UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

TINH PAK NONG Poc lip - Ty do - Hanh phic
S6: §30/QD-UBND Dk Néng, ngay €1 thdng 5 nam 2018
QUYET PINH

Vé viée cong bé Danh muc thi tuc hanh chinh dwge sira dbi, b6 sung trong linh
vure chirng thue thugc thim quyén quan Iy cita S& Tw phap tinh Pik Nong

CHU TICH UY BAN NHAN DAN TINH PAK NONG

Cin ctr Luat T chie chinh quyén dia phuong ngay 19 thang 6 nam 2015;
~ Cain cir Nghi dinh s6 63/2010/ND-CP ngdy 08 thang 6 nim 2010 ctia Chinh phi vé
kiém soat thl tuc hanh chinh;
Cén ctr Nghi dinh s6 92/2017/ND-CP ngay 07 thang 8 nidm 2017 cua Chinh phu stra
ddi, bd sung mét sb diéu ciia cac Nghi dinh lién quan dén kidm soét thi tuc hanh chinh;

Cén cir Thong tu sow 02/2017/TT-VPCP ngay 31 thang 10 ndm 2017 cua Vin
phong Chinh phd huéng dan nghi€p vu vé kieém soét thu tuc hanh chinh;
~ Cénctu quét dinh s6 1024/QD-BTP ngay 09 thang 5 ndm 2018 ctia Bd Tu phap
ve viéc cong bo thu tuc hanh chinh duge stra d6i, bé sung trong linh vue ching thuc
thudc pham vi chirc nang quan ly cia B6 Tu phap;
Xét dé nghi ctia Gidam dc S& Tu phép tai To trinh s6 49/TTr-STP ngay 22 théng 5
niam 2018,

QUYET PINH:

Piéu 1. Cong bd kém theo Quyét dinh ndy Danh muc thii tuc hénh chinh dugc
stra doi, bo sung trong linh vuc chimg thuc thudgc tham quyén quan ly cia S& Tu phap
tinh Pak Néng.

Dléu 2. Giao Van phong UBND tinh cép nhét thi tuc hanh chinh vao Co so dit liéu
qubc gia vé thi tuc hanh chinh va niém yét, cong khai tai Trung tdm Hanh chinh cong;
UBND cdc huyén, thi x&, UBND cdc x4, phuong, thi trdn niém yét, céng khai tai Bo phan
tiép nhén va tra két qua; cac td chirc hanh nghé cong chimg niém yét, cong khai tai try s 1am
Viéc.

Pitu 3. Quyét dinh nay cb hiéu luc thi hanh ké tir ngay ky.

Chanh Vian phong UBND tinh; Gidm dbc S Tu phdp; Chu tich UBND céc
huyén, thi x&; Chu tich UBND céac xa, phuong, thi tran; céc td6 chirc hanh nghé cong
chimg va to chirc, ¢4 nhan ¢6 lién quan chiu trdch nhiém thi hanh Quyét dinh nay./. w2

Noi nhin: KT CHU TICH
- Nhu biéu 3;

- Cuc KSTTHC — Vin phong Chinh phu;
- Bo Tu phap;

- CT, cac PCT UBND tinh;

- Cac PCVP UBND tinh;

- Céng Thong tin dién tir tinh;

- Trung tdm Hanh chinh céng;

-Luuw: VT, KSTT.

0{ Nguoi ky: Uy ban Nhan dén tinh Dik
Nong
Thoi giqn Lr‘,“ 31.05201815:07-:00




HmeO PHAM VI CHUC ZPZQ QUAN LY CUA SO TU PHAP

TERTUE | okl b, o T Ciin cir pha
TT | tuc hanh i it Trinh ty thye hién, thoi gian gidi quyét Phi, 1é phi b P Ghi chii
chinh y
1. Thu tue d4p dung chung
Cap ban|Thanh phin hé so: Trinh ty thyc hién: Khéng. Nghi dinh s6|Stra  dbi
s40 tir 5o + Truong hop ndp tryc|Buwée 1: Ngudi ¢b yéu cAu cdp ban sao tir s6 gbc ngp hé %uboaxzw., phian ghi
goce tiép thi xuft trinh bén|so truc tiép hodc qua duong buu dién dén co quan, t6 chirc 16/02/20 HMmm%

chinh hodc ban sao cé
chimg thuc gidy chimg
minh nhan dan hodc ho
chiu con gid tri st
dung.

+ Truong hop nguoi yéu
oms cap ban sao tir s0
gbc giri qua buru dién thi
phai giri kém theo ban
sao ¢6 chimg thuc gidy
chung minh nhan dan
hodc ho chiéu con gia tri
st dung, phong bi dan
tem ghi rd ho tén, dia
chi ngudi nhén cho co
quan, t& chirc ¢dp ban
sao.

+ Trudng hop nguoi yéu
cdu 1a nguoi dai dién
theo phap luat, ngudi
dai dién theo Wiy quyén
cia cA nhan, 18 chirc
dugc omﬁ ban chinh;
cha, me, con; Vo, orm,wmw

Iru 86 gbe.
Buwde 2:

- Co quan, t0 chirc cén cir vao s6 goc dé cap ban sao cho
ngudi yéu cau; ndi _dung ban sao phai ghi theo ding ndi
dung d3 ghi trong s6 goc.

- Trong truong hop khéng tim thdy s moo hogc trong s6
goc khong co Eo:m tin vé€ ndi a:bm %o: cau omﬁ ban sao
thi co quan, t6 chirc dang hru giit mo goc c6 trach nhiém
tra 161 bing vin ban cho ngudi yéu cau.

