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QUYET DINH

Vé viée cong bé thi tuc hanh chioh sira ddi, bii bo trong linh vuc chirng thure
thuge thim quyén gidi quyét cia UBND cAp huyén tinh Thanh Ho4

CHU TICH UY BAN NHAN DAN TINH THANH HOA

Cin cir Ludt t6 chirc chinh quyén dia phwong ngay 19/6/2015;

Ciin cit Nghi dinh sb 63/2010/NB-CP ngay 08/6/2010 ciia Chinh phi vé kiém soét
thu tuc hanh chinh;

Cin ctr Nghi dinh sb 48/2013/ND-CP ngy 14/5/2013 ciia Chinh phu sita déi, bd
sung mét 6 diéu ctia cac Nghi dinh lign quan dén kidm soét thi tuc hanh chinh;

Can cir Théng tr s6 05/2014/TT-BTP ngay 07/02/2014 cia B6 trwong Bo Tur
phép huéng dan cong bb, niém yét thii tuc hinh chinh va bao c4o v& tinh hinh, két qua
thire hién kiém sodt thi tyc hanh;

Xét dé nghi cta Giam dbc S& Tu phap tai Tor trinh sb 254/TTr-STP ngay
05/9/20186,

QUYET PINH:

Diéu 1. Cong bb kém theo Quyét dinh nay 12 thi tuc hanh chinh duge sita
d6i, 11 thu tye hanh chinh bi bai bé trong Iinh vire chimg thye thude thim quydn
giai quyét cia UBND c4p huyén tinh Thanh Hoé.

Didu 2. Quyét dinh nay c¢6 hidu Iirc thi hanh k& tir ngay ky.

Diéu 3. Chanh Vin phong UBND tinh, Giam dc S& Tw phap, UBND céc
huyén, thi x4, thanh phé va c4c t§ chirc, ¢4 nhan ¢6 lién quan chju trach nhidm
thi hanh Quyét dinh nay./.

Noi nhan: KT CHU TICH
- Nhr Piéu 3 QP;

- Cuc KSTTHC - Bé Tur ?hap (@& blc);
- Chu tich UBND tinh (@& b/c);

- Chng thdng tin dién tir tinh;

- Laru: VT, NC.




IN TRONGIMIVUCCHU'NGTHU’C'I'HUOCTHAM

CUA UBND CAP HUYEN TINH THANH HOA

(Ban a;qhicemﬂé%@u Gt dinh 56 : 3619/0P-UBND ngay49 thang 9 niim 2016

& ﬁcm;} S!jy/tzch Uy ban nhén dén tinh Thanh Héa)

PHAN I. DANH MUC THU TUC HANH CHINH THUOC THAM
QUYEN GIAI QUYET CUA UBND CAP HUYEN TINH THANH HOA

_ 1. Danh muc thi tyc hanh chinh thufe thim quyén gidi quyét ctia UBND
cip huyén tinh Thanh Héa

STT | S6 hé so Tén tha tuc Tén VBQPPL quy dinh ndi dung
TTHC® hanh chinh " sira dbi, bd sung, thay thé®
I. Linh vwe chikng thue

1 C2p ban sao tir s | Thong tw lién tich s6 158/2015/TTLT-

ghe. BTC-BTP ngay 12/10/2015 cua lién
B6 Tai chinh, B Tu phap quy dinh
mirc thu, ché d6 thu, ndp va quan Iy 18
phi ching thuc ban sao fir ban chinh,
chirng thuc chit ky, ching thire hop
dbng, giao dich.

2 Chimg thyc ban|- Thoéng tw lién tich s6
sao tir ban chinh | 158/2015/TTLT-BTC-BTP ngay
gidy to, vin ban | 12/10/2015 cua lién BG Tai chinh, Bo
do co quan té|Tw phip quy dinh mic thu, ché df
chitc c6 thim | thw, ndp va quan ly 1€ phi chimg thwe
quyén coa Viét | ban sao tir ban chinh, chu'ng thue chit
Nam cAp hoic | ky, ching thuc hop dbng, giao djch.
chirng nhén. - Théng tr s6 20/2015/ND-CP ngay

29/12/2015 cua B Tu phap quy dinh
chi tiét va hudng din thi hanh mét sd
didu ctia Nghi dinh sb 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh pht v&
cép ban sao tir ban chinh, chirng thye
chit ky va chirng thue hop dong, giao
dich.

3 Chémg thyc ban|- Thoéng tw lién tich sb
sao tir ban chinh | 158/2015/TTLT-BTC-BTP ngay
gidy to, vin ban | 12/10/2015 cua lién BG Tai chinh, BO
do co quan, td|Tw phip quy dinh mic thu, che 46
chirc co6 thim | thu, ndp va quan ly I€ phi chirng thuc
quyén ciia muée | ban sao tir ban chinh, chimg thyc chir
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ngoai; cu quan,‘té_

chuc c6 thim
quyén cha Viét
Nam lién ket VoI
co quan, td chirc
c6 thdm quyén
cia nuéc ngodi
cdp hodc chimg
nhan.

ky, ching thwe hop dong, giao djch.

