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Khdnh Hda, ngdy 27 thdng 4 ndm 201756: 1184 /QE-UBND

Vdvi$cc6ngu6tnntgchinh$ffiilfouon'bibflib6trongIinhvgc
chrring thgc thuQc thAm quydn giii quy6t cria UBND c6p ia

trGn tlia bin tinh Khdnh IIda

cH0 TICH uy sAN NHAN DAN riNn rcrANH HoA

Cdn cri Luft t6 chric chinh quy6n dia phucrng ngey 19 thing6 ndm20r5;

Cbn cf Nghi dlnh sd 63/2010A{E-CP ngby 08 thdng 6 ndm 2010 cria Chinh
phri vA ki6m so6t thri tgc hanh chinh;

Cdn cri Nghi dinh s6 4S/20134ID-CP ngdy t4 thang 5 ndm 2013 cua Chinh
phri sta AOi, U6 sung mQt sti di6u cria cdc ngJtl dffi 1i6n quan d6n ki6rn so6t thri tpc
hanh chinh;

Cdn cri Thdng tu s0 05l20t4lTT-BTP ngey 07 th6ng 02 ndm 2014 cfla B0
truong B0 Tu ph6p hu6ng ddn c6ng b6, ni0m y6t thri tpc hanh chinh vd b6o c6o v'i
tinh hinh, ktit qui thUc hign ki6m so6t tht tuc hdnh chinh;

Xdt de nghi ctra Gi6m cl6c So Tu ph6p tpi Td trinh sO SZZTf-STP ngey
r4t4t20r7,

Q{rrET D[NH:

Di6u 1. COng UO kOm theo Quy6t Ainn ndy thtr tuc hdnh chinh mdi ban hdnh, bi
bei b6 trong linh v.uc chimg thUc thuQc thAm quy6n gihi quy€t cfia TIBND c6p xd tr6n
tlia bin tinh Khenh Hda.

Eidu 2. Quy6t dinh ndy c6 hiQu lgc thi henh t6 tu ngdy lcy.

Ei6u 3. Chfuih Vdn phdng Uy ban nhdn ddn tinh, Gi6m ddc So Tu ph6p, Thtr
truong cdc cs guffi, ban, ngdnh; Chri tich UBND c6c huyQn, thi x6, thenh ph6; Chri
tich UBND c6c xd,, phuong, tfri trAn vd cdc td chric, c6 nhdn c6 li6n quan chiu trdch
r*ripm thi hanh Quy6t dinh ndy./.

Noi nh,dn:
- tltruOiAu 3 (tlh);
- Cgc Ki€m so6t TTHC (VPCP);
- TT.IIDND tinh, Ban PCHEND tinh;
- chri tich IJBND tinh (bic);
- SdTuph6p;
- TT C0ng b6o; Cdng TTET tinh;
- Luu: VT, DL, LT.

TICH 7
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Nguv6n Duv B.{c
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"CAP XA TREN DIA BAN TINH KHANH HOA

theo Quy€t aiAt sg/,18f/gn-UBND ngdy lfthars fl ndm thl,kita
Chfi tich Uy ban nhdn ddn tinh Khdnh Hda)

Phin I
DANH MUC TH0 TUC HANH CHINI{

1. Danh mgc-thri tgc hinh chfnh mrf,i ban hinh thuQc thffm quyiin giii quy6t
cfra UBND cdp x[

STT TGn thri tuc hinh chfnh

t nK 1, A Auap Dan sao ru so goc

2
Sllring thgc ban sao tir ban chfnh giSy tit,vdn bin do co quan, tO chfc c6
rA l, 

":hdm quy6n cua ViQt Nam cdp hodc chimg nhQn

a
J

Jhring thgc chfi lqy trong cilc gi?'y td, vdn b6n (5p dUng cho ci truong hqrp

:himg thuc di€m chi vd trucrng hgp nguoi y6u cAu chimg thgc kh6n gk!,,
<hdng eli6m chi tfugc)

4 Shring thuc viQc sta ddi, bd sung, hty b6 hqp d6ng, giao dich

5 Sua 15i sai s6t trons hqp il6ne, giao dich

6
JAp bin sao c6 chimg tfuic tri bin chinh hgrp dOng, grao dfch dd dugc chimg
huc

7
Jhrlng jhgc hgrp d6ng, giao dich 1i6n quan d6n tdi san ld dQng sAn, quydn str
lgng ddt, nhA 0

8 lhfng thgc di chirc

9

10
lhtpg thlrc v6n b6n thoa thu0n ph6n chia di s6n md di sin ld d6ng sAn,

1uy6n srl dpng dat, nhe 6

11
3]tfng thyc vdn b6n khai nhan di s6n md di san ld ddng s6n, quydn str dung
Iat. nhe 6



2. Danh mgc thri tgc hinh chinh bi bei b6 thuQc th6m quydn gi6i quy6t cfra

UBND cdp huy$n

STT
Sii n6 so
TTHC

Tdn thfr tuc hinh chinh
TGn VBQPPL quy ilinh viQc

bEi b6 TTHC

1 lAp ban sao tir s6 g6t

fh6ng frr 226 /201 6/TT-BTC
rgdy l Llll/2016 cua BQ Tii.
lhinh quy dfnh mric thu, chO

l0 nQp, quan ly vd sri dpng Phi
:hfng thuc

2

3htmg thgc bin sao tu ban

:hinh gi6y td, vdn ban do
',' 1' :6thAm)0 quan, t() cnuc

truy6n cua ViQt Nam cdp

rodc chim;g nh?n

fh6ng frr 226 1201 6[T-BTC
rgdy l llll/2016 cua BQ Tii.
lhinh quy dinh mfic thu, ch6

10 nQp, quan ly vi su dgng Phi
>htrng thgc

,,
J

3hrmg thU'c cht ky trong
:6c giSy tir, vdn bhn (5p

lgng cho ci trudng hqp
:hring thp,r diOm chi vd.
lrudng hry ngudi y6u cdu

;hring thUc kh6ng ky,
kh6ne diiSrn chi duoc)

fh6ng frr 226 1201 6/TT-BTC
rgdy 11/11/2016 ciaBQ Tei.

lhinh quy dinh mirc thu, chO

10 nQp, quin ly vit su dPng Phi
:hring thuc

4

Cfning thlrc viQc sua ddi,

b6 sung, hny b6 hgrp d6ng,

siao dich

fh6ng ir 226 /201 6/TT-BTC
rgdy 1llll/2016 cira BQ Tdi.

Shinh quy dinh mric thu, chO

I0 nQp, quan ly vd su dPng Phi
:hring thuc

5
Sua l6i sai s6t trong hgp
fdng, giao dich

fh6ng fi 2261201 6/TT-BTC
rgdy 11/ll/2016 cria B0 Tei.

lhinh quy dinh mirc thu, chO

10 nQp, quan l! vd sri dung Phi
rhring thuc

6

OAp b6n sao c6 chirng thlrc
tir b6n chinh hgp d6ng,
giao dich dd dugc chfrng
lhuc

fh6ng ta 226/201 6iTT-BTC
rgdy 1111112016 cua BQ Tdi.

lhinh quy dinh rnric thu, chO

10 nQp, quin ly vd sri dUng Phi
:hring thuc

hfng thr,lc hqp d6ng, giao Ih6ne tu 2261201 6/TT-BTC



.!

i ,r. ,
dfch li6n quan d6n tdi san

ld dQng s6n, quy6n sir dpnl

rldt, nhd 6

gdy 1 l/1112016 cua B0 Tai.
)hfnh quy dinh mirc thu, ch€

q nQp, quan ly vd su dpng phi

hfins thuc

8 3hung thgc di chirc

Ih6ng t1i 226 120 1 6/TT-BTC
rgdy 1 111112016 cria BQ Tdi.
lhinh quy dinh mitc thu, ch6

10 nQp, quan ly vd st dgng phf
;hirne thuc

9
Ohung thgc vdn ben dr
:trt5i nnan di sin

Ih6ng ffi 226 120 1 6/TT-BTC
rgdy 1I/111201,6 cira BQ Tdi.
lhinh quy dinh mric thu, ch6

10 nQp, qu6n ly vd stt dpng phf
:hfine thuc

10

3himg thgc vdn bin thoa
hupn phdn chia di sin md

Ji sin h dQng san, quydn
u dgng dat, nhe 6

Ih6ng ft 226 120 1 6/TT-BTC
rgdy 1 I/1112016 cua 86 Tii.
lhfnh quy dfnh mric thu, chd

10 nQp, quin lj vd su dpng phi
:hring thuc

11

3hring thgc vdn bin khai
rhQn di s6n md di s6n ld
4^ " X
10ng sin, quy6n st dpng
Iat. nha d

Ih6ng frr 226 1201 6/TT-BTC
rgdy 1I/1112016 cua BQ Tdi.
lhinh quy dinh mric thu, ch6

10 nQp, qu6n ly vd su dgng phi
:hfing thuc



Phin II
NeI DUNG CU TIIE CU,q. TI[fr TUC IIANH CIIiNH TRoNG LINH WC

CUA I]BND CAP XA

1. Thfr tgc c6P bin sao tir t6 96.

- Trinh tr3 thr;c hiQn:

+ Ngudi y6u cAu cdp btn sao tu 16 gOc chuAn bi h6 so theo dirng quy dfnh,

nQp h6 ,o iai n0 phan tiep nhAn vi tri ktit qui cira UBND c6pxd,.

+ Nguli you cAu cAp b6n sao tir sO 96. phai xuAt trinh cdc gtdy to phpc vg

cho y6u.a" .ap bin sao to tO giic. Trucrng hgp ngudi y6u cAu t6p bin sao tu sd

g6c gui qua buu diQn thi ph6i gui kdm theo ban sao c6 chimg thlrc gi6y td theo quy

dinh.

+ co guffi, t6 chilc can cir vdo s6 g6c do cilpbinsao cho ngudi y6u cau; nQi

dung bfur sao ph6i ghi theo dirng nQi dung d6 ghi trong to go..

* Trong trudng hqp lihong tir-n thdy to 96. ho[c trong so goc kh6ng c6 th6ng

tin v6 nqi duig VeulAu'"5pb{nsao thi co quan, tO chric dang l*u git s6 g6c c6

tr6ch nhigm tra ldi bing vdn ban cho ngudi yOu cAu'

+ Ngudi yeu cAu clp bdnsao tir s6 g6c nhan k6t qui t4i noi nQp h6 so ho[c

qua buu diQn (n6u nQp qua buu diQn).