Bude 3: Ngudi yéu cdu cép ban sao tir sd gbc nhan két
qua tai noi ndp ho so hodc qua buu dién (n€u ndp qua buu
dién hodc ding ky nhan két qua qua buu dién).

Thai gian giai quyét:

Trong :mmw CO quan, to chire :% nhéan yéu omﬁ hodc trong
ngiy lam viée tiép theo, :oc Smﬁ nhén yéu om: sau 15 gio.
Trong truomg hop yéu cau cap ban sao tir s6 goc dirge g
qua buu di¢n thi thoi han dugce thue hién ngay sau khi co
quan, to chirc nhén di ho so hop 1€ theo dau buu dién dén.

cua Chinh phi
vé cép ban sa0
SO

tir gbc,
chirng thue
ban sao tr ban
chinh, chimg
thue chit ky va
chimg  thuc

hop dbng, giao
dich.
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e/

+ Ky, ghi 18 ho tén, déng dau cia co quan, t chirc thuc
hién chimg thue va ghi vao so chimng thue.

D6i voi ban sao c6 tir 02 (hai) trang tr& 1én thi ghi 16
chirng vao trang cudi, néu ban sao c6 tr 02 (hai) to tr6 1én
thi phai déng diu giap lai.

M&i bén sao dugc chimg thue tir mét ban chinh gidy to,
van ban hodc nhiéu ban sao duge chitg thyc tir mot bén
chinh mHmw t0, van ban trong cung mét thoi diém dwoc ghi
mot so chirng thuec.

- Ngudi yéu clu chimg thuc nhan két qua tai noi nop hd
50.

s7.

Thoi gian gidi quyét:

Trong umwu\ co' quan, t6 chure mmw nhén yéu ow: hoéc trong
ngdy lam viée tiép theo, néu tiép nhan yéu cdu sau 15 gid.
D6i voi truong hop cing mot lae yéu cau chimg thye ban
sao tir nhiéu loai ban chinh gidy to, vin ban; ban chinh ¢
H::w: trang; yéu cau s6 luong nhitu ban sao; ndi dung
gidy to, vin ban phiic tap khé kiém tra, d6i chiéu ma co
quan, t6 chirc thue hién ching thuc khong thé dap tmg
dugce thot han quy dinh néu trén thi thoi han chimg thue
dugc kéo dai thém khéng qua 02 (hai) ngay lam viée hodc
co thé dai hon theo thda thuin bing vin ban véi nguoi yéu
ciu chimg thue. Trudng hop tra két qua trong ngiy lam
vige ﬂow theo hodic phai kéo dai thoi gian theo quy dinh thi
ngudi tiép nhédn hd so phai cé phiéu hen ghi o thdi gian
(ngay, gidy) tra két qua cho ngudi yéu cau chimg thue

chinh.

Chirng

thuc ban
sao tir ban
chinh gidy
t0, van
ban do co

< A A
Thanh phan ho so:
- Ban chinh giay &, vin
ban lam co s& d¢ chimg
thue ban sao va ban sao
can chirng thuc.

- Trudng hop ngudi yéu

Trinh tw thwe hién:
Buée 1:

- C4 nhan, 16 chirc c6 yéu ciu nop hd so trure tiép tai 76
chite hanh nghé cong ching hode B phén tiép nhan va tra
két qua cia UBND cép huyén.

2.000
dbng/trang
; tr frang
thr 3 trd
lén thu
1.000

- Nghi dinh s6/-
23/2015/ND-
ngay

CP
16/02/2015
cua

phu;

Chinh|_

Stra doi
miic  ph

w

can c
phip 1y;

iy

Ll

=

B6 sung
co  quan
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mét lic yéu cau chimg thuc ban sao tir nhicu loai ban
chinh gidy t&, vin ban; ban chinh ¢ :Eac trang; yéu ciu
s6 lwong nhidu ban sao; ndi dung gidy t0, van ban phirc
tap kho kiém tra, d6i chiéu ma co quan, t6 chae thuc hién
chirng thyc khong thé dap ting duoc thei han néu trén thi
thoi han orq:m thue dugce kéo dai thém khong qua 02 (hai)
ngay lam viéc hodc co 5@ dai hon theo thoa thuin @mbm
viin ban véi ngudi yéu cau chiing thue.

Trudng hop tra két qua trong ngay 1am viée mmw theo hodc
phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhan ho
so phai ¢6 phiéu hen ghi 15 thoi gian (ngay, gio) tra két
qué cho ngudi yéu ciu chimg thue

Chirng
thye chir
ky trong
cac gidy
to, van
ban (ap
dung cho
ca truong
hep
chirng

thye diém
chi va
truong
hop ngwoi
yéu cau
chirng
thue
khéng thé
ky, khong
thé diém

Thanh phan hd so:

+ Ban chinh ho#c ban
sao c6 chirng thue Gidy
chiung minh nhin dan
hodc Ho chiéu con gia
tr1 su dung.

+ Gidy to, van ban ma
minh s& yéu ciu chimg
thuc chit ky. Truong
hop ching thuc chir ky
trong gidy to, vin ban
bang tiéng nude ngoai,
néu ngudi ching thye
Khong hiéu 15 ndi dung
cua Sm% to, van ban thi
c6 quyen yéu cau ngudi
yeu cau ching thue ndp
kém ban dich ra tiéng
Viét gidy to, vin ban d6
(ban dich khéng cin

Trinh tw thwc hién:
Buwée 1:

- Cé nhan ¢6 yéu cau nép hd so trurc tiép tai 70 chire hanh
nghé coéng chuing hodc Bo phan tiép nhan va tra két qua
ctia UBND cép huyén hodc Bg phan tiép nhan va tra két
qua cua UBND cap xa.

