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thit tuc hanh chinh duce saa dai, b6 sung trong tinh vvc chung thvc thu6c tham 
quyen giai quyet cUa cap huyen ap dung tren dig ban tinh Thaa Thien Hue. 

Di&I 5. Chanh Van phong Uy ban nhan dan tinh; Giant d6c Ser Tu 
phap; Chit tich 1.): ban nhan dan cac huyn, thi xa va thanh ph6 Hue va cat to 
chirc, ca nhan iien quan chin trach nhiem thi hanh Quyet dinh nay./. 

!Yin nhan: 
- Nhu Dieu 5; 
- Cut: KSTTHC, B( Tu phap; 
- CT va eau PCT VBND tinh; 
- SNV, Sir KH&CN, Sv TT&TT; 
- Gong Thong. tin din to tinh; 
- Cac PCVP va. CV: TP. TH; 
- Luu: VT. KNNV. v  
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Phu Iv 
INH oiroc CHUAN HOA THUQC THAM QUYEN 
P HUYEN TREN DIA BAN TINH THUTA THIEN HUE 
yAt Binh s 	/QD-UBND ngayt6thang 8nam 2016 

tich Uy ban nhcin dan tinh Thav Thien Hue) 

PHAN I 
DANH MIX THU TUC HANH CHINH D1U.QC CHUAN HOA 

THUQC THAM QUYEN GIAI QUYET ODA CAP HUYEN 
TREN DIA BAN TINH THIYA THIEN HUE 

STT Ten thii tyc hanh chinh Ca quan flint hien 

1. 
Cap ban sao tit so gOc 

Co quan, to chirc 
cap huyen Bang •  
guar' lY so goc 

2.  Chung thuc ban sao tir ban chinh giAy to, van ban 
do co quan, to chirc co tham quy6'n cna V* Nam 
cap hoac chimg nhan 

Ph6ng Tu phap cap 
huyen 

3.  Chirng thuc ban sao tir ban chinh giay to., van ban 
do co quan, to chin c6,tham quyen cga nth:9c ngoai; 
co quan, to chirc c6 tham quyen cga Viet Nam lien 
ket vat ,ca quan, to chin co than' quyen cga ntrot 
ngoai cap hoac chi ng nhan 

Ph6ng Tu phap cap 
huyen 

4.  
thuc chit ky trong cac giay to', van ban 

Ph6ng Tu phap cap 
huyen 

5.  Chung thtrc hop dOng, giao dich lien quan den tai 
san la dOng san 

Ph6ng Tu phap cap 
buyer' 

6.  ChUng thuc viec sin dOi, bO sung, hgy bo hop ding, 
giao dich 

Ph6ng Tu phap cap 
huyen 

7.  
Sitar& sai sot trong hop diing, giao dich 

Phong Tu phap cap 
huyen 

8.  Cap ban sao co chimg thuc tir ban chinh hop dOng, 
giao dich da dtroc chimg thgc 

Ph6ng Tu phap cap 
huyen 

9.  Chi:mg thuc chit ky nguai dich ma ngueri dich la 
cOng tac vier' dich thuot cga Pheng Tu phap 

Ph6ng Tu phap cap 
huyen 

10.  Chimg thuc chit k9 ngtred dich ma ngueri dich 
Icheng phai la Ong tac vien dich thuot cga Ph6ng 
Tu phap 

Phong Tu phap cap 
huyen 

11.  Chimg thuc van ban th6a thuan ph'an chia di san ma 
di san la ding san 

Ph6ng Tu phap cap 
huyen 

12.  Chung thuc van ban khai nhan di san ma di san la 
dOng san 

Phong Tu phap cap 
huyen 
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PHAN H. 
NOI DUNG CUA THU TUC HANH CHINH DUVC CHUAN HOA 

THUQC THAM QUYEN GIAI QUYET CUA CAP HUYEN 
TREN DIA BAN PENH THU'A THIENE HUE 

1. Thii tyc cap ban sao tir s6 g6c 
- Trinh to thuc hien: 

+ NgtrOi yeu cau cap ban sao to s6 g6c phai xuat trinh cac giay to phvc vu 
cho yeu cau cap ban sao tiz so goc. Truerng hop gCri qua duerng buu din thi phai 
gui kern ban sao c6 cluing thuc theo quy dinh. 

+ Co quan, to chdc can cu vao s6 g6c de‘ cap ban sao cho ngueri c6 yeu 
cau; not dung ban sao phai ghi dung not dung da ghi trong so goc. 

+ Trong truong hoop kitting tim thay s6 g6c hoac trong so g6c khong co 
thong tin ye n6i dung yeu cau cap ban sao thi co quan, to chirc dang luu gift so 
goc c6 trach nhiOm tra loi bang van ban cho ngueri c6 yeu cau. 

+ Nguen c6 you cau cap ban sao to so goc nhAn ket qua tai not n6p h6 so 
hoac qua buu din (neu n6p qua buu diOn). 

- Cach that thiyc hien: Nip ho so true tiep tai co quan, t6 chirc luu s6 g6c 
hoac gui yeu cau qua buu diOn. 

- Thanh phan, so hung ho so: 

+ Truerng hop n6p trot tiep thi xuat trinh ban chinh hoac ban sao CO chimg 
thuc giay chUng minh nhan dan hoac h6 chieu con gia tri stir dung de nguen tiep 
nhan h6 so kiem tra. 

+ Truerng hop nguiri yeu cau cap ban sao to so goc gui qua buu din thi 
phai gui kern theo ban sao c6 chUng thuc giay Chung minh nhan dan hoac ho 
chi8u con gia tri su dung, phong bi dan tem ghi r'6 ho ten, dia chi ngtrOi nhAn cho 
co quan, to chirc cap ban sao. 

+ Trutng hop nguti yeti cau IA ngueri dai din theo phap luat, ngueri dai 
dien theo uy quyen cna ca nhan, to chirc,ducc cap ban chinh; cha, ,me, con; vg, 
ch6ng; anh, chi, em runt; ngueri thus ke khac 	ngueri dugc cap ban chinh 
trong truong hoop,nguai do chet thi phai xuat trinh giay to chi:mg minh quan he 
veri nguoi &roc cap ban chinh. 

- Thtri ban giii quyet: 
Trong ngayco quan, chirc tiep nhan yeu cau ho4c trong ngay lam viec 

tiep theo, neu tiep nhan yeu cau sau 15 gio. Trong truong hoop yeti cau cap ban 
sao to so goc dugc gui qua buu din thi theri han dugc thuc hiOn ngay sau khi co 
quan, to chirc nhan du ho so hop IO theo dau buu diOn. 

- Doi twang thtrc hien thit tyc hanh chinh: Ca nhan, to chirc. 
- 	quan that hien thu tyc hanh chinh: Co quan, to chirc dang quan ly 

s6 g6c (Ph6ng Tu. phap,...). 

- Ket qua thtyc hien DIU tyc hanh chinh: Ban sao dugc cap tir so g6c. 
- Le phi: Khong thu. 
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- Ten man don, mau to' khat: Khong. 
- Yeu cau, clitu kien thy'c hien thu tuc hanh chinh: Phai co so gOc. 
- Can dr Oar) 15,  ctia thti tut hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap 
ban sao tir so goc, chfrng thuc ban sao tiz ban chinh, chimg thuc cher ky va chirng 
thuc hop &mg, giao dich; 

+ Thong to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 dm 
BO Tai chin"' va BO Tu phap quy dinh mat thu, the dO thu, nOp va quan lY le phi 
chirng thuc ban sao to ban chinh, chirng thuc chit ky, chirng thuc hop &Ong, giao 
dich. 
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2. Thu tyc chting thyc ban sao tir ban chinh giAy ta, van ban do co' 
quan to chat có thArn quyen cim Viet Nam cap ho4c chiing nh4n 

- Trinh tir thtrc hien: 

+ Ngueri yeu cau chung thoc phai xuat trinh ban chinh gi8.y ter, van ban 
lam co so de chung thoc ban sao va ban sao can chung thoc. 

+ Truing hop ngued yeu cau chung thus chi xuat trinh ban chinh thi co 
quan, to chat tien hanh chup tir ban chinh de thoc hien chung thoc, trir truing 
hop co quan, to chat khong cif) phuong tin de chtip. 

+ Ngueri thus hiOn chung thoc kiem tra ban chinh, doi chieu veri ban sao, 
neu not dung ban sao thing vol ban chinh, ban chinh giay td, van ban khong 
thuac cac truing hop ban chinh giay to, van ban khong dugc clang lam co so de 
chimg thoc ban sao thi thoc hien chung thus nhu sau: 

* Ghi day du len chung chung thoc ban sao tir ban chinh theo mau quy 
dinh; 

* KY, ghi re h9 ten, dozing dau caa co quan, to cherc thoc hien chung thoc 
va ghi vao so chung thus. 

