
UY BAN NHAN DAN CONG HOA XA HOI CHU NGHiA VItT NAM 
TiNH THirA THIEN HUE 	DOc lap — Ty' do — Hqnh phtic  

SO:47/6 /QD-UBND 	Theca Mien Hui, ngay4 5 thang 7 nam 2020 

QUYET DINH 
Cling bo Danh muc thu tyc hanh chinh dtryc sira dei, bO sung; thit tyc hanh 

chinh bi bai bo trong linh vu.c Chti.ng thtyc thuOc tham quyen giai quyet 
	 m So' Ttr phi!) tinh Thira Thiel) Hue 

 

	 COU TICH UY BAN NHAN DAN TINH 

Can cu Luat To chirc chinh quyen dia phteang 2015; 
Can cit Nghi clinh so 63/2010/ND-CP ngay 08 thcing 6 nam 2010 cita 

Chinh pile, vi kiim soot thu tyc hanh chinh; 
Can cu Nghi clinh so 48/2013/ND-CP ngay14/5/2013; Nghi dinh so 

92/2017/ND-CP ngay 07 thong 8 nam 2017 clia Chinh pith ve viec sera dai, bo 
sung mot so dien ceta .cac Nghi clinh lien quan din kiim soot the, tyc hanh chinh; 

Can cti. Thong to so 02/2017/TT-VPCP ngay 31 thong 10 nam 2017 cz:ta 
Van phong Chinh phet /luring don vi nghiep vu kiim soot the, tuc hanh chinh; 

Can ca. Quyit dinh so 1329/QD-BTP ngay 01 thong 6 nam 2020 ceta BO Tv 
phap ve viec cong bo thu tuc hanh chinh duck sera ddi, bo sung; thu tuc hanh 
chinh bi bai bó trong lank vyy chtirg thz,cc thuOc pham vi chtk nang quan 1j; cita 
BO Tu. phap; 

Theo di nght awl Giam dac So. Tic phap tai To' trinh so 53/TTr-STP ngay 
17 thong 6 nam 2020. 

QUYET DINH: 

Dieu 1. Cong b6 kern theo Quyet dinh nay Danh mix 16 thir tuc hanh chinh 
(TTHC) dugc sera d6i, bo sung; 02 TTHC bi bai b6 trong linh vcrc Ch-Cmg thvc thu6c 
th'am guyen giai guyet cua So Tu phap tinh Thira Thien Hue (xem cac Php lvc kern 
theo). 

Dieu 2. Trach nhiim cua cac co.  quan, don vi 
1. So' Tir phap: 
a) Cap nhat TTHC dugc sirs d6i, b6 sung trong linh vgc ChUng thvc tai 

Quyet dinh nay vao He th6ng th6ng tin TTHC tinh Thira Thien Hue theo dung 
quy dinh; Cong b6 cong khai TTHC nay teen Trang Thong tin dien tix cua dcm vi. 

b) Trong thoi Nn 10 ngay ke to ngay Quyet dinh nay c6 hieu luc, xay dung 
va trinh Uy ban nhan dan tinh phe duyet quy trinh n6i bo, quy trinh dien tie giai 



AcHtilicH 
ctitT 

quyet TTHC duoc sira doi, b6 sung trong linh vvc ChUng thkrc tai Quyet dinh nay 
de cau hinh ten phan mem He thOng xir 1T mot ci:ra tap trung cua tinh. 

c) PhO bien viec trien khai thcrc hien giai quyet cac TTHC nay den cac 
don vi trvc thuOc Soy theo huong dan tai cac Phu hic kern theo Quyet dinh nay. 

2. VAn phong Uy ban nhin din tinh: 
a) Cap nhat TTHC dugc sira dOi, b6' sung trong linh v‘rc Chung thvc tai 

Quyet dinh nay vao Ca so du lieu quOc gia ve TTHC; 
b) Cong khai TTHC duoc sira doi, b6 sung; thir tic hanh chinh bi bai bo trong 

lTnh vvc Chung thvc tai Quyet dinh nay ten he thOng thong tin TTHC cua tinh. 
Dieu 3. Quyet dinh nay có hieu luc thi hanh ke tir ngay 14. 
Dieu 4. Chanh Van phong US,  ban nhan dan tinh, Giam dOc So.  Tu phap va 

Giam dOc cac ser, ban nganh cap tinh; Chu tich UBND cac huyen, thi xa, thanh 
phO Hue, Chia tich UBND cac xa, phuOng, thi tran va cac to chirc, ca nhan co lien 
quan chiu trach nhiem thi hanh Quyet dinh nay./: 

Noi nhip: 
- Nhtr Diau 4; 
- Cue KSTTHC — VP Chinh phil; 
- CT va the PCT UBND tinh; 
- Cac so, ban nganh cap tinh; 
- UBND cap huyan; 
- Cong Thong tin Dian tir; 
- Cac PCVP NIA CV: KNNC, TH; 
- jAru: VT, KSTT. 

Phan 'Mien Dinh 



THU TUC HANH CHINH 
THUQC T 

(Kern theo 
cua 

)136 SUNG TRONG LINH VU'C CHtTNG THVC 
IAI QUYET CUA TU.  PHAP 

• 47-16.. ngay45thang nam 2020 
UBND tinh Thica Thien Hue) 

TT Ten Thu tuc hanh chinh/ 
Ma ho so' Thiri Ilan giii quyet 

Dia diem tiep 
nh4n, thuc 

hien 

Phi, 1? phi (neu co) Can dr phap 1ST 

I. Thu tuc hanh chinh ap 
dung chung 

1 

Thu tut chirng thtrc ban sao 
tit ban chinh 	is 	tes, van 
ban do cc( quan to third có 

• tham quyen cita Viet Nam 
cap hoac chimg nhan 
(MHS: 2.000815) 

- Trong ngay lam viec hoac 
trong ngay Jam viec 

ho theo, neu tiep nhan Ito su 
hqp le sau 	15 gib' trong 
ngay;  
- Doi veri throng hop ding 
mOt kw yeti cau chimg thuc .• 	' 

chinh giay to., van ban; ban 
chinh co nhieu trang; yeu • , 
cau so hrong nhieu ban sao; 
not dung giay ter, van ban 

chieu ma co quan, to third 
thuc hien chirng thuc khong 
the dap img dugs tiled han 
quy dinh neu tren thi thei 
han chirng thgc duqc kdo 
dai them khong qua 02 

ban sao , tir nhieu loaf ban mot 

phqc tap kilo kiem tra, d6i + 

- 	Trung 	tam 
Minh chinh ding cei 	h 	,, 	. 

P 	u-YCn' 
'' 	hein tiep - BQ P • 

nh On va Ira ket 
capquer 	AI 

- 2.000 dong/trang; 
- Tit trang thir 3 tra 
len, 	thu 	1.000 
dOng/trang. 

A . - Tot da thu khong 
' 	200.000 qua 

clOngiban. 	, 
- Trang la can cu (le 
thu phi dtruc tinh theo 
trang oh ban chinh. 

+ Nghi dinh s0 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phil v'e cap ban 
sao tit ban chinh, ,chirng thtrc chit lcY va 
chirng thuc hop (long, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO twang BO Tu phap 
quy dinh chi tit va huung dan thi hanh 

• • 	 • 
so 	lieu 	cila 	Nghi 	dinh 	so 

23/2015/ND-CP ngay 16/02/2015 oh 
Chinh phil ve cap ban sao tit ban chinh, 
chirng thtrc chit lcY va cht'rng thuc hop 
(long, giao dich; 

Thong tu s0 226/2016/TT-BTC ngay 
11/11/2016 dm BO trilling BO Tai chinh 
quy dinh mix thu, the dO thu, n0p, quail 
I)",  va sir dung phi chimg thuc. 

Ghi chti: Phan chit in nghieng la nhiing not dung sera dji, b4 sung 



2 

TT Ten Thii tuc hanh chinh/ 
Ma ho sa Thoi han giai quyet 

Dia diem tiep 
nhOn, (litre . 

hi0 

Phi, 11' phi (lieu co) Can cir phap 1S7 

(hai) ngay lam viec hoac có 
the dai hcm theo thoa thuan 
bang van ban vai nguai yeu 
eau 	chirng thuc. 	Truong 
hop tra ket qua trong ngay 
lam viec tiep theo hoac phai 
keo dai thei gian theo quy 
dinh thi nguei ,tiep nhasn ho 
so phai có phieu hen ghi rO 
thai gian (giO, ngay) tra ket 
qua cho ngued yeu cau 
chirng time. 

2• 

Thu rue chirp 	thuc ban sao 
tir ban chinh 	is 	to., van 
ban do co' quan, to chirc có ,, 
tham quyen cila nueic ngoai; 

, co.  quan, to chic có tham 

vai 	co.  quan, to chirc 	có 
thAm quyen dia. nuoc ngoai 
cap hoac chimg nhan 
(MHS: 2.000843 

. 

quyen dm Viet Nam lien ket 200.000 

- Trong ngay lam viec hoac 
trong ngay ,lam viec ,tiep 
theo, neu tiep nhan ho so. 
hop 	ls 	sau 	15 	gier trong , 
ngay. 
- 
	• 
Doi voi throng hop ding 
•, 	• 	•, 	;, 	• mot luc yeu cau cluing thuc  . 

ban sao tir nhieu loai ban 
chinh giAy to., van ban;. 	ban 
chinh có nhieu trong; yeti 
c'u so Krung nhieu ban sao; 
not dung giay to, van ban 
phirc tap khO kiem tra, doi 
chieu ma co.  quan, to 
dux hien chirng thuc khong 
the dap img clugc tiled han 
quy dinh neu tren thi thoi 

- 	Trung 	tam 
Hanh chinh tong 
cap huyen; 	, 

- BO 	han tiep 
nhan -,va tra ket 

qua cap xd.  

- 2.000 dling/trang; 
- Tir trang thin 3 tra 
len 	thu 	1.000 
dong/trang. 
- Toi da thu khong 
€11,1a 
dong/ban. 	, 
- Trang la can cir de 
thu phi &ro c tinh theo 
trang dm ban chinh. 

+ Nghi dinh se) 23/2015/ND7Cp ngay 
16/02/2015 cilia Chinh phi) ve cap ban 
sao tir ban chinh, chirng flux chit 14 va 
chirng dux hop dOng, giao dich; 
+ Th8ng tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truang BO Tu.  phap 
quy dinh chi tit va huang dan thi hanh 

A mot 	so 	dieu 	ciia 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 dia. 
Chinh phi) ve cap ban sao tir ban chinh, 
chirng flux chit 4 va chirng thuc hop 
 . 	. 	. 	. dong, giao clIcn, 

+ Th8ng tu so 226/2016/TT-BTC ngay 
11/11/2016 cua BO truang BO Tai chinh 
quy dinh mire thu, the dO thu, rthp, quan 
li va sir dung phi chirng thuc. 



3 

TT Ten Thu tuc hanh chinh/ 
Ma hO so' 

A Thai han giai quyet 
Dia diem tiep 

nh4n, thuc 
hien 

A Phi, le phi (neu co) Can co. phap 15,  

han chirng thuc &roc keo 
dai them thong qua 02 
(hai) ngay lam viec hoac c6 
the dai hon theo th6a thuan 
bang van ban vai ngir6i yeu 
cau chirng thuc. 	Tru6ng 
hop tra ket qua trong ngay 
lam viec tiep theo hoac phai 
ice° dai th6i gian theo quy 
dinh thi ngiroi ,tiep nhan ho 
so phai c6 phieu hen ghi rp 
then gian (gi6, ngay) tra ket 
qua cho ngu6i yeu cau 
chirng thuc. 

3 

Thu tic chirng thuc chit 14 
trong cat giay t6, van ban 
(ap dung cho ca,truong hop 
chirng thvc 	diem 	chi va 
twang hop ngireri yeu cau 
chirng thuc thong the 14, 
thong the diem chi duorc) 
(MHS: 2.000884) 

- Trong ngay lam viec hoac 
trong ngay lam viec .tiep 
theo, neu tiep nhan he so 
hop le sao 	15 gi6 trong 
ngay. 
- Truong hop tra ket qua , 
trong ngay lam,  viec tiep 
theo thi nguoi ,tiep nhan ho 
so phai co phieu hen ghi rp 
thi gian (gi6, ngay) tra ket 
qua cho nguoi yeu cau 
chirng thuc. 

_ 	Trung "n  
lie!nh chinh ding 
cap huyen; 
_ BO pkin tiep 
nhan va tra Mt 
qua cap xa. 

10.000d6ng/tru6ng 
hop (tnrOng hop &roc 
tinh la met hoac nhieu 
cbfr  k); trong met gi'Ay 
0.,  van  ban). 

&Ong, giao dich. 
 

+ Nghi dinh so 23/2015/ND7CP,  ngay 
16/02/2015 cira Chinh phil v'e cap ban 
sao tir ban chinh, chirng thus chit 14 va 
chirng that hop &Ong, giao dich. 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO tnrerng BO Tu phap 
quy dinh chi tiet va huang ddn thi hanh 

A 
mot 	se 	dieu 	dm 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phil ve cap ban sao tir ban chinh, 
chirng thuc chit 14 va chi ng thuc hop 

+ Thong tu se 226/2016/TT-BTC ngay 
11/11/2016 dm BO twang BO Tai chinh 
quy dinh mire thu, the de thu, nep, quan 



4 

TT Ten Thu tip hanh chinh/ 
Ma ho so' Thoi han gill quyet 

Dia diem tiep 
nh4n, time 

hien 

Phi, le phi (nett co) Can co. phap 1S,  

• 13', va sir dung phi chimg thuc. 

4  

Thu tuc chirng time viec sira 
doi, bo sung, hilly 116 hop 

• d8ng, giao dich 
(MHS: 2.000913) 

- Trong ngay lam viec hoac 
trong ngay ,lam viec ,tiep 
theo, neu tiep nhan h8 sot 
hop 	le sau 	15 	giey trong 
ngay. 
- Truerng hop tra ket qua 
trong ngay lam viec tiep 
theo thi ngueri tiep nhan ho 
so phai co phieu hen ghi ri5 
thai gian (gier, ngay) tra ket 
qua cho nguen yeu cau 
chirng that. 

_ 	Trung 	tam 
Hanh chinh cong 
cap huyen; 
_ Bo phan tiep 
nhan va tra ket 
qua cap xd. 

30.000 d'Ong/hap 
&mg, giao dich 

+ Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phi' ye cap ban 
sao tir ban chinh, chimg aux chfr 14 va 
chimg thtrc hop &mg, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 oh BO truang BO Tu phap 
quy dinh chi tiet va huarng dan thi hanh 
mOt 	s8 	dieu 	dm 	Nghi 	dinh 	so 
23/2015/ND-sCP,  ngay 16/02/2015 dm 
Chinh phi' ye cap ban sao tir ban chinh, 
chirng that chit 14 va chirng that hop 
ding, giao dich; 
+ Thong tu so 226/2016/TT-BTC ngay 
11/11/2016 oh BO truerng BO Tai chinh 
quy dinh mac thu, the dO thu, n8p, quan 
1S,  va sir dung phi chirng thvc. 

5 
Thu tuc sira 18i sal sot trong 
hop dOng, giao dich 
(MHS

ngay. 
: 2.000927)  

- Trong ngay lam viec hoac 
trong ngay Jam viec ,tiep 
theo, neu tiep nhan ho so' 
hop lesau 	15 	giel trong 

- Truerng hop tra ket qua 

theo
ngay lam,  viec tiep 

theo thi ngueri tiep nhan ho 

_ 	Trung 	tam  
Hanh chinh cong 
cap huyen; 
- BO phdn tiep 
nhan va tra ket 
qua cap xii. 

25.000 dong/hop 
&Ong, giao dich 

+ Nghi dinh s6 23/2015/ND-CP ngdy 
16/02/2015 dm Chinh phi' ye cap ban 
sao tir ban chinh, chimg that chit 14 va 
chimg thvc hop dozing, giao dich; 
+ Th8ng tu s8 01/2020/TT-BTP ngay 
03/3/2020 dm BO truerng BO Tu phap 

7 	hanh quy dinh chi tiet va hir45.ng dan thi hanh 
mot 	so 	dieu 	dm 	Nghi 	dinh 	so 



5 

TT Ten Thu tuc hanh chinh/ 
Ma ht) so Thai 4n giai quyet 

Dia diem tiep 
nh4n, thuc 

hien 

Phi, le phi (neu co) Can cir phi') lSr 

so.  phai có phieu hen ghi ra 
thoi gian (giO., ngay) tra ket 
qua cho nguai yeu 	cau 
chimg thuc. 

23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phu v'e cap ban sao tir ban chinh, 
chirng thuc chir 14 va chirng thuc hop 
&Ong, giao dich; 
+ Thong tu s8 226/2016/TT-BTC ngay 
11/11/2016 dm BO truong BO Tai chinh 
quy dinh mirc thu, the dO thu, Op, quan 
1y va sir dung phi chirng thoc. 

6 

Thu tuc cap ban sao có 
chirng thuc tir ban chinh hop 
&On 	dich d5 duoc g , 	giao 

(MHS: 2.000942) 
chirng thuc BO 

- Trong ngay lam viec ho5c 
trong ngay Jam viec ,tiep 
theo, neu tiep nhan ho so.  
hop le sau 	15 gi8 trong 

• 
ngay. 
- Trueyng hop tra ket qua 
trong ngay lam viec tier 
theo thi ngu8i tiep then ho 
so phai có phieu hen ghi rii 
thoi gian (gio., ngay) tra k6t 
qua cho ngu8i yeu c5u 
chirng thuc. 

_ 	Trung 	tam  
Hanh chinh ding 
cell,' huyen; 

- 	phijn tiji, 
nhan va tra' ket • 
qua cap xa. 

