I. LINH VUC CHUNG THUC
1. Thii tuc Cap bén sao tir s6 goc
a) Trinh tu thuc hién:

- Nguoi yéu cau cap ban sao tur s6 gbc phai xuit trinh cac gidy to phuc vu cho
yéu cau cap ban sao tir s6 gbe. Truong hop ngudi yéu cau cap ban sao tir s6 gdc guri
qua buu dién thi phai giri kém theo ban sao c6 ching thuc giay to theo quy dinh.

- Co quan, t6 chirc cin clr vao so gbc dé cip ban sao cho nguoi yéu cau; noi
dung ban sao phai ghi theo ding ndi dung da ghi trong s6 gbc.

- Trong truong hop khong tim thdy s gdc hodc trong sO gbe khong c6 thong
tin vé ndi dung yéu cau cap ban sao thi co quan, t6 chirc dang luu giit s6 gbc co
trach nhiém tra 16 bang van ban cho nguoi yéu cau.

- Nguoi yéu ciu cap ban sao tir s6 goc nhan két qua tai noi ndp hd so hoic
qua buu dién (néu ndp qua buu dién).

b) Cach thirc thuc hién: Nop hd so truc tlep hodc théng qua hé thdng buu
chinh dén Bo phan tiép nhan hd so va tra két qua cap xa.

¢) Thanh phan, s6 luong hd so:

- Trudng hop ndp truc tiép thi xuét trinh ban chinh hodc ban sao c6 ching
thuc gidy chiing minh nhan dan hoac hd chi€u con gia tri st dung.

- Truong hop ngudi yéu cau cp ban sao tir sé gdc glri qua buu dién thi phai
gt kém theo ban sao c¢6 chtng thuc gidy chirng minh nhan dan hodc ho chiéu con
gia tri sir dung, phong bi dan tem ghi o ho tén, dia chi nguoi nhan cho co quan, to
chtic cép ban sao.

- Truong hop ngudi yéu cau 1a ngudi dai dién theo phéap luat, ngudi dai dién
theo uy quyén ciia c4 nhan, t6 chic dugc cép ban chinh; cha, me, con; vo, chéng;
anh, chi, em rudt; nguoi thira ké khac cua nguoi duogc cép ban chinh trong trudng
hop nguoi d6 da chét thi phai xuét trinh gidy to ching minh quan hé véi ngudi dugce
cap ban chinh.

d) Thot han giai quyét: Trong ngay co quan, t6 chirc tiép nhan yéu cau hodc
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Trong trudng hop
yéu cau cép ban sao tu s6 gdc dugc gui qua buu dién thi thoi han dugce thyc hién
ngay sau khi co quan, t6 chtrc nhan da hd so hop 1¢ theo déu buu dién dén.

d) Péi tuong thuc hién thu tuc hanh chinh: Ca nhan, td chire

e) Co quan thuc hién thi tuc hanh chinh: Co quan, t6 chtrc quan 1y s6 gbc
g) Két qua thyc hién thi tuc hanh chinh: Ban sao duoc cép tir s6 goc

h) Phi: Khong



i) Tén mau don, mau to khai: Khong
k) Yéu ciu, diéu kién thyc hién thi tuc hanh chinh: Phai c6 s6 goc
1) Can cu phap ly cua thu tuc hanh chinh:

Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban sao
tr ban chinh, chirng thuc chit ky va chung thuc hop dong, giao dich.

2. Thii tuc chirng thue bén sao tir ban chinh gidy to, viin ban do co quan
to chirc c6 tham quyén cia Viét Nam cap hodc chirng nhan

a) Trinh ty thuc hién:

+ Ngudi yéu cau chimg thuc phai xuit trinh ban chinh gidy to, van ban lam
co s& dé ching thuc ban sao va ban sao can chimg thuec.

+ Trudng hop ngudi yéu cau chimg thue chi xuat trinh ban chinh thi co quan,
td chuc tién hanh chup tir ban chinh dé thuc hién ching thuc, trir truong hop co
quan, t6 chirc khong c6 phuong tién dé chup.

+ Nguoi thuc hién chimg thuc kiém tra ban chinh, ddi chiéu véi ban sao, néu
ndi dung ban sao dung voi ban chinh. Ban chinh gidy to, vin ban khong thudc cac
truong hop ban chinh gidy to, van ban khong duoc dung lam co s& dé chimg thuc
ban sao thi thuc hién chirng thuc nhu sau:

* Ghi day du 1oi chimg chimg thuc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi r0 ho tén, dong dau cua co quan, td chire thuc hién chimg thuc va
ghi vao so chirng thuc.

Pbi véi ban sao co tir 02 (hai) trang trd 1én thi ghi 101 chimg vao trang cudi,
néu ban sao co tir 02 (hai) to trd 1€n thi phai dong dau giap lai.

MJi ban sao duogc ching thuc tir mot ban chinh giéy t&, van ban hodc nhiéu
ban sao dugc chung thuc tr mot ban chinh gidy to, van ban trong cung mdt thoi
diém duogc ghi mot s6 ching thuec.

+ Ngudi yéu cau ching thuc nhan két qua tai noi ndp ho so.

b) Cach thire thuce hién: Nop hd so truc tiép tai Bo phan tiép nhan ho so va tra
ket qua cap xa.

c) Thanh phan, sd luong hd so: Ban chinh gidy to, vin ban lam co s¢ dé
chung thuc ban sao va ban sao can chimg thuc. Truong hop ngudi yéu cau chimg
thue chi xuat trinh ban chinh thi co quan, t6 chtrc tién hanh chup tir ban chinh dé
thue hién ching thuc, trir trudng hop co quan, to chire khong co phuong tién dé
chup. Ban sao tir ban chinh dé thuc hién ching thuc phai co dﬁy du cac trang da ghi
thong tin cua ban chinh.

d) Thoi han giai quyét: Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic
trong ngdy 1am viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Dbi véi truong hop



cung mot luc yéu cau chung thue ban sao tu nhiéu loai ban chinh giéy to, van ban;
ban chinh c6 nhiéu trang; yéu cau s6 lugng nhleu ban sao; ndi dung giay to, van ban
phuc tap kho kiém tra, d6i chiéu ma co quan, t6 chirc thuc hién chimg thuc khong
thé dap ung duoc thoi han quy dinh néu trén thi thoi han ching thuc duoc kéo dai
thém khong qua 02 (hai) ngay lam viéc hodc co thé dai hon theo thoa thuan bang
van ban voi nguoi yéu cau chimg thyc. Truong hop tra két qua trong ngay lam viéc
tlep theo hodc phai kéo dai thoi gian theo quy dinh thi nguoi tiép nhén hé so phai co
phiéu hen ghi 5 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thuc.

d) Poi tuong thuc hién tha tuc hanh chinh: C4 nhan, t chirc
e) Co quan thyc hién thu tuc hanh chinh: UBND cp x4.

g) Két qua thyc hién thu tuc hanh chinh: Ban sao dugc chung thuc tir ban
chinh

h) Phi:2.000 dong/trang; tir trang thir 3 trd 1én thu 1.000 dong/trang, t6i da
thu khong qua 200.000 dong/ban. Trang la can ctr dé thu phi dugc tinh theo trang
cua ban chinh.

i) Tén mau don, mau to khai: Khong

k) Yéu cau, diéu kién thyc hién tht tuc hanh chinh: Ban chinh gidy to, vin
ban can chung thuec.