- C6ch thrfrc thqc hiQn: N?p hO so trgc ti6p tai B0 phan tiop nhan vd tri ki5t

qui ctra TIBND cdp xdho{c gtri y6u cAu qua buu diQn

- Thinh phAn, sii l,tgng hii so:

+ Trucmg hqp nqp tryc fi6p thi xu6t trinh b6n chinh hodc b6n sao c6 chimg

thgc gi6y chirng minh nhan dan ho[c h0 chitiu cdn gi6 tri str dung.

+ Truong hqp ngudi y6u ciu rAp b6n sao tu s6 g5c gui qua buu diQn thi phAi

grii kdm theo bAn sao c6 chimg thUc giAy chring minh nhdn ddn ho[c h0 chi6u cdn

gi5 tri sri dgng, phong bi din tem ghi 16 hq tOn, dia chi ngudi nh$n cho co quan, t6

chric cAp bin sao.

+ Trudng hgrp ngudi ydu cAu ld ngudi dai dien theo ph6p ludt, ngudi dai diQn

theo iry quyAn gia cdnhdn, t6 cfuilc dugc cAp b6n chinh; ch4 m9, con; vg, ch6ng;

anh, chi, em ru6t; nguoi thua k6 kh6c c{ra ngudi duoc c6p ban chinh trong trudrng

hgp nguoi d6 dA .ftOt ttti phAi >r:ri6t trinh giSy to chirng minh quan hQ v6i ngudi

dugc c6p b6n chinh.



.. I

- Thdi hgn giii q,rytitt Trong ngey co quan, t6 chric titip nhan y6u cAu ho{c

trong ngey ldm vi6c ti6p theo, nt5u ti€p nhan y6u cAu sau 15 gio. Trong trucrng hqrp

^ I A 1 7 r 4.^ ,1 \ ,r \. 1 +y6u cdu cdp ban sao tu s6 g6c dugc gui qua buu di6n thi thdi han dugc thUc hien

ngay sau khi co quan, t6 chric nhan dfi h6 so hgp 16 theo d6u buu dien d6n.

- OOi tugrrg thrpc hiQn thri tgc hirnh chinh: Cd nhan, tO chirc

- Ca quan thgc hiQn thfr trlc hirnh chinh: UBND c6p xd

- f6t qui thgc hiQn thri tgc hinh chfnh: Birn sao dugc c6p tu s6 gOt

- LQ phi: Kh6ng

- TGn miu tlcrn, miu td khai: Khdng
!7A l 

t r  )t , / r \ , 
o

- YOu cflu, di6u kiQn thgc hiQn thfr tgc hhnh chinh: Phii c6 s6 g6c

- Cin crrl phip ly cfra thfr tgc hinh chinh:

+ Nehi dinh s6 23/20I5|NE-CP ngdy L6/02/2015 cria Chinh phir v6 cilp bhn
sao tu b6n chinh, chimg thgc chfi ky vd chring thgc hgrp d6ng, giao dich;

+ Th6ng tu s6 22612016/TT-BTC ngay nnl?0l6 cua 89 Tai chinh quy

dlnh mtc thu, ch6 dQ thu, nQp, qu6n ly vd su dung phf chring thyc.

2. Thfr tgc chrfrng thqc bin sao til bin chinh gi6y tfl vIn bin do co quan

tO chlic c6 thAm quydn cfra ViQt Nam c6p ho{c chr?ng nh$n

- Trinh try thgc hiQn:

+ Ngudi y6u cAu chimg thgc chuAn bi hO so theo dirng quy dfnh, nQp hO so

tpi BQ ph$n tiep nhfin vdtrhktSt qu6 cria LIBND cdp xA,

+ Ngudi yOu cAu chimg thuc phii xu6t trinh ban chinh giSy td, vdn b6n idm
, tA a , ,1 I r \ r ?

co sd cl6 chring thgc bin sao vd bin sao cAn chring thgc.

+ Trudng hgp ngudi y6u cdu chring thgc chi xu6t trinh b6n chinh thi co quan,

t6 chric ti6n hdnh chUp tu bdn chfnh dC thqc hiQn chring thr,tc, tril trudng hqp co
,A 1 t r r ^ t 1quan, t6 chirc kh6ng c6 phucrng tiQn dd chpp.

+ Ngudi thUc hign chring thlrc ki6m tra bin chinh, eOi ctri6u voi b6n suo, nCu

nQi dung bdn sao dring v6i ban chinh, bin chinh gi6y td, vdn b6n kh6ng thuQc c6c

trulng hqp ban chfnh gi6y td, vdn bin khdng dugc dung lirm co so dti chimg thuc

bin sao thi thuc hi6n chring thgc nhu sau:

* Ghi day dir ldi chfng chimg thUc b6n sao tir bfrn chinh theo m6u quy dinh;



* Ky, ghi 16 ho t6n, d6ng dllu cua co quan thgc hiQn chfng thgc vi ghi vdo

s6 chung thgc,

pOi vOi bi,n sao c6 tt 02 (hai) trang tro l6n thi ghi ldi chtng vdo trang cu6i,

n6u ban sao c6 tu 02 (hai) td trd 16rr thi ph6i d6ng ddu gi6p lai.

M6i ben sao dusc chime thr,rc tu mQt ban chinh gi6y td, van ban hoflc nhi6u

b6n sao dugc chrmg thgc til mQt ban chinh gi6y td, vdn ban trong cirng mQt thdi

diOm dugc ghi mQt sO chrmg thgc.

+ Ngudi y6u cAu chimg thgc nhQn k6t quA tai noi nQp h6 so.

+ Thoi gian ti6p nh0n vittrhk6t qu6: Tt thf hai &-{n s6ng thf biy hdng tuAn,

trong gid hinh chinh trt ngiry nghi, nghi 16 theo quy dinh.

- C6ch thlirc thrpc hiQn: NQpr h6 so tr.uc ti6p

- Thinh phin, sii tugng hil scr: Bin chinh gi6y to, vdn biur ldm co so dd

chirng thgc ban sao vd bfn sao cA:r chimg thgc. Trudng hgrp ngudi y6u cAu chirng

tfru.lni x.r6t trioh b6n chinh thi c,o QUffi, t6 chfc titin hdnh chUp tt ban chinh dC

thuc hiQn chring thpc, tru trudng hcr-p co quffi, td chuc kh6ng c6 phuong tiQn dd

chpp. Bin sao, chUp tu ban chinh <IC thUc hiQn chirng thgc phii c6 dAy dri c6c trang

dd ghi th6ng tin cira bin chinh

- Thoi hgn giii quy6t, Trong ngay co quan, t6 chric titip nhdn y6u cAu hoflc

trong ngdy ldm viQc ti6p theo, n6u ti6p nhan y6u cAu sau 15 gio. DOi vdi trucrng hqp

cirng m6t luc y6u cAu 
"tttrog 

thgc ban sao tir nhiOu lopi b6n chinh gi6y td, vdn ban;

ban chinh c6 nhi$u trang; yOu cAu s6 lugng nhi6u b6n sao; nQi dung gi6y td, vdn

ban phric tAp kh6 ki€m tra, d5i chit5u md co quan, td chric thUc hien chimg thuc

kh6ng *re eap irng dugc thoi hqn quy dinh nOu tr6n thi thdi h4n chirng thlrc ducrc

kdo ddi thdm khdng qud 02 (hai) ngdy ldm viQc ho{c c6 thO ddi hcm theo th6a thuOn

bdne vdn b6n v6i ngudi y6u cdu chirng thgc. Trudng hgp trA k6t qu6 trong ngeY

tam-viec ti6p theo ho{c phii k6o dai thdi gian theo quy dinh thi ngub'i ti6p nhqn ho

so phAi 
"O 

pfriO,, hen ghi 16 thdi gian (gio, ngdy) tri k6t qui cho ngudi y6u cAu

chirng thuc.

- OOi tugng thrSc hiQn thfr tgc hirnh chfnh: C6 nhen, t6 chfrc

- Co quan thr;c hiQn thri tqc hhnh chfnh: Uy ban nh6n dAn c6p x[.

Ktit qui thrlc hiQn thri tgc hhnh chinh: Bin sao dugc chimg thuc tu bin



- LQ phf: 2.000 d6ng/trang.Tu trangthir ba trd l6n thu 1.000 ddngltrang,
nhrnrg mric thu tOi Aa kh6ng qu6 200.000 d6ng/bfur. Trang ld, can cf d0 thu phf

dugc tinh theo trang cua bfut chfnh

- TOn miu tlcrn, miu td khai: Khdng
I7A .A 1r 2 ' r h r 1 ,- YGU cflu, di6u kiQn thgc hiQn thfr tgc hinh chinh: Bin chfnh gi6y td, vdn

ban cdn chung thUc.
,4

B6n chinh gidy to, v[n ban kh6ng dugc dtng ldm co so d6 chring thgc b6n

sao:

+ Ban chinh bith1 x6a, sfia chfia, th6m, bort nQi dung kh6ng hcr. p lQ.

+ Bin chinh bihu h6ng, cfi ndt, kh6ng xdc dinh dugc nQi dung.

+ Bin chinh d6ng d6u m{t ctra co QUffi, t6 chirc c6 thAm quydn hopc kh6ng
!, tl,
d6ng dAu m4t nhung ghi rd kh6ng dugc sao chpp.

+ Bin chinh c6 nQi d.ntg tr6i phap luQt, dpo dric xd h6i; tuy6n truydn, kich
rA r.L
tlQng chi6n tranh, chdng ch0 dQ xd hQi chri nghia ViQt Nam; xuy€n tac lich sri cira

, den t6c ViQt Nam; xric phpm danh dg, nhdn phAm, uy tin cua cd nhdn, td chric; vi
-.r>,-' pham quy6n c6ng ddn.

+ Bin chinh do co guffi, tO chuc c6 thAm quydn cua nuoc ngodi c6p, c6ngl chirng hoflc chimg nhQn chua dugc hqp ph6p h6a ldnh sg theo quy dfnh tpi Khoin 1
.li a

Ei0u 20 crtaNghi dinh s6 23I20154ID-CP.
, n.A v | ' 1 , r ^ , 1^ 1 1r ^+ Gi6y t4 v5n bin do c6 nhdn t.u Iflp nhurg kh6ng c6 xdc nhQn vd d6ng dAu

cfia co quan, t6 chric c6 thAm quy6n.

- Cin cli'ph6p lf cria thfr tgc hinh chinh:

+ Nghi dinh sd 23120154{D-CP ngiry 16/0212015 cua Chinl phri v0 cdp bhn
AA

sao tir sO g6c, chring thlrc b6n sao tt bin chinh, chring thlrc cht ky vd chring thgc
hgp d6ng, giao dich;

+ Thdng tu s6 226/2016/TT-BTC ngay n/IIl20I6 cta BO Tai chfnh quy
dinh mirc thu, ch6 dQ thu, nQp, qu6n ly vd str dgng phf chring thgc.