- Théng tir s6 20/2015/ND-CP ngiy
29/12/2015 cla B Tu phap quy dinh
chi tiét va huéng din thi hénh mot 5O
diéu cta Nghi dinh s§ 23/2015/ND-
CP ngay 16/02/2015 clia Chinh phii v&
cAp ban sao tir ban chinh, chitng thwe
chit ky va chitng thire hop ddng, giao
dich.

Chirng thuc chit
ky trong cdc gidy
ty, van ban (dp
dung cho «ca
trudng hop chiung
thire diém chi va
trudng hop ngudi
yéu chu ching
thie khong ky,
khéng diém chi
dugc).

-  Thong tu lién tich &6
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cua lién Bd Tai chinh, BS
Tu phap quy dinh mic thu, ché d6
thu, ndp va quan 1y 1€ phi chimg thuc
ban sao tir ban chinh, chimng thuc chit
ky, chiing thuc hop dong, giao dich.

- Théng tr sé 20/2015/ND-CP ngay
29/12/2015 ctia BO Tu phap quy dinh
chi tiét va huéng din thi hanh mgt )
diéu cia Nghi dinh sé 23/2015/ND-
CP ngay 16/02/2015 cia Chinh pha v&
cép ban sao tir ban chinh, chitng thye
chit ky va chitng thwe hop ddng, giao
dich. .

Chimng thuc viéc
sira d6i, bd sung,
hiy bo hop ddng,
giao dich.

~Théng tu lién  tich 56
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cna lién B§ Tai chinh, B3
Tu phip quy dinh mirc thu, ché &6
thy, ndp va quan 1y 1& pbi chimg thuc
ban sao tir ban chinh, chimg thye chit
ky, chirng thuc hop ddng, giao dich.

- Thong tir s6 20/2015/ND-CP ngay
29/12/2015 ctia B Tu phép quy dinh
chi tiét va hudng din thi hanh mét sb
didu cia Nghi dinh s& 23/2015/ND-
CP ngay 16/02/2015 ctia Chinh pha vé
clp ban sao tir ban chirh, chiing thuc
chit ky va chitng thue hop ddng, giao
dich.

Stra 16i sai sot
trong hop dong,
giao dich.

- Théng tu lén s&
158/2015/TTLT-BTC-BTP ngiy
12/10/2015 cna lién B Tai chinh, B

tich
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Tu phap quy dinh muc thu, ché 4
thu, ndp va quan ly 1& phi ching thuc
ban sao tir ban chinh, chimg thuc chir
ky, ching thue hop ddng, giao dich.

- Théng tu sb 20/2015/ND-CP ngiy
29/12/2015 ciia B Tu phép quy dinh
chi tiét va huéng din thi hanh mét sb
didu cia Nghj dinh s§ 23/2015/NP-
CP ngay 16/02/2015 cia Chinh phd vé
cdp ban sao tir ban chinh, ching thuc
chit ky va chimg thwe hop ddng, giao
dich.

Cip ban sao cb
chimg thwe fir
ban chinh hop
dbng, giao dich
dd duge chimg
thuc.

- Théng tu litn tich s
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cia lién B6 Tai chinh, B
Tu phép quy dinh mic thu, ché do
thu, n6p va quan ly 1€ phi ching thuc
ban sao fir ban chinh, ching thyc chit
ky, chimg thuc hop déng, giao dich.

- Théng tu sb 20/2015/NP-CP ngay
29/12/2015 cua B Tu phap quy dinh
chi tiét va hudéng din thi hanh mdt sb
diu cia Nghi dinh sb 23/2015/NP-
CP ngay 16/02/2015 cia Chinh phi vé
cép ban sao tir ban chinh, chimg thyc
chit ky va chimg thue hop ddng, giao
dich.

Chung thuc chit
ky nguoi dich ma
ngudi  dich 1a
cdng tac wvién
dich thuit cda
Phong Tu phap.

- Théng tr lién sb
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cda lién B Tai chinh, B
Tu phép quy dinh mbc thu, ché do
thu, ndp va quan ly 1é phi chimg thuc
ban sao tir ban chinh, chirng thuc chi
ky, chimg thyuc hop dong, giao dich.

- Thong tr s6 20/2015/ND-CP ngay
29/12/2015 clia B6 Tu phédp quy dinh
chi tiét va huéng din thi hanh mét sb
diéu cia Nghi dinh sb 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh pha v&
cép ban sao tir ban chinh, chimng thuc
chit ky va chimg thie hop ddng, giao
dich.

tich




Chitng thuc chit
ky nguot dich ma
nguoi dich khong
phai 14 cdng tic
vién dich thuit
cia Phong Tu
phép.