- 2.000 d'ong/trang; 
- Tir trang thin 3 tra 
len 	thu 	1.000 
dOnWtrang. 
- Toi da thu khong 
qua 	200.000 
d'Ong/ban. 
- Trang la can cir a 
thu phi diroc tinh theo 
trang cita ban chinh. 

+ Nghi dinh s8 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phi' ve cap ban 
sao tir ban chinh,,chimg thuc chit 14' va 
chirng thuc hop &mg, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truong BO Tu phap 
quy dinh chi tit va huang dan thi hanh 
mOt 	s8 	dieu 	dm 	Nghi 	dinh 	s8 
23/2015/ND-CP ngay 16/02/2015 ciia 
Chinh phi' ve cap ban sao tir ban chinh, 
chirng thuc chit 14 va chimg thuc hop 
d8ng, giao dich; 
+ Thong tu so 226/2016/TT-BTC ngay 
11/11/2016 dm BO truong BO Tai chinh 
quy dinh mirc thu, the dO thu, nOp, quail 
l'y va sir dung phi chung thuc. 

II. Thu tuc hanh chinh cap 
huyen 



6 

TT Ten Thu tuc hanh chinh/ 
Ma hO sa Thai han giai guy& 

Dia diem tiep 
nh4n, thtrc 

hien 

Phi, le phi (neu co) Can co. phi') IS,  

7 

Thii tuc chirng thuc chit 14 
ngueri dich ma ngirgi dich la 
cong tac vi'en dich thuat oh- 
PhOng Tu phap 
(MHS: 2.000992) 

- Trong ngay lam viec hoac 
trong ngay Jam viec ,tiep 
theo, neu tiep nhan ho so• 
hop le sau 	15 gig trong 
ngay hoac có the keo dai 
han theo thee thuan bang 
van ban vgi ngueri yeu cau 
chirng thuc. 

Truemg hop tra ket qua 
trong ngay lam viec tier) 
theo hoac phai keo dai tiled 
gian theo thoa thuan thi 
ngueri tiep nhan h8 so' phai 
có phieu hen ghi rei then 
gian (gig, ngay) tra ket qua 
cho ngueri yeu c'au chirng 
thuc. 

- 	Trung 	tam 
Hanh chinh ding 
cap huyen. 

/truem 10.000 d'on2 - 	g  h op 

+ Nghi dinh se 23/2015/ND-CP ngay 
16/02/2015 oh Chinh phil ve cap ban 
sao tir ban chinh,schimg thuc chit 14 va 
chirng thgc hop d8ng, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO tnramg BO Tu phap 
quy dinh chi tiet va huong an thi hanh 
mot 	s8 	dieu 	oh 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phil ve cap ban sao tir ban chinh, 
chirng thuc chit 14 va chirng thuc hap 
(long, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 dm BO truang BO Tai chinh 
quy dinh mitt thu, the do thu, nOp, quail 
1S,  va sir dung phi thing thtrc. 

8 

Thu tic chirng thuc chit 14 
ngueri dich ma ngueri dich 
khOng phai la cong tat vi'en 
dich thuat 
(MHS: 2.001008) 

- Trong ngay lam viec hoac 
trong ngay Jam viec ,tiep 
theo, neu tiep nhan he, so' 
hop le sau 	15 	gib' trong • 
nga
, 	• 

Y hoac c6 the keo ,dai 
han theo thoa thuan bang 

• 
van ban vai ngueri yeu cau 
chimg thuc. 
- Twang hop tra ket qua 
trong ngay lam viec tiep 
theo hoac phai keo dai theri 
gian theo thee thuan thi 

_ 
Trung tam 

Hanh chinh cong 
.f. 	, cap hum. 

10.000 dtmg/trugng 
hop 

+ Nghi dinh se; 23/2015/ND-CP ngay 
16/02/2015 oh. Chinh phi) ve cap ban 
sao tir ban chinh,schirng time chit 14 va 
chimg thuc hop &Ong, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truang BO Tu phap 
quy dinh chi tiet va hugng clan thi hanh 
mot 	so 	dieu 	ciia 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phii ve cap ban sao tir ban chinh, 
chirng thuc chit 14 va chirng thuc hop 
dOng, giao dich; 



7 

TT Ten Thu tuc hanh chinh/ 
Ma ho so' Thiri ii#n giai quyet 

Dia diem tiep 
nh4n, tiwc 

hi0 

Phi, l'' phi (neu co) Can cir phi') IS,  

nguii tiep nhan Ito so.  phai 
c6 phieu hen ghi rO thii 
gian (gii, ngay) tra ket qua 
cho nguii yeu cau chirng 
thus. 

+ Thong tu so 226/2016/TT-BTC ngay 
11/11/2016 cila B6 truing BO) Tai chinh 
quy dinh mire thu, the de, thu, Op, quart 
13',  va sir dung phi chimg thtrc. 

9 

Thu tuc chirng thtrc hop 
ding, giao dich lien quan 

• den tai san la ding san 
(MHS: 2.001044) 

Khong qua 02 (hai) ngay 
lam viec holac c6 the , keo 

bang van ban vii nguii yeu 
7, 	, 

cau chtrng thtrc. „ . 	, . 
- Truing hop keo dai that 
hp giai quyet thi nguii 
tiep,  nhan ho so phai co 
phieu hen ghi rO,  thii gian 
(gii, ngay) tra ket qua cho 
nguii yeu cau chung thtrc 

dai hart theo tit& thuan
+ 

- Trung tam , 	„ Hanh chinh cong 
cap huyen. 

50.000 dong/hop 
• giao dich (long, giao  

+ Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phit ve cap ban 
sao tir ban chinh,,chimg thtrc chit 14 va 
chirng thtrc hop ding, giao dich; 

Thong to so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truing BO Tu phap 
quy dinh chi tiet va hiring d'art thi hanh 
mot 	so 	dieu 	dm 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 etia 
Chinh phi' ve cap ban sao tir ban chinh, 
chimg thtrc chit 14 va chirng thuc hop 
(long, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 dm BO truing BO Tai chinh 
quy dinh mire thu, cite dO thu, nip, quan 
V,  va sir dung phi ching thtrc. 

10 

Thil tuc chirng dive van ban 
thia thuan phan chia di san 
ma di san la &Ong san 
(MHS: 2.001050) 

- Khong qua 02 (hai) ngay 
lam viec ho4c co the Ice() 
dai hon theo thee thuan_ 
bang van ban vii nguii yeu 
au chirng thtic. 
- Truing hop keo dai thu 
han giai quyet thi nguii 
tiep nhan ho so.  phai co 

Trung tam 
Hanh chinh cong 

cap huyen. 
50.000 doA ng/van ban' 

+ Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 caa Chinh phi' ve cap ban 
sao tir ban chinh,,chirng thtrc chit 14 va 
chimg thtrc hop dung, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truing BO Tu pita') 
quy dinh chi tiet va huing an thi hanh 
mot 	so 	dieu 	dm 	Nghi 	dinh 	so 
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TT Ten Thu tut hanh chinh/ 
Ma WO so' Thai han giai quyet 

Dia diem tiep 
nh4n, thuc 

hien 

Phi, le phi (neu co) Can cir phap ly 

phieu hen ghi rO tiled gian 
(gib., ngay) tra k& qua cho 
ngued yeu cau chirng thuc. 

23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phil ve cap ban sao tir ban chinh, 
chirng thuc chir 14 va chirng that hop 
dong, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 dm BO truemg BO Tai chinh 
quy dinh mire thu, ch6 dO thu, Op, quan 
1S,  va sir dung phi chirng thuc. 

11 

Thu tut chirng that van ban 
khai nhan di sari ma di san la 

(MHS: 2.001052) 
dOng san 23/2015/ND-CP 

- Khong qua 02 (hai) ngay , 
lam viec hoc có the keo 
dai han theo thee thuan 
bang van ban yeti ngtred yeu • 
cau chirng that. 
- Tru?mg hop ,kdo dai thed 
han giai quyet thi ngued 
ti6p nhan ho soy phai co 
phieu hen ghi I'd tiled gian 
(gib., ngay) tra k'e't qua cho 
ngued yeu cau chirng thuc. 

- Trung tam 
Hanh chinh tong 

cap huyen. 
50.000 d6 ng/van ban 

+ Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cila Chinh phil v' cap ban 
sao tir ban chinh, chimg thgc chit 14 va 
chirng that hop (tong, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truemg BO Tu phap 
quy dinh chi ti& va huang dan thi hanh 
mot 	s6 	di'eu 	dm 	Nghi 	dinh 	so 

ngay 16/02/2015 dm 
Chinh phil ves  cap ban sao tir ban chinh, 
chirng that chit 14 va chimg thuc hop 
dong, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 dm BO truang BO Tai chinh 
quy dinh mire thu, ch6 dO thu, n0p, quan 
1ST va sir dung phi chirng that. 

III. Thu tut hanh chinh 
cap xa 
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TT Ten Thu tuc hanh chinh/ 
Ma ho so' Thai bun giai quyet 

Dia diem tiep 
nh4n, thtec 

hien 

Phi, le phi (neu co) Can cir phi') IS,  

12 

Thu tic chimg thkrc hop 
dong, giao dich lien quan 
den ,  tai 	san 	la , dOng 	san, 
quyen sir citing dat va nha a 
(MHS: 2.001035) 

- Khong qua 02 (hai) ngay 
lam vi0c ho4c có the , keo 
dai hon theo th0a thqn 
bang van ban vai nguai yeu 
call chi ng thuc. 
- Twang hop rice() dai thai 
hp giai quyet thi nguai 
tiep nh4n ho so phai CO 
phieu hen ghi rO,  thai gian 
(gia, ngay) tra ket qua cho 
nguai yeu cau chirng thkrc 

	

- Bo  nhan tiep .. 	..; 
' 	• 	• 

nhan va ,tra ket 
qua cap xa. 

50.000 d6ng/hop 
dong, giao dich 

Chinh pha v'' c 
 

+ Nghi dinh so 23/2015/ND-CP ngay 
16/02/2015 cila Chinh phit v6s cap ban 
sao to ban chinh,,chfrng thkrc chit 14 va 
chirng dux hop &Ong, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO twang BO Tu phap 
quy dinh chi tit va huang clan thi hanh 
mot 	s6 	di&I 	dm 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 dm 

cap ban sao tir ban chinh, 
Chung thkrc chit 4 va chirng thus hop 
(long, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 cita BO twang BO Tai chinh 
quy dinh mire thu, cht dO thu, nap, quart 
1S,  va sir dung phi Chung thiyc. 

13 
Thu tuc chirng thkrc di chile 
(MHS: 2.001019) 

- Khong qua 02 (hai),ngay 
lam vie'c hoac có the keo 
dai 	horn theo thoa thulan 
bang van ban vai nguai yeu 
cAu chimg thtyc. 
- Twang hop keo dai thai 
han giai quyet thi nguai 
tiep nh4n ho so phai CO 
phieu hen ghi ro,  thai gian 
(gia, ngay) tra ket qua cho 
nguai you cau chimg thkrc. 

- BO ph an tiep 
nhan va tra ket 

qua cap xa. 
50.000 d6ng/di eh& 

+ Nghi dinh s6 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phil ve cap ban 
sao to ban chinh, Chung thgc chit 4 va 
Ching thuc hop dong, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO twang BO Ttr phap 
quy dinh chi tit va huang dan thi hanh 
mot 	so 	diu 	dm 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 cua 
Chinh phil ve cap ban sao tir ban chinh, 
chimg thoc chit 4 va chirng thvc hop 
&Ong, giao dich; 
+ Thong tu so 226/2016/TT-BTC ngay 
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TT Ten Thu tuc hanh chinh/ 
Ma ho so' Thiri han giai guy& 

Dia diem tiep 
nit4n, thtyc 

hilen 

Phi, l'' phi (nen co) Can cur phi') IS,  

11/11/2016 cim BO truong BO Tai chinh 
quy dinh mire thu, che dO thu, nOp, quail 
ly va sir dung phi chi:mg that. 

14 
Thu tvc chUng that van ban 
tir chi nhan di san 
(MHS: 2.001016) 

- Khong qua 02 (hai) ngdy 
lam vie.c hoac có the , keo 
dai hurl theo thoa thuan 
bang van ban viii ngueri yeti 
cau chimg that. 
- Tnrong hop keo dai tiled 
Ilan giai 	quyet thi ngued 
tiep nhan ho soy phai có 
phie

,
u hen ghi ro theri gian 

(gier, ngay) tra lc& 
, 	

qua cho 
ngued yeu cau chirng thuc. 

- BO ph an tie', 
ket nhan va 

cap qua cap xai 
50.000 dong/van ban 

+ Nghi dinh s6 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phii ve cap ban 
sao tir ban chinh,,chimg thuc chir ky va 
chimg flaw hop &Ong, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truong BO Tu phap 
quy dinh chi tit va huang an thi hanh 
mot 	s6 	diki 	dm 	Nghi 	dinh 	so 
23/2015/ND-CP ngay 16/02/2015 ciia 
Chinh phii ve cap ban sao tir ban chinh, 
chfrng that chit 14 va clang thuc hop 
dong, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 ciia BO truong BO Tai chinh 
quy dinh mix thu, the dO thu, Op, quan 
ly va sir dung phi chirng that. 

15 

Thu tut chirng thgc van ban 
thoa thuan phan chic di san. 
ma  di san la dOng san, quyen 
sir dung dat, nha a 
(MHS: 2.001406) 

- Khong qua 02 (hai) ngay 
lam vie'c hoac có the keo 
dai hurl theo 	thoa thuan 
ban g a ban vai ngua yeu van 
	

, i yeu 
cau chirng thuc. 
- Trugng hop keo dai thoi 
han giai quyet thi nguei 
tiep nhan ho so phai có • 

, 

nhan va tra 
- Bo phan tiep 

. ke 
qua cap xa. ct 

50.000 dong/van ban 

+ Nghi dinh se; 23/2015/ND-CP ngay 
16/02/2015 cila Chinh phii ve cap ban 
sao tir ban chinh, chimg that chfr kY va 
chirng that hop dong, giao dich; 
+ Thong tir so 01/2020/TT-BTP ngay 
03/3/2020 dm BO truong BO Tu phap 
quy dinh chi tiet va huang dan thi hanh 

x 	, mOt 	so 	dieu 	cua 	Nghi 	dinh 	so 
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TT Ten Thu tuc hanh chinh/ 
Ma ho scr Thiri hgn giii quyet 

Dia diem tiep 
nhian, time 

hifn 

Phi, q phi (neu co) Can cur phi') IS,  

. 
phieu hen ghi rO thei gian 
(gig, ngay) tra ket qua cho 
ngugi yeu can chirng thuc. 

23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phii ve cap ban sao tir ban chinh, 
chirng thuc chit IcS,  va chirng thuc hgp 
d6ng, giao dich; 
+ Thong tu s6 226/2016/TT-BTC ngay 
11/11/2016 dm BO twang BO Tai chinh 
quy dinh mire thu, the dO thu, Op, quan 
15/ va sir dung phi chirng thgc. 

16 

Thu tuc chirng thgc van ban 
khai nhan di san ma di san IA 
dOng san, quye' n stra dung 
dat, nha a 
(MHS: 2.001009) 

- Khong qua 02 (hai) ngay 
lam vi'ec hoac có the , Ice° 
dai hcm then thea thuan 
bang van ban vai nguen yeu 
cau chirng thgc. 
- Tnreyng hop Ice° dai then 
han giai quyet thi ngugi 
tiep nh4n ho so phai co 
phie

,
u hen ghi rO thei gian 

ket qua (gio., ngay) tra ket qua cho 
nguen yeu cau chirng thgc. 

- BO ph an tijp 
nhan va tra ket 

qua cap xd. 
50.000 dong/van ban 

+ Nghl dinh s6 23/2015/ND-CP ngay 
16/02/2015 dm Chinh phi' v'e cap ban 
sao tir ban chinh, cluing thuc chit 14 va 
chirng thgc ligp &mg, giao dich; 
+ Thong tu so 01/2020/TT-BTP ngay 
03/3/2020 dia. BO twang BO Tu phap 
quy dinh chi tit va twang an thi hanh 
melt 	s6 	di'eu 	dm 	Nghl 	dinh 	s6 
23/2015/ND-CP ngay 16/02/2015 dm 
Chinh phi' ve cap ban sao tir ban chinh, 
chirng thus chill 14 va chi:mg thuc hqp 

giao dich; 
+ Thong tu sel, 226/2016/TT-BTC ngay 
11/11/2016 dm BO twang BO Tai chinh 
quy dinh mac thu, the di) thu, n0p, quart 
1y va sir dung phi chdng thdc. 



NQI DUNG C 
SfrA DOI TRONG L 

u 11,1c II 

THU TUC HANH CHINH DUVC 
G THIX THUOC THAM QUYEN GIAI 

A SO TU'PHAP 
(Kern theo Quyet an so 47446.ngcly .45. thong 7 nom 2020 

cUa Chu tich UBND tinh Thira Thien Hue) 

I. Thu tic hanh chinh fip dung chung 

1. Thu tic chting thtyc ban sao tir ban chinh giay tir, van ban do co. quan 
to chin có tham quyen cua Vi?t Nam cap hoac chfrng nh4n 

- Trinh tty thirc 

+ Nguori yeu cau chimg thyrc phai xuat trinh ban chinh gidy to, van ban lam 
co soy de chung thyc ban sao va ban sao can chUng thyc. 

+ Truong hop nguari yeu cau chung,thvc chi xuat trinh ban chinh thi co 
quan, chictien hanh chip tir ban chinh de thyc hien chung thvc, trir truorng hgp 
co quan, to chirc khong c6 phurcmg tien de chip. 