Eomo ngoai tru s¢ cia co quan ﬁnﬁ nhdn néu nguoi yeéu
ciu chimg thye thude dién gia yeu, khong thé di lai duge,
dang bi tam gift, tam giam, thi hanh 4n phat t hodc c6 ly
do chinh dang khéc.

Buoe 2:

+ Nguoi yéu. cau chimg thye chit 5\905 chi/kh6ng thé
Ky, wrosm thé diém chi duoc phai xuét trinh cc gidy to
phuc vy vi¢e chimg thyc chir ky.

+ Trong truong hop nguoi yéu ciu chimg thuc khong
théng thao tiéng Viét thi phai c6 ngudi phién dich. Ngudi
phién dich phai la ngudi ¢ ning luc hanh vi dan sy diy
dii theo quy dinh cta phap luat, théng thao Tiéng Viét va

10.000
dong/triee
ng  hop
(trieong
hop dwoc
tinh la mot
hodc nhiéu
chiv ky
frong mgt
gidy 10,
van ban)

- Nghi dinh s6
23/2015/ND-
CP ngay
16/02/2015
cua Chinh
pht;

- Théng tu sé
20/2015/TT-
BTP ngay
29/12/2015
cuia Bo
phap;

- Théng tu sé
226/2016/TT-
BTC ngay
11/11/2016
cia Bo
chinh;

- Théng tur sb

Tu

Tai

- Stra doi
vé phi, cin
cd  phép
Iy;

- Bo sung
co  quan
thuc hién:
t6  chic
hanh nghé
cong
ching .
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ngdy lam viéc tiep theo hodc phai kéo dai thoi gian theo
quy dinh thi ngudi tiép nhdn hd so phai ¢6 phiu hen ghi

rd thoi gian (ngay, gio) tra két qua cho ngudi yéu cdu
chimg thuc

Chirng
thue viée
siva  doi,
b6 sung,
hiy bé
hop dong,
giao dich

Thanh phéin hé so:

+ Hop dong, giao dich
da dugc chirng thuc;

+ Du thao hgp mwsmu
giao dich sta doi, bd
sung, hity bé hop ddng,
giao dich da dugc ching
thue;

+ Ban sao gidy chimg
nhén quyén s& hir,
quyén st dung hodc ban
sao gidy to thay thé
dugce phap ludt quy dinh
d6i v6i tai san ma phép
ludt quy dinh phai ding
ky quyén s& hitu, quyen
su dung ftrong ftrudng
hop hop ddng, giao dich
lién quan dén tai san dé
(xuét trinh ban chinh dé
ddi oEm:v, trir trudng
hop nguoi lap di chic
dang bi cai chét de doa
dén tinh mang.

+ Vin ban thoa thun vé
viée sitra doi, bd sung,
hiy bo hop ddng, giao
dich cia céc bén tham

Trinh tu thuc hién:
Bude 1:

Ca nhén, t6 chirc co yéu cau chimg thuc nép hd so true
tiép tai Bo phéan ﬂmﬁ nhan va tra két qua ctia UBND cép
huyén hosic UBND cip x4.

Bude 2:

+ Ngudi yéu cau orq:m thyuc xcmﬁ trinh m_m% to tiy thén
con gia tri str dung dé ngudi tiép nhan kiém tra va nop 01
b6 ho so.

+ Viéc sira déi, bd sung, huy bo hop ddng, giao dich da
duge ching thuc chi duge thuc hién khi c6 théa thuén
bang vin ban ciia cic bén tham gia hop ddng, giao dich.

+ Viéce stra doi, bd sung, huy boé hop m@smu giao dich dugc
thuc hién tai co quan da ching thuc hop mmzmu giao dich.
Trudmg hop sira dbi, bb sung, thay thé, hiy bo mot phin
ho#c toan bd di chic thi ¢6 thé chimg thye tai bt ky co
quan c6 thdm quyén chiing thyc nao.

+ Nguoi thye hién chimg thye kiém tra m_m% tr trong hd so
yéu ciu chimg thuc, neu mm% di tai thoi diém chimg thue
cac bén tham gia hop ddng, giao dich tv nguyén, minh
man va nhan thire, lam chii duge hanh vi ctia minh thi
thue hién chirng thuec.

+ Céc bén tham gia hop ddng, giao dich phai ky trirde mit
nguoi thye hign orﬁzm thue. Troong hop nguoi ¢ tham
quyén giao két hop mo:m clia cac td chirc tin dung, doanh
nghiép dd ding ky chit ky mau tai co quan thuc hién
chimg thuc thi c6 thé ky trude vao hop ddng; ngudi thue

30.000
dong/hop
dong, giao
dich

- Nghi dinh sb
23/2015/ND-
CP ngay
16/02/2015

cla Chinh
phu;

- Théng tu sb
20/2015/TT-
BTP ngay
29/12/2015
cia Bo
phap;
Théng tw s6
226/2016/TT-
BTC ngay
11/11/2016
ciia Bé
chinh.
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dich.

+ Co quan thuc hién viée sira d6i, b6 sung, thay thé, hiy
bé mét phin hoiic toan bd di chic phai thong béao _umbm
van ban cho co quan dé thue hién ching thure trude day vé
ndi dung stra déi, b sung, thay thé, hity boé mot phan hojic
toan bo di chic d& ghi chi vao Sd chimg thuc hop dong,
giao dich

Bude 3: Ngudi yéu cdu chimg thue nhin két qua tai noi
ndp ho so.