- Théng tr lign tich sb
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cua lién B6 Tai chinh, B
Tu phap quy dinh mic thu, ché do
thu, ndp va quan ly 1€ phi ching thuc
ban sao tir ban chinh, ching thuc chit
ky, chimg thire hop ddng, giao dich.

-Théng tw s6 20/2015/NP-CP ngay
29/12/2015 cta B Tu phap quy dinh
chi tiét va huéng din thi hinh mét s
diéu ctia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cia Chinh phi v&
cAp ban sao tir ban chinh, chimg thye
chit ky va chimg thue hop dbng, giao
dich.
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Ching thuc hop
dong, giao dich
litn quan dén tai
san la dong san.

- Théng tr litn tich sb
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cua lién Bo Tai chinh, B
Tu phap quy dinh mic thy, ché d6
thu, ndp va quan 1y 1€ phi ching thyc
ban sao tlr ban chinh, chimg thuc chit
ky, chimg thirc hop déng, giao dich.

-Théng tu s 20/2015/ND-CP ngiy
29/12/2015 cua.B6 Tu phap quy dinh
chi tiét va hwéng din thi hanh mét s6
diu ctua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phi vé
cip ban sao tir ban chinh, chimg thyc
chit ky va chimg thuc hop dong, giao
dich.

11

Chimng thuc vin
ban thoa thuin
phin chia di sin
ma di san la dong
san.

- Théng tr lidn tich sb
158/2015/TTLT-BTC-BTP ngay
12/10/2015 cua lién B Tai chinh, Bo
Tu pbap quy dinh mirc thu, ché d6
thu, ndp va quan ly 1€ phi ching thyc
ban sao fir ban chinh, ching thuc chir
ky, chumg thuc hop dong, giao dich.

- Thong tu s& 20/2015/ND-CP ngay
29/12/2015 cua B Tu phap quy dinh
chi tiét va huéng din thi hanh mot sb
didu cia Nghi dinh sb 23/2015/NP-
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CP ngay 16/02/2015 ctia Chinh phi v
cip ban sao tir ban chinh, chimng thuc
chir ky va chiing thuc hop dong, giao
dich.

12

Ching thuc vin

bén khai nhén
san ma di san
dbng san.

Théng tr lién tich s
158/2015/TTLT-BTC-BTP ngly
12/10/2015 cia lién B6 Tai chinh, B
Tu phip quy dinh mirc thu, ché &
thu, ndp va quén ly 1¢ phi ching thue
ban sao tir ban chinh, chimg thuc chit
ky, chitng thyrc hop ddng, giao dich.

- Théng tr s6 20/2015/ND-CP ngay
29/12/2015 cia B Tw phép quy dinh
chi tiét va hudng dn thi hanh mét sb
diéu cia Nghi dinh s 23/2015/ND-
CP ngay 16/02/2015 cita Chinh phi v&
cip ban sao tir ban chinh, chimg thirc
chir ky va chimg thie hop ddng, giao
dich.

di
la

2. Danh muyc thi tuc hanh chinh bi bai bd thujc thim quyén gidi quyét
ciia UBND cip huyén tinh Thanh Héa

STT | Séhése | Ténthatyc | Tén VBQPPL quy dinh ndi dung sira
TTHCY hanh chinh ddi, bd sung, thay thé®
I. Linh vue chitng thue
1 | T-THA- | Cfp ban sao |- Théng tu lién tich s& 158/2015/TTLT-
286661-TT | tir 58 gbc. BTC-BTP ngay 12/10/2015 cia li€n BO
Tai chinh, B Tw phap quy dinh mirc thy,
ché @6 thu, nép va quéan ly 1& phi ching
thuye ban sao tir ban chinh, ching thuc
chit ky, chimg thire hop ddng, giao dich.
2 | T-THA- Ching thyc | - Théng tur lién tich sb 158/2015/TTLT-
286662-TT [ban sao tir | BTC-BTP ngay 12/10/2015 cua lién Bo
ban  chinh | Tai chinh, B Tw phdp quy dinh mirc thu,
gidy t&, vin |ché d6 thu, ndp va quan Iy 18 phi chimg
ban do co|thuc ban sao tir ban chinh, chimg thuc
quan, t& chitc | chit ky, chimg thurc hop ddng, giao dich.
co thém

- Thong tr sb 20/2015/ND-CP ngly
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quyén clia
Viét Nam; co
quan, t& chitc
co thdm
quyén  cla
nudc ngodai;
co quan td
chitc ¢4 thim
quyén  cla
Vit Nam
lien két voi
co quan, tb
chirc c6 thdm
quyén cila
nwdc ngoai
cép hodc
chirng nhén.