, DM veri ban sao co lily 02 (hai) trang trer len thi ghi 161 chung vao trang 
cuoi, neu ban sao co tir 02 (hai) tb trer len thi phai thing dau giap lai. 

Mai ban sao duce chung thoc tir mat ban chinh giAy ta, van ban hoac 
nhieu ban sao dugc Chung thoc tir mat ban chinh giay tO, van ban trong ding 
mat theri diem dirge ghi mat so chung thoc. 

+ Nguoi yeu cau chung thoc nhan ket qua tai not nap ha so. 

- Cach that that hien: Nap ho so va nhan ket qua troc tiep tai BO phan 
flap nhan va tra ket qua UBND cap huyen. 

- Thinh phOn, so luring hO so: Ban chinh giAy tO, van ban lam co kr de 
chung thoc ban sao va ban sao can chUng thoc.,  Truing ,hop ngueri yOu cau 
chung thoc chi xuat trinh ban chinh thi co quan, to cherc tier' hanh chtip tir ban 
chinh de thoc„  hien chung thuc, trir truing hop co quan, to chuc khong co 
phmmg tin de chop. Ban sao chum tir ban chinh de thut hien chung thoc phai 
co day da cac trang cid ghi th6ng tin dm ban chinh. 

- Thiri han giii quyet: Trong ngdy co quan, to cherc tiep nhan yeu cau 
hoac trong ngay lam viec tiep theo, neu tiep nhan you cau sau 15 gib. Doi veri 
truing hop ding mat luc yeu cau chung thoc ban sao nhieu ,loai ban chinh 
giay 	,van ban; ban chinh co nhieu trang; yeu cau so luting nhieu ban sao; nai 
dung giay ter, van ban phac tap kilo kiem tra, doi chieu ma co quan, to cherc thoc 
hien chung thoc khong the dap ung dugc theri han quy dinh neu tre'n thi therihan 
chung antic duos keo dai them khong qua 02 (hai) ngay lam viec hoac co the dai 
hon theo th6a thuan bang van ban veri ngueri yeu cau chung thoc. Tnremg hop tra 
ket qua trong ngay lam viec tiep theo hoac phai keo dai died gian theo quy dinh 
thi ngueri tiep nhan ho so phai co phieu hen ghi re) Mari gian (06., ngay) tra ket 
qua cho ngtrori y8u cau chung thoc. 
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- Doi ttryng thyt hien thii tyc hanh chinh: Ca nhan, to chat. 

- Ca quan thyc hien thii tyc hanh chinh: Phong Tu phap. 

- Ket qua thyc hien thii tyc hanh chinh: Ban sao doge chimg thuc tit 
ban chinh. 

- Le phi: 2.000 deng/trang; tic trang this 3 tre len thi m& trang thu khong 
qua 1.000 dong/trang, nhung mat thu toi da thu khong qua 200.000 dong/ban. 

- Ten mai dan, mai t& khai: Khong. 

- Yeu cau, di'eu kien thkrc hien thu tyc hanh chinh: Ban chinh giay to, 
van ban can chimg thuc. 

Ban chinh giay to, van ban }thong ducc dimg lam ca se de chirng thuc ban 
sao: 

+ Ban chinh bi thy x6a, sira china, them, bet not dung thong h9p le. 

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

+ Ban chinh &Mg dau mat dm ca quan, to chtk co tham quyen hoac 
kh6ng &Mg dau mat nhung ghi re khong doge sao chop. 

+ Ban chinh co not dung trai phap luat, dao dire xa hOi; tuyen truyen, kith 
dOng chien tranh, cheng the (10 xa hOi eha nglila Viet Nam; xuyen tac Lich sir 
ctia dan toe Viet Nam; xiic pham danh du, nhan pham, uy tin cilia ca nhan, to 
Chat; vi pham quyen tong dan. 

+ Giay to, van ban do ca nhan,tu lap nhung khong xac nhan va&mg 
dau 	ca quan, to chirc c6 tham quyen. 

- Can dr phap 1377 ciia thii tyc hanh chinh: 

+ Nghj dinh so 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap 
ban sao tit so gec, chirng thuc ban sao tit ban chinh, chimg thuc chit ky va chimg 
thyrc hop &Mg, giao djch; 

+ Thong to lien tjch so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia 
BO Tai chinh va BO Tu phap quy dinh mire thu, che dO thu, nOp va quan 1y le phi 
chirng awe ban sao tit ban chinh, chirng thuc chit 14, chimg thuc hop &Ong, giao 
dich; 

+ Thong to so 20/2015/TT-BTP nsay 29/12/2015 dm BO Tu phap quy 
dinh chi tiet va huorng dan thi hanh mot so diet' cua Nghj dinh so 23/2015/ND-
CP ngay 16/02/2015 cita. Chinh phil ve cap ban sao tit so goc, chi:mg thuc ban 
sao tit ban chinh, chimg thuc chit ky va chirng thuc hop &Ong, giao djch. 
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3. nil tuc chtimg thiyc ban sao tir ban chinh giAy tit', van ban do ca 
quan, to chitty có tham quyen ciia ntrot ngoai; co.  quan, to chic có thim 
quyen ciia Viet Nam lien ket viii ca quan, to chire có than] quyen ciia ntrot 
ngoai al) ho0c chtimg nhlin 

- Trinh fir thtrc hien: 

+ Ngueri yeu cau chung that phai xuat trinh ban chinh giay tä, van ban 
lam co s& de chung thvc ban sao va ban sao can chung thvc. 

+ Truemg,hcp ngueri yeu eau chirng thvc chi xuat trinh ban chinh thi co 
quan, to chirc lien hanh chap tir ban chinh de thirc hien chung thvc, trir truerng 
hop co quan, to chirc khong co phuong tin de chap. 

+ Ngueri thvc hien chung thvc kiem tra ban chinh, doi chieu yeti ban sao, 
nau not dung ban sao dung yeti ban chinh, ban chinh giay to, van ban khong 
thuat cac truemg hop ban chinh giay to, van ban khong dugc dung lam co so de 
chung thvc ban sao thi thvc hien chilrng thvc nhu sau: 

* Ghi day du loi chung chung thvc ban sao tir ban chinh theo mau quy 
dinh; 

* KS!, ghi re 119 ten, &mg dau dm co quan, to chdc thvc hien chimg thvc 
va ghi vao so chirng thirc. 

Doi voi ban sao co tar 02 (hai) trang trey len thi ghi loi chung vao trang 
cuai, neu ban sao co tir 02 (hai) to tit len thi phai clang dau giap lai. 

, 	ban sao dirge chung thuc 	mot ban chinh giAy to, van ban hoac 
nhieu ban sao dirge chung thvc tir mot ban chinh giay to, van ban trong cang 
mot they' diem dirge ghi mot so chung thvc. 

+ Ngtrai yeu cau chung thvc nhan kat qua tai not nOp ha so. 

- Cach that thine hien: NOp ha so va nhan kat qua true tiep tai BO phan 
tiep nhan va tra kat qua UBND cap huyan. 

- Thanh phOn, so Itrcmg he, so': 

, 	Ban chinh giay to, van ban lam co s& 	chung thvc ban sao va ban sao 
can chimg thvc. Truang hop ngueri yeu cau chung thvc chi xuat trinh ban chinh 
thi co quan, to chat tien hanh chap tir ban chinh de thvc hien chimg thvc, trir 
truerng hop co quan, to chirc khong co phuong tin de chap. Ban sao chap tir ban 
chinh de thvc hien chdrig thvc phai co day du cac trang cm ghi thong tin dm ban 
chinh. 

A - Thai hurl giii quyet: Trong ngay co quan, to civic tiep nhan yeu cau 
hose trong ngay lam viac tiep theo, nau tiep nhan yeu cau sau 15 gig. Doi voi 
truerng hop cang mot lac yeu cau chung thirc ban sao to nhieu loai ban chinh 
giay ter, van ban; ban chinh co nhieu trang; yeu cau so luong nhieu ban sao; not 
dung giay to, van ban phirc tap Icho kiem tra, dOi chieu ma co quan, to chic thvc 
hien chung that khong the dap frng dirge thai han quy dinh neu tren thi theri,  han 
chung thvc dirge keo dai them khong qua 02 (hai) ngay lam viac hoac co the dai 
hon theo th6a thuan bang van ban voi ngirei yeu cau chimg thvc. TruOng hop tra 
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ket qua trong ngay lam viec tiep theo hok phai keo dai thiri gian theo quy dinh 
thi ngoai tiEp nhan ho so phai co phieu hen ghi r6 thai gian (gia, ngay) tra kat 
qua cho ngueri yeu cau chi ng thuc. 

- Biii ttrying thkrc hien thfi tyc hinh chinh: Ca nhan, to chdc. 