Ban chinh gidy t&, vin ban khong duoc dung 1am co sd dé ching thuc ban
Sao:

+ Ban chinh bi téy x0a, stra chira, thém, bt nd1 dung khong hop 1€.

+ Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong dau mat cua co quan, to chtic c¢o tham quyén hodc khong
dong dau mat nhung ghi 16 khong duogc sao chup.

+ Ban chinh c6 ndi dung trai phap luét, dao duc xa hoi; tuyén truyén, kich
dong chién tranh, chong ché dd xa hdi chu nghia Viét Nam; xuyén tac ligh s cua
dan tdc Vi¢t Nam; xic pham danh dy, nhan pham, uy tin ctia ¢4 nhan, t6 chuc; vi
pham quyén cong dan.

+ Gidy t0, vin ban do ca nhan ty 1ap nhung khong c6 xac nhan va dong déu
cua co quan, to churc ¢6 tham quyén.

I) Can ctr phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tir ban chinh, chuing thyc chit ky va ching thyc hop dong, giao dich;

+ Thong tu s 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tw phdp
quy dinh chi tiét va hudng dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-
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CP ngay 16/02/2015 cua Chinh phu vé cdp ban sao tir ban chinh, chimg thuwc chip
ky va chung thuc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong BO Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chig thuc;

+ Thong tu sb 264/2916/TT-BTC ngay 14/11/2016 cua B truéng B Tai
chinh quy dinh murc thu, ché dg, thu, nOp, quan 1y va st dung phi, I¢ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Vi¢t Nam ¢ nudc ngoai,

+ Thong tu sb 257/2016/TT-BTC ngay 11/11/2016 cta Bo trudng B Tai
chinh quy dinh muc thu, ché do thu, nop, quan ly, sir dung phi cong ching; phl
chtng thuc; phi thAm dinh tiéu chuan, diéu kién hanh nghe cong chung; phi thim
dinh diéu kién hoat dong vin phong cong chimg; 18 phi cap thé cong ching vién.

3. Thu tuc chirng thue chir ky trong cac glay to, van ban (ap dung cho ca
trueong hofp chirng thuc diém chi va trweong hop nguoi yéu cau chirng thue
khong thé ky, khong thé diém chi dwoc)

a) Trinh tu thuc hién:

+ Nguoi yéu cau ching thue chir ky/diém chi/khong thé ky, khong thé diém
chi duogc phai xuét trinh cac gidy to phuc vu viée chimg thuc chir ky.

+ Trong trudng hop ngudi yéu cau chimg thuc khong théng thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngu:0’i c6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ngon nglr ma
nguoi yéu cau ching thyc sir dung. Nguoi phién dich do ngudi yéu cau chimg thuc
moi1 hodc do co quan thyc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thuc tra.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so trong truong hop
tiép nhan tai bo phan mot cira, mot cua lién thong) kiém tra gidy to yéu cau ching
thuc, néu thdy du gidy to theo quy dinh, tai thoi diém chung thyc, nguoi yéu cau
chirng thyc minh man, nhan thic va lam cha dugc hanh vi cua minh va vi¢c ching
thue khong thudc cac truong hop khong duoc ching thuc chir ky thi yéu cau nguoi
yéu cau chimg thuc ky/diém chi trudc mit va thuc hién ching thuc nhu sau:

* Ghi day du 10i ching ching thyce chir ky theo mau quy dinh phza duoi chir
ky dwoc chitng thic hodc trang lién sau ciia trang gidy to, van bdan cé chir ky dwoc
chung thuc; Néu ho so tlep nhan tai bo phan mot cua, mot cuvra lién thong thi nguoi
tiép nhdn hé so ky vao dudi loi chimg theo mau quy dinh va chuyén hé so cho
nguoi thuc hién chirng thuec,

* Nguoi thuc hién chimg thuc ky, ghi 16 ho tén, dong dau cua co quan, to
chuc thyc hién ching thuc va ghi vao so6 chung thuec.
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Doi véi gidy 16, van ban cé tir (02) hai 16 tré 1én thi phdi dong ddu gidp lai.
Truong hop loi ching dwoc ghi tai to lién sau cia trang cé chiv ky thi phdi dong
ddu gidp lai gifta gidy o, van ban chirng thuwc chit ky va trang ghi 167 chitng,

’ b) (;ach thire thuc hién: Nop hd so truc t1ep tai BO phan tlep nhar} ho so va tra
két qua cap xa hodc ngoai tru s¢ cua co quan thyc hién ching thyc néu nguoi yéu
cau chung thuc thudc dién gia yéu, khong thé di lai dugc, dang bi tam gilr, tam
giam, thi hanh an phat tu hodc c6 Iy do chinh dang khéc.

¢) Thanh phan ho so:

+ Ban chinh hodc ban sao c¢6 ching thuc Gidy chimg minh nhan dan/Cdin
cuoc cong dan hoac HG chiéu con gia tri st dung.

+ Gidy to, vin ban ma minh s& yéu cau ching thyc chir ky. Truong hop
ching thuc chitr ky trong glay to, van ban bang tiéng nudc ngoai, néu nguoi thyc
hién chung thu:c khong hiéu 13 noi dung cia gidy to, van ban thi c6 quyén yéu cau
ngudi yéu cau chimg thuc nop kem theo ban dich ra tiéng Viét ndi dung cta gidy to,

van ban do (ban dich khong can coéng ching hodc chung thyc chir ky nguoi dich,
ngudi yéu cau chtng thuc phai chiu trach nhiém vé ndi dung ctia ban dich).

+ Ngudi yéu cau ching thyc nhan két qua tai noi nop hd so.

d) Thot han thyc hién yéu cau ching thyc: Trong ngay co quan, t6 chuc tiép
nhén yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yeu cau sau 15 gio.
Truong hop tra két qua trong ngay lam viéc tiép theo thi nguoi tiép nhan hd so phai
c6 phiéu hen ghi o thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thuc.

d) B6i tuong thuc hién thu tuc hanh chinh: Ca nhan

e) Co quan thuc hién thi tuc hanh chinh: UBND cap xA.

9) I§ét qua thuc hién thu tuc hanh chinh: Gidy to, van ban duoc ching thuc
chir ky/diém chi.

h) Phi: 10.000 dong/truong hop (trudng hop duoc tinh 14 mot hodc nhiéu chir
ky trong mot gidy to, van ban).

i) Tén mau don, mau to khai: Khong

K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: khéng.

Truong hop khong dugc ching thuc chir ky:

+ Tai thoi diém chung thyuc, ngudi yéu cau ching thuc chir ky khong nhan
thirc va lam cha duoc hanh vi cua minh.

+ Nguoi yéu cau ching thyc chit ky xuat trinh Gidy chimg minh nhan dan
hoac HO chiéu khong con gia tri st dung hodc gia mao.

+ Giay t0, van ban ma nguoi yéu ,céu ching thuc ky vao c¢é ndi dung quy
dinh tai Khoan 4 Bi€¢u 22 cua Nghi dinh s6 23/2015/NDb-CP .
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+ Gidy to, van ban ¢6 néi dung la hop dong, giao dich; trie Gidy 1y quyen
trong cdc truong hop Gidy 1ty quyén: (1) iy quyén vé viéc nop ho, nhan hg hé so,
giay to, trir truong hop phap ludt quy dinh khong dwoc uy quyén; (2) uy quyén nhén
ho lwong huu, buu pham, tro cdp, phu cap, (3) uy quyen nho trong nom nha cua,
(4) 1y quyén ciia thanh vién ho gia dinh dé vay von tai Ngdn hang chinh sdch X&
hoi; hoac trie truong hop phap ludt co quy dinh khac.