29/12/2015 cua B4 Tu phdp quy dinh chi
tiét va huéng dan thi hanh mot sé didu
cia Nghi dinh sé 23/2015/NB CP ngay
16/02/2015 cuia Chink phu v& cdp bén sac
tir ban chinh, chimg thire chit ky va ching
thire hop déng, giao dich.

T-THA-
286663-TT

Chimg thuc
chit k¥ trong
cac gidy to,
vin ban (ap
dung cho ca
truong  hop
ching thuc
diém chi va
trwong hop
ngudl  yéu
cdu chimg
thuc khéng
k¢, khong
diém chi
duoc).

- Thong tu lién tich sb 158/2015/TTLT-
BTC-BTP ngay 12/10/2015 cua lién Bo
Tai chinh, B6 Tu phap quy dinh mirc thu,
ché d6 thu, nép va quan ly 1€ phi chimg
thiyc ban sao tir ban chinh, ching thuc
chit ky, ching thuc hop ddng, giao dich.

- Théng tu s6 20/2015/ND-CP ngiy
29/12/2015 ctia B Tu phép quy dinh chi
tiét va huéng din thi hanh mét s didu
ciia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phii v& ¢Ap ban sao
tir ban chinh, chirng thwe chit ky va chiing
thure hop ddng, giao dich.

T-THA-
286664-TT

Ching thuc
viéc sira doi,
bd sung, hiy
bd hop
dbng, giao
dich.

- Théhg tu lién tich sb 158/2015/TTLT-
BTC-BTP ngay 12/10/2015 cua lién Bo
Tai chinh, B6 Tw phap quy dinh mirc thu,
ché d6 thu, ndp va quan ly 1& phi chimg
thiuc ban sao tir ban chinh, ching thuc
chit ky, chimg thurc hop ddng, giao dich.

- Théng tu sb 20/2015/ND-CP ngay
29/12/2015 cia B& Tu phéap quy dinh chi
tiét va huéng din thi hanh mét sé didu
ciia Nghi dinh s& 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé& cp ban sao
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tir ban chinh, chitng thuc chit ky va chimg
thue hop do6ng, giao dich.

T-THA- Stra 161 sai |- Thong tir lién tich s& 158/2015/TTLT-
286665-TT [ sot  trong | BTC-BTP ngay 12/10/2015 cta lién B§
hop  dbng, | Tai chinh, B Tu phap quy dinh mirc thu,
giao dich. | ché b thu, ndp va quan Iy 1& phi chimg
thye ban sao tir ban chinhk, chimg thuc
chit ky, chirng thuc hop ddng, giao dich.
- Théng tr sé 20/2015/ND-CP ngay
29/12/2015 cua BY-Tu phip quy dinh chi
tiét va huong din thi hanh mot sé diéu
cia Nghi dinh sb 23/2015/NP-CP ngay
16/02/2015 ciia Chinh phii vé cip ban sao
tir ban chinh, chirng thuc chit ky va chimg
thye hop dbng, giao dich.
T-THA- | Cép ban sao |- Théng tu lién tich sé 158/2015/TTLT-
286666-TT | c¢6  chimg | BTC-BTP ngay 12/10/2015 cia lién Bg
thuc tir ban | Tai chinh, B6 Tu phép quy dinh mirc thu,
chinh  hop | ché & thu, ndp va quan ly 1& phi chimg
dbng, giao | thuc ban sao tir ban chinh, chimg thuc
dich da duwoc | chit ky, chung thue hop ddng, giao dich.
chimgthwe. | Tyane tr sé 20/2015/ND-CP ngay
29/12/2015 cia By Tu phdp quy dinh chi
tiét vi hudng din thi hanh mot sé didu
clia Nghi dinh s 23/2015/NP-CP ngay
16/02/2015 ctia Chinh phii v& cép ban sao
tir ban chinh, chitng thuc chit ky va chimg
thuc hop ddng, giao dich.
T-THA- | Ching thuc |- Thong tw lién tich s6 158/2015/TTLT-
286667-TT | chi ky { BTC-BTP ngay 12/10/2015 cua lién Bo
ngudi  dich | Tai chinh, B Tw phép quy dinh mirc thu,
ma  ngudi | che d§ thu, nfp va quén ly 1€ phi chimg
dich 13 cong | thuc bén sao tir ban chinh, chimg thwe
tac vién dich | chit ky, chimg thue hop dong, giao dich.
thudt  cia|. Thong tr s§ 20/2015/ND-CP ngiy
Phong  Tw|29/122015 ciia B§ Tu phap quy dinh chi
phép. tiét va hudng dan thi hanh mét s didu
cia Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phii v& cp ban sao
tir ban chinh, ching thuc chit ky va ching
thuc hop ddng, giao dich.
T.-THA- |Chimg thuc |- Théng tw lién tich s& 158/2015/TTLT-
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286668-TT | chit ky | BTC-BTP ngay 12/10/2015 cua lién B
ngudi  dich | Tai chinh, Bd Tu phap quy dinh mic thu,
ma  ngudi|ché do thu, ndp va quéan 1y 18 phi chimg
dich khong | thuc ban sao tir ban chinh, ching thuc
phai 12 cdng | chir ky, chimg thuc hop dong, giao dich.
tac vien dich | - Tpgng tr s§ 20/2015/ND-CP ngay
thugt  clia | 59197015 ciia Bd Tu phép quy dinh chi
Phong  TU | g v3 huong din thi hanh mot sé didu
phap. ciia Nghi dinh s 23/2015/ND-CP ngiy

