngi dung ban sao diing véi ban chinh. Ban chinh gidy to, van ban khéng thudc
cdc trieong hop bdn chinh gidy to, van ban khéng dwoc ding lam co sé dé chiing
thwc ban sao thi thuc hién ching thuc nhu sau:

* Ghi day dv loi chimg chitmg thwe ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi 16 ho tén, déng dau ciia co quan, t6 chirc thwe hién chimg thyc va
ghi vao so chung thuc.

Poi véi ban sao c6 tir 02 (hai) trang tré 1én thi ghi 16 chitng vdo trang cudi,
néu ban sao co tw 02 (hai) to tro lén thi phadi dong dau gidp lai.

Mbéi ban sao dwoc chung thyc tw mot ban chinh gicfy t0, van ban hodc nhiéu
ban sao dwoc chirng thwc tir mot ban chinh gidy to, van ban trong cung mot thoi
diem dwoc ghi mot so6 churng thyec.

- Bude 3: Nguoi yéu cau ching thuc nhan két qua tai noi nop ho so. Trong
truong hop tur chdi ching thue, Phong Tu phap phai giai thich 13 1y do bang van
ban cho nguoi yéu cau ching thuec.

1.2. Cach thirc thwe hién: Truc tiép tai BO phan tiép nhén hd so va tra két
qué cua Uy ban nhan dan cap huyén.

1.3. Thanh phén, s6 lwong ho so: Ban chinh gidy to, van ban 1am co s¢ dé
chirg thuc ban sao va ban sao can ching thuc. Truong hop nguoi yéu cau chimg
thuc chi xudt trinh ban chinh thi co quan, t6 chic tién hanh chup tir ban chinh dé
thuwe hién chimg thuwe, triv truong hop co quan, té chire khéng cé phwong tién dé
chup. Bdn sao tir ban chinh dé thwe hién chitng thuwce phdi c6 day i cac trang da
ghi thong tin cua ban chinh.
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1.4. Thoi han giai quyet Trong ngay CO quan, t6 chuc tlep nhan yeu cau
hodc trong ngay lam vi¢c tlep theo, néu tiép nhan yéu ciu sau 15 gio. Ddi VOl
truong hop cung mot lic yéu cau chimg thue ban sao tur nhiéu loai ban chinh gidy
td, van ban; ban chinh c6 nhiéu trang; yéu cau s6 luong nhiéu ban sao; ndi dung
giéy to, van ban phuc tap kho kiém tra, d6i chiéu ma co quan, td chirc thue hién
ching thuc khong thé dap img dugc thoi han quy dinh néu trén thi thoi han ching
thue duge keo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai hon
theo thoa thuén bang van ban vOi ngudi yéu cau chung thue. Trueong hop tra két
qua trong ngay lam viéc tiép theo hodc phdi kéo dai thoi gian theo quy dinh thi
ngueoi tiép nhdn hé so phdi c¢é phiéu hen ghi ré thoi gian (gic, ngay) trd két qud
cho nguoi yéu cau chimg thie.

1.5. Poi twong thue hién thi tuc hanh chinh: Ca nhan, to chic.
1.6. Co quan thwe hién thi tuc hanh chinh: Phong Tu phap.

1.7. Két qua thwe hién thi tuc hanh chinh: Ban sao dugc chimg thuc tir
ban chinh.

1.8. Phi (néu c6): 2.000 dong/trang. Tir trang thir ba tré 1én thu 1.000
dong/trang, nhung murc thu t61 da khong qua 200.000 dong/ban. Trang la can cir
deé thu phi duogc tinh theo trang ctia ban chinh.

1.9. Tén miu don, miu té khai: Khong.
1.10. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu c6):

Ban chinh gidy to, vin ban khong duoc dung 1am co sé dé chtng thyc ban
sao:

- Ban chinh b1 téy x0a, stra chita, thém, bt nd1 dung khong hop 1€.

- Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh déng diu mat ctia co quan, to chtic c6 tham quyén hodc khong
dong dau mat nhung ghi rd khong duoc sao chup.

- Ban chinh ¢6 ndi dung trai phéap luét, dao dirc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché do xa hdi chu nghia Vi¢t Nam; xuyén tac lich st ctia
dan tdc Viét Nam; xic pham danh du, nhan pham, uy tin cua ca nhan, t6 chuc; vi
pham quyén cong dan.

- Ban chinh do co quan, to chtic ¢6 thim quyén clia nuée ngodi cap, cong
chung hodc chimg nhan chwa duge hop phap héa lanh sy theo quy dinh cua phap

luat trir hé chiéu, thé can cude, thé thuong trii, thé cu trii, gidy phép ldi xe, bang
tot nghiép, chirng chi va bang diém kém theo bang tot nghiép, chimg chi.

- Gidy to, van ban do ca nhan ty 1ap nhung khong c6 xac nhéan va dong dau
clia co quan, t6 chirc co tham quyén.

1.11. Can cw phap ly cua tha tuc hanh chinh:
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- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip ban
sao tu 80 goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

- Thong tu s~5 01/2020/TT—BT1,D ngc‘ly 03/3/2020 cua B;é Tw phap quy dinh chi
tiet va huwong dan thi hanh mﬁt ,so” diéu cua Ngﬁj dmh 56 23/2015/NP-CP ngay
16/02/2015 cua Chinh phu vé cdp ban sao tir $0 goc, chung thwc ban sao tir ban
chinh, chitng thuc chir ky va chirng thwce hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va str dung phi chung thuc.
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2. Thii tuc chirng thue chir Ky trong cac gidy to, viin ban (ap dung cho
ca trwong hgp chirng thuc diém chi va trweong hop nguoi yéu cau chimg thue
khong thé ky, khong thé diém chi dugc)

2.1. Trinh ty thye hién:
- Bude 1: Nguoi yéu ciu ching thuc hoan chinh hé so theo quy dinh.

- Buée 2: Nguoi yéu cau ching thuc ndp hd so truc tiép tai B phén tiép
nhén ho so va tra két qua ctia Uy ban nhan dan cap huyén.

+ Nguoi yéu cau chimg thyc chit ky/diém chi/khong thé ky, khong thé diém
chi duoc phdi xuat trinh cac gidy to phuc vu viéc chung thuc chir ky.

+ Trong trieong hop nguoi yéu cau chirng thwe khéng théng thao tiéng Viét
thi phai co nguoi phién dich. Nguoi phién dich phai la ngwo“i co nang lyc hanh vi
dan s day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chirng thue sir dung. Nguwoi phién dich do ngwoi yéu cau chimg
thwe moi hoac do co quan thwc hién chung thuc chi dinh. Thu lao phién dich do
ngueoi yéu cau chimg thiee tra.

+ Nguwoi thie hién chitng thue (hodc nguwoi tiép nhdn ho so trong truong hop
tiép nhdn tai bo phan mot ciea, mot cira lién thong) kiém tra gidy to yéu cau chimg
thuee, néu thay dii giay to theo quy dinh, tai thoi diém chimng thire, nguoi yéu cdu
chitng thuwe minh mdn, nhan thirc va lam chu dwoc hanh vi cua minh va viéc ching
thuee khong thudc cdc truong hop khéng dwege chimg thuwce chit ky thi yéu cau ngueoi
yéu cdu chimg thuc ky/diém chi truée mdt va thyce hién chimg thwe nhw sau:

* Ghi ddy dui loi chimg chumg thuc chir ky theo mau quy dinh phia duoi chir
ky dwoc chimg thuc hodc trang lién sau ciia trang gidy to, van ban cé chir ky dwoc
chung thuc, Néu ho so tlep nhan tai bo phdn mot cua, mot cua lién thong thi
ngueoi tiép nhdn ho so ky vao dwdi 1oi chitng theo mau quy dinh va chuyén ho so
cho nguoi thuc hién chung thuec,

* Nguoi thiee hién chitng thiee ky, ghi 6 ho tén, déng dau cia co quan, 16
chure thue hién chung thuc va ghi vao so6 chung thuec.

DPoi véi gidy to, van bdan c6 tir (02) hai to tré 1én thi phdi déng ddu gidp lai.
Truong hop loi chung duoc ghi tai to lién sau cua trang co chir ky thi phai dong
dau giap lai gitta giay to, van ban chung thyc chir ky va trang ghi loi chiung.

- Bude 3: Nguoi yéu cau chung thie nhan két qua tai noi ndp ho s0. Trong
truong hop tu chdi chimg thuc, Phong Tu phap phai giai thich 16 1y do bang van
ban cho nguoi yéu cau chimg thyec.

2.2. Cach thirc thye hién: Truc tiép tai BO phan tiép nhan hd so va tra két
qua ctia Uy ban nhan dan cap huyén. Vlec ching thuc dugc thyc hién ngoai tru
80 cua co quan thyc hién ching thyc néu ngudi yéu cau chimg thue thude dién
gia yéu, khong thé di lai dugc, dang bi tam giir, tam giam, thi hanh an phat, tu
hodc ¢6 1y do chinh dang khac.

2.3. Thanh phan ho so:
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- Ban chinh hodc ban sao c6 ching thyc Gidy ching minh nhan dan/Can
cuoc cong ddn hodc HO chi€u con gia tri sir dung;

- Gidy to, van ban ma minh se yéu cdu chueng thyece chi ky. Truong hop chirng
thuc chit ky trong gidy to, van ban bang tzeng nude ngodi, néu ngu’o’z tiép nhdn
hé so, nguoi thuc hién chwng thuc khéng hiéu ré ndi dung cia glay to, van ban
thi dé nghi nguoi yéu cau chimg thwe ndp kém theo ban dich ra tiéng Viét cia
gidy to, van ban. Ban dich ra tiéng Viét khéng phdi cong chirng hodc chimg thuc
chit ky nguoi dich, nhung nguoi yéu cau chung thwe phai chiu trach nhiém vé tinh
chinh xac cua ban dich.

2.4. Thoi han thue hién yéu cau chirng thye: Trong ngay CO quan, to churc
tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau
15 g10. Truong hop tra két qua trong ngdy lam viéc tiép theo thi nguoi tiép nhan
hé so phdi c6 phiéu hen ghi ré thoi gian (gio, ngay) trd két qua cho nguoi yéu cau
chung thyec.

2.5. Poi twong thue hién thii tuc hanh chinh: C4 nhan.

2.6. Co quan thuc hién thu tuc hanh chinh: Phong Tu phép.

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

2.8. Phi (néu c6): 10.000 dong/truong hop. Trudng hop duoc hiéu 1a mot
hozc nhiéu chit ky trong ciing mot gidy to, van ban.

2.9. Tén miu don, miu to khai: Khong,

2.10. Yéu cau, diéu Kién thye hién thii tuc hanh chinh (néu c6):

Truong hop khong dugce ching thuc chir ky:

- Tai thoi diém chung thuc, ngudi yéu cau ching thuc chit ky khong nhan
thirc va lam cha duoc hanh vi ciia minh.

- Ngudi yéu cau ching thuc chit ky xuat trinh Gidy ching minh nhéan
dan/Can cuoc cong ddn hoac H chi€u khong; con gia tri sir dung hodc gia mao.

- Gidy t0, van ban ma ngudi yéu cau ching thuce ky vao c6 ndi dung trai phap
luat, dao durc xa hoi; tuyén truyén, kich dong chién tranh, chéng ché d6 x3 hoi chu
nghia Vi¢t Nam; xuyén tac lich sir ciia dan toc Viét Nam; xic pham danh dy, nhan
pham, uy tin cta c4 nhan, to chirc; vi pham quyén cong dan.

- Gidy to, van ban ¢6 néi dung la hop ddng, giao dich; trir Gidy iy quyén
trong cdc truong hop Gidy uy quyen: (1) 1y quyén vé viéc nop ho nhdn hé ho S0,
giay to, trie truong hop phap luat quy dinh khong duoc uy quyeén; (2) iy quyén
nhan ho lvong hu’u buu pham, tro cap, phu cap, (3) uy quyén nho trong nom nha
cira; (4) ity quyén cua thanh vién hé gia dinh dé vay vén tai Ngan hang chinh sdach
xd hoi; hodc true truong hop phap ludt cé quy dinh khac.

2.11. Can ctr phap ly cua thu tuc hanh chinh:
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- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip ban
sao tu 80 goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

- Thong tw s~5 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh chi
tiet va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phui vé cap ban sao tir s6 goc, chimg thuwc ban sao tir ban
chinh, chitng thuc chir ky va ching thuc hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan ly va str dung phi chung thuc.
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3. Tha tuc chirng thuc chir ky nguwoi dich ma ngwoi dich 1a cong tac vién
dich thuat cia Phong Tw phap

3.1. Trinh ty thye hién:
- Bu6e 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yéu cau chimg thuc nop ho so truc tiép tai BO phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cip huyén.

+ Nguoi yéu cau chimg thwe chiv ky ngwoi dich phdi xudt trinh cdc gidy to
phuc vu viéc chung thuc chit ky nguoi dich.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhdn ho so trong trieong hop
tiép nhdn hé so tai bo phdn mot cuea, mot cua lién thong) kiém tra glay to do nguoi
Yéu cau chimng thuwe xudt trinh, néu thdy di glay 1o theo quy dinh va gidy to, vin
ban dwoc dich khéng thudc cdc trieong hop gidy to, vin ban khéng dwoc dich dé
chitng thuec chir ky nguoi dich thi thyuc hién chung thuc nhuw sau:

* Khi thuc hién chung thuc, nguoi thuc hién chung thuc phai doi chiéu chir
ky cua nguoi dich trén ban dich voi chir ky mau trude khi thuce hién chung thuc,
trieong hop nghi ngo' chit ky trén ban dich sé véi chit ky mdu thi yéu cau nguoi
dich ky truoc mat.

* Ghi ddy dii loi chimg chimg thiee chit ky nguoi dich theo mau quy dinh;

* Ky, ghi ro ho tén, dong ddu cia co quan, 16 chirc thue hién churng thyc va
ghi vao so chung thuec.

Déi véi ban dich gidy to, van ban ¢é tir 02 (hai) trang tré 1én thi ghi 16i
chirng vao trang cuoi, néu giay to, van ban co twe 02 (hai) to tro lén thi phai dong
dau giap lai.

- Bude 3: Ngudi yéu cau ching thye nhan két qua tai noi ndp hd so. Trong
truong hop tir choi chung thuc, Phong Tu phap phai giai thich rd 1y do bang van
ban cho ngudi yéu cau chung thuec.

3.2. Cach thirc thyc hién: Truc tiép tai BO phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cap huyén.

3.3. Thanh phan hé so: Ban dich va gidy to, van ban can dich.

3.4. Thoi han thyce hién: Trong ngay co quan, to chuc tiép nhan yéu cau
hodc trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio hodc co thé
kéo dai hon theo thoa thuan bang van ban vOi ngudi yéu cau ching thuc. Truong
hop trd két qua trong ngay lam viéc tiép theo hodc phdi kéo dai thoi gian theo
thoa thudn thi nguoi tiép nhdn ho so phdi co phiéu hen ghi ro thoi gian (gio, ngay)
tra két qua cho nguoi yéu cau chung thuec.

3.5. Poi twong thue hién thi tuc hanh chinh: C4 nhan.
3.6. Co quan thyce hién thi tuc hanh chinh: Phong Tu phap.

3.7. Két qua thue hién thi tuc hanh chinh: Gidy to, vin ban duoc chimg
thuc chit ky nguoi dich.
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3.8. Phi (néu c6): 10.000 ddng/trudng hop.

3.9. Tén miu don, miu to khai: Khong,

3.10. Yéu cau, diéu Kién thye hién thii tuc hanh chinh (néu c6):

Gidy to, van ban khong dugc dich dé chimg thuc chir ky nguoi dich:

- Gidy to, van ban da bi ty x6a, sira chita; thém, bot ndi dung khong hop 18.