I) Can ctr phap ly cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cép ban
sao tur ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich.

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé trucéng Bé Tw phdp
quy dinh chi tiét va hwéng dan thi hanh mét so diéu ciia Nghi dinh sé 23/2015/NP-
CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban chinh, chitng thuc chir
ky va chitng thwe hop dong, giao dich,

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh murc thu, ché do thu, nop, quan ly va st dung phi chirng thuc;

+ Thong tu sb 264/2916/TT-BTC ngay 14/11/2016 cua B truéng BO Tai
chinh quy dinh murc thu, ché dg, thu, ndp, quan 1y va st dung phi, I¢ phi trong linh
vuc ngoai giao ap dung tai cac co quan dai dién Viét Nam ¢ nudc ngoai;

+ Thong tu s6 257/2016/TT-BTC ngay 11/11/2016 ctua Bo truong B Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y, sir dung phi cong chimg; phi
chtng thuc; phi tham dinh tiéu chuan, diéu kién hanh nghé cong chtng; phi tham
dinh diéu kién hoat dong van phong cong ching; 1¢ phi cip thé cong ching vién.

4. Thi tuc chirng thue viée sira ddi, bo sung, hity bé hop dong, giao dich
a) Trinh ty thuc hién:

+ Ngudi yéu cau chimg thuc xuat trinh gidy to tiiy than con gié tri sir dung dé
nguoi thuc hién ching thuce kiém tra va ndp 01 bd ho so .

+ Viée stra d6i, bd sung, hﬁ}{ bo hop déng, giao dich da duoc chl'mg‘ thuc chi
duogc thuc hién khi c6 thda thudn bang van ban cua cac bén tham gia hop dong, giao
dich.

+ Viéc sira d6i, bo sung, huy bo hop déng, giao dich duogc thuc hién tai co
quan d3 chimg thuc hop déng, giao dich. Trudng hop sira ddi, bd sung, thay thé,
huy bo mot phan hodc toan bd di chiic thi c6 thé chimg thuc tai bat ky co quan c6
tham quyén chung thyc nio.

+ Nguoi thuc hién chimg thuc (hodc ngudi tiép nhin hé so trong truong hop
tiép nhdn ho so tai bé phdn mot cira, mét cira lién théng) kiém tra gidy to trong hd
so yéu cau chung thyc, néu day du tai thoi diém chung thuc cac bén tham gia hop
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dong, giao dich tu nguyén, minh man va nhan thic, 1am chi dugc hanh vi cia
minh thi tiép nhén ho so, thuc hién ching thuc.

+ Cac bén tham gia hop ddng, giao dich phai ky trudc mit ngudi thue hién
chtng thuc, néu hop dong c6 tir hai trang tro lén thi phai ky vao tung trang. Truong
hop nguoi yéu cau chitng thuce nép ho so tai bé phdn mét cira, mot cua lién thong
thi cac bén tham gia hop dong, giao dich phai ky trudc mat nguoi tiép nhdn hé
so. Truong hop ngudi co tham quyén giao két hop dong cua cac td chuc tin dung,
doanh nghiép dé dang ky chir ky mau tai co quan thyc hién ching thyc thi co thé ky
trudc vao hop dong; ngudi thue hién chung thuc (hodc nguoi tiép nhdn ho so tai bo
phdn mét cira, mét civa lién théng) phai dbi chiéu chit ky cua ho trong hop déng vai
chit ky mau trude khi thye hién ching thuc, néu nghi ngd chit ky trong hop dong
khac voi chir ky mau thi yéu cau nguoi dé ky trude mit.

+ Trudng hop ngudi yéu cau chimg thuc khong ky duoc thi phai diém chi;
néu nguoi d6 khéng doc duoc, khong nghe duge, khong ky, khong diém chi duogc
thi phai c6 02 (hai) nguoi 1am ching. Nguoi 1am ching phai ¢6 du nang Iuc hanh vi
dan sy va khong c6 quyen, loi ich hodc nghia vy lién quan dén hop dong, giao dich.
Nguoi lam chimg do ngudi yéu cau ching thuc b6 tri. Truong hop ngudi yéu cau
ching thuc khong bd tri duoc thi dé nghi co quan thuc hién ching thuc chi dinh
nguoi lam ching.

+ Nguoi thyc hién chimg thyc (hodc nguoi tzep nhdn ho so) ghi 10i ching
tuong ng voi tung loai hop dong, giao dich theo mau quy dinh. 7 ruong hop tlep
nhdn ho so tai b phdn mét cira, mét cira lién théng thi ngwoi tiép nhdn hé so
Ky vao tirng trang cua hop déng, giao dich va ky vao duéi 1o chimg theo mdu quy
dinh.

Nguoi thiee hién chitng thuc ky vdo tieng trang ciia hop dong, giao dich (néu
ho so khong dwoc tiep nhan qua bo phdn mot cika, mot cua lién théng), Ky, ghi rd
ho tén, dong dau cua co quan thyc hién chimg thuc va ghi vao s6 chung thuec.

Déi voi hop dong, giao dich c6 tur 02 (hai) trang tro 1én, thi ting trang phai
dugc danh sd tha tu; sd lugng trang va loi chimg dugc ghi tai trang cudi cua hop
d6ng, giao dich. Trudng hop hop dong, giao dich c6 tir 02 (hai) t& tré 1én thi phai
dong dau giap lai.

+ Trong trudong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai ¢6 nguoi phién dich. Nguoi phién dich phai la nguoi ¢6 nang luc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va _ngdn nglr ma
ngudi yéu cau ching thyuc stir dung. Nguoi phién dich do ngudi yéu cau chimg thuc
moi hodc do co quan thyc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chung thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh x4c noi
dung ctia hop dong, giao dich, ndi dung 101 chirmg cho nguoi yéu ciu chimg thuc va
ky vao timg trang hop dong véi tu cach 1a ngudi phién dich.



+ Co quan thuc hién vi¢c stra ddi, bd sung, thay thé, huy bo mot phﬁn hoac
tQén b di chuc phai thong bao bang van ban cho co quan dé ching thyc trude day
v€ ndi dung stra doi, bo sung, thay thé, huy bo mét phan hodc toan bé di chuc dé ghi
chu vao s6 chung thuc hop dong, giao dich.

+ Nguoi yéu cau ching thyc nhan két qua tai noi ndp ho so.

’ b) Céqh thire thyc hién: Nop hd so truc tiép tai Bé phan tiép nhan ho so va
tra két qua cap huyén.