+ Ngueri thyc hien chung thyc kiem tra ban chinh, d6i chiL vai ban sao, neu 
not dung ban sao dung voi ban chinh. Ban chinh giay tä, van ban khong thuOc cac 
truang hgp ban chinh giay to, van ban khong dugc dUng lam co sor de chung thyc 
ban sao thi thyc hien chung thvc nhur sau: 

* Ghi day du leri chUng chdng thyc ban sao tir ban chinh theo mau quy Binh; 

* 1“/, ghi 1'6 h9 ten, dung dau cua co quan, to chirc thvc hien chirng thyrc va 
ghi vao so chUrng thvc. 

DOi vori ban sao co tir 02 (hai) trang tr& len thi ghi loi chUng vao trang cuOi, 
neu• ban sao c6 tir 02 (hai) to tror len thi phai clung dau giap lai. 

M6'i ban sao dugc chUng thyc tir mot ban chinh gidy to, van ban hoac nhieu 
ban sao dugc chimg,thvc tir mot ban chinh giay to, van ban trong ding mot theri 
diem duoc ghi mot so chirng thyc. 

+ Nguoi yeu cau chirng thyc nhan ket qua tai not nOp ht) so. 

- Cach thtic thtyc 	NOp hO so tryc tiep tai Trung tam hanh chinh cong 
cap• huyen, BO phan tiep nhdn va tra ket qua cUa UBND cap xa, To chirc hanh nghe 
cong chung. 

- Thanh phan, so kro.ng hO so': Ban chinh gidy to, van ban lam ca s( de 
chimg thyc ban sao va ban sao can chUng thyc. Tnrorng hgp nguoi yeu cau chirng 
thyc chi xuat trinh ban chinh thi co quan, to chic tien hanh chip tir ban chinh de 
thyc hien chung thyc, trir truorng hop co quan, to chirc khong c6 phuong tien de 
chip. Ban sao tir ban chinh de thvc hien chung thyrc phai co day dU cac trang d'a 
ghi thong tin cila ban chinh. 

- Thai h#n giai quyet: Trong ngay co quan, to chirc tiep nhan yeu cau hoac 
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trong ngay lam viec tier) theo, neu tiep nhan yeu eau sau 15 gib.. D6i voi trugng 
hop cUng mot luc yeu ‘cau chi:mg thvc bari sao tir 	loai ban chinh giay to, van 
ban; ban chinh c6 nhieu trang; yeti,  cau lugng nhieu ban sao; not dung giay to, 
van ban pink tap kh6 kiem tra, doi chieu ma co quan, to chirc thvc hien chimg 
thvc khong the dap irng dugc tiled han quy dinh neu ten thi theri han Chung thvc 
dugc keo dai them khong qua 02 (hai) ngay lam viec hoac c6 the dai han theo thoa 
thuan bang van ban vo'i nguoi yeu cau chimg thvc. Truerng hgp tra ket qua trong 
ngay lam viec tiep theo hoac phai keo dai tiled gian theo quy dinh thi nguai tiep 
nhan ho so phai co phieu hen ghi ro theri gian (gig, ngay) tra ket qua cho nguei yeu 
cau chimg thvc. 

- Ioi ttryng thtyc hien thii tic hanh chinh: Ca nhan, to chirc 

- quan time hien thii tip hanh chinh: Uy ban nhan dan cap xa, Phong 
Tu phap, T6 chirc hanh nghe ding chimg. 

- Ket qua thtyc hien thii tip hanh chinh: Ban sao dugc chimg thvc tir ban chinh 

- Phi: 

+ Tai UBND cap xa, Phong Tu phap: 2.000 d6ng/trang; tir trang thir 3 trg len 
thu 1.000 d6ng/trang, t6i da thu khong qua 200.000 dong/ban. Trang la can cu de 
thu phi dugc tinh theo trang cua ban chinh. 

- Ten mau don, matt khai: Khong 

- Yeu cau, dieu kiln thtrc hien thii tic hanh chinh: Ban chinh gidy to, van 
ban can chimg thvc. 

Ban chinh gidy ter, van ban khong dugc dimg lam co so de chimg thvc ban sao: 

+ Ban chinh bi tay x6a, sira chira, them, bat n6i dung khong hgp le. 

+ Ban chinh bi hu hong, di nat, khOng xac dinh dugc not dung. 

+ Ban chinh (long &du mat ciia ca quan, to chuc co thdm quyen holac khong 
&rig dau mat nhung ghi ro khong duce sao chip. 

+ Ban chinh co not dung trai phap luat, dao dirc xa h6i; tuyen truyen, kich 
dOng chien tranh, chong the d6 xa hOi Chu nghia Viet Nam; xuyen tac lich sir cilia 
dan t6c Viet Nam; xiic pham danh du, nhan pham, uy tin cila ca nhan, to chirc; vi 
pham quyen cong dan. 

+ Gidy to, van ban do ca nhan to lap nhung khong c6 xac nhan va (long ddu 
dm co quan, to chirc c6 tham quyen. 

- Can cu' phap IST elm thu tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 dia. Chinh phu ve cap ban 
sao tir ban chinh, chimg thvc chit ky va chimg thvc hgp d6ng, giao dich; 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 cila BO trtrong BO Tu- phcip 
quy clinh chi tilt va hicang dan thi hanh mot so cli''eu cita Nghi dinh so 23/2015/ND- 

Ghi cho: Phhn chic in nghieng la nhiing nfii dung sfra dhi, bh sung 



CP ngay 16/02/2015 clic' Chinh phit -14 dip ban sao tit ban chinh, chieng thittc chit 
kf)va chting thvc hop clang, giao dich; 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 dm BO trtrang BO Tai 
chinh quy Binh mirc thu, ch6 do thu, nOp, quan ly va sir dung phi chirng thgc. 

Ghi chit: Phan chi,- in nghieng la nhirng not dung sera ddi, a sung 
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2. Thu tuc 	thtrc ban sao tir ban chinh giAy to', van ban do co.  quan, 
to chtic co tham quyin cfia mink ngoii; co' quan, to chirc co tham quyen cila Viet 
Nam lien leet veri 	quan, to chtic có tham quyen cua ntro'c ngoai cap hoac 
chimg nh4n 

- Trinh tir thtrc hien: 

+ Nguari yeu cau chi ng thvc phai xudt trinh ban chinh gidy ter, van ban lam 
co so de chi ng thvc ban sao va ban sao can chirng thvc. 

+ Truang hop ngueri yeu cau chimg, thvc chi xudt trinh ban chinh thi co 
quan, to chirc tien hanh chvp tir ban chinh de thvc hien chirng thvc, trir truang hap 
co quan, to chirc khong c6 phucmg tien de chvp. 

+ Nguai thvc hien chirng thvc kiem tra ban chinh, d6i chieu voi ban sao, neu 
not dung ban sao dung vai ban chinh, ban chinh giay to, van ban khong thuOc cac 
truamg hop ban chinh giay to, van ban khong dugc dung lam co so de chirng thvc 
ban sao thi thvc hien chirng thvc nhu sau: 

* Ghi day du lei chirng chimg thvc ban sao tir ban chinh theo mau quy dinh; 

* 1“/, ghi rO h9 ten, dung dau cila co quan, to chirc thvc hien chirng thvc va 
ghi vao so chirng thvc. 

D6i vai ban sao c6 tir 02 (hai) trang trey len thi ghi led chimg vao trang cu6i, 
neu ban sao c6 ti! 02 (hai) to to len thi phai dung ddu giap lai. 

M6i ban sao dugc chimg thvc tir mot ban chinh gidy ta, van ban ho4c nhieu 
ban sao dugc chung,thvc tir mot ban chinh giay ter, van ban trong cimg mot theri 
diem dugc ghi mot so chimg thvc. 

+ Nguari yeu cau chimg thvc nhan IC& qua tai ncri nOp ho so. 

- Cach thirc thtrc hien: Nlop h6 so trvc tiep tai Trung tam hanh chinh cong 
cap huyen, T6 chirc hanh nghe cong chimg 

- Thanh phAn, so ltryng hO so': Ban chinh gidy ter, van ban lam co so de 
chimg thvc ban sao va ban sao can chimg thvc. Tnrcing hop ngu6i yeu cau chirng 
thgc chi xuat trinh ban chinh thi co quan, to chirc tien hanh chvp tir ban chinh de 
thvc hien chimg thvc, trir truemg h9p co quan, to chirc khong c6 phuang tien de 
chvp. Ban sao, chvp tir ban chinh de thvc hien chimg thvc phai c6 day du cac trang 
da ghi thong tin dm ban chinh. 

- Tiled h#n giai quyet: 

+ Thai han thvc hien yeu cau chimg thvc phai dugc bao dam,  ngay trong 
ngay co.  quan, to chirc tiep nhan you cau hoac trong ngay lam viec tiep theo, neu 
tiep nhan yeu cau sau 15 gier. Doi vai truong hop cimg mot hac yeu cau chirng thvc 
ban sao tir nhieu loci ban chinh giay ,ter, van ban; ban chinh c6 nhieu trang; yeu cau 
so luting nhieu ban sao; not dung giay ter, van ban phirc tap kho kiem tra, doi chieu 
ma ca quan, t6 chirc thvc hien chimg thvc khong the dap irng dugc then han neu 

Ghi cha: Phiin chit in nghieng la nherng n6ii dung sera diji, b id sung 



tren thi thei ban chimg thuc dugc keo,dai them khOng qua 02 (hai),ngay lam viec 
hoc có the dai han theo thoa thudn bang van ban voi ngugi yeu cau chimg thuc. 
TnrZyng hop trey ket qua trong ngay lam viec tiep theo hoc phai keo dai thiyi gian 
theo quy dinh thi ngugi tiep nhdn ho so phai c6 phial hen ghi ro tiled gian (gig, 
ngay) trey ket qua cho ngugi yeu cau chimg thuc. 

- DOi tuvng thyc hien thii tuc hanh chinh: Ca nhan, to chirc 

- Co. quan thyc hien thii tuc hanh chinh: Phong Tu phap, To chi.rc hanh 
nghe cong chimg 

- Ket qua thur hien thii tuc hanh chinh: Ban sao dugc chimg thuc tir ban chinh 

- Phi: 

+ Tai Phong Tu phap: 2.000 dong/trang; tir trang thir 3 trey len thu 1.000 
gong/trang, tai da thu kh8ng qua 200.000 dong/ban. Trang la can dr de thu phi 
dugc tinh theo trang cua ban chinh; 

- Ten mAu don, irnu khai: Khong 

- Yeu cAu, diet' kien thyc hien thii tuc hanh chinh: Ban chinh gidy tg, van 
ban can chimg thuc. 

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

+ Ban chinh bi tdy xoa, sera chfra, them, bat not dung khong hop 

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

+ Ban chinh dOng ddu mat dm co.  quan, to chirc co thdm quyen hoc khong 
gong dau mat nhung ghi ro khong dugc sao chop. 

+ Ban chinh CO not dung trai phap ludt, dap dirc xa 	tuyen truyen, kith 
dOng chien tranh, chong the do xa hOi chu nghia Viet Nam; xuyen tac lich sir dm 
dan tOc Viet Nam; xuc pham danh du, nhan pham, uy tin dm ca nhan, to chirc; vi 
pham quyen ding dan. 

+ Ban chinh do co quan, to chirc CO thdm quyen cua nu& ngoai cap, ding 
chung ho:a.c chimg nhdn chua dugc hop phap boa lanh su theo quy dinh tai Khoan 
1 Dieu 20 Nghi dinh so 23/2015/ND-CP, fit hO chiiu, the can curjr, ,the thwang 

the cu 	giay phep lai xe, bang tot nghiep, cluing chi va bang diem kern theo 
bang tot nghiep, chang 

+ Gidy tä, van ban do ca nhan to ldp nhung khong co xac nhdn va gong ddu 
cocua  quan, to chirc co tham quyen. 

- Can cur phap 15,  cua thii tuc hanh chinh: 

+ Nghi dinh s8 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban 
sao tir ban chinh, chimg thuc chilk5f va chimg thuc hop d8ng, giao dich; 

+ Thong ,tu. 01/2020/TT-BTP ngay 03/3/2020 ciia BO truOng BO Tit phap
quy Binh chi tiet va &tong dan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND- 

Ghi cha: Phiin chit' in nghieng M nhang not dung sika c oi, ba' sung 
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CP ngay 16/02/2015 cita Chinh phis 14 cap ban sao tit ban chinh, chirng thvc chit' 
kY va chting thvc hop d'dng, giao dich; 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 cna B(3 truang 13'1;1 TM 
chinh quy dinh mirc thu, ch6 coo thu, nOp, quan ly va sir di:mg phi chirng thgc. 

Ghi 	Phan chic in nghieng la nhikng not dung sera clai, bo sung 
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3. Thfi tuc chfrng thtrc chit 147 trong cac gifi'y 	van ban (ip dung cho 
ca truirng hop chiing thtrc diem chi va trtr&ng hop ngtrol yeu 	thtrc 
khong the 147, khong the diem chi diroc) 

- Trinh by thiic hien: 

+ NguOi yeu cau chimg thuc chit 14/diem chi/khong the 14, khong th6 diem 
chi dugc phai xuat trinh cac giay to phijc vu viec chimg thuc chir 14. 

+ Trong trueng h9p nguoi yeu cau chirng thuc khong thong thao ti6ng Viet 
thi phai c6 nguoi phien dich. Nguoi phien dich phai la nguoi c6 nang lkrc hanh vi 
dan su day du theo quy dinh cua phap luat, thong thao tiLg Viet va ngon ngisi ma 
nguoi yeu cau chirng thkrc sir dung. Nguoi phien dich do nguoi yeti cau chimg thuc 
mei hoac do Ca quan thuc hien chirng thuc chi dinh. Thir lao phien dich do nguoi 
yeu cau chung thuc tra. 

+ Nguoi thkrc hien chirng thuc (hoac nguoi tiep nhclin ho sa trong trzcang 
hop tiep nhejntgi bO ph an ,mOt cfra, mot ctia lien thong) , 'dem tra giay to yeu cau 
chi:mg thuc, neu thay 	giay to.  theo quy dinh, tai thei diem chirng thkrc, nguoi yeu 
cau chirng thuc minh man, nhan thirc va lam chir dugc hanh vi cua minh va viec 
chirng thut khong thuc cac truemg hop khong dugc chirng thkrc chit ky thi yeu cau 
nguoi yeu cau chimg thuc 14/diem chi truck mat va thuc hien chirng thkrc nhu sau: 

* Ghi day du loi chirng chirng thkrc chit ky theo mau quy dinh phia cite& chiin 
kf; thew chirng thuc hock trang lien sau cua trang giay to, van ban co chu kj) cluzyc 
chzing thifc; Neu ho sa tiep nh4n tgi bo phan mot cilea, mot cfra lien thong thi nguoi 
tiep nh4n ho sa kj; vao dyed lai chieng theo mciu quy Binh va chuyen ho sa cho 
nguoi thuc hien chting thz,rc. 

* Nguoi thkrc hien chirng thkrc 14, ghi ro h9 ten, dOng dau cua ca quan, to 
chic thkrc hien chirng thgc va ghi vao so chi:mg thuc. 

Doi vai gay to, van ban có ter (02) hai to h.& len thi phcii clong da(u giap lai. 
Truang hop Lai thing cluvec ghi tgi to' lien sau cticz trang có chit k.),"; thi phai dong dau 
gicip lai gifia giCzy to., van ban chin thtrc chli. va trang ghi 	chzing. 

- Cach thfrc thtrc hien: N9p h9 sa tivc tiep tai BO phan tiep nhan va tra ke't 
qua cua UBND cap xa, Trung tam hanh chinh ding cap huye'n, T9 chic hanh nghe 
cong chirng ho4c ngoai try se( dm co quan thuc hien chirng thkrc n6u nguoi yeu cau 
chirng thuc thu9c din gia yeu, 'thong the di lai dugc, clang bi tam gift, tam giam, 
thi hanh an phat to hoac c6 1ST do chinh clang lchac. 

- Thinh phan hO so': 

+ Ban chinh hoac ban sao c6 chirng thuc GiAy chimg minh nhan dan/Can 
cztac cong dan ho4c HO chiL con gia tri sir dung. 

+ Giay t6, van ban ma minh se yeti cau chirng thuc chir 14. Tnr&ng hgp 
chimg thkrc chit ky trong giay to, van ban bang tiLg nuac ngoai, neu nguoi thuc 

Ghi 	Phiin chit in nghieng la nhang not dung sera dJi, ha' sung 
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hien chimg thgc khong hieu ro not dung dia giay to., van ban thi co quyen yeti cau 
nguoi yeu cau chimg thirc nOp kern theo ban dich ra tieng Viet not dung dm giay 
to, van ban do (ban dich khong can cong chung hoac chi) 1( chung thgc 	7 nguoi
dich, nguoi yeu cau chimg thgc phai 	trach nhi'em , not dung cilia ban dich). 

+ Nguiyi yeu cau chUng thirc nhan ket qua tai not nOp hO so. 

- Thai han thirc hien yen eau chfrng thirc: Trong ngay co quan, to chirc tiep 
nhan yeti cau hoac trong ngay lam viec tiep theo, neu tiep than yeu cau sau 15 giey. 
Truong hop tra ket qua trong ngay lam viec tiep theo thi nguiyi tiep nhan ho so phai 
có phieti hen ghi ro thOi gian (06, ngay) tra ket qua cho nguoi yeu eau chimg thgc. 

- DOi tuvng thirc hien thil tuc hanh chinh: Ca nhan 

- quan thirc hien thil tuc hanh chinh: UBND cap xa, PhOng Tu phap, 
TO ch*c hanh nghe cong 

- Ket qua thirc hien thii tuc hanh chinh: Gidy to, van ban dugc chimg thirc 
chit l(f/diem chi. 