.

giai a_.%ﬁ

Trong ngay co quan, tb QEO :ov nhan yéu omE hodc trong
ngay lam vice zm@ theo, néu tiép nhén yéu om: sau 15 gid.
Trudng hop tra két qua trong ngay lam viée :0@ theo hodc
phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhan hd
so phai cd phiéu hen ghi o thoi gian (ngay, gio) tra két
qua cho ngudi yéu cau chimg thue.

Thoi gian

Sita 16i sai
sot trong
hop mmﬁwu
giao dich

Thanh phan hé so:

+ Béan sao Gidy chimg
minh nhéan dén hodc H6
chiéu con gid tri sir dung
cla nguoi yéu cau
chimg thwe (xuét trinh
ban chinh dé d6i chiéu);
+ Vin ban thoa thuén vé
viée stra 16i sai s6t trong
hop ddng, giao dich da
dugce chimg thue

+ Hop ddng, giao dich
da dugc chimg thuc;

+ Bén sao gidy ching
nhdn quyen s& hitu,

Trinh tu thwe hién:
Buwée 1:

Nguoi cé yéu cAu nop hé so truc tiép tai Bo phéin tiép
nhén va tra két qua ctia UBND cdp huyén, UBND c4p x4.

Bude 2:

+ Viée stra 161 sai s6t trong khi ghi chép, danh may, in hop
mosmu giao dich da duoc n?.Em thue duoc thue hién theo
thoa thudn _umbm vén ban cua cac bén tham gia hop dong,
giao dich, néu khong 1am 4nh huéng dén quyén, nghia vu
cua cdc bén va duge thyc hién tai co quan da chirng thuc
hop déng, giao dich.

+ Ngudi thue hién ching thuc gach chén 13i sai s6t ¢in
stra, d6ng ddu ctia co quan thuc hién chung thuc va ghi
vao bén 1€ cia hop déng, giao dich néi dung da swa, ho

25.000
dong/hop
déng, giao
dich
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hién chig thyc va ghi vao s6 ching thyec.

Pbi v6i ban sao co tr 02 (hai) trang tr& 1én thi ghi 10
chiing vao trang cudi, néu ban sao c6 tir 02 (hai) to trd 1én
thi phai dong diu giap lai.

Méi ban sao dugc chimg thue tir mét ban chinh gidy to,
van ban hodc nhiéu ban sao duoc chiing thue tir mdt ban
chinh mE% to, vdn ban trong cling mot thoi diem durge ghi
mot so chitng thue.

oo

Thoi gian giai quyét:

Trong ngay co quan, tb chirc ﬁﬂu nhan yéu ciu hodc trong
ngdy lam viée tiép theo, néu tiép nhén yéu cau sau 15
gio. Truong hop tra két @cm trong ngdy 1am viée tiép theo
hoidc phai kéo dai thoi gian theo quy dinh thi ngudi tiép
nhan hd so phai ¢é phiéu hen ghi 16 thoi gian (ngdy, gio)
tra két qua cho ngudi yéu cAu chimg thye.

IL.

Thi tuc hanh chinh ciia Cong chirng vién thue hién chimg thwe

Ching
thuec ban
sao tr ban
chinh gidy
to, van
ban do co
quan to
chirte ¢6
tham
quyén ciia
Viét Nam;
co quan,
t6 chire ¢6
tham
quyeén ciia
nudéce

Thanh phan hé so:

Ban chinh gidy t&, van
ban lam co s& dé chimg
thuc ban sao va ban sao
cin chimg thue.

Truong hop nguoi yéu
cau chimg thyc chi xuit
trinh ban chinh thi co
quan, t6 chirc tién hanh
chup tr ban chinh &
thuc hién ching thuc,
trir trudng hop co quan,
o  chiic khong ¢o
phuong tién dé chup.
Bédn sao, chup tir ban
chinh dé thuc hién

Trinh ty thiwe hién:

Bude 1: Ngudi yéu cau chirng thye ndp ho so truc tiép tai
tru s& té chirc hanh nghd cong chirng.

Bude 2:

+ Nguoi yéu cdu chimg thuce phai xuét trinh ban chinh
gidy to, vin ban lam co s dé chiing thuc ban sao va ban
sao can chimg thue.

+ Truong hop ngudi yéu cau chimg thyc chi xudt trinh
ban chinh thi ¢cong ching vién tién hanh chup tir ban chinh
dé thuc hién chimg thuc, trir truong hop t6 chirc hanh
nghé cong chimg khong ¢6 phuong tién dé chup.

+ Z@S_ thye hi¢n chimg thyc kiém tra ban chinh, déi
chiéu véi ban sao, néu ndi dung ban sao ding véi ban
chinh, cms chinh gidy t&, van ban khong thudc céc truong

2.000
déngltrang
doi Vo1l
trang thur
nhat, tranh
thir hai; ti
trang thir
3 tro lén
thu 1.000
dong/trang
nhung
mikc 161 da
khéng qua
200.000
déng/bém.
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thue chiv
ky trong
cac  gidy
to, van
ban (ap
dung cho

ca truong
hop
chirng
thye diém
chi va
trrong
hop nguoi
yéu cau
chitng
thue
khong thé
—n%... khong
thé diém
chi dwoc)

+ Ban chinh ho#c ban
sao c6 chimg thuc Gidy
ching minh nhan din
hodc H§ chiéu con gia
tri stt dung;

+ Gidy to, van ban ma
minh s& yéu ciu chimg
thuc chir ky. Trudng
hop chimg thue chit ky
trong gidy to, van ban
bing tiéng nuée ngoai,
néu nguoi r.rmsum thuc
khong hiéu 18 ndi dung
cua m_m% to, van ban thi
¢ quyen yéu cdu ngudi
y€u cau ching thuc ndp
kém ban dich ra tiéng
Viét gidy to, vin ban do
(bén dich khéng can
cong chung hodc ching
thue chir ky nguoi dich,
ngudi yéu cau chitng
thuc phdi chiu trach
nhiém vé néi dung bén
dich).