- Giéy t0, van ban bi hu hong, cili nat khong xac dinh dugc ndi dung.

- Gidy to, van ban dong ddu mat cta co quan, to chirc c6 thim quyén hodc
khong dong dau mat nhung ghi r6 khong dugce dich.

- Gi:fly t0, van ban c6 ndi dung trai phap luat, dao duc xa hoi; tuyén truyén,
kich dong chién tranh, chong ché dd xa hoi chu nghia Viét Nam; xuyén tac lich
st cua dan toc Viét Nam; xtc pham danh dy, nhan pham, uy tin cua ca nhan, t6
chtrc; vi pham quyén cong dan.

- Gidy to, van ban do co quan, t6 chic c6 thAim quyén ciia nudc ngoai cap,
cong chirng hoac chu:ng nhan chua dugc hop phap hoa lanh su theo quy dinh cua

phap luat trir hé chiéu, thé can cude, thé thuong tri, thé cu trik, gidy phép ldi xe,
bang tot nghiép, chieng chi va bang diém kém theo bang tot nghiép, chirng chi.

3.11. Can ctr phap ly cua thu tuc hanh chinh:

- Nghi dinh 6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip ban
sao tur s6 goc, ching thyc ban sao tir ban chinh, chimg thyuc chir ky va chimg thuc
hop dong, giao dich;

~ -Thong tr 5:0”’ 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tu phap quy dinh chi
tiet va huong dan thi hanh mét so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s goc, chung thuc ban sao tir ban
chinh, churng thyc chir ky va chung thuc hop dong, giao dich,

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cia B¢ Tai chinh quy
dinh murc thu, ché do thu, ndop, quan ly va str dung phi ching thuc.
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4. Tha tuc chirng thue chir ky ngwoi dich ma ngwoi dich khong phai la
cOng tac vién dich thuat

4.1. Trinh ty thye hién:
- Bu6e 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yéu cau chimg thuc nop ho so truc tiép tai BO phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cip huyén.

+ Nguoi yéu cau chimg thwe chiv ky ngwoi dich phdi xudt trinh cdc gidy to
phuc vu viéc chung thuc chir ky nguoi dich.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhdn ho so trong trieong hop
tiép nhdn hé so tai bo phdn mot cura, mot cua lién thong) kiém tra glay to do nguoi
Yéu cau chitng thuwce xudt trinh, néu thdy di gmy 1o theo quy dinh va gidy to, vin
ban dwoc dich khong thudc cac truong hop gidy to, van ban khong dwoc dich dé
chuirng thuc chir ky nguoi dich thi yéu cau nguoi dich ky truéc mat va thuc
hién chung thuc nhu sau:

* Ghi ddy dii 1oi chimg chimg thwee chit ky nguoi dich theo mdau quy dinh;

* Ky, ghi 16 ho tén, déng ddu ciia co quan, t6 chirc thwe hién chimg thuc va
ghi vao so chung thuec.

Déi véi ban dich gidy to, van ban ¢é tir 02 (hai) trang tré 1én thi ghi 16i
chitng vao trang cudi, néu gidy to, vin ban ¢ tir 02 (hai) to tré 1én thi phdi dong
ddu gidp lai.

- Bude 3: Nguoi yéu cau ching thye nhan két qua tai noi ndp hd so. Trong
trudng hop tir chdi chung thye, Phong Tu phéap phai giai thich rd 1y do bang van
ban cho ngudi yéu cau ching thuc.

4.2.7Cz'1ch thire thuc l}ién: Truc tiép tai BO phan tiép nhan hd so va tra két
qué cua Uy ban nhan dan cap huyén.

4.3. Thanh phan ho so:

- Ban chinh hoc ban sao ¢6 chimg thyc Gidy Chimg minh nhan dan/Can
cuoc cong dan hoac HY chiéu con gia tri s dung;

- Ban chinh hoic ban sao tir s6 goc, ban sao c6 chung thuc bang ctr nhan
ngoai ngt tr¢ [én vé thur tiéng nudce ngoéli can dich hodc bang tot nghi€p dai hoc
try 1én doi véi thir tiéng nudc ngoai can dich; trir trudng hop dich nhiing ngoén
ngit khong pho bién ma nguoi dich khong co bang ctr nhan ngoai ngir, bang tot
nghiép dai hoc nhung thong thao ngdn ngit can dich thi phdi nép ban cam két vé
viéc thong thao ngon ngit do va chiu trach nhiém vé ngi dung ban dich;

- Ban dich dinh kém gidy to, vin ban can dich.

4.4. Thoi han thuc hién Trong ngay co quan, té chuc tiép nhan yéu cau
hodc trong ngay lam viéc tlep theo, néu tiép nhan yéu cau sau 15 gio hodc c6 thé

kéo dai hon theo théa thuin bang vin ban vGi ngudi yéu cau ching thuc. Truong
hop tra két qua trong ngdy lam viéc tiép theo hodc phdi kéo dai thoi gian theo
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théa thudn thi nguoi tiép nhan hé so phdi c6 phiéu hen ghi ré thoi gian (gio, ngay)
tra két qua cho nguwoi yéu cau chitng thuec.

4.5. Poi twong thue hién thi tuc hanh chinh: C4 nhan.

4.6. Co quan thuc hién thu tuc hanh chinh: Phong Tu phép.

4.7. Két qua thye hién thi tuc hanh chinh: Gidy to, vin ban duoc chimg
thuc chir ky nguoit dich.

4.8. Phi (néu c6): 10.000 dong/truong hop.

4.9. Tén miu don, miu to khai: Khong,

4.10. Yéu cau, diéu Kién thye hién thii tuc hanh chinh (néu c6):

* Phong Tw phdp chi chung thuc chir ky nguoi dich khong phai la cong tac
vién khi nguoi do tw dich gidy to, van ban cua minh.

* Gidy to, vin ban khong duogc dich dé chtng thuc chir ky ngudi dich:

- Gidy t0, vin ban da bi tay x0a, stra chita; thém, b6t ndi dung khong hop 18.

- Giéiy to, van ban bi hu hong, cii nat khong xac dinh dugc ndi dung.

- Gidy to, van ban dong d4u mat cua co quan, to chirc ¢6 thim quyén hodc
khong dong dau mat nhung ghi rd khong dugc dich.

- Giéy to, van ban cc')’ ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén,
kich dong chién tranh, chong ché d§ xa hoi chu nghia vViét Nam; xuyén tac licl}
st cua dan toc Viét Nam; xuc pham danh du, nhan pham, uy tin cua ca nhan, to
churc; vi pham quyén cong dan.

- Gidy t0, vin ban do co quan, to chirc ¢6 tham quyén cta nudc ngodi cap,
cong ching hoac chu:ng nhan chua dugc hop phap hoa lanh su theo quy dinh cua
phap luat, trur glay hé chiéu, thé can cude, thé thuong trii, thé cu trii, gidy phép
ldi xe, bang tot nghiép, chitng chi va bang diém kém theo bang tot nghiép, chiing
chi.

4.11. Can ctr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha vé cip ban
sao tr sO goc chimg thyc ban sao tir ban chinh, chirng thyc chit ky va chirng thuc
hop dong, giao dich;

- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tuw phdp quy dinh chi
tiét va huéng dan thi hanh mét sé diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phii vé cdp ban sao tir s6 géc, chimg thire ban sao tir ban
chinh, chitng thiee chit ky va chitng thuc hop dong, giao dich;

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta Bo Tai chinh quy
dinh mutrc thu, ché do thu, ndp, quan 1y va str dung phi ching thuc.
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5. Thii tuc chirng thwe hop dong, giao dich lién quan dén tai san 1 dong
san

5.1. Trinh ty thye hién:

- Bu6e 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yéu cau chimg thuc nop ho so truc tiép tai BO phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cip huyén.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhdn hé so trong truong hop
tlep nhan ho so' tai bo phdn mgt cwea, mot cua lien thong) kiém tra gidy to trong
hé so yeu cau chimg thiee, néu day di, tai thoi diém chiing thuwc cdc bén tham gia
hop dong, giao dich tw nguyén, minh man va nhdn thire, lam chii dwoc hanh vi
ciia minh thi tiép nhdn ho so, thuc hién chirng thuec.

+ Cdc bén tham gia hop dong, giao dich phdi ky triedc mdt nguoi thuc hién
chitng thue, néu hop dong cé tir hai trang tré lén thi phdi ky vao timg trang.
Trieong hop nguwoi yéu cau chimg thue ndp hé so tai bp phdn mét cira, mot cua
lién thong thi cdc ben tham gia hop dong giao dich phai ky truéc mat nguoi tiép
nhdn hé so. Truong hop nguoi ¢é tham quyén giao két hop déng ciia cdc té chirc
tin dung, doanh nghiép da dang ky chir ky mdu tai co quan thuc hién chung thuc
thi ¢6 thé ky trudc vao hop dong; nguoi thuc hién chitng thuc phai doi chiéu chiv
ky ciia ho trong hop dong véi chiv ky mau trude khi thuc hién chimg thie, néu
nghi ngo' chir ky trong hop dong khdc véi chit ky mau thi yéu cau nguoi dé ky
truwoc mat.

+ Truong hop nguoi yéu cau chirng thiee khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoe, khéng ky, khéng diém chi dwoc
thi phai co 02 (hai) nguoi lam chung. Nguwoi lam chung phai co du nang luc hanh
vi dan sy va khong co quyén, loi ich hodac nghia vu lién quan dén hop déng,
giao dich. Ngwoi lam chimg do nguoi yéu cau chimng thue bé tri. Truong hop
ngueoi yéu cau chiing thwe khong bé tri dwoc thi dé nghi co quan thiee hién chimg
thuce chi dinh nguoi lam chung.

+ Ngu"o’z thwc hién chumg thuc (hodc nguoi tlep nhdn hé so) ghi 16i chirng
twong ung voi tung loai hop dong, giao dich theo mau quy dinh. Truong hop tiép
nhdn ho so tai b phdn mét cira, mot civa lién thong thi nguwoi tiép nhdn ho so ky

vdo tirng trang ciia hop dong, giao dich va ky vao duwdi 16i chimg theo mau quy
dinh.

Ngueoi thiee hién ching thue ky vdo timg trang ciia hop dong, giao dich (néu
ho so khong duoc tiep nhdan qua bo phdan mot cira, mot cua lién thong), ky, ghi ro
ho tén, dong ddu cua co quan thuc hién chung thyc va ghi vao so chung thuc.

Déi véi hop dong, ‘giao dich co tw 02 (hai) trang tro lén, thi tung trang phdi
duwoc danh sé thir tw; s6 lwong trang va loi chung dugc ghi tai trang cudi cua hop
dong, giao dich. Truong hop hop dong, giao dich ¢ tir 02 (hai) to tré 1én thi phdi
dong dau gidp lai.
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+ Trong trieong hop nguoi yéu cau chiing thwe khong thong thao tiéng Viét
thi phai ¢ nguoi phién dich. Nguoi phién dich phai la nguoi c¢o nang ligc hanh vi
dan sy ddy du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chimg thiee siv dung. Newoi phién dich do nguoi yéu cau chimg
thuc moi hodc do co quan thuc hién chung thuc chi dinh. Thu lao phién dich do
ngueoi yéu cau chimg thuwee trd. Ngwoi phién dich cé trach nhiém dich day du, chinh
xdc noi dung cua hop dong, giao dich, néi dung 16i chitng cho nguoi yéu cau
chitng thiee va ky vao tirng trang hop dong véi tw cach la nguoi phién dich.

- Bude 3: Nguoi yéu cau chimg thyc nhan két qua tai noi ndp hd s0. Trong
truong hop tur chdi ching thue, Phong Tu phap phai giai thich 13 1y do bang van
ban cho ngudi yéu cau ching thuc.

5.2. Cach thire thuc hié€n: Truc tiép tai BO phan tiép nhéan hd so va tra két
qué cua Uy ban nhan dan cap huyén.

5.3. Thanh phén, s6 luong ho so:

Nguoi yéu cau chung thue ndp 01 (mdt) bd hd so yéu cau chimg thuc, gdm
cac giay to sau day:

- Du thao hop déng, giao dich;

- Ban sao Gidy chimg minh nhéan dan/Cdn cudc cong déin hodc Ho chiéu con
gia tri str dung ctia ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh dé
dbi chiéu);

- Ban sao gidy chimg nhin quyén so hitu, quyén sir dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai
dang ky quyén sé hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

5.4. Thoi han giai quyét:

Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhan da ho so yéu cau chung
thuc hodc ¢6 thé kéo dai hon theo théa thuin bang Van ban voi ngu:cn yéu cau
chung thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan ho so
phdi cé phiéu hen ghi ré thoi gian (gio, ngay) trd két qud cho nguwoi yéu cau chiing
thyec.

5.5. Poi twong thuwe hién thi tuc hanh chinh: Ca nhén, t6 chuc.
5.6. Co quan thuc hién thu tuc hanh chinh: Phong Tu phép.

5.7. Két qua thuc hién thi tuc hanh chinh: Hop dong, giao dich duoc
chung thyec.

5.8. Phi (néu c6): 50.000 dong/hop dong, giao dich.
5.9. Tén miu don, miu to khai: Khong.
5.10. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu cé):

5.11. Can cu phap ly cua thu tuc hanh chinh:



155

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip ban
sao tu 80 goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

~ -Thong tw s~5 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh chi
tiet va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phui vé cap ban sao tir s goc, chimg thuwc ban sao tir ban
chinh, chitng thuc chir ky va chirng thwce hop dong, giao dich;

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan ly va str dung phi chung thuc.
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6. Thu tuc chirng thwe van ban théa thuan phan chia di sin ma di san la
dong san

6.1. Trinh ty thyc hién:
- Buée 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yéu cau chimg thuc nop ho so truc tiép tai BO phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cip huyén.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhdn hé so trong truong hop
tlep nhan ho so' tai bo phdn mgt cua, mot cua lien thong) kiém tra gidy to trong
hé so yéu cau chimg thwc, néu day du, tai thoi diém chirng thie cdc bén tham gia
van ban thoa thudn tu nguyén, minh man va nhdn thire, lam chii dwoc hanh vi ciia
minh thi tié’p nhdn ho so, thuc hién churng thuec.

+ Cdc bén tham gia thoa thudn phan chia di san phai ky truoc mat nguoi
thwc hién chung thuc, néu van ban théa thudn phdn chia di san co twe hai trang
tré lén thi phdi ky vao tirng trang. Trueong hop nguoi yéu cau chimg thuwe ndp ho
so tai bo phdn mot cua, mot cua lién thong thi cac bén thoa thudn phdn chia di
san phdi ky trude mdt nguoi tiép nhdn hé so.

+ Truong hop nguoi yéu cau chimng thiee khong ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoc, khong ky, khéng diém chi dwoc
thi phai co 02 (hai) ngwo“i lam chitng. Nguoi lam ching phai co du nang lyc hanh
vi ddn sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chirng do ngu’m yéu cau chung thuwee b6 tri. Truong hop nguoi yéu cau chimg
thuc khong bé tri duoc thi de nghi co quan thuc hién chiung thuc chi dinh nguoi
lam churng.

+ Nguoi thuc hién chimg thyc (hodc nguoi tiép nhdn hé so) ghi loi chirng
theo mdu quy dinh. Truong hop tiép nhdn hé so tai b phdn mét civa, mot cira lién
théng thi ngueoi tiép nhdn hé so ky vao tirng trang ciia van ban théa thudn phdn
chia di san va ky vao dwéi loi chirng theo mau quy dinh.

