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THU TVC 
CUA 

(Ban hanh kern th 
czia 

hu luc 
OC TRAM QUYEN GIAI QUYET 

NGHE CONG CHUNG 
8 /QD-UBND ngay,e9thang3 nam 2016 

an &In tinh Thira Thien Hue) 

PHAN I. DANH MVC THU TVC HANH CHiNH 

1. Danh mue TTHC di dtrqc chuAn hoa 

STT Ten thu tuc hanh chinh 

I. Linh vtrc ding chtrng 

1. C8ng chimg hop d6ng, giao dich sop thao sin 

2 
Cong chung hop clung, giao dich do cong chimg vien sown thao theo de 
nghi dm nguoi yeu cau ding chirng 

3.  Cong chung viec sira d6i, b6.sung, May bo hgp d6ng, giao dich 

4.  C8ng chimg hgp d6ng the chdp bat dOng san 

5.  Cong chimg hop d6ng fly quy'Ll 

6.  C6ng chimg di chfic 

7.  Cong chfrng van ban thoa thua.n phan chia di san 

8.  Cong chung van ban khai nhan di san 

9.  Cong chung van ban tir chi nhdn di san 

10.  Nhan luu gift di chile 

11.  Cong chimg ban dich 

12.  Cap ban sao van ban cong chimg 

H. Linh vtyc chung tht.rc 

13.  

Chimg thgc ban sao tir ban chinh gidy to, van ban do ca quan to chIrc 
có tham quyen dm Vi4 Nam; ca quan, to chirc co tham quyen cita 
ntrac ngoai; ca quan, to chirc co tham quyen cua Viet Nam lien ket vai 
ca quan, to chirc c6 tham quyen dm nu& ngoai cap hoc chirng nil:an 

14.  
Chimg thgc chir k51 trong cac gidy to, van ban (ap dung cho ca trtremg 
hop chung thyc diem chi ya trithng hop nglzeri yeu cau chung thyc 
khong the v, khong the diem chi dtro.c) 
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2. Danh muc TTHC bi bai bo, hiiy bo 

STT S6 h6 so' TTHC(')  Ten thil tic hanh chinh Ten VBQPPL quy 
dinh viec bai 1)6, 
hily 1)6 TTHC(2)  

I. T-TTH-149715-TT Cong chimg viec hay 1)6 hop ding, 
giao dich . 

2.  T-TTH-149730-TT Cong chimg viec b6 sung hop ding, 
giao dich 

3.  T-TTH-149740-TT Cong chimg viec sira d6i hop ding, 
giao dich 

4.  T-TTH-149756-TT Cap ban sao van ban cong chUng 

5.  T-TTH-149768-TT Nhan luu giir di chac 

6.  T-TTH-149780-TT Cong chimg van ban tir ch6i nhari di 
san 

Luat C6ng chimg
nanTh 2014 

. 

7.  T-TTH-149801-TT Cong chimg van ban khai nhan di san 

8.  T-TTH-149819-TT Cong chimg van ban thea thuan phan 
chia di san 

9.  T-TTH-149830-TT Cong chimg di chile 

10.  T-TTH-149846-TT Cong chimg hop dung, giao dich khac 
theo yeu cau 

11.  T-TTH-149874-TT Cong chimg hop ding fly quyen 

12.  T-TTH-149892-TT Cong ,chimg hop ding mua ban tai san 
ban dau gia 

13.  T-TTH-149915-17 Cong chimg hop ding thue khoan tai 
san 

14.  T-TTH-149951-TT Cong chimg hop ding thue tai san 

15.  T-TTH-149967-TT C6ng chirng hop ding mua ban tai san 

16.  T-TTH-149983-TT Cong clning.hop ding vay tai san 

17.  T-TTH-149995-TT Cong chimg hop ding cam c6 tai san 

18.  T-TTH-150021-TT Cong chimg hop ding cho O.  nho.  nha 

19.  T-TTH-150038-TT Cong chting hop ding fry quyen quail 
lY nha a 

20.  T-TTH-150084-TT Cong chirng hop ding cho mugn nha a 

21.  TTHC nay khong 
e6 ho sa,tren CSDL 

quoc gia 

Cong chirng hop cling mucm tai san 
(Wong phai la bat ding san) 

22.  T-TTH-150097-TT Cong chung hop ding the chap nha 6.  

23.  T-TTH-150116-TT Cong chimg hop ding d6i nha a 

24.  T-TTH-150129-TT Cong chimg hop ding thue nha 0.  
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25.  T-TTH-150142-TT Cong chirng hop ding mua ban nha a 

26.  T-TTH-150159-TT Cong chung hgp ding tang cho nha 6 

27.  T-TTH-150309-TT Cong chlIng giAy n'y quyen 

28.  T-TTH-150316-TT Cong chimg hop ding the chip tai san 
de bao dam ngliia vg tra no thay cho 
ben thu ba 

29.  T-TTH-150331-TT Cong chimg hop ding the chip quyen 
sir dung dat va tai san gan lien vii dat 
hinh thanh trong Wang lai 

30.  T-TTH-150342-TT Cong chirng hgp ding the chip tai san 
gan lien vii dat hinh thanh trong Wang 
lai 

31.  T-TTH-150345-TT 
N 	 r 	1 

Cong chimg h9p ding the chap tai san 
hinh thanh trong tuang lai 

32.  T-TTH-150353-TT Cong chirng van ban thoa thuan nhap 
tai san chung cira vg chong 

33.  T-TTH-150359-TT C6ng chirng van ban thoa thuan chia tai 
san chung dm vg chong 

34.  T-TTH-150373-TT Cong chimg van,  ban cam ket tang cho 
quyen sir dung dat 

• 35.  T-TTH-150380-TT Cong chimg van ban cant ket tang cho 
quyen hiring di san thira ke 

36.  T-TTH-150388-TT Cong chimg van ban cam ket tai san 
rieng 

37.  T-TTH-150402-TT Cong chirng Hap ding chuyen di 
quyen sir dung dat fling nghiep oh h6 
gia dinh, Ca nhan. 

38.  T-TTH-150410-TT Cong chirng H9p 	 r ,ding chuyen nhug,ig 
quyen sir dung dat va tai san gan lien 
vii dit 

39.  T-TTH-150425-TT Cong chirng H9p ding chuyen nhugng 
quyen sir dking dat 

40.  T-TTH-150432-TT Cong chimg H9p ding mua ban tai san 
gan lien vii dat 

41.  T-TTH-150445-TT Cong chimg Hgp d'ing mua ban can h6 
nha chung cu 

42.  T-TTH-150457-TT Cong chirng H9p ding tang cho quyen 
sir dung dat va tai san gan lien vii dat 

43.  T-TTH-150469-TT Cong chirng Hap ding tang cho quyen 
sir dung dat 

44.  T-TTH-150478-TT Cong chimg Hop ding tang cho tai san 
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gin li&n vii dat 

45.  T-TTH-150492-TT Cong chirng H9p ding tang cho can hO 
nha chung cu 

46.  TTHC nay khOng 
có ho so,tren CSDL 

quoc gia 

Cong chirrig hop ding tang cho tai san 
(khong phai la bat dOng san) 

47.  T-TTH-150506-TT Cong chirng H9p ding thug guy* sir 
dung dat va tai san gan lien vii dat 

48.  T-TTH-150512-TT Cong chirng H9p ding thug quy6'n su 
dung dat 

49.  T-TTH-150524-TT Cong chung H9p ding thug tai san gan 
lien vii dat 

50.  T-TTH-150541-TT Cong chirng H9p ding thug can 110 nha 
chung cu 

51.  T-TTH-150549-TT COng chirng Hop ding ‘the' chAp quyen
sir dung dat va tai san gan lien vii dat 

52.  T-TTH-150567-TT Cong chirng H9p ding th6 chAp quyen 
sir dung dat. 

53.  T-TTH-150626-TT Cong chirng H9p ding the chip tai san 
gan lien vii dat. 

54.  T-TTH-150635-TT Cong chirng H9p ding chuye'n do' i 
quyen sir dung dat 

55.  T-TTH-150649-TT Cong chimg Hop, 	ding cho thug 10 
quyen sir dung dat 

56.  T-TTH-150668-TT Cong chirng H9p ding Op von bang 
quyen sir dung dat 

57.  T-TTH-150683-TT Cong chirng H9p ding Op von bang 
quyen sir dung dat va tai san gan lien 
vii dat 

58.  T-TTH-150426-TT Cong chirng Hop ding Op von bang 
tai san On lien vii dat 

59.  T-TTH-150440-TT Cong chirng H9p ding the chAp can 110 
nha Chung cu. 

60.  T-TTH-150456-TT Cong chirng H9p ding gap von bang 
can h.0 nha chung cu 

61.  Cac TTHC,  nay 
khong có ho so tren 

Cong chirng Hop ding Op -On bng 
tai san (khong phai la bat dOng san) 

62.  
CSDL qu6e gia 

Cong chirng h9p gong dat c9c 

63.  Cong chirng imp clang bac) labh 
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PHAN H. NOI DUNG CU THE CUA TUNG THU TUC HANH CH1NH 

I. Linh vyc Cong chting 

1. Cong chting hcip dOng, giao dich sown thao san 

Trinh hr thyc 

- Ngueri yeu cau cong chimg lap plii8u yeu cau cong chUng h9p,  clang, 
giao dich va nap ho sa yeu cau cong chimg tivc tiep tai to 	hanh nghe cong 
chimg; 

- Cong chUng vien tip nhan ha so va ki8m tra giay to trong ho sa yeti call 
cong chimg. Trueng h9p ho sa yeu cau cong chUng day 	h9p vai quy 
drah 	phap luat thi thp 1Y, ghi vao so ding chimg; 

- COng chUng vien huang clan nguoi yeu can cong chimg tuan thir dung 
cac quy drah ve thu Arc cong ch-Cmg va cac quy drab phap luat co lien quan den 
viec thuc hien h9p clung, giao dich; giai thich cho nguai yeu cau cong chirng 
hi8u ro quyen, nghia vu va 19i ich hop phap cua h9, y nghia va hau qua phap lY 
cua viec tham gia hop clang, giao dich, 