S6 lugng: 01 bd

Budée 1: Ngudi yéu ciu chimg thye ndp ho so true tiép tai
try so t6 chirc hanh :mrm cong ching. Hodc ngoai tru s&
ctia t chirc hanh nghé cong chiing néu nguoi yéu chu
chimg thuc thude dién gia yéu, khéng thé di lai duge,
dang bi tam giif, tam giam, thi hanh 4n phat t\ hoiic ¢6 ly
do chinh dang khéc.

Bude 2:

+ Ngudi yéu cau chimg thue chit E\\Boﬁ chi/khong thé
ky, khong thé diém chi dugc phai xuét trinh cic gidy to
phuc vu viée chiing thye chit ky.

+ Trong trudng hop nguoi yéu cau chimg thuc khong
thong thao tiéng Viét thi phai c6 nguoi phién dich. Nguoi
phién dich phdi la nguoi ¢b néng lwc hanh vi dan su day
dua theo quy dinh cta phap ludt, théng thao tiéng Viét va
ngon n gif ma nguoi yéu om: chiing thuc str dung. Nguoi
phién dich do ngudi yéu ciu ching thuc maoi hodic do co
quan thye hién chimg thyc chi dinh. Thi lao phién dich do
ngudi yéu cau chimg thye tra.

+ Ngudi thuc hién ching thye kiém tra gidy to yéu céu
chimg thuc, néu thdy du gidy to theo quy dinh, tai thoi

diém ching thuc, ngudi yéu cau chitng thuc minh mén,
nhén thirc va lam cht duge hanh vi cia minh va viéc
chimg thuc khong thudc cac truong hop khong duoc
chimg thue chit ky thi yéu cdu ngudi yéu ciu ching thue
ky/diém chi trude mit va thue hién chirg thue nhir sau:

* Ghi day di 1o chitng chimg thye chit ky theo mau quy
dinh;

* Ky, ghi 16 ho tén, déng diu cta t6 chirc hanh nghé céng
chimg thye hién chiing thuc va ghi véo sé chimg thue.

Déi véi gidy to, van ban co tir (02) hai trang trd lén thi ghi
161 chimg vio trang cudi, néu gidy to, van ban ¢ tir 02
(hai) t& tr&s 1én thi phdi dong dau giép lai.

dong/truc
ng hop
(truong
hop dwoc
tinh la moét
hodic nhiéu
chir ky
trong mgt
Am&w\ to,
van ban)

23/2015/ND-
CP ngay
16/02/2015

clia Chinh
phu;

- Théng tur sb
20/2015/TT-
BTP ngay
29/12/2015
cua BQ
phdp;
Théng ti 56
257/2016/TT-
BTC ngay
11/1172016
cua Bo
chinh.

Tu

Tai

murc
cén cu
phip ly
thu phi (in
nghiéng)

phi,
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hién ching thyc va ghi vao sb chimg thye.

D61 v6i ban dich gidy 10, viin ban c6 tir 02 (hai) trang tr&
1én thi ghi 161 chitng vao trang cudi, néu gidy to, vin ban
c6 tir 02 (hai) t& trd 1én thi phai déng dau giap lai.

Buée 3: Ngudi yéu can chimg thwe nhén két qua tai noi
nop hd so.

=2

Thoi gian giai quyét:

Thoi gian giai quyét: Trong ngdy co quan, 10 chirc ﬁow
nhin yéu cau hoic trong ngay lam vige tiép theo, néu tiép
nhén yéu cdu sau 15 gid. Trudong hop tra két qua trong
ngly lam viée tiép theo hodic phai kéo dai thoi gian theo
quy dinh thi nguoi tiép nhan hd so phéi ¢6 phiéu hen ghi
13 thdi gian (ngay, gid) tra két qua cho ngudi yéu cau
chung thyec.

Ching
thuc chir
ky nguoi
dich ma
nguoi
dich
khong
phai la
cong tac
vien dich
thuat

Thanh phan ho so

+ Ban chinh hodc ban
sao ¢6 chimg thue Gidy
Chimg minh nhan dan
hosic H6 chiéu con gia
tri str dung;

+ Ban chinh hodc ban
sao tir sb mmou ban sao
c6 chimg thuc bang cir
nhan ngoai ngit tré lén
<a thtr tiéng nude :mo&
can dich hodc bing tét
nghi¢p dai hoc trd Ién
d6i v6i thir tiéng nude
ngodi can dich; trir
truong hop dich nhiing
ngbn nglt Khéng phd
bién ma ngudi dich

Trinh ty thue hién:

Buée 1: Nop ho so truc tiép tai BO phén tiép nhén va tra
két qua cia UBND cép huyén.

Buée 2:

+ Ngudi yéu cau chimg thue chit ky ngudi dich phai xudt

trinh cdc gidy t& phuc vy viée chitng thuc chit ky nguoi
dich.