- Ca quan thiyc hien thu tyc hanh chinh: Phong Ttr phap. 

- Ket qua thtrc hien thfi tyc hanh chinh: Ban sao dugc chimg thuc tir 
ban chinh. 

- Le phi: 2.000 dOng/trang; tit. trang thU 3 ta len thi mai trang thu kitting 
qua 1.000 dong/trang, nhung mot thu tai da thu khong qua 200.000 dong/ban. 

- Ten matt dun, mau to khai: Khong. 

- Yeti cau, diet' kien thtrc hien thii tyc hanh chinh: Ban chinh giay ta, 
van ban can chUng dux. 

Ban chinh giay to, van ban khong dugc dung lam ca 	chimg thtrc ban 
sao: 

+ Ban chinh bi thy x6a, stra chita, them, bat not dung khong hgp le. 

+ Ban chinh bi hit hong, cu flat, khong xac dinh dugc ngi dung. 

+ Ban chinh thing dau mat dm co quan, to chat ca tham quyEn hoac 
khong dong dau mat nhung ghi ro khong dugc sao chop. 

+ Ban chinh co ngi dung trai phap luat, dao dirc xa h6i; tuyen truyen, kich 
dgng chien tranh, chgng the do xa h6i chit nghia Viet Nam; xuyen tac lick sfr 
ctia dan tgc Viet Nam; xac pham danh du, nhan pham, uy tin dm ca nhan, to 
chdc; vi pham quyen cong dan. 

+ Ban chinh do co quan, to chirc c6 tham quyen cua nuac ngoai cap, cong 
chimg hok chong nhan chua dugc hop phap hoa lanh sit theo quy dinh tai 
Khoan 1 Dieu 20 dm Nghi dinh 23/2015/ND-CP, trir giay to toy than do co 
quan, to chirc c6 tham quyen nth* ngoai cap cho ca nhan nhu ho chieu, the can 
cuot hok ck giay to Ichac nhu the thuang tra,,the cu 	giay phep lai xe, bang 
tot nghiep, chUng chi va bang diem kern theo bang tot nghiep, chUng chi. 

+ Giay to, van ban do ca nhan to lap nhung khong co xac nhan va thing 
dau cita co quan, to chirc co tham quyen. 

- Can dr phi!) IS,  vita thu tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap 
ban sao to so goc, chimg thuc ban sao tir ban chinh, chImg thuc chit ky va chUng 
thuc hop (Ring, giao dich; 

+ ThOng to lien tich so 158/2015/TTLT-BTC-BTP ngdy 12/10/2015 dm 
BO Tai chinh va Bo Tu phap quy dinh mire thu, the dO thu, nap va quan 1y le phi 
chung thirty ban sao ban chinh, chimg thuc chit.  kSf, chi:mg thuc hop thing, giao 
dich; 
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+ Thong to so 20/2015/TT-BTP ngay 29/12/2015 cila BO Tu phap quy 
Binh chi tiet va huang clan thi hanh mot so diet' ctia Nghi Binh so 23/2015/ND-
CP ngay 16/02/2015 cna Chinh phu ye cap ban sao tit so goc, chi:mg thgc ban 
sao to ban chinh, chimg thgc chit kY va chUng thgc hop &Ong, giao dich. 
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4. ThU tyc chting thyt chit ky trong cac gray to, van ban Op dyng cho 
ca 	hqp chfrng thyc diem chi va truing hyv nguiri yeu can chting 
thyt khong the ky, khong the diem chi duvc) 

- Trinh to thuc hien: 

+ Ngtrai yeu cat.' chirng thuc chit k9/diem chi/khong the 14, killing the 
diem chi doge phai xuat trinh cac gin)/ tä phvc vu viec chimg dive chit 1(9. 

+ Trong trtremg hop ngirei yeu cau chimg thus khOng thong thao tieng 
Viet thi phai c6 ngtthi phien dich. Nguai phien dich la ngtrai c6 rang lye hanh 
vi dan sit day du theo quy dinh cua phap luat, thong thao tieng Viet va ngon 
ma ngued you cau chimg thtrc sir dung. Nguei phien dich do ngueri yeu cau 
chimg thtrc mai hoac do ca quan thuc hien chi:mg thvc chi dinh. Thu lao phien 
dich do nguiyi yeu cau chimg thtrc tra. 

+ Ngtroi thuc hien chimg thus kiem tra giay to yeu cau chimg thuc, neu 
thay di) giay to theo quy dinh, tai thai diem chitng thyc, ngued yeu cau chimg 
thuc minh man, nhan thirc va lam chit dirgc hanh vi cua minh va viec chimg 
thvc kitting thueic cac truemg hop khong dirge chimg thuc chi" 14 thi yeu cau 
nguiyi yeu cau chi:mg thtrc 14/diem chi trirac mat va thtrc hien chimg thuc nhu 
sau: 

* Ghi day du lei chimg chimg thtrc chit k9 theo luau quy dinh; 

* 1(9, ,ghi re ho ten, dung dau 	ca quan, to chirc thtrc hien chimg thuc 
va ghi vao so chimg thtrc. 

Doi voi ban sao c6 tit 02 (hai) trang trey len thi ghi lai chimg vao trang 
cuai, neu ban sao c6 tit 02 (hai) to tra len thi phai (long dau giap lai. 

+ Doi \Rai trtrang hoop chimg thuc chit.  14/diem chi/lchong ,tha 14, khong 
the diem chi throe tai be phan 	nhan va tra ket qua theo co che mot cita, met 
cira lien thong thi cong chirc tiep nhan ho so kiem tra cac giay to, neu nhan thay 
ngued yeti cau chimg thuc co dri dieu kien quy dinh tai Khoan 2 Dieu 24 Nghl 
dinh so 23/2015/ND-CP thi de nghi ngtrOi yeu cau chimg thuc k9/diem chi vao 
giay ter can chimg thtrc va chuy'en cho ngued c6 tham quyen 14 chimg thyc. 

+ Ngtrin yeu cal chimg thuc nhan ket qua tai not neip ho so. 

- Cach that thkrc hien: NOp hes so Nth nhan ket qua tryc tiep tai BO phan 
tiep nhan va tra ket qua UBND cap huyen. 

- Thanh plan ha so: 

Nguoi yeu cau chimg thuc chi" k9 cua minh phai xuat trinh cac giay to 
sau day: 

+ Ban chinh hoac ban sao c6 chimg thuc Giay chung minh nhan dan hoac 
HO chieu con gia tri sir dtmg. 

+ Giay ta, van ban ma minh,  se k9/diem chi. Truang hop chi:mg thus chit 
k9 trong giay ter, van ban bang tieng ntrac ngodi, neu ngtriyi, thoc hien chimg 
thuc khong hieu ro nOi dung ciia giay to, van ban thi c6 quyen yeu cau nguoi 
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yeu cau thong that nOp kern,  theo ban dich ra tieng Viet not dung dm giay to,
van ban do (ban dich khong can ding chimg hoac chang that chit 1(9 ngueri dich, 
ngueri yeu cau chi:mg that phai chiu ouch nhi'em ve not dung dia ban dich). 

- Thai hyn thtyc hien yen au chting Uwe: Trong ngay co quan, to chac 
tiep nhan yeu cau hoac trong ngay lam viec tiep theo,,neu tie') nhan yeu cau sau 
15 gia. Truerng hop tra ket qua trong ngdy lam viec tiep theo thi nguai tiep nhan 
ho so phai co phi8u hen ghi re; thin gian (gier, ngay) tra ket qua cho ngtroi yeu 
cau chang thoc. 

- D61 twang thtyc hien thii tyc hanh chinh: Ca nhan. 

- Co quan Hive hien thii tyc hanh chinh: Phong Tu phap. 

- Ket qua thtyc hien thti tyc hanh chinh: Giay to, van ban &roc chimg 
thoc chit k9/diem chi. 

- Lae phi: 10.000 diOng/truong hop. 

- Ten matt dot, nth to khai: Khong. 

- Yen au, dieu kien thyt hien thu tyc hanh chinh: 

Truang hop kh6ng dugc chang that chic 

+ Tai tiled diem chimg that, nguai yeti cau chang that chit k9 khong 
nhan thirc va lam chit dugc hanh vi cua minh. 

+ Nguti yeu cau chung that chit k9 xuat trinh GiAy chimg minh nhan dan 
hoac HO chieu khong con gia tri sir dung ho4c gia mao. 

+ Giay to', van ban ma nguori yeu can chang thoc cho k9 vao co not dung 
quy dinh tai Khoan 4 Dieu 22 dm Nghi dinh 23/2015/ND-CP. 

+ Giay to, van ban c6 nOi dung la hop &rig, giao dich, tra cac truing hop 
quy dinh tai Diem d Khoan 4 Dieu 24 dm Ngh1 dinh 23/2015/ND-CP hoac 
throng hop phap luat co quy dinh khac. 