¢) Thanh phan, s6 lugng hd so:

Ngudi yéu cau chimg thuc nop 01 (mdt) bo hd so yéu cau ching thuc, gdm
cac giady to sau day:

+ Hop déng, giao dich da dugc ching thuc;

+ Du thao hop dong, giao dich sira d6i, bo sung, hity bé hop dong, giao dich
da duoc ching thuc;

+ Trong truong hop nodi dung sua d6i, bd sung co6 lién quan dén tai san thi
nguoi yéu cau chimg thue phai ndp ban sao kem ban chinh dé dbi chiéu gidy chung
nhan quyén so hiu, quyén st dung hodc ban sao gidy to thay the dugc phap luat

quy dinh d6i véi tai san ma phap luat quy dinh phai dang ky quyen s¢ hiru, quyén
str dung, trir trudng hop nguoi lap di chuc dang bi cai chét de doa dén tinh mang.

d) Thoi han giai quyét: Thot han thyuc hién yéu cau chung thuc phai dugc bao
dam ngay trong ngay co quan, t6 chirc tiép nhan yéu ciu hodc trong ngay 1am viéc
tiép theo, néu tiép nhan yéu céu sau 15 gio. Truong hop tra két qua trong ngay lam
viéc tiép theo thi ngudi tiép nhan ho so phai co phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau chimg thuc.

d) Péi tuong thuc hién tha tuc hanh chinh: C4 nhan, t6 chirc
e) Co quan thyc hién thu tuc hanh chinh: Phong Tu phap

g) Két qua thuc hién thi tuc hanh chinh: Hop dong, giao dich duoc chimg
thuc

h) Phi: 30.000 dong/hop dong, giao dich.
i) Tén mau don, mau t& khai: Khong
K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

Viéc stra d6i, bd sung, hiy bo hop ddng, giao dich di dugc chung thuc chi
duogc thuc hién khi ¢6 thdéa thudn bang van ban cua cac bén tham gia hop dong, giao
dich.

I) Can ctr phap 1y cta thu tuc hanh chinh:



+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht vé cip ban
sao tir ban chinh, chimg thyuc chit ky va chimg thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé truedng Bé Tw phdp
quy dinh chi tiét va hudng dan thi hanh mét sé diéu ciia Nghi dinh sé 23/2015/NP-
CP ngay 16/02/2015 cua Chinh phii vé cdp bdan sao tir ban chinh, chirng thuc chir
ky va chieng thuwe hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché dd thu, nop, quan 1y va stir dung phi chiing thuec.

6. Thi tuc sira 16i sai s6t trong hop dong, giao dich
a) Trinh ty thuc hién:
+ Ngudi yéu cau ching thuc ndp 01 bd ho so.

+ Viéc stra 16i sai sot trong khi ghi chép, danh may, in hop dong, giao dich da
duoc ching thuc dugc thuc hién theo thdéa thuan béng van ban cua cac bén tham gia
hop dong, giao dich, néu khong lam anh hudng dén quyén, nghia vu ctia cac bén va
duoc thuc hién tai co quan da chung thuc hop déng, giao dich.

+ Nguoi thuc hién chung thuc gach chan 10i sai sot can sua, dong diu cua co
quan thuc hién ching thuc va ghi vao bén 1€ cuia hop dong, giao dich ndi1 dung da
stra, ho tén, chir ky cua nguoi stra, ngay thang nam sua.

+ Ngudi yéu cau chung thuc nhan két qua tai noi ndp hd so.

b) Cach thirc thuc hién: Nop hé so truc tiép tai Bo phan tiép nhan ho so va tra
két qua cap xa.

¢) Thanh phan, s6 lugng ho so:

Ngudi yéu cau chimg thuc nop 01 (mdt) bo hod so yéu cau chimg thyuc, gom
cac giady to sau day:

+ Ban sao gidy to tily than con gia tri st dung ctia ngudi yéu cau ching thuc
(xuat trinh ban chinh dé doi chiéu);

+ Vin ban thoa thuan vé viéc stra 16i sai sot trong hop dong, giao dich da
dugc ching thuc

+ Hop déng, giao dich da dugc ching thuc;

+ Ban sao gidy chtng nhan quyén s& hitu, quyén st dung hodc ban sao gidy
to thay | thé duoc phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai dang

ky quyén so hiru, quyén st dung trong truong hop hop déng, giao dich lién quan
dén tai san d6 (xuét trinh ban chinh dé ddi chiéu).
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d) Thoi han giai quyét: Thoi han thyce hién yéu céu chirng thuc phai dugc bao
dam ngay trong ngay co quan, t6 chuc tiép nhan yéu cau hoic trong ngay lam viéc
tiép theo, néu tiép nhan yéu céu sau 15 gio. Truong hop tra két qua trong ngay lam
viée tiép theo thi nguoi tiép nhén hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu ciu chimg thuec.

d) Béi tuong thuc hién thu tuc hanh chinh: Ca nhan, t6 chic
e) Co quan thyc hién thu tyc hanh chinh: UBND cép xA4.

g) Két qua thuc hién tha tuc hanh chinh: Hop ddng, giao dich duoc stra 16i ky
thuat

h) Phi: 25.000 dong/hop dong, giao dich.

i) Tén mau don, mau t& khai: Khong

K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: khong.
I) Can ctr phap 1y cta thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cip ban
sao tir ban chinh, chung thuc chit ky va chimg thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé truong Bé Tw phdp
quy dinh chi tiét va hwdng dan thi hanh mét sé diéu ciia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao tir ban chinh, chimg thuc chir
ky va chieng thuwe hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan 1y va st dung phi chirng thuec.

6. Tha tuc cz“ip ban sao cé chirng thue tir ban chinh heop df“)ng, giao dich
da dugc chung thuc

a)Trinh ty thuc hién:

+ Nguoi yéu cau cap ban sao c6 chung thuc tir ban chinh hop dong, giao dich
phai xuét trinh cac gidy to theo quy dinh.

+ Nguoi thuc hién chtng thuc kiém tra glay to do ngudi yéu cau cip ban sao
¢6 chtng thyc tir ban chinh hop dong, giao dich xuat trinh.

+ Viéc cap ban sao co chimg thuc tir ban chinh hop ddng, giao dich di duoc
chirng thuc dugc thuc hién tai co quan luu trit hgp dong, giao dich.

+ Co quan thuc hién chtng thuc tién hanh chup tir ban chinh hop dong, giao
dich dang dugc luu trir va thyc hién chimg thuc nhu sau:

* Ghi day du 101 ching chung thuc chit ky theo mau quy dinh;
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* Ky, ghi r0 ho tén, dong diu cua co quan, td chire thue hién chimg thuc va
ghi vao s6 ching thuc.

Pbi véi ban sao co tir 02 (hai) trang tré 1én thi ghi 161 chimg vao trang cudi,
néu ban sao co6 tir 02 (hai) to trd 1€n thi phai dong dau giap lai.

MBJi ban sao dugc chung thuc tir mot ban chinh giéy t&, van ban hodc nhiéu
ban sao dugc ching thuc tr mot ban chinh gidy to, van ban trong cung mot thoi
diém duoc ghi mot so6 chung thuc.

b) Cach thire thuc hién: Nop hd so truc tiép tai B6 phan tiép nhan hd so va tra
két qua cap xa.