16/02/2015 ciia Chinh phii vé cip ban sao
tir ban chinh, chirng thyre chir ky va ching
thye hop ddng, giao dich.
9 |T-THA- |Chimg thyc |- Théng tu lién tich s6 158/2015/TTLT-
286669-TT |hop  ddng, | BTC-BTP ngdy 12/10/2015 cia lién BS
giao  dich | Tai chinh, B6 Tu phap quy dinh mirc thu,
lisn  quan | ché dd thu, ndp va quan 1y 1¢ phi chimg
dén t3i s<ap | thuc ban sao tir ban chinh, ching thue
13 dong san, | chit ky, chimg thye hop dbng, giao dich.
- Théng tw sb 20/2015/NB-CP ngay
29/12/2015 cna B Tu phap quy dinh chi
tiét va huéng dan thi hanh m6t sb diéu
cia Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phti vé cip bén sao
tlir ban chinh, chimg thue chit ky va chimg
thye hgp dong, giao dich.
10 |T-THA- | Chimg thyc |- Thong tu lién tich sb 158/2015/TTLT-

286670-TT | vin ban thoa | BTC-BTP ngay 12/10/2015 cua lién B
thusn  phén | Tai chinh, B6 Tu phap quy dih mirc thu,
chia di sin |ché d6 thu, ndp va quan 1y 18 phi chimg
ma di san 13 | thwe ban sao tir ban chinh, chimg thyc
dong san. chit ky, chimg thie hop ddng, giao dich.

- Théng tr s& 20/2015/NP-CP ngay
29/12/2015 ctia B6 Tu phap quy dinh chi
tiét va huéng dan thi hinh mdt s6 didu
cia Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phi v& cp ban sao
tir ban chinh, chirng thye chir ky va chimg
thyc hop dong, giao dich.

11 |T-THA- |Chimg thyc |- Thong tir lién tich s6 158/2015/TTLT-

286671-TT | van ban khai | BTC-BTP ngay 12/10/2015 clia lién B

nhin di san
ma di san 1a

Tag chinh, B6 Tu phdp quy dinh mic thu,
ché 46 thu, ndp va quan ly 1& phi ching
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dbéng san.

thuc ban sao tir ban chinh, chimg thuc
chit ky, chitng thue hop déng, giao dich.

- Thong tw s6 20/2015/NB-CP ngay
29/12/2015 ciia B6 Tu phap quy dinh chi
tiét va hudng din thi hanh mét s6 diéu
cia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phi vé& cép ban sao
tlr ban chinh, chirg thuc chir ky va ching
thue hop ddng, giao dich.

PHAN 1. NOI DUNG CU THE CUA TUNG THU TUC HANH CHINH
THUQC THAM QUYEN GIAI QUYET CUA UBND CAP HUYEN TiNH

THANH HOA

(C6 ndi dung cu thé cia 12 thi tuc hanh chinh duge sira dbi dinh kem)
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_,‘ C%IiATHUTUC HANH CHINH THUQC THAM
& '._Qﬁ\CE‘Fi CUA UBND CAP HUYEN TINH THANH HOA
h i theo Giyétliinh s6: 3619/0D-UBND ngiyd9 thang 9 nim 2016
I'czdi*Chu tith Uy ban nhén dén tinh Thanh Héa)

Tén thé tuc hanh chinh: Cép ban sao tir sd gbc.
S6 seri trén Co sé dix lidu qubc gia vé TTHC:

Linh vwe: Chirng thue

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tu thyc hién:

Buéc 1. Chudn bi hd so:

Ca nhén, t6 chirc chuin bi hd so hop 18 theo quy dinh ciia phép lust,

Buéc 2. Tiép nhén hd so ciia ¢4 nhén, tb chirc:

1. Dia diém tiép nhfin: B) phan tiép nhan hd so va tréa két qud clia céc co quan,
16 chirc dang quan ly s0 gbc cap huyén.