- Can cur phi') ly ciia this tyc hanh chinh: 

+ Ngh1 dinh s6 23/2015/ND-CP ngdy 16/02/2015 cua Chinh pha ve cap 
ban sao tir so goc, chimg thoc ban sao tir ban chinh, chimg that cho k9 va chang 
that hop clang, giao dich; 

+ Thong or lien -Lich s6 158/2015/TTLT-BTC-BTP ngdy 12/10/2015 ciia 
BO Tai chinh va BO Tu phap quy dinh mac thu, the do thu, nOp va quan 19 le phi 
chang that ban sao tir ban chinh, chang that cho k9, chang thoc hop (long, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm BO Tu phap quy 
dinh chi tiet va blueing dan thi hanh mot so dieu cua Ngh1 dinh so 23/2015/ND-
CP ngdy 16/02/2015 cua Chinh phU ve cap ban sao tir so goc, chirng thoc ban 
sao tux ban chinh, chimg that chit k9 va chang (hue hop (long, giao dich. 

5. Thii tyc chain thyt hap thing, giao dich lien quan den tai sin la 
di;ing san 
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- Trinh ttr thkre 

+ Ngueri yeu cau chimg thkrc nep 01 be M so yeu cau cluing thkrc. 

- Ngueri thkrc hien chimg thuc kiem tra giay to trong ho so yeu cau chi:mg 
thvc, neu day du tai thai diem chimg thkrc cac ben tham gia kip Tong, giao dich 
to nguyen, minh man va nhan thirc, lam chit dugc hanh vi cua minh thi thuc hien 
chimg thkrc. 

+ Cac ben tham gia hop dong, giao dick phai k9 trugc mat nguai thkrc 
hien chimg thvc. Trugng hop nguai c6 tham quyen giao ket hop dOng cua cac to 
chirc tin dung, doanh nghiep dee dang,k9 chit k9 mau tai co quan thvc hien chimg 
thuc thi c6 the k9 truck vao hgp clang; nguai thuc hien chimg thvc phai dot 
chieu chit k9 ctia h9 trong hop dong lied chit 14 mau truerc khi thuc hien chirng 
thus, neu nghi ngg chit k9 trong hgp dong khac vgi chit k9 mau thi yeu cau 
nguai do 14 throat mat. 

+ Trug•ng hop nguai yeu cau chimg thuc khong k9 dirge thi phai diem chi; 
neu nguai de khong dgc dugc, khong nghe dugc, khong k9, khong diem chi 
dugc thi phai co 02 (hai) nguai lam,  chimg. NguOi lam chirng phai co du nang 
lvc hanh vi dan ye. khong co quyen, lei ich heac nghia vu lien quan den hop 
dong, giao dich. Nguei lam chimg do naubi yeu cau chung thvc bo tri. Truerng 
hop nguai yeu cau chimg thuc khong bo tri dirge thi de nghi co quan time hien 
chirng time chi dinh nguai lam chimg. 

+ Ngueri thvc hien chimg thkrc ghi lai chimg tuong tins vOi timg loci hgp 
dong, giao dich theo matt quy dinh; k9, ghi re ,h9 ten, dong dau cila co quan thuc 
hien chimg thuc va ghi vao so 	thuc. Doi vat hop dong, giao dich co tir 02 
(hai) trang tar len, thi timg trang phai dugc danh so thu tit, c6 chit k9 cita nguai 
yeu cau chirng thvc va nguai thuc hien chimg thvc; so luting trang va led chirng 
dugc ghi tai trang cuoi cua hop &Ong, giao dich. Truerng hop hop dong, giao 
dich co tir 02 (hai) to tree len thi phai dong dau giap lai. 

+ Trong trugng hop nguai yeu eau chimg thuc khong thong thao tieng 
Viet thi phai co wed phien dich. Nguti phien dich la nguai phai ,c6 nang Ikrc 
hanh vi dan sr day 	theo quy dinh 	phap 1u4t, thong thao tieng,  Viet ma 
nguai yeu cau chang thuc sir dung. Ngued phien dich do nguai yeu cau chimg 
thuc mai hoac do co quan thkrc hien cluing thkrc chi dinh. Thu lao phien dich do 
nguai yeu cau chimg thuc tra. Ngueri phien dich c6 trach nhiem dich day du, 
chinh xac not dung cita hop dOng, giao dich, MI dung led chimg cho nguti yeu 
cau chimg thvc va k9 vao timg trang hop citing \Teri to each la nguai phien dich. 

- Cach thtic dint hi0: Nei) ho so va nhan ket qua trkrc tiep tai Be phan 
tiep nhan va tree ket qua UBND cap huyen. 

- Thanh phAn, se; luvng hO 

Ngueri yeu cau chimg thuc Op 01 (met) be ho so yeu cau chimg thuc, 
gom cac giay to sau day: 

+ Du thao hop dong, giao dich; 
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+ Ban sao GiAy chirng minh than dan hoac Ho chiOu con gia tri sir dvng 
cua ngtrai yeu cau chi:mg thuc (xuat trinh kern ban chinh de d6i chieu); 

+ Ban sao giay chimg nhAn guyen set 	guyen sir dvng hoAc ban sao 
giAy to thay thO dugc phap luAt quy dinh d'6i voi tai san ma phap luAt ,guy dinh 
phai clang 	guyen se( 	guyen sir dvng trong truemg hop hop (tong, giao 
dich lien quan den tai san do (xuat trinh kern ban chinh de doi chieu). 

- Thal hart giii quyet: Khong qua 02 (hai) ngay lam vie‘c, ke tir ngay 
nhan du h6 so yeu cau chimg thuc hoc co the keo dai hon theo thoa thuan bang 
van ban yeti,  ngueyi yeu cau chirng thuc. Truing hop keo dai JIM han giai guyet 
thi ngued tiep nhAn hO so phai co phial hen ghi rO thai gian (06, ngay) tra kat 
qua cho ngued you cau chimg thuc. 

- Doi tulyng thu'c hien thii tyc hanh chinh: Ca nhan, to chirc. 

- Ca quan thiyc hien thii tyc hanh chinh: Phong Tu phap. 

- Wet qua thtyc hien thii tyc hanh chinh: Hap ding, giao dich dugc 
chi:mg thuc. 

- LO phi: 30.000 dOng/hgp clang, giao dich. 

- Ten mati dot, mi;t ti to khai: 'Chong. 

- Yeu eau, dieu kien Owe hien thfi tyc halal chinh: Khong. 

- Can cir phap ly ctia thii tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cila Chinh phi ye cap 
ban sao tir so g6c, chUng thuc ban sao tir ban chinh, chimg thuc chit k9 va ch(mg 
thuc hop dung, giao dich; 

+ Th6ng tu lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 dm 
BO Tai chinh va BO Tu phap quy dinh mire thu, the dO thu, nip va quan ly lO phi 
chUng thuc ban sao tir ban chinh, chirng thuc chit k9, chirng thus hap (long, giao 
dich; 

+ Thong tu so 20/2015/TT-BTP ngay 29/12/2015 oh BO Tu phap quy 
dinh chi tiet va hue:mg dAn thi hanh mot so diOu cda Nghi dinh so 23/2015/ND-
CP ngdy 16/02/2015 cua Chinh phi) ve cap ban sao tir so goc, chimg thuc ban 
sao tir ban chinh, chimg th?c chit k9 va chirng thuc hop &Ong, giao dich. 
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6. Thit tyc chirng thtyc vie:c sita doi, bit, sung, hit)/ be hop ding, giao dich 
- Trinh ter thtyc hi?n: 

Ngueri yeti cau chi:mg thgc xuat trinh giay to thy ,than con gia tri sir 
dung de nguai thgc hien chting thgc kiem tra va n(ip 01 b8 ho sa. 

+ Viec situ doi, be, sung, hay be hop dong, giao dich da clugc chimg thgc 
chi dugc thuc hien khi co th6a thuan bang van ban dm cac ben tham gia hop 
thing, giao dich. 

+ Viec sira doi, b8 sung, hilly bo hop clang, giao dich dugc thuc hien tai ca 
quan da chimg thuc hop dong, giao dich. 

+ Ngueri thuc hien chimg thuc kiem tra giay to trong he, so yeu cau chimg 
thuc, neu day du tai aped diem chimg thuc cac ben tham gia hop dong, giao dich 
to nguyen, minh man vi nhan thirc, lam chit dugc hanh vi cua minh thi thgc hien 
chimg thgc. 

+ Cac ben tham gia hgp &Ong, giao dich phai 	trulac mat nguai thuc 
hien chimg thuc. Truerng hgp nguai co tham quyen giao ket hop &mg cua cac to 
chirc tin dung, doanh nghiep di dang,ky chit ky mau tai co quan thgc hien Chang
thgc thi c6 the ky truck vao hop &Ong; nguai thgc hien chimg thuc phai doi 
chieu chit ky cita ho trong hop thing vai chit ky mau truck khi thuc hien chimg 
thuc, neu nghi nger chit ky trong hgp dong khac veri chit k9 mau thi yeu cau 
nguai do ky truck mat. 