¢) Thanh phan, sb lugng hd so: Ngudi yéu cau chung thuc xuét trinh ban
chinh hodc ban sao c6 ching thyc Giay chung minh nhan dan/Can cuwdc cong
dan hoac Ho chicu con gia tri str dung.

d) Thoi han giai quyét; Trong ngay co quan, t6 chirc tiép nhan yéu cau hoic
trong ngdy 1am viéc tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két

qua trong ngay lam viéc t1ep theo thi nguoi tiép nhan hd so phai c6 phiéu hen ghi &
thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thuc.

d) Péi tuong thuc hién thu tuc hanh chinh: C4 nhan, t chirc

e) Co quan thuc hién thu tuc hanh chinh: UBND cép x3 luu trir hop dong,
giao dich

g) Két qua thuc hién thu tuc hanh chinh: Ban sao hop dong, giao dich duogc
ching thuc

h) Phi: 2.000 d(‘A)ng/‘trang; tir trang thir 3 tr¢ 1én thu 1.000 dong/trang, toi da
thu khong qua 200.000 dong/ban. Trang la can cir dé thu phi dugc tinh theo trang
cta ban chinh.

i) Tén mau don, mau t& khai: Khong

K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: /

I) Can ctr phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tir ban chinh, chuing thyc chit ky va chig thyc hop dong, giao dich;

+ Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua Bo truong Bo Tu phap
quy dinh chi tiét va hudng dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, ching thyc chir
ky va churng thuc hop dong, giao dich;

+ Thong tu ) 226/2016/TT-BTC ngay 11/11/2016 cta Bo truéng B Tai
chinh quy dinh murc thu, ché d¢ thu, ndp, quan ly va st dung phi chirng thyc.
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7. Thii tuc chirng thwe hop dong, giao dich lién quan dén tai sin 1a dong
san, quyén sir dung dat va nha &

a) Trinh tu thuc hién:
+ Nguoi yéu cau ching thuc nop 01 bd hd so yéu cau chimg thuyc.

+ Nguoi thuce hién ching thuc (hodc nguoi tiép nhdn hé so trong truong hop
tiép nhdn hé so tai bo phan mgt cwea, mgt cua lién thong) kiém tra gidy to trong hd
so yéu cau chimg thuc, néu day du, tai thoi diém ching thuc cac bén tham gia hop
déng, giao dich tu nguyén, minh man va nhan thirc, lam chit duoc hanh vi cia minh
thi thuc hién chig thuec.

+ Céc bén tham gia hop dong, giao dich phai ky trudc mit ngudi thuc hién
chung thuc, néu hop dong, giao dich cé tir hai trang tré lén thi phdi ky vao timg
trang. Truong hop ngudi yéu cau chimg thiee nép hé so tai bé phdn mét cira, mét
cua lién thong thi cac bén tham gia hop a”ong, giao dich phai ky trieoc mat nguoi
tiép nhdn hé so. Truong hop ngudi co thim quyén giao két hop ddng cua cac to
chtre tin dung, doanh nghiép da dang ky chit ky mau tai co quan thuc hién ching
thuc thi ¢6 thé ky trudc vao hop dong; ngudi thuc hién chimg thuc (hodc nguoi tiép
nhén ho so tai bo phdan mot cua, mot cura lién théng) phai ddi chiéu chix ky cua ho
trong hop dong véi chir ky mau trude khi thue hién chimg thuc, néu nghi ngd chit
ky trong hop dong khac véi chir ky mau thi yéu cau nguoi d6 ky trudc mit.

+ Truong hop ngudi yéu cau chimg thyc khong ky duoc thi phai diém chi;
néu nguoi d6 khéng doc duoc, khong nghe duoge, khong ky, khong diém chi duogc
thi phai c¢6 02 (hai) nguoi 1am ching. Nguoi lam chimg phai ¢6 du nang lyc hanh vi
dan sy va khong c6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich.
Nguoi lam chimg do ngudi yéu ciu chimg thue b6 tri. Truong hop nguoi yéu cau
ching thuc khong bd tri duoc thi dé nghi co quan thuc hién chuing thuc chi dinh
nguoi lam ching.

+ Nguoi thyc hién ching thyc (hodc nguoi tzep nhdn ho so) ghi 10i ching
tuong ng voi ting loai hop déng, giao dich theo mau quy dinh. Truong hop tiép
nhdn hé so tai b6 phdn mét ciea, mét civa lién thong thi nguoi tiép nhdn ho so ky

vdo tirng trang cia hop dong, giao dich va ky vao dudi 10i chitng theo mdu quy
dinh.

Ngueoi thue hién chirng thyc ky vao ting trang cua hop dong, giao dich (néu
hé so khéng dwoc tiép nhdn qua b phdn mét ciea, mot cira lién thong), ky, ghi rd
ho tén, dong dau cua co quan thuc hién chimg thuc va ghi vao s ching thuc.

Pbi voi hop dong, giao dich c6 tir 02 (hai) trang tr¢ 1én, thi tung trang phai
duoc danh sb thu tu, co chir ky cta nguoi yéu cau chimg thyc va nguoi thuc hién
chtng thuc; sé luong trang va 101 chimg dugc ghi tai trang cudi ctia hop dong, giao
dich. Trudng hop hop dong, giao dich ¢ tir 02 (hai) to trd 1én thi phai dong dau
giap lai.



+ Trong trudong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguodi phién dich phai 1a ngudi cé nang luc hanh vi
dan su day du theo quy dinh cta phap luit, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc sir dung. Nguoi phién dich do ngudi yéu cau chimg thuc
moi hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chung thyc tra. Nguoi phién dich c6 trach nhiém dich diy du, chinh xac noi
dung cua hop ddng, giao dich, ndi dung 10i ching cho nguoi yéu cau ching thuc va
ky vao ting trang hop ddng véi tu cach 1a nguoi phién dich.

b) Cach thire thue hién: Nop hé so truc tiép tai Bo phan tiép nhan hd SO va tra
két qua cip xd. Viéc chtng thuc cac hop ddng, giao dich lién quan dén quyen cua
ngudi st dung dat duoc thuc hién tai Uy ban nhan dan cdp xd noi c6 dat. Viéc
ching thyc cac hop ddng, giao dich lién quan dén nha & dugc thuc hién tai Uy ban
nhéan dan cap xa noi cd nha.

¢) Thanh phan, s6 luong hd so:

Nguoi yéu cau chung thuc nop 01 (mot) bo hd so yéu cau chimg thuc, gdom
cac gidy to sau day:

+ Du thao hop déng, giao dich;

+ Ban sao Gidy chung minh nhan dan/Can cudc cong dan hodc HO chiéq con
gia tri sir dung cua ngudi yéu cau ching thyc (xuat trinh kém theo ban chinh dé doi
chiéu);

+ Ban sao gidy ching nhan quyén so hitu, quyén st dung hodc ban sao gidy
to thay the dugc phap luat quy dinh d6i voi tai san ma phap luét quy dinh phai dang
ky quyén so hiru, quyén st dung trong truong hop hop dong, giao dich lién quan
dén tai san d6 (xuét trinh kém theo ban chinh dé di chiéu).

d) Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da ho so yéu cau chung
thue hodc c6 thé kéo dai hon theo thoa thuin bang van ban voi nguoi yéu cau chimg

thue. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhén hd so phai ¢o
phi€u hen ghi r6 thoi gian (g10, ngay) trd két qua cho ngudi yéu cau ching thyc.

d) Poi tuong thuc hién tha tuc hanh chinh: C4 nhan, td chirc
e) Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cép Xa

g) Két qua thuc hién thu tuc hanh chinh: Hop déng, giao dich duoc chimg
thuc

h) Phi: 50.000 dong/hop dong, giao dich
i) Tén mau don, mau t& khai: Khong
K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: /



I) Can ctr phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chung thuc chir ky va chig thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia BS trudng Bé Tw phdp
quy dinh chi tiét va hudng dan thi hanh mét sé diéu cia Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao tir ban chinh, chimg thuc chiv
ky va chieng thwe hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan 1y va stir dung phi chiing thuec.