- Trong tru8ng hop có can cir cho rang trong ho sa yeu cau cong chimg c6 
van d8 chua ro, viec giao ket h9p clang, giao dich có dau hieu bi‘de doa, cu-ang 
ep, có 	nghi ngey ye nang luc hanh vi clan sir 	ngu8i yeu 

the 
cong chirng 

hoac dai tugng 	h9p clang, giao dich chua dugc ma to cu the thi ding chimg 
vien de nghi nguoi yeu cau ding chimg lam fa hoac theo c18 nghi dig nguoi yeu 
cau cong chimg, cong chirng vien tien hanh xac minh hoac yeu cau giam dinh; 
truong h9p kh6ng lam fa duce thi có quyen tir ch6i cong chimg; 

- Cong chung vien ki8m tra du thao h9p clang, giao dich; n8u trong du 
thao h9p dOng, giao dich có dieu khoan vi pham phap luat, trai ciao chic xa. hai, 
dui tucmg 	hgp clang, giao dich khong pha hop vei quy dirlh cua phap luat thi 
cong chimg vien,phai chi ro cho nguoi yeu can cong chimg sira chua. Tnrong 
hap nguoi 	cau cong clurag 'thong sira chfra thi cong chung vien c6 quyen tir 
choi ding ch-Cmg; 

- Ngueri yeu cau ding chimg to d9c lai du thao hop clang, giao dich hoac 
cong chimg,  vien d9c cho nguoi yeu cau cong chung nghe theo de nghi cua 
nguoi yeu cau ding chimg. Tru8ng hop ngu8i yeu cau cong chUng dong 3'7 toan 
bo not dung trong du thao h9p clang, giao dich thi ky vao tong trang cua hgp 
clang, giao dich. Cong chimg vien yeu cau nguoi yeu cau cong chimg xuat trinh 
ban chinh cua cac giay to,  quy drah tai khoan 1 Dieu 40 Luat cong chimg d8 dal 
chieu truck khi ghi lei chimg, IcY vao timg trang cua hap clang, giao dich. 

- To chirc hanh ngh8 cong chimg clung clau, thu phi cOng chimg, thu lao, 
chi phi lchac (n8u co) va tra ket qua ding chung. 

Cach thti.c thyc 	Nap ho sa tai to chirc hanh ngh8 cong chimg 

Thanh ph'in hi?) so% 

- Phi8u yeu cau cOng chimg; 
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- Du thao hop dOng, giao dich; 

- Ban sao giay to• tily than ciia nguoi yeu cau cong chirng; 

- Ban sao giay chirng nhan quyen 	quyen sir dicing hoac ban sao 
giay tO• thay the (Iliac phap luSt quy dinh doi vii tai san ma phap luStquy dinh 
phai clang 1(3'7 quyen so' huu, quyen sir dicing trong truing hop hop (long, giao 
dich lien quan den tai san do; 

- Ban sao giay te• khac co lien quan den hgp ding, giao dich ma phap luSt 
quy dinh phai co. 

Ban sao neu tren la ban chip, ban in hoac ban &nil may có not dung 6sy 
chinh xac nhu ban chinh va khong phai chirng thtrc. 

SO luvng ho so': 01 be? 

ThOi han giii quyet: Thai han cong chimg khong qua 02 ngay lam viec; 
doi vii hop ding, giao dich có not dung phirc tap thi th&i han cong chimg có the 
keo dai han nhung khong qua 10 ngay lam viec (Tho'i gian xac mink, giam dinh 
not dung lien quan den hop ding, giao dich khong tinh vao thei han cong 
chi'mg). 

Doi tuvng thgc hien thu tut hanh chinh: Ca nhan, to chirc 

Co quan có thAm quyen quyet dinh: TO chirc hanh nghe cong chi:mg 

Co quan thuc hien thu tic hanh chinh: TO chirc hanh nghe cong chimg 

Ket qua time hien thu tic hank chinh: Van ban cong chimg 

Phi, le phi (neu co): Theo quy Binh cua Th6ng to lien tich s6 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 dm BO Tai chinh, BO Tu phap 
huOng dan ye mirc thu, the do thu, nip, quan 13'T Va sir dting phi cong chimg va 
Th8ng tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila BO Tai 
chinh, Bo Tu phap sira dOi, b6 sung mot so dieu dm Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huang dan ye mirc thu, the do thu, 
nip, quail 157 va sir dicing phi ding chirng. 

Yeu,cau, dieu 	thirc 	thu tic hanh chinh (neu có): Cong chimg 
vien dm to chirc hanh nghe cong chimg chi dugc cong chirng hop (tong, giao 
dich ve bat ding san trong pham vi tinh, thanh phi trtrc thuOc trung uang nai to 
chirc hanh nghe cong chimgdat trg so', trir truing hop cong chimg di chile, van 
ban tochoi nhan di san la bate  gong san va van ban ay quyen lien quan den viec 
thicrc hien cac quyen dOi vii bat ding san 

Mau don, mau khai: Khong quy dinh 

Can cu' phap 13'7: 

- Lust cong chimg s6 53/2014/QH13; 

- Thong tu lien tich s6 08/2012/TTLT-BTC-BTP ngay 19/01/2012 ciia BO 
Tai chinh, BO Tu phap huong dan ye mirc thu, the do thu, nip, quail ly va sir 
citing phi cong chdng; 
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- ThOng to lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila BO 
Tai chinh, BO Tu phap sira cloi, bo sung snot so dieu caa Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 hung dan ya mdc thu, ch6 coo thu, 
nOp, quan ly va sir dung phi cong chirrig. 
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, 2. Cong chung hyp 	giao dich do ding chung vien sop thao theo 
de nghi cua nguiYi yeu eau cong chfrng 

Trinh tir thwc hien: 

- Nguoi yeu cau cong chUng lap phieu yeu cau cong chung h9p,  dong, 
giao dich, n6p ho sa yeu cau cong chimg trirc tiep tai to chirc hanh nghe ding 
chdrig; 

- Ngugi yeu cau cong chimg neu not dung, )'T dinh giao ket hgp dong, giao 
dich va de nghi cong chUng vien soan than hop dong, giao dich; 

- Cong chimg vien tiep nhan ho sa va kiem tra gidy trong h6 so' yeu cau 
cong chUng. Trugng hgp ho sa yeu cau cong chUng day E, 	hop 	quy 
dinh 	phap luat thi thy 13',, ghi vao , ding chung; 

- Cong chimg vien huong dan nguoi yeu cau cong chung tuan thit dung 
cac quy dinh ve thu tyc cong chimg va cac quy dinh phap luat c6 lien quan den 
viec thgc hien h9p d6ng, giao dich; giai thich cho nguoi yeu cau cong chUng 
hieu ro quyen, nghl vu va 19i ich hop phap cua hg, 3'7 nghia va hau qua phap ly 
cua viec tham gia hgp d6ng, giao dich; 

Trong truong hgp c6 can cu cho rang trong ho so' yeu cau cong chUng co 
van de chua ro, viec giao ket hgp ding, giao dich c6 ddu hieu bide doa, cueing 
ep, c6 nghi nger ve nang lgc hanh vi dan 	nguOi yeu ,cdu cong 	chung 
hoac doi tugng 	hop dong, giao dich chua dugc mO to cu the thi cong chimg 
vien de nghi nguoi yeu cau cong chung lam fa ho4c theo de nghi cua nguoi yeu 
cau cong chung, cong chung vien lien hanh xac minh ho4c yeu cau giam dinh; 
truOng hgp khong lam r8 dugc thi c6 quyen tir choi cong chUng. 

- Trueng hop not dung, y dinh giao ke't hop d6ng, giao dich la xac thgc, 
khong vi pham phap luat, khong trai dao dirc xa hoi thi cong chung vien sop 
thao h9p dong, giao dich. 

- Nguoi yeu cau cong 	dgc dg thao hop dOng, giao dich ho4c 
cong chimg vien dgc cho nguoi yeu cau cong chimg nghe. Throng hop nguoi 
you cau ding chung dong y toan b6 not dung trong du than hop Eng, giao dich 
thi ky vao tirng trang cua hop (tong, giao dich. Cong chimg vien yeu cau nguoi 
yeu cau cong chung xuat trinh ban chinh cua cac gidy to' quy dinh tai khoan 1 
Dieu 41 Luat cong chUng de doi chieu truck khi ghi loi chUng, 1c3'r vao timg 
trang cua hgp d6ng, giao dich. 

- T6 chdc hanh nghe ding chdng dong ddu, thu phi cong chung, thu lao, 
chi phi khac (neu c6) va tra ket qua cong chimg. 

Cach flak thtrc hien: N6p 116 so' tai to chUc hanh nghe cong chimg 

Thanh phAn Lai so': 

- Phieu yeti can cong chung; 

- Ban sao gidy to tuy than cua nguoi yeu cau cong chUng; 

- Ban sao gidy chung nhan quyen so tau, quyen sur dung hoac ban sao 
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giay to thay the dugc phap luat quy dinh dOi viii tai san ma phap luat quy dinh 
phai clangIc)'7 quyen so. 	quyen sir dung trong truanz hop hop don& giao 
dich lien quan den tai san do; 

- Ban sao giay khac co lien quan den hop dOng, giao dich ma phap luat 
quy dinh phai c6. 

Ban sao neu ten la ban chup, ban in hoac ban danh may c6 not dung day 
chinh xac nhu ban chinh va khong phai chirng thgc. 

SO Itnyng he so.: 01 bif) 

, 	Thai hin giai quyet: Thai ban cong chirng khong qua 02 ngay lam vie'c; 
doi vo7 hgp Tong, giao dich c6 not dung phirc tap thi thai han cong chirng co the 
keo dAi han nhung kpOng qt4 10 ngay lam v* (Thai gian xac mink, giam bib 
not dung lien quan den hgp Tong, giao dich khong tinh vao thai han cong chUng). 