Nguoi thuc hién ching thuc ky vao tung trang cua van ban thoa thudn phan
chia di san (néu hé so khéng dwoc tiép nhdn qua b phdn mét cira, mét cira lién
théng), ky, ghi ré ho tén, déng dau ciia co quan thuwc hién chimg thwc va ghi vao
s6 ching thye.

DPoi véi van ban théa thudn phdn chia di san ¢é tir 02 (hai) trang tré 1én, thi
tirng trang phdi dwoc danh s6 thir tw; s6 lwong trang va loi chitmg dwoc ghi tai
trang cudi ciia van ban théa thudn phdn chia di san. Truong hop van ban théa
thudn phén chia di san cé tir 02 (hai) to tré 1én thi phdi déng ddu gidp lai.

+ Trong trieong hop nguoi yéu cau chiing thwe khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi
dén s ddy du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngir ma
nguoi yéu cau chimg thuc sir dung. Nguwoi phién dich do ngwoi yéu cau chimg
thue moi hoac do co quan thwc hién chung thuc chi dinh. Thu lao phién dich do
nguoi yéu cau chimg thiee trda. Ngwoi phién dich ¢é trach nhiém dich day d, chinh
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xdc ni dung ciia véin ban théa thudn ndi dung 10i chitg cho nguwoi yéu cau chimg
thue va ky vao tung trang van ban thoa thudn phdn chia di san voi tw cdch la
nguoi phién dich.

- Bude 3: Nguoi yéu cau chung thue nhan két qua tai noi ndp ho s0. Trong
truong hop tu chdi ching thuc, Phong Tu phap phai giai thich 16 Iy do bang van
ban cho nguodi yéu cau ching thuec.

6.2. Cach thirc thye hién: Truc tiép tai BO phan tiép nhan hd so va tra két
qué cua Uy ban nhan dan cap huyén.

6.3. Thanh phan, s6 luong ho so:

Nguoi yéu cau chung thuc ndp 01 (mdt) bd ho so yéu cau chimg thuc, gdom
cac giay to sau day:

- Du thao van ban thoa thuan phan chia di san;

- Ban sao Gidy chimg minh nhan dan/Can cudc cong dan hoac HY chiéu con
gia tri str dung cua nguoi yeu cau chimg thue (xuat trinh kem theo ban chinh dé
doi chiéu);

- Ban sao gidy chimg nhan quyén sd hitu, quyén sir dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh phai
dang ky quyén sd hiru, quyén st dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

6.4. Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chung
thuc hodc c6 thé kéo dai hon theo thdéa thuin bang Van ban vdi ngum yéu cau
ching thu’c., Truong hop kéo dai thoi han giai qu,yet thi nguoi tiép nhqn ho so
phdi co phiéu hen ghi ro thoi gian (gio, ngay) tra ket qua cho nguoi yéu cau chung
thuec.

6.5. Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, t6 chc.

6.6. Co quan thyc hién thu tuc hanh chinh: Phong Tu phép.

6.7. Két qua thyc hién thi tuc hanh chinh: Vin ban thoa thuan phan chia
di san dugc chung thyc.

6.8. Phi (néu c6): 50.000 déng/vin ban.

6.9. Tén miu don, miu t& khai: Khong.

6.10. Yéu cau, diéu kién thue hién thi tuc hanh chinh (néu cé):

6.11. Can cu phap ly cua thu tuc hanh chinh:

- Nghi dinh 6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip ban
sao tir s6 goc, ching thuc ban sao tir ban chinh, chimg thyc chir ky va chimg thuc
hop dong, giao dich;

~ -Thong tu {0”’ 01/2020/TT-BTP ngay 03/3/2020 cua BY Tu phap quy dinh chi
tiet va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
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16/02/2015 ciia Chinh phii vé cdp ban sao tir s6 goc, chimg thire ban sao tir ban
chinh, chirng thyc chir ky va chung thuc hop dong, giao dich,

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cia B¢ Tai chinh quy
dinh murc thu, ché do thu, ndop, quan ly va str dung phi ching thuc.
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7. Thi tuc chirng thuc van ban khai nhan di sin ma di sdn la dong san
7.1. Trinh ty thue hién:
- Bude 1: Nguoi yéu ciu ching thuc hoan chinh ho so theo quy dinh.

- Buée 2:Ngudi yéu cau chimg thuc ndp ho so tryc tiép tai Bo phan tiép
nhan ho so va tra két qua ciia Uy ban nhan dan cap huyén.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhdn ho so trong truong hop
tzep nhan ho so' tai bo phdan mgt cuira, mot cua lien thong) kiém tra gidy to trong
ho so yéu cau chimg thuwe, néu day di, tai thoi diém chimg thuc cdc bén tham gia
van ban khai nhdn di san tw nguyén, minh man va nhén thire, lam chi dwoc hanh
vi cua minh thi tié'p nhén hoé so, thuc hién chung thyec.

+ Nguoi khai nhén di san phdi ky triede mdt nguoi thiee hién chimg thiee, néu
van ban khai nhdn di san co tw hai trang tro [én thi phdi ky vao tung trang.

Truong hop nguoi yéu cau chitng thue nop ho so tai bo phdn mot ciea, mot
cira lién thong thi nguoi khai nhdn di san phdi ky trude mdt nguoi tiép nhdn ho
50,

+ Truong hop nguoi yéu cau chirng thiee khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khong nghe dwoc, khong ky, khéng diém chi dwoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam ching phai ¢ di nang luc hanh
vi dan sw va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chitng do nguoi yéu cau chimng thyc b6 tri. Truong hop nguoi yéu cau chimg
thuc khong bé tri duwoc thi dé nghi co quan thuc hién chiung thuc chi dinh nguoi
lam chirng.

+ Nguoi thuc hién ching thyc (hodc nguoi tiép nhdan hé so) ghi loi chitng
theo mau quy dinh. Truong hop tiép nhdn ho so tai bo phdn mét cira, mot ciea lién
théng thi nguoi tiép nhdn hé so ky vao tung trang cua van ban khai nhgn di san
va ky vao duoi loi chitng theo mdu quy dinh.

Nguroi thyc hién chimg thiee ky vao tirng trang cua van ban khai nhdn di san
(néu hoé so khéng duwoc tiép nhdn qua bé phdn mét cika, mét civa lién thong), ky,
ghi 16 ho tén, déng ddu cia co quan thwc hién chitng thiee va ghi vao sé chimg
thue.

DPoi voi van ban khai nhan co tir 02 (hai) trang tro lén, thi ting trang phai
duwoc danh s6 thir tu, co chir ky cua nguoi yéu cau chumg thuc va nguoi thuc hi¢n
chitng thue; so lwong trang va loi chimg dwoc ghi tai trang cudi ciia van ban théa
thudn. Trieong hop van bdan khai nhdn cé tir 02 (hai) to tré lén thi phai déng ddu
giap lai.

+ Trong treong hop nguoi yéu cau chiing thwe khéng thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi
dan sy day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngi ma
nguoi yéu cau chimg thuc sir dung. Nguwoi phién dich do ngwoi yéu cau chimg
thue moi hoac do co quan thuc hién chung thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thiee trda. Ngwoi phién dich ¢é trach nhiém dich day d, chinh
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xdc ni dung ciia véin ban théa thudn ndi dung 10i chitg cho nguwoi yéu cau chimg
thuc va ky vao tung trang van ban khai nhdn di san voi tw cach la nguoi phién
dich.

- Bude 3: Nguoi yéu cau chung thue nhan két qua tai noi ndp ho s0. Trong
truong hop tu chdi ching thuc, Phong Tu phap phai giai thich 16 Iy do bang van
ban cho nguodi yéu cau ching thuec.

7.2. Cach thirc thye hién: Truc tiép tai BO phan tiép nhan ho so va tra két
qué cua Uy ban nhan dan cap huyén.

7.3. Thanh phan, s6 luong ho so:

Nguoi yéu cau chung thuc ndp 01 (mdt) bd ho so yéu cau chimg thuc, gdom
cac giay to sau day:

- Du thao van ban khai nhan di san;

- Ban sao Gidy chimg minh nhan dan/Can cudc cong dan hoac HO chiéu con
gia tri str dung cua nguoi yeu cau chimg thue (xuat trinh kem theo ban chinh dé
doi chiéu);

- Ban sao gidy chiing nhan quyén so hitu, quyén sir dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh phai
dang ky quyen 80 hitu, quyén su dung trong truong hop van ban khai nhén di san
lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé ddi chiéu).

7.4. Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chung
thuc hodc c6 thé kéo dai hon theo thdéa thuin bang Van ban vdi ngum yéu cau
ching thu’c., Truong hop kéo dai thoi han giai qu,yet thi nguoi tiép nhqn ho so
phdi co phiéu hen ghi ro thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chung
thuec.

7.5. Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, t6 chic.

7.6. Co quan thyc hién thu tuc hanh chinh: Phong Tu phép.

7.7. Két qua thyce hién thi tuc hanh chinh: Vin ban khai nhan di san duoc
chung thyec.

7.8. Phi (néu c6): 50.000 déng/vin ban.

7.9. Tén miu don, miu t& khai: Khong,

7.10. Yéu cau, diéu kién thue hién thi tuc hanh chinh (néu cé):

7.11. Can cu phap ly cua thu tuc hanh chinh:

- Nghi dinh 6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip ban
sao tur s6 goc, ching thuc ban sao tir ban chinh, ching thyc chir ky va chimg thuc
hop dong, giao dich;

~ -Thong tu {0”’ 01/2020/TT-BTP ngay 03/3/2020 cua BY Tu phap quy dinh chi
tiet va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
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16/02/2015 ciia Chinh phii vé cdp ban sao tir s6 goc, chimg thiee ban sao tir ban
chinh, chirng thyc chir ky va chung thuc hop dong, giao dich,

- Thong tu §6 226/2016/TT-BTC ngay 11/11/2016 cia B¢ Tai chinh quy
dinh murc thu, ché do thu, ndop, quan ly va str dung phi ching thuc.
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8. Thi tuc chirng thue viéc sira ddi, bo sung, hity bé hop dong, giao dich
8.1. Trinh ty thuec hién:
- Bude 1: Nguoi yéu ciu ching thuc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yéu cau chung thye nop ho so truc tiép tai BO phén tiép
nhan hd so va tra két qua cua Uy ban nhan dan cip huyén.

+ Nguoi yéu cdu chimg thiee xudt trinh gidy to tiy than con gid tri sir dung
dée nguoi thuc hién chung thuc kiém tra va nop 01 bo ho so .

+ Viéc sira doi, bo sung, hity bé hop dong, giao dich dd dwoc chimng thuc chi
duoc thie hién khi c6 théa thudn bang van ban ciia cdc bén tham gia hop dong,
giao dich.

+ Viéc sira doi, b6 sung, hity bé hop dong, giao dich dwoc thuc hién tai co
quan dé chieng thwe hop dong, giao dich. Truong hop sira doi, bo sung, thay thé,
hiiy bé mdt phan hodc toan bé di chiic thi ¢é thé chieng thuee tai bdt ky co quan c6
tham quyén chiing thuc nao.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhdn ho so trong triong hop
tzep nhan ho so tai bo phan mgt cua, mot cua lién théng) kiém tra gidy to trong
ho so yeéu cau chimmg thie, néu day di tai thoi diém chimg thiee cdc bén tham gia
hop dong, giao dich tw nguyén, minh man va nhdn thire, lam chii dwoc hanh vi
ciia minh thi tiép nhdn hé so, thie hién chiing thie.

+ Cdc bén tham gia hop dong, giao dich phdi ky triedc mdt nguoi thuc hién
chitng thwe, néu hop dong c6 tir hai trang tré 1én thi phdi ky vao timg trang.
Truong hop nguoi yéu cau chimg thuc ndp hé so tai bj phdn mét cira, mot cua
lién thong thi cac bén tham gia hop dong, giao dich phai ky trudc mat nguoi tiép
nhdn ho so. Trieong hop ngueoi c6 tham quyén giao két hop dong ciia cdc té chirc
tin dung, doanh nghiép da dang ky chit ky mau tai co quan thuwc hién ching thuc
thi ¢ thé ky trude vao hop dong; nguwoi thyc hién chitmg thyc (hoac nguoi tiép
nhén hé so tai bo phdn mot cua, mot cua lién thong) phai doi chiéu chir ky cua
ho trong hop dong véi chir ky mau trudce khi thiee hién chimg thiee, néu nghi ngo
chit ky trong hop dong khdc véi chiv ky mau thi yéu cau nguoi dé ky trude mdt.

+ Truong hop nguoi yéu cau chimng thiee khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoc, khong ky, khéng diém chi dwoc
thi phai co 02 (hai) ngu’o’l lam chitng. Nguoi lam ching phai c6 du nang lyc hanh
vi dén sw va khéng cé quyén, loi ich hodc nghia vy lién quan dén hop dong, giao
dich. Nguoi lam chimg do nguoi yéu cdu chimng thirc bo tri. Triwong hop nguoi
yéu cau chimg thuc khéng bé tri dwoc thi dé nghi co quan thire hién chimng thuc
chi dinh nguoi lam chirng.

+ Nguoi thuc hién chung thuc (hodc nguoi tzep nhdn hé so) ghi 1o ching
twong vng voi tung loai hop dong, giao dich theo mdu quy dinh. T ruong hop tlep
nhédn ho so tai bg phdn mot cira, mot cira lién thong thi nguoi tiép nhdn ho SO
ky vao tirng trang ciia hop dong, giao dich va ky vao dwdi loi chitmg theo mau quy
dinh.
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Nguroi thue hién chimg thiee ky vao tirng trang ciia hop dong, giao dich (néu
ho so khong duoc tiep nhdan qua bo phdn mot cua, mot cuva lién thong), ky, ghi ro
ho tén, dong dau cua co quan thuc hién chung thuc va ghi vao so chung thuc.

Doi voi hop dong, giao dich co tir 02 (hai) trang tro lén, thi ting trang phai
duoc danh so thir tu; s6 luong trang va loi chiing dwoc ghi tai trang cudi cua hop
dong, giao dich. Truong hop hop dong, giao dich ¢é tir 02 (hai) to tré 1én thi phdi
dong dau gidp lai.

+ Trong trieong hop nguoi yéu cau chiing thwe khéng thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi co nang luc hanh vi
dén s ddy du theo quy dinh cua phdp ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chirng thue sir dung. Neuwoi phién dich do nguoi yéu cau chimg
thuc moi hodc do co quan thyc hién chimg thuwc chi dinh. Thu lao phién dich do
ngu’o’z Yéu cdu chimng thyec trd. Neuwoi phién dich cé trach nhiém dich day di, chinh
xdc néi dung cia hop dong, giao dich, néi dung 1oi chimg cho nguwoi yéu cau
chitng thiee va ky vao tirng trang hop dong véi tw cach la ngwoi phién dich.

+ Co quan thuc hién viéc siva doi, b6 sung, thay thé, hity bé mét phan hodc
toan bé di chiic phai théng bdo bang vin ban cho co quan di chimg thiee triede
ddy vé néi dung sira doi, bé sung, thay thé, hity bé mét phan hodc toan bé di chiic
dé ghi chii vao sé chitng thiee hop dong, giao dich.

- Buge 3: Nguoi yeéu cau chtng thue nhan két qua tai noi nop hd so. Trong
truong hop tur choi ching thuc, Phong Tu phap phai giai thich 10 1y do bang van
ban cho ngudi yéu cau ching thuec.