8. Thi tuc chirng thue di chlc
a) Trinh ty thyc hién:
+ Ngudi yéu cau chiung thuc ndp 01 bo hd so yéu cau chimg thuc.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhin hé so trong truong hop
tiép nhdn ho so tai bé phdn mét cira, mot civa lién théng) kiém tra gidy to trong hd
so yéu cau chung thuc, néu day du, tai thoi diém ching thuc ngudi 1ap di chuc tu
nguyén, minh man va nhan thic, lam cha duoc hanh vi ctia minh thi thuc hién
chirng thyec.

+ Nguoi 1ap di chuc phai ky trude mit ngudi thue hién ching thuc, néu di
chiic ¢ tir hai trang tré 1én thi phdi ky vdo tiemg trang. Truong hop ngudi yéu cdu
chung thuc nop ho so tai bo phdn mot cura, mot cura lién thong thi phai ky trudc mat
ngudi tiép nhan ho so.

+ Truong hop ngudi yéu cau chung thuc khong ky duogc thi phai diém chi;
néu nguoi d6 khéng doc duoc, khong nghe duoge, khong ky, khong diém chi duogc
thi phai c¢6 02 (hai) nguoi 1am ching. Ngudi lam chimg phai ¢6 du nang lyc hanh vi
dan sy va khong c6 quyén, lgi ich hodc nghia vu lién quan dén giao dich. Nguoi lam
ching do nguoi yéu cau chimg thuce b6 tri. Trudng hop ngudi yéu cau chimg thuc
khong bé tri duoc thi dé nghi co quan thyc hién chimg thuc chi dinh nguoi lam
ching.

+ Nguoi thyc hién chimg thyc (hodc nguoi tiép nhdn ho so) ghi 161 ching
theo mau quy dinh. Truong hop tiép nhdn hé so tai bé phdn mot cira, mét cira lién
thong thi nguoi tiép nhdn ho so ky vao timg trang cia di chiic va ky vao dwdi 1oi
chung theo mau quy dinh.

Ngueoi thye hién chitng thuc ky vao ting trang cua di chic (néu ho so khong
dwoc tiép nhin qua bg phdn mét cira, mot cira lién thong), ky, ghi rd ho tén, dong
dau ctia co quan thyc hién ching thuc va ghi vao so chimg thuec.

Péi véi di chuc co tir 02 (hai) trang tr¢ I&n, thi tung trang phai dugc danh so
thi ty, c6 chit ky clia ngudi yéu cau chimg thuc va nguoi thuc hién chung thuc; s6
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lugng trang va 1oi chimg duogc ghi tai trang cudi cta di chac. Trudng hop di chic co
ttr 02 (hai) to trd 18n thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguodi phién dich phai 1a ngudi cé nang luc hanh vi
dan su day du theo quy dinh cta phap luit, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc stir dung. Nguoi phién dich do ngudi yéu cau chimg thuc
moi hodc do co quan thyc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau ching thyc tra. Nguoi phién dich ¢6 trach nhi¢m dich dﬁy du, chinh xac no1
dung cua di chiic, ndi dung 161 chtng cho ngudi yéu cau chimg thuc va ky vao timg
trang di chuc véi tu cach 1a nguoi phién dich.

b) Cach thire thuc hién: Nop ho so truc tiép tai B6 phan tiép nhan hd so va tra
két qua cap xa.

¢) Thanh phan, s6 lugng ho so:

Ngudi yéu cau chimg thuc nop 01 (mot) bd hd so yéu cau chung thuc, gdm
cac giay to sau day:

+ Du thao di chdc;

+ Ban sao Gidy chung minh nhan dan/Can cudc cong dan hoac Ho chiéq con
gia tri sir dung cua nguoi yéu cau ching thyc (xuat trinh kém theo ban chinh dé doi
chiéu);

+ Ban sao gidy chimg nhan quyén s& hitu, quyén st dung hodc ban sao gidy
to thay thé dugc phap luat quy dinh doi voi tai san ma phap luat quy dinh phai déng
ky quyén s¢ hiru, quyén st dung trong truong hop di chic lién quan dén tai san do;
trur truong hop nguoi lap di chic dang bi cai chét de doa dén tinh mang (xuat trinh
kém theo ban chinh dé doi chiéu).

b) Thoi han giai quyét:

Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da ho so yéu cau chung
thue hodc c6 thé kéo dai hon theo thoa thuin bang van ban voi nguoi yéu cau chimg

thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan hd so phai ¢o
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thuc.

C) Péi tuong thuc hién tha tuc hanh chinh: Ca nhan, t chire

d) Co quan thuc hién tha tuc hanh chinh: Uy ban nhan dan cip xa
d) Két qua thyc hién tha tuc hanh chinh: Di chic dugc chirg thuc
e) Phi: 50.000 ddng/di chuc.

g) Tén mau don, mau t& khai: Khong

h) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: /

1) Can ctr phap ly cta thu tuc hanh chinh:



+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tir ban chinh, chung thuc chir ky va chiig thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia BS trudng Bé Tw phdp
quy dinh chi tiét va hudéng dan thi hanh mét sé diéu cia Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cdp bdn sao tir ban chinh, chimg thuc chiv
ky va chirng thue hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va stt dung phi chirng thuc.

9. Thii tuc chirng thwe vin ban tir chdi nhan di san
a) Trinh ty thuc hién:
+ Nguoi yéu cau ching thuc nop 01 bd hd so yéu cau chimg thuyc.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhan ho so trong trwvong hop
tiép nhdn hé so tai bé phdn mot cira, mot civa lién théng) kiém tra gidy to trong ho
so yéu cau chung thuc, néu day du, tai thoi diém chtng thuc ngudi tir chdi nhan di
san tu nguyén, minh man va nhan thic, lam chu dugc hanh vi ctia minh thi thuc
hién chung thuc

+ Ngudi tir chéi nhan di san ky trude mit ngudi thue hién ching thuc, néu
van ban twr choz co tir hai trang tro lén thi phai ky vao tung trang. Truong hop
ngudi yéu cau chirng thuc ngp hé so tai bé phdn mét cira, mét cira lién thong thi
phdi ky truéc mdt nguoi tiép nhan hé so,

+ Truong hop ngudi yéu cau chimg thuc khong ky duoc thi phai diém chi;
néu nguoi d6 khéng doc duoc, khong nghe duoge, khong ky, khong diém chi duogc
thi phai c¢6 02 (hai) nguoi 1am ching. Nguoi lam chimg phai ¢6 du nang Iuc hanh vi
dan sy va khong c6 quyén, 191 ich hodc nghia vu lién quan dén giao dich. Nguoi lam
chtmg do ngudi yéu cau ching thyc bé tri. Truong hop nguoi yéu cau chung thyuc
khong bd tri duge thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam
ching.

+ Nguoi thyc hién chimg thyc (hodc nguoi tiép nhdn ho so) ghi 161 ching
theo mau quy dinh. Truong hop tiép nhdn hé so tai bé phan mot cua, mot cua lién
thong thi nguwoi tiép nhan hé so ky vdo tieng trang ciia van ban tir chdi va ky vdo
duéi 107 chitng theo mau quy dinh.

Nguoi thue hién chimng thuc ky vao timg trang ciia van ban tir chdi (néu ho
so khong duoc tiep nhdn qua by phdan mot cuea, mot cua lién thong), ky, ghi ro ho
tén, dong dau cua co quan thuc hién ching thuc va ghi vao sé chig thuec.