+ Th6ng tu s6 20/2015/TT-BTP ngey 29112/2015 ctra BQ Tu phdp quy dinh
chi ti6t vd hudrng d6n thi hanh mOt s6 diAu cria Nehi dinh sO 2312015ND-CP uC c6p

b6n sao tir s6 g6c, chring thuc b6n sao tir b6n chfnh, chring thuc chfr lr-.li,ui, chimg
,l r rithuc hqp d6ng, giao dich



3. Thfr tgc chring thgc chfr kf trong cfc gi6y td, vin bin ({p dr}ng cho ci

truong hgp chrfrng thr;c tli6m chi vi trulng hgp nguli y6u c6u chring thqc

f<frAng tn6 kf, khdng tn6 Ai6m chi tlugc)

- Trinh tr; thgc hiQn:

+ Ngudi y6u cAu ohimg thUc chuAn bi hO so theo dung quy dinh, nQp hii so

tai B0 phan tiep nhan vd tr6 ki5t quri cira UBND cdp xd'

+ Ngudi y6u c6u chirng thuo chfi kf/di6m chilkh6ng the ki, kh6ng th6 diem

chi duoc ph6i xuat trinh c6c gi6y tii phgc vp viQc chfmg thgc chfi lqf.

* Trong trubng hqp ngudi'y6u cAu chirng thgc kh6ng thdng thpo ti6ng ViQt

thi ph6i c6 ngudi phi6n dich. Ngu:di phi6n dich ph6i ld nguoi c6 ndng lgc hanh vi

ddnsg dAy dri theo quy dinh cua llh6p luft, th6ng th4o ti6ng Viqt vd.ng6n ngfi md

nguoiyC., .Au chimg thlrc sri dUng.Ngudi phien dich do ngudi y€u cAu chfmg thgc

mdi hodc do co quan thlrc hiQn chimg thUc chi dinh. Thir lao phi6n dich do ngudi

y6u cdu chimg thlrc tr6.

+ Ngudi thUc hipn chring thgc kiOm tra gi6y td y6u cdu chring thgc, ntiu th6y

du gi6y tdaeo quy dinh, tai thoi eti6m chring thgc, ngudi you cAu chimg thgc minh

mfin, nh?n thirc vd ldm chtr dugc tranh vi ctra minh vd viQc chring thuc kh6ng thuQc

c6c trudrng hqp khong dugc chring thpc cht hi thi y€u cAu ngudi y6u cAu chirng

thgc kfldi€m chi tru6c m{t vir thuc hi6n chimg thlrc nhu sau:

* Ghi AaV Att ldi chirng churg thuc chir lcy theo m6u quy dinh;

* Ky, ghi 16 hg ton, d6ng dAu cira co quan thUc hiqn chring thgc vi ghi vdo

sO chrmg thgc.

OOi vOi gi6y td v6n bin c<i tu (02) hai tran1 tro l6n thi ghi ldi chirng vdo

trang cu6i, n6riiiytd, vdn bbn cc, td 02 (hai) td tr6'l€n thi phii cl6ng dfiu gi6plai.

+ E6i v6i trudng hqp chirng thgc chfi hildicm chilkh6ng th6 b?, kh6ng th6

di6m chi dugc tai b0 pna"Jiep nhan vd tr6 ktit quA theo co ch6 mOt cria, mQt cira

li6n th6ng thi c6ng .ftli. ii6p niran h6 so ki€m tra cac gi6y to, n3u nhan th6y nguoi

ydu cAu Jf,orrg tt i" 
"O 

e,, Oieu kiQn quy dinh t4i Khoan 2 DiAu 2a Nghi dinh s6

231Z015ND-CP rhi dO nghi ngudi y6rr-"Au chirng thgc kyidiCm chi vdo gi6y td cdn

chfng thuc vd chuyiSn cho ngudi c6 thAm quyen ky chung thuc.

+ Thdi gian titip nh4n vh tri kiit qu6 (ndu nQp vd nhQn trgc ti6p): Tir thri hai

dtin sang thir bay heng tudn, trong gid hdnh chinh trt ngdy nghi, nghi 16 theo quy

dinh.



lta

';:

- Cich thlic thgc hiQn: NQp hd so truc ti6p tai B0 phfln titip nhan vd tr6 kOt

qui ctra UBND c6p xd hoflc ngodi trU sd cira co quan thuc hi€n chimg thuc n6u
^ I a . ,1 ,1ngudi y6u c6u chimg thyc thu6c diQn gid ydu, kh6ng the di lai dugc, dang bi tam

gifl, tam giam, thi hanh an phat tu ho{c c6 ly do chfnh dangkh6c.

- Thirnh phfln hd so:

+ XuAt trinh Ban chinh hoflc bin sao c6 chirng thuc Gi6y chtmg minh nhan

d6n ho[c HQ chi6u cdn gi5 tri su dUng.

' n.A v 1 , \ \ t+ Gi6y tq vdn ban mi minh s€ kfldiOm chi. Trudrng hqp chimg thuc cht ky
trong giAy td, vdn ban b*g ti6ng nu6c ngodLi, n6u ngudi thUc hiQn chilng thqc
t t A r .i v r r ,r \khdng hi6u 16 nQi dung cira gi6y td, vdn ban thi c6 quy6n y6u c6u ngudi y6u cdu

chirng thUc nQp kdm theo ban dich ra ti6ng Vigt nQi dung cua gi6y td, vdn ban d6

(ban dlch kh6ng cdn cdng chimg hodc chring thtrc cht ky nguoi dfch, ngudi y6u
A r r ,r r t. r . , , 1 i.

cdu chring thgc phii chiu tr6ch nhiQm vO nQi dung cria ban dfch).

+ Ngudi y6u cAu chimg thUc nhan k6t qui tpi noi n6p hd so.

- Thli h3n thgc hiQn y6u cAu chrfrng thgc: Trong ngey co quan, t6 chric
,.4 r ^ ^ X i vti6p nhan y6u cdu ho[c trong ngay ldm viQc ti6p theo, n6u ti6p nh|n ydu cdu sau 15

gid. Trucrng hpp tri k6t qu6 trong ngey ldm viQc titip theo thi ngudi ti6p nhAn h6 so
a i . , t .l r r . d ,t \ . I \phii c6 phi€u hgn ghi 16 thdi gian (gid, ngdy) tri k6t qud cho ngudi y€u ciu chring

thgc

- Oiii tugnrg thgc hiQn thri tgc hinh chinh: CA nhan

- Co quan thgc hiQn thri tgc hinh chfnh: Uy ban nhdn d6n c5p xd

- f6t qui thr;c hiQn thfr tgc hirnh chinh: Giay td, vln b6n dugc chimg thuc
cht \iildi6m chi.

- L$ phi: 10.000 d6ng/trucrng hqp (trudng hgo dugc tinh ld mQt ho{c nhiAu

chft ky trong mQt gi6y td, vdn b6n)

- TGn m5u ilon, m5u td khai: Kh6ng

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

Trudrng hgp khdng dugc chirng thltc cht ky:

+ Tai thdi di6m chimg thpc, ngudi y6u cAu chirng thuc chfi ky khdng nhfln
thrlrc vd ldrn chu dugc hanh vi cria minh.

+ Ngudi ydu cAu chring thgc cht ky xu6t trinh Giey chimg minh nhAn ddn

ho{c HQ chi6u kh6ng cdn gi6 tri su dung ho4c giA m4o.



+ GiSy tq v5n ban mi ngudi y6u cAu chrmg thgc ky vdo c5 nQi dung quy

dlnh tai I(hoan 4 DiAu 22 cuaNehi dinh s6 23l20l5NE-CP.

+ GiSy td, vdn ban c6 nQi ctung ld hqp ddng, giao d!ch, trir c6c truong hgrp

quy dinh t4i Di0m d Khoan 4 E:i6u 24 cua Nghi dinh s6 2312015/I\W-CP ho{c

truong hqp ph6p 1u4t c6 quy dinh kh6c.

- Cin crrl phdp tf cria thri tr;c hinh chfnh:

+ Nghi dinh sO 2312015A{D-CP ngey 1610212015 cira Chfnh phu vd cAp ban

sao tir si5 g5c, chung thyc ban sao tir bAn chinh, chfng thuc chfr ky vd chimg thgc

hqp d6ng, giao dich.

+ Th6ng tu s6 226120L6/T'I-BTC ngay 1111112016 cua B0 Tei chinh quy

dfnh mirc thu, ch6 dQ thu, nQp, quAn ly vn su dung phi chring thuc.

+ Th6ng tu st5 2012015/TT-BTP ngay 2911212015 cua BQ Tu phSp quy dinh

chi ti€t vn hucrng a6n tni hanh mQt si5 diAu cfia Nghi dinh sd 23/20|5AID-CP vA c6p

b6n sao tu s6 g5c, chilng thgc bfur sao tu b6n chinh, chimg thgc cht ky vn chimg

thyc hcro ddng, giao dfch.

4. Thfi tuc chrfrng thgc viQc, sfra A5i, UA sung, hfry bd hgp tl6ng, giao dlch

- Trinh tr5 thgc hiQn:

+ Ngudi y6u cAu chring thg:c xu6t trinh giay td tiy thdn cdn gi6 tri su dUng

d0 ngubi thgc hiQn chfng thgc ki,im tra vi nQp 01 b9 h6 scr t4i B0 phan ti6p nhfln

vdtrhktit qu6 cria LIBND cilp xd.

+ ViQc sria AOi, UO sung, htry bo hqrp d6ng, giao dich dd dugc chirng thyc chi

dugc thUc hiQn khi c6 th6a thudr, bing vdn bin ciua c6c b6n tham gia hgp ddng,

giao dich.

+ ViQc stra d6i, b6 sung, hriy b6 hqp d6ng, giao dich dugc thUc hiqn t4i co

quan dd chung thgc hqp ddng, gia'c dich.

+ Ngudi thUc hiQn chring thuc ki6rn tra giSy td trong hd so y6u cAu chimg

th1rc, n6o AaV dtr tpi thdi di6m chimg thlrc c6c b€n tham gia hqp d6ng, giao dich tg

nguyQn, minh mAn vd nhqn thirc, ldm chu dugc hanh vi cria minh thi thuc hi6n

chring thuc.

+ C6c b€n tham gia hqrp di,ng, giao dich ph6i ky tru6c m{t ngudi thgc hi€n

chring thuc. Trudng hgp ngudi co thAm quy0n giao k6t hq,p d6ng cira c6c t6 chric

tin dgng, doanh nghiQp dd ddng kri chft ky m6u tai co quan thUc hiqn chimg thUc thi
c6 th€ ky truOc vdo hqp d6ng; n55udi thUc hiqn chung thgc phii etSi ctt6u chft lcy
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ctra ho trong hqp ddng vdi cht ky m6u tru6c khi thUc hiQn chung th1rc, n6u nghi

ngd cht lqf trong hqp d6ng khrlc v6i chfi ky m6u thi y6u cAu ngudi d6 bt tru6c

m4t.