2. Thoi gian tiép nhin: Trong gi¢ hanh chinh cac ngay tir thir 2 dén thir 6 (trir
cac ngay nghi Lé, Tét theo quy dinh).

3. Nhitng diém cin lvu y khi tiép nhin ho so:

a) D4i voi ¢4 nhin, t§ chirc:

Ngudi yéu ciu cép ban sao tir s6 gbc phai xuét trinh cac glay t& phuc vu cho
yéu cau cap ban sao tir sd gde. Tmcmg hop ngudi yéu cau cap ban sao tir sb

gbc giri qua buu dién thi phai giri kém theo bén sao c6 ching thuc gidy to
theo quy dinh.

b) P&i véi co quan tiép nhan hd so; Khong.
Buée 3. Xir Iy ho so ciia ci nhén, td chirc:

- Co quan, t() chirc dang quan 1y sé gdc cin cir vao s6 gdc d& cip ban sao cho
nguorl yéu cdu; ndi dung ban sao phéi ghi theo ding ndi dung di ghi trong
s6 gbc.

- Trong trudng hop khong tim thay s gbc hoic trong s& gbe khong co thong
tin vé ndi dung yéu ciu cap ban sao thi co quan, tb chuc dang luu giit s6 gbe
c6 trach nhiém tra i bing vin ban cho ngudi yéu céu.

Budéc 4. Tra két qua:

1. Pja diém tra: Ngudi yéu cau cép bani sao tir s6 goc nhén két qua tai noi
ndp hd so hotic qua bru dién (néu ndp qua buu dign).

2. Thoi gian trd két qué: Trong gitr hanh chinh céc ngay tix thir 2 dén thir 6 |
(trlr céc ngdy nghi L&, Tét theo quy dinh).
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2. Cach thire thwe hién: Nop hd so truc tiép tai co quan, t6 chire luu s& gbe
hodc giri yéu clu qua buu dién.

3. Thanh phén, s6 Iwong hé so:
a) Thanh phén hd so:

- Truong hop ndp truc tiép thi xudt trinh bin chinh hodc ban sao c6 chimg
thue gidy chimg minh nhédn dén hodic h chidu con gid trj str dung.

- Trudmg hop ngudi yéu ciu clp ban sao tir sb gbe giri qua buu dién thi phai
guii kém theo ban sao c6 chimg thuc gidy chimg minh nhin dén hogc hd
chiéu con gia tri st dung, phong bi dén tem ghi rG ho t€n, dia chi nguoi nhin
cho co quan, 6 chitc cép ban sao.

- Trudng hop ngudi yéu céu 1a nguoi dai dlen theo phap ludt, nguwdi dai dién
theo iy quyén clia c4 nhan, td chirc duge cép ban chinh; cha, me, comn; Vo,
chdng; anh, chi, em rudt; ngudi thira ké khéc ctia ngudi duge cép ban chinh
trong trudng hop nguol d6 da chét thi phai xuét trinh gidy t& chimg minh
quan hé véi ngudi duge cdp ban chinb.

b) S6 lugng bd hd so: 01 b.

4. Thoi han giai quyet Trong ngay co quan, td chu'c t1ep nhin yéu chu
hofc trong ngay lam viée tiép theo, néu tlep nhan yeu chu sau 15 gid. Trong
treong hop yéu cdu cép ban sao tir s& goc dugc gl qua buu dién thi thoi
han duge thuc hién ngay sau khi co quan, t& chitc nhén da hd so hop 18 theo
diu buu dién dén,

5. Pbi twong thue hién thi tuc hanh chinh: C4 nhan, t6 chirc.

6. Co quan thyee hién thi tuc hanh chinh: Co quan, t6 chiic dang quén ly
s6 géc.

7. Két qua thwe hién thit tuc hanh chinh: Ban sao duge cip tir sb gbc.

8. Lé phi: Khdng.

9. Tén mau don, miu t& khai: Khong,

10. Yéu ciu, diéu kién thue hién thi tuc hanh chinh: Phai c6 sb gbc.

11. Cén ¢t phap 1y cia thi tuc hanh chinh:

- Nghj dinh 56 23/2015/ND-CP ngay 16/02/2015 chia Chinh phii vé cép ban
sao tr ban chinh, chimg thue chit ky va chimg thue hop dong, giao dich;

- Théng tu lién tich sb 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ctia Bo
Tai chinh, B Tu phép quy dinh mirc thu, ché d thu, ndp va quan 1y 16 - phi

chimg thuc ban sao tir ban chinh, chiing thue chit ky, chimg thue hop ddng,
giao dich.

CAC MAU PON, TO KHAI HANH CHINH: Khong.
MAU KET QUA THU'C HIEN THU TUC HANH CHINH: Khéng
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T/CUA CUA UBND CAP XA TINH THANH HOA
51 dinh $6: 3619 /OD-UBND ngay9thdng 9 nitm 2016
ich Uy ban nhén dén tinh Thanh Héa)

. ArQUY
ekeé;t;i%a, !
canﬁ'

Tén thi tuc hanh chinh: Chl'mg thue ban sao tir ban chinh gidy t&, van ban
do co quan t6 chitc c6 thdm quyén cia Viét Nam cap hogc chirng nhén.