DOc i tuvng thtrc hien thit tic hanh chinh: Ca nhan, to chirc 

Ccr quan co thant quyen quyet dinh: TO chirc hanh nghe cong chimg 

Co.  quan thtyc hien thu tic hanh chinh: TO chirc hanh ngh' cong chirng 

Ket qua thtyc hi?n thu tuc hanh chinh: Van ban cong chimg 

Phi, le phi (neu c6): Theo quy dinh cita Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 cila B9 Tai chinh, B9 Tu phap 
htrong dan ye mire thu, the do thu, nap, quail ly va sir dung phi cong chimg va 
Thong tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila BO Tai 
chinh, B9 Tu phap sira doi, bO sung mot so di'eu dm Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huang dan ye mire thu, the d9 thu, 
nap, quan b',  va sir dung phi cong chimg. 

Yeu,cAu, dieu 	thtyc 	thu tic hanh chinh (nett co): Cong chimg 
vien cua to chirc hanh nghe ding chimg chi ducic cong chirng hgp Tong, giao 
dich ye bat dOng san trong pham vi tinh, thanh pho trgc thu9c trung uong nth to 
chirc hanh nghe cong chiingdat tru so, trir truth-1g hgp cong chimg di chile, van 
ban tir choi nhan di san IA bat,(19ng san va van ban ity quyen lien quan den vic 
thgc hiesn cac quyen doi 	bat dOng san 

Mau dolt, mau khai: Khong quy dinh 

Can cti phap 

- Luat cong chimg so 53/2014/QH13; 

- Thong tu lien tich so 08/2012/TTLT-BTC-BTP ngdy 19/01/2012 cila BO 
Tai chinh, B9 Tu phap huang an ye mire thu, the d9 thu, nap, quan 13'7 va sir 
dung phi cong chimg; 

- Thong tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 dm BO 
Tai chinh, B9 Tu phap sira d'Oi, be) sung snot so dieu ciia Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huang dan ye mire thu, the d9 thu, 
n0p, quail 13',  va sir dung phi cong chimg. 
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3. Cong chirng viec sira c oi, bo sung, buy 136 hcrp dOng, giao dich 

Trinh tur thkrc 

- Nguai yeti cau cong chi:mg lap phial yeu cau cong chimg hop dOng, 
giao dich, n8p ho so yeu cau cong chimg truc tiep tai to chic hanh nghe cong 
chdng; 

- Viec cong chdng sira dui, b6 sung, hdy be) hgp dOng, giao dich da dugc 
cong chimg dugc thvc hien tai to chirc hanh nghe cong chimg da thuc hien viec 
cong chimg do va do cong chimg vien tien hanh. Truemg hop to chirc hanh nghe 
cong chdng da thgc hien viec cong chimg cham dirt hoat dOng, chuyen doi, 
chuyen nhugng hoac giai the thi ding chimg vien cda to chirc hanh nghe cong 
chimg clang luu tit ho so cong chimg thgc hien viec sira dui, bo sung, hdy be) 
hgp clung, giao dich; 

- Cong chimg vien tiep nhan hO so va kiem tra giay to trong hO so yeu cau 
cong chimg. Trueng hop h8 so yeu cau cong chdng day du, phd hop voi quy 
dinh &la phap luat thi thu 13'7, ghi vao so cong chimg; 

- Cong chimg vien kiem tra, dOi chieu cac thong tin giira hO so da nOp voi 
not dung du than van ban sira dOi, b8 sung, lady bo hop dOng, giao dich da dugc 
soan than san (neu co); soan thao van ban sira doi, bo sung, Hy 1)6 hop (long, 
giao dich (theo de nghi cua nguoi yeu cau cong chdn.g), thy ly ho so giai quyet 
hoac lap phieu hen. Neu ho so chua day dd, hop le thi huong dan, bo sung. 

- Nguai yeu cau cong chimg to dgc lai du thao hop Eng, giao dich hoac 
cong chimg ,vien doc cho nguoi yeu cau cong chimg nghe theo de nghi cda 
ngueri yeu cau cong chung. Truang hgp nguoi yeu cau cong chdng dungy toan 
be) not dung trong du thao hop (long, giao dich thi 1c3"1 vao tong trang cda hop 
(long, giao dich. Cong chimg vien y8u cau nguoi yeu cau cong chimg xuat trinh 
ban chinh cua cac giay to quy dinh tai khoan 1 -Dieu 40 Luat ding chimg de dui 
chieu truck khi ghi loi chimg, lc)",  vao bung trang dm hop dOng, giao dich. 

- TO chdc hanh nghe ding chi:mg &rig dau, thu phi cong chirng, thd lao, 
chi phi khac (neu có) va tra ket qua cong chimg. 

Cach thtic thgc 	NOp hO so tai to chirc hanh nghe cong chirng 

Thanh phAn ho so': 

- Phieu yeu cau ding chimg; 

- Du thao sira d6i, b6 sung Imp d6ng, giao dich (n6u c6); 

- Ban sao giay to tiny than cila nguoi yeu cau ding chimg; 

- Ban sao giay chirng nhan quyen so hitu, quyen sir dung hoac ban sao 
giay to thay the dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh 
phai clang 1c)'7 quyen sO• huu, quyen sir dung, trong truOrig hop hgp dong, giao 
dich lien quan den tai san do; 

- Ban sao giay to khac có lien quan den hop &Ong, giao dich ma phap luat 
quy clinh phal có. 
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Ban sao neu tren la ban chip, ban in hoc ban danh may ca not dung d'dy 
du, chinh xac nhu ban chinh va khong phai chimg thgc. 

SO luvng ho so': 01 bO 

, 	TWA 	giii quyet: Thai han cong chimg khong qua 02 ngay lam vi:ec; 
doi v&i hop clung, giao dich ca not dung phirc tap thi thai han cong chung có the 
keo dai han nhung khong qua 10 ngay lam v*. 

DOI tuvng thkrc Win thti tuc hinh chinh: Ca nhan, to chirc 

Co' quan có thim quyen quyet dinh: TO chirc hanh ngh" cong chirng 

quan thtyc hien thti tuc hinh chinh: TO chirc hanh ngh'e cong chimg 

Ket qui thtyc hqn Mit tuc hanh chinh: Van ban cong chung 

Phi, I? phi (neu c6): Theo quy dinh caa Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 caa BO Tai chinh, BO Tu phap huang 
dan \4' mac thu, ch6 clo thu, nOp, quan ly va sir ding phi cong chimg va Th6ng to 
lien tich sO,115/2015/TTLT-BTC-BTP ngay 11/8/2015 caa BO Tai chinh, BO Tu.  
phap sira doi, 1706 sung mot so (lieu caa Thong to lien tich so 08/2012/TTLT-BTC-
BTP ngay 19/01/2012 huang dan ve mirc thu, ch6 dO thu, nOp, quail ly va sir clking 
phi cong chimg. 

Yeu c'au, dieu loin thtyc hie:n thu tuc hinh chinh (neu co): 

- Viec cong chung sira cloi, bO sung, hay b6 hgp dOng, giao dich da dugc 
ding chirng chi ducyc thgc hiL khi co su thaa thuan, cam ket bang van ban caa 
tat ca nhang nguai da tham gia hgp dOng, giao dich do; 

- Viec cong chimg sira doi, 1)6 sung, hay ba hop (long, giao dich cla ducyc 
ding chirng dugc thijc hien tai to chirc hanh nghe cong chang cla flux hien vi:ec 
cong chung do va do cong chung vien tien hanh. Truang hgp to chirc hanh nghe 
ding chirng cid thgc hiL viec cong chung chdm dirt hog dOng, chuyesn di, 
chuyL nhugng hoc giai the thi cong chimg vien dm to chirc hanh nghe cong 
chimg clang urn triz h8 so ding chung dux hilen vilec saa dui, 136 sung, hay b6 
hap (long, giao dich. 

Mau don, matt ter khai: Kh6ng quy dinh 

Can cti phip 

- Luat cong chung so 53/2014/QH13; 

- Thong to lien tich so 08/2012/TTLT-BTC-BTP ngay 19/01/2012 ciia BO 
Tai chinh, BO Tu phap huong dan ve mirc thu, ch6 dO thu, nOp, quan ly va sir 
ding phi cong chimg; 

- ThOng to lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 caa BO 
Tai chinh, BO Tu phap sira doi, bo sung mot so dial caa Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 htrang dan N4 mirc thu, the clo thu, 
nOp, quan lY va sir ding phi cong chung. 
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4. Ging chirng hop dOng the chAp bat dOng san, 

Trinh to thuc 

- Ngue.i yeu cau congchdng 	phieu yeu cau ding clueing, nip 116 so yeti 
cau cong chung true tiep tai to chuc hanh nghe cong chimg; 

- Cong chimg vien tiep nhan h6 so. va kiem tra gia'y to trong h6 sa yeu cau 
cong chimg. Truing hop ho sa yeu cau cong chung day du, phii hop vii quy 
dinh cua phap luat thi thu 13'7, ghi vao so cong chimg; 

- COng chirng vien huOng elan nguOi yeu eau cong chimg tuan thu dung 
cac quy dinh ye thd tic cong chimg va cac quy dinh phap 1114 có lien quan dEn 
viec thgc hien hop clang; giai thich cho nguoi yeu cau ding chdng hieu ro 
quyen, nghia vu va va lgi ich hop phap cua h9, y nghia va hau qua phap 13'7 cua viec 
tham gia hop ding; 

Trong truing h9p có can cir cho rang trong ho sa yeu cau cong chimg có 
van de chua rO, viec giao ket hop (tong có dau hieu bi de doa, cuing ep, có su 
nghi nga ve nang lgc hanh vi dan su cua nguoi yeu cau cong chimg hoac doi 
tug cua hop ding, giao dich chua dugc m6 to cu the thi ding chung vien de 
nghi nguoi yeu cau cong chung lam ro hoac theo de nghi cua nguOi yeu cau 
cong chung, cong chUng vien tien hanh xac minh ho4c yeu cau giam dinh; 
truing hop khong lam r6 dugc thi co quyen tir ch6i cong chirng, 

- Truing hop not dung, 3'7 dinh giao ket hop dOng la xac thgc, khong vi 
pham phap luat, khong trai dao due xa b6i thi cong chung vien soan thao hgp 
&mg; 

- Throng h9p hop ding dugc soan than sk,,cong chung vien kiem tra du 
than hop ding; neu trong du thao hop d6ng có dieu khoan vi pham phap luat, 
trai dao due xa h6i, d8i Wong cua h9p d6ng khong phii hop vii thuc t8 thi cong 
chUng vien phai chi 1.6 cho nguoi yeu cau cong chung de sira chira. Truing hop 
nguoi yeu cau cong chirng khOng sira chira thi cong chung vien có quyen tir chOi 
cong chUng; 

- Nguoi yeu eau cong chimg to dgc lai du thao hop dong hoac ding chUng 
vien dgc cho nguoi yeu cau cong chung nghe theo de nghi cua nguoi yeu cau 
cong chUng. Truing hop nguoi yeu eau cong chung dungy toan b6 not dung 
trong ,dg thao hop Tong thi 	vac) timg trang 	hop dong. Cong,chUng,vien 
yeu cau nguoi yeu cau cong chdng xuat trinh ban chinh cua cac giay to. de d8i 
chieu truo.c khi ghi loi chimg, 1(3'7 vao timg trang cua hop &lg. 