D01 v6i van ban tir chdi c6 tir 02 (hai) trang tro Ién, thi tung trang phai dugc

danh so thtr tw, co chir ky cua nguoi yéu cau chimg thuc va nguoi thye hién ching
thuc; s6 lugng trang va 10i chimg duogc ghi tai trang cudi ctia van ban tir chdi nhan


https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/bo-may-hanh-chinh/thong-tu-01-2020-tt-btp-huong-dan-ve-cap-ban-sao-tu-so-goc-chung-thuc-chu-ky-436529.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/dich-vu-phap-ly/nghi-dinh-23-2015-nd-cp-cap-chung-thuc-ban-sao-tu-ban-chinh-chung-thuc-chu-ky-266857.aspx
https://thuvienphapluat.vn/van-ban/thue-phi-le-phi/thong-tu-226-2016-tt-btc-phi-chung-thuc-322363.aspx

di san. Trudong hop van ban tir chéi nhan di san c6 tir 02 (hai) to tré 1én thi phai
dong dau giap lai.

+ Trong trudong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguodi phién dich phai 1a ngudi cé nang luc hanh vi
dan su day du theo quy dinh cta phap luat, thong thao tiéng Viét va ngdn ngit ma
ngudi yéu cau ching thuc stir dung. Nguoi phién dich do ngudi yéu cau chimg thuc
mo1 hodc do co quan thyc hién chiung thyc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thyc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac noi
dung cta van ban tir chdi nhan di san, ndi _dung 101 ching cho ngudi yéu cau chung

thue va ky vao ting trang van ban tir chdi nhan di san véi tu cach 1a ngudi phién
dich.

b) Cach thire thuc hién: Nop ho so truc tiép tai Bo phan tiép nhan ho so va tra
két qua cap xa.

¢) Thanh phan, s6 luong hd so:

Ngudi yéu cau chimg thuc ndp 01 (mét) bo hd so yéu cau chimg thuc, gdm
cac giay to sau day:

+ Dy thao vén ban tir chbi nhan di san;

+ Ban sao Gidy ching minh nhan dan/Can cude céng dan hodc Ho chiéu con
gia tri st dung cta ngudi yéu cau chimg thuc (xudt trinh kém theo ban chinh dé d6i
chiéu);

+ Ban sao gidy ching nhan quyén so hitu, quyén st dung hodc ban sao gidy
to thay the dugc phap luat quy dinh d6i voi tai san ma phap luat quy dinh phai déng
ky quyén sé hitu, quyén st dung trong truong hop hop ddng, giao dich lién quan
dén tai san d6 (xuét trinh kém theo ban chinh dé déi chiéu).

¢) Thoi han giai quyét:
Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhan da ho so yéu cau chung
thuc hodc co thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau ching

thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan hd so phai ¢o
phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho nguoi yéu cau chimg thuc.

d) Déi tuwong thuc hién thu tuc hanh chinh: C4 nhén, t6 chic
e) Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cép Xa

g) Két qua thyc hién thi tuc hanh chinh: Van ban tir chdi nhan di san dugc
chirng thuc

h) Phi: 50.000 dong/van ban.
i) Tén mau don, mau to khai: Khong
K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: /



I) Can ctr phap 1y cua thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cép ban
sao tir ban chinh, chung thuc chir ky va chig thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé truedng Bé Tw phdp
quy dinh chi tiét va hudéng dan thi hanh mét sé diéu ciia Nghi dinh sé 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban chinh, chirng thuc chip
ky va chieng thwe hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.

10. Thu tuc chirng thuc van ban théa thuan phan chia di san ma di sian la
dong san, quyen sir dung dat, nha &

a) Trinh ty thuc hién:
+ Nguoi yéu cau ching thuc ndp 01 bd hd so yéu ciu chimg thyc.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhdn hé so trong truong hop
tiép nhdn hé so tai bé phédn mot cira, mot cua lién thong) kiém tra gidy to trong hd
So yéu cau chung thuc, néu day du, tai thoi diém ching thuc cac bén tham gia théa
thuan phan chia di san tu nguyén, minh man va nhén thirc, lam chu dugc hanh vi
cua minh thi thuc hién ching thuec.

+ Cac bén tham gia thoa thuan phan chia di san phai ky trudc mat nguoi thuc
hién chimg thuc, néu véin ban théa thudn phdn chia di san c6 tir hai trang tré 1én thi
phdi ky vao timg trang. Truong hop nguoi yéu cau chitng thiee nép hé so tai bo
phdn mot cika, mot cika lién thong thi cac bén thoa thudn phan chia di san phai ky
trieée mdt ngueoi tiép nhan ho so.

+ Truong hop ngudi yéu cau chung thuc khong ky duoc thi phai diém chi;
néu nguoi d6 khéng doc duoc, khong nghe duge, khong ky, khong diém chi duogc
thi phai ¢6 02 (hai) nguoi lam ching. Nguoi lam chimg phai c6 du nang luc hanh vi
dan su va khong co quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam
chtng do nguoi yéu cau ching thuc bd tri. Trudng hop ngudi yéu cau chimg thuc
khong bé tri duoc thi dé nghi co quan thyc hién chimg thuc chi dinh nguoi lam
ching.

+ Nguoi thyc hién chimg thuc (hodc nguoi tiép nhdn ho so) ghi 161 ching
theo mau quy dinh. Truong hop tiép nhdn hé so tai bé phan mot cua, mot cua lién
théng thi nguoi tiép nhdn ho so ky vdo tung trang cua van ban thoa thudn phdn
chia di san va ky vao dwoi loi chitng theo mau quy dinh.

Ngueoi thuc hién chieng thuc ky vao tung trang cua van ban thoa thudn phdn
chia di san (néu ho so khong dwoc tié}? nhdan qua bo phan mot ciea, mot cua lién
thong), ky, ghi rd ho tén, dong dau cta co quan thuc hién ching thuc va ghi vao sb
chung thuc.
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Dbi voi van ban thoa thuan phan chia di san co tir 02 (hai) trang trd 1én, thi
ting trang phai dugc danh sd thi tu; sb luong trang va 1o ching duge ghi tai trang
cudi ciia vin ban thoa thuan phan chia di san. Trudng hop vin ban thoa thuan phan
chia di san c6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong trudong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguodi phién dich phai 1a ngudi cé nang luc hanh vi
dan su ddy du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau ching thuc sir dung. Ngudi phién dich do ngudi yéu cau chimg thuc
mo1 hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chirng thyc tra. Nguoi phién dich ¢o6 trach nhi¢m dich dﬁy du, chinh xac no1
dung ctia vin ban thoa thuan ndi dung 16i ching cho ngudi yéu cau ching thuc va
ky vao ting trang van ban théa thuan véi tu cach la ngudi phién dich.

b) Cach thire thuc hién: Nop ho so truc tiép tai Bo phan tiép nhan ho so va tra
két qua cap xa.