+ Trud'ng hgrp nguoi y6u cAu chimg thgc kh6ng ky clugc thi phAi diilm chi;

n6u nguoi d6 kh6ng doc duoc, kh6ng nghe dugc, kh6ng lqy, kh6ng di6m chi dugc

thi phii c6 02 (hai) ngudi lam chimg. Nguoi lim chrmg phii c6 dir ning lUc hdnh

vi d6n sr; vi khdng c6 quydn, lgi fch ho4c nghia vp li6n quan d6n hqrp ddng, giao

dich. Ngudi ldm chimg do ngudi y6u cdu chimg thgc bd tri. Truong hqp ngudi y6u
lt" \

cdu chimg thUc khdng bd tri dugc thi de nghi co quan thgc hiQn chring thyc chi

dinh ngudi ldm chimg.

+ Ngudi thgc hiQn chring thgc ghi loi chring tucrng ring v6i tung lo4i hgrp

ddng, giao dlch theo mdu quy dfnh; ky, ghi rd ho tOn, d6ng d6u cua co quan thr,rc

hiQn chimg thUc vd ghi vio s6 chring thpc. pOi vOi hqrp d6ng, giao dfch c6 tu 02

(hai) trangtrcv l6n, thi tung trang ph6i cluoc d6nh sO ttrir tU, c6 cht ky cira ngudi y6u
I r , .r \cdu chimg thgc vd ngudi thgc hiQn chimg thgc; s6 luong trang vi loi chimg dugc

ghi tAi trang cu5i cua hgp ddng, giao dich. Trudng hqp hAp d6ng, giao dich c6 tu
02 (hai) td trOl6n thi phii d6ng ddu gi6p lai.

* Trong trudrng hgp ngudi y6u cAu chring thuc khdng th6ng th4o ti6ng ViQt

thi phii c6 ngucri phi6n dich. Ngudi phi6n dlch ph6i ld ngudi c6 ndng lgc hdnh vi
dAn sp dAy dt theo quy dinh cira phdp luQt, th6ng th4o ti6ng ViQt vi ngdn ngft mir

ngudi y6u cAu chimg thgc su dUng.Ngudi phi6n dich do nguli yOu cAu chring thgc
mdi hodc do co quan thuc hiQn chimg thuc chi dinh. Thi lao phi6n dich do ngudi

^ ), 1 
' 

,r , 
' 

\Y r.Ay€u c6u chimg thgc tr6. Nguoi phi6n dich c6 trtrch nhiem dich ddy dir, chinh x6c

nQi dung cria hgrp ddng, giao dich, nQi dung loi chimg cho ngudi y6u cAu chfng
thgc vd ky vdo tung trang hgp ddng v6i tu c6ch ld ngudi phi6n dfch.

+ Co quan thgc hiqn vi€c sua C6l, U6 sung, thay th6, hfiy b6 mQt phAn ho4c

todn bd di chric ph6i th6ng b6o bing vdn b6n cho co quan dd chring thuc tru6c d6y
X ^. 

7 1

vO n6i dung stra ddi, b6 sung, thay th6, hty b6 m6t ph6n ho{c todn bQ di chric d0

ghi chri vdo Sd chring thUc hqp d6ng, giao d!ch.

+ Thdi gian ti6p nhQn vd tri k6t qui: Tt thf hai dtin sdng thri b6y hdng tu6n,

trong gid hdnh chinh tru ngdy nghi, nghi 15 theo quy dinh.

- CSch thr?c thr;c hi6n: NQp hO so truc ti6p tpi B0 phan ti6p nh$n vd tri k6t
qua cua UBND cfp x5

- Thirnh phln, ri5 luqng hd scr:
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Ngudi y6u cAu chring thgc nQp 01 (mQt) bg hO so y0u cAu chring thpc, g6m

cic gi6y to sau d6y:

+ Hqp ddng, giao dfch dd dugc chimg thgc;

+ Dtl th6o hgp d6ng, giao dlch sila di5i, b6 sung, hny b6 hqp d6ng, giao dfch

dd duoc chimg thgc;

+ Trong trudrng hqrp nQi durrg sria d6i, b6 sung c6 li6n quan d6n tdi sin thi

nguoi y6u cAu chung thUc phii nQp ban sao kdm b6n chinh Ae AOi chi6u gi6y chrmg

Jan quydn sd hiru, quyAn str dUng ho{c b6n sao giay td thay th6 dugc phep llat
quy dfnh Ct5i vOi tii san mi ph6p lu4t quy dinh phii ddng ky quy6n sd hfiu, quy6n

sir dpng, tru trubng hgrp ngudi lQp rli chric dang bi c6i ch6t de dqa d(in tinh m?ng.

- Thdi h4n giii quytit: Thli h4n thgc hign y6u cAu chimg thyc phAi dugc

bio dim ngay trong ngay c0 quan:, t6 chirc ti6p nhfln y6u cAu ho[: trong ngiy ldm

viQc ti6p theo, ntiu ti6p nhan y6u cau sau 15 gid. Trucrng hqp tra ket qua trong ngey

lam vigc titip theo thi nguoi tiep *ran hO so phii c6 phi6u hgn ghi rd thdi gian (gicr,

ngdy) tri k6t qui cho ngtoi y6u cA'u chimg th1rc.

- p6i tugng thqrc hiQn thri tr;c hinh chinh: C6 nhen, 16 chric

- Co quan thgc hiQn thri tr;c hinh chinh: Uy ban nhen ddn c6p x5.

- f6t qui thrSc hiQn thri tqc hhnh chinh: Hqp d6ng, giao dich dugc chring

thuc

- LQ phi: 30.000 d6ng/hap et6ng, giao dfch.

- TOn m6u dcrn, m6u td khai: Kh6ng

YOu ciu, tli6u kiQn thgc hriQn thfr tgc hirnh chfnh:

ViQc stra eOi, UO sung, hiry b6 h-o. p d6ng, giao dlch dd dugc chirng thgc chi

dugc thgc hiQn khi c6 thoa thu4n bing vdn b6n ct,[- c6c b€n tham gia hgp d6ng,

giao dich.

- Cin crfr phrip ty cfia thri tEc hinh chfnh:

+Nghf dinh s6 2312015/ND-CP ngey 16102/2015 cfia Chfnh phu vA c6pAan

sao tir sO g$c, chirng thuc ban sac, til b6n chinh, chimg thgc chfi ky vd chirng thuc

hqrp ddng, giao dich;

+ Th6ng tu s6 226/2Arc/TT-BTC ngdy l111112016 ctra B0 Tai chinh quy

dinh mirc thu, ch5 d6 thu, n6p, quan iy vd str dpng phi chirng thuc.
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+ Th6ng tu s6 2012015/TT-BTP ngay 2gll2l20l5 ctra BQ Tu ph6p quy dinh
chi titit vd huong din thi hAnh mQt s6 di6u cua Nghi dinh s6 2312015/ND-CP vC c6p
a j A A
btur sao tu s0 g6c, chimg thuc ban sao tu bin chinh, chimg thgc cht ky vn chimg
thUc hqp d6ng, giao dich

5. Thri tgc sfra l6i sai s6t trong hqp d6ng, giao dich

- Trinh tg thr;c hiQn:

+ Ngudi y6u cAu chimg thgc nQp 01 b9 hO so tpi BQ phfln titip nhfn vd tr6 k6t
qui ctra UBND c6p x6.

+ ViQc sria l5i sai s6t trong khi ghi ch6p, ddnh miry, in hqp d6ng, giao dich
dd dugc chtmg thgc dugc thgc hiQn theo th6a thuQn bing vdn ban cfia c6c bOn tham
gia hgp d6ng, giao dich, n6u kh6ng lim 6nh hucrng d6n quy0n, ngltia vr; cria c6c
b6n vi dugc thgc hiQn tai co quan dd chrmg thgc hgp d6ng, giao dich.

+ Ngudi thUc hiQn chimg thuc gach chdn l6i sai s6t cAn sira, d6ng dAu cria co
quan thgc hiQn chimg thuc vd ghi vio b6n 16 ctra hqp d6ng, giao dich nQi dung dd
stra, hg t6n, cht ky cua ngudi sfia, ngdy th6ng ndm sria.

'1,, a y

+ Ngudi y€u cdu chimg thuc nh{n k€t qui t4i noi n6p h6 so.
:,
+ Thdi gian ti€p nhQn vd trd k6t qu6: Tir tht'r hai d6n sring thf b6y hdng tudn,

trong gicr hdnh chinh trir ngdy nghi, nghi 16 theo quy dinh.

- Crich thlic thr;c hiQn: NQp hO so tryc titip tai BQ phpn tiiip nhQn vi tr6 ktit
qui cia IIBND c6p xd.

- Thinh phin, sii lugog hd scr:

Nguoi ydu cAu chirng thqc nQp 01 (mQt) bg hO so yOu cAu chring thuc, g6m
' .A !A

cac glay t0 sau day:

+ Ban sao Gi6y chring minh nh6n ddn hodc H6 chi6u cdn gi5 tri su dung ctra

ngudi ydu cAu chfing thgc (xu6t trinh ban chfnh OC AOi chiSu);

+ Vdn bin th6a thufln vA vi6c sua l5i sai s6t trong hqp d6ng, giao dich dd
dugc chimg thuc

I Yr +l+ HaF cl6ng, giao dich dd dugc chring thirc;

+ Bin sao gi6y chimg nh{n quy0n sd htu, quy6n str dpng hoic bin sao gi6y
... 1.

td thay th€ dusc ph6p luQt quy dinh dOi voi tdi sdn md ph6p lu4t quy dinh phdi ddng
ky quy,in sd hiru, quy€n sir dung trong trudrng hqp hqp d6ng, giao dich 1i0n quan
d6n tdi sfrn d6 (xu6t trinh b6n chinh Oe AOi chi6u).
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- Thdi h4n giii quy6t: Thtri h4n thyc hiQn you cAu chimg thgc phii clugc

b6o dam ngaytrong ngey c0 quan, t6 chric tiiip nhan y6u cAu ho4: trong ngiy lim

viQc tiiip,h.o, ni5u ti6p nh6n y6u c}u sau 15 gio; Truong hqp tri k6t quir trong ngey

Iam viQc ti€p theo thi ngudi titip nhan hd so phai c6 phi6u hqn ghi 16 thoi gian (gid,

ngny) tri ktit qui cho ngudi y6u cdrr chfmg thuc'
f'

- D6i tugng thqc hiQn thfr tgc hhnh chinh: c6 nhen, t6 chirc

- Co quan thqc hiQn thri tgc hhnh chinh: Uy ban nh6n ddn c6p xd

- f6t qui thryc hiQn thfr tgc hinh chinh: Hqp ddng, giao dich dugc sta l5i

k! thuflt

- LQ phi: 25.000 ddng/hqp ddng, giao dfch

- TOn miu ilon, mAu td khai: Kh6ng

- YGu cAu, tlidu kiQn thrpc hiQn thri tgc hirnh chinh (ntiu c6):

- Cin crfr ph{p lf cria thri trlc h}rnh chinh:

+ Nghi dinh s6 23l20I5lI\E-cP ngdy 1610212015 cua chinh phu v6 c6p b6n

sao tt ,O fO., chimg thgc ban sao tir b6n chinh, chirng thgc cht ky vd chfng thlrc

hq'p d6ng, giao dich;

+ Th6ng tu si5 226/2016/T'1-BTC ngey nnID016 ctn B0 Tai chinh quy

cifnh milc thu, ch6 dQ thu, n6p, qu6n l1i vi su dpng phi chirng thgc.