- Phi: 

+ Tai UBND cap xa, Pheng Tu phap: 10.000 dOng/truOng hop (tnreYng hop 
dugc tinh la mot hoac nhieu chlik)'7trong mot giay to, van ban). 

- Ten mAu dan, mau to' khai: Khong 

- Yeu cau, dieu kien thirc hien thii tuc hanh chinh: 

Trueng hop khong dugc chimg thirc 

+ Tai thoi diem chUng thgc, nguoi yeu cau .chUng thgc chit 14/ khong nhan 
thirc va lam chili &roc hanh vi cua minh. 

+ Ngueyi yeu cau chimg thgc chu 147 xudt trinh Gidy chung minh nhan dan 
hoac HO chieu khong con gia tri su dung hoac gia mao. 

+ Giay to, van ban ma nguOi yeu cau chimg thgck)'7 vao có not dung quy dinh 
tai Khoan 4 Dieu 22 dm Nghi dinh so 23/2015/ND-CP. 

+ Gidy ter, van ban có not dung la hop d'Ong, giao dich; trir Gidy uy quyen 
trong cac trirdeng hop GO); uy quyen: (1) fly quyen ye viec nop h".0 nhan hi) ho 
giay ter, trir trithng hop phap luat quy dinh khong dupy ity‘quyen; (2) ity quyen 
nhan hrung htru, biru phcim, trot cap, phi cap; (3) fly quyen nhey trong nom nha 
ci:ra; (4) ity quyen cua thanh vien hO gia clinh de vay von tai Ngan hang chinh sach 
xa hOi; hoac trir truemg hop phap lu at co quy clinh khcic. 

- Can cir phip 1S7 ciia thii tuc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh ph* ve cap ban 
sao tit ban chinh, chung thirc chit ky va chimg thirc hop dOng, giao dich. 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 cita BO truemg BO The phap 
quy dinh chi tiet va htrang dan thi hanh mot so clieu cua Nghi clinh so 23/2015/ND- 

Ghi chii: Philn chit in nghieng Id nhirng not dung sika c oi, ba sung 
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CP ngay 16/02/2015 cua Chinh phi ye cap ban sao to ban chinh, cluing thyc chit 
va chting thyv hop cl'ong, giao dich. 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 ciia Bo tnrang Bo Tai 
chinh quy dinh mire thu, ch6 dO thu, nOp, quan 157 va sir dung phi chirng thvc. 

Ghi chii: Pan chit in nghieng la nhikng not dung sera did, a sung 
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4. Thii tuc chting thyc viec sira dOi, bo sung, hily bó hov thing, giao dich 

- Trinh ty thuc 

+ Ngugi yeu cau chimg thkrc xuat trinh giay to tay than con gia tri sir dking de 
ngued dux hien chimg thkrc kiem tra va n6p 01 b6 ho so . 

+ Vic sira 	b6 sung, Inly b6 h9p d6ng, giao dich da dugc chimg thuc chi 
dugc thkrc hien khi co thoa thuan bang van ban cila cac ben tham gia hgp dOng, 
giao dich. 

+ Vic sira d6i, b6 sung, 114 bo hgp d6ng, giao dich dugc thuc hien tai co 
quan da chirng thuc hgp dong, giao dich. Trugng hgp sira doi, bo sung, thay the, 
huy bo mot phan hoac toan Ix) di chiic thi co the chirng thuc tai bat 14 co quan có 
tham quyen chi:mg thuc nao. 

+ Nguoi thuc hien chimg thuc (hoac ngtroi tiep nhan ho sa trong truing hap 
tiep nhOn ho sa tgi bo phg'n mat dra, mat cfra lien thong) kiem tra giay to trong ho 
so yeu cau chimg thuc, neu day du tai thei diem chi:mg thuc cac ben tham gia hgp 
(long, giao dich to nguyen, minh man va nhan thirc, 	dugc hanh vi cua 
minh thi tiep nkin ho sa, thuc hien chimg thuc. 

+ Cac ben tham gia hop dong, giao dich phai ky truck mat ngugi thtrc hien 
chimg thuc, neu hap (long CO to hai trang tro. len thi phai kY vao tirng trang. 
Truing hap ngtroi yeu cau cluing thuc nap ho sa tgi ba pliC)n mat cfra, mat cfra 
lien thong thi cac ben tham gia hap dong, giao dich phai ky trtrac mat ngtroi tiep 
nkin ha sa. Triremg hgp nguoi có tham quyen giao ket hgp dong cua cac to chirc 
tin dpng,doanh nghiep da clang k3'T chit 14 mau 	co quan thuc hien chimg thgc ,  
thi có the 14 trugc vao hgp d6ng; ngugi thuc hien chimg thtrc (ho'gc ngirdei tiep 
nha:n ho sa tgi bo ph On mat ara, mat cira lien thong) phai doi chieu chit 14 cua h9 
trong hgp d6ng voi chit ky mau trugc khi thuc hien chimg thuc, neu nghi nger chit 
ky trong hqp d6ng khac voi chir ky man thi yeu cau ngirgi do 14 trugc mat. 

+ Truerng hgp ngueri yeu cau chimg thgc khong 	dugc thi phai diem chi; 
neu ngugi dO khong d9c dugc, khong nghe dugc, khOng 14, khong diem chi dugc 
thi phai co 02 (hai) nguiri lam chimg. Ngueri lam chimg phai có du nang,lue hanh 
vi dan va khong có quyen, lgi ich hoac nghia vu lien quan den hgp dOng, giao 
dich. Ngirgi lam chimg do ngueri yeu cau chimg thgc b6 tri. Truing h9p ngueri yeu 
cau chirng thuc khong b6 tri dugc thi de nghi co quan thkrc hien chimg thuc chi 
dinh ngueri lam chimg. 

+ Ngugi thgc hien chimg thuc (hoik ngtreri tiep nhan ha sa) ghi loi,chirng tuang 
img voi tong loci hgp d6ng, giao dich theo mau quy dinh. Truing hap tiep nhOn ho sa 
tgi bo pkin mat cfra, mat cera lien thong thi nguy3i tiep nkin ho sa kj; vao tirng trang 
cilia hap dong, giao dich va 195 vao duai kri chting theo mau quy 

Ngirai thifc hien chung thtrc kj) vao tirrzg trang cua hap clang, giao dich (neu 
h6 sa khong dugc tiep nh -c.in qua ba ph "(in mot cera, mot cira lien thOng), 14, ghi rO 

Ghi 	Plain chiic in nghieng ld nhirng not dung sera ddi, bd sung 
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h9 ten, &rig dau dm co quan thvc hien chimg thvc va ghi vao s6 chirng thgc. 

D6i v&ih9p d6ng, giao dich c6 tie 02 (hai) trang tra len, thi timg trang phai
duce danh , thir tit; so lugng trang va loi chirng dugc ghi tai trang cuoi cua h9p 
d6ng, giao dich. Trung hgp hgp d6ng, giao dich c6 to 02 (hai) to tra len thi phai 
&rig dau giap lai. 

+ Trong trugng hop nguoi yeu cau chimg thi,rc khOng thOng thao tieng Viet 
thi phai c6 nguoi phien dich. Nguoi phien dich phai la nguoi c6 nang ltrc hanh vi 
dan sit day du theo quy dinh cua phap luat, thong thao tieng Viet vangon ngir ma 
nguoi yeu cau chimg th%rc sir dung. Nguoi phien dich do nguoi yeu cau chimg thvc 
meri hoac do ca quan thvc hien chirng thvy chi dinh. Thu lao phien dich do nguoi 
yeu cau chimg thvc,tra. Nguoi phien dich c6 trach nhiem dich day 	chinh xac 
nOi dung dm hop dong, giao dich, n6i dung loi chirng cho nguoi yeu cau chimg 
thvc va 147 vao tong trang hgp &Ong voi to cach la nguoi phien dich. 

+ Co quan thvc hien viec sira doi, b6 sung, thay the, hily 136 mot phAn hoac 
toan b6 di chile phai thong bao bang van ban cho co quan da chimg thvc truov day 
ve n6i dung sira doi, bo sung, thay the, hily 136 mot phan hoac toan b6 di chitc de 
ghi chit vao S6 chimg thvc hgp d6ng, giao dich. 

+ Nguoi yeu cau chimg thgc nhan ket qua tai not n6p ho so. 

- Cach thin thtyc hien: N6p h6 so trvc tiep tai B6 phan tiep nhan va tra ket 
qua cua UBND cap xa hoac Trung tam hanh chinh ding cap huyen 

- Thanh phAn, so luvng ho so: 

Nguoi yeu cau chimg thvc n6p 01 (met) b6 h6 so yeu cau chimg dx, g6rn 
cac giay to sau day: 

+ Hgp ding, giao dich da dugc chimg thi,rc; 

+ Du thao hop &Ong, giao dich sira d61, b6 sung, hity b6 hop d6ng, giao dich 
da dugc chimg thijc; 

+ Trong truOng hgp n6i dung sua 61, b6 sung c6 lien quan den tai san thi 
nguoi yeu cau chimg thvc phai n6p ban sao kern ban chinh de doi chieu giay chimg 
nhan quyen soy huu, quyen sir dung hoac ban sao giay to thay the dugc phap luat quy 
dinh doi \Teri tai san ma phap luat quy dinh phai clang 147 quyen so hat, quyen sir 
dung, trir truerng hgp nguoi lap di chuc dang bi cai chet de d9a den tinh mang. 

- Thbi han giai quyet: Theri han thvc,  hien yeu cau chimg thi,rc phai dugc 
bao dam ngay trong ngay co quan, to chirc tiep nhan yeu cau hoac trong ngay lam 
viec tiep theo, neu tiep nhan yeu cau sau 15 gier. Tnrerng hgp tra ket qua trong ngdy 
lam viec tiep theo thi nguoi tiep nhan ho so phai c6 phial hen ghi rO thoi gian (gier, 
ngay) tra ket qua cho nguoi yeu cau chimg thvc. 

- Doi tuvng thyc hien thii tuc hanh chinh: Ca nhan, to chirc 

- Ca quan thyc hien thit tuc hanh chinh: UBND cap xa, Phong Tu phap 

Ghi 	Phil': chit in nghieng la nhang not dung sera doi, NJ sung 

• 
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- Ket qua thyc hien thii tic hanh chinh: Hop &Ong, giao dich dugc chimg thgc 

- Phi: 30.000 dc'ing/hop dOng, giao dich. 

- Ten mau do'n, mau khai: Khong 

- Yeu cAu, diet' kien thyc hien thii tic hanh chinh: 

Viec sira dOsi, 1)6' sung, hily bó ‘hop dOng, giao dich da dugc chgng thgcs  chi 
dugc thgc hien khi c6 thOa thu4n bang van ban dm cac ben tham gia hgp dong, 
giao dich. 

- Can cti phap 1T ciia thii tic hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu NTs cap ban 
sao to ban chinh, chung thgc chu ky va chung thgc hgp dong, giao dich; 

+ Thong to se,  01/2020/TT-BTP ngay 03/3/2020 ctia BO tnrc'Yng BO TuThap 
quy clinh chi tie't va hwang &n thi hanh mot se,  cliu ctia Nght clinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phi -14 cop ban sao to ban chinh, chteng thyv chit 
kY va chung thyvh9p clOng, giao dich; 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 ciia BO truong BO Tai 
chinh quy dinh mire thu, the do thu, nOp, quan ly va sir dgng phi chung thgc. 

Ghi cha: Phiin chic in nghieng Id nhang not dung sled c oi, bj sung 
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5. Thu toe sira liii sai sot trong hop dimg, giao dich 

- Trinh tir thtrc hien: 

+ Nguai yeu cau chung thvc nap 01 ba h6 so. 

+ Viec sira 16i sai sot trong khi ghi chop, danh may, in hop d6ng, giao dich da 
dugc chung thvc dugc thvc hien theo thea thu4n bang van ban dm cac ben tham 
gia h9p Tong, giao dich, neu khong lam anh hugng den quyen, ngliia vv dm cac 
ben va dugc thvc hien tai co quan da chimg thvc hop &rig, giao dich. 

+ Nguai thvc hien chung thvc gach chan 17Oi sai sot can sira, &mg d'Au dm co 
quan thi..rc hien chimg thvc va ghi vao ben le dm hop (long, giao dich not dung da 
sfra, h9 ten, chir lcr da nguai sfra, ngay thang nam sira. 

+ Nguai yeti cau chung thvc nh4n k6t qua tai not nap 116 so. 

- Cach thirc thtrc hien: Nap h6 so trtrc tiep tai BO pl4ntie'n nh4n va tra ket qua 
dm UBND cap xa. hoc Trung tam hanh chinh ding cap huyen. 

- Thanh phAn, so ltrong ho so': 

Nguai yeu cau chung thvc nap 01 (mat) b'a h6 so yeu cau chimg thvc, g6m 
cac gidy to.  sau day: 

, + Ban sao gidy to tay than can gia tri sir' dungdm nguai yeu cau chimg thvc 
(xuat trinh ban chinh de dal chieu); 

+ Van ban thOa thu4n NT‘ viec sira 16i sai sot trong hop d6ng, giao dich da 
dugc chimg thvc 

+ Hop d6ng, giao dich 8' dugc chimg thvc; 

+ Ban sao gidy chirng nh4n quy&'n se him, quy'L.1 sir dung holac ban sao gidy 
to thay the dugc phap 1u4t quy dinh dal voi tai san ma phap 114.t quy dinh phai 
clang lc ,  quyen s& hihi,,quyen sir &gig trong truang hop hgp gong, giao dich lien 
quan den tai san do (xuat trinh ban chinh de doi chieu). 

- Thai h#n giii quyet: Thai han thvc hien yeu cau chimg thvc phai dugc 
bao dam ngay trong ngay co quan, to chirc tiep nh4n yeu cau hoc trong ngay lam 
viec tie') theo, neu tiep nh4n yeu cau sau 15 gig. Truang hop tra ket qua trong ngay 
lam viec tiep theo thi nguai tiep nh4n ho so phai c6 phieu hen ghi rei tiled gian (gig, 
ngay) tra ket qua cho nguai yeu cau chung thvc. 

- Doi tuvng thtrc hien thu toc hanh chinh: Ca nhan, to chirc 

- Co.  quan time hien thii toc hanh chinh: UBND cap xa, Phang Tu phap 

- Ket qua thtrc hien thii toc hanh chinh: Hyp d6ng, giao dich dugc sira liii 
k'y thu'Ot 

- Phi: 25.000 d6ng/h9p d6ng, giao dich. 

- Ten Iran doll, nAu to' khai: Khong 

Ghi cha: Phan cher in nghieng la nhang not dung sera ddi, ba sung 
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- Yeu cAu, dieu kien thtrc hien thii tuc hanh chinh: / 

- Can cir phip 1S7 cita thti tuc hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngdy 16/02/2015 cUa Chinh phu ve cap ban 
sao tiz ban chinh, chimg thvc chir ky va chung thgc hop dOng, giao dich; 

+ Thong tir s a 01/2020/TT-BTP ngay 03/3/2020 cf4a BO trtrang Bo Tic phap 
quy dinh chi Hit va htroeng dan thi hanh mot so dieu cua Nghi clinh so 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh phi:114 cap ban sao tur ban chinh, chting thtec chit 
kj; va chang thtrc hop clang, giao dich; 

+ ThOng to so 226/2016/TT-BTC ngay 11/11/2016 cUa B0 truong BO Tai 
chinh quy dinh mUc thu, the dO thu, n0p, quan1/.  va su Ong phi chUng thvc. 

Ghi 	Pluin chit in nghieng la nhik ng not dung sfra 	bd sung 
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6. Thu tic cap ban sao c6 cluing thyc tir ban chinh hcrp ding, giao dich 
di dulyc chtimg thtyc 

- Trinh by thtyc hien: 

+ Nguoi yeu cau cap ban sao c6 chimg thvc tit ban chinh hgp dong, giao 
dich phai xuat trinh cac giay to theo quy dinh. 

+ Nguei thvc hiL chung thvc ki6m tra gidy to do nguoi yeu cau cap ban sao 
c6 chirng thvc tir ban chinh hop dOng, giao dich xuat trinh. 

+ Vic cap ban sao c6 chimg thvc tir ban chinh hop dOng, giao dich dal dugc 
chung thvc dugc thvc hiL tai co quan luu tra hgp dong, giao dich. 

+ Co quan thvc hiL chUng thvc tin hanh chvp tir ban chinh hop dOng, giao 
dich dang dugc luu trill va thvc hiL chung thvc nhu sau: 

* Ghi dAy dillei chirng chung thvc chir kST theo mL quy dinh; 

* K)%, ghi fa h9 ten, &mg dL cita co quan, to chtk thvc hiL chUng thvc va 
ghi vao so chimg thvc. 

, Doi voi ban sao c6 tir 02 (hai) trang tra len thi ghi lei chimg vao trang cu8i, 
nett ban sao co tir 02 (hai) to tra len thi phai clang dau giap lai. 

MO'i ban sao dugc chimg thvc tir mot ban chinh gidy to, van ban ho;ac nhiL 
ban sao dugc chung,thvc to mot ban chinh giay to., van ban trong ding mot thoi 
diem dugc ghi mot so chirng thvc. 

- Cach thtic thtyc hien: N6p h8 so trvc tiep tai B6 phdn tin nhdn va tra ket qua 
dm UBND cap xd hoc Trung tam hanh chinh cong cap huy'e'n. 

- Thanh phan, so Itryng hO so': Nguei yeu cau chimg thvc xuat trinh ban 
chinh hoc ban sao c6 chirng thvc Gidy chimg minh nhan clan/Can ctrac cong dan 
hoc H6 chieu con gia tri sir dung. 