¢) Thanh phan, s6 luong hd so:

Ngudi yéu cau chimg thuc ndp 01 (mét) bo hd so yéu cau chimg thuc, gdm
cac giay to sau day:

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

+ Ban sao Gidy chung minh nhan dan/Cdan cude céng dan hodac HO chiéq con
gia tr1 st dung cuia nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doéi
chiéu);

+ Ban sao gidy ching nhan quyén so hitu, quyén sir dung hodc ban sao gidy
to thay the dugc phap luat quy dinh d6i voi tai san ma phap luét quy dinh phai dang

ky quyén so hiru, quyén st dung trong truong hop hop dong, giao dich lién quan
dén tai san d6 (xuét trinh kém theo ban chinh dé d6i chiéu).

d) Thoi han giai quyét:
Khoéng qua 02 (hai) ngay lam vigc, ké tir ngdy nhan da hd so yéu cau chiing
thue hodc c6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau chimng

thuc. Truong hop kéo dai thoi han giai quyet thi nguoi tiép nhan hd so phai ¢o
phiéu hen ghi 5 thdi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thuc.

d) Bdi tuong thue hién thu tuc hanh chinh: C4 nhan, t6 chuc
e) Co quan thuc hién thu tuc hanh chinh: Uy ban nhan dan cép Xa

g) Két qua thyc hién thu tuc hanh chinh: Vin ban thoéa thuan phan chia di san
dugc ching thuc

h) Phi: 50.000 dong/van ban
i) Tén mau don, mau t& khai: Khong



K) Yéu cau, diéu kién thuc hién thu tuc hanh chinh: /
I) Can cir phap 1y cta thu tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tir ban chinh, chung thuc chir ky va chig thuc hop dong, giao dich;

+ Théng tw s6 01/2020/TT-BTP ngay 03/3/2020 ciia Bé truedng Bé Tw phdp
quy dinh chi tiét va hudéng dan thi hanh mét sé diéu cia Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cdp bdan sao tir ban chinh, chirng thie chir
ky va chieng thwe hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.

11. Thu tuc chirng thuc van ban khai nhan di san ma di sdn la dong san,
quyén st dung dat, nha &

a) Trinh ty thuc hién:
+ Nguoi yéu cau ching thuc nop 01 bo hd so yéu ciu chimg thuc.

+ Nguoi thuc hién ching thuc (hodc nguoi tiép nhdn hé so trong truong hop
tiép nhdn hé so tai bo phdn mot cira, mot cua lién thong) kiém tra gidy to trong hd
so yéu cau ching thuc, néu day du, tai thoi diém ching thuc cac bén tham gia van
ban khai nhan di san ty nguyén, minh man va nhan thtc, 1lam chi dugce hanh vi ctia
minh thi tiép nhdn ho so, thuc hién chimg thuc.

+ Nguoi khai nhan di san phai ky trude mat nguoi thuce hién ching thuc, néu
van ban khai nhdn di san co tw hai trang tro lén thi phai ky vao tung trang. Truong
hop nguoi yéu cau chitng thwce nép ho so tai b phdn mét cira, mét civa lién thong
thi nguoi khai nhan di san phdi ky truéc mdt nguwoi tiép nhan hé so.

+ Truong hop ngudi yéu cau chimg thuc khéng ky duoc thi phai diém chi;
néu nguodi d6 khéng doc duoc, khong nghe duge, khong ky, khong diém chi duogc
thi phai c6 02 (hai) ngudi lam chimg. Nguoi lam ching phai ¢6 du nang lyc hanh vi
dan sy va khong c6 quyén, loi ich hoac nghia vu lién quan dén giao dich. Nguoi lam
ching do nguoi yéu céu chimg thuc bd tri. Truong hop ngudi yéu cau chimg thuc
khong bé tri duoc thi dé nghi co quan thyc hién chimg thuc chi dinh nguoi lam
ching.

+ Nguoi thyc hién chimg thuc (hodc nguoi tiép nhdn ho so) ghi 161 ching
theo mau quy dinh. Truong hop tiép nhdn hoé so tai bj phan mot cua, mot cua lién
théng thi nguoi tiép nhédn ho SO Ky vao tirng trang cua van ban khai nhdn di san va
ky vao duwedi 167 chitng theo mdu quy dinh.

Ngueoi thuc hién chung thuc ky vao tung trang cua van ban khai nhan di san
(néu ho so khong duoc tiep nhdn qua bo phan mét cira, mot cira lién thong), Ky, ghi
r0 ho tén, dong dau cua co quan thyc hién ching thuc va ghi vao s6 chung thyec.
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Dbi vOi van ban khai nhan c¢6 tir 02 (hai) trang tr 18n, thi tung trang phai
duoc danh sb thir tw, ¢6 chir ky cua nguoi yéu cau chung thuc va nguoi thyc hién
chtmg thuc; s6 luong trang va 161 chtimg duoc ghi tai trang cudi ciia vin ban thoa
thuan. Truong hop vin ban khai nhén c6 tir 02 (hai) to trd 1én thi phai déng dau
giap lai.

+ Trong trudong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a nguoi c6 nang luc hanh vi
dan sy dy du theo quy dinh cta phap luat, thong thao tiéng Viét va ngdn ngit ma
ngudi yéu cau chung thuc sir dung. Ngudi phién dich do nguoi yéu cau ching thuc
mo1 hoac do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chirng thyc tra. Nguoi phién dich ¢6 trach nhi¢m dich dﬁy du, chinh xac no1
dung cta van ban khai nhan di san, ndi dung 10i ching cho ngudi yéu cau ching
thuc va ky vao tirng trang van ban khai nhan véi tu cach 1a nguodi phién dich.

b) Cach thirc thuc hién: Nop hd so truc tiép tai BO phan tiép nhan ho so va tra
két qua cap xa.

¢) Thanh phan, s6 luong hd so:

Ngudi yéu cau chimg thuc nop 01 (mét) bd hd so yéu cau ching thue, gdbm
cac giay to sau day:

+ Du thao van ban khai nhan di san;

+ Ban sao Gidy chimg minh nhan dan/Can cuéc cong dén hodc H chiéu con
gia tri sr dung cuia nguoi yéu cau ching thuc (xuat trinh kém theo ban chinh dé doi
chiéu);

+ Ban sao gidy chting nhan quyén so hitu, quyén sir dung hodc ban sao gidy
to thay the dugc phap luat quy dinh d6i voi tai san ma phép luat quy dinh phai dang

ky quyen so hiru, quyen st dung trong truong hop van ban khai nhan di san lién
quan dén tai san d6 (xuét trinh kém theo ban chinh dé dbi chiéu).

d) Thoi han giai quyét:

Khoéng qua 02 (hai) ngay lam vigc, ké tir ngay nhan da ho so yéu cau ching
thue hodc c6 thé kéo dai hon theo thoa thuan bang van ban voi nguoi yéu cau chimg
thuc. Truong hop keo dai thoi han giai quyet thi nguoi tiép nhan hd so phai co
phiéu hen ghi rd thot gian (gi0, ngay) tra két qua cho ngudi yéu cau chig thuec.

d) Péi tuong thuc hién tha tuc hanh chinh: C4 nhan, t chire

e) Co quan thyc hién thu tuc hanh chinh: Uy ban nhan dan cp xa

g) Két qua thuc hién tha tyc hanh chinh: Van ban khai nhan di san duogc
chirng thuc

h) Phi: 50.000 dong/van ban



i) Tén mau don, mau to khai: Khong

- Yéu cau, diéu kién thuc hién thu tuc hanh chinh:

- Can cu phap ly cua tha tuc hanh chinh:

+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tir ban chinh, chirng thuc chit ky va chirng thuc hop dong, giao dich;

+ Thong tu 56 01/2020/TT-BTP ngay 03/3/2020 cua B¢ truong Bo Tw phdp
quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh so 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, ching thuc chir
ky va churng thuc hop dong, giao dich;

+ Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, nop, quan 1y va stir dung phi chiing thuec.

Ghi chi: Phan chit in nghiéng 1a ndi dung stra d6i, b6 sung, thay thé.
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