- T6 chirc hanh nghe cong chung dung dau, thu phi cong chthig, thu lao, 
chi phi khac (neu co) va tra ket qua cong chimg. 

Cich thtic thuc 	N6p ho sa tai to chdc hanh nghe cong chUng 

Thanh phAn ho so': 

- Phieu yeu eau cong chung; 

- Ban sao giAy to tily than cua nguoi yeu cast' cong chimg; 
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- Ban sao giay chimg nhan quyen so hiru, quyen sir dung hoac ban sao 
giay tey thay the clugc phap luat quy dinh doi vii tai san ma phap luat quy dinh 
phai dang 	quyen 	hiru, quyen sir dung trong truing hop hop (long, giao 
dich lien quan den tai san d6; 

- Dg thao hop d6ng the chap bat Ong san (ne'u co); 

- Ban sao giay to khac co lien quan den hop ding, giao dich ma phap luat 
quy dinh phai 

Ban sao neu tren la ban chip, ban in hoac ban danh may c6 not dung day 
da, chinh xac nhu ban chinh va khong phai chimg thgc. 

S6 luvng ho sa: 01 b8 

Th?ri bun giai quytt: Thai han cong chimg khong qua 02 ngay lam viec; 
d6i vii hop dOng, giao dich co not dung phirc tap thi theyi han cong chung co the 
keo dai hon nhung khOng qua 10 ngay lam viec. 

poi tuvng thvc hien thti tuc hanh chinh: Ca nhan, to chirc 

Co quan có than' quyen quytt dinh: T6 chirc hanh nghe cong chimg 

Co quan thvc hien thii tuc hanh chinh: T6 chirc hanh nghe cong ching 

Kh qua thvc hien thii tuc hanh chinh: Van ban cong chirng 

Phi, le phi (neu c(5): Theo quy dinh dm Thong to lien tich s6 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 ciia BO Tai chinh;  Bo Tu phap huong 
dan ve mire thu, the do thu, nip, quan l5/ va sir dung phi cong chimg va Thong tu 
lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 ciia BO Tai chinh, BO Tu.  • 
phap sira doi, b6 sung mot so die'u dm Thong tu lien tich so 08/2012/TTLT-BTC-
BTP ngay 19/01/2012 hiring dan ye mirc thu, che d8 thu, nip, quan ly va sir dung 
phi cong chung. 

Yeu c'au, diet' kien thvc hien thil tuc hanh chinh (1411 có): 

- Viec cOng chimg hgp ding th6.  chap bat ding san phai,dtrgc thgc 	tai 
to chirc hanh nghe cong chimg co tru tai tinh, thanh phi trgc thu8c trung 
ucmg noi co bat d8ng san; 

- Trueyng hop mot bat d(ing san da dugc the chap a bao dam thgc hien 
mot n ia vu va hgp ding the chap da dugc cong chung ma sau d6 dugc tiep tuc 
the chap de bao darn cho mot nghia vu khac trong pham vi phap luat cho phep 
thi cac hop ding the chap tiep theo phai dugc cong chdng tai to chirc hanh nghe 
cong chUng da cOng chdng hgp (long the chap lan dau. Truing hop to chirc hanh 
nghe cOng chimg da thgc hien viec cong chimg cham ddc,hoat 	chuyen dOi, 
chuyen nhugng hoac‘giai the thi cong chimg vien cua to chuc hanh nghe cong 
chi:mg dang hru trotho so cong chung hgp dong the chap tiep theo d6. 

Mau don, mAu to' khai: Khong quy dinh 

Can ct? phip 157: 

- Luat cong chung so 53/2014/QH13; 
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- Thong tu lien tich so 08/2012/TTLT-BTC-BTP ngay 19/01/2012 ciia Bo 
Tai chinh, BO' Tu phap hung dan ve mirc thu, the coo thu, nop, quan 1)",  va sir 
dung phi cong chimg; 

- Thong tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 ciia Bo 
Tai chinh, BO Tu phap sira doi, 1:011 sung mot so cieu cua Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 hung clan ye mirc thu, the d thu, 

quan ly ya sir' dung phi cong chimg. 
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5. Cong chiing harp gong fly quyen 

Trinh qt. thtrc hi"0: 

- Ngtreyi yeu cau cong chUng, lap phieu yeu cau cOng chimg, nap 116 sa yeti 
cau cong chirng trgc tiep tai to chirc hanh nghe cong chimg; 

- Cong chirng vien fief) nhan 116 so va kiem tra giay to• trong ho so' yeu cau 
cong chung. Tru&ng hop ho so yeti cau cong chimg day du, phu h9p vOi quy 
dinh ciaa phap luat thi thu ly, ghi vao so cong chimg; 

- Cong cluing vien huang clan nguoi yeu cau cong chirng tuan thil dung 
cac quy dinh ye thu tgc cong chUng va cac quy dinh phap luat c6 lien quan den 
viec thgc hien hop dong; giai thich ro quyen va nghia vg cua cac ben va hau qua 
phap ly cUa viec fly quyen do cho cac ben tham gia; 

Trong tnrang h9p co can cur cho rang trong ho so yeu cau cong chirng co 
van de chua fa, viec giao ket hop Sing c6 dau hie'u bi de d9a, ctrang ep, CO sir 
nghi ng& ve 'fang lgc hanh vi dan sir cua nguoi yeu cau cong chirng hoc doi 
tugng cua hgp dong, giao dich chua dugc mo to cg the thi cong chimg vien de 
nghi nguoi yeu cau cong chUng lam ro hoc theo de nghi cua nguoi yeu cau 
cong chUng, cong cluing vien tien hanh xac minh hoc yeu cau giam dinh; 
truong hop khong lam ro dugc thi c6 quyen tir choi cong chirng; 

- Tru&ng h9p not dung, 5/ dinh giao ket hop dOng la xac thgc, kh8ng vi 
pham phap luat, khong trai dao ddc xa hOi thi ding chimg vien soan thao h9p 
(tong; 

- Tnre:mg h9p hop dOng dugc soar.' thao san, cong chimg vien kiem tra dg 
thao hgp dong; neu trong du thao h9p &rig co dieu khoan vi pham phap luat, 
trai dao dirc xa h6i, doi tugng cua h9p dong kh8ng phit h9p vai thgc to thi cong 
chung vien phai chi ro cho nguoi yeu cau cong chimg de sua chfra. Tnr&ng hop,  
nguoi yeu cau cong chimg kh8ng sua chua thi ding chirng vien c6 quyen tir choi 
cong chirng; 

- Nguoi yeu cau cong chimg to d9c lai dg thao h9p dOng ho:ac cong chirng 
vien d9c cho nguoi yeu cau cong chin-1g nghe theo de nghi cua ngu&i yeu cau 
ding chimg. Tnrang hop nguoi yeu cau cong chung dOng y toan 13,6 not dung 
trong dg thao hgp dong thi lc)",  vao tang trang cua hgp clang. COng chung vien 
yeu cau nguOi y8u cau cong churng xuat trinh ban chinh dia cac gidy to de doi 
chieu truac khi ghi lot chimg, 14,  vao tong trang cua hop dOng; 

- TO chirc hanh nghe ding chdng dong dL, thu phi cong chimg, thu lao, 
chi phi khac (neu co) va tra ket qua cOng chimg. 

- Trong tnxerng hgp ben fly quyen va ben dugc uy quyen khong the ding 
den m6t to chirc hanh nghe cong chUng thi ben quyen yeu cau to 	hanh 
nghe cong chung noi h9 cu trd,cong chUng hgp (long uy quyen; ben dugc Uy 
quyen yeu cau to chirc hanh nghe cong,  chirng not h9 cu tit cong chirng tip vao 
ban goc hop dong quyen nay, hoan tat thit tgc ding chUng hgp dong Uy quyen. 
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Cach thin thyc 	1\14 hO sa tai to chirc hanh nghe cong chirng. 

Thanh phan ho so': 

- Phieu yeti cau cong chirng; 

- Du thao hop gong uy quyen (neu co); 

- Ban sao gidy to thy than dm nguai yeu can cong chirng; 

- Ban sao gidy chirng nhdn quyen so huu, quyen sir dung hoc ban sao 
giay to thay the dugc phap luat‘quy dinh dui voi tai san ma phap ludt quy dinh 
phai clang1(3'7 quyen se( 	quyen sir dung trong truang hap hop (long lien quan 
den tai san do; 

- Ban sao gidy to khac c6 lien quan den hop clung ma phap ludt quy dinh 
phai c6. 

Ban sao neu ten la ban chip, ban in hoc ban danh may c6 not dung ddy 
chinh xac nhu ban chinh va khong phai chi ng thgc. 