S seri trén Co sé dii liéu quéc gia v&é TTHC:

Linh vue: Ching thuc.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tw thuc hién:

Buéc 1. Chuén bi hd so:

Cé nhén, td chirc chudn bi hd so hop 18 theo quy dinh ctia phap ludt.

Buée 2. Tiép nhén hd so' ciia c4 nhén, th chirc:

1. Pia (‘Ilem tiép nhan: BA phan tiép nhan hd so‘vatraket qua, Van phong HDND
vAUBND cép huyén.

2. Thoi gian ti€p nhén: Trong gity hanh chinh cic ngdy tir thir2 dén thu 6 (trir
cac ngay nghi L€, Tét theo quy dinh).

3. Nhitng diém cin lvu y khi tiép nhin hd so:

a) Pbi vc?i c4 nhén, t§ chire: Ngudi yéu ciu chimg thyc phai xuét trinh ban
chinh gify t&, van ban lam co s¢ dé ching thuc ban sao va bdn sao can
chirng thye.

b) 61 voi co quan tiép nhén hd so: Trudmg hop ngudi yéu cdu chimg thire
chi xuét trinh ban chinh thi co quan, t5 chirc tién hanh chup tir ban chinh dé
thire hién ching thue, trir truong hop co quan, t& chitc khéng ¢ phwong
tién dé chup.

Bwéc 3. Xir Iy ho so' ciia ca nhin, to chive:

- Ngudi thue hién ching thue kiém tra ban chinh, d6i chiéu v6i ban sao, néu
ndi dung ban sao ding véi ban chinh, ban chinh gidy to, vin ban khéng
thudc cc tredng hop ban chinh gidy t&, van ban khoéng duoc ding Jam co
s¢ dé chimg thire ban sao thi thuc hién chitng thue nhw sau:

+ Ghi day da 161 chimg chitng thue ban sao tir ban chinh theo mau quy dinh;
+ Ky, ght 18 ho tén, dong déu cia co quan, t& chirc thwe hién chirng thyc va
ghi vao s06 chung thue.

D6i vi ban sao ¢ tir 02 (hai) trang trd 1én thi ghi 161 chimg véo trang cudi,
néu ban sao co tir 02 (hai) 6 trd 1€n thi phai dong dau giap lai.
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M&i ban sao dwgc chimg thuc tir m6t ban chinh gidy t&, vin ban hodic nhidu
bén sao duge chimg thue tir mot ban chinh gidy t&, van ban trong ciing mot
théi diem duoce ghi mét so chirng thure.

- Ngudi yéu chu chimg thwe nhén két qua tai noi ndp hb so.

Buéc 4. Tra két qua:

1. Dia diém trd: Tai BO phan tiép nhn hd so va trd két qua ctia, Van phong
HPND va UBND cap huyén.

2. Thoi gian tra két qud: Trong gi& hanh chinh céc ngay tir thir 2 dén thir 6
(trir cac ngay nghi LE, Tét theo quy dinh).

2. Céch thitc thuwe hidn: Nop hd so tryce tiép.

3. Thanh phin, s6 lwong hé so: Ban chinh gidy to, vin ban 1am co s& dé
chitng thire ban sao va ban sao cin chimg thuc. Truémng hop ngudi yéu ciu
chitng thwre chi xuét trinh ban chinh thi co quan, t§ chirc tién hanh chup tir
ban chinh ¢ thwe hién chimg thire, trir trudng hop co quan, tb chirc khong
c¢6 phuong tién d& chup. Bdn sao, chup tir bén chinh dé thuc hién chitng
thyee phdi c6 ddy di cdc trang dd ghi thong tin cila ban chinh.

4. Thoi han giai quyet Trong ngay co quan, té chrc tlep nhan yéu ciu
hodic trong ngdy lam viée tiép theo, néu tiép nhin yéu ciu sau 15 gid. Pbi
Vo1 truong hop cing mot lic yéu ciu chimg thwe ban sao tir nlueu loai ban
chinh gidy to, vin ban, ban chinh c6 nhiéu trang; yéu chu sb luong nhidu
ban sao; ndi dung gify t&, vin ban phirc tap kho kiém tra, d6i chiu ma co
quan, t6 chirc thuc hién chimg thuc khong thé dap tmg duoc thoi han quy
dinh néu trén thi thdi han chimg thue duoc kéo dai thém khdng qué 02 (ha1)
ngdy lam vi€c hodc cé thé dai hon theo thoa thudn bang vén ban véi ngu.'orl
yéu ciu chimg thue. Trudng hop trd két qua trong ngay lam viéc tiép theo
hodic phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhdn ho so y phdi cd
phiéu hen gi rd thoi gian (gid, ngay) trd két qud cho nguoi yéu cdu chimg
thiee.