8.2. Cach thirc thye hién: Truc tiép tai BO phan tiép nhan hd so va tra két
qué cua Uy ban nhan dan cap huyén.

8.3. Thanh phan, s6 luong ho so:

Nguoi yéu cau chimg thuc nép 01 (mdt) bd ho so gdm céc gidy to sau day:

- Hop déng, giao dich da dugc chung thuc;

- Dy thao hop dong, giao dich sira doi, bd sung, hity b hop ddng, giao dich
da dugc chung thuec;

- Trong truong hop ndi dung sua d6i, bo sung c6 lién quan dén tai san thi
nguoi yéu cau chimg thyc phai ndp ban sao kem ban chinh dé d6i chiéu gidy
ching nhan quyén s¢ hitu, quyén st dung hodc ban sao gidy to thay thé dugc phap
luat quy dinh dbi vé6i tai san ma phap ludt quy dinh phai dang ky quyén so hitu,
quyén st dung, trir truong hop nguwoi ldp di chiic dang bi cdi chét de doa dén tinh
mang.

8.4. Thoi han giai quyét:

Thot han thue hién yéu cau ching thyc phai duoc bao dam ngay trong ngay
co quan, to chirc tlep nhan yéu cau hoac trong ngay lam viéc tiép theo néu tiép
nhan yéu cau sau 15 gid. Truong hop tra két qua trong ngay lam viéc tiép theo thi
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nguoi tiép nhdn hé so phdi cé phiéu hen ghi 1o thoi gian (gio, ngay) tra két qud
cho nguoi yéu cdau chung thuc.

8.5. Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, t6 chirc.

8.6. Co quan thuc hién thu tuc hanh chinh: Phong Tu phép.

8.7. Két qua thuwc hién thi tuc hanh chinh: Hop dong, giao dich duoc
chung thuc.

8.8. Phi (néu ¢6): 30.000 déng/hop dong, giao dich.

8.9. Tén miu don, miu t& khai: Khong,

8.10. Yéu ciu, diéu kién thuc hién tha tuc hanh chinh (néu co):

Viéc stra d6i, bo sung, huy bo hop ddng, giao dich d3 dugc ching thuc chi
dugc thyc hién khi ¢6 thoa thuan bang vin ban cta cac bén tham gia hop dong,
giao dich.

8.11. Can cu phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha vé cip ban
sao tu s goc ching thyc ban sao tir ban chinh, chirng thuc chir ky va ching thuc
hop ddng, giao dich;

- Théng tw 6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tw phdp quy dinh chi
tiét va huong dan thi hanh mét s6 diéu cia Nghi dinh s6 23/2015/NP-CP ngay
16/02/2015 ciia Chinh phii vé cdp ban sao tir sé goc, chimg thuwc ban sao tir ban
chinh, chitng thuie chit ky va chitng thuce hop dong, giao dich;

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 cta B6 Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chung thyc.
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9. Thii tuc sira 16i sai sét trong hop dong, giao dich
9.1. Trinh ty thue hién:
- Bude 1: Nguoi yéu ciu ching thuc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yéu cau chung thye nop ho so truc tiép tai BO phén tiép
nhan hd so va tra két qua cua Uy ban nhan dan cip huyén.

+ Viéc sira 16i sai sot trong khi ghi chép, danh may, in hop dong, giao dich
da duoc chung thuc duoc thuc hién theo thoa thudn bcing van ban cua cac bén
tham gia hop dong, giao dich, néu khéng lam dnh hieong dén quyén, nghia vu ciia
cdc bén va duoc thuce hién tai co quan da chung thuc hop déng, giao dich.

+ Nguoi thue hién chitng thie gach chdn 16i sai sot can sira, dong ddu ciia
co quan thyee hién chirng thire va ghi vao bén 1é ciia hop dong, giao dich ndi dung
da sua, ho tén, chir ky cua nguoi swa, ngay thang nam sua.

- Bude 3: Nguoi yéu cau chiung thyc nhan két qua tai noi ndp ho so. Trong
truong hop tir chdi ching thuc, Phong Tu phéap phai giai thich rd 1y do bang van
ban cho nguoi yéu cau chimg thyec.

9.2. Cach thirc thue hién: Truc tiép tai Bo phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cap huyén.

9.3. Thanh phan, s6 lwong hd so:

Nguoi yéu cau chimg thyc nop 01 (mot) bd hd so yéu cau ching thuc, gdm
cac giay to sau day:

- Ban sao Gidy chung minh nhan dan/Cian cudc cong dan hoac Ho chiéu con
gia tri sir dung cia nguoi yéu cau chung thyc (xuat trinh ban chinh dé doi chiéu);

- Vin ban thoa thuan vé viéc sira 10 sai sot trong hop dong, giao dich da
dugc ching thuc;

- Hop déng, giao dich da dugc ching thuc;

- Ban sao gidy chimg nhan quyén sd hitu, quyén sir dung hodc ban sao gidy
t& thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai

dang ky quyén sd hiru, quyén su dung trong truong hop hop d6ng, giao dich lién
quan dén tai san d6 (xuat trinh ban chinh dé doi chiéu).

9.4. Thoi han giai quyét:

Thoi han thue hién yéu cau chimg thyc phai dugc bao dam ngay trong ngay
cO quan, to chire tlep nhan yéu cau hoac trong ngay lam viéc tiép theo néu tiép
nhan yeu cau sau 15 gio. Truong ho’p tra két qua trong ngay lam viéc tiép theo thi
ngueoi tiép nhdan ho so phdi cé phiéu hen ghi ré thoi gian (gic, ngay) tra két qua
cho nguoi yéu cau chimg thuec.

9.5. Poi twong thuwe hién thi tuc hanh chinh: Ca nhan, t6 chuc.
9.6. Co quan thuce hién thu tuc hanh chinh: Phong Tu phap.
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9.7. Két qua thwe hién thi tuc hanh chinh: Hop dong, giao dich dugc sira
101 sai sot.

9.8. Phi (néu c6): 25.000 dong/hop dong, giao dich.

9.9. Tén mau don, miu to khai: Khong.

9.10. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu cé):

9.11. Can cu phap ly cua thu tuc hanh chinh:

+ Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tu sO goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

+ Thong tu soi 01/2020/TT-BTP ngay 03/3/2020 cua B¢ Tu phap quy dinh
chi tiét va huong ddn thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu ve cdp ban sao tir s6 goc, ching thuc ban sao ti ban
chinh, chitng thuc chiv ky va chirng thuc hop dong, giao dich;

+ Thong tu ’sfr) 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy
dinh murc thu, ché d¢ thu, nop, quan ly va sir dung phi ching thuc.
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10. Thii tuc cap bén sao cé chirng thwe tir ban chinh hop dong, giao dich
da dugc ching thuc

10.1. Trinh ty thwc hién:

- Buée 1: Nguoi yéu cau cip ban sao hoan chinh ho so theo quy dinh.

- Buéc 2: Ngudi yéu cau n(f)p ho so truc tiép tai BO phan tiép nhan ho so va
tra két qua cia Uy ban nhan dan cap huyén.

+ Nguwoi yéu cau cdp ban sao c6 chitng thuc tir ban chinh hop dong, giao
dich phai xuat trinh cac gidy to theo quy dinh.

+ Nguoi thue hién chimg thuc kiém tra gidy to do nguoi yéu cau cdp bdn
sao c6 chitng thiee tir ban chinh hop dong, giao dich xudt trinh.

+ Viéc cap ban sao c¢é chimg thwe tir ban chinh hop dong, giao dich da dwoc
churng thuc duoc thuc hién tai co quan luu trit hop dong, giao dich.

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

* Ghi ddy du loi chimg chimg thiee chit ky theo mdu quy dinh;

* Ky, ghi ré ho tén, déng ddu ciia co quan, t6 chire thwc hién chitng thic va
ghi vao so chung thuec.

Déi véi ban sao cé tir 02 (hai) trang tré lén thi ghi 167 chitng vao trang cudi,
néu ban sao co tir 02 (hai) to tro lén thi phai dong dau gidp lai.

Mbéi ban sao duoc chung thuc tw mot ban chinh gid'y 10, van ban hodc nhiéu
ban sao dwoc chirng thuc tr mot ban chinh gidy to, van ban trong cung mot thoi
diem dwoc ghi mot so churng thuec.

- Buwéc 3: Nguoi yéu cau nhan két qua tai noi ndp hd so. Trong trudng hop
tur choi cap ban sao, Phong Tu phap phai gidi thich 16 1y do bang van ban cho
nguoi yéu cau.

10.2. Cach thire thwe hién: Truc tiép tai Bo phan tiép nhan ho so va tra két
qué cta Uy ban nhan dan cap huyén.

10.3. Thanh phén, s6 lwong ho so: Ngudi yéu ciu cap ban sao xut trinh
ban chinh hoac ban sao c6 ching thyc Gidy chirng minh nhan dan/Can cudc cong
dan hodac Ho chiéu con gia tri sir dung.

10.4. Thoi han giai quyét Trong ngay co quan, té chuc tiép nhan yéu cau
hoac trong ngay lam viéc tiép theo néu tiép nhan yéu cau sau 15 gi0. Truong hO’p

tra két qua trong ngay lam viée tiép theo thi nguoi tiép nhan ho so phdi ¢ phleu
hen ghi ré thoi gian (gio, ngdy) tra két qua cho nguwoi yéu cau chimg thuec.

10.5. Po6i twong thwe hién thii tuc hanh chinh: C4 nhan, t6 chic.
10.6. Co quan thwe hién thui tuc hanh chinh: Phong Tu phap.

10.7. Két qua thwe hién thii tuc hanh chinh: Ban sao hop dong, giao dich
dugc ching thuc.
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10.8 Phi (néu c6): 2. 000 ddéng/trang. TUr trang thtr ba tré 1én thu 1.000
dong/trang, nhung mire thu tdi da khéng qua 200.000 ddng/ban. Trang 1a can ctr
dé thu phi dugc tinh theo trang ctia ban chinh.

10.9. Tén miu don, miu to khai: Khong.

10.10. Yéu ciu, diéu Kién thwe hién thi tuc hanh chinh (néu c6): Khong.

10.11. Can cir phap ly cuaa thu tuc hanh chinh:

+ Nghi dinh s0 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban
sao tu sO goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

+ Thong tu sél 01/2020/TT-BTP ngay 03/3/2020 cua B Tu phdp quy dinh
chi tiét va huong ddn thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu ve cdp ban sao tir s6 goc, ching thuc ban sao tw ban
chinh, chung thuc chit ky va chung thuc hop dong, giao dich;

+ Thong tu ’sfr) 226/2016/TT-BTC ngay 11/11/2016 ctia BO Tai chinh quy
dinh mirc thu, ché d¢ thu, nop, quan ly va sir dung phi ching thuc.
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C. NQI DUNG THU TUC HANH CHINH LI PUQC SUA POI, BO
SUNG THUQC THAM QUYEN GIAI QUYET CUA CAP XA

1. Thii tuc chirng thwe ban sao tir ban chinh cac gidy to, vin ban do co
quan, to chirc c6 tham quyén cua Viét Nam cap hoac chirng nhan

1.1. Trinh ty thyc hi¢n:
- Bude 1: Nguoi yéu ciu ching thyc hoan chinh hé so theo quy dinh.

- Buée 2: Ngudi yéu cau chimg thuc ndp ho so truc tiép tai Bo phan tiép
nhan ho so va tra két qua ctia Uy ban nhan dan cap xa.

+ Nguoi yéu cau chimg thuwe phdi xudt trinh ban chinh gidy to, van ban lam
co so dé chung thyc ban sao va ban sao can chung thuc.

+ Truong hop nguoi yéu cau chimg thwe chi xudt trinh ban chinh thi co
quan, t6 chirc tzen hanh chup tir ban chinh dé thuc hién chimg thuec, trie truong
hop co quan, t6 chike khéng cé phwong tién dé chup.

+ Nguwoi thuc hién chung thuc kiém tra ban chinh, déi chiéu véi ban sao,
néu ngi dung ban sao ding véi ban chinh. Ban chinh gidy to, vin ban khéng thudc
cdc truong hop bdn chinh gidy to, vin ban khéng dwege ding lam co sé dé chiing
thwc ban sao thi thuc hién ching thuc nhu sau:

* Ghi ddy di 1oi chimg chimg thiee ban sao tir ban chinh theo mdu quy
dinh;

* Ky, ghi ré ho tén, déng ddu cia co quan, té chirc thue hién chiing thie
va ghi vao so chung thyec.

Péi véi ban sao c6 tir 02 (hai) trang tré 1én thi ghi 1o chimg vao trang
cuoi, néu ban sao co tw 02 (hai) to tro lén thi phai dong dau giap lai.

Moi ban sao diwroc churng thuc tuw mot ban chinh gicfy 10, van ban hodc nhiéu
ban sao dwoc chirng thuc tir mot ban chinh gidy to, van ban trong cung mot thoi
diem dwoc ghi mot so6 chung thuec.

- Buére 3: Ngudi yéu cau nhéan két qua tai noi ndp hd so. Trong trudng hop
tur choi chig thyc, Uy ban nhan dan cap xa phai giai thich rd ly do bang van ban
cho ngudi yéu cau.

1.2. Cach thire thue hién: Truc tiép tai B phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cap xa.

1.3. Thanh phan, s6 lwong ho s0: Ban chinh gidy to, van ban lam co 80
dé chung thuc ban sao va ban sao can chimg thuc. 7 ru’o’ng hop nguwoi yéu cau
chitng thuwe chi xudt trinh ban chinh thi co quan, t6 chu’c tien hanh chup tir ban
chinh dé thue hién chimg thue, trir truong hop co quan, t6 chire khong ¢é phuwong
tién dé chup. Ban sao twr ban chinh dé thwe hién chung thuc phai co ddy du cac
trang da ghi thong tin cua ban chinh.

1.4. Thoi han giai quyet Trong ngay co quan, t6 chuc tiép nhan yéu cau

hodc trong ngay lam vi¢c tlep theo, néu tiép nhan yéu ciu sau 15 gio. Ddi voi
truong hop cting mot lic yéu cau ching thie ban sao tir nhiéu loai ban chinh gidy
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t, van ban; ban chinh ¢6 nhiéu trang; yéu cau sd luong nhiéu ban sao; noi dung
giéy to, van ban phuc tap kho kiém tra, d6i chiéu ma co quan, td chirc thue hién
ching thuc khong thé dap tmg dugc thoi han quy dinh néu trén thi thoi han ching
thue dugc keo dai thém khong qua 02 (hai) ngay lam viéc hodc co thé dai hon
theo thoa thuan bang van ban vOi ngudi yéu cau chung thue. Trueong hop trd két
qua trong ngdy lam viéc tiép theo hodc phdi kéo ddi thoi gian theo quy dinh thi
ngueoi tiép nhdn hé so phdi ¢é phiéu hen ghi ré thoi gian (gic, ngay) trd két qua
cho nguoi yéu cau chimg thie.

1.5. Pdi twong thuc hién thi tuc hanh chinh: Ca nhan, t6 churc.
1.6. Co quan thyc hién thii tuc hanh chinh: Uy ban nhan dan cép xa.

1.7. Két qua thwe hién thii tuc hanh chinh: Ban sao duoc ching thuc tir
ban chinh.

_ 1.8. Phi (néu c¢6): 2.000 dong/trang. Tir trang thir ba tro 1én thu 1.000
dong/trang, nhung murc thu toi da khong qua 200.000 dong/ban. Trang la can cur
dé thu phi dugc tinh theo trang cua ban chinh.

1.9. Tén miu don, miu to khai: Khong.

1.10. Yéu ciu, diéu kién thwe hién thi tuc hanh chinh (néu c6):

Ban chinh gidy to, vin ban khong dugc dung lam co s dé chung thyc ban
sao:

- Ban chinh b1 téy x0a, stra chira, thém, bt nd1 dung khong hop 1€.

- Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh dong dau mat ciia co quan, to chirc c6 tham quyén hozc khong
dong dau mat nhung ghi rd khong duoc sao chup.