- ThCri hin gifii,quyet: Trong,ngay co quan, tochirc tiep nhan yeu cau hoc 
trong ngay lam viec tiep theo, neu tiep nhdri yeu cau sau ‘15 gier. Truong hgp tra ket 
qua trong ngay lam vi'e'c tiep theo thi nguoi tiep nhdn ho so phai c6 phial hen ghi 
ra thoi gian (gic)., ngay) tra ket qua cho nguoi yeu cau chirng thvc. 

- D6i ttnyng thtrc hien thil tic hanh chinh: Ca nhan, to chirc 

- Co. quan thtyc hien thti tic hanh chinh: UBND cap xd, Phong Tu phap 
luu till hop d8ng, giao dich 

- Ket qua thtic hien thii tic hanh chinh: Ban sao hgp d'ong, giao dich dugc 
chung thtrc 

- Phi: 2.000 dong/trang; to trang this 3 tra len thu 1.000 d8ng/trang, thi da 
thu khong qua 200.000 d6ng/ban. Trang la can dr de thu phi dugc tinh theo trang 
oh ban chinh. 

Ghi cha: Phiin chit in nghieng Id nhiing not dung sera (1441)6 sung 

1 

1 
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- Ten mail dun, mail khai: Khong 

- Yeu cAu, dieu kien thyc hien thii tuc hanh chinh: / 

- Can cll. phap 17 cua thii tuc hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu v'e cap ban 
sao tit ban chinh, chtrng thvc chit kY va chimg thvc hop dong, giao dich; 

+ Thong tit' so 01/2020/TT-BTP ngay 03/3/2020 cua BO truang BO Tw phap 
quy dinh chi tiert va hwang djn thi hanh mot so ditt cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phzi ve cap ban sao to ban chinh, chirng thwc chit 
ky va chirng thwc hop clong, giao dich; 

+ Th8ng to s6 226/2016/TT-BTC ngay 11/11/2016 cua Bo truang B8 Tai 
chinh quy dinh mirc thu, the dO thu, n8p, quan ly va sit dung phi chUng thvc. 

Ghi chit: Pluin chir in nghieng la nherng not dung say, d'di, ha' sung 
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II. Thii tic hanh chinh cap huyen 

1. Thii tic chting thyc chic 147 ngtriri dich ma ngtriri dich la Ong tic 
vien dich thu4t ciia Phong Tur phap 

- Trinh by thirc hien: 

+ Ngued yeu cau chung thvc chit 14 nguOi dich phai xudt trinh cac gidy toy 
phvc v11 vi8c chi:mg thvc chit ky nguOi dich. 

+ Ngued thvc hi8n chirng thvc (hoac nothi tiep' nh4n 120 ,sa trong trzthng 
hop tiep nhan ho sa tai 1)0 phOn mot cera, mot cilia lien thong) kiem tra gidy toy do 
ngueri yeu cau chimg thvc xudt trinh, neu thay dl giay to theo quy dinh va gidy 
van ban ducic dich 'thong thu9c cac truong hop giay ta, van ban khong &roc dich 
6 chimg thvc chit 14 ngued dich thi thvc hi8n chimg thvc nhu sau: 

* Khi thvc hi8n chimg thvc, nguoi dive hi8n chimg thvc phai doi chieu chit 
ky cila ngueyi dich tren ban dich voi chit ky mau truck khi thvc hi8n chimg thvc; 
tnraing hop nghi ngo.  chit 14 tren ban dich so vai chit 1c)"/ mau thi yeu cau ngued 
dich 14 tnrac mat. 

* Ghi day du lai chi:mg chimg thvc chir14 nguOi dich theo mau quy dinh; 

* KST, ghi ro" h9 ten, &rig &du ciia co quan, to chirc thvc hi8n chimg thvc va 
ghi vao so chirng thvc. 

poi vai ban dich,  giay to., van ban có tir 02 (hai) trang troy len thi ghi loi 
chimg vao trang cuOi, neu giay to., van ban có to 02 (hai) to troy len thi phai dung 
dau giap lai. 

- Cach thtic thkrc hien: N9p h9 so trvc tiep tai Trung tam hanh chinh cong 
cap huy8n. 

- Thanh phan hO so.: Ban dich va giAy to, van ban can dich. 

- Thai han thyc hien: Trong,ngay co quan, chirc tiep nhan yeu cau ho4c 
trong ngay lam vi8c tiep theo, neu tiep nhan yeu cau sau 15 gio.  ho4c có the keo dai 
hon theo thoa thuan bang van ban \Ted ngued y8u cau chirng thvc. Truing hop tra 
ket qua trong ngay lam vie‘c tiep theo hoac phai keo dai thoi gian theo thea thuan 
thi nguei tiep nhan ho so phai có phieu hen ghi ro thei gian 	ngay) tra ket qua 
cho nguOi yeu cau chimg thvc. 

- Del tiromg thyc hien thii tic hanh chinh: Ca nhan 

- quan thi c hien thii tic hanh chinh: Phong Tu phap 

- Ket qua thkrc hien thii tic hanh chinh: Gidy to, van ban &roc chimg 
thvc chir14 nguoi dich 

- Phi: 10.000 d9ng/truOng h9p 

- Ten mail don, mau khai: Khong 

Ghi chii: Phiin chic in nghieng la nhang not dung siea ctoi, bj sung 
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- Yeu cAu, dieu kien thyc hien thii tuc hanh chinh: 

Giay to., van ban khong dugc dich de chUng thgc chu ky ngued dich: 

+ Giay to., van ban dal bi tay xoa, sira chila; them, bot n0i dung khong hop 

+ Giay to., van ban bi hu hong, Cu nat khong xac dinh dugc n01 dung. 

+ Giay to, van ban (long dau mat cila co quan, to chirc co tham quyen hoac 
khong (Jong &Au mat nhung ghi ro kh8ng dugc dich. 

+ Giay to, van ban co n0i dung quy dinh tai Khoan 4 Dieu 22 cila Nghi dinh 
so 23/2015/ND-CP. 

+ Giay to, van ban do co quan, to chirc co tham quyen cua nugc ngodi cap, 
cong chirng hoc chUng nhan chua dugc hop phap hoa lanh sg theo quy dinh tai 
Khoan 1 Dieu 20 cila Nghi dinh so 23/2015/ND-CP, tru gia'y hO chieu, the can 
ctrac, the cu trit, giay phep lai xe, bang tot nghiep, cluing chi va bang diem kern 
theo bang tot nghiep, cluing chi. 

- Can cu phi") 1y ciia thu tuc hanh chinh: 

+ Nghi dinh s9 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban 
sao tir ban chinh, chirng thgc chit ky va chimg thgc hgp d9ng, giao dich; 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 cita BO trtrang BO Tu phap 
quy dinh chi tiet va huang dan thi hanh mot so dieu cita Nghi Binh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu ye cap'  ban sao tic ban chinh, chirng thtrc chic 
k)'; va chting thyv hop along, giao dich; 

+ Thong to s8 226/2016/TT-BTC ngay 11/11/2016 cna Bo tnrong B0 Tai 
chinh quy dinh mire thu, the do thu, n0p, quan ly va sir dung phi chirng thgc. 

Ghi cha: Phiin chic in nghieng ld nhung not dung sfra dji, bo sung 
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2. Thu tuc chting thirc chit kST ngtriri dich ma nguiri dich khling phai la 
cong tic vien dich thu4t 

- Trinh tit thirc hien: 

+ Nguai yeu cau chirng thvc cher Ic2 nguoi dich phai xuat trinh cac giay to 
phvc vv viec chung thirc chilk5ingued dich. 

+ Ngueri thirc hien chUng thirc (hock nguoi tiep nhan ho,sa trong trir&ng 
hop tiep nhan h sa tai b6 ph an mot cera, mot cera lien thong) kiem tra giay to do 
nguoi yeu cau chung thirc xuat trinh, neu thay clu gidy to theo quy dinh va giay to, 
van ban duac dich khong thuOc cac truong hop giay to, van ban khong ducyc dich 
de chirng thirc chir 14/ nguoi dich thi yeu cau nguoi dich 14T truac mat va thvc hien 
chimg thvc nhu sau: 

:4! Ghi day du loi chUng chUng thirc chirk5Tnguei dich theo mau quy dinh; 

* Ky, ghi ro h9 ten, clung dau dm co quan, to chirc thvc hien chung thirc va 
ghi vao so chUng thvc. 

poi voi ban dich ,giay,teY, van ban có tit 02 (hai) trang tra 	ghi led 
chUng vao trang cuoi, neu giay to, van ban có tit.  02 (hai) to tra len thi phai clung 
dau giap lai. 

- Cach thtic thtyc hien: NOp ho so trvc tiep tai Trung tam hanh chinh cong 
cap huyen. 

- Thinh phAn ht. so': 

+ Ban chinh hoac ban sao co chung thvc Giay Chimg minh nhan dan/Can 
cuoc cong danho4c 1145 chieu con gia tri sir dung; 

+ Ban chinh hoac ban sao tit so gtic, ban sao co chung thvc bang dr nhan 
ngoai ngir tra len ve thir tieng nu& ngoai can dich hoac bang tot nghiep dai hoc ta 
len dui vOi thir tieng nuoy ngoai can dich; trir truemg hop dich nhtmg ngon ngit 
khong pho bien ma nguoi dich khong có bang dr nhan ngoai ngir, bang tot nghiep 
dai hoc nhung thong thao ngon ngir can dich thi phai n6p ban cam kit ye viec 
thong thgo ng6n ngir-  do va chiu trcich nhiem ye not dung ban dich; 

+ Ban dich dinh kern giay to, van ban can dich. 

- Th?ri han thirc hien: Trong ngay co quan, to chuc tiep nhan yeu cau hoac 
trong ngay lam viec tier) theo, net' tiep nhan yeu cau sau 15 gio hoac co the keo dai 
hon theo thoa thuan bang van ban vii nguoi yeu cau chUng thvc. Trueyng hop tra 
ket qua trong ngay lam viec tiep theo hoac phai keo dai the/i gian theo thoa thuan 
thi nguoi tiep nhan ho so phai co phieu hen ghi ro tiled gian (gier, ngay) tra ket qua 
cho nguoi yeu cau chimg thvc. 

- DOi ttryng thirc hien thit tuc hanh chinh: Ca nhan 

- Ca quan thirc hien thit tuc hanh chinh: Phong Tu phap 

Ghi chti: PhOn chic inin nghieng la nhang not dung sfra dOi, bo sung 
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- Ket qua thyc hien thii tkic hanh chinh: Giay to, van ban dirge chirng 
thgc chit kST ngueri dich. 

- Phi: 10.000 d9ng/tnrang hop 

- Ten mau dun, mau khai: Khong 

- Yeu cau, lieu kien thyc hien thii tic hanh chinh: 

* Phong Tu phap chi Fhimg thgc chit kST ngirei dich khong phai la Ong tac 
vier) khi ngireri do to dich giay to, van ban ciia minh. 

* Giay tot, van ban khong dugc dich de chirng thgc chit Ic3'T nguai dich: 

+ Giay to, van ban da bi tay xoa, sira chita; them, bat n9i dung khong hgp le. 

+ Giay to, van ban bi hu hong, cu nat khong xac dinh dugc n9i dung. 

+ Giay tei, van ban &rig dau mat dm co quan, to chUc co tham quye'n hoac 
khong dOng dau mat nhung ghi ro khong dugc dich. 

+ Giay ter, van ban c6 not dung quy dinh tai Khoan 4 Dieu 22 ciia Nghi dinh 
so 23/2015/ND-CP. 

+ Giay to, van ban do co quan, to chirc có tharn qu34'n cua nuac ngoai cap, 
cong chimg hoc chimg nhan chua dugc hop phap hoa lanh sit theo quy dinh tai 
Khoan 1 Dieu 20 dm Nghi dinh so 23/2015/ND-CP, trir giay hO chieu, the can 
ctrac, the thu&ng tni, the cu. 	giay phep lai xe, bang tot nghiep, chirng chi va 
bang diem kern theo bang tot nghiep, chirng 

- Can Cu' phap 1ST cua thu tic hanh chinh: 

+ Nghi dinh s9 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ye cap ban 
sao to ban chinh, chimg thgc chit kST va chimg thgc hgp d9ng, giao dich; 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 cua BO truang BO Tu. ',hap 
quy dinh chi tii't va hwang dan thi hanh mot so dieu cita Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu v'se cap ban sao tie ban chinh, chirng thu'c chi' 
19; va chting thz,ec hop clang, giao dich; 

+ ThOng to s9 226/2016/TT-BTC ngay 11/11/2016 dm B9 truang B9 Tai 
chinh quy dinh mirc thu, the di thu, nip, quan ly va sir dung phi chimg thgc. 

Ghi chit: Phan chit' in nghieng lit nhibig not dung s lea ddi, bd sung 
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3. Thii toc chtiing thkrc hop dOng, giao dich lien quan den tai san la dsting san 

- Trinh tkr thkrc hien: 

+ Ngtrefi y8u eau chimg thgc nOp 01 bO h6 so yeu eau chung thgc. 

+ Ngueri thgc hi8n chung thgc (hogc nguoi tiep nhgn ha sa trong trwemg hop 
tiep • nh an ho sa tai bo phgn mgt cera, mgt dm lien thong) kiem tra giay to trong ho 
so yeu cau chung thgc, neu day du, tai thoi diem chimg thgc cac ben tham gia h9p 
dong, giao dich to nguy8n, minh man va nhan thirc, 	dugc hanh vi cua 
minh thi tiep nh an ho so., thgc hi8n chdng thgc. 

+ Cac ben tham gia hop ctS'ng, giao dich phai ky truOc mat nguoi thgc hi8n 
chimg thgc, neu hap (long co ter hai trang 	thi phai 19') vao tirng trang. Tru.ang 
hap nguoi yeu cau chung thvc ngp ho sa tai bo phgn mgt cira, mot circa lien thong 
thi cac ben tham gia hop dong, giao dich phai kj) tarot mat 	tiep nhgn ho sa. 
Trueng hop nguoi c6 tham quyen giao ket hop dong cua cac to chirc tin dung, doanh 
nghi8p da dong 1c)",  chit 1c5T mau tai co quan thgc hi8n chung thgc thi c6 the 14 tnrot 
vao hop dong; nguoi thgc hi8n chimg thgc phai dOi chieu chu 1c/ cua ho trong hop 
&Ong voi chu 141 mau truck khi thgc hi8n chung thgc, neu nghi nger chit ky trong 
hop dong khac voi chi) k-57 mau thi yeu cau nguoi do 14-  truck mat. 

+ Twang hgp nguiyi yeu eau chirng thgc khong ky dugc thi phai di8m chi; 
neu nguoi do khong d9c dugc, khong nghe dugc, khOng ky, khOng diem chi dugc 
thi phai co 02 (hai) nguoi lam- chimg. Ngueci lam chung phai co du nang,lgc hanh 
vi dan sir va khong co quyen, lgi ich hoc 	vg lien quan den hgp &Ong, giao 
dich. Ngtroi lam chung do nguoi yeu cau chung thgc bO tri. Tnra ng h9p nguoi yeu 
eau chung thgc khong bo tri dugc thi de nghi co quan thgc hi8n chimg thgc chi 
dinh nguoi lam chung. 

+ Ngueri thgc hi8n chung thgc (hogc nguoi tiep nhgn ho sa) ghi leri chung 
Wang img voi tirng loaf h9p Tong, giao dich theo mau quy dinh. Truong hop tiep 
nhgn he) sa tai b6 ph an mgt cera, mot cii.a lien thong thi nguoi tiep nhgn ho sa 19')vao 
&rig trang dig hop dong, giao dich va kj) vao du.61 loz chung theo mau quy Binh. 

Nguoi thifc hi'en chung thus kf) vao ticng trang cita hop dong, giao dich (n"'LL 
ho • sa khong chive tiep nh 'an qua ba phgn mot cera, mot cfia lien thong), I c , ghi ro 
h9 ten, dong dau dm co quan thgc hi8n chung thgv va ghi vao so chimg thgc. 

hop &ing, giao dich c6 tir 02 (hai) trang tra 18n, thi timg trang phai 
dugc danh so thir ter; so luting trang va loi chung dugc ghi tai trang cuoi dia hop 
dong, giao dich. TnrOng hop h9p dong, giao dich c6 tir 02 (hai) to tar len thi phai 
dong dau giap lai. 

+ Trong truOng hop nguoi yeti cau chung thgc khOng thong thao ti reng Vi8t 
thi phai co nguoi phien dich. Ngueri phien dich phai IA nguoi c6 nang lgc hanh vi 
dan sg day du theo quy dinh cua phap 1u4t, thong thao tieng Vi8t va ngon ngit ma 
nguoi y8u eau chung thgc sir dgng. NguZyi phien dich do ngubi yeu eau chimg thgc 

Ghi chic: Phhn chic in nghieng 16 nhihig not dung sera dhi, bh sung 
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moi hoc do co quan thuc hien chimg thuc chi dinh. Thu lao phien dich do nguui 
yeu cau chi:mg thuc tra.Nguei phien dich co trach nhiem dich day du, chinh xac not 
dung cila hop dong, giao dich, not dung lei chirng cho nguui yeu cau chimg thuc 
va 147 vao tirng trang hop dOng voi tu cach la nguui phien dich. 

- Cach thirc this hien: Nep ho':‘) so -Mx tip tai Trung tam  hanh chinh cong cap huyen. 