Se lining he so': 01 b0 

ThOi ban giii quyet: Thai han cong chirng khong qua 02 ngay lam viec; 
dui vii hop dong, giao dich c6 nOi dung phirc tap thi thai han cong chirng c6 the 
keo dai han nhung khong qua 10 ngay lam viec. 

Boi tuyng thyc hien thu tic hanh chinh: Ca nhan, to chic 

Co' quan co tham quyen quyet chinh: To chirc hanh nghe cong chirng 

Co.  quan thyc hien thu tic hanh chinh: To chirc hanh nghe cong chirng 

Ket qua thyc hien thit tic hanh chinh: Van ban ding chirng 

Phi, le phi (neu co): 50.000 dOng/tnrang hop 

Yeu eau, dieu kien thyc hien thti tic hanh chinh (nett co): Khi cong 
chimp h9p clung uy quyen, cong chirng vien c6 trach nhiem kiem tra ky ho sa, 
giai s thich ro quyen va nghia 	cac ben va hau qua phap 13'7 cita viec -try 
quyen do cho cac ben tham gia 

Mau do'n, mau khai: Khong quy dinh 

Can cti. phap 137: 

- Luat cong chirng so 53/2014/QH13; 

- Thong to lien tich se) 08/2012/TTLT-BTC-BTP ngay 19/01/2012 dm BO 
Tai chinh, BO Tu phap hu&ng dan ye mirc thu, the d8 thu, n0p, quail 1)'7 va sir 
dung phi cong chirng; 

- Thong tu lien tich se) 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila BO 
Tai chinh, Bo Tu phap sira doi, b8 sung mot so dieu dm Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huang dan ye mirc thu, the dO thu, 
nip, quan 13'7 va sir dung phi cong chirng. 
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6. Cong chirng di eh& 

Trinh tif thkrc 

- Nguoi lap di chiic phai to minh yeu cau cong chirng di chilc, khong fly 
quyen cho nguoi khac yeu cau cong chimg di chuc; 

- Nguoi yeu cau cong chirng lap phieu yeu cau cong Chung, nOp h6 so yeu 
cau cong chimg twc tiep tai to chirc hanh nghe cong chimg; 

- Cong chirng vien tiep nhan, kiem tra tinh hop 1e cua h6 so theo yeti cau 
cong Chung, dOi chieu cac thong tin giira ho so a n6p voi not dung du than di 
chlic da dugc sop thao san (neu c6) hoc soan thao di chuc (theo de nghi cua 
nguoi yeu cau cong chdng). Neu ho so chua day clu, hgp le thi huOng dan, bo 
sung. 

- Truong hgp cong chirng vien nghi ngo• nguoi lap di chix bi benh tam 
than hoc mac benh khac ma khong the nhan thirc va lam Chu dugc hanh vi cua 
minh hoc c6 can cu cho rang viec lap di chiic c6 dau hieu bi lira d6i, de d9a 
hoc cuang ep thi cong chirng vien de nghi nguoi lap di eh& lam ro, truong hgp 
khong lam r8 dugc thi co quyen tir ch6i cong chirng di chiic do; 

Trueng hop tinh mpg nv6i lap di chlic bi de d9a thi nguoi yeu cau cong 
chimg khong phai xudt trinh day clu giay to quy dinh tai khoan 1 Dieu 40 dia. 
Luat cong chirng nhung phai ghi ro trong van ban cong chimg; 

- Nguoi lap di chiic to d9c lai di chiic hoc cong chirng vien dgc cho 
nguoi lap di chilc nghe. Truemg hqp ngirOi lap di chuc dong 3'7 town b6 n6i dung 
trong du thd'o di chlic thi 141 vao timg trang ciia di chilc. Cong chirng vien yeu 
cau nguoi lap di chuc xuat trinh ban chink cua cac giay to• de doi chieu tru6c khi 
ghi 1oi chdrig,14,  vao tong trang cila di chile. 

- T6 chdc hanh nghe cong chirng clung ddu, thu phi cong Chung, thu lao, 
chi phi khac (neu co) va tra ket qua cong 

,- Di chiic da dugc ding chirng nhung sau do nguei lap di chuc muon sira 
doi, bo sung, thay the, hily bo mot phdn hoc toan b0 di ch-Uc thi c6 the yeu cau 
bat kj,  cong chimg vien nao cong chimg viec sira doi, bo sung, thay the hoc huy 
b6 do. Trueng hgp di chiic tnr6c d6 dang dugc tau giu tai mot to chdc hanh 
nghe cong chimg thi nguoi lap di chiic phai thong bao cho to chuc hanh nghe 
cong chung dang km gift di chlic biet viec sda doi, bo sung, thay the, huy b6 di 
chiic d6. 

Cach fink thyc 	N6p h6 so tai to chirc hanh nghe cong chirng 

Thanh phAn ho so': 

- Phieu yeu cau cong chdng; 

- Du thao di chiic (neu c6); 

- Ban sao gidy tiny than ciia ngu6i lap di chiic; 
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- Ban sao giay chung nhan quyen so him, quyen sir dung hoac ban sao 
giay to thay the dugc phap lust quy dinh d6i voi tai san ma phap lust quy Binh 
phai clang 1cy quyen sa huu, quyen sir dung, trong trueng hop di chic lien quan 
den tai san do; 

- Ban sao giay to khac c6 lien quan den di chic ma phap lust quy dinh 
phai c6. 

Ban sao neu tren la ban chip, ban in hoac ban danh may c6 not dung day 
chinh xac nhu ban chinh va khong phai chimg thtrc. 

SO luvng ho so': 01 bO 

, Thai han 	quyet: Thai 	cong chdng khong qua 02 ngay lam viec; 
dui voi hop clung, giao dich co not dung phirc tap thi thei han cong chimg c6 the 
keo dai han nhung khong qua 10 ngay lam viec. 

D6i tuvng thwc hien thti tic hanh chinh: Ca nhan 

Co quan co thiin quytn quyet dinh: TO chic hanh nghe cong chimg 

Co quan thyc hien thii tic hanh chinh: TO chirc hanh nghe cong chimg 

Ket qua thvc hien thii tic hanh chinh: Van ban cong chi:mg 

Phi, le phi (neu co): Theo quy dinh ciia Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 cila BO Tai chinh, BO Tu phap huong 
dan vk mirc thu, the dO thu, nOp, quan ly va sir' dung phi cong chAng va ThOng to 
lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 dia. BO Tai chinh, BO Tu 
phap sira d'Oi, bO sung mot so dieu dm Thong tu lien tich so 08/2012/TTLT-BTC-
BTP ngay 19/01/2012 huang dan ye mirc thu, the dO thu, nOp, quan ly va sir dyng 
phi cong chimg. 

Yeu cau, ditu kie'n thyv hien thii tic hanh chinh (neu co): Nguai lap di 
chile phai to minh yeu eau cong chimg di chile, khong fly quyen cho nguoi khac 
yeti cau ding du:mg di chic. 

Mau thin, mau khai: Khong quy dinh 

Can dr phi') 1S7: 

- LuSt cong chi:mg so 53/2014/QH13; 

- Thong tir lien tich so 08/2012/TTLT-BTC-BTP ngay 19/01/2012 dia. BO 
Tai chinh, BO Tu phap huang cedn ve rink thu, the 00 thu, nOp, quan ly va sir 
dung phi cong ch*ng; 

- Thong tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila BO 
Tai chinh, BO Tu phap sira d6i, bo sung mot so dieu dia. Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huong clan ye mirc thu, the dO thu, 
nOp, quail Viva sir dung phi ding chi:mg. 
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7. Ging chting van ban thoa thulan phan chia di san 

Trinh tir thtrc 

- Nhang ngirOi thira ke theo phap Mat hoac theo di chuc ma trong di chUc 
khong xac dinh 1'6 phan di san duoc huong cua tong nguoi thi c6 quyen yeu cau 
cong chimg van ban th6a thuan phan chia di san; 

- Nguoi yeu cau cong chimg lap phieu yeu cau cong chimg, 	hO so yeu 
cau cong chirng true tiep tai to chirc hanh nghe cong chirng; 

- Cong,chimg vien phai kiem tra xac dinh 	lai di san dung IA 
nguoi c6 quyen sir dung dat, quyen so huu tai san va nhising nguoi yeu cau cong 
chimg dung la nguoi duce huong di san; neu thay chua rO hoac c6 can cu cho 
rang viec de lai di san va huong di san la khong dimg phap lust thi tit chioi yeu 
cau cong chirng hoac theo de nghl,cda nguoi yeu cau cong chimg, cong chirng 
vien tien hanh xac minh hoac yeu cau giam dinh; 

- Truong h9p ho so yeu cau cong chi:mg day du, phil hop ved quy dinh cUa 
phap lust thi thy 1Si, ghi vao so cong chimg; 

To chirc hanh nghe cong chimg c6 trach nhiem them yet viec thu 13'T cong 
chimg van ban thoa thuan phan chia di san truck khi thgc hien viec cong chirng. 

- To auk hanh nghe,cong chimg dung dau, thu phi cong chimg, 	lao 
cong chUng, chi phi khac (neu co) va tra ket qua ding chimg. 

Cach fink thirc hi?n: 1\19p ho so tai to elide hanh nghe cong chirng 

Thanh phAn hO so': 

- Phieu yeu cau cong chimg; 

- Du thao van ban thoa thuan phan chia di san (n6u c6); 

- Ban sao gia'y to thy than cila nguoi yeu cau cong chUng; 

- Truong hop di san la quyen sir dyng dat hoac tai san phap lust quy dinh 
phai clang 14/ quyen so huu thi trong ho so yeti cau cong chirng phai c6 giay to.  
chimg minh quyen sir dung dat, quyen so hiru tai san cua nguoi de lai di san d6; 

- Truong h9p thira ke theo phap that, thi trong 116 so yeu cau ding chimg 
phai co giay chimg minh quan he gift nguoi de lai di san va nguoi duos 
huong di san theo quy dinh cua phap lust ve thira ke. Truong hop thira ke theo 
di chiic, trong ho so yeti cau cong chirng phai c6 ban sao di chile; 

- Ban sao giay to khac c6 lien quan den van ban thea thuan ma phap lust 
quy dinh phai c6. 