+ Truang hop nguai yeu cau chimg thgc khong ky dugc thi phai diem chi; 
neu ngudi do khong dgc duge, khong nghe dugc, khong ky, khong diem chi 
dugc thi phai co 02 (hai) nguai lam,  chimg. Nguai lam chi:mg phai co 	gang 
ltrc hanh vi din sit va khong co quyen, lgi ich hoac nghia Nip lien quan den hop 
thing, giao dich.,Nguari lam chimg do ngudi you cau chimg thgc ba tri. Truing 
hgp nguai yeti can chimg thgc khong 138 tri dugc thi de nghi co quan chimg thuc 
chi dinh nguai lam chirng. 

+ Ngueri thgc hien chimg thuc ghi lai chimg twang gas voi timg loaf hgp 
d9'ng, giao dich theo mau quy dinh; ky, ghi ro ho ten, dong dau dm co quan thgc 
hien chirng thuc N/A ghi vao so chimg thkrc. Doi vat hop dong, giao dich co tit 02 
(hai) trang ger len, thi timg trang phai dugc danh so thin tit, co chit ky cua nguai 
yeti cau chimg thuc va nguai thuc hien chimg thgc; so luting trang va lai chirng 
dugc ghi tai trang cuoi cua hop thing, giao dich. Truerng hgp hop dOng, giao 
dich co tir 02 (hai) to trier len thi phai thing dau giap lai. 

+ Trong truerng hop nguai yeu cau chimg thgc khong thong thao tieng 
Viet thi phai co nguai phien dich. Ngueri phien dich la nguai phai co nang ltrc 
hanh vi danskr day du theo quy dinh cua phap luat, thong thao tieng,  Viet ma 
nguai yeu cau chimg thgc sir dung. Ngtrai phien dich do nguai you cau chimg 
thgc mai hoac do co quan tithe hien chimg thuc chi dinh. Thu lao phien dich do 
nguai yeu cau chimg thuc tra. Ngtrai phien dich co trach nhiem dich day 
chinh xthe not dung cita hop dong, giao dich, not dung lai chimg cho nguai yeu 
cau chimg thuc va k9 vao timg trang hgp dong veri to each Id nguai phien dich. 
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+ Ngired yeu cau chimg thuc nhan ket qua tai not *116 sa. 

- Cach that thtyc hien: NOp 116 so va nhan ket qua toe tiep tai BO phan 
tiep nhan va tra ket qua UBND cap huyen. 

- Thanh phAn, so Itrqng ho so% 

Ngirei you cau chimg thuc nOp 01 (met) 130 116 so yeu cau chimg thuc, 
gom cac giay to sau day: 

+ Hap clang, giao dich da dugc chimg thuc; 

+ Du thao hop d6rig giao dich sira d6i, 1:16 sung, hay b6 hop d6rig, giao 
dich da dugc chimg thuc; 

+ Trong truerng hop nOi dung sira doi, bo sung c6 lien quan den tai san thi 
ngtrai yeu cau chimg thirc phai,  nOp ban sao kern ban chinh de d6i chieu giay 
chimg nhan quyen 	hitu, quyen sir dung hoac ban sao giay to thay the dugc 
phap luat,quy dinh doi 	tai san ma phap luat quy dinh phai clang k9 quyen so 
hitu, quyen sir dung, trir truarng hop ngueri 14p di chic dang bi cai ch.& de d9a 
den tinh mang. 

- Thai han giii quyett: Trong ngay co quan, to chat tiep nhan yeu cau 
hoac trongngay lam viec tiep theo, neu tiep nhan yeu cau sau 15 gib. Trutrng 
hgp,  tra ket qua trong ngdy lam viec tiep theo thi nguoi tiep nhan 118 so phai co 
phieu hen ghi r8 thori gian (gib, ngay) tra ket qua cho nguai yeu cau chimg thuc. 

- Doi tuvng thtyc hien thii tyc hanh chinh: Ca nhan, to chat 

- Co quan thiye hitt' thti tyc hanh chinh: Phong Tu phap. 

- Kitt qua thyc hien thii tyc hanh chinh: Hop d6rig, giao dich dugc 
chimg that. 

- Lt phi: 20.000 ding/hap dong, giao dich. 

- Ten matt don, mai to khai: Khong. 

- Yeu au, ditu kien thyc hitn thii tyc hanh chinh: 

Viec siva doi, bt) sung, hay be hap d6ng, giao dich da dugc chimg thuc 
chi dugc that hien khi co thoa thuan bang van ban caa cae ben tham gia hop 
&Ong, giao dich. 

- Can ct? pita') 15,  cua thti tyc hanh chinh: 

+ Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 caa Chinh pha ve cap 
ban sao tit so goc, chimg thuc ban sao tit ban chinh, chimg thuc chit kY va chimg 
thuc hop (long, giao dich; 

+ Thong to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 caa 
BO Tai chinh va BO Tu phap quy dinh mire thu, the dO thu, nOp va quan 19 le phi 
chimg that ban sao tir ban chinh, chimg thuc chit ky, chimg thot hop d8ng, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP ngdy 29/12/2015 caa BO Dr phap quy 
dinh chi tiet va huorng clan thi hanh mot so dieu cua Nghi dinh s8 23/2015/ND- 
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CP ngay 16/02/2015 dm Chinh phd va cap ban sao tilt so g8c, chung thvc ban 
sao tilt ban chinh, chirng thvc chit 10% va ch&ng thvc kip d8ng, giao dich. 
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7. Thfi tyc sfra Ioi sai sot trong hop dtmg, giao dich 

- Trinh ttr thtrc hien: 

+ Nguisi yeu cau chimg thkrc nap 01 ba ha so. 

+ Viec sira loi sai sot trong khi ghi chap, in hop clang, giao dich da doge 
chimg thot dugc thoc hien theo thoa thuan bang,van ban cila cac ben tham gia 
hop (tong, giao dich, neu khong lam anh booing den quyen, nghia vu cua cac ben 
va dugc thuc hien tai ca quan cid cluing thuc hop &rig, giao dich. 

+ Nguai thtrc hien chung thoc gach chan loi sai sot canstra, (long dau cna 
co quan thkrc hien chimg thkrc va ghi vao ben le dia. hop (long, giao dich nai 
dung da sira, ho ten, chit ky cua ngued sira, ngdy thang nam sira. 

+ Nguai yeti cau chimg thoc nhan kat qua tai not nap ho so. 

- Cach thirc thkrc hien: Nap ha so va nhan kat qua troc tiep tai Ba phan 
tiep nhan va tra kat qua UBND cap huyen. 

- Thinh phan, so Itryrng ho so': 

Ngudi yeu cau cluing thoc nap 01 (mat) 130 ha so yeu cau chimg thoc, 
gam cac giay to sau day: 

+ Ban sao Giay chimg minh nhan dan hoac Ho chieu con gia tri sir dung 
yeu cau chirng thot (xuat trinh kern ban chinh de doi chieu); 

+ Van ban thoa thuan ve viec sira loi sai sot trong hop dang, giao dich cid 
dugc chung thoc. 

+ Hop dang, giao dich da dugc chimg thoc; 

+ Ban sao giay chimg nhan quyen so hitu, quyen sir dung hoac ban sao 
giay to thay the duoc phap luat quy dinh dai v6i tai san ma phap luat quy dinh 
phai clang kY quyen so him, quyen sir dung trong truing hop hop dong,giao 
dich lien quan den tai san do (xuat trinh kern ban chinh da doi chieu). 

- Thai han giii quyet: Trong ngay ,ccr quan, to chuc dap nhan yeu cau 
hoac trong ngdy lam viec tiap theo, neu tiep nhan yeu cau sau 15 Oa. Truang 
hop),  tra kat qua trong ngay lam viec flap theo thi nguerri dap nhan ho so phai co 
phial hen ghi ra thai gian (gib, ngdy) tra kat qua cho ngurai yeu cau chimg thoc. 

- Dii ttro'ng thu'c hien thfi tyc hinh chinh: Ca nhan, to chirc. 

- Co' quan thtrc hien thfi tyc hinh chinh: Phong Tu phap. 

- Ket qui thyt hien thfi tyc hinh chinh: Hop dang, giao dich dugc sirs 
loi kji thu'at. 

- Le phi: 10.000 dang/h9p dang, giao dich. 

- Ten mAu do'n, rah to khai: Khang. 