+ Th6ng tu s5 1;11OI5/TT-BTP nsey 2glI2l20L5 ctra B0 Tu ph6p quy.di+

chi titit vd huong dan trri hdnh mOt si5 aieu ri,u Nghi dinh s6 23/20l5lND-cP vA c6p

bAn sao tu sO g6c, chimg thgc biL' sao tu ben chinh, chring thgc cht ky ud chimg

thgc hgp d6ng, giao d!ch.

6. Thri tgc c6p bin sao c6 ch|ing thyc tir bin chinh hqp tl6ng, giao dlch

clf, tlugc chrfrng thgc

- Trinh tg thqc hiQn:

+ Ngudi y€u cAu cdp bin sao c6 chfng thpc tu ban chinh hqp d6ng '. 
giao

dfch phai iua, ttinn cbc giiytd theo quy dinh tai BQ ph6n ti6p nhan vd tri k6t qu6

cria IJBND cdp xd.

+ Ngubi thuc hiqn chirng thr.rc ki6m tta gidytd do ngudi y6u cau c6p ban sao

c6 chimg th*c tu b6n chfnh hqrp ddng, giao dich xu6t trinh.

+ co quan thr;c hipn chrmg thgc ti6n hdnh chup tt b6n chinh hqp d6ng, giao

dich dang duoc luu trt vd thqc hi()n chrmg thlrc nhu sau:
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* Ghi dAy dri lcri chring chrmg thuc chfi ky theo m6u quy dinh;

* Ky, ghi rd h9 t6n, d6ng ddu cfia co quan thuc hiQn chfng thgc vd ghi vdo
A r,

so cnrmg muc.

DOi v6i ban sao c6 fb 02 (hai) trang trd lOn thi ghi loi chilng vdo trang cu6i,
A tt

n€u b6n sao c6 tu 02 (hai) to trd l6n thi phii d6ng ddu gi6p lai.

M6i ban sao duoc chimg thUc tu mQt bin chfnh gi6y td, vdn ban hoac nhi6u
ban sao dugc chimg thgc tt mQt ban chfnh giSy fu, vdn bin trong ctrng mQt thdi
r. I
di€m dugc ghi m6t sd chimg thgc.

- Cdch thrfrc thgc hiQn: NQp hd so hpc ti€p tai B0 phan ti6p nhAn vd tri ktit
qui cira UBND ciip xd.

- Thinh phAn, sii tuqng hii sa: Nguoi yOu cdu chring thuc xu6t trinh ban
chfnh ho[c bin sao c6 chimg thgc Gi6y chimg minh nhdn ddn hopc Hd chi6u con
gi6 tri sri dung.

- Thdi h4n giii quy6t: Trong ngey co quan, td chirc ti6p nhQn y6u cAu hodc
trong-ngiy ldm vi€c ti6p theo, n€u ti€p nh?n yOu cAu sau 15 gio. Trucrng hqp tri k6t
---r-:i^--- -! rr-- 'A ,.A ta ,r\ ..,.,{ , 'qua trong ngay lam viQc ti€p theo thi ngudi ti6p nhQn h6 so phdi c6 phi6u hen ghi
rd thdi gian (giq ngny) trhkdt qui cho ngudi y€u cAu chimg th1rc.

'aa

- EOi tu-ong thgc hiQn thri tgc hinh chfnh: C6 nhdn, t6 chirc

- Co quan thgc hi$n thri tFc hinh chinh: Uy ban nhdn ddn cAp xd

- filt qui thryc hiQn thri tqc hirnh chfnh: B6n sao hqp d6ng, giao dich duoc
chimg thgc

- LQ phf:2.000 d6ngitrang.Tir trangthri 03 trd l6n thu 1.000 ddngltrang,
a ' .r .A. -nhmg mirc thu t6i da thu kh6ng qu6 200.000 d6ng/bin;

- TOn miu tlon, miu td khai: Kh0ng
!74 r.A- YGU c6u, rli6u kiQn thgc hi$n thri tgc hinh chinh: Hop d6ng, giao dich

dd ducyc chimg thuc cdn dang luu trft t4i Uy ban nhdn d6n cdp xd.

- CIn cft phip Iy cfia thfr tgc hhnh chfnh:

+ Nghf dinh s6 23/2015/NE-CP ngdy 1610212015 cria Chinh phu v0 c6pbdrn
|.4

sao ttr sd gdc, chfmg thUc ban sao tir b6n chinh, chimg thuc cht ky vd chirng thgc
hqp dOng, giao dich;

+ Th6ng tu sO 22612016/TT-BTC ngey |111112016 oiua BO Tai chinh quy
dinh mric thu, ch6 dQ thu, nQp, quin ly vd sri dung phi chring thuc.

15



+ Th6ng m s6 20l20I5iTT-llTP ngey 29lL}l20l5 ctra B0 Tu ph6p quy dfnh

chi ti6t vd huong d6n thi hanh mQt s6 didu cua Nghi dinh s6 23120I5AID-CP uC .6p

b{n sao tu s6 g6c, chtmg thUc ban sao fil ban chinh, chimg thuc chft lqy ud chimg

thgc hgp ddng, giao dich

7. Thfr tgc chrfrng thgc hqp tldng, giao dich li6n quan tl6n tii sin lir .IQng

sin, quydn sfr dgng Oft ver nhir &

- Trinh tr; thrpc hiQn:

+ Nguli y6u cAu chring thlrc nQp 01 ba h6 so yeu cAu chimg thUc tai B0

phQn ti6p nhan vd tri ktit qui cua fl-BND c6p x6.

+ Ngudi thgc hiQn chtng thgc ki0m tra giSy td trong hii so y6u cAu chimg

th1rc, ntSu dAy dtr, t4i thdi di6m chring thuc c6c b6n tham gia hgp ddng, giao dfch tu

nguyQn, minh mdn vd nhan thfc, ldm chu dugc henh vi cira minh thi thUc hi0n

chimg thuc.

+ Chc b6n tham gia hgrp ddng, giao dich phii kf tru6c mflt ngudi thUc hiQn

chirng thgc. Trucrng hgp ngudi c6 thAm quyAn giao k6t hq'p ddng ci,a c6c t6 chirc

tin dung, doanh nghiQp dd dang ky chfi ky m6u tpi co quan thgc hiQn chimg thr,rc thi

c6 th€ ky tru6c vdo hgp d6ng; ngudi thgc hiQn chirng thgc ph6i ddi chi6u chfl $f
cria ho trong hqp d6ng vdi chff kt' m5u trulc khi thgc hiQn chrmg thgc, n6u nghi

ngd chfi lcy trong hqp d6ng kh6c vdi chfi ky m5u thi y6u cAu ngudi d6 ky tru6c

m}t.

+ Trucrng hgp ngudi y6u c?iu chimg thyc kh6ng ky duo. c thi phii di6m chi;

n6u ngudi d6 kh6ng doc dugc, kh6ng nghe dugc, kh6ng \i, kh6ng di6m chi dugc

rhi ph6i co 02 (hai) ngudi ldm chring. Ngudi ldm chimg phAi c6 dtr ndng lUc hdnh

vi d6n sg vd khdng c6 quydn, lgi ich ho{c nghia v.u liOn quan d6n hqp d6ng, giao

dich. Ngudi ldm chimg do ngudi '',0u cAu chring thgc b6 tri. Trudrng hqp ngudi ydu

cAu chirng thgc kh6ng bO tri dugc thi de nghi co quan thUc hiQn chring thgc chi

dinh ngudi ldm chirng.

+ Ngudi thr,rc hiQn chimg thgc ghi ldi chring tuong ilng v6i tirng lo4i hqp

d6ng, giao dich theo m6u quy dinh; ky, ghi rd ho t€n, d6ng ddu cria ccr quan thpc

hiQn chrmg thUc vd ghi vdo sO ch.ring thgc. OOi vOi hqp ddng, giao dich c6 tu 02

(hai) ftangtr& 16n, thi ting trangph6i dugc d6nh s6 thir ty, c6 cht kf ctra ngudi y6u

cAu ctrtmg thuc vd ngudi thgc hiQn chirng thilc; tO lugtg trang vd loi chimg dugc

ghi tpi trang"udi 
"iru 

hqrp d6ng, E;iao dfch. Trudng hqp hqp dQttg, giao dich c6 tri

02 (hai) td tro l€n thi ph6i d6ng ddu giSp lai.
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* Trong trucng hgp nguli y6u cAu chrmg thFc kh6ng th6ng thpo tiOng ViQt
thi phii c6 ngudi phi6n dich. Nguoi phi6n dich ph6i ld ngudi c6 ndng luc hdnh vi
d6n su dAy dri *reo quy dinh ctra ph6p luAt, th6ng th4o titing ViQt vd ng6n ngt mir

^lnguoi y0u cdu chtmg thuc sri dUng.Ngudi phi6n dlch do nguoi y6u cdu chring thuc
mdi ho4c do co quan thgc hiQn chimg thUc chi dinh. Thir lao phi0n dlch do ngudi

^ X 1,y€u c6u chimg thgc h6. Ngudi phi6n dich c6 trdch nhipm dich d6y dri, chfnh x6c
nQi dung cua hgp ddng, giao dich, nQi dung ldi chimg cho ngudi yOu cdu chung
thuc vi kf vio tung trang hgp ddng v6i tu c6ch ld ngudi phi6n dich.

+ Thdi gian titip nh4n vdtrhk6t qu6: Tt thf hai d6n sdng thfr b6y hing tuAn,

trong gio hanh chinh trt ngdy nghi, nghi 16 theo quy dinh.