Ban sao neu tren la ban chyp, ban in hoac ban danh may co not dung day 
chinh xac nhu ban chinh va khong phai chimg dux. 

SO luvng ho so: 01 b9 

Thoi h4n giai quyet: Tiled han dog chi:mg khong qua 02 ngay lam viec; 
doi voi hop dong, giao dich c6 not dung phirc tap thi thoi han cong chimg CO the 
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keo dai han nhtmg khong qua 10 ngay lam viec (Th&i,gian xac mink, 6am dinh 
not dung lien quan den hop (long, giao dich, niem yet viec thu ly cong chimg 
van ban thoa thuan phap chia di san khong tinh vao thai han cong chimg). 

D6i ttru.ng thtyc hien thti tuc hanh chinh: Ca nhan, to chirc 

Co.  quan co thArn quyen quyet dinh: To chirc hanh ngh&' cong chimg 

Co quan thlyc hien thii tuc hanh chinh: To chirc hanh ngh.e cong chirng 

Ket qua thtyc hien thii tuc hanh chinh: Van ban cong chirng 

Phi, le phi (neu c6): Theo quy dinh eila Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 cila BO Tai chinh, BO Tu phap huong 
dan .NT' mirc thu, the do thu, nap, quanlY va sir dung phi cong chimg va Thong tu 
lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cia'.a Bo Tai chinh, Bo Tu 
phap sira dai, ba sung mat so diLt cUaTh8ng tu lien tich so 08/2012/TTLT-BTC-
BTP ngay 19/01/2012 huong dan v'e mire thu, the do thu, nap, quan 1y va sir di:mg 
phi cong chirng. 

Yeu cAu, dieu kien thtyc hien fiat tuc hanh chinh (neu c6): Nguoi thira 
ke phai có nang lire hanh vi dan 

1\41u don, matt khai: Khong quy dinh 

Can cit. phap 1.57: 

- Luat cong chirng sa53/2014/QH13; 

- Thong tu lien tich so 08/2012/TTLT-BTC-BTP ngay 19/01/2012 cila Bo 
Tai chinh, Bo Tu phap huOng dan ve mire thu, the do thu, nap, quan 13'T va sir 
dung phi cong chimg; 

- ThOng tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila Ba 
Tai chinh, BO Tu phap sira doi, bO sung mat so diet' cila Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huong dan ye mire thu, cite do thu, 
nap, quan ly va sir dung phi cong chimg. 
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8. Cong chting van ban khai nh4n di san 

Trinh tkr thiic 

- Nguiri duy nhdt dugc huong di san theo phap ludt hoc nhfing nguoi 
clung dIrgc hugng di san theo phap luSt nhung thoa thuSn khong phan chia di san 
d6 c6 quyen yeu eau cong chung van ban khai nliSn di san; 

- Nguiri you cau cong chimg ldp phieu yeu cau cong chimg, n9p so yeu 
cau cong chUng tivc tiep tai to chirc hanh nghe cong chimg; 

- Cong chung vien phai 	tra xac dinh nguoi a lai di san dung la 
nguoi c6 quyen sir dung dat, quyen so him tai san va nhang nguoi yeu cau cong 
chimg Eng la nguoi du?c huong di san; neu thay chua r5 hoc c6 can cir cho 
rang viec de lai di san va huong di san IA khong dung phap luSt thi to choi yeu 
eau cong chimg hoSc theo de nghi,cila nguoi yeu cau cong chung, cong chimg 
vien tiL hanh xac minh hoc yeu cau giam dinh; 

- Truang h9p ho so yeu cau cong chimg day E, phu hgp vai quy climb cna 
phap luSt thi thu ly, ghi vao so cong chimg; 

TO chUc hanh ngh'e cong chimg co trach nhiOm Mem y6t viec thp 1)",  cong 
chirng van ban khai nhan di san truck khi thvc hien viec cong chimg. 

- TO chUc hanh nghe ,cong chirng long ddu, thu phi cong chirng, 	lao 
cong chUng, chi phi khac (neu co) va tra ket qua cong 

Cach thIrc thkrc 	N9p ho so tai to chirc hanh nghe cong chimg 

Thanh phAn hO 

- Phieu yeu cau cong chung; 

- Du thao van ban khai nhAn di san (nL c6); 

- Ban sao gidy to thy than dm nguoi yeu eau cong chimg; 

- Ban sao gidy chimg nhAn quyOn so huu, quyen sir dung hoc ban sao 
gidy to thay the firgc phap luSt quy dinh doi voi tai san ma phap lust quy dinh 
phai dang ky quyen hftu, quyen sir dung, trong truong hop di chile lien quan 
den tai san do; 

- Gidy to chimg minh quan hO giita nguoi de lai di san va nguoi dugc 
huong di san theo quy dinh cim phap luat ve thira 

Ban sao neu ten la ban chup, ban in, ban danh may hoc ban danh may vi 
tinh nhung phai c6 nOi dung day du, chinh xac nhu ban chinh va khong phai c6 
chirng thuc. 

SO luvng he) so': 01 b0 

Theri han giai quyet: Theri han cong chimg khong qua 02 ngay lam viec; 
doi vgi hgp dung, giao dich c6 not dung phirc tap thi thOi han cong chung c6 the 
keo dai han nhung khong qua 10 ngay lam viec (Thoi gian xac minh, giam dinh 
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not dung lien quan den h9p dOng, giao dich, niem yet viec thp 1)"7 cong chimg 
van ban khai nhan di san khOng tinh vao thoi han cong chimg). 

poi tuvng thuc hien fiat tuc hanh chinh: Ca nhan, to chirc 

Co' quan c6 thim quyen quyet dinh: TO chirc hanh nghe cong chirng 

Co quan thuc hien thii tuc hanh chinh: TO chirc hanh nghe cong chirng 

Ket qua th,rc hien thii tuc hanh chinh: Van ban cong chimg 

Phi, le phi (neu do): Theo quy dinh dm Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 dm BO Tai chinh, BO Tu phap huong 
can ve mirc thu, the clo thu, nop, quan 13'7 va sir dung phi cong chimg va Thong tu 
lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cila BO Tai chinh, BO Tu 
phap sira d6i,13O sung mot so dieu dm Thong tu lien tich so 08/2012/TTLT-BTC-
BTP ngay 19/01/2012 huong dan ye mirc thu, the dO thu, nOp, quan 13'iva sir dung 
phi cong chirng. 

Yeu can, dieu kien thip hien thii tuc hanh chinh (neu co): Ngu thira 
ke c6 nang luc hanh vi dan 

Mau doll, man to' khai: Khong quy dinh 

Can cfr phip 1ST: 

- Luat cong chimg so 53/2014/QH13; 

- Thong tu lien tich so 08/2012/TTLT-BTC-BTP ngay .19/01/2012 cila BO 
Tai chinh, BO Tu phap huong dk ye mitt thu, the dO thu, nep, quart l3"7 va sir 
dung phi cong chung; 

- Thong to lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 Gila BO 
Tai chinh, BO Tu phap sira dOi, bo sung mot so dieu dm Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huong clan ye mirc thu, the clo thu, 
nOp, quan 13'7 va sir dung phi cong chimg. 
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9. COng chfrng van ban tir chi nh4n di san 

Trinh tir thvc 

- Nguei thira Ica c6 the yeu cau cong chimg van ban tir chOi nhan di san; 

- Ngueri yeu cau cong chimg lap phiau yeu cau cong chimg, n9p ho so yeu 
cau cong Chung trgc tiep tai to chirc hanh nghe cong chung; 

- C6ng chimg vien flap nhan 119 so va kiem tra gidy to trong h9 so yeu cau 
cong Chung. Trueng hop h6 so yeu cau cong chimg day du, phu hop voi quy 
dinh cua phap luat thi thu 13'r, ghi vao so cong chirng. 

- T6 chirc hanh nghe,cong chung clung dau, thu phi cong chimg, thu lao 
cong chimg, chi phi khac (neu co) va tra kat qua cong chimg. 

Cach thfrc thve hi?n: N9p ho so tai to chirc hanh nghe cong chirng 

Thanh phAn hO 

- Phiau yeu cau cong chimg; 

- Du thao van ban tir chi nhan di san (nau c6); 

- Ban sao giay to tay than cua nguoi yeu cau cong chung; 

- Ban sao di chiic trong truong hop thira ka theo di,  chilc hoc giAy to 
chimg minh quan gift nguei de lai di san va ngueri yeu cau cong chimg theo 
phap luat vethira ke; 

- Gidy chimg tir hoc gidy to lchac chirng minh nguari cle lai di san da chat. 

So luvng hO so': 01 1)9 

, 	Thai han giii quyet: Thai han cong chimg khong qua 02 ngay lam viec; 
dui voi h9p dong, giao dich c6 not dung phirc tap thi thai han cong chimg c6 the 
keo dai hon nhung khong qua 10 ngay lam viec. 

Doi tuvng thvc hien thu tuc hanh chinh: Ca nhan, to chirc 

Co' quan c6 than.' quyen quyet dinh: T9 chirc hanh nghe cong chung 

Co' quan thin hien thu tuc hinh chinh: To chirc hanh ngha cong chung 

Ket qui thirc hi?n thii tic hanh chinh: Van ban cong chimg 

Phi, 1? phi (neu c6): Theo quy dinh dm Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 dm B9 Tai chinh, BO Tu phap huong 

", dan ye muc thu, cha clo thu, n9p, quail 1)",  va sir dung phi cong chung va ThOng tu 
lien tich s9 115/2015/TTLT-BTC-BTP ngdy 11/8/2015 cila BO Tai chinh, B9 Tu 
phap sira d9i, b9 sung mot so diau cua Th6ng tu lien tich s9 08/2012/TTLT-BTC-
BTP ngay 19/01/2012 huong dan ve mirc thu, cha d9 thu, n9p, quanl5T va sir' (king 
phi cong chimg. 

reu cau, dieu kin thtirc hi?n thu tuc hanh chinh (neu c6): 

- Ngueri thira ke c6 nang lvc hanh vi dan s;r; 
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- Thei flan tir cho'i nha.'n di san la 06 thong, ke tir thai diem mo• thira ke. 