+ Zm:og thue hién chimg thuc _QQS tra gidy to do nguoi
yéu cau ching thuc xuét trinh, néu thdy du gidy 1o theo
quy dinh va gidy t&, vin ban duge dich khong thudc céc
trwomg hop gidy to, viin ban khéng duge dich dé ching
thue chit ky ngudi dich thi yéu ciu ngudi dich ky truge
mat va thuc hién chimg thuc nhu sau:

* Ghi ddy du 161 chimg ching thue chir ky nguoi dich theo
mau quy dinh;

* Ky, ghi rd ho tén, déng ddu cia co quan, td chic thue

10.000
ddng/trurdn
g hop
(truong
hop dugc
tinh 1a mot
hoic nhiéu
chir ky
trong mot
gidy  to,
véan ban)

- Nghj dinh s6
23/2015/ND-
CP ngay
16/02/2015
cua Chinh
phu;
- Théng tu sb
20/2015/TT-
BTP ngay
29/12/2015
cua B
phap;
Théng tw s6
226/2016/TT-
BTC ngay
11/1172016
cia B9
chinh.

Tu

Tai

Sta  ddi
can cir thu
phi (in
nghiéng)
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doi chicu);

+ Ban sao gidgy ching
nhén quyén s& himw,
quyén st dung hodc ban
sao gidy to thay thé
duogc phap luit quy dinh
déi véi tai san ma phap
luat quy dinh phai dang
ky quyen s¢ hitu, quyén
s dyng trong trudng
hop hop mozm“ giao dich
lién quan dén tai san do
(xuft trinh kém theo ban
chinh ¢ d6i chiéu).

S6 lwgng: 01 bo.

+ Céc bén tham gia hop dong, giao dich phai ky trudc mit
ngudi thue hién chimg thue. Trudng hop ngudi c6 thdm
quyén giao két hop ddng cua cac t6 chire tin dung, doanh
nghiép di ding ky chit ky miu tai co quan thuc hién
chitng thue thi c6 thé ky truéc vao hop dong; ngudi thue
hién chimg thuc phai ddi chiéu chit ky ctia ho trong hop
dong v6i chiy ky mau trude khi thye hién chimg thue, ncu
nghi ngd chir ky trong hgp ddng khéc v6i chir ky mau thi
yéu cau ngudi dé ky trude mit.

+ Truong hop ngudi yéu cdu chimg thuc khong ky dugce
thi phai diém chi; néu ngudi dé khong doc duge, khong
nghe dugc, khong ky, khong diém chi duge thi phai c6 02
(hai) nguoi lam chimg. Ngudi 1am chimg phai c6 du ning
Iirc hanh vi dan su va khong c6 quyeén, loi ich hodc nghia
vu lién quan dén hop ddng, giao dich.

+ Nguoi thue hién ching thue ghi 161 ching tuong tng
vai tirng loai hop mozmu giao dich theo mau quy dinh; ky,
ghi 16 ho tén, déng diu ctia co quan thue hién chimg thuc
va ghi vdo s6 chimg thuc. i véi hop ddng, giao dich o
tlr 02 (hai) trang tr¢ 18n, thi ting trang phai duge dénh s6
thie tu, c6 chir ky cia nguoi yéu cau chimg thuc va ngudi
thye hién chimg thuc; s6 lwong trang va 16i chimg dugc
ghi tai trang cudi ctia hgp dong, giao dich. Truong hop
hop dong, giao dich c6 tir 02 (hai) to trd 1€n thi phai dong
dau giap lai.

+ Truong hop phai phién dich thi nguoi phién dich cé
trach nhiém dich mmu\ du, chinh x4c ndi dung cua hep
ddng, giao dich, nd i dung 101 chimng cho nguodi yéu cau
ching thue va ky vao timg trang hop dong véi tur cach 1a
nguoi phién dich.

Bude 3: Ngudi yéu ciu chimg thuc nhén két qua tai noi
ndp hd so.

cia Bo Tu
phap;

- Théng tu s6
226/2016/TT-
BTC ngay
11/11/2016
cua Bé Tai

chinh.
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phai déng déu giap lai.

+ Truong hop phdi phién dich thi ngudi phién dich cé
trach nhiém dich diy di, chinh x4c noi dung o:m van ban
thoa thuén néi dung 1di ching cho nguoi yéu céu chimg
thure va ky vao timg trang véin ban théa thuin véi tu cach
la nguoi phién dich.

Buée 3: Ngudi yéu cau chimg thue nhan két qua tai noi
ndp hd so.

L

Thoi gian gidi n:%ﬁ

Khong qué 02 (hai) ngay lam viéc, ké tir ngay nhan du hd
so yéu cau chimng thuc hoidc ¢é thé kéo dai hon theo thoa
thudn bang vin ban v6i ngudi yéu om: chimg thue.
Truong hop kéo dai thoi han giéi quyét thi ngudi tiép
nhan hd so phai ¢é phiéu hen ghi 1 thoi gian (giv, ngay)
tra két qua cho ngudi yéu ciu chimg thuc.

Chirng
thue van
ban khai
nhin di
san ma di
san Ia
dong san

Thanh phan ho so:

+ Du thdo van ban khai
nhan di san;

+ Bén sao Gidy ching
minh nhan dan hodc Ho
chiu con gia tri sir dung
cia nguoi yéu céu
chimg thue (xuat trinh
kém theo ban chinh dé
d6i chiéu);

+ Ban sao gidy chimg
nhén quyén s& him,
quyén sir dung hoiéic ban
sao gidy to thay thé
dugce phap ludt quy dinh
d6i voi tai san ma phap
luat quy dinh phai diang

Trinh ty thye hién:

Bude 1: Ngudi yéu cau chirng thwe nép ho SO trye tiép tai
B6 phén tiép nhan va tra két qua cia UBND chp huyén,

Buoe 2:

+ Nguoi thue hién chimg thyc kiém tra gifiy to trong hd so
yéu cau ching thue, néu diy du, tai thoi diém chimg thuc
cdc bén tham gia vin ban khai nhin di sin tw nguyén,
minh mén va nhdn thire, 1am chi dwge hanh vi cia minh
thi thue hién chimg thue.