- Thinh phAn, sir') ltrqng hO 

Nguoi yeu cau chi:mg thuc nOp 01 (met) bO ho so yeu cau chirng thuc, gOm 
cac giay to sau day: 

+ Du thao hop dong, giao dich, 

+ Ban sao Giay chirng minh nhan dan/Can ctroec cong dan hoc HO chieu 
con gia tri,  sir dung 	nguui yeu cau chimg thuc (xuat trinh kern theo ban chinh 
de doi chieu); 

+ Ban sao gidy chung nhan quyen so hiru, quyen sir dung hoac ban sao gidy 
to thay the &roc phap luat quy dinh doi \Ted tai san ma phap luat quy dinh phai 
clang ky quyen so huu, quyen sir dung trong trueng hop hop dong, giao dich lien 
quan den tai san do (xuat trinh kern theo ban chinh de d6i chiL). 

- Thai h#n giai quye't: 

Khong qua 02 (hai) ngay lam viec, ke tir ngay nhan du ho so yeu cau chirng 
thuc ho4c CO the keo dai hon theo thoa thuan lAng van ban lied nguui yeu cau chimg 
thuc. Truong hop keo dai thei han giai quyet thi nguui tiep,nhan ho so phai CO phieu 
hen ghi ro thei gian (gie, ngay) tra ket qua cho nguui yeu cau chirng thgc. 

- Doi ttrqng thirc hien thii tic hanh chinh: Ca nhan, to chirc 

- 	quan thirc hien thil tic hanh chinh: Phong Tu phap 

- Ket qua thtyc hien thil tic hanh chinh: Hop dung, giao dich &roc chimg thuc 

- Phi: 50.000 de‘ng/hop dOng, giao dich 

- Ten mAu don, mau to' khai: Khong 

- Yeu cau, di'eu kiln thirc hien thii tic hanh chinh: 

- Can co. phap IS7 cua thu tic hanh chinh: 

+ Nglai dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban 
sao tir ban chinh, chirng thuc chit IcT va thong thuc hop dtmg, giao dich; 

+ Theing tit sa 01/2020/TT-BTP ngay 03/3/2020 cita Bo truang BO The phap 
quy clinh chi tilt va huong dcin thi hanh mot s a cli''eu cita Nght clinh so 23/2015/ND-
CP ngay 16/02/2015 cita Chinh phu ve cap ban sao tic ban chinh, chi:mg that chit 
ky va thong thtrc hop clung, giao dich; 

+ Thong tu se' 226/2016/TT-BTC ngay 11/11/2016 cila BO truong BO Tai 
chinh quy dinh mire thu, the do thu, nop, quan VT va sir dung phi chimg thuc. 

Ghi chit: Phan chit in nghieng la nhang not dung siea 	b4 sung 
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4. Thii tuc chirng thtrc van bin thoa thu4n phan chia di san ma di san la 
dOng san 

- Trinh ty thtrc hqn: 

+ Ngued yeu cau chimg thvc n0p 01 b0 h8 so yeu cau chimg thvc. 

+ Nguari thvc hien chimg thvc (hodc ngu.dei tiep' nhan ha sa trong truing 
hop tiep nhdn ho sa tgi bo phdn 

neu 
cera, mot cera lien thong) kiem tra giay to 

trong ho so yeu cau chimg thvc, neu day du, tai theri diem chimg thvc cac ben tham 
gia van ban thoa thuan to nguy'n, minh man va nhan thirc, lam chii dugc hanh vi 
cua minh thi tiep nhdn ho sa, thvc hi*1 chung thvc. 

+ Cac ben tham gia thoa thuan phan chia di san phai ky truck mat nguoi 
thvc h*1 chimg thvc, neu van ban thoa thudn phan chia di san có tic hai trang tra 
len thi phai k-f) vao tang trang. Truing hop nguril yeu cau chirng thkrc nOp ho sa tgi 
bO phan mot cua, mot cera lien thong thi cac ben thoa thudn phdn chia di san phai 
ky truac mat nguoi tiep nhdn ho sa. 

+ Twang hop ngugi yeu cau chimg thvc kh6ng ky dugc thi phai diem chi; 
neu nguoi do khong dgc dugc, khong nghe dugc, khong V, kh6ng diem chi dugc 
thi phai c6 02 (hai) nguoi lam chimg. Ngueri lam chimg phai co du nang lac hanh 
vi dan sr va khong CO quy'en, loi ich hoac nghia vu lien quan den giao dich. Nguoi 
lam chimg do nguoi yeu cau chu ng thvc bo tri. Truing hop nguoi yeu cau chimg 
thvc khong b8 tri dugc thi de nghi co quan thvc hien chimg thvc chi dinh nguoi 
lam chimg. 

+ Ngued thvc hien chimg thvc (hodc nguoi tiep nhdn ho so.) ghi loi chimg 
theo mau quy dinh. Truing hop tiep nhdn ho sa tgi bo phdn mot cfra, mot cera lien 
thong thi nguoi tiep nhdn ho sa kj; vao tirng trang cf.ia van ban thoa thudn phan 
chia di san va kj, vao chrai 161 chung theo mau quy clinh. 

Ngweei thkrc hien chung thyv kj) vao tong trang clia van ban thoa thudn phan 
chia di san (neu ho sa khong cluvc tiep nkin qua b"0 phdn mot cfra, mot cfra lien 
thong), 14, ghi ro h9 ten, dong dau dm co quan thvc hien chirng thvc va ghi vao so 
chung thvc. 

138i vii van ban thoa thuan phan chia di san co to 02 (hai) trang trer len, thi 
tang trang phai dugc danh so thir tv; so luting trang va loi chimg dugc ghi tai trang 
cu8i dm van ban thoa thuan phan chia di san. Truing hgp van ban th6a thuan phan 
chia di san co tir 02 (hai) to trer len thi phai dong dau giap lai. 

+ Trong truing hop nguoi yeu cau chimg thvc khong thong thao tie'ng Viet thi 
phai co nguoi phien dich. Ngued phien dich phai la nguoi co Wang lac hanh vi dan sit 
day du theo quy dinh cua phap luat, thong thao tieng Vi0t va ngon ngir ma nguoi yeu 
cau chimg thvc sir dung. Ngued phien (Lich do nguoi yeu cau chimg thvc men hoac do 
co quan thvc hi@.1 chimg thvc chi dinh. Thu lao phien dich do nguoi yeu cau chimg 
thvc tra. Nguei phien dich co trach nhiem dich dAy du, chinh xac n0i dung dm van 

Ghi 	Plijn chit in nghieng la nhang not dung saw &ii, bj sung 
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ban thoa thuan not dung 16i chimg cho ngugi yeu cdu chirng thvc va ky vao timg 
trang van ban them thuan phan chia di san vgi tu each la ngugi phien dich. 

- Cach thtrc thyc hien: Nep he so true tier) tai Trung tam hanh chinh cong 
cap huyen. 

- Thanh phAn, s6 luvng ho so: 

Ngugi yeu eau chimg thvc nep 01 (met) be he so yeu cau chirng thvc, gem 
cac giay to sau day: 

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

+ Ban sao Gidy chimg minh nhan dan/Cein cwac cong dan ho# Ho chieu 
con gia tri sir dung cua ngugi yeu cau thing thvc (xuat trinh kern theo ban chinh 
de dOi chieu); 

+ Ban sao gidy chirng nhan quyen se( hair, quyen sir dung hoac ban sao gidy 
to thay the dugc phap 1114 quy dinh doi vii tai san ma phap luat quy dinh phai 
clang 1(.)'7 quyen s6 him, quyen sir dung trong truing hop van ban them thuan phan 
chia di san lien quan den tai san do (xudt trinh kern theo ban chinh de (lei chieu). 

- Thai h#n giii quy&: 

KhOng qua 02 (hai) ngay lam vile, ke tir ngay nhan du ho so yeu cdu chimg 
thvc hoc có the keo dai hon theo th6a thuan bang van ban vii ngtrgi yeu eau chimg 
thvc. Truing hop keo dai thoi han giai quyet thi ngirgi tiep,nhan ho so phai co phieu 
hen ghi ro tiled gian (gig, ngay) tra ket qua cho ngugi yeu cau thing thvc. 

- Doi tuvng thyc hien thii tuc hanh chinh: Ca nhan, to chirc 

- quan thyc hien thil tuc hanh chinh: Phong Tu phap 

- Ket qua thyc hien thii tuc hanh chinh: Van ban thoa thuan phan chia di 
san dugc chimg thvc 

- Phi: 50.000 deng/van ban 

- Ten 'au don, mail to.  khai: Khong 

- Yen can, diet' kiln thyc hien thii tuc hanh chinh: / 

- Can cu phap 1ST cua thu tuc hanh chinh: 

+ Nghi dinh se 23/2015/ND-CP ngay 16/02/2015 cua Chinh phir ve cap ban 
sao to ban chinh, chirng thvc chit ky va chimg thvc hop ding, giao dich; 

+ Thong tu. so  01/2020/TT-BTP ngay 03/3/2020 cita BO truing BO Tu. ',hap 
quy clinh chi tilt va hwang dan thi hanh mat s a dieu cita Nghi clinh s a 23/2015/ND-
CP ngay 16/02/2015 cita Chinh phu ve cap ban sao to ban chinh, thong thwc chu 
kj> va thong thuc hop clang, giao dich; 

+ Thong tu se 226/2016/TT-BTC ngay 11/11/2016 cila Be truing BO Ili 
chinh quy dinh mire thu, the de thu, nep, quan l va sir dung phi chirng thvc. 

Ghi chti: Phrin cher in nghieng lit nhfrrtg not dung sera d6i, bd sung 
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5. Thfi tuc chting thyc van bin khai nh4n di san ma di san la Ong san 

- Trinh ty thyc hien: 

+ Ngued yeu cau chimg thvc n9p 01 b9 h8 so yeu cau chirng thvc. 

+ Nguoi thvc hirt chimg thvc (hoOc ngiceri flip nhan ho sa trong truing hop 
tiep nhan ho sa tgi bO phan mot cfra, mot cira lien thong) lciem tra giay to trong ho so 
yeu cau chirng thvc, neu day dit, tai tiled diem chimg thvc cac ben tham gia van ban 
khai nhan di san to nguyen, minh man va nhan thirc, lam chu dugc hanh vi cua minh 
thi tiep' nhan ho sa, thvc hien chi:mg thvc. 

+ Nguoi khai nhan di san phai ky truck m'a't ngueri thvc hien chimg thvc, neu 
van ban khai nhan di san có tie hai trang tro. len thi phai kj) vao tang trang. Tru.ong 
hop noteri yeu eau chirng thus nOp ho sa tgi bO phan  ,mOt cira, 

ho 
cira lien thong 

thi ngtreri khai nhan di san phai kf) tru.o.c mat ngiceri tiep nhan ho so.. 

+ Tnrong hop ngued yeu cau chimg thvc kh8ng ky dugc thi phai diem chi; neu 
nguiyi do khong dgc dugc, khong nghe dugc, khong ky, khong diem chi dugc thi phai 
c6 02 (hai) ngued lam chimg. Nguoi lam chimg phai c6 du nang lvc hanh vi clan' sv va 
khong c6 quyen, lgi ich ho4c nghia vv lien quan den giaosclich. Nguoi lam chung do 
ngueri yeu,cau chimg thvc b8 tri. Tnrerng hop nguoi yeu cau chimg thvc khong bo tri 
dugc thi de nghi co quan thvc hien chimg thvc chi dinh ngueri lam chimg. 

+ Nguoi thvc hien chimg thvc (hojc nguiri dip nhan ha sa) ghi lei chirng 
theo mau quy dinh. Trithng hop tiep nhan ho sa tgi bO phan mot cita, mot cira lien 
thong thi ngizeri tiep nhan ho so.  /g vao tirng trang cita van ban khai nhan di san va 
ky vao &col lai chieng theo mciu quy clinh. 

Ngu.61 thus hien chiing thus ky vao timg trang cua van ban khai nhan di san 
(neu ha sa khong &lac tiep nhan qua bO phan mot cita, mot cita lien thong), k51, ghi 
r'6 h9 ten, clang dau cua co quan thvc hien chimg thvc va ghi vao so chimg thvc. 

D6i voi van ban khai nhan co tir 02 (hai) trang tra len, thi timg trang phai dugc 
danh so thir tv, co chit ky cua ngued yeu cau chimg thvc,  va ngued thvc 	chirng 
thvc, so lugng trang va 	chimg dugc ghi tai trang cuoi dm van ban thoa thuan. 
Trueyng hgp van ban khai nhan co dr 02 (hai) to trer len thi phai dong clau giap lai. 

+ Trong truong hop ngued yeu eau chimg thvc khong thong than tie'ng Viet 
thi phai co ngueyi phien dich. Nguoi phien dich phai la ngued c6 nang lvc hanh vi 
dan sv day du theo quy dinh cua phap luat, thong than ti'Lg Viet va ngon ngit ma 
nguesi yeu cau chimg thvc sir dung. Nguoi phien dich do ngtreri yeu eau chimg thvc 
meyi hoc do co quan thvc hien chimg thvc chi dinh. Thu lao phien dich do ngueri 
yeu eau chimg thvc tra.Ngued phien dich c6 trach nhiesm dich day du, chinh xac not 
dung cita van ban thoa thuan not dung len chirng cho ngueri yeu cau chimg thgc va 
1c5rvao tong trang van ban khai nhan di san yen to cach la ngtreyi phien dich. 

- Cach thIrc thin hien: N9p h6 so trvc tiep tai Trung tam hanh chinh ding 
cap huyn. 

Ghi cha: Phdn chic in nghieng Id nhang not dung sfra c oi, bj sung 

1== 
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- Thinh phAn, so luvng ho so': 

Ngueri yeu cau chirng thuc nOp 01 (m0t) b0 ho so yeu cau chimg thuc, g'Om 
cac giay to sau day: 

+ Du thao van ban khai nhan di san; 

+ Ban sao Giay chimg minh nhan dan/Can cyrac cong dan holac Ho chieu 
con gia tri sir di,ing cua ngirei yeti cau chimg thuc (xuat trinh kern theo ban chinh 
de doi chieu); 

+ Ban sao gidy chirng nhan quyen ser hau, quyen sir dung hoac ban sao giay 
ter thay the dirge phap luat ,quy dinh doi vai tai san ma phap luat quy dinh phai 
clang quyen hitu, quyen sir dung trong truang hop van ban khai nhan di san 
lien quan de'n tai san do (xuat trinh kern theo ban chinh de dOi chieu). 

- Tho'i h#n giai quyet: 

Khong qua 02 (hai) ngdy lam viec, ke to ngay nhan du h0 so yeu cau chirng 
thge hoac có the keo dai hon theo thoa thuan bang van ban voi ngueri yeu cau chimg 
thuc. Truerng hop keo dai tiled han giai quyet thi nguei tiep,nhan ho so phai co phieu 
hen ghi ro thai gian (gier, ngay) tra kat qua cho nguoi yeu cau chimg thuc. 

- Doi tuvng thyc hien thil tuc hanh chinh: Ca nhan, to chirc 

- 	quan thwc hien thii tuc hanh chinh: Phong Tu phap 

- Ket qua thwc hien thii tuc hanh chinh: Van ban khai nhan di san duge 
chang thgc 

- Phi: 50.000 dOng/van ban 

- Ten irnu don, mau to' khai: Khong 

- Yeu cau, chieu kiln thwc hien thil tuc hanh chinh: / 

- Can cti phip 1ST ciia thu tuc hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 dm Chinh phu ye cap ban 
sao to ban chinh, chimg thuc chit lcr va chimg thuc hop &mg, giao dich; 

+ ThOng tu. so 01/2020/TT-BTP ngay 03/3/2020 ceca Bo trudeng BO Tit phcip 
quy dinh chi tilt va hicong dan thi hanh mot so dieu cita Nghi chinh so 23/2015/ND-
CP ngay 16/02/2015 cica Chinh phu ve cap ban sao to ban chinh, chic-rig thyv chic 
ky va chUng thuc hop clang, giao dich; 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 dm BO truang BO Tai 
chinh quy dinh mirc thu, the dO thu, n0p, quan l va sir dung phi chimg thuc. 

Ghi chic Phan chit in nghieng la nhang not dung saw dji, ba' sung 
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III. Thu tuc hanh chinh cap xa 

1. Thu tuc chirng thtrc hop dong, giao dich lien quan den tai san la &ling 
san, quyen sir dung dat va nha o' 

- Trinh tur thip hien: 

+ Ngugi yeti cau chimg thirc nOp 01 bO ho so yeu cau chung &Arc. 

+ Ngirgi thvc hien chi:mg thirc (hodc nguoi tiep nhdn ho sa trong trtrang 
hap tiep nhdn ho sa tgi bO ph an ,mOt cira, m cira lien thong) kiem tra giay to 
trong ho so yeu cau chimg thvc, neu day du, tai thei diem chirng thirc cac ben tham 
gia hgp dong, giao dich to nguy@i, minh man va nhan thirc, lam chit dugc hanh vi 
cua minh thi thirc hien chimg thgc. 

+ Cac ben tham gia hgp dong, giao dich phai 14 truck mat nguoi thgc hi@-1 
chimg thvc, neu hap dong, giao dich có ter hai trang tra len thi phai ky vao tang 
trang. Trtrong hop nguoi yeu cau chirng thtec nOp ho sa tgi bO ph an mot cira, mot 
cira  lien thong till cac ben tham gia hop (long, giao dich phai Icj) tru.ac mat ngtthi 
tiep nhdn ho so.. Tnrong hgp nguoi c6 tham quyen giao ket hgp d8rig cua cac to 
chirc tin dung, doanh nghi0 da (tang k chit ky mau tai co quan thirc hien chimg 
thirc thi co the 1(- i trugc vao hgp d8ng; nguoi thirc 	chimg thirc (hodc nguoi tiep 
nhdn ho sa tgi bO phein mot cira, mot cira lien thong) phai doi chi6u chit 14 cfia h9 
trong hgp dong vai chit lc)",  mau triton khi thvc hien chimg thgc, ne'u nghi ngey chit 
ky trong hgp dong khac voi chit ky mau thi yeu cau nguoi do 14 trugc mat. 