Mau dun, man to.  khai: Khong quy dinh 

Can cu• phap 

- Luat cong chUng s6' 53/2014/QH13; 

- Thong tu lien tich s6' 08/2012/TTLT-BTC-BTP ngay 19/01/2012 dm BO 
Tai chinh, BO Tu phap fluxing dan ye mirc thu, the (10 thu, nop, quan 17 ya sir 
dung phi cong chung; 

- Thong tir lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 ciia BO 
Tai chinh, BO Tu phap sira doi, 1)6' sung mot so dieu cua Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huong dan ye mUc thu, the dO thu, 
n0p, quan 1y \id sir dung phi cong chirng. 
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10. Nh4n ltru gilt di chtic 

Trinh ty thtrc hien: 

- Nguai lap di chtic có the yeu cau to chirc hanh ngha cong chirng nhan 
luu giu di chile cua minh. 

- Nguai lap di chtac n6p ho sa true tip tai to chirc hanh nghe ding chimg; 

- Khi nhan luu gift di chtic, cong chi:mg yien phai niem phong ban di chile 
truck mat nguai lap di chile, ghi giay nhan luu giu \TA giao cho ngueri lap di 
chtic; 

- T6 chirc hanh ngha ding chting thu phi, thii lao, chi phi Ichac (neu có); 

- Viec ding b6 di chtic luu gift tai to chuc hanh nghe ding chUng duce 
dux hien theo quy dinh cua phap luat ye dan su. 

Cach thfrc thtrc hien: NO‘p h6 sa tai to ch*c hanh ngha cong chimg 

Thanh phAn ht) 

- Phieu yeu cau cong chung; 

- Ban chinh di chtic; 

- Ban sao giay to tay than ciia ngueri yeu cau luu gitt di chile. 

S6 ltryng ho so': 01 b6 

TWA hn giai quyet: Trong ngay lam yiec 

Dt)i ttryng thirc hien thii tuc hanh chinh: Ca nhan 

Co' quan có tham quytn quyet dinh: T6 chirc hanh nghas ding chimg 

Cu quan thtrc hien thii tuc hanh chinh: T6 chirc hanh ngha cong chimg 

Ket qua thtrc hien thii tuc hanh chinh: Giay nhan luu gia di chtic 

Phi, le phi (nen có): 

- Phi nhan luu giir di chile: 100 nghin dang/truang hop. 

Yen cAu, dieu kien thyc hien thit tuc hanh chinh (nett di): 

Mau don, mau to' khai: Khong quy dinh 

Can a? phip 157: 

- Luat cong chimg s6 53/2014/QH13; 

- Thong tu lien tich sa 08/2012/TTLT-BTC-BTP ngay 19/01/2012 ciia B6 
Tai chinh, B6 Tu phap hung dan ya mire thu, the d6 thu, n6p, quan ly \TA sir 
dung phi ding chi:mg; 

- Thong tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 dm B6 
Tai chinh, B6 Tu phap sira doi, b6 sung mot s6 diau &la Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 hung clan ya mire thu, the d6 thu, 
n6p, guar-113'7yd sir dijng phi cong chimg. 
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11. Ging cht'ing ban dich 

Trinh to thkrc hi?n: 

- Nguai yeti cau cong chimg ngp giay to', van ban yeu eau dich thuat tryc 
tiep tai to chirc hanh nghe cong chung. 

- Cong chung vien tiep nhan ban chinh gidy to, van ban can dich, kiem tra 
tinh hap le 	gidy to., van ban; lap phial hen tra ket qua va giao cho nguai phien 
dich la cong tac vien cila to chat minh thirc hien; 

- Ngtrai phien dich phai 1(3'7 vao timg trang cua ban dich; 

- Cong chirng vien ghi loi chirng va 14,  vao tong trang cua ban dich; T6 
chirc hanh nghe cOng,  chung (long dau, thu phi cong chirng ban dich, 	lao dich 
thuat, chi phi khac (neu co) va tra ket qua. 

Cach thIrc thirc 	NOphi5 so tai to chirc hanh nghe cong chfrng 

Thanh phAn he so': Gidy to, van ban yeu cdu dich 

Se luvng ho so.: 01 b9 

Th?ri h#n giai quyet: Thai han cong chimg khong qua 02 ngay lam viec 

Doi ttro'ng thirc hien thti tyc hanh chinh: Ca nhan, to chirc 

Co' quan co thAm quyen quyet dinh: T6 chirc hanh nghe cong chirng 

Co.  quan thirc hien thu tyc hanh chinh: T6 chirc hanh nghe cong chung 

Ket qua thirc hien thu tyc hanh chinh: Ban dich dal dugc cong chimg. 

Phi, 1" phi (neu có): 

Phi cong chung ban dich: 50.000 dOng/trang ctoi voi ban dich thir nhdt. 

TruOng hop nguai yeu eau cong chtMg can nhieu,ban dich thi tir ban dich 
thin hai tra len thu 5.000 dong/trang doi 	trang 	nhat, trang thin hai; tiz trang 
thir ba tra len thu 3.000 d6ng/trang nhung muc thu t6i da khong qua 200.000 
d6ng/ban. 

Yeu cau, dieu kien thyc hi?n thu tyc hanh chinh (neu co): 

C8ng chimg vien 'thong dugc nhan va cong chirng ban dich trong cac 
twang hap sau day: 

- &ling chirng vien bit hoac phai bit ban chinh dugc cap sai thdrn quyen 
hoac khong hop le; ban chinh gia; 

- Gidy to, van ban dugc yeu cdu dich da bi fdy xod, sfra china, them, bat 
hoac bi hu hong, di nat khong the xac dinh ro not dung; 

- Gidy tee, van ban dugc yeu cdu dich thugc bi mat nha nuaec; gidy ta, van 
ban bi cam pho bien theo quy dinh cua phap 

Mau do'n, matt khai: Khong quy dinh 

Can dr phap 13'7: 
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- Luat Cong chirng so 53/2014/QH13; 

- Thong tu lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 cda BO 
Tai chinh, BO Tu phap sira doi, 136 sung mot so dial cila Thong tu lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 hung dan ve mirc thu, the dO thu, 
nOp, quan132 va sir dung phi ding chimg. 
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12. Cep ban sao van ban cong chting 

Trinh tty thvc hien: 

- Ca nhan, co quan, to chic yeu cau to chic hanh nghe cong chimg dang 
luu tit ban chinh van ban cong chimg cap ban sao van ban cong chdrig. 

- To chic ,hanh  nghe cong chimg tier, nhan phieu yeu cau, kiem tra tinh 
hgp dm yeti cau, tien hanh tra cdu, sao chip ban sao, &mg dau, thu phi cong 
chdng, chi phi khac (neu co) va tra ket qua cho ca nhan, to chic. 

Cach thirc thvc hien: NOp he so tai to chic hanh nghe cong chimg 

Thanh phAn ho so': 

- Phieu yeu cau cap ban sao van ban cong chimg; 

- Ban sao giay to' tily than cna nguai yeu cau. 

Se luvng ho so': 01 bO 

Thiri hvn giai quyet: Khong qua 02 ngay lam viec 

Del tuvng thtyc hien thti tic hanh chinh: Ca nhan, to chic 

Co' quan có thAnt quyen guy& dinh: To chic hanh nghe cong chdng 

Co' quan thtyc hien thil tic hanh chinh: TO elide hanh nghe ding chimg 

Ket qua thtyc hien thil tic hanh chinh: Ban sao van ban cong chimg 

Phi, le phi (neu có): 

- Phi cap ban sao van ban citing chi:mg: 5 nghin dOng/trang, tir trang did ba 
(3) tro' len thi mOi trang thu 3 nghin (tong nhung t8i da kh6ng qua 100 nghin 
dOng/ban. 

Yeu cau, dieu kien thtyc hien thit tic hanh chinh (nett co): 

- Viec cap ban sao van ban cong chirng dugc thut hien trong cac truong 
hgp sau day: 

+ Theo yeu can dia co quan c6 tham quyen trong cac truOng hop dugc 
quy dinh tai khoan 3 Dieu 64 cda Luat cong chung; 

+ Theo yeu cau cda,cac ben tham gia hop dmg, giao dich, nguiyi co 
quyen, nghia vu lien quan den hop dong, giao dich da dugc cong chimg. 

- Viec cap ban sao van ban cong chdng do -CO chic hanh nghe cong chimg 
dang luv tra ban chinh van ban cong chimg d6 thuc hien. 

MAu don, matt to' khai: Khong quy dinh 

Can et? phi') 15T: 

- Luat cong chi:mg so 53/2014/QH13; 

- Thong to lien tich so 08/2012/TTLT-BTC-BTP ngay 19/01/2012 cila BO 
Tai chinh, 138 Tu phap huang dan ye mdc thu, the dO thu, nOp, quail l3r/ va sir 
dung phi cong chdng; 
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- Thong to lien tich so 115/2015/TTLT-BTC-BTP ndy 11/8/2015 edaB6 
Tai chinh, B6 Tu phap sira doi, bo sung mot so dieu dm Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 hung dan ye mirc thu, the d'6 thu, 
n6p, quan 13% \TA sir dung phi cong 
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II. Linh virc Ch'ing thtyc: 

1. Chtimg thtic ban sao tir ban chinh giAy to, van ban do co quan to 
chtic c6 tham quyen cua Vi't Nam; co' quan, to chtic c6 tham quyen cua 
ntrov ngoai; co quan, to chiic c6 tham quyen cua Vi'st Nam lien ket voi co• 
quan, to chtic c6 tham quyen cua nuirc ngoai cap ho4c chting nh4n 

Trinh ttr thkrc 

- Ngueyi yeu eau chUng thgc phai xuat trinh ban chinh giay to, van ban 
lam ca so de chUng thirc ban sao va ban sao can chi:mg thgc. 