+ Céac bén tham gia khai nhén di san phai ky trudc mit
nguoi thye hién ching thue.

+ Trudng hop ngudi yéu cau chimg thue khong ky dugce
thi phai diém chi; néu ngudi do khéng doc duge, khéng
nghe duge, khong ky, khéng diém chi duoe thi phai ¢6 02
(hai) ngudi 1am chimg. Ngwoi lam chimg phai cé di ning
lue hanh vi dan sy va khong ¢é quyén, loi ich hodc nghia

50.000
dong/vin
ban

- Nghi dinh s6
23/2015/ND-
CP ngay
16/02/2015
cua Chinh
phu;
- Théng tr s6
20/2015/TT-
BTP ngay
29/12/2015
cia BO
phap;
Théng tu s6
226/2016/TT-
BTC ngay
11/11/2016
cua Bo

Tu

Tai

Sta  doi
mic  phi,
can cur thu
phi (in
nghiéng)
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quyén su
dung dat
vanha &

cia ngudi yéu ciu
chimg thuc OEM,,; trinh
kém theo ban chinh dé
d6i chiéu);

+ Bén sao gidy chung
nhin quyén s& hif,
quyén sir dung hodc ban
sao gidy to thay thé
dugce phap ludt quy dinh
d6i voi tai san ma phép
luat quy dinh phai dang
ky quyén s& hiru, quyen
st dung trong truong
hop hop dong, giao dich
lién quan dén tai san d6
(xuat trinh kém theo ban
chinh dé dbi chiéu).

S6 lwgng: 01 bo.

nha.
Buwée 2:

+ Ngudi thue hién chimg thue kiém tra gidy t& trong ho so
yéu chu chimg thue, néu mww du, tai thoi diém chimg thuc
cac bén tham gia hop dong, giao dich tur nguyén, minh
mAin va nhan thie, 1am cht duge hanh vi cia minh thi
thuce hién ching thue.

+ Céc bén tham gia hop ddng, giao dich phai ky trude mit
nguoi thye hién chimg thyc. Truong hop ngudi co thdm
quyén giao két hop ddng cua céo t6 chirc tin dung, doanh
nghiép di dang ky chit ky miu tai co quan thyc hién
chimg thue thi ¢6 thé ky truée vao hop ddng; ngudi thyuc
hién ching thyc phai ddi chiéu chir ky cta ho trong hgp
dong véi chit ky mau trude khi thue hién chimg thye, néu
nghi ngd chir ky trong hop ddng khac v6i chit ky miu thi
yéu ciu ngudi d6 ky trude miit.

+ Trudng hop ngudi yéu cau chimg thue khong ky dwoc
thi phai diém chi; néu nguoi d6 khong doc duge, khong
nghe duge, khong ky, khong diém chi duge thi phai ¢6 02
(hai) ngudi 1am chitng. Ngwdi 1am chirg phai ¢6 du ndng
luc hanh vi déan su va khong c6 quyen, loi ich hodc nghia
vu lién quan dén hop ddng, giao dich.

+ Nguoi thuc hién ching thyc ghi 161 ching twong ng
v6i timg loai hop dong, giao dich theo mu quy dinh; ky,
ghi 1 ho tén, dong déu ciia co quan thyc hién chimg thye
va ghi vao s6 chimg thue. Dbi véi hop dbng, giao dich co
tir 02 (hai) trang trd 1&n, thi tirng trang phai duge danh s
thir tu, c6 chit ky cia ngudi yéu cdu chimg thuc va ngudi
thue hién ching thuc; s6 lugng trang va 16i ching dugc
ghi tai trang cubi ctia hgp ddng, giao dich. Truong hop
hop dong, giao dich ¢6 tir 02 (hai) t& trd 1én thi phai dong
dau giap lai.

20/2015/TT-
BTP ngay
29/12/2015
cita B6 Tu
phap;

- Théng tw s6
226/2016/TT-
BTC ngay
11/11/2016
cua Bé Tai
chinh.
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trir trwong hop nguoi
lap di chtc dang bi cai
chét de doa dén tinh
mang (xuét trinh kém
theo ban chinh dé dbi
chiéu).

S6 lwgng: 01 bo

tir 02 (hai) trang tr¢ 1én, thi ting trang phai duge danh sé
thor tu, c6 chir ky cia ngudi yéu cdu chimg thue va ngudi
thuc hién ching thue; s6 luong trang va 101 chimg duogc
ghi tai trang cu6i cta di chic. Truong hop di chic c6 tir
02 (hai) to tré 18n thi phai déng dau giap lai.

+ Trudng hop phai phién dich thi ngudi phién dich c6
trach nhiém dich mw% du, chinh xdc néi dung cta di chie,
ndi dung 1&i chimg cho ngudi yéu cdu chimg thue va ky
vao tung trang di chic véi tu cdch 13 ngudi phién dich.

7.

glal A_Eaa

Khong qua 02 (hai) ngay 1am viéc, ké tir ngay nhin di hd
so yéu ciu chimg thuc hoic c6 thé kéo dai hon theo thoa
thudn bang vin ban véi ngudi yéu omE chirng mﬁo
Trutng hop kéo dai thoi han giai quyét thi nguoi tiép
nhan hd so phai ¢ phiéu hen ghi 16 thoi gian (giv, ngay)
tra két qua cho ngudi yéu ciu chitng thure.