5. Poi twong thue hién thi tuc hanh chinh: C4 nhin, td chic.

6. Co quan thwce hién tha tuc hanh chinh: Phong Tu phép

7. Két qua thue hién thit tuc hanh chinh: Ban sao duge chimg thue tir ban chinh.

8. L& phi: 2.000 a’(ﬁng/trang,"n? trang thir 3 tré lén thu 1.000 déng/trang, t0i
da thu khong qud 200.000 dong/ban.

9, Tén miu don, mau t khai: Khong.

10. Yéu c‘i‘iu, dién kién thye hién thii tuc hanh chinh: Ban chinh gidy to,
vin ban can ching thuec,

Ban chinh gidy t&, viin ban khéng droc dimg 1am co s& dé chitng thue ban sao:
- Bin chinh bj tAy x6a, sira chita, thém, bét ndi dung khéng hop 16.
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- Ban chinh bi hu hong, cii nat, khéng xac dinh dugc ndi dung.

- Ban chinh déng diu mat ciia co quan, td chirc ¢6 thim quyén hodc khong
déng dau mat nhung ghi ré khdng dugce sao chup.

- Ban chinh c6 ndi dung trdi phap ludt, dao dirc xa hoi; tuyén truyén, kich
d6ng chién tranh, chéng ché d xa hoi chi nghia Viét Nam; xuyén tac lich
sir cia dan téc Viét Nam; xic pham danh dy, nhén phém, uy tin clia ca
nhan, t5 chirc; vi pham quyén céng dan.

- Béan chinh do co quan, t§ chirc c6 thim quyén ciia nudc ngodi cip, cong
ching hodc chimg nhin chua duge hop phap hoéa lanh sy theo quy dinh tai
Khoén 1 Diéu 20 cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia
Chinh phu.

- Gidy to, van ban do c4 nhan tir ip nhung khéng c6 xic nhan va déng déu
clia co quan, 8 chirc c6 thim quyén.

11. Cén cir phép 1y cia thi tuc hanh chinh: ’
+ Nghj dinh s 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phit v cap ban
sao tir ban chinh, chirng thirc chit ky va chimg thwe hop dong, giao dich;

+ Théng tu s6 236/2009/TT-BTC ngay 15/12/2009 ctia B Tai chinh Huéng
dén ché @6 thu, ndp, quan 1y va sir dung phi va 18 phi lanh si 4p dung tai cic
Co quan dai dién ngoat giao, Co quan dai dién lanh sy Viét Nam & nudc
ngoat;

+ Théng tw lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia lién
B Tai chinh, B6 T phdp quy dinh mizc thu, ché d@p thu, ndp va quén Iy 1é
phi chung thuc ban sao tir ban chinh, chumg thuc chir ky, chimg thuc hop
déng, giao dich;

+ Théng tw s6 20/2015/ND-CP ngay 29/12/2015 cua B¢ Tw phdp quy dinh
chi tiét vé hudng ddn thi hanh mét 56 diéu cua Nghi dinh 50 23/2015/ND-
CP ngay 16/02/2015 cia Chinh phit vé cdp bdn sao tir ban chinh, chimg
thuc chit ky va chimng thuc hop déng, giao dich.

CAQ MAU DON, TO KHAI HANH CHINH: Khong.
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng.

Ghi chti: Phan chit in nghiéng 12 n6i dung sira ddi, bd sung, thay thé.
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NOX DUMG CU ThE UA THU TUC HANH CHINH THUOC THAM
QUYEN: GIAI Q ' CUA UBND CAP HUYEN TINH THANH HOA
(Ban higih kem*rhe@ ng;ér dinh s6.: dGiQ/QD—UBND ngay 19 thang 9 nam 2016
atia G tich Uy ban nhan dén tinh Thanh Hoa)

Tén thi tuc hanh chinh: Thu tuc ching thuc bén sao tir ban chinh gidy o,
viin ban do co quan, t6 chitc ¢6 thdm quyén clia nrdc ngoai; co quan, td chirc
c6 thdm quyén clia Viét Nam lién két v6i co quan, td chic ¢6 thdm quyén cia
méc ngodi cAp hoic chitng nhén,

S6 seri trén Co s& dir lidu qudc gia vé TTHC:

Linh vwe: Chirng thuc.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tw thue hién:

Buéc 1. Chuin bi hd so:

Cé nhén, t5 chirc chufin bi hd so hop 18 theo quy dinh cta phap lust.

Buée 2. Tiép nhin hd so caa ¢4 nhin, t6 chikc:

1. Dia dlem tiép nhén: B6 