Truong hop nguoi yeu cau chUng thgc chi xudt trinh ban chinh thi cong 
chUng vien tien hanh chup tir ban chinh de thgc hien chirng thgc, trix truemg hgp 
to chirc hanh nghe cong chirng khong c6 phuang tien de chup. 

- Nguoi thgc hien chUng thgc kiem tra ban chinh, d6i chieu voi ban sao, 
neu not dung ban sao &mg voi ban chinh, ban chinh giay to, van ban khOng 
thu'Oc cac trueng hop ban chinh giay to, van ban khong dugc dung lam ca so• de 
chimg thgc ban sao thi -dux hien chUng dux nhu sau: 

+ Ghi day du len chUng chimg thgc ban sao tir ban chinh theo mau quy 
dinh; 

+ 1(3'T, ghi ro ho ten, dung d'L cua to chirc hanh nghe cong chUng thgc 
hien chUng thgc va ghi vao so chirng thgc. 

, Doi voi ban sao co tir 02 (hai) trang tro• 	thi ghi 	chirng vao trang 
cuoi, neu ban sao c6 tir 02 (hai) to tra len thi phai dong dau giap lai. 

M6i ban sao dugc chimg thgc tir mot ban chinh giay to, van ban hoac 
nhieu ban sao duos chUng thgc tir mot ban chinh giay to, van ban trong ding 
mot theyi diem dugc ghi mot so chUng thgc. 

- To chuc,hanh nghe cong chimg thu phi chirng thgc, 	lao sao chup 
(neu co) va tra ket qua. 

Cach thirc thirc hqn: N'Op ho so trgc tier) tai to chirc hanh nghe cong 
chUng 

Thanh phAn, se; luvng ho so': Ban chinh gidy to; van ban lam co so• de 
chirng thgc ban sao va ban sao can chUng thgc. 

Thai 114n giai quyet: Trong ngay ca quan, to chdc tier) nhan yeu cau 
hoac trong ngay lam vi'ec tiep theo, neu tiep nhan y8u cau sau 15 gig. Doi voi 
trueyng hop ding mot luc yeu cau chUng thgc ban sao tix nhieu loci ban chinh 
giay to, van ban; ban chinh co nhieu trang; yeu cau so luting nhieu ban sao; not 
dung giay to, van ban phuc tap kilo kiem tra, doi chieu ma ca quan, to chdc thgc 
hien chUng thgc khong the dap Ung dugc thoi han quy dinh neu tren thi thoi han 
chUng thgc dugc keo dai them khong qua 02 (hai) ngay lam viec hoac co the dai 
han theo thoa thuan bang van ban voi nguOi y8u cau chUng thgc. 

Doi tuvng thcrc hien thu tvc hanh chinh: Ca nhan, to chdc 

30 

  
 
 
 
 

         
 
 
 
 
     www.LuatVietnam.vn 

 
 
  
 
 
 
 
 
 
 

          
     



Co quan thtyc hien thii tyc hanh chinh: To chirc hanh nghe cong chang 

lat qua thirc hien thil tyc hanh chinh: Ban sao dugc chirng thvc tir ban 
chinh 

Phi, le phi (ne'u có): 

Phi chirng thvc ban sao tir ban chinh: 2.000 d8ng/trang d6i 	trang thin 
nhdt, trang thir hai; to trang thin ba tro. len thu 1.000 dong/trang nhung mac thu 
t foi da khong qua 200.000 dong/ban. 

Ten matt don, mau to• khai: Khong 

Yeu cAu, ditu kien thtyc hien thil tyc hanh chinh (nett di): 

- Ban chinh gidy to, van ban khong dugc dung lam co sa cue chang thvc 
ban sao: 

+ Ban chinh bi tdy x6a, saa chita, them, bat not dung khong hop le. 

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

+ Ban chinh clung ddu mat dia co quan, to chirc c6 thdrn quyen hoac 
khong dOng dau mat nhung ghi r6 khong doge sao chop. 

+ Ban chinh co not dung trai phap luat, dao due xa hOi; tuyen truyen, kith 
Ong chitin tranh, chong che clo xa hOi chit nghla Viet Nam; xuyen tac lich sir 
cua dan tOc Viet Nam; 'clic pham danh du, nhan pham, uy tin cda ca nhan, to 
chac; vi pham quyen ding dan. 

+ Ban chinh do co quan, to chirc có thdrn quyen cua nuac ngoai cap, ding 
chirng hoac thing nhan chua dugc h9p phap hoa lanh sir theo quy dinh tai 
Khoan 1 Dieu 20 cita Nghi dinh 23/2015/ND-CP. 

+ Gidy to., van ban do ca nhan to lap nhung khOng CO xac nhan va gong 
dau ctla co quan, to chdc c6 tham quyen. 

Can cti. phap 157: 

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phif ve cap 
ban sao to so goc, chirng thvc ban sao tir ban chinh, chirng thvc chi-11(3'T va chung 
thvc h9p clung, giao dich. 

- ThOng to lien tich so 115/2015/TTLT-BTC-BTP ngay 11/8/2015 dm BO 
Tai chinh, Bo Tu phap saa dOi, bO sung mot s'6 dieu cda Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huOng dan ve mac thu, the dO thu, 
nOp, quan ly va sir dung phi cong chimg. 
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2. Chtimg thtyc chit ky trong cac giAy t?r, van ban (ap dung cho ca 
truimg boy chting thlrc diem chi va truirng hop ngwoi yeu cau chtiwg thrfc 
khong the k f, khong the diem chi thro'c) 

Trinh to thuc hien: 

- Nguai yeu can chtmg thgc,  chit Ic- T/diem chi/khong the V, khong the 
diem chi dugc phai xuat trinh cac giay to; phuc vu viec chimg thuc cha 

- Nguai thuc hien chimg thgc kiem tra gidy to• yeu cau chirng thgc, neu 
thay du giay t6 theo quy dinh, tai thei diem chung thgc, nguari yeu cau chung 
thgc minh man, nhan thirc va lam cha dugc hanh vi cua minh va viec chimg 
thgc khong thuOc cac trugng hop khong dugc chirng thgc chit V7 thi yeu cau 
ngugi yeu cau chimg thuc VT/diem chi truac mat va thgc hien chirng thuc nhu 
sau: 

+ Ghi ddy du 16i chung chung dux chit ky theo mA'u quy dinh; 

+ 1(3'T, ghi ro h9 ten, dung ddu cua to chirc hanh nghe cong chirng thgc 
hien chirng thuc va ghi vao so chimg thgc. 

DOi voi gidy to', van ban c6 tir (02) hai trang tra len thi ghi lai chirng vao 
trang cuOi, neu giay ta, van ban c6 to 02 (hai) to tra len thi phai dung dau giap 
lai. 

- TO chdc,hanh nghe cong chimg thu phi chimg dux, 	lao sao claw) 
(neu co) va tra ket qua. 

Cach thtic thuc hien: NOp ho so true tiep tai to chirc,hanh nghe cong 
chung hoac ngoai tru ciia chuc hanh ngh6 cong chirng neu nguai yeu cau 
chimg thus thuc dien gia yeu, khOng the di lai dugc, dang bi tam gift', tam 
giam, thi hanh an phat to hoac c6 VT do chinh clang khac. 

Thanh phAn hO 

Ngugi yeu cau chung thgc chit ky cua minh phai xudt trinh cac gidy to 
sau day: 

- Ban chinh hoac ban sao c6 Chung thgc Gidy chung minh nhan dan hoac 
HO chieu con gia tri sir dung; 

- Gidy ta, van ban ma minh se V/diem chi. 

Thei hum thtyc hien yeu cau chtimg thirc: Trong ngay to chirc hanh nghe 
cong chirng tiep nhan yeu cau hoac trong ngay lam viec tiep theo, neu tiep nhan 
yeu cau sau 15 gig. 

poi tuvng thtrc hien thil tuc hanh chinh: Ca nhan 

Co.  quan thtyc hien thii tuc hanh chinh: To chirc hanh nghe cong chirng 

Ke't qua thtyc hien thit tuc hanh chinh: GiAy to., van ban dugc chung 
thuc chit 14/diem chi. 

Phi, le phi (ntu co): 
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Phi chimg thgc chit VI trong giay to, van ban: 10.000 d6ng/trireyng hop 
(truarng hop dugc hieu la mot hoac nhieu chit 1(3'7 trong mot giay to, van ban). 

Ten mau dun, mau to' khai: Khong 

Yeu cau, cieu kien thyc hien thti tuc hanh chinh (neu c6): 

- Truong h9p khong dugc chdng thgc chit V: 

+ Tai thei diem chimg thgc, nguoi you cau chdng thgc chit V khong 
nhdri thdc va lam chit dugc hanh vi cua minh. 

+ Nguoi yeu cau chimg thut chit 14,  xua.'t trinh Giay chimg minh nhan dan 
hoac HO chieu kh6ng con gia tri sir dung hoac gia mao. 

+ Giay to, van ban ma nguoi yeu cL chimg thgc ky vao c6 nOi dung quy 
dinh tai Khoan 4 Dieu 22 dm Nghi dinh 23/2015/ND-CP. 

+ Giay to, van ban c6 nOi dung la hop d6ng, giao dich, trir cac truong hop 
quy dinh tai Diem d Khoan 4 Dieu 24 dm Nghi dinh 23/2015/ND-CP hoac 
trueng hop phap lu'at c6 quy dinh khac. 

Can ct? phap 1ST: 

- Nghi dinh so 23/2015/ND-CP ngay 16/02/2015 dm Chinh phu ve cap 
ban sao tir so goc, chimg thvc ban sao tir ban chinh, chimg thuc chi ky va chirng 
thgc h9p d6ng, giao dich. 

- Th8ng to lien tich s9 115/2015/TTLT-BTC-BTP ngay 11/8/2015 ciia BO 
Tai chinh, BO Tu phap sfra doi, b6 sung m.Ot so dieu cila Thong to lien tich so 
08/2012/TTLT-BTC-BTP ngay 19/01/2012 huong ddn ve mdc thU, the dO thu, - 
n6p, quanVi va sir dung phi cong chimg. 
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