+ Trugng hop ngugi yeti cau chirng thirc khong ky dugc thi phai di6m chi; 
n6u nguoi d6 khong dgc dugc, khong nghe duce, khong 14, khong diem chi dugc 
thi phai c6 02 (hai) nguoi lam chimg. Nguei lam chimg phai co du nang,lvc hanh 
vi dan va kh8ng CO 	lgi ich hoac nghia vg lien quan d6n ho:p dong, giao 
dich. Nguei lam chimg do ngugi yeu cau chimg thirc b8 tri. Trugng hgp nguoi yeu 
cau chirng thirc khong bo tri dugc thi de nghi co quan thgc hien chirng thirc chi 
dinh nguoi lam chimg. 

+ Nguoi thirc hien chimg thirc (hock nguoi tiep' nhdn ha so.) ghi loi chin-1g 
tuong ung voi timg loci hgp dong, giao dich theo mau quy dinh. Trufmg hap tiep 
nhein ho sa tgi bO phdn mot cira, mot cira lien thong thi nguoi tiep nhdn ho sa kji vao 
ding trang cica hop dong, giao dich va kji vao chroi loi chirng theo mau quy 

Norai thy.c hien cluing thtrc kj) vao tong trang cua hop clang, giao dich (niu 
ho sa khong dugc tiep nhdn qua be) ph On mot cira, mot cira lien thong), 14, ghi ro h9 
ten, dong dau cua co quan thirc hien chimg thgc va ghi vao so chimg thgc. 

D8i vai hgp d8ng, giao dich co tir 02 (hai) trang tra len, thi tong trang phai 
dugc danh so thir tit, co chit 14 cila ngugi yeu cu chimg thvc va nguoi thgc hien 
chimg thgc; s8 lugng trang va loi chimg dugc ghi tai trang cuoi cua hgp &Ong, giao 
dich. Trugng hgp hgp d6ng, giao dich CO tir 02 (hai) to tra len thi phai dong dau 
giap lai. 

Ghi chit: Pidin chic in nghieng ld nhung not dung sika dfii, a sung 
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+ Trorig trueng hop nguai yeu cau chirng thuc khong thong than tieng Viet 
thi phai co nguai phien dich. Nguei phien dich phai la nguai c6 nang luc hanh vi 
dan su day du theo quy dinh &la phap luat, thong thao tieng Viet va,ngon ngir ma 
nguai yeu cau chimg thuc sir dung. Nguai phien dich do ngugi yeu can chirng thuc 
mei hoac do co quan thuc hien chirng thuc chi dinh. Thu lao phien dich do nguai 
yeti cau chirng thuc tra.Nglayi phien dich c6 trach nhiem dich day du, chinh xac not 
dung cua hop dung, giao dich, not dung lari chirng cho nguai yeu cau chUng thuc 
valrvao tong trang hop (long 	to cach la nguai phien dich. 

- Cach thtic thyc hien: NOp 116 so truc tiep tai BO phan tiep nhan va tra ket 
qua cua Uy ban nhan dan cap xa. Viec chimg thuc cac hop (long, giao dich lien 
quan den quyen cua nguai sir dung dat duvc thuc hien tai Uy ban nhan dan cap xa 
nai c6 dat. Viec chimg thuc cac hop gong, giao dich lien quan den nha a &roc thuc 
hien tai Uy ban nhan dan cap xa not c6 nha. 

- Thinh phan, se luvng hO so.: 

Ngtrai yeu cau chimg thuc nap 01 (mOt) bO Wo so yeu cau chimg thuc, gam 
cac giay to sau day: 

+ Du thao hop diS‘ng, giao dich; 

+ Ban sao Giay chirng minh nhan dan/Can ctrac cong dan hoac Ho chieu 
con gia tri sir dung dm nguai yeu cau chimg thuc (xuat trinh kern theo ban chinh 
a d6i chi6u);  

+ Ban sao giay chirng nhan quyen so• huu, quyen sir' dung hoac ban sao giay 
to thay the dugc phap luat quy dinh dai 	tai san ma phap luat quy dinh phai 
clang kST quyen so.  hitu, quyen sir dung trong trugng hop hop (long, giao dich lien 
quan den tai san do (xuat trinh kern theo ban chinh de dai chiL). 

- Thai han giii quyet: 

Khong qua 02 (hai) ngay lam viec, ke tir ngdy nhan du ho so yeu cau chUng 
thgc hoac c6 the keo dai hcm theo thoa thuan bang van ban vai nguai yeu cau chi:mg 
thuc. Truang hop keo dai th6i hp giai quyet thi nguai tiep nhan ho so phai c6 phieu 
hp ghi ro thei gian (gi6, ngay) tra ket qua cho nguai yeu cau chimg thuc. 

- Doi tuvng thyc hien thii tic hanh chinh: Ca nhan, to chirc 

- Co.  quan thin hien thil tic hanh chinh: Uy ban nhan dan cap xa 

- Ket qua thirc hien thii tic hanh chinh: Hop clang, giao dich dugc chirng thuc 

- Phi: 50.000 6ng/hop &Ong, giao dich 

- Ten man do'n, mAu khai: KhOng 

- Yeu cau, dieu kien thyc hien thii tic hanh chinh: / 

- Can cti phap IST ciia thu tic hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ye cap ban 

Ghi 	Phan chit in nghieng la nhiiwg not dung sera d6i, a sung 
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sao tir ban chinh, chung thgc chit 14 va chung thvc hop dOng, giao dich; 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 cita Bo trweeng B's' Tu phap 
quy clinh chi flit va hwang dan thi hanh mot so dieu cita Nghi clinh so 23/2015/ND-
CP ngay 16/02/2015 cita Chinh phit ve cap ban sao to ban chinh, chung thick chic 
1g') va chung thyv hop ci'dng, giao dich; 

+ Thong ti.r so 226/2016/TT-BTC ngay 11/11/2016 cila BO truang BO Tai 
chinh quy dinh rink thu, 	dO thu, nOp, quan15/ va sir dung phi chimg thgc. 

Ghi chic: Phri chic in nghieng la nhang not dung sera d4i, b4 sung 
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2. Thu tuc chting thine di chile 

- Trinh tir thirc hien: 

+ Ngueri yeu cau chirng thirc n'Op 01 bO ho sa yeu cau chimg thvc. 

+ Nguari thirc hien chirng thirc (hoac nothi tiep nhan ha sa trong trtreeng hop 
tie") nhan ho sa tai bo phan mot cira, mot cira lien thong) kiem tra giay to trong ho 
sa yeu cau chirng thvc, neu day 	tai thari diem chirng thvc nguoi lap di chuc to 
nguyen, minh man va nhan thirc, lam chi" dugc hanh vi 	minh thi thirc hien 
chi:mg thvc. 

+ Ngueri lap di ch.& phai ky truck mat nguoi thirc hien chi:mg thvc, neu di 
chitc CO tie hai trang tra len thi phai 1g') vao tirng trang. Tru.deng hop ngu.(31 yeu cau 
cluing tkrc nOp ho sa tai bO ph an mot cira, mot caa lien thong thi phai ky tru.o.c 
mat nguoi tiep nhan ho 

+ Truerng hgp nguoi yeu cau chirng thirc khong 14 dugc thi phai diem chi; 
neu nguoi d6 khong d9c dugc, khong nghe dugc, khong 14, khong diem chi dugc 
thi phai c6 02 (hai) nguoi lam chirng. Ngued lam chirng phai c6 	nang lvc hanh 
vi dan sr va khong co quyen, lgi ich hoac nghia vv lien quan den giao dich. Nguoi 
lam chirng do nguoi yeu cau chirng thirc bo tri. Truerng hqp nguoi yeu cau chimg 
thvc khOng bo tri dugc thi de nghi co quan thvc hien chirng thirc chi dinh nguoi 
lam chi:Mg. 

+ Nguai thvc hien chirng thirc (ho0c nguoi dip nhan ha so.) ghi led chimg 
theo mau quy dinh;  Tru.thig hap tiep nhan ho sa tai bO ph an mot cera, mot cira lien 
thOng thi nguoi tiep nhan ho so. 19'; vao tong trang ctia di chic va kj) vao du-61 lai 
cluing theo mau quy clinh. 

Ngtrai thirc hi"On chteng thirc ky vao tirng trang czia di chic (n'u ho sa khong 
goat flip nhan qua bO phan mot cira, mot cira lien thong), 14, ghi ro h9 ten, dOng 
dau dm co quan thvc hien chimg thirc va ghi vao so chirng thvc. 

DIM voi di chiac c6 tir 02 (hai) trang tra len, thi tong trang phai dugc danh se') 
thir tic, có chit 14 cila nguoi yeu cau chimg thirc va ngtriyi thirc hien chirng thvc; so 
lugng trang va lui chirng dugc ghi tai trang cuoi cila di chiic. Truang hgp di chitc 
c6 tir 02 (hai) to tra len thi phai dung dau giap lai. 

+ Trong truing hgp nguoi yeu cau chimg thvc khong thong thao tieng Viet 
thi phai co nguoi phien dich. Ngueri phien dich phai IA nguoi co nang lire hanh vi 
dan sty day theo quy dinh cua phap luat, thong thao tieng Viet va,ngon ngir ma 
nguoi yeu cau chimg thvc sir dung. Ngueri phien dich do nguoi yeu cau chirng thirc 
mei hoac do co quan thvc hien chiing thirc chi dinh. Thu lao phien dich do nguoi 
yeu cau chimg thirc tra. Ngueri phien dich có troth nhiem dich day 	chinh xac 
not dung cua di chac, not dung lui chimg cho nguoi yeu cau chirng thirc va l4 vao 
tong trang di chitc viii to each la nguoi phien dich. 

- Cfich thtiv thirc hien: NOp hO so trvc tiep tai BO phan tiep nhan va tra ket 

Ghi chti: Plain chic in nghieng la nhitng not dung A-a doi, bij sung 
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qua dia. Uy ban nhan dan cap xa. 

- Thanh phOn, so luvng hO so': 

Ngueri yeu cau chimg thuc n6p 01 (met) b6 ho so yeu cau chimg thuc, g'6m 
cac giay to sau day: 

+ Du thao di chile; 

+ Ban sao Giay chimg minh nhan dan/Can coat cong dan ho4c H6 chiau 
con gia tri sir dung cua ngubi yeu cau chimg thuc (xuat trinh kern theo ban chinh 
a 6i chi61); 

+ Ban sao giay chirng nhan quyan so huu, quyan sir dung hoac ban sao giay 
to thay the dtrgc phap luat ,quy dinh doi 	tai san ma phap luat quy dinh,  phai 
Bang quyen soquyen sir dung trong trueng hop di chuc lien quan dn tai 
san 	 do; trir truong hop nguoi lap di chuc Bang bi cai chat de doa den tinh mang 
(xuat trinh kern theo ban chinh 6 6i chi6u). 

- Tho'i h#n giai quyet: 

Khong qua 02 (hai) ngay lam viac, ke tir ngay nhan du Wo so yeu cau chimg 
thuc hoac c6 the keo dai hon theo thea thuan bang van ban vOi nguoi yeu cau chUng 
thgc. Truong hop keo dai thoi han giai quyet thi nguoi tiepnhan ho so phai co phieu 
hen ghi ro then gian (giO, ngay) tra ket qua cho nguOi yeu cau chimg thuc. 

- DOi twyng thyc hien thil tuc hanh chinh: Ca nhan, to chirc 

- Co. quan thyc hien thil tuc hanh chinh: Uy ban nhan dan cap xa 

- Wet qua thyc hien thii tuc hanh chinh: Di chuc dugc chimg thuc 

- Phi: 50.000 d'ongidi chix. 

- Ten mau don, mAu khai: Khong 

- Yeu cau, diet' kiln thyc hie‘n thii tuc hanh chinh: / 

- Can cu. phip 1S7 ciia thii tuc hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu va cap ban 
sao to ban chinh, chimg thuc chit ky va chimg thuc hgp dO'ng, giao dich; 

+ Thong to s a 01/2020/TT-BTP ngay 03/3/2020 cita BO tricong BO Tu- phap 
quy dinh chi tilt va Incong dan thi hanh mot so di:du ctia Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cf.ta Chinh phu ve cap ban sao to ban chinh, chieng thuc chu 
k-f)va chicng thuc hop clong, giao dich; 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 dm B6 truang B6 Tai 
chinh quy dinh mirc thu, the do thu, n6p, quan ly va sir dung phi chimg thuc. 

Ghi chfi: Phan chir in nghieng la nhfing not dung sera ctoi, bO sung 
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3. Thu tqc chirng thgc van ban tir choi nh4n di san 

- Trinh tux thgc 

+ Nguoi yeu cau chgng thrc n8p 01 bO ho so yeu cau chgng thgc. 

+ Nguei thvc hien chimg thvc (hoac ngithi flap nhan ha sa trong twang hop 
tiep nhan ho sa tai b6 phan mot cira, mot cira ,lien thong) kiem tra giay trong ho 
so yeu cau chimg thgc, neu day du, tai thi diem chimg thgc nguoi -Ur choi nhan di 
san to nguyen, minh man va nhan thgc, lam chU dugc hanh vi cua minh thi thgc 
hien chgng thvc 

+ NguOi tiz choi nhan di san ky truck mat nguoi thgc hien chiing thgc, neu 
van ban tie choi co tie hai trang tra len thi phai kj) vao tong trang. Trworg hap 
nguoi yeu cau chzing thvc 

tiep 
ho sa tai b6 phan mot cira, m cira lien thong thi 

phai kj) tru'ac mat nguoi tiep nhan ho sa. 

+ Tnrimg hop nguoi yeu cau chgng that khong ky dugc thi phai diem chi; neu 
nguoi do khong d9c dugc, khong nghe dugc, kh8ng V, khong diem chi dugc thi phai 
c6 02 (hai) nguiyi lam chimg. Nguoi lam chimg phai c6 du nang lac hanh vi dan sg va 
khOng co quyen, lgi ich hoac nghia vg lien quan den giao,dich. Nguoi 	chgng do 
nguoi yeucau thing thgc tri. Truang h9p nguoi yeu cu thong 	thgc 'thong bo tri , 
dugc thi nghi co quan thvc hien chi:mg thgc chi dinh nguoi lam chgng. 

+ Nguoi thgc hien chgng thvc (hoac nguoi flap nhan ha sa) ghi led chgng 
theo mau quy dinh. Trwang hop tiep nhan ho sa tai b6 ph an mot tha, mo cita lien 
thong thi nguoi dap nhan h6 sa kji vao tirng trang cita van ban tit choi va kf) vao 
dual loi chteng theo mdu quy dinh. 

Nguoi that hien thong thyr kj) vao tang trang cita van ban tit choi (neu ho 
sa khong twat tiep nhan qua b6 phan mat cfla, mot cl:ca lien thong cita UBND cap 
xd), ky, ghi ro h9 ten, dOng dau cila co quan thvc hien chung thgc va ghi vao so 
chgng thgc. 

D8i voi van ban tir ch6i co tit 02 (hai) trang trer len, thi tong trang phai dugc 
danh s8 thin tv, c6 chir ky cua nguiyi yeu cau thong thvc va nguiyi thvc hien chi.mg 
thgc; so lugng trang va lad chi:mg dugc ghi tai trang cu8i dm van ban tir chOi nhan 
di san. Truerng hqp van ban ti choi nhan di san co dr 02 (hai) to tra len thi phai 
dong dau giap lai. 

+ Trong truerng h9p nguoi yeu cau chgng thgc khong thong thao tieng Viet thi 
phai c6 nguoi phien dich. Nguoi phien dich phai la nguoi c6 nang lye hanh vi dan sv 
day du theo quy dinh cua phap luat, thong thao tieng Viet va ngon ngit ma nguoi yeu 
cau chi:mg thgc sir dung. Nguoi phien ditch do nguoi yeu eau chgng thgc mei hoac do 
co quan thgc hien chgng thgc chi dinh. Thu lao phien dich do nguoi yeu cau chgng 
thgc tra. Nguoi phien dich c6 trach nhiem dich day dU, chinh xac not dung cilia van 
ban tir choi nhan di san, not dung led chgng cho nguoi yeu cau chiing thgc va ky vao 
tong trang van ban tir ch8i nhan di san voi to each la nguoi phien dich. 

Ghi 	Phdn  chit in nghieng ld nhirng not dung sera dfii, bo sung 
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- Cfich thirc thtrc 	N6p he so trvc tiep tai B6 phap tiep nhan va tra ket 
qua cda Uy ban nhan dan cap xa. 

- Thanh phAn, so hrolig he so': 

Ngued yeu cau chirng thvc n6p 01 (met) be he so yeu cau chimg thvc, gem 
cac giay to sau day: 

+ Du thao van ban tir chi nh4ri di san; 

+ Ban sao Giay chimg minh nhan dan/Can cuoc cong dan hoac He chieu 
con gia tri sir dung dm nguoi yeu cau chimg thirc (xuat trinh kern theo ban chinh 
de del chieu); 

+ Ban sao giay chirng nh4n quyen soy hau, quyen sir dung hoac ban sao giay 
to thay the dugc phap 1u4t quy dinh doi v6i tai san ma phap 1u4t quy dinh phai 
(tang ky quyen sa huu, quyen sir dung trong truong hop hop dong, giao dich lien 
quan den tai san d6 (xuat trinh kern theo ban chinh de dei chieu). 