- Yen cau, dieu kien thyt hien thil tyc hanh chinh: 

- Can cu' phip 1± ciia thfi tyc hanh chinh: 

+ Nghl dinh s6 23/2015/ND-CP ngdy 16/02/2015 cua Chinh pha va cap 
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ban sao tit so g6c, chimg thuc ban sao tit ban chinh, chUng thgc chi: IcY va chUng 
thuc hop dong, giao dich; 

+ ThOng tu lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cila 
BO Tai chinh va BO Tu phap quy dinh mat thu, the do thu, nOp va quan lY le phi 
chfrng thuc ban sao tir ban chinh, chi:mg thgc chi) ky, chimg thuc hop (long, giao 
dich; 

+ Thong tu s6 20/2015/TT-BTP ngdy 29/12/2015 cila BO Tu phap quy 
dinh chi tiet va huorng clan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 ciaa Chinh phit ye cap ban sao tit so goc, chi ng thuc ban 
sao tit ban chinh, chi:mg thuc chit Icy va chimg thuc hop &Ong, giao dich. 
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8. Thii tyc cap ban sao c6 chthig thkrc tit ban chinh hqp dong, giao 
dich da &ivy chung thqc 

- Trinh 	thtrc hien: 

+ Ngueri yeu cau cap ban sao c6 chimg that tic ban chinh hop dang, giao 
dich phai xuat trinh cac giay to theo quy dinh. 

+ Nguti that hien chi:mg thgc kiem tra giay to do nguti yeu cau cap ban 
sao c6 chimg thgc to ban chinh hop dong, giao dich xuat trinh. 

+ Co quan that hien chimg thgc tien hanh chap tit ban chinh hop clang, 
giao dich dang dugc km frit va thuc hien chUng that nhu sau: 

* Ghi day du lai chimg chimg that chit kY theo mdu quy dinh; 

* Ky, ghi r6 hp ten, clang dau cilia co quan, to chat thuc hien chUng thuc 
va ghi vao so chi:mg thgc. 

Doi voi ban sao c6 02 (hai) trang tra len thi ghi loi chimg vao trang cuai, 
n8u ban sao c6 to 02 (hai) to tra len thi phai don dau giap lai. 

Mai ban sao dugc chi:mg thuc to mat ban chinh giAy tO, van ban hoac 
nhieu ban sao dugc chUng that tit mat ban chinh giay to, van ban trong cang 
mat theri diem dupc ghi mat so chUng that. 

- Cach that thkrc hien: Nap ha so va nhan ket qua tray tiep tai Ba phan 
tier) nhan va tra ket qua UBND cap huyen. 

- Thanh phan, s6 Twang 116 so: Ngueri yeu cau chimg that xuat trinh ban 
chinh hoac ban sao cep chimg that Giay chi:mg minh nhan dan hoac Ho chieu 
con gia tri sir clang. 

- Thai han giii quyet: Trong ngay 
tiep 

quan, to chirc tiep nhan yeu cau 
ho4c trong ngay lam viec tiep theo, neu tiep nhan you cau sau 15 gid. Truorng 
hop tra ket qua trong ngay lam viec tiep theo thi nguai tiep nhan WO so phai c6 
phieu hen ghi re thoi gian (06', ngay) tra ket qua cho nguai yeu cau chimg thuc. 

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

- Co quan thu'c hien thil tyc hanh chinh: Phong Tu phap. 

- Wet qua thqc hien thu tyc hanh chinh: Ban sao hop dang, giao dich 
duce chdng that. 

- Le phi: 2000 d6ng/trang; to trang Mir 3 tin len thi mai trang thu 1000 
dong/trang, nhung mac thu tai da thu khong qua 200.000 dong/ban. 

- Ten mAu don, mat u to' khai: Khong. 

- Yeu au, dieu kien thqc hien thu tyc hanh chinh: Hop deng, giao 
dich da dugc chUng thgc con dang luu 	tai Ph6ng Tu phap. 

- Can dr phip 157 cua thu tyc hanh chinh: 

+ Nghi dinh sa 23/2015/ND-CP ngay 16/02/2015 cua Chinh pha va cap 
ban sao tit so goc, chUng thuc ban sao tit ban chinh, chUng that chi) ks, va chUng 
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dux hop clang, giao dich; 

+ ThOng to lien tich so 158/2015/TTLT-BTC-BTP ngay 12/10/2015 dm 
BO Tai chinh va BO Tu phap quy dinh mire thu, the do thu, nOp va quan 19 te phi 
chUng thuc ban sao to ban chinh, chung thuc cher k9, chUng thuc hop d8ng, giao 
dich; 

+ Thong to so 20/2015/TT-BTP rigay 29/12/2015 caa BO Tu phap quy 
dinh chi tiet va huorng dan thi hanh mot so dial cua Nghi dinh so 23/2015/ND-
CP ngdy 16/02/2015 cOa Chinh pha ye cap ban sao tir so goc, chtirng thuc ban 
sao tir ban chinh, chung thuc cher k9 va chung thirc hop (tong, giao dich. 
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9. Thti tyc chting thyt chit' ky !Twin dich ma ngtrbi dick la c'Yng tic 
vien dich thuatt ciia Phong Tir phip 

- Trinh ttr thi= hien: 

+ Ngueri yeu cau chUng thuc chi) ky nguai dich phai xuat trinh cac gidy to 
phuc vu viec chimg thuc chit ky ngueri dich. 

+ Ngueri thuc hien chUng thgc kiem tra giay to do ngueri you cau chi:mg 
thkrc xuat trinh, neu thy du giay to theo quy dinh va giay ter, van ban dirge dich 
khong thcfac cac throng hop giay to, van ban khong throe dich de chUng thuc 
chit ky ngueri dich thi thuc hien chimg thuc nhu sau: 

* Ghi day du lai chUng chUng thuc chit 4 theo mdu quy dinh; 

* KY, ghi r6 ho ten, &Mg clack cua ca quan, to chin thuc hien chgng thuc 
va ghi vao so chi:mg thuc. 

D6i vai ban dich egiAyto, van ban c6 tir 02 (hai) trang tra len thi ghi lai 
clOrng vao trang cu6i, neu giay ter, van ban c6 tir 02 (hai) to to len thi phai (Jong 
clau giap lai. 

- Cach that thyt hien: Nap ho sa va nhan ket qua truc tiep tai BO phan 
tiep nhAn va tra k8t qua UBND cap huyen. 

- Thanh phan 1113 so: 

can 
yeu cau chUng thuc chit phai xuat trinh Ban dich va giay ta, van 

ban can dich. 

- Thai han thin hien: Trong,ngay co quan, 	chirc tier) nhan yeu cau 
hoac trong ngay lam viec tiep theo, neu tiep nhAn yeu cau sau 15 gig hoac ca the 
keo dai hun theo thoa thuan bang van ban , veri nguifyi yeu cau chung thuc. 
Truang hap tra kat qua trong ngay lam viec tiep theo hoac phai keo dai thed han 
giai quyet thi ngueri tiep nhan ho sir phai co phi8u hen ghi re then gian (gig, 
ngay) tra ket qua cho ngueri yeu cau chi:mg thuc. 

- floi twang thtrc hien this tyc hanh chinh: Ca nhan. 

- Cu quan thtyc hien thii tyc hanh chinh: Phong Tu phap. 

- IC& qua thtyc hien dui tyc hinh chinh: GiAy ter, van ban dirge clOrng 
thuc chit ky ngueri dich. 

- Le phi: 10.000 dAng/truang hop. 

- Ten mAu dot, rnht to. khai: Khong. 

- Yeu au, dieu kien thyt hien tha tyc !Mirth chinh: 

* Gidy ter, van ban khong dirge dich de chi:mg thuc chit ky nguoi dich: 

+ Gidy to, van ban da bi tay x6a, sua chin; them, bort not dung khong hpp 

+ Giay ter, van ban bi hu hang, cid net kh6ng xac dinh dirge not dung. 

+ Gidy to, van ban clang &Au mat dm cu quan, to chat c6 thArn quyen 
hoac khong clang dau mat nhung ghi r6 khong dirge dich. 
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+ Giay to, van ban c6 thi dung quy dinh tai Khoan 4 Dieu 22 dm Nghi 
dinh 23/2015/ND-CP. 

+ Giay to, van ban do co quan, to chirc co tharn guyen ciia nu& ngoai 
cap, ding chUng hoac chUng nhan chug dugc hop phap h6a lath skr theo quy 
dinh tai Khoan 1 Dieu 20 ciia Nghi dinh 23/2015/ND-CP, tit giay to tgy than do 
co quan, to chirc c6 tham guyen nu& ngoai cap cho ca nhan nhu ho chieu, the 
can cuOt hoac the giay to khac nhu the thuang trg, the cu tra, giay phep lai xe, 
bang tot nghiep, chUng chi va bang diem kern theo bang tot nghiep, chi:mg chi. 