- Bén chinh cQ noi dgng trai phap luat, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché do xa hdi chu nghia Vi¢t Nam; xuyén tac liph sur cua
dan tdc Viét Nam; xic pham danh du, nhan pham, uy tin cua ca nhan, t6 chuc; vi
pham quyén cong dan.

- Gidy to, van ban do ca nhan ty 18p nhung khong c6 xac nhan va dong dau
cta co quan, to chtrc c6 tham quyén.

1.11. Can cw phap ly cua tha tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phtl vé cip ban
sao tur s6 goc, ching thuc ban sao tir ban chinh, chimg thyc chir ky va chimg thuc
hop dong, giao dich;

-7 hong tw SOj 01/2020/TT-BT P ngdy 03/3/2020 cda, Bo Tw phap quy dinh
chi tiet va huong dan thi hdnh‘mét 5o diéu cua Ngh,i,c‘z',inh 50 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cdp ban sao tir so6 goc, chung thuc ban sao twr ban
chinh, churng thyc chir ky va chung thuc hop dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy
dinh murc thu, ché do thu, ndp, quan ly va str dung phi ching thuc.
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2. Thii tuc chirng thue chir ky trong cac gidy to, vian ban (4p dung cho
ca trwong hop chirng thuc diém chi va trweong hop nguoi yéu cau ching thue
khong thé ky, khong thé diém chi dugc)

2.1. Trinh ty thye hién:
- Budre 1: Nguoi yéu ciu ching thyc hoan chinh hé so theo quy dinh.

- Buée 2: Ngudi yéu cau chimg thuc ndp ho so truc tiép tai Bo phan tiép
nhén ho so va tra két qua ctia Uy ban nhan dan cap xa.

+ Nguoi yéu cau chimg thec chit ky/diém chi/khong thé ky, khong thé diém
chi duoc phai xudt trinh cdc giay to phuc vu viéc chung thuc chir ky.

+ Trong trweong hop nguoi yéu cau chimg thwe khong thong thao tiéng Viét
thi phai co nguoi phién dich. Nguoi phién dich phai la ngwo“i co nang lyc hanh vi
dan s day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chirng thie sir dung. Nguwoi phién dich do ngwoi yéu cau chimg
thwe moi hoac do co quan thwc hién chung thuc chi dinh. Thu lao phién dich do
ngueoi yéu cau chimg thiee tra.

+ Nguoi thue hién chitmg thie (hodc nguoi tiép nhan ho so trong truong
hop tiép nhén tai bo phan mot cura, mot cua lién thong) kiém tra gidy to yéu cau
chumg thuc, néu thdy di gzay to theo quy dinh, tai thoi diém chimg thuc, nguwoi
yéu cau chung thuc minh mdn, nhdn thiec va lam chu dwoc hanh vi cua minh va
viéc chimg thuc khong thugc cdc truong hop khong dwoc chimg thue chir ky thi
yéu cdu nguoi yéu cau chimng thuwce ky/diém chi trudc mdt va thue hién chimng thyc
nhu sau:

* Ghi day dii loi chitng chimg thwe chit ky theo mau quy dinh phia dwéi chi
ky dwoc chitng thwe hodc trang lién sau ciia trang gidy t0, van ban cé chit ky dwoc
churng thuc, Néu ho so tié}? nhan tai bo phdan mot cwa, mot cua lién thong thi
ngueoi tiép nhan hé so ky vao duwdi loi chirng theo mau quy dinh va chuyén ho so
cho nguoi thuc hién chung thuc,

* Ngueoi thue hién chimg thuwce ky, ghi ré ho tén, déng dau cia co quan, té
chure thue hién chung thuc va ghi vao sé6 chung thuec.

Péi véi gidy to, van ban c6 tir (02) hai to tré 1én thi phai dong dau gidp lai.
Truong hop loi chung duoc ghi tai to lién sau cua trang co chir ky thi phadi dong
dau giap lai gitta giay to, van ban chung thyc chir ky va trang ghi loi chirng.

- Buéc 3: Nguoi yéu cau ching thye nhan két qua tai noi ndp hd so. Trong
truong hop tir chéi chung thie, Uy ban nhan dan cdp xa phai giai thich 15 1y do
bang vin ban cho ngudi yéu cau chimg thuc.

2.2. Cach thurc thyc hién: Truc tiép tai BO phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cép xa. Viéc ching thuc dugc thyc hién ngoai tru s&
ctia co quan thuc hién chimg thuc néu ngudi yéu cau chimg thuc thudc dién gia
yéu, khong thé di lai duoc, dang bi tam gift, tam giam, thi hanh &n phat, tu hoac
c6 1y do chinh dang khac.

2.3. Thanh phan hd so:
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- Ban chinh hoac ban sao c¢6 chung thuc Gidy chung minh nhan dan/Can
cuoc cong ddn hodc HO chi€u con gia tri sir dung;

- Gidy to, vin ban ma minh sé yéu cau ching thuc chit ky. Truong hop
chirng thue chir ky trong gidy to, van ban bang tleng nuée ngodi, néu ngum tiép
nhén hoé so, nguoi thuc hzen chirng thuc khéng hiéu ré néi dung ciia gzay to, van
ban thi dé nghi nguoi yéu cdu chu"ng thie ndp kém theo ban dich ra tiéng Viét ciia
gidy to, van ban. Ban dich ra tiéng Vlet khong phai cong churng hodc chu“ng thuc
chit ky nguoi dich, nhung nguoi yéu cau chung thwe phai chiu trach nhiém vé > tinh
chinh xac cua ban dich.

2.4. Thoi han thyce hién yéu ciu chirng thwe: Trongngay co quan, to chuc
tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau
15 g10. Truong hop tra két qua trong ngdy lam viéc tiép theo thi nguoi tiép nhan
hé so phdi c6 phiéu hen ghi ré thoi gian (gio, ngay) trd két qua cho nguoi yéu cau
chung thyec.

2.5. P6i twong thuc hién thi tuc hanh chinh: C4 nhan.
2.6. Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cap xA.

2.7. Kétvqu{i thwe hién thi tuc hanh chinh: Gidy to, vin ban dugc chimg
thuc chit ky/diém chi.

2.8. Phi (néu c6): 10.000 dong/tmong hop. Trudng hop duge hiéu 1a mot
hozc nhiéu chit ky trong cling mot gidy to, van ban.

2.9. Tén miu don, miu té khai: Khong,
2.10. Yéu cu, diéu kién thwe hién thi tuc hanh chinh (néu cé):
Truong hop khong dugce ching thuc chir ky:

- Tai thoi diém chimg thuc, ngudi yéu cau ching thyc chir ky khong nhan
thirc va lam cha duoc hanh vi ciia minh.

- Nguoi yéu cau ching thuc chit ky xuat trinh Gidy chimg minh nhéan
dan/Can cuoc cong ddn hoac H chi€u khong; con gia tri sir dung hodc gia mao.

- Gidy t0, van ban ma ngudi yéu cau ching thuc ky vao cé ndi dung trai
phap luat, dao dac xa hoi; tuyén truyén, kich dong chién tranh, chéng ché do xa
hoi chi nghia Viét Nam; xuyén tac lich sir cua dan tdc Viét Nam; xic pham danh
du, nhan pham, uy tin ctia ca nhan, t6 chtic; vi pham quyén cong dan.

- Gidy to, vin ban cé ndi dung la hop déng, giao dich; trir Gidy 1y quyén
trong cdc truong hop Gidy uy quyen: (1) 1y quyén vé viéc nop ho nhdn hé ho S0,
giay to, trie truong hop phap luat quy dinh khong duoc uy quyeén; (2) iy quyén
nhan ho lvong hu’u buu pham, tro cap, phu cap, (3) uy quyén nho trong nom nha
cira; (4) ity quyén cua thanh vién hé gia dinh dé vay vén tai Ngan hang chinh sdach
xd hoi; hodc true truong hop phap ludt co quy dinh khdc.
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2.11. Can cur phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tir s6 goc, ching thyuc ban sao tir ban chinh, chimg thyuc chir ky va ching thue
hop dong, giao dich;

- Thong tu sé 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh
chi tiet va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s0 goc, chung thuc ban sao tir ban
chinh, chirng thyc chir ky va chung thuc hop dong, giao dich;

- Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan ly va str dung phi chung thyc.
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3. Thii tuc chirng thue hop dong, giao dich lién quan dén tai san 13 dong
san, quyén sir dung dat va nha &

3.1. Trinh ty thye hién:
- Buwée 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yeu cau chung thuc nop hé so truc tiép tai Bo phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cép x4.

+ Nguoi thuc hign chimng thuc (hodc nguoi tiép nhan ho so trong truong
hop tlep nhén ho S0 tai b phdn mot cua, mot cia lien thong) kiém tra gidy to
trong ho so yéu cdu chiing thuc, néu ddy di, tai thoi diém chimg thwe cac bén
tham gia hop dong, giao dich tw nguyén, minh man va nhan thire, lam chii dwoc
hanh vi cua minh thi thuc hién chung thyc.

+ Cdc bén tham gia hop dong, giao dich phdi ky trudc mdt nguoi thwe hién
chitng thwee, néu hop dong, giao dich cé tir hai trang tré lén thi phdi ky vao tieng
trang. Trieong hop nguwoi yéu cau chitng thure ndp ho so tai bd phdn mét cira, mot
cua lién thong thi cac bén tham gia hop dong giao dich phai ky trudc mat nguoi
tiép nhdn hé so. Truong hop nguoi c6 tham quyén giao két hop dong ciia cdc té
chirc tin dung, doanh nghiép da dang ky chit ky mdu tai co quan thuc hi¢n chirng
thyc thi co thé ky trudc vao hop dong; nguoi thwc hién chimg thiee (hodc nguoi
tiép nhdn hé so tai b phdn mot cira, mét cira lién théng) phdi doi chiéu chiv ky
ciia ho trong hop dong véi chir ky mdu trude khi thue hién chimg thie, néu nghi
ngo chir ky trong hop dong khéc véi chiv ky mdu thi yéu cau nguoi dé ky truée
mat.

+ Truong hop nguoi yéu cau chitng thue khéng ky dwege thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoc, khong ky, khéng diém chi dwoc
thi phai c6 02 (hai) ngwoi lam chimg. Nguoi lam chirng phai ¢o du nang luc hanh
vi ddn s va khéng cé quyén, loi ich hoac nghia vu lién quan dén hop dong, giao
dich. Nguoi lam chimg do nguoi yéu cdu chumg thic bo tri. Truong hop nguoi
yéu cau chimng thwe khéng bé tri dwoc thi dé nghi co quan thuwe hién chimng thuc
chi dinh nguoi lam chirng.

+ Nguoi thuc hién chiing thuc (hodc nguoti tlep nhdn ho so) ghi 1o chimg
twong ing voi tung logi hop dong, giao dich theo mdu quy dinh. Truong hop tiép
nhdn hé so tai b6 phdn mét cira, mét cira lién thong thi nguwoi tiép nhdn ho so ky

vdo tirng trang ciia hop dong, giao dich va ky vao duwdi 167 chimg theo mau quy
dinh.

Nguroi thuc hién chimg thuc ky vao tung trang cua hop dong, giao dich
(néu hoé so khéng duwoc tiép nhdn qua bé phdn mét cira, mét civa lién thong) ky,
ghi ¥6 ho tén, dong ddu ciia co quan thyc hién chiing thie va ghi vdo sé chimg
thue.

Doi voi hop dong, giao dich cé tir 02 (hai) trang tro len, thi tung trang phai
dwoc danh s6 thit tw, co chit ky cua nguoi yéu cau chung thuc va nguoi thuc hign
chitng thuwc; s6 lwong trang va 101 chimg dwoc ghi tai trang cudi ciia hop dong,
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giao dich. Truong hop hop dong, giao dich cé tir 02 (hai) to tré 1én thi phdi dong
ddu gidp lai.

+ Trong trwong hop nguoi yéu cau chimg thwe khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c¢o nang lyc hanh vi
dan sir day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngit ma
ngueoi yéu cau chirng thue sir dung. Neuwoi phién dich do ngwoi yéu cau chimg
thwe moi hodc do co quan thyc hién chimg thuc chi dinh. Thit lao phién dich do
ngueoi yéu cdu chimg thuec tra. Negwoi phién dich cé trach nhiém dich day du, chinh
xdc néi dung cia hop dong, giao dich, néi dung 1oi chitmg cho nguwoi yéu cau
chitng thiee va ky vdo timng trang hop dong véi tw cach la nguoi phién dich.

- Buée 3: Ngudi yéu cau chung thuc nhan két qua tai noi ndp hd so. Trong
truong hop tur choi ching thye, Uy ban nhan dan cap xa phai giai thich o 1y do
bang van ban cho ngudi yéu cau ching thuc.

3.2. Cach thirc thue hién: Tryuc tiép tai BO phan tiép nhan ho so va tra két
qua ciia Uy ban nhén dan cap xi. Viéc chimg thuc cac hop dong, giao dich lién
quan dén quyen ctia ngudi st dung dat duge thue hién tai Uy ban nhan dan cap
x4 noi co dat. Vi chimg thyc cac hop ddng, giao dich lién quan dén nha & dugc
thuc hién tai Uy ban nhan dan cap xa noi c6 nha.

3.3. Thanh phan, s6 lwong ho so:

Nguoi yéu cau chimg thue ndp 01 (mot) bd hd so yéu cau chimg thuc, gdm
cac giay to sau day:

- Dy thao hop dong, giao dich;

- Ban sao Giay ching minh nhén dan/Can cudc cong dan hoac HO chiéu
con gia tri sir dung cua nguoi yéu cau ching thyc (xuét trinh kem theo ban chinh
dé doi chiéu);

- Ban sao gidy chimg nhan quyén sé hitu, quyén str dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh phai
dang ky quyén sd hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

3.4. Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chimg
thuc hodc c6 thé kéo dai hon theo théa thuian bang van ban voi ngucn yéu cau
ching thuc. Truong hop kéo ddi thoi han gidi quyét thi nguoi tiep nhdn ho so
phdi ¢6 phiéu hen ghi ré thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg
thuc

3.5. Poi twong thue hién thi tuc hanh chinh: C4 nhan, t6 chuc.
3.6. Co quan thwe hién thii tuc hanh chinh: Uy ban nhan dan cép xa.

3.7. Két qua thwe hién thi tuc hanh chinh: Hop dong, giao dich dugc
ching thuc.

3.8. Phi (néu ¢6): 50.000 ddng/hop ddng, giao dich.
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3.9. Tén miu don, miu to khai: Khong,

3.10. Yéu cau, diéu Kkién thwe hién thi tuc hanh chinh (néu c6):

3.11. Can cr phap ly cua thu tuc hanh chinh:

- Nghj dinh s0 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap bén
sao tu 8O goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

- Thong tu SOj 01/2020/TT-BTP ngay 03/3/2020 cua B9 Tu phap quy dinh
chi tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s goc, chumg thuc ban sao ti ban
chinh, chitng thuc chiv ky va chirng thuc hop dong, giao dich,

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh quy
dinh mirc thu, ché d¢ thu, ndop, quan ly va sir dung phi ching thuc;

- Quyét dinh s0 17/2013/QD-UBND ngay 20/6/2013 cta Uy ban nhan dén
tinh vé viéc chuyén giao tham quyen chung thyc hop dong, giao dich cho t6 chirc
hanh nghé cong chimg trén dia ban tinh Binh Duong;

- Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013 cia Uy ban nhan
dan tinh vé viéc bd sung Quyét dinh sd 17/2013/QD-UBND ngay 20/6/2013 cua

Uy ban nhan dan tinh vé viéc chuyén giao thim quyén chimg thuc hop dong, giao
dich cho t6 chirc hanh nghé cong chung trén dia ban tinh Binh Duong;

- Quyét dinh s6 41/2015/QD-UBND ngay 30/9/2015 ctia Uy ban nhéan dan
tinh vé viéc stra d6i, bd sung Quyét dinh sé 17/2013/QD-UBND ngay 20/6/2013
ctia Uy ban nhan dan tinh vé viéc chuyén giao tham quyén chtng thyc hop dong,
giao dich cho to chitc hanh nghé cong chimg trén dia ban tinh Binh Duong, di
dugc b sung boi Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013.
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4. Thu tuc chirng thuc di chuc
4.1. Trinh tu thwe hién:
- Bude 1: Nguoi yéu ciu ching thyc hoan chinh ho so theo quy dinh.