- C6ch thlic thgc hiQn: NQp hO so tryc ti6p tpi Uy ban nhan ddn c6p x5.

Viec chring thgc c6c hgp d6ng, giao dlch li6n quan dtin quyAn cta ngudi su dgng
d6t dugc thpc hiQn tai Uy ban nh6n ddn c6p xd noi c6 d6t. Vi6c chirng thgc c5c hgp
d6ng, giao dich li€n quan d6n nhd d dugc thuc hiQn taiUy ban nhdn ddn c6p xd noi
c6 nhd.

- Thhnh phAn, sti t,tgog hd scr:

,Nguoi y€u cAu chring thgc nQp 01 (mQt) bg hO scr ydu cAu chring thgc, g6m
i;. "

c5c gi"Ay td sau ddy:

.:::* Pg thio hgp diing, giao dich;

+ Ban sao Gi6y chimg minh nhdn ddn hodc HQ chi6u cdn gi6 tri su dung cua
ngudi y6u cAu chimg thuc (xu6t trinh kdm theo bin chinh aC AOi chitiu);

+ Bin sao gi6y chimg nhfln qry6n sd hfru, quydin su dgng hoflc bin sao gi6y
td thay thti dugc ph6p lu4t quy dinh d6i v6i tdi sin md ph6p luQt quy dinh phai ddng
1r).or.\ki quy6n s& hfru, quy6n sri dung trong trudrng hqp hap d6ng, giao dich li6n quan
d6n tdi s6n d6 (xu6t trinh kdm theo b6n chinh AC AOi chi6u).

- Thdi h4n giii quy6tt

Kh6ng qul 02 (hai) ngdy lirm vi6c, k0 tu ngdy rrtrQn dfi h6 so y6u cAu chring
thuc ho{c c6 th6 k6o ddi hcm theo th6a thu6n bing vdn b6n v6i ngudi ydu cAu

chirng thgc. Truong hqtp k6o dei thdi h4n gi6i quytit thi ngudi ti6p nhpn hd scr phii
, r .A r r . p ,r \.c6 phi€u hgn ghi rd thdi gian (gid, ngdy) trA k6t qui cho ngudi y€u cdu chimg thgc.

- nOi tugng thgc hiQn thir tgc hinh chinh: Cd nh6n, t6 chric

- Co quan thuc hi6n thri tgc hinh chinh: Uy ban nhdn dAn c6p xd
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- fet qui thryc hiQn thri tgr: hhnh chinh: Hqp d6ng, giao dich dugc chring

thgc

- LQ phi: 50.000 d6ng/hArp d'dng, giao dich

+ C6nhen, hQ gia dinh vay v6n tpi tO chfc tin dgng dti phgc vg ph6t tri6n

n6ng nghiQp, ndng th$n theo qqi dinh tai Nghi dfnh s6 55/20154ID-CP ngdy

0910612015 vA chinh s6ch tin dung phuc vg ph6t tri6n n6ng nghiQp, ndng th6n thi

kh6ng ph6i nQp lQ phi chimg thuc hqp dOng th6 chdp tdi san

- TGn miu ilono miu td khai: Kh6ng

- Y6u cAu, tlidu kiQn thgc hiQn thri tgc hirnh chinh (n6u c6):

- CIn crfr phfp $ cfra thfr tgc hhnh chinh:

+ Nghi dinh st5 31ZIII/ND-CP ngdy 16/0212015 cua Chinh phu vO cdp bhn

sao tu sO gOc; chimg thgc bin sao tir ban chinh, chirng thUc cht ky vd chimg thuc

hgp d6ng, giao dich;

+ Nghi dinh s6 55/201541:D-CP ngay 0gl06nll5 v0 chinh s6ch tin dUng

phuc vu ph6t triSn n6ng nghiQp, ndng thdn

+ Th6ng tr sO Z26]TT-BTC ngdy ll11112016 ci:r- B0 Tei Chinh quy dfnh

mfc thu, cfr6 Aq thu, nQp quin ly vd sri dpng phi chring thgc'

+ Th6ng tu s6 2012015/TT-BTP ngey 2glI2l20l5 cria B0 Tu ph6p quy.di+

chi ti6t ve hutg d6n thi hanh mQt si5 diAu cria Nghi dinh s6 23/2Cil5n:lD-CP v0 cap

b6n sao tu sO g5c, chimg thgc biLn sao fi ben chinh, chimg thlrc chfi ky vd chimg

thgc hqp ddng, giao dich

8. Thfi tgc chring thrPc di chrftc

- Trinh tr5 thqc hiQn:

+ Ngudi y6u cAu chirng thFC nQp 01 b9 hO so y6u cAu chring thuc tai B0

ph0n tiOp nh6"n vdtrhk6t qui cria IIBND cdp xd-

+ Ngudi thuc hi6n chimg thgc ki6m tra gi6y td trong hO so y6u cAu chimg

thuc, n6g JAy du, tpi thdi di6m tftntg ttrlrc ngudi lap di chric t.u nguyQn, minh mdn

vd nhfln thric, ldm chri dugc hanh'vi ctra minh thi thgc hiQn chring thUc'

+ Ngudi 10p di chric phai 1()'tru6c m{t ngudi thlrc hiQn chftng thtrc.

+ Truong hgp nguoi y6u cdu chimg thgc kh6ng 1'i dugc thi phii di6m chi;

n6u ngudi AO mOng dqc duoc, khdng nghe dugc, kh6ng lqf, kh6ng di6m chi dugc

thi phni c6 02 (hai) nguoi ldm chirng. Ngudi ldm chrmg ph6i c6 du ndng luc hdnh
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vi ddn sg vd kh6ng c6 quy6n, lqi ich hodc nghia qu li6n quan d6n giao dfch. Nguoi

lim chimg do ngucri y€u cAu chimg thUc bO tri. Truong hgp nguoi y6u cAu chtmg

thgc khdng bti tri dugc thi dA nghi co quan thuc hiQn chimg thgc chi dinh nguoi

lim chimg.

+ Nguoi thgc hiQn chrmg thUc ghi loi chimg theo m6u quy dinh; ky, ghi 16

hg t6n, d6ng d6u ctra co quan thgc hiQn chring thgc vd ghi vdo s6 chirng thyc. D6i

vdi di chric c6 tu 02 (hai) trang trd l6n, thi trng trang phdi dugc dffi s5 thri t.u, c6

cht \i; cria ngudi y6u cAu chrmg thuc vd ngudi thuc hiOn chrmg thyc; s5 lugng

trang vd ldi chtmg dugc ghi tai trangru6i cr.ia di chirc. Trudrng hqp di chirc c6 tu
02 (hai) td tr616n thi phii d6ng d6u gi6p lai.

* Trong truong hgp ngudi yOu cAu chung thuc khdng th6ng thao tiiSng ViQt

thi phii c6 ngudi phi6n djch. Ngudi phi6n dich phii li ngudi c6 ndng lgc hdnh vi
ddn su dAy dfr theo quy dfnh ctra phdp ludt, th6ng thao tiiing Vi6t vd ng6n ngt mi

\. 
^ 

I | , ,1 , a l.A
nguoi y6u cdu chimg thgc str dUng.Ngudi phi€n dich do ngudi y6u cdu chring thgc

mdi ho{c do co quan thgc hiQn chimg thUc chi dinh. Thtr lao phi6n dfch do ngudi
^ ), 1 , ,1 rY 1 .^ i. t , , | |y6u cdu chring thgc tr6. Ngudi phi6n dich c6 trich nhiQm dich diy dri, chinh x6c

nQi dung'bria di chfc, nQi dung ldi chtmg cho ngudi ydu cAu chring thuc vd ky vdo

tring trang di chric vdi tu c6ch ld ngudi phi€n dich.

+'itrOi gian titip nhQn vd tri k6t qui: Tt thir hai d6n s6ng thir bAy hdng tuAn,

trong gid"hdnh chinh tru ngdy nghi, nghi 16 theo quy dinh.

- Cich thftc thgc hiQn: NQp hO so tryc titip.

- Thinh phAn, sii lugng hd scr:

Ngudi y€u cAu chring thUc nQp 01 (mQt) b9 hO so yOu cdu chung tfuc, g6m
, .A rA

cac gray t0 sau oay:

+ DU thio di chirc;

+ Ban sao GiSy chimg minh nhan d6n ho{c H0 chi6u cdn gi6 tri sir dgng cria
^ I 1 ' ' , , . ,1 1ngudi y6u cAu chring thuc (xudt trinh kdm theo b6n chinh dC d6i chi6u);

+ Ban sao gi6y chirng nhfln quy0n sd hfiu, qny6n su dgng ho[c b6n sao gi6y
td thay th6 dugc ph6p luAt quy dinh d6i v6i tdi s6n mi phap tupt quy dinh ph6i ddng
a ' i " r- \ rky quy€n sd hiru, quy6n sit dung trong trudrng hqp hap d6ng, giao dich 1i6n quan

d6n tdi s6n d6; trir trudng hgp ngudi lflp di chric dang bi cdi ch6t de dqa d6n tinh
.!

m?ng (xuAt trinh kdm theo bin chinh de d6i chiOu).

- Thli han gifri quydtt
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Kh6ng quit1l(hai) ngdy ldm viQc, tO ttr ngey nh?n dn hO so y6u cAu chring

thgc ho[c J ift6 k6o ddi hcyn theo th6a thuqn bing vdn ban v6i nguoi ydu cAu

chilng thgc.

- BOi tygng thqc hiQn thri tqrc hirnh chfnh: C6 nhen, t0 chirc

- Co quan thgc hi$n thfr tuc hinh chfnh: Uy ban nhan dan c6p xd

- f6t qui thgc hiQn thfr tgc hinh chinh: Di chric dugc chimg thgc

- LQ phi: 50.000 ddng/hqi'p ddng, giao dich.

- TOn mdu tton, m6u td khai: Kh6ng

- y6u cAu, tlidu kiQn thgc hiQn thfr tBc hhnh chinh (n6u c6):

- Cin cri phip $ cfra thfr tr.1c hirnh chinh:

+ Nghi dinh sO ZltZOtsn\rD-CP ngdy 16/02/2A15 cria Chfnh phu v€ chp biln

sao tu s0 g6c; chimg thpc ban sao tu ban chinh, chtmg thuc cht ky vd chimg thpc

hgrp ddng, giao dich;

+ Th6ng tu sti Z26]TT-BTC ngdy 1111112016 ctra B0 Tei Chinh quy dinh

mirc thu, cn0 e9 thu, nQp quin l;i vn su dpng phi chring thgc.