- Can cti phap 13i cua thti tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngdy 16/02/2015 cga Chinh phu ve cap 
ban sao tir so goc, chUng thuc ban sao tir ban chinh, cluing thuc cher' ky va chimg 
thkrc hop dong, giao dich; 

+ Thong to lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 oh 
Bo Tai chinh va BO Tu phap quy dinh mixt thu, the dO thu, nOp va guan‘lY le phi 
chi:mg thuc ban sao ban chinh, chimg thuc cher.  ky, chimg thgc 	thing, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP ngay 29/12/2015 dm Bo Tu phap quy 
dinh chi tiet va huemg dan thi hanh met so dieu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cga. Chinh pth ye cap ban sao to so g6c, chUng thgc ban 
sao to ban chinh, chUng thuc chit ky va chimg thuc hop &Ong, giao dich. 
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10. Thu tyc chting thterc chic kS7 nguiri dich ma ngtresi dich khong phai 
là cong Mc vier' dich thuatt 

- Trinh ttr thyt WO: 

+ Ngtrai y8u cau chUng thuc chit k9 nguai dich phai xuat trinh cac giay to: 
phtic vu viec cluing thuc chit k9 nguai dich. 

+ # Ngueri thuc hien chung thuc kiem tra giay to do nguai yeu cau chUng 
thuc xuat trinh, neu thay du giay to theo quy dinh va giay tor, van ban dugc dich 
khong thuc cac truang hop giay td, van ban khong dugc dich de cluing thuc 
chit ky nguai dich thi thuc hien cluing thuc nhu sau: 

* Ghi day du Ioi chung chtimg thuc chit k9 theo mau quy dinh; 

* K9, ghi rO ho ten, dong dau cua ca quan, to chic thtrc hien chung dux 
va ghi vao so chung dux. 

D6i vori ban dich #giay # ta, van ban c6 to 02 (hai) trang 	len thi ghi led 
cluing vao trang cuoi, neu giay to, van ban cep tilt 02 (hai) to trer len thi phai thing 
dau giap Iai. 

+ D6i yeti throng hop chung thuc chit k9 tai be phan tiep nhan va tra ket 
qua theo ca the met ctia, met dm lien thong thi cong chic tiep nhan ho sa kiern 
tra cac giay to, neu nhan thay nguoi y8u cau cluing thuc co du dieu kien theo 
quy dinh thi de nghi nguCri y8u cau chimg thuc ky vao ban dich Ira chuyen cho 
ngudi c6 tharn quyen ky chirng thuc. 

- Cach thtic thkrc 	• NOp h6 sa va nhan ket qua truc tiep tai Bq phan 
tiep nhan va tra ket qua UBND cap huyen. 

- Thanh phan ho so': 

Nguori you cau chimg thuc phai xuat trinh cac giay to: sau day: 

+ Ban chinh hoac ban sao co chUng thuc Giay cluing minh nhan dan hoac 
Ho chieu can gia tri stir dung; 

+ Ban chinh hoac ban sao tit s6 g6c, ban sao c6 ching thuc bang dr than 
ngoai ngit to len ye thir ti'eng nuac ngoai can dich hoac bang tot nghi'ep dai hoc 
tra len deli voi thir tiong nuerc ngoai can dich; trir trueng hgp dich nhana nen 
ngit khong pho bien ma nguai dich khong c6 bang dr nhan ngoai ngit, bang tot 
nghiep dai hoc nhtmg thong thao ng6n ngit can dich; 

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

- Thai han thtyc 	• Trong e ngay ca quan, chic tiep than yeu cau 
hoac trong ngay lam viec tiep theo, neu tiep nhan yeu cau sau 15 ,gia hoac c6 the 
keo dai han theo th6a thuan bang van ban e ven nguai yeu cau cluing thuc. 
Truorng hop tra ket qua trong ngay lam viec tiep theo hoac phai keo dai theyi han 
giai quyet thi nguai tiep nhan ho sa phai co phial hen ghi rO thoi gian 
ngay) tra ket qua cho nguai yeu cau cluing thuc. 

- DSi ttryng thnt hien thii tic hanh chinh: Ca nhan. 
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- Co' quan thin hien thil tyc hanh chinh: Ph6ng Tu phap. 

- Ket qui thyt hien thii tyc hanh chinh: Gay ter, van ban duce chi:mg 
thvc chi( ky ngueri dich. 

- Le phi: 10.000 d6ng/ truerng hop. 

- Ten man don, mail khai: Khong. 

- Yen eau, dieu kien thin hien thu tyc berth chinh: 

* Phong Tu phap chi chi:mg thuc chit ky ngueri dich khong phai la COng 
tac vien khi ngtrOi do Ur dich giay ter, van ban phut vv mtic dich ca nhan cua h9. 

* Giay to, van ban khong dugc dich de chimg thire chu ky ngueri dich: 

+ GiAy to, van ban da bi thy x6a, sira chila; them, beg not dung khong hop le. 

+ GiAy to., van ban bi hu hong, cu nat khong xac dinh dugc not dung. 

+ Giay to, van ban &mg dAu mat cila co quan, to chirc co thank quyen 
hoac khong thing dAu mat flitting ghi rO khong dugc dich. 

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

+ Giay ter, van ban do co quan, to chirc co thArn quyen cua nuerc ngoai 
cap, Cling chi:mg hoac chi:mg nhan chua dugc hop phap h6a lardh sir theo quy 
dinh tai Khoan 1 Dieu 20 ctia Nghi dinh 23/2015/ND-CP, trir giay to toy than do 
co quan, to chirc co tham quyen nuerc ngoai cap cho ca nhan nhu ho chieu,the 
can mere hoac cac giay to khac nhu the thuOng trn, the cu tru, giay phep lai xe, 
bang tot nghiep, chi:mg chi va bang diem kern theo bang tot nghiep, chimg chi. 

- Cin cir phap ly cfia thu tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phit ye cap 
ban sao tir so goc, chimg thtic ban sao to ban chinh, chimg th9c chit ky va chirng 
thtre hop doing, giao dich; 

+ Thong to lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 dm 
BO Tai chinh va BO Tu phap quy dinh mix thu, the de, thu, ncjp va quark lY 1e phi 
chi:mg thtrc ban sao to ban chinh, chimg thuc chit ky, chimg thtrc hop (tong, giao 
dich; 

+ Thong tir s6 20/2015/TT-BTP ngay 29/12/2015 clia BO Tu pita') quy 
dinh chi tiet Ira huong dan thi hanh mot so dial cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phn ye cap ban sao tix so goc, chimg thgc ban 
sao tir ban chinh, chimg thkrc chu ky va chi:mg thkrc hop dong, giao dich. 
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11. Thii 	chting thvc van bin theta thufl phan chia di san ma di 
san la deing san 

- Trinh tir that 

+ Ngtroi yeu cau chimg thuc nOp 01 bO ho so yeu cau chUng that. 

+ Nguoi duly hiOn chUng that kiem tra giay to trong ho so yeu cau chimg 
that, nOu day du tai thai diOm chung that cac ben tham gia hop thing, giao dich 
to nguyOn, minh man va nhan thirc, lam chi) dugc hanh vi cua minh thi thuc hiOn 
chimg that. 

+ Cac ben tham gia theta thuan phan chia di san phai k9 trugc mat nguei 
that hien chung that. 

+ Truerng hop ngtrai yeu cau chung that khOng k9 dugc thi phai diOm chi; 
nEu ngtrai d6 khong dgc dugc, khong nghe dugc, kh6ng ky, khong diem chi 
dugc thi phai co 02 (hai) nguoi lam chimg. Ngued lam chimg phai co du nang 
Luc hanh vi dan str va khong co quyen, lai ich hoac nghia vu lien quan den giao 
dich. Ngirgi lam chirng do npreri yeti cau chUng thuc bet tri. Trugng hqp ngueri 
yeu cau chUng that khong be tri dugc thi de nghi co quan thuc hiOn chimg that 
chi ngueri lam chung. 

+ Ngtrai thuc hien chimg thgc ghi loi chUng theo matt quy dinh; 14, ghi r6 
h9 ten, &mg dau cua co: quan thuc hien chUng thuc va ghi vao so chung that. 
Doi vgi van ban theta thuan c6 tir 02 (hai) trang tra len, thi timg trang phai dugc 
danh so thir ttr, co chi) 14 dm nguefi yeti cau chung thuc va ngirgi thuc hien 
chimg that; so lugng trang va loi chung dugc ghi tai trang cu6i cua van ban theta 
thuan. Truang h9p van ban theta thuan c6 dr 02 (hai) to tr .& len thi phai &mg dau 
giap lai. 