- Bwée 2: Nguoi yéu cau ching thuc ndp ho so truc tiép tai Bo phan tiép
nhan ho so va tra két qua ciia Uy ban nhéan dan cap xa.

+ Nguoi thue hién chitmg thie (hodc nguwoi tiép nhdn ho so trong truong
hop tlep nhdn ho so tai by phdan mot cira, mot cua lien thong) kiém tra gidy to
trong hé so yéu cau chimg thwe, néu day di, tai thoi diém chimg thwe nguoi lip
di chuc tu nguyén, minh man va nhdn thire, lam chi dwoc hanh vi ciia minh thi
thwc hién chung thuc.

+ Nguwoi Idp di chiic phdi ky trude mét nguoi thue hién chiing thwe, néu di
chiic ¢6 tir hai trang tré 1én thi phdi ky vao tirng trang. Trieong hop nguwdi yéu cdu
chitng thuc nop hé so tai bo phdn mot cuea, mot cura lién thong thi phdi ky truoc
mdt nguoi tiép nhdn ho so.

+ Truong hop nguoi yéu cau chitng thue khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khong nghe dwoc, khong ky, khong diém chi dwoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chirng phai ¢o du nang luc hanh
vi ddn sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chiing do nguoi yéu cau chimg thuc b6 tri. Truwong hop nguoi yéu cau chimg
thwc khong bé tri dwoc thi dé nghi co quan thuc hién ching thwc chi dinh nguoi
lam churng.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhdn ho so) ghi loi chirng
theo mau quy dinh. Truong hop tiép nhdn hé so tai b phdn mét civa, mot cira lién
théng thi nguwoi tiép nhdn hé so ky vao tirng trang cia di chiic va ky vao duéi loi
chitng theo madu quy dinh.

Nguoi thuee hién chimg thuwc ky vao ting trang ctia di chiic (néu hé so khéng
duoc tiép nhdn qua bd phdn mét cira, mot cira lién thong), ky, ghi ré ho tén, dong
ddu ctia co quan thwce hién chitng thwe va ghi vao sé chiing thuec.

Doi véi di chiic ¢6 tir 02 (hai) trang tro len, thi ting trang phai dwoc danh
S0  thir tu, ¢6 chit ky ciia ngwoi yéu cau chimg thiec va nguoi thue hién chirng thire,
s6 lwong trang va loi chitg dwoe ghi tai trang cudi cia di chic. Truong hop di
chiic ¢6 tir 02 (hai) to tré 1én thi phdi déng ddu gidp lai.

+ Trong truong hop nguoi yéu cau chimg thwe khéng théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi
dén s day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chirng thue sir dung. Neuwoi phién dich do nguoi yéu cau chimg
thuc moi hoac do co quan thuc hién chung thuc chi dinh. Thu lao phién dich do
ngudi yéu cau chimg thiee trda. Ngwoi phién dich ¢é trach nhiém dich day d, chinh
xdc néi dung cia di chiic, ngi dung 10i chitng cho nguoi yéu cau chimg thire va
ky vao tung trang di chuc voi tw cach la nguoi phién dich.



253

- Bude 3: Nguori yéu cau chu’ng thuc nhan két qua tai noi ndp hé so. Trong
truong hop tur chéi chimg thue, Uy ban nhan dan cip xa phai giai thich 1 1y do
bang vin ban cho ngudi yéu cau ching thuc.

4.2. Cach thirc thue hién: Truc tiép tai Uy ban nhan dan cép xa.

4.3. Thanh phén, s6 lwong ho so:

Nguoi yéu cau chung thyc ndp 01 (mot) bod ho so yéu cau chung thyec, gém
cac giay to sau day:

- Du thao di chuc;

- Ban sao Giay ching minh nhéan dan/Can cudc cong dan hoac HY chiéu
con gia tri su dung cua ngudi yéu cau ching thyc (xuat trinh kém theo ban chinh
de doi chicu);,

- Ban sao gidy ching nhan quyen so hitu, quyén st dung hoidc ban sao gidy
to thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai
dang ky quyén sd hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu); trir trudng hop
ngudi 14p di chiic dang bi cai chét de doa dén tinh mang.

4.4. Thoi han giai quyét:

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau ching
thuc hodc c6 thé kéo dai hon theo théa thuin bang Van ban voi ngu’(n yéu cau
ching thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan ho so
phdi ¢6 phiéu hen ghi ré thoi gian (gic, ngay) tra két qua cho nguoi yéu cau chimg
thuc.

4.5. P6i twong thue hién thii tuc hanh chinh: Ca nhén.

4.6. Co quan thwe hién thii tuc hanh chinh: Uy ban nhan dan cép xa.

4.7. Két qua thuce hién thi tuc hanh chinh: Di chiic dugc ching thuc.

4.8. Phi (néu c6): 50.000 dong/di chic.

4.9. Tén miu don, miu to khai: Khong,

4.10. Yéu ciu, diéu kién thuc hién tha tuc hanh chinh (néu co):

4.11. Can ctr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cp ban
sao tur sO goc, chung thuc ban sao tir ban chinh, ching thuc chit ky va chung thuc
hop dong, giao dich;

- Thong tu soj 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh
chi tiét va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s0 goc, chung thuc ban sao tir ban
chinh, chirng thyc chir ky va chung thuc hop dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy
dinh murc thu, ché do thu, ndp, quan 1y va sir dung phi ching thuc;



254

- Quyét dinh s6 17/2013/QD-UBND ngay 20/6/2013 ciia Uy ban nhan dan
tinh vé viéc chuyén giao tham quyén chirng thuc hop dong, giao dich cho t6 churc
hanh nghé cong ching trén dia ban tinh Binh Duong;

Quyét dinh s 36/2013/QD-UBND ngay 11/11/2013 cua Uy ban nhan
dan tinh vé viéc bd sung Quyet dinh s6 17/2013/QD-UBND ngay 20/6/2013 cua
Uy ban nhan dan tinh vé viéc chuyén giao thAm quyén ching thuc hop dong, giao
dich cho t6 chirc hanh nghé cong chung trén dia ban tinh Binh Duong;

Quyét dinh s6 41/2015/QD-UBND ngay 30/9/2015 cua Uy ban nhan dan
tinh vé viéc stra d6i, bd sung Quyet dinh s 17/2013/Qb-UBND ngay 20/6/2013
ctia Uy ban nhan dén tinh vé viéc chuyén giao thim quyén chting thuc hop dong,
giao dich cho to chirc hanh nghé cong ching trén dia ban tinh Binh Duong, di
dugc bo sung boi Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013.
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5. Thii tuc chitng thwe viin ban tir chdi nhan di san
5.1. Trinh ty thwe hién:
- Bude 1: Nguoi yéu ciu ching thyc hoan chinh ho so theo quy dinh.

- Bwée 2: Ngudi yéu cau chung thuc ndp ho so truc tiép tai Bo phan tiép
nhan ho so va tra két qua ctia Uy ban nhan dan cap xa.

+ Nguoi thue hién chitmg thie (hodc nguwoi tiép nhdn ho so trong truong
hop tlep nhdn ho so tai by phdan mot cira, mot cua lien thong) kiém tra gidy to
trong hé so yéu cau chimg thuc, néu day dii, tai thoi diém chimg thwc nguoi tir
chéi nhdn di san tw nguyén, minh man va nhdn thire, lam chii dwoc hanh vi ciia
minh thi thuc hién ching thuc

+ Nguoi tir choi nhdn di san ky trude mét nguoi thiee hién chirng thuc, néu
van ban tir chéi ¢é tir hai trang tré 1én thi phdi ky vao tirng trang. Truong hop
nguoi yéu cau chitng thyc nop hoé so tai bo phdn mot cura, mot cura lién thong thi
phdi ky trudc mdt nguoi tiép nhdn hé so,

+ Truong hop nguoi yéu cau chitng thuce khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khong nghe dwoc, khong ky, khong diém chi dwoc
thi phai c6 02 (hai) nguoi lam chimg. Nguoi lam chirng phai co du nang luc hanh
vi ddn sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chiing do nguwoi yéu cau chimg thuc b6 tri. Truwong hop nguoi yéu cau chimg
thwc khong bé tri dwoc thi dé nghi co quan thyc hién ching thwc chi dinh nguoi
lam churng.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhdn ho so) ghi loi chirng
theo mau quy dinh. Truong hop tiép nhdn hé so tai b phdn mét civa, mot cira lién
théng thi nguwoi tiép nhgn hé so ky vao tieng trang ciia van ban tir chéi va ky vao
duwéi 1o chirng theo mdu quy dinh.

Nguoi thu*c hién chirng thuc ky vao tirng trang ciia vin ban tir choi (néu hé
so khéng dwoc tiép nhdn qua bo phdn mét cira, mot cira lién thong), ky, ghi ré ho
tén, dong ddu ciia co quan thye hién chirng thure va ghi vao sé chimg thiec.

Poi voi van ban tir chéi ¢é tir 02 (hai) trang tro lén, thi tung trang phai
dwoc danh s6 thir tir, o chit ky cua nguoi yéu cau chimg thuwc va nguoi thie hién
chitng thuec; s6 lwong trang va loi chitng dwoe ghi tai trang cudi ciia van ban tir
chéi nhan di san. Tru’o’ng hop van ban tir chdi nhan di san cé tir 02 (hai) to tré
Ién thi phai déng dau gidp lai.

+ Trong truong hop nguoi yéu cau chimg thwe khong thong thao tiéng Viét
thi phai ¢ nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang lyc hanh vi
dan sir day du theo quy dinh ciia phdp ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chirng thue sir dung. Newoi phién dich do nguoi yéu cau chimg
thwe moi hodc do co quan thwc hién chung thuc chi dinh. Thu lao phién dich do
nguoi yéu cau chimg thuwce tra. Ngwoi phién dich cé trach nhiém dich day di, chinh
xdc néi dung ciia van ban tir choi nhdn di san, néi dung 1oi chitng cho nguoi yéu
cau chimg thuc va ky vao timg trang van bdn tir chéi nhdn di sdn véi tw cdch la
nguoi phién dich.
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- Buéce 3: Ngu’oi yéu cau chu’ng thue nhéan két - qua tai noi ndp ho so. Trong
truong hop tur chéi chimg thue, Uy ban nhan dan cip xa phai giai thich 1 1y do
bang vin ban cho ngudi yéu cau ching thuc.

5.2. Cach thirc thyee hién: Tryuc tiép tai BO phan tiép nhan hod so va tra két
qua cua Uy ban nhan dan cap xa.

5.3. Thanh phan, s6 lwong ho so:

Nguoi yéu cau chimg thuc ndp 01 (mdt) bo ho so yéu cau chimg thuc, gdom
cac giay to sau day:

- Dy thao vin ban tir chdi nhan di san;

- Ban sao Giay ching minh nhéan dan/Can cudc cong dan hoac HO chiéu
con gid tr1 st dung ciia ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh
de doi chicu);

- Ban sao gidy chung nhan quyen so hiru, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai
dang ky quyén sd hiru, quyén st dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

5.4. Thoi han giai quyét:

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau ching
thuc hodc c6 thé kéo dai hon theo théa thuin bang Van ban véi ngu’m yéu cau
ching thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan ho so
phdi ¢6 phiéu hen ghi ré thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg
thuc.

5.5. Poi twong thuwe hién thii tuc hanh chinh: Ca nhan, t6 chic.

5.6. Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan cip x4.

5.7. Két qua thuwe hién thi tuc hanh chinh: Vin ban tir chdi nhan di san
dugc ching thuc.

5.8. Phi (néu c6): 50.000 déng/vin ban.

5.9. Tén miu don, miu t& khai: Khong,

5.10. Yéu cau, diéu kién thwc hién thii tuc hanh chinh (néu cé):

5.11. Can cir phap ly cia thu tuc hanh chinh:

- Nghi dinh 86 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht vé cap ban
sao tur s6 goc, ching thuc ban sao tir ban chinh, chimg thyc chir ky va chimg thuc
hop dong, giao dich;

- Thong tr soj 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh
chi tiét va huong dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cdp ban sao tir so6 goc, chung thuc ban sao twr ban
chinh, churng thyc chir ky va chung thuc hop dong, giao dich,

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh quy
dinh mutrc thu, ché do thu, ndp, quan 1y va sir dung phi ching thuc;
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- Quyét dinh s6 17/2013/QD-UBND ngay 20/6/2013 ciia Uy ban nhan dan
tinh vé viéc chuyén giao tham quyén chirng thuc hop dong, giao dich cho t6 churc
hanh nghé cong ching trén dia ban tinh Binh Duong;

Quyét dinh s 36/2013/QD-UBND ngay 11/11/2013 cua Uy ban nhan
dan tinh vé viéc bd sung Quyet dinh s6 17/2013/QD-UBND ngay 20/6/2013 cua
Uy ban nhan dan tinh vé viéc chuyén giao thAm quyén ching thuc hop dong, giao
dich cho t6 chirc hanh nghé cong chung trén dia ban tinh Binh Duong;

Quyét dinh s6 41/2015/QD-UBND ngay 30/9/2015 cua Uy ban nhan dan
tinh vé viéc stra d6i, bd sung Quyet dinh s 17/2013/Qb-UBND ngay 20/6/2013
ctia Uy ban nhan dén tinh vé viéc chuyén giao thim quyén chting thuc hop dong,
giao dich cho t6 chirc hanh nghé cong ching trén dia ban tinh Binh Duong, di
dugc bo sung boi Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013.
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6. Thu tuc chirng thwce van ban théa thuan phan chia di san ma di san
la dong san, quyén sir dung dat, nha &

6.1. Trinh ty thue hién:
- Buwée 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yeu cau chung thuc nop hé so truc tiép tai Bo phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cép x4.

+ Nguoi thuc hign chimng thuc (hodc nguoi tiép nhdan ho so trong truong
hop tlep nhén ho S0 tai b phdn mot cua, mot cua lien thong) kiém tra gidy to
trong ho so yéu cdu chirng thuc, néu ddy di, tai thoi diém chimg thwe cac bén
tham gia théa thudn phén chia di san tw nguyén, minh man va nhdn thire, lam chii
dwoc hanh vi cua minh thi thuc hién chung thuec.

+ Cdc bén tham gia thoa thudn phan chia di san phdai ky trudc mat nguoi
thwc hién chung thuc, néu van ban théa thudn phdn chia di san co twe hai trang
tré lén thi phdi ky vao tirng trang. Trueong hop nguoi yéu cau chimg thuwe ndp ho
so tai bo phdn mot cua, mot cua lién thong thi cac bén thoa thudn phdn chia di
san phdi ky trude mdt nguoi tiép nhdn hé so.

+ Truong hop nguoi yéu cau chimng thuce khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoc, khong ky, khéng diém chi dwoc
thi phai co 02 (hai) ngwo“i lam chitng. Nguoi lam ching phai co du nang lyc hanh
vi ddn sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chirng do ngu’m yéu cau chung thuwee b6 tri. Truong hop nguoi yéu cau chimg
thuc khong bé tri duoc thi de nghi co quan thuc hién chiung thuc chi dinh nguoi
lam churng.