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

chi titlt vd hucrng dfln thi hanh mQt sO diOu cria Nghi dinh s6 23120154{D-CP ve c6p

bAn sao tu sO g5c, chring thgc b6'n sao tu b6n chinh, chring thUc chfr ky vd chimg

thyc hgp ddng, giao dich

9. Thti tgc chri'ng thgc vin bfrn t& ctrrdi ntr$n di sin

- Trinh tg thrPc hiQn:

+ Ngudi y6u cAu chirng thlrc nQp 01 bO h6 so y6u cAu chring thuc tqi BQ

phfln tiOp nhQn vd tri k6t qu6 cua IIBND cdp xd.

+ Ngudi thUc hiQn chring thlrc ki6m tra giSy td trong hd so y6u cAu chimg

thgc, ntiu dAy dri, tpi thdi diOm chring thgc ngudi tri cfr5i nfrAn di s&n tu nguyQn,

minh mdn vd nh0n thirc, ldm chu du-ry.c hdnh vi ctra minh thi thgc hiOn chirng thUc

+ Ngudi tu chOi nnan di s6n lq trulc m{t ngu}i thyc hiQn chring thgc.

* Trucrng hgp ngudi y6u ciiu chimg thgc kh6ng ky dugc thi ph6i diOm chi;

n6u ngudi dO k'hOng dgc dugc, khdng nghe dugc, kh6ng ky, kh6ng di€m chi duoc

thi phai co 02 (hai) nguoi lem chring. Nguoi ldm chimg ph6i c9 du n6ng lgc hanh

vi dAn sir vd kh6ng c6 quydn, lgi lich ho{c ngLfraqr li€n quan d6n giao dich' Nguoi

ldm chring ao nguOi yOu cAu churg thUc U6 tri. Truong hqp ngudi yOu oAu chimg
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thgc kh6ng bd tri dugc thi de nghi co quan thuc hi6n chimg thuc chi dinh ngudi

ldm chimg

+ Ngudi thgc hiQn chrmg thgc ghi loi chirng theo m6u quy dinh; ky, ghi rd

hg t6n, d6ng d6u ctra co quan thuc hiQn chirng thuc vir ghi vdo s6 chrmg thuc. DOi

vdi vdn b6n tu chOi c6 tu 02 (hai) tang trd l6n, thi tung trang ph6i dugc d6nh s6

thir tu, c6 cht k1f cira ngudi y6u cAu chring thgc vlr ngudi thgc hi6n chring thUc; s0

lugng trang vd ldi chring dugc ghi tai kang cu5i c,ia vdn bin tu ch6i nh?n di san.

Trucrng hgp vdn ban tu ctrt5i nhan di san c6 tu 02 (hai) td tro l6n thi phii d6ng ddu

gi6p lai.

* Trong trudrng hgrp ngudi y6u cAu chimg thgc kh6ng thdng thao tiiing ViQt

thi phii c6 ngudi phi6n dich. Ngudi phi6n dich phni ld ngudi c6 ndng lgc hdnh vi
ddn sg dAy dtr theo quy dlnh cua ph6p luQt, th6ng thpo ti6ng ViQt vd ng6n ngt mir

\. ^ xngudi y6u cdu chimg thgc srl dUng.Ngudi phi6n dich do ngudi y6u cdu chimg thgc

mdi hoflc do co quan thUc hiqn chfrng thUc chi dinh. Tht lao phi6n dich do ngudi
a X I t ,l , , ai r .^

y€u cdu chfng thltc tr6. Ngudi phi6n dich c6 tr6ch nhiem dich diy dtr, chinh x6c

nQi dungrcria vdn ban tu ctrOi ntr4n di sAn, nQi dung loi chring cho ngudi ydu c6u

chung thgc vd ky vho tDng trang vdn b6n tir ch6i nh$n di sin vdi tu c6ch ld ngudi
phi6n ailh.

+"Thdi gian ti6p nh0n vd tri k6t qu6: Tt thf hai d6n sang thri biy hdng tuAn,

trong giohanh chinh trt ngdy nghi, nghi 16 theo quy dinh.

- C6ch thric thuc hiQn: NQp hd so tryc ti6p tai Uy ban nhdn dAn c6p x5.

- Thdrnh phin, sii lugng hd so:

Ngudi y6u cdu chring thUc nQp 01 (mQt) b9 hO so y6u cAu chirng thpc, g6m
, .A aA

cac gray t0 sau oay:

+ DU thAo vdn bin tir chOi nh4n di sin;

+ Ban sao Gi6y chring minh nhdn d6n ho{c H0 chi6u cdn gi6 tri sir dgng ctra
^ i 1 | ' , t . ,r rngudi y6u cdu chring thgc (xudt trinh kdm theo bin chinh d0 ddi chi6u);

+ Ban sao gi6y chring nhQn quy6n sd hfiu, quyAtr su dung ho{c bhn sao grhy

to thay thti dugc ph6p luQt quy dinh d6i vdi tdi s6n md ph6p lu4t quy dinh phei ddng
a , I " r- \ rky quy€n sd hiru, quy6n st dgng trong trucmg hqp hap d6ng, giao dfch 1i6n quan

d6n tii sin d6 (xu6t finh kdm theo bin chfnh Ae aOi chi€u).

- Thdi han giii quy6tt
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Kh6ng qutt 02 (hai) ngdy ldrn viQc, te tt ngAy nhQn di hO so y6u cAu chirng

thgc ho6c J if.A k6o ddi hcrn the,o th6a thu{n bnng vdn ban v6i ngudi.ydu cAu

chimg thgc. Trucrng hqrp k6o dii ttrdi han giAi quy6t thi nguoi ti6p nhdn h6 so phii

cO ptri6u h-en ghi 16 thdi gian (giq neiry)tri k6t quA cho nguli y6u cAu chimg thyc'

- ooi tusrg thrlc hiQn thfr tgc hirnh chinh: c6 nhan, t6 chirc

- Ca quan thr;c hiQn thri tgc hdrnh chinh: Uy ban nhdn ddn cfp xd

- f6t qui thgc hiQn thfi tgc hinh chinh: Ven ban * ch6i nh0n di san dugc

chdrng thuc

- LQ phf: 50.000 d6ng/ha'p ddng, giao dich

- TOn m6u tlon, mdu td khai: Kh6ng

- y6u ciu, ttidu kiQn thqc hiQn thri tgc hhnh chinh (n6u c6):

- Cin cli ph{p If cria thfr tqrc hinh chfnh:

+ Nghi dinh sO 23/20154{E-CP ngdy 1610212015 cta Chinh phu vA c6p bin

sao tt sO gOc; chimg thgc bin sao tir bin chinh, chirng thlrc chfi ky vd chfrng thUc

hqp d6ng, giao dich;

+ Thdng tu s6 ZZIITT-BTC ngdy l111112016 cira B0 Tei Chinh quy dfnh

mfc thu, ctrti Ao) thu, nQp quin ly vir sir dpng phi chirng thuc'

+ Th6ng tu st5 20/201s/TT-llTP ngay 29/12/2015 cira BQ Tu ph6p quy dl"h.

chi ti6t vd huing dfln thi henh mQt s6 diAu cua Nehi dinh sO 23120I5INE-CP ve .ap

b6n sao tu s6 g5c, chring thyc bin sao tu b6n chffi, chirng thpc chfi ky ud chtmg

thgc hqp ddng, giao dich.

10. Thfr tgc ch&ng thrpc vEn bin th6a ttru$n phf,n chia di sin mi di sin

In dQng sf,n, quydn sri dgng d6t, nhi &

- Trinh trp thgc hiQn:

+ Ngudi y6u cAu chfng thuc nQp 01 bO hO so y$u cAu chring thUc tAi B0

phfln ti{ip nhan vd tri ktit qu6 cira IIBND c6p x5.

+ Ngudi thUc hien chimg thgc kiiSm tra giSy td trong hii so y6u cAu chimg

thpc, n6u dAy dtr, t4i thdi di6m chring thirc cdc b6n tham gia th6a thu0n phan chia di

sin ty nguyQn, minh m5n vd nh$n thfc, ldm chtr duqc henh vi cira minh, thi thgc

hiQn chirng thUc.

+ Citcb$n tham gia th6a thr,rfln ph6n chia di sin ph6i ky trudc mit nguoi thuc

hiQn chung thyc.



+ Trucnrg hgp ngudi y6u cAu chfmg thgc kh6ng ky dugc thi ph6i di6m chi;
I . . !, 11 ^ 4 ! r r A r r I r ^ 1 | r I  

n6u ngudi d6 khdng t19c dugc, kh6ng nghe dugc, kh6ng lcy, kh6ng di6m chi dugc

thi phii c5 02 (hai) nguoi ldm chimg. Nguoi ldm chimg ph6i c6 du ning lqc hinh
vi ddn su vi kh6ng c6 quydn, lgi ich hoac nghia vp li6n quan dtin giao dfch. Nguoi
lim chrmg do ngudi ydu cAu chtmg thgc b6 tri. Trudrng hap ngudi y6u cAu chrmg

thgc kh6ng Uti tri dugc thi dA nghi co quan thqc hiQn chrmg thgc chi dinh nguoi

lim chrmg.

+ Ngudi thgc hiQn chimg thpc ghi ldi chrmg theo m6u quy dinh; ky, ghi rd
ho t6n, d6ng d6u cua co quan thuc hiQn chrmg thyc vd ghi vdo s6 chring thUc. DOi

vdi vdn ban th6a thu4n c6 tir 02 (hai) trang trd l6n, thi ttmg trang phii dugc d6nh s6

thir t.u, c6 chfi lqy cria ngudi y6u cdu chfmg thgc vd ngudi thgc hipn chimg thuc; sO

lugng trang vi ldi chring dugc ghi t4i trang cui5i c,ia v5.n b6n thoa thuAn. Trucmg

hgp vdn bAn th6a thufn c6 tu 02 (hai) td trd l6n thi phii d6ng d6u gi6p lai.

* Trong trucrng hgp ngudi yOu cAu chimg thgc kh6ng thdng thao titing ViQt

thi phii co ngudi phi6n dfch. Nguoi phiOn dfch ph6i lir nguoi c6 nSng lgc hinh vi
ddn su dAy dri theo quy clinh cria ph6p luQt, th6ng thpo titing ViQt vd ng6n ngt md

^ 
l 1 , t1 , i \T \ ' I '^ t' 1 I \ ' ^ 

)
nguoi yOu cAu chimg thgc su dUng.Ngudi phi6n dich do ngudi yOu cAu chring thuc

moi ho{c do co quan thgc hiQn chimg thUc chi dinh. Thir lao phi6n dich do ngudi

i.fu "Au 
chring thgc tri. Ngudi phiOn dich c6 trdch nhiQm dfch dAy du, chinh x6c

n"6i dung ctra vin bin th6a thu4n nQi dung ldi chrmg cho ngudi y6u cAu chring thgc

va ky vdo ttng trang vdnbhnth6a thudn v6i tu c6ch ld ngucri phi€n dich.