+ Trong trugng h9p ngtrai you call chUng thuc khong thong thao ti6ng 
ViOt thi phai co ngueri phien dich. Ngueri phien dich là ngued phai ,c6 nang lac 
hanh vi dan,str day 	theo quy dinh 	phap luat, thong thao tieng,  ViOt ma 
nguoi yOu cau chung thuc &Cr dung. Ngireci phien dich do ngirbi yeu cau chUng 
thuc mei hoac do co quan that hiOn chUng thuc chi dinh. Thu lao phien dich do 
ngueri yeu cau chung thuc tra. Ngueri phien dich co trach nhiOm dich day du, 
chinh xac nOi dung dm van ban theta thuan, nOi dung 16i chUng cho ngued yeti 
cau chung that va k9 vao tirng trang van ban theta thuan voi to cach 1a nguai 
phien dich. 

- Cich that thkrc 	NOp hQ so va nhan ket qua truc tiEp tai BO phan 
tie') nhan va tra ket qua UBND cap huyen. 

- Thanh phan, so Itrvng he, scr: 

NgtrOi yeu cau chUng thuc nQp 01 (m0t) b0 hQ so yeu cau chfrng thuc, 
gom cac giay to sau day: 

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

+ Ban sao Giay chimg minh nhan dan hoac HO chiOu con gia tri stir dung 
cua ngtroi yeu cau chUng thuc (xuat trinh kem ban chinh de doi chieu); 
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+ Ban sao giay chimg nhan quyen so hau, quyen sir dung hoac ban sao 
giay to thay the dugc phap luat quy dinh doi yeti tai san ma phap luat ,quy dinh 
phai clang k9 quyen 	hau, quyen sir dung trong tatting hop hop dOng, giao 
dich lien quan den tai san do (xuat trinh kern ban chinh de doi chieu). 

- Thai hyn giii quyet: 

Khong qua 02 (hai) ngay lam viec, Ice tit ngay nhan du ho so yeu cau 
chimg that hoac co the koo dai hcm theo thee thuan bang van ban veri,ngtred you 
cau chimg that. Trueng hop keo dai thin ban giai quyet thi ngued tiep nhan ho 
so phai co phieu hen ghi re thOi gian (gier, ngay) tra k8t qua cho ngueci yeu cau 
chimg that. 

- Doi twang thtrc hien thu tpc hanh chinh: Ca nhan, to chat. 

- Ca quan thkrc hien thu tyc hanh chinh: Ph6ng Tu phap. 

- Ket qua thtyc hien thu tyc hanh chinh: Van ban thea thuan phan chia 
di san duge chirng that. 

- 14 phi: 30.000 dOng/yan ban. 

- Ten mAti clan, mLu tir khai: Khong. 

- Yen eau, dieu kien thtyc hien thil tyc hanh chinh: Khong. 

- Can dr phi") ly cim thii tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 caa Chinh pha ye cap 
ban sao tix s6 g6c, chirng that ban sao tit ban chinh, chirng Hive cha k9 va chimg 
that hop thing, giao dich; 

ti 
+ Thong to lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia 

BO Tai chinh va BO Tu phap quy dinh mac thu, the dO thu, nap va quart 19 le phi 
chimg that ban sao tir ban chinh, chimg thus cha k9, chimg thgc hop &Mg, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP nny 29/12/2015 caa BO Tu phap quy 
dinh chi tiet va huong din thi hanh mot s6 dieu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh pha ye cap ban sao tir so goc, chirng that ban 
sao tir ban chinh, chang that cha k9 va chimg thut hop &Ong, giao dich. 
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12. Thu tyc chting thtyc van ban khai nhaAn di san ma di san IA dicing 
san 

- Trinh to thtyc hien: 

+ Nguai yeu cau chimg thuc nep 01 be he so yeu cau chi:mg thuc. 

+ Nguai thuc hien chimg thgc ki8m tra giay to trong ho so yeu cau chimg 
thuc, neu day du tai thai diem chimg thuc cac ben tham gia hop thing, giao dich 
tu nguyen, minh man va nhan thirc, lam cha ducrc hanh vi cga minh thi thuc hien 
chi:mg thuc. 

+ Cac ben tham gia khai nhan di san phai k9 truerc mat nguai thuc hien 
chimg thuc. 

+ Truerng hop nguti yeu cau chimg thuc khong k9 duet thi phai diem chi; 
neu ngutri do killing dpc dugc, khong nghe ducc, khong 14, khong diem chi 
dupe thi phai co 02 (hai) nguti lam chung. Nguai lam chimg phai co du nang 
lye hanh vi dan sit va khong co quyen, lei ich hoac nghia vizi lien quan den giao 
dich. Nguai lam chi:mg do nguiyi yeu cau chirng thuc 1)6 tri. Trueng hop nguai 
yeu cau chimg thut thong b6 tri dupe thi de nghi co quan thuc hien chi:mg thuc 
chi dinh nguti lam chimg. 

+ Nguti thuc hien chimg thuc ghi loi chimg theo mau quy dinh; 14, ghi ro 
hp ten, &rig &au cua co quan thuc hien chimg thuc va ghi vao so chimg thuc. 
DOi veri van ban khai nhan co tir 02 (hai) trang tit len, thi tong trang phai dirge 
danh so thir tu, co chit k9 cua nguai yeu cau chimg thuc va nguai thuc hien 
chimg thuc; so luting trang va 16i chimg dirge ghi tai trang can cilia. van ban khai 
nhan. Tn.rong hop van ban khai nhan co to 02 (hai) to tra len thi phai 'long dau 
giap lai. 

+ Trong truong hop nguiYi yeu cau chimg thuc khong thong thao tieng 
Viet thi phai co nguti phien dich. Nguai phien dich là nguai phai co nang luc 
hanh vi dan sit day du theo quy dinh 	pilaf) luat, thong thao tieng,  Viet ma 
nguai yeu cau chimg thuc sir dung. Nguai phien dich do nguai yeu cau chi:mg 
thuc mai hoac do co quan thuc hien chirng thut chi dinh.Thil lao phien dich do 
nguai yeu cau chimg thuc tra. Nguai phien dich co trach nhiem dich day 
chinh xac nei dung dm van ban thee thuan, nei dung leci chimg cho nguai yeu 
cau chirng thuc va k9 vao tirng trang van ban khai nhan veri tu each la nguti 
phien dich. 

- Cach thirty UHF 	Nep ha so va nh'On ket qua nix tiep tad Bo phan 
tiep nhan va tra lc& qua UBND cap huyen. 

- Thanh phAn,sil luvng hO so': 

Nguai yeu cau chimg Uwe tulip 01 (micit) be h6 so yeu cau chung thuc, 
gem cac giay to sau day: 

± Du thao van khai than di san; 

+ Ban sao Giay chimg minh nhan dan hoac He chieu con gia tri sir dung 
cua nguiyi you cau chirng thuc (xuat trinh kern ban chinh de doi chieu); 
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+ Ban sao giay chang nhan quyen sa hitu, quyen sir dung hoac ban sao 
giay to thay the dugc phap luat quy dinh doi vai tai san ma phap luAt quy dinh 
phai clang ky quyen so httu, quyen sir dung trong truerng hop van ban khai nhan 
di san 	quan den tai san do (xuat trinh kern ban chinh de doi chieu). 

- Thai hyn giii quyet: 

Khong qua 02 (hal) ngay lam viec, k'e tir ngay nhan du ho so yeu cau 
chimg thirc hoac co the keo dai hon then them thuan bang van ban veri,ngueri yeu 
cau chimg thgc. Truerng hop keo dai thin 	giai quyet thi nguti tiep nhan h6 
so phai co phial hen ghi ro thei gian (gia, ngdy) tra ket qua cho nguari yeu cau 
chimg thgc. 

- DCA hiving thyt hien thii tyc hanh chinh: Ca nhan, to chirc. 

- Co quan thtrc hien thu tyc hanh chinh: Phong Tu phap. 

- Ket qua thtrc hien thii tyc hanh chinh: Van ban khai nhan di san duce 
chimg thgc. 

- Le phi: 30.000 dOng/van ban. 

- Ten mitt dot, mAti to khai: Khong. 

- Yeu cau, dieu kien flap hien thii tuc hanh chinh: Kh6ng. 

- Can cti phip19 cua thu tyc hanh chinh: 

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu ve cap 
ban sao tir so goc, chang thkrc ban sao tilt ban chinh, chimg thgc chit ky va chimg 
thgc hop &Ong, giao dich; 

+ Thong to lien tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cilia 
Bo Tai chinh va Bo Tu phap quy dinh mac thu, the dO thu, nop va quan 19 re phi 
chimg thgc ban sao tir ban chinh, Chung thgc chit ky, chirng thgc hop thing, giao 
dich; 

+ Thong to s6 20/2015/TT-BTP rigay 29/12/2015 dm BO Tu phap quy 
dinh chi tiet va huerng clan thi hanh mot so dieu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu ve cap ban sao tit so DSc, chimg thgc ban 
sao tilt ban chinh, chimg thkrc chit 14 va chang thgc hop thing, giao dich. 
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