+ Nguoi thuc hién chitng thuc (hodc nguoi tiép nhén ho so) ghi loi chirng
theo mau quy dinh. Truong hop tiép nhdn hé so tai b phdn mét cira, mot cira lién
théng thi ngueoi tiép nhdn hé so ky vdo tirng trang ciia van ban théa thudn phdn
chia di san va ky vao dwéi loi chirng theo mau quy dinh.

Ngueoi thye hién chimg thiee ky vao tung trang cua van ban thoa thudn phan
chia di san (néu hé so khéng dwoc tiép nhdn qua b phdn mét cira, mét cira lién
théng), ky, ghi ré ho tén, déng dau ciia co quan thuwc hién chimg thwc va ghi vao
s6 ching thye.

Doi véi van ban théa thudn phdn chia di san c6 tir 02 (hai) trang tré Ién,
thi ting trang phdi dwoc ddnh sé thir tu; s6 lwong trang va loi chirg dwoc ghi tai
trang cudi ciia van ban théa thudn phdn chia di san. Truong hop van ban théa
thudn phén chia di san cé tir 02 (hai) to tré 1én thi phdi déng ddu gidp lai.

+ Trong truong hop nguoi yéu cau chimg thwe khéng théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang luc hanh vi
dén s ddy du theo quy dinh cua phap ludt, thong thao tiéng Viét va ngon ngir ma
nguoi yéu cau chimg thuc sir dung. Nguwoi phién dich do ngwoi yéu cau chimg
thuc moi hoac do co quan thwc hién chung thuc chi dinh. Thu lao phién dich do
nguoi yéu cau chimg thiee trda. Ngwoi phién dich ¢é trach nhiém dich day d, chinh
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xdc ni dung ciia véin ban théa thudn ndi dung 10i chitg cho nguwoi yéu cau chimg
thwc va ky vao tung trang van ban thoa thudn voi tw cdach la nguoi phién dich.

- Buée 3: Nguoi yéu cau ching thye nhan két qua tai noi ndp hd so. Trong
truong hop tir choi chimg thuc, Uy ban nhan dan cap xa phai giai thich ro 1y do
bang van ban cho nguoi yéu cau ching thuec.

6.2. Cach thirc thue hién: Truc tiép tai Uy ban nhan dan cip xa. Viéc
chung thuc van ban thoa thuan phan chia di san lién quan dén quyén ctia nguoi su
dung dat dugc thuc hién tai Uy ban nhén dan cap xa noi c¢6 dat. Viéc ching thuc
van ban thda thuan phan chia di san lién quan dén nha & duoc thuc hi¢n tai Uy
ban nhan dan cap xa noi c6 nha.

6.3. Thanh phén, s6 lwong ho so:

Ngudi yéu cau chimg thuc ndp 01 (mot) bd hd so yéu cau ching thuc, gdm
cac giay to sau day:

- Du thao van ban thoa thuén phan chia di san;

- Ban sao Gidy chting minh nhan dan/Can cudéc c¢éng ddn hoic Ho chiéu
coOn gia tr1 st dung ctiia ngudi yéu cau ching thuc (xuat trinh kém theo ban chinh
de doi chicu);,

- Ban sao gidy ching nhan quyen so hiru, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai

dang ky quyén sd hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

6.4. Thoi han giai quyét:

Khong qua 02 (hai) ngay lam vigc, kétirn gay nhan du ho so yéu cau ching
thuc hodc ¢6 thé kéo dai hon theo théa thuin bang Van ban voi ngu:0’1 yéu cau
chung thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan ho so
phdi cé phiéu hen ghi ré thoi gian (gio, ngay) trd két qud cho nguwoi yéu cau chimng
thyec.

6.5. Poi twong thuwe hién thii tuc hanh chinh: Cé nhén, t6 chuc.
6.6. Co quan thuec hién thii tuc hanh chinh: Uy ban nhan dan cip x4.

6.7. Két qua thyc hién thii tuc hanh chinh: Van ban thoa thuan phan chia
di san dugc chung thuc.

6.8. Phi (néu c6): 50.000 dong/vin ban.

6.9. Tén miu don, miu t& khai: Khong,

6.10. Yéu cau, diéu kién thwe hién thi tuc hanh chinh (néu cé):
6.11. Can cur phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctua Chinh phu vé cip ban
sao tl‘l"S@ goc, chung thyc ban sao tir ban chinh, chiing thyc chit ky va chirng thuc
hop dong, giao dich;
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- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tw phdp quy dinh
chi tiét va hudng dan thi hanh mot sé diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phii vé cdp ban sao tir s6 géc, chimg thiee ban sao tir ban
chinh, chitng thuc chit ky va chirng thwe hop dong, giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ciia B6 Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan ly va st dung phi chung thuc;

- Quyét dinh s0 17/2013/QD-UBND ngay 20/6/2013 cua Uy ban nhan dén
tinh vé viéc chuyén giao tham quyen chimg thuc hop dong, giao dich cho t6 chir
hanh nghé cong ching trén dia ban tinh Binh Duong;

- Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013 caa Uy ban nhan
dan tinh vé viéc bd sung Quyét dinh sé 17/2013/QD-UBND ngay 20/6/2013 cua
Uy ban nhan dan tinh vé viéc chuyén giao thim quyén chimg thuc hop dong, giao
dich cho t6 chirc hanh nghé cong ching trén dia ban tinh Binh Duong;

- Quyét dinh s6 41/2015/QD-UBND ngay 30/9/2015 ctia Uy ban nhan dan
tinh vé viéc stra d6i, bd sung Quyét dinh s6 17/2013/QD-UBND ngay 20/6/2013
ctia Uy ban nhan dan tinh vé viéc chuyén giao tham quyén chimg thuc hop dong,
giao dich cho t6 chirc hanh nghé cong ching trén dia ban tinh Binh Duong, di
dugc bo sung bai Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013.
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7. Thu tuc chirng thwe van ban khai nhan di san ma di san la dong san,
quyen sir dung dat, nha &

7.1. Trinh ty thye hién:
- Buwée 1: Nguoi yéu cau chimg thyc hoan chinh ho so theo quy dinh.

- Bude 2: Nguoi yeu cau chung thuc nop hé so truc tiép tai Bo phan tiép
nhan hd so va tra két qua cua Uy ban nhan dan cép x4.

+ Nguoi thuc hign chimng thuc (hodc nguoi tiép nhdan ho so trong truong
hop tlep nhén ho S0 tai b phdn mot cua, mot cia lien thong) kiém tra gidy to
trong ho so yéu cdu chirng thuc, néu ddy di, tai thoi diém chimg thwe cac bén
tham gia van ban khai nhdn di san tw nguyén, minh man va nhén thiee, lam chii
dwoc hanh vi cua minh thi tié’p nhén ho so, thuc hién chung thyc.

+ Nguoi khai nhdn di san phai ky trudc mat nguoi thuc hién ching
thwee, néu van ban khai nhan di san co tir hai trang tro lén thi phai ky vdo ting
trang. Trieong hop nguwoi yéu cau chitng thure ndp hé so tai bd phdn mot cira, mot
cira lién théng thi nguwoi khai nhdn di san phdi ky trude mdt nguoi tiép nhan ho
s0.

+ Truong hop nguoi yéu cau chimng thuce khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoc, khong ky, khéng diém chi dwoc
thi phai co 02 (hai) ngwo“i lam chitng. Nguoi lam ching phai co du nang lyc hanh
vi ddn sy va khong co quyen loi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chirng do ngu’m yéu cau chung thuwee b6 tri. Truong hop nguoi yéu cau chimg
thuc khong bé tri duoc thi dée nghi co quan thuc hién chiung thuc chi dinh nguoi
lam churng.

+ Nguoi thuc hién chitng thuc (hodc nguoi tiép nhén ho so) ghi loi chirng
theo mau quy dinh. Truong hop tiép nhdn hé so tai b phdn mét cira, mot cira lién
théng thi nguoi tiép nhdn hé so ky vao tung trang cua van ban khai nhan di san
va ky vao duoi loi chitng theo mdu quy dinh.

Ngueoi thyc hién chung thyc ky vao tirng trang cua van ban khai nhdn di
san (néu hé so khéng dwoc tlep nhan qua by phdan mot cwa, mot cua lién
théng), ky, ghi ré ho tén, déng dau ciia co quan thuwc hién chimng thwc va ghi vao
s6 ching thye.

Poi voi van ban khai nhan c6 tu 02 (hai) trang tro lén, thi tung trang phai
dwoc danh sé thir tir, co chit ky cua nguoi yéu cau chimg thuwc va nguoi thie hién
chitng thuwe; s6 lwong trang va loi chimg dwoc ghi tai trang cudi ciia van ban théa
thudn. Trieong hop van bdan khai nhdn cé tir 02 (hai) to tré lén thi phai déng dau
giap lai.

+ Trong truong hop nguoi yéu cau chimg thwe khong théng thao tiéng Viét
thi phai ¢ nguoi phién dich. Nguoi phién dich phai la nguoi c¢o nang lyc hanh vi
dan s day du theo quy dinh cua phdp ludt, thong thao tieng Viét va ngon ngit ma
ngueoi yéu cau chirng thie sir dung. Newoi phién dich do nguoi yéu cau chimg
thwe moi hodac do co quan thwc hién chung thuc chi dinh. Thu lao phién dich do
nguoi yéu cau chimg thuwce trd. Ngwoi phién dich cé trach nhiém dich day di, chinh
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xdc ndi dung ciia vin ban khai nhdn di san, ndi dung 1oi chitng cho ngueoi yéu cau
chung thyc va ky vao tung trang van ban khai nhan voi tw cach la nguoi phién
dich.

- Bude 3: Nguoi yéu cau chirng thyc nhan két qua tai noi ndp ho so. Trong

truong hop tur chéi chimg thue, Uy ban nhan dan cip xa phai giai thich 1 1y do
bang vin ban cho ngudi yéu cau ching thuc.

7.2. Céch thirc thwe hién: Truc tiép tai }jy ban nhan dan cap xA. Viée
ching thyc van ban khai nhén di san lién quan dén quyén cua nguoi st dung dat
duoc thyuc hién tai Uy ban nl}ﬁn dan cap xa noi co dat. Vjéc chung thuc van ban
khai nhan di san lién quan dén nha & dugc thuc hién tai Uy ban nhan dan cap xa
noi co nha.

7.3. Thanh phan, s6 lwong ho so:

Nguoi yéu cau chimg thuc ndp 01 (mdt) bo ho so yéu cau chimg thuc, gdm
cac giay to sau day:

- Du thao van ban khai nhan di san;

- Ban sao Gidy ching minh nhan dan/Cdan cudéc c¢éng dan hoic Ho chiéu
con gia tri su dung cua ngudi yéu cau ching thyc (xuat trinh kém theo ban chinh
de doi chieu);

- Ban sao gidy chung nhan quyen so hitu, quyén st dung hodc ban sao gidy
t& thay thé dugc phap luat quy dinh dbi voi tai san ma phap luat quy dinh phai
dang ky quyén so hiru, quyén st dung trong trudng hop vin ban khai nhan di san
lién quan dén tai san do6 (xuat trinh kém theo ban chinh dé doi chiéu).

7.4. Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau ching
thuc hodc c6 thé kéo dai hon theo thoa thuén bing van ban voi nglr(n yéu cau
chung thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan hé so
phdi ¢6 phiéu hen ghi ré thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg
thuec.

7.5. Poi twong thuwe hién thii tuc hanh chinh: Ca nhén, t6 chic.

7.6. Co quan thue hién thi tuc hanh chinh:Uy ban nhan déan cap xa.

7.7. Két qua thye hién thi tuc hanh chinh: Vin ban khai nhan di san
dugc ching thuc.

7.8. Phi (néu c6): 50.000 déng/vin ban.

7.9. Tén miu don, miu té khai: Khong,

7.10. Yéu cau, diéu kién thue hién thi tuc hanh chinh (néu cé):
7.11. Can cir phap ly ciia thi tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cap ban
sao tur s6 goc, ching thuc ban sao tir ban chinh, chimg thyuc chir ky va chimg thuc
hop dong, giao dich;
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- Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé Tw phdp quy dinh
chi tiét va hudng dan thi hanh mot sé diéu ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phii vé cdp ban sao tir s6 géc, chimg thiee ban sao tir ban
chinh, chitng thuc chit ky va chirng thwe hop dong, giao dich;

- Thong tu s0 226/2016/TT-BTC ngay 11/11/2016 ciia BO Tai chinh quy
dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chung thuc;

- Quyét dinh s0 17/2013/QD-UBND ngay 20/6/2013 cua Uy ban nhan dén
tinh vé viéc chuyén giao tham quyen chimg thuc hop dong, giao dich cho t6 chir
hanh nghé cong ching trén dia ban tinh Binh Duong;

- Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013 caa Uy ban nhan
dan tinh vé viéc bd sung Quyét dinh sé 17/2013/QD-UBND ngay 20/6/2013 cua
Uy ban nhan dan tinh vé viéc chuyén giao thim quyén chimg thuc hop dong, giao
dich cho t6 chirc hanh nghé cong ching trén dia ban tinh Binh Duong;

- Quyét dinh s6 41/2015/QD-UBND ngay 30/9/2015 ctia Uy ban nhan dan
tinh vé viéc stra d6i, bd sung Quyét dinh s6 17/2013/QD-UBND ngay 20/6/2013
ctia Uy ban nhan dan tinh vé viéc chuyén giao tham quyén chimg thuc hop dong,
giao dich cho t6 chirc hanh nghé cong ching trén dia ban tinh Binh Duong, di
dugc bo sung bai Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013.
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8. Thii tuc chirng thwre viéc sira doi, bo sung, hiiy bé hop dong, giao dich
8.1. Trinh ty thue hién:
- Bude 1: Nguoi yéu ciu ching thyc hoan chinh ho so theo quy dinh.

- Bwée 2: Ngudi yéu cau chung thuc ndp ho so truc tiép tai Bo phan tiép
nhan ho so va tra két qua ctia Uy ban nhan dan cap xa.

+ Nguwoi yéu cdu chimng thuc xudt trinh gidy to tiy than con gid tri si dung
dée nguoi thuc hién chung thuc kiém tra va nop 01 bo ho so .

+ Viéc sira doi, bo sung, hity bé hop dong, giao dich di dwoc chimmg thuc
chj duoc thuc hién khi co thoa thugn bang van ban cua cdc bén tham gia hop
dong, giao dich.

+ Viéc sira doi, bo sung, huy bo hop déng, giao dich dwoc thuc hién tai co
quan dé chieng thuwe hop dong, giao dich. Truong hop sira doi, b6 sung, thay thé,
hiiy bé mdt phan hodc toan bé di chiic thi ¢é thé chieng thire tai bdt ky co quan c6
tham quyén chiing thuc nao.

+ Nguoi thue hién chimmg thiee (hodc nguoi tiép nhdn ho so trong truong
hop tzep nhdn ho SO 1qi bo phan mot cua, mot cia lién thong) kiém tra gidy to
trong ho so yeu, cau chimg thwe, néu day di tai thoi diém chimmg thuc cdc bén
tham gia hop dong, giao dich tw nguyén, minh man va nhdn thive, lam chii diege
hanh vi ciia minh thi tiép nhdn hé so, thuce hién chimg thuec.