Thoi gian

Chirng
thue vin
ban tur
chdi nhan
di san

Thanh phan ho so:

+ Du thao van ban tir
chdi nhén di san;

+ Ban sao Gidy chirng
minh nhan dan hoidc HO
chiéu con gia tri sur dung
cia ngwdi yéu clu
chimg thue (xuat trinh
kém theo ban chinh dé
d6i chiéu);

+ Béan sao mwm% chirng
nhan quyén so hiiu,
quyén st dung hodc ban
sao gidy to thay thé
dugce phép ludt quy dinh
d6i véi tai san ma phap

Trinh ty thece hién:

Bude 1: Ngudi yéu cau omﬁ:m thue nép hod SO truc tiép tai
B6 phéan tiép nhan va tra két qua ctia UBND cép xa.

Budc 2:

+ Nguoi thuc hién ching thue kiém tra mum% t& trong ho so
yéu cau o::dm thue, néu day du, tai thoi diém chimg thuc
nguol tir choi nhén di sén ty nguyén, minh man va nhin
thirc, 1am chii dwge hanh vi ciia minh thi thuce hién chiing
thue

+ Ngudi tir chdi nhén di sén ky trude mit ngudi thue hién
chimg thue.

+ Truong hop ngudi yéu cau chimg thue khong ky duoc
thi phai diém chi; néu ngudi do khong doc duge, khong

nghe duge, khong ky, khéng diém chi dugc thi phai ¢ 02
(hai) nguoi lam chimg. Ngudi 1am chiing phai ¢6 di ning

50.000
dong/van

ban

- Nghi dinh s6
23/2015/ND-
B ngay
16/02/2015
cua Chinh
phu;

- Thong tur sd
20/2015/TT-
BTP ngay
29/12/2015
cuia Bo
phap;

- Théng tw s6
226/2016/TT-
BTC ngay
11/11/2016

Tu

Swa  doi
mirc  phi,
can cu thu
phi (in
nghiéng)
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BN

doi chiéu);

+ Bén sao gidy chimg
nhén quyén s6 hitu,
quyén str dung hodc ban
sao gidy to thay thé
dugc phap ludt quy dinh
ddi voi tai san ma phap
luat quy dinh phai dang
ky quyén s& hitu, quyen
st dung trong trudng
hop hop ddng, giao dich
lién quan dén tai san d6
(xuat trinh kém theo ban
chinh dé déi chiéu).

S6 lwong: 01 bd

thi thuc hién ching thyc

+ Céc bén tham gia théa thudn phén chia di san phai ky
trude mat ngudi thue hién chirng thuc.,

+ Trudng hop nguoi yéu cau chimg thuc khéng ky duoe
thi phai diém chi; néu ngudi dé khong doc duoc, khong
nghe duge, khong ky, khong diém chi duge thi phai ¢6 02
(hai) nguoi lam ching. Ngudi lam chimg phai ¢6 di nang
luc hanh vi dén su va khéng ¢6 quyén, loi ich hodc nghia
vu lién quan dén giao dich.

+ Ngudi thue hién ching thyc ghi 16 chitng theo mau quy
dinh; ky, ghi ro ho tén, déng diu cua co quan thuc hi¢n
chimg thuc va ghi vio s6 ching thuc. D&i v6i vin ban
thoa thudn oo tir 02 (hai) trang trd [€n, thi timg trang phai
duge danh s6 thi tu, ¢6 chit ky cta nguoi yéu céu chimng
thuc va nguoi thue hién chimg thue; s6 lugng trang va 16i
chimg duge ghi tai trang cudi ctia vin ban théa thuén.
Truong hop van ban thoéa thuén c6 tir 02 (hai) to trd [én thi
phai déng dau giap lai.

+ Trudng hop phai phién dich thi sm:o: phién dich cé
trach nhiém dich ddy du, chinh x4c nd 1 dung cua van ban
théa thudn, ndi dung 161 ching cho ngudi yéu cu chimg
thuc va ky vao ting trang vin ban théa thuin véi tu cich
1a nguoi phién dich.

Thoi gian giai quyét:

Khong qua 02 (hai) ngay lam vige, ké tir ngay nhan di hd
so yéu cau chimg thyc hoic c6 thé kéo dai hon theo thoa
thuin bang vin ban véi ngudi yéu cau chiing thue.
Truong hop kéo dai thoi han gidi quyét thi nguoi tiép
nhan hd so phai ¢6 phiéu hen ghi 15 thoi gian (gio, ngay)
tra két qua cho ngudi yéu ciu ching thuc.

29/12/2015
cua B
phap;

- Théng tw s6
226/2016/TT-
BTC ngay
1171172016
cua Bo Tai
chinh.

Tu

Chirng
thue

doi
phi,

Thanh phan hd so:
+ Du thao vidn ban khai

Trinh tu thuce hién: 50.000

déng/vin

- Nghi dinh s6
23/2015/ND-

Stra

van mirc

Buée 1: Nguoi yéu cau chimg thue ndp hé so truc tiép tai
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thufn bing vin ban véi ngudi yéu ciu chimg thue.
Trudng hop kéo dai thoi han giai quyét thi nguoi tiép
nhin hd so phai ¢6 phiéu hen ghi 13 thoi gian (gio, ngdy)
tra két qua cho ngudi yéu ciu chimg thue.
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