+ Thdi gian titip nhdn vd tri ktit qui: Tir tht hai d6n sang thir biy hdng tuAn,

trong gid hanh chinh tir ngdy nghi, nghi 15 theo quy dinh.

- C:[ch thr'lc thgc hiQn: NOp hd so trpc ti6p.

- Thinh phAn, sii tuqng hd scr:

Ngudi y6u cAu chring thgc nQp 01 (mQt) b9 hO so y6u cAu chirng thuc, gdm

c6c giAy td sau ddy:

+ DU th6o vdn b6n th6a thu$n phdn chia di s6n;

+ Ban sao Gi6y chimg minh nhAn d6n hodc HO chi6u cdn gi6 tri su dpng cria
^ I r ' r i \ ,1 7ngudi y6u c6u chfng thgc (xu6t trinh kdm theo bin chinh de d6i chi6u);

+ BAn sao giSy chimg nhan quyen sd hfiu, qrryAtt su dpng ho{c bAn sao gi6y

td thay thO duoc ph6p lu4t quy dinh d6i vdi tei sirn md phap luflt quy dinh phAi ddng
1 , I " r- \ 1ky quy€n sd hiru, quy6n str dpng trong trudrng hqp hap ddng, giao dich li6n quan

d€n tdi sin d6 (xuAt trinh kdm theo b6n chinh Ae AOi chiOu).
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- Thoi h4n giii quy6t,

Kh6ng qu6 02 (hui) ngey ld,rn viQc, k6 tt ngey nh?n dt h6 so y6u cAu chfng

thuc ho{c J ifta k6o ddi hon theo th6a thu4n bing vdn ban v6i ngucri.y6u cAu

chring thgc. Truong hqp k6o dii thdi han gi6i quytit thi ngudi titip nhAn h6 so phAi

,O pt iriu hgn ghi rO thoi gian (gid, ngdy) tr6 k6t qui cho ngudi y6u cAu chimg thgc.

- noi tuflrg thqrc hiQn thfr tgc hhnh chinh: c6 nh6n, t6 chilc

- Co quan thgc hiQn thri tgc hdrnh ch{nh: Uy ban nhan ddn c6p xd

- fiit qui thgc hiQn thri tgc hinh chfnh: Van ban th6a thuan phan chia di

sin duoc chimg thgc

- LQ phi: 50.000 d6ng&a'p d6ng, giao dlch

- TOn m6u tlan, miu td khai: Khdng

- YGu ciu, ttidu kiQn thqrc hiQn thri tr;c hinh chinh (niiu c6):

- Cin cfi'phfp ty cfra thri tqc hinh chinh:

+ Nghi dinh s6 23l20I5lNEr-CP ngdy 16102/2015 cria Chinh phu vA cAp bAn

sao tu sO gi5c; chrmg thUc ban sao tu b6n chinh, chfng thgc chfi ky vd chimg thgc

hgp d6ng, giao dich;

+ Th6ng tu s6 226lTT-pTrl ngey filIIl20I6 ci'ta B0 Tai Chinh quy dfnh

mirc thu, cne Ag thu, nQp quan ly vd st dUng phi chring thgc'

+ Thdng tu s6 Z0/20151TT-BTP ngay 2911212015 cira B0 Tu ph6p quv.di+

chi titft vd huj1g afin ttri henh mQt sd diOu cria Nghi dinh sd '23120I5IND-CP vA cAp

ban sao tu s6 g6c, chimg thUc baLr,r sao ft ban chinh, chung thpc chfr ky ,rd chring

thgc hgp ddng, giao dich

1L. Thfr tgc ch{rng thqc viin bin khai nhfln di sin m}r di sin l}r tlQng sin'

q.ydo sfr'dgng d6t, nhi &

- Trinh trp thgc hiQn:

+ Ngudi ydu ciu chirng thuc nQp 01 b9 h6 so y6u cAu chimg thgc tai BQ

ph{n ti6p nhQn vd tr6 kt5t qui cira IJBND cdp xd.

+ Ngudi thuc hiQn chirng thqc ki6m tra gi6y td trong hd so ydu cAu chimg

thgc, n6u dAy dri, tpi thoi di6m chring th\rc c6c b€n tham gia vdn bin khai nhan di

san tg nguyQn, minh m6n vd nhfln thirc, ldm chu dugc henh vi cria minh thi thuc

hiOn chfnB thUc.
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+ Cfrc b6n tham gia khai nhan di san ph6i kj trudc mdt ngudi thyc hiQn

chimg thgc.

+ Truong hgrp nguoi yOu cAu chrlmg thgc kh6ng hj dugc thi phii di6m chi;
i . . t. a a A ! 3 | ! ^ I 4 t I ^ 1 , 1l ^ a '

n6u ngucri d6 kh6ng dgc dugc, kh6ng nghe dugc, khdng ky, kh6ng di6m chi duoc

thi phii c6 02 (hai) nguoi hm chimg. Nguoi lam chimg phii co du ndng lyc hdnh

vi ddn sg vd khdng c6 quy6n, lgi ich ho{c ngtiia vu 1i6n quan d€n giao dich. Neudi
lim chfmg do ngudi y6u cdu chumg thgc bd trf. Trucrng hgrp ngudi y6u cAu chimg

thgc khdng bO tri dugc thi dA ngh! co quan thgc hiQn chrmg thuc chi dinh ngudi

ldm chimg.

+ Nguoi thUc hipn chimg thgc ghi ldi chimg theo m6u quy dfnh; ky, ghi rd
hg t6n, d6ng dAu cua co quan thgc hiQn chring thgc vd ghi vdo sd chimg thr;c. O6i

vdi vdn ban th6a thufln c6 tu 02 (hai) trang trd 16n, thi trmg trang ph6i dugc ddnh sd

thf tu, c6 cht ky cua ngudi y6u cAu chimg thgc vd ngudi thUc hiQn chring thUc; s6

lugng trang vd ldi chring dugc ghi t4i trang cu6i c,ia vin bin th6a thuQn. Trucnrg

hgp vbn bin th6a thupn c6 tu 02 (hai) td trO l€n thi ph6i d6ng d6u gi6p lai.

.. + Trong trudrng hgp ngudi yOu cAu chring thuc kh6ng thdng thao ti6ng Vi6t
thi':ibhei c6 ngudi phi6n dich. Ngudi phi6n dich phAi ld ngudi c6 ndng luc hdnh vi
d6n sg dAy dri theo quy dinh cua ph6p lu$t, th6ng thgo tii5ng Vi6t vd ng6n ngt md

nggdi ydu cAu chrmg thgc str dgng. Ngudi phi6n dfch do ngudi yOu cAu chirng thuc

mdi hoflc do co quan thgc hiQn chirng thgc chi dinh. Thir lao phi0n dich do ngudi
y6u cAu chimg thgc tr6. Ngudi phi€n dich c6 trdch nhiQm dich dAy dri, chfnh x6c

nQi dung ctra vdn b6n th6a thupn nQi dung ldi chimg cho ngudi y6u cAu chring thuc

va ry vdo tung trang vdn ban th6a thuQn v6i tu c5ch ld nguoi phiOn dich.

+ Thdi gian ti6p nhfln vdtrhk6t qu6: Tir thf hai d6n's6ng thri b6y hdng tuAh,

trong gio hdnh chffi tru ngdy nghi, nghi 16 theo quy dinh.

- Cich thrfrc thgc hiQn: NQp hO scv truc ti6p tai Uy ban nh6n ddn cAp x5.

- Thirnh phAn, sd lugng hd scr:

Ngudi y6u cAu chring thgc nQp 01 (mQt) b9 h6 so y6u cAu chring thgc, gdm

cdc gidy td sau ddy:

+ DU th6o vdn bin khai nhOn di s6n;

+ Ban sao GiAy chirng minh nhan dAn hodc H0 chi6u cdn gi6 tri su dpng cua
^ I t ' r r \ ta 7

nguoi y€u cdu chung thgc (xudt trinh kdm theo b6n chfnh dC dOi chieu);

+ B6n sao gi6y chring nhQn quy6n sd hftu, quyCn sri dpng ho{c bAn sao gi6y

td thay thti dugc phSp luat quy dinh d6i v6i tdi sAn mir ph6p lu4t quy dinh phAi ddng
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k1f quyAn s0 hiru, quyAn su dgng trong truong hgp vdn ban I'hai nh?n di sin li6n

q;r; OCn tai sen dO (xuat trinh kJm theo b6n chinh aC AOi chitiu)'

- Thdi h3n giii quY6tt

Kh6ng qu(t 02(hai) ngdy liun viQc, te ttr ngay nhan dt hO so yeu cAu chirng

thO. h.A. .7 ifrA teo' aai h* ,t *o th6; thuan bi"g vdn ban vdi ngudi.yeu cAu

chring thgc. Trucrng hqp k6o dei thdi hqn gi6iquy6t thi nguoi tiep nhan hd so phii

"O 
pti6u hen ghi rd thdi gian (gid, ngdy) tra tet qu6 cho ngudi y6u cAu chrmg thgc'

-BaifugngthgchiQnthfitgch}rnhchfnh:C6nhan,t6chfc

- Co quan thr;c hiQn thri tgc hirnh chinh: Uy ban nhan ddn c6p xd

- f6t qui thgc hiQn thri tgc hinh chinh: Vdn bin khai nh4n di san dugc

chring thuc

- LQ phf: 50.000 ddnglhqp cldng, giao dich

- TOn m6u don, rn6u td khai: Khdng

- y6u ciu, 6i6u kiQn thrpc hiQn thri tqc hintr chinh (n6u c6):

- Cin cir phdp lf cfra thfi tgc hirnh chinh:

+ Nghi dinh s6 23120154{D-cP ngay 1610212015 ctra chinh phu v6 cilpbin

sao fircO gO.; .tt *g thgc ban sao tr) bin chinh, chfng thgc cht ky vd chring thgc

hgi'p d6ng, giao dich;

+Th6ngtus6L26:TT-BTCngdyItlIll20L6ctraBoTeiChinhquydinh
mtrc thu, ctrti OE thu, nQp quAn ly vd su dpng phi chirng thuc'

+ Th6ng tu s6 zalz1t5/TT.BTP ngay 2glr2l20r5 cira BQ Tu ph6p quv.di+

chi ti6t vd huong dan thi hanh mot s6 aidJ riruNghi dlnh s6 23l20r5lND-cP vA cap

u* r." tJ ro gbr, chimg thgc b6n sao tu b6n chinh, chirng thuc cht ky ud chfmg

thgc hqrp ddng, giao dfch
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