+ Cadc bén tham gia hop dong, giao dich phdi ky trudc mdt ngueoi thwe hién
chitng thiee, néu hop dong co tu hai trang tro lén thi phai ky vao tung trang.
Truong hop nguoi yéu cau chimg thuc ndp hé so tai bj phdn mét cira, mot cua
lién thong thi cac bén tham gia hop dong, giao dich phai ky trudc mat nguoi tiép
nhdn ho so. Trieong hop ngueoi c6 tham quyén giao két hop dong ciia cdc té chirc
tin dung, doanh nghiép da dang ky chit ky mau tai co quan thuwc hién ching thuc
thi ¢ thé ky trude vao hop dong; nguwoi thyc hién chitmg thyc (hoac nguoi tiép
nhén hé so tai bo phdn mot cua, mot cua lién thong) phai doi chiéu chir ky cua
ho trong hop dong véi chir ky mau trudce khi thiee hién chimg thiee, néu nghi ngo
chit ky trong hop dong khdc véi chiv ky mau thi yéu cau nguoi dé ky trude mdt.

+ Truong hop nguoi yéu cau chitng thue khéng ky dwoc thi phdi diém chi;
néu nguoi dé khéng doc dwoc, khéng nghe dwoc, khong ky, khéng diém chi dwoc
thi phai co 02 (hai) ngu’o’l lam chitng. Nguoi lam ching phai co6 du nang lyc hanh
vi dén sw va khéng cé quyén, loi ich hodc nghia vy lién quan dén hop dong, giao
dich. Nguoi lam chimg do nguoi yéu cdu chimng thirc bo tri. Triwong hop nguoi
yéu cau chimg thuc khéng bé tri dwoc thi dé nghi co quan thiee hién chimng thuc
chi dinh nguoi lam chirng.

+ Nguoi thuc hién ching thuc (hodc nguoi tzep nhdn ho so) ghi loi ching
twong vng voi tung loai hop dong, giao dich theo mdu quy dinh. T ruong hop tlep
nhédn ho so tai bg phdn mot cira, mot cira lién thong thi nguoi tiép nhdn ho SO
ky vao tirng trang ciia hop dong, giao dich va ky vao dwdi loi chitng theo mau quy
dinh.
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Nguoi thuc hién chung thwe ky vdo timg trang ciia hop dong, giao dich
(néu hoé so khéng duwoc tiép nhdn qua bé phdn mét cira, mot civa lién thong), ky,
ghi ¥6 ho tén, dong ddu ciia co quan thyc hién chiing thie va ghi vdo sé chimg
thue.

Doi voi hop dong giao dich c6 tir 02 (hai) trang tro lén, thi ting trang phai
dwoc danh s6 thir tu; s6 lwong trang va loi chitng dwoc ghi tqi trang cuoi cua hop
dong, giao dich. Truong hop hop dong, giao dich c6 tir 02 (hai) to tré 1én thi phdi
dong dau gidp lai.

+ Trong trwong hop nguoi yéu cau chimg thwe khong thong thao tiéng Viét
thi phai ¢ nguoi phién dich. Nguoi phién dich phai la nguoi c6 nang lwc hanh vi
dan s day du theo quy dinh ciia phdp ludt, thong thao tiéng Viét va ngon ngir ma
ngueoi yéu cau chirng thue sir dung. Newoi phién dich do nguoi yéu cau chimg
thwe moi hodc do co quan thyc hién chumg thuc chi dinh. Thit lao phién dich do
ngueoi yéu cdu chimg thuec tra. Ngwoi phién dich cé trach nhiém dich day du, chinh
xdc néi dung cia hop dong, giao dich, néi dung 1oi chimg cho ngwoi yéu cau
chitng thiee va ky vao tirmg trang hop dong véi tw cach la nguoi phién dich.

+ Co quan thuee hién viée sira doi, bo sung, thay thé, hity bé mét phan hodc
toan bé di chiic phai théng bdo bang vin ban cho co quan di chitng thiec triede
ddy vé néi dung sira doi, bo sung, thay thé, hity bé mét phan hodc toan b di chiic
dé ghi chii vao sé ching thue hop dong, giao dich.

- Buére 3: Nguoi yéu cau ching thuc nhan két qua tai noi ndp hd so. Trong
truong hop tir choi ching thue, Uy ban nhan dan cap xa phai giai thich 13 1y do
bang van ban cho nguoi yéu cau chung thuec.

82 Cach thure thuc ’hién: Truc tiép tai B phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cap xa.

8.3. Thanh ph?m, ) lugng ho so:

Ngudi yéu cau ching thuc ndp 01 (mot) bd hd so gdm cac gidy to sau ddy:

- Hop déng, giao dich da dugc ching thuc;

- Dy thao hop dong, giao dich sira d6i, bo sung, huy bo hop dong, giao dich
da dugc ching thyec;

- Trong trudng hop ndi dung stra d6i, bo sung ¢ lién quan dén tai san thi
nguol yéu cau ching thyc phai np ban sao kem ban chinh dé d6i chiéu gidy
ching nhan quyén s¢ hitu, quyén s dung hodc ban sao gidy to thay thé dugc phap
luat quy dinh dbi v6i tai san ma phap ludt quy dinh phai dang ky quyén so hitu,
quyén st dung, trir triwong hop nguoi ldp di chiic dang bi cdi chét de doa dén tinh
mang.

8.4. Thoi han giai quyét:

Thot han thyc hién yéu cau chimg thue phai duge bao dam ngay trong ngay
co quan, to churc tlep nhén yéu cau hoic trong ngay lam viéc tiép theo néu tiép
nhan yéu cau sau 15 gid. Truong hop tra két qua trong ngay lam viéc tiép theo thi
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nguoi tiép nhdn hé so phdi cé phiéu hen ghi ré thoi gian (gio, ngay) tra két qud
cho nguoi yéu cdau chung thuc.

8.5. Poi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chirc.

8.6. Co quan thuec hién thi tuc hanh chinh: Uy ban nhan dan cap xA.

8.7. Két qua thyc hién thi tuc hanh chinh: Hop dong, giao dich dugc
chung thuc.

8.8. Phi (néu c6): 30.000 déng/hop dong, giao dich.

8.9. Tén miu don, miu t& khai: Khong,

8.10. Yéu ciu, diéu kién thuc hién tha tuc hanh chinh (néu co):

Viéc sitra doi, bo sung, huy boé hop dong, giao dich di duoc chimg thyc chi
dugc thyc hién khi ¢6 thoa thuan bang vin ban cta cac bén tham gia hop dong,
giao dich.

8.11. Can cwr phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé cp ban
sao tu 8O goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

- Thong tu So:' 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh
chi tiét va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir s goc, chung thuc ban sao tir ban
chinh, chirng thyc chir ky va ching thwc hop dong, giao dich;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy
dinh muc thu, ché do thu, ndp, quan ly va sir dung phi chung thyc.;

+ Quyét dinh s6 17/2013/ Qb-UBND ngay 20/6/2013 cua Uy ban nhén dan
tinh vé viéc chuyén giao tham quyén chimg thuc hop dong, giao dich cho t6 chirc
hanh nghé cong chimg trén dia ban tinh Binh Duong;

+ Quyét dinh sb 36/2013/QD UBND ngay 11/11/2013 cta Uy ban nhan
dan tinh vé viéc bd sung Quyet dinh s6 17/2013/QD-UBND ngay 20/6/2013 cua
Uy ban nhén dan tinh vé viéc chuyén giao tham quyén chung thuc hop dong, giao
dich cho t6 chirc hanh nghé cong chung trén dia ban tinh Binh Duong;

+ Quyét dinh s6 41/2015/QD-UBND ngay 30/9/2015 ctia Uy ban nhan dan
tinh vé viéc stra d6i, bd sung Quyét dinh s6 17/2013/QD-UBND ngay 20/6/2013
ctiia Uy ban nhan dan tinh vé viéc chuyén giao tham quyén chimg thuc hop dong,
giao dich cho t6 chirc hanh nghé cong ching trén dia ban tinh Binh Duong, di
dugc bo sung boi Quyét dinh s6 36/2013/QD-UBND ngay 11/11/2013.
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9. Thii tuc sira 18i sai sét trong hop dong, giao dich
9.1. Trinh ty thwe hién:
- Bude 1: Nguoi yéu ciu ching thyc hoan chinh ho so theo quy dinh.

- Bwée 2: Nguoi yéu cau ching thuc ndp ho so truc tiép tai Bo phan tiép
nhan ho so va tra két qua ciia Uy ban nhéan dan cap xa.

+ Viéc sira 161 sai s6t trong khi ghi chép, danh mdy, in hop dong, giao dich
da duoc chung thuc duoc thuc hién theo thoa thudn bcing van ban cua cac bén
tham gia hop dong, giao dich, néu khéng lam dnh hieong dén quyén, nghia vu ciia
cdc bén va duoc thuce hién tai co quan da chung thuc hop déng, giao dich.

+ Nguwoi thuc hién chirng thuc gach chan 16 sai sot can sira, dong dau cia
co quan thyc hién chung thuc va ghi vao bén lé cua hop dong, giao dich ngi dung
da sua, ho tén, chir ky cua nguoi swa, ngay thang nam sua.

- Buéc 3: Nguoi yéu cau chirng thyc nhan két qua tai noi ndp ho so. Trong

truong hop tur chéi chimg thue, Uy ban nhan dan cip xa phai giai thich 15 1y do
bang vin ban cho ngudi yéu cau ching thyec.

9.2. Céch thirc thue hién: Tryc tiép tai Bo phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cap xa.

9.3. Thanh phén, s6 lwong ho so:

Nguoi yéu cau chimg thuc nop 01 (mdt) bo hd so yéu ciu chimg thuc, gdom
cac giay to sau day:

- Ban sao Gidy chimg minh nhan dan/Can cudc cong dan hodc Ho chiéu
con gia tri su dung cua nguoi yéu cau chimg thuce (xuét trinh ban chinh dé doi
chiéu);

- Vin ban thoa thuan vé viéc sira 16i sai sot trong hop dong, giao dich da
duoc ching thuc;

- Hop déng, giao dich da dugc chung thuc;

- Ban sao gidy chimg nhan quyéq so hiru, quyén st dung hoidc ban sao gidy
to thay thé dugc phap luat quy dinh do1 voi tai san ma phap luat quy dinh phai

dang ky quyén sd hiru, quyén su dung trong truong hop hop dong, giao dich lién
quan dén tai san d6 (xuat trinh ban chinh dé d6i chiéu).

9.4. Thoi han giai quyét:

Thot han thyc hién yéu cau chimg thue phai duge bao dam ngay trong ngay
co quan, to churc tlep nhén yéu cau hoic trong ngay lam viéc tiép theo néu tiép
nhan yeu cau sau 15 gio. Truong hO’p tra két qud trong ngay lam viéc tiép theo thi
nguoi tiép nhdn hé so phdi c¢é phiéu hen ghi ré thoi gian (gio, ngay) tra két qua
cho nguoi yéu cau chimg thi.

9.5. Poi twong thuwe hién thi tuc hanh chinh: Cé nhan, t6 chtc.
9.6. Co' quan thuec hién thi tuc hanh chinh: Uy ban nhan dan cip xA.
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9.7. Két qua thuc hién thia tuc hanh chinh: Hop dong, giao dich dugc
stra 101 sai sot.

9.8. Phi (néu c6): 25.000 dong/hop dong, giao dich.

9.9. Tén miu don, miu to khai: Khong.

9.10. Yéu cdu, diéu kién thwe hién thi tuc hanh chinh (néu cé):

9.11. Can cur phap ly cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban
sao tu sO goc, ching thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

+ Thong tw s~0A’ 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phdp quy dinh
chi tiét va huong ddn thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu ve cdp ban sao tir s6 goc, ching thuc ban sao ti ban
chinh, chitng thuc chiv ky va chirng thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctua Bo Tai chinh quy
dinh mirc thu, ché d¢ thu, nop, quan ly va sir dung phi ching thuc.
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10. Thii tuc cap béan sao ¢é ching thwe tir ban chinh hop dong, giao
dich da dwgc chirng thue

10.1. Trinh ty thwc hién:

- Buwée 1: Nguoi yéu cau cip ban sao hoan chinh ho so theo quy dinh.

- Buéc 2:7Nguc‘>’i yéu cau nép ho so truc tiép tai BO phan tiép nhéan ho so va

tra két qua cua Uy ban nhan dan cap xa.

+ Nguoi yéu cau cdp ban sao c6 chimg thuwc tir ban chinh hop dong, giao
dich phai xuat trinh cac gidy to theo quy dinh.

+ Nguoi thwc hién chimg thuwc kiém tra gidy to do nguoi yéu cau cdp ban
sao c6 chitng thie tir ban chinh hop dong, giao dich xudt trinh.

+ Viéc cdp ban sao cé chitng thwc tir ban chinh hop dong, giao dich da
dwoc chung thuc duoc thuc hién tai co quan luu trit hop dong, giao dich.

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

* Ghi ddy du loi chimg chimg thiee chiv ky theo mdau quy dinh;

* Ky, ghi 16 ho tén, déng ddu ciia co quan, t6 chirc thuc hién chirng thuc
va ghi vao so chung thuc.

, Déi voi ban sao co tw 02 (hai) trang tro lén thi ghi loi chimg vao trang
cuoi, néu ban sao co tir 02 (hai) to tro lén thi phai dong dau giap lai.

Moéi ban sao duoc churng thuece tir mot ban chinh giéy 10, van ban hodc nhiéu
ban sao dwoc chirng thuc tr mot ban chinh gidy to, van ban trong cung mot thoi
diem dwoc ghi mot so churng thuec.

- Buée 3: Nguoi yéu cau nhan két qua tai noi ndp ho so. Trong truong hop
tur choi cap ban sao, Uy ban nhan dan cép xa phai giai thich 16 ly do bang van ban
cho nguoi yéu cau.

10.2. Céch thire thwe hién: Tryc tiép tai Bo phan tiép nhan ho so va tra két
qua cua Uy ban nhan dan cap xa.

10.3. Thanh phan, s6 lwong ho so: Nguoi yeu cau cip ban sao xuat trinh
ban chinh hoac ban sao c6 chig thyc Gidy chirng minh nhan dan/Can cudc cong
dan hodc HO chiéu con gia tri sir dung.

10.4. Thoi han giai quyet Trong ngay co quan, to chue tiép nhan yéu cau
hoac trong ngay lam viéc tiép theo néu tiép nhan yéu cau sau 15 gi0. Truong hO’p
tra két qua trong ngay lam viée tiép theo thi nguoi tiép nhan ho so phdi ¢ phleu
hen ghi ré thoi gian (gio, ngdy) tra két qua cho nguwoi yéu cau chimg thuec.

10.5. Po6i twong thwe hién thii tuc hanh chinh: C4 nhan, t6 chic.

10.6. Co quan thye hién thii tuc hanh chinh: Uy ban nhan dan cip xa.

10.7. Két qua thwe hién thi tuc hanh chinh: Ban sao hop dong, giao dich
dugc ching thuc.
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10.8 Phi (néu c6): 2.000 dong/trang. Tir trang thr ba trd 1én thu 1.000
dong/trang, nhung murc thu toi da khong qua 200.000 dong/ban. Trang la can cur
dé thu phi dugc tinh theo trang ctia ban chinh.

10.9. Tén miu don, miu to khai: Khong.

10.10. Y&u céu, diéu kién thwe hién thii tuc hanh chinh (néu cé): Khong.

10.11. Can cwr phap ly ciaa tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban
sao tu sO goc, chuing thue ban sao tur ban chinh, chimg thyc chir ky va ching thyc
hop dong, giao dich;

+ Thong tw s~0”' 01/2020/TT-BTP ngay 03/3/2020 cua Bo Tw phap quy dinh
chi tiét va huong ddn thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu ve cdp ban sao tir s6 goc, ching thuc ban sao tw ban
chinh, chung thuc chit ky va chung thuc hop dong, giao dich;

+ Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 ctua B Tai chinh quy
dinh muirc thu, ché d¢ thu, nop, quan ly va sir dung phi ching thuc.