- Thai hyn giai quyet: 

Khong qua 02 (hai) ngay lam vi8c, ke 'Ur ngay nhan du he so yeu cau chimg 
thvc hoac c6 the keo dai hon theo thoa thu4n bang van ban vOi nguoi yeu cau chimg 
thvc. Tru6ng h9p keo dai thoi han giai quyet thi nguoi tiep,nh4ri ho so phai c6 phieu 
hen ghi ro thei gian (gi6, ngay) tra ket qua cho ngu6i y8u cau chimg thvc. 

- DOi tuvng thirc hien thii tyc hanh chinh: Ca nhan, to chdc 

- 	quan thirc hien thii tyc hanh chinh: f.13,  ban nhan dan cap xa 

- Ket qua thirc hien thii tyc hanh chinh: Van ban tir chei nhan di san dugc 
chimg thvc 

- Phi :50.000 dong/van ban. 

- Ten maul don, 	khai: Khong 

- Yeu cau, chieu kiln thirc hien thii tyc hanh chinh: / 

- Can cti phap 157 ciia thii tyc hanh chinh: 

+ Nghi dinh se 23/2015/ND-CP ngay 16/02/2015 cua Chinh phd ve cap ban 
sao tir ban chinh, chimg thirc chit 14/ va chimg thvc hop dong, giao dich; 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 ciuz Bo tru'ang Bo TuThap 
quy clinh chi tilt va &tong dan thi hanh mot so dieu cita Nghi clinh so 23/2015/ND-
CP ngay 16/02/2015 czia Chinh phu ve cap ban sao tit ban chinh, chi:mg thyv chit. 

va Chung thuc hcfp dong, giao dich; 

+ Thong to se 226/2016/TT-BTC ngay 11/11/2016 dm B6 tnxang Be Tai 
chinh quy dinh mire thu, the do thu, nep, quan157va sir dung phi chirng thvc. 

Ghi chti: Phim chic in nghieng la nhang not dung sera d4i, b 76 sung 
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4. ThU tuc chtimg thi c van bin thoa thu4n phan chia di san ma di san la 
Ong san, quy'en sir dung chat, nha 

- Trinh ty thyc 

+ Nguoi yeu can chi:mg thgc n()p 01 b'ci h'6 so yeu cau chi:mg thuc. 

+ Ngirei thuc hien chimg thgc (hock nguoi tiep' nhein ho so' trong tru&ng hap 
tiep nhoin ho so' tai ba phan mat cira, mat cira lien thong) kiem tra giay to trong h6 
so yeu cau chirng thuc, neu day du, tai thi diem chimg thgc cac ben tham gia thoa 
thuan phan chia di san to nguyen, minh man va nha.n thirc, lam cha dugc hanh vi cua 
minh thi thgc hien chimg thuc. 

+ Cac ben tham gia thoa thuan phan chia di san phai 1c3'7 tnrerc mat nguoi 
thgc hien chimg thuc, neu van ban thoa thujn phan chia di san có tie hai trang tra 
len thi phai 19') vao ding trang. Tryrong hap ngtreri yeu cau chting thyr nap ho so' tai 
ba phjn mat cira, mat cira lien thong thi cac ben thoa thujn phan chia di san phai 
k-j; trua.c mat nguai tiep nhjn ho so'. 

+ Truong h9p nguoi yeu cau chimg thuc khong Ic)'T dugc thi phai diem chi; neu 
nguoi do khong d9c dugc, khong nghe dugc, khong ky, khong diem chi dugc thi phai 
c6 02 (hai) nguoi lam chimg. Nguoi lam chimg phai c6 du nang luc hanh vi dan su va 
khong c6 quyen, lgi ich hoac nghia vg lien quan den giao,dich. Nguad 	chimg do 
nguoi yeu,cau chimg thuc bo tri. Trueng h9p nguoi yeu cau chimg thuc khong bo's tri 
dugc thi de nghi co quan thuc hien chimg thgc chi dinh nguoi lam chimg. 

+ Nguiyi thuc hien chirng thuc (hoJc nguoi tiep nhan ho so) ghi lad chimg 
theo mau quy dinh. Truawg hap tiep nhjn ho so. tai ba phan mat cira, mat cfra lien 
thong thi nguoi tiep nhejn ho so ky vao tong trang cita van ban thoa thujn phan 
chia di san va k-f; vao dual 161 thong theo mau quy clinh. 

Ngual thuc hien chirng thz,rc k-f) vao tieng trang cita van ban thoa thuan phan 
chia di san (neu ho sa khong &lac tiep nh jn qua ba phjn mat cfra, mat cfra lien 
thong), ky, ghi r-6 h9 ten, dung ddu cua co quan thuc hien chimg thgc va ghi vao so 
chimg thuc. 

D6i voi van ban th6a thuan phan chia di san co tir 02 (hai) trang troy len, thi 
ti mg trang phai dugc danh so thin tu; so lugng trang va lot chimg dugc ghi tai trang 
cuoi cua van ban th6a thuan phan chia di san. TnrOng hop van ban them thuan phan 
chia di san co tir 02 (hai) to tro• len thi phai dung d'Au giap lai. 

+ Trong truCmg hqp nguoi yeu cau chimg thuc khong thong thao tieng Viet 
thi phai co nguoi phien dich. Ngu&i phien dich phai la nguoi c6 nang luc hanh vi 
dan sir day du theo quy dinh cua phap luat, thong thao tieng Viet va ngon ngir ma 
nguiyi yeu cau chUng thgc sir dung. Nglayi phien dich do nguoi yeu cau chimg thuc 
mot hoac do co quan thgc hien chirng thgc chi dinh. Thu lao phien dich do nguoi 
yeu cau chirng thuc tra.Ngued phien dich co trach nhiem dich day du, chinh xac not 
dung dm van ban thoa thuan not dung lot chimg cho nguoi yeu cau chimg thuc va 

Ghi 	Phil:: chain nghieng Id nhirng not dung sue: &di, boz  sung 
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ky vao timg trang van ban th6a thuan \Teri to each la nguoi phien dich. 

- Cach thtic thtyc hien: Nep he so true tip tai Be phan tip nhan va tra ke't 
qua dm Uy ban nhan dan cap xa. 

- Thanh phAn, so luvng ho so': 

Nguoi yeu cau chirng thuc nep 01 (met) be he so yeu cau chimg thgc, gem 
cac giay to sau day: 

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

+ Ban sao Gidy chimg minh nhan clan/Can coat tong dan hoac He chitu 
con gia tri sir dung dm nguoi yeu cau chirng thuc (xuat trinh kern theo ban chinh 
de dei chiL); 

+ Ban sao gidy chimg nhan  qu)4'n sa huu, qu34n sir dung hoac ban sao gidy 
to thay the duck phap luat quy dinh del voi tai san ma phap luat quy dinh phai 
clang lc)", quyen so hirer, quyen sir dung trong trueing hop hop dong, giao dich lien 
quan an tai san do (xudt trinh kem theo ban chinh de dei chitu). 

- Thin hyn giai quy4t: 

Khong qua 02 (hai) ngay lam viec, ke tiz ngay nhan du he so yeu cau chimg 
thuc hoac c6 the keo dai hon theo thoa thuan bang van ban vOi nguoi yeu cau chimg 
thuc. Tnreng hop keo dai tiled han giai quyet thi nguoi tiep,nhAn ho so phai co phial 
hen ghi ro thoi gian 	ngay) tra ket qua cho nguoi yeu cau chimg thuc. 

- Doi tuvng thiyc hien thit tic hanh chinh: Ca nhan, to chirc 

- Cu quan tittle hien thu tic hanh chinh: Uy ban nhan dan cap xa 

- Ket qua thtyc hien thil tic hanh chinh: Van ban thoa thuan phan chia di 
san ducic chimg thuc 

- Phi: 50.000 deng/van ban 

- Ten ritu dun, mAu te•khai: Khong 

- Yeu cau, dieu kien thtyc hien thit tic hanh chinh: / 

- Can cu. phip 157 cua thit tic hanh chinh: 

+ Nghi dinh se 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban 
sao tit ban chinh, chirng thuc chit 14,  va chimg thuc hop &Ong, giao dich; 

+ Thong tu. so 01/2020/TT-BTP ngay 03/3/2020 ciuz BO truthig BO Tu phcip 
quy clinh chi tiit va &rang dan thi hanh mot so: cliuctia Nghi clinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu ve cap ban sao tir ban chinh, chirng thus chi 
19'; va chung thkrc hap clOng, giao dich; 

+ Thong to se 226/2016/TT-BTC ngay 11/11/2016 dm Be tnrerng BC) Tai 
chinh quy dinh mirc thu, the do thu, nep, quan ly va sir dung phi chimg thuc. 

Ghi cho: Plain cher in nghieng la nhikng not dung sera ddi, bij sung 

• 



36 

, 5. Thu tuc chting thine van ban khai nh4n di san ma di san la dOng san, 
quyen sira dung dit, nha ee 

- Trinh by thirc hien: 

+ Ngu6i yeu can chirng thuc n6p 01 b6 h'6 so yeu cau chung thuc. 

+ Nguoi thuc hien chirng thuc (hoac ngirol tiep nhan ho sa trong tnrong hap 
tiep nhan ho sa tgi bee ph "an mot cira, mot cfra lien thong) hem tra giay to trong ho 
so yeu cau chirng thuc, neu day du, tai theYi diem chimg thuc cac ben tham gia van ban 
khai nhan di san tv nguyen, minh man va nhan thdc, lam chu dugc hanh vi cua minh 
thi tiep nhOn ho sa, thut hien chirng thuc. 

+ Nguoi khai nhan di san phai ky tru&c mat nguoi thuc hien chung thuc, neu  
van ban khai nhOn di san có tic hai trang tra len thi phai ky vao tirng trang. Trtrorg 
hap nguai yeu cau chirng thz,rc nOp ho sa tgi bee phdn,mOt cira, 

ho 
cira lien thong 

thi ngwai khai nhan di san phai kj) truorc mat nguffi tiep nhan ho sa. 

+ Tnrong hop nguoi yeu cau chung thuc khOng ky dugc thi phai diem chi; neu 
nguoi do khong doc dugc, khong nghe dugc, khOng V, khong diem chi dugc thi phai 
c6 02 (hai) nguoi lam chung. Nguoi lam chirng phai c6 du Wang luc hanh vi dan su va 
khOng c6 quyen, lgi ich hoac nghia vu lien quan den giaodich. Nguoi lam chung do 
nguoi yeu,cau chirng thuc bee tri. Tnrong hop nguoi yeu cau chimg thuc khong b6 tri 
dirge thi de nghi co quan thuc hien chUng thuc chi dinh nguoi lam chung. 

+ Nguoi thuc hien chdng thut (hock ngireri tiep nhan hi) sa) ghi loi chimg 
theo mau quy dinh. Truang hap tiep nhan ho sa tgi bee ph"an mot cira, mot cira lien 
thong thi nguoi tiep nhan ho sa ky vao tirng trang czaa van ban khai niran di san va 
ky vao duz'fi 	chic/1g theo m'au quy 

Ngueri thyv hien chung tkrc ky vao tirng trang ctia van ban khai nhan di san 
(neu ho sa khong duos tiep nkin qua bee pkin mot 	mot eira lien thong), 1(3'7, ghi 
ra h9 ten, clung dau dm co quan thuc hien chirng thuc va ghi vao so chimg thuc. 

D6i vai van ban khai nhan co td 02 (hai) trang Ira len, thi tiling trang phai dugc 
danh so did tir, c6 cha V dm nguoi yeu can chirng thus va nguoi thuc hien chirng 
thuc; so lugng trang va 16i chimg dugc ghi tai trang cuoi cilia van ban thoa thuan. 
TruOng hop van ban khai nhan c6 tir 02 (hai) to tree len thi phai dung dau giap lai. 

+ Trong trueng hop nguoi yeu cau chirng thgc khong thong thao tieng Viet 
thi phai c6 nguoi phien dich. NguZyi phien dich phai la nguOi co nang luc hanh vi 
dan su day du theo quy dinh cua phap 141, thong thao tieng Viet va,ngOn ngii ma 
nguoi yeu cau chung thuc sir dung. Nguoi phien dich do nguoi yeu cau chirng thuc 
mad hoac do co quan thuc hien chung thut chi dinh. Thu lao phien dich do nguoi 
yeu cau chirng thuc tra. Nguoi phien dich co trash nhiem dich day dil,,chinh xac n6i 
dung dm van ban khai nhan di san, not dung Ryi chimg cho nguoi yeu cau chirng thuc 
va ky vao tiling trang van ban khai nhan voi to each la nguoi phien dich. 

- Cfich thik there hien: N6p ho so true tiep tai 13() phan tiep nhan  va tra ket 

Ghi chti: Phan cht2. in nghieng lit nhang not dung sera c oil, bee sung 
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qua dia Uy ban nhan dan cap xa. 

- Thanh phAn, se luvng ho so': 

Nguai yeu cau thong thuc n'Op 01 (mOt) bO ho sa yeu cau chimg thuc, gam 
cac giay to sau day:.  

+ Du thao van ban khai nhan di san; 

+ Ban sao Giay chirng minh nhan dan/Can cu.ac cong dan hoac Ho chie'su 
con gia tri sir dung cua ngtroi yeti cau chirng thgc (xuat trinh kern theo ban chinh 
de dai chiL); 

+ Ban sao giay thong nhan qu34n so hau, quy&'n sir dung hoac ban sao giay 
to thay the dugc phap luat quy dinh dai v6i tai san ma phap luat quy dinh phai 
clang IcS7 quy&I sa hiru, qu)4'n sir dung trong truOng hop van ban khai nhan di san 
lien quan den tai san d6 (xudt trinh kern theo ban chinh de d61 chi6u). 

- TWA hun giii quyet: 

Khong qua 02 (hai) ngay lam vi'ec, ke tir ngay nhan du ha sa yeu cau chirng 
thuc hoac c6 th6 keo dai han theo thoa thuan bang van ban v6i nguoi yeu cau chirng 
thuc. TruOng hgp keo dai thiyi han giai quye't thi nguad ti'ep,nhan sa phai co phie'su 
hen ghi ro theci gian 	ngay) tra ket qua cho ngtroi yeti cau chimg thuc. 

- Doi twyng thtyc hien thii tuc hanh chinh: Ca nhan, to chirc 

- 	quan thtrc hien thil tuc hinh chinh: f1y ban nhan dan cap xa 

- Ket qui thtyc hien thil tuc hinh chinh: Van ban khai nhan di san dugc 
chimg thuc 

- Phi: 50.000 dang/van ban 

- Ten mau dun, mau tir khai: Khong 

- Yeu cau, dieu kiln thirc hien thil tuc hinh chinh: / 

- Cin cir phip 1ST cua thu tuc hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap ban 
sao to ban chinh, chirng thuc chit 14, va thing thuc hop dang, giao dich; 

+ Thong to so 01/2020/TT-BTP ngay 03/3/2020 cl:ia Bo tricong BO Tit phap 
quy clinh chi tilt va &rang dan thi hanh mot so dieu czia Nghi clinh so 23/2015/ND-
CP ngay 16/02/2015 cita Chinh phi ve cap ban sao tie ban chinh, chting thuc chic 
Icf)va thong thuc hop clang, giao dich; 

+ Thong to so 226/2016/TT-BTC ngay 11/11/2016 dm 13(5 truong BO Tai 
chinh quy dinh mirc thu, the do thu, nOp, quan ly va sir dung phi chirng thuc. 

Ghi 	Phan chit- in nghieng la nhfrng not dung sera dai, ba sung 
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(Kern theo Qu 	o 4746.ngay4.5"thang 7 neirn 2020 
cUa Chu tich UBND tinh Thira Thien Hue) 

STT SL ho so' 
TTHC 

Ten thii tic hanh 
chinh 

Ten VBQPPL quy dinh 
not dung sira doi, bo sung 

Linh 
vyc 

Co' quan 
thyc hien 

Thii tic hanh chinh ciia ding chtimg vien thyc hien chfrng thyc 

1 2.001004 Chung thuc ban sao tir 
ban chinh giay fa, van 
ban do 	ca ,  quan, 	to 
chirc c6 tham quyen 
dia. 	Viet 	Nam; 	ca 
quan, to chirc c6 tham 
quy&I dm nuot ngoai; 
co. quan, to chirc c6 
tham quyen dm Viet 
Nam lien ket vOi co 
quan, to chirc CO tham 
quyen dm nuac ngodi 
cap hoc chimg nhan. 

Thong to s6 01/2020/TT- 
BTP ngdy 03/3/2020 dm 
BO twang B6 Tu phap 
quy dinh chi ti'et va huang 
clan thi hanh mot so dieu 
dm 	Nghi 	dinh 	so 
23/2015/ND-CP 	ngdy 
16/02/2015 	dm 	Chinh 
phil ye cap ban sao tir so 
g6c, chimg thuc ban sao  

tir ban chinh, chirng thuc 
chi' 14 va chimg thuc hop 
&Ong, giao dich 

Chimg 
thuc 

Cong 
chimg 
vien 
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2  Kh6ng 
co ma s6 

Chirng 	thuc,  chi' 	14 
trong cac giay to, van 
ban Op dung cho ca 
truong hop chimg thuc 
diem chi va truOng hop 
nguei yeu cau chimg 
thuc kh6ng 14, Ichong 
diem chi &roc) 

Thong to s6 01/2020/TT- 
BTP ngay 03/3/2020 dm 
B6 truang B6 Tu phap 
quy dinh chi tiet va huang 
clan thi hanh mot so diet' 
dm 	Nghi 	dinh 	s6 
23/2015/ND-CP 	ngay 
16/02/2015 	dm 	Chinh 
phi' 1/' cap ban sao tir so 
goc, chUng thuc ban sao 
tir ban chinh, chimg thuc 
chit 14 va chimg thuc hop 
dung, giao dich 

Chung 
thuc 

Cong 
chimg 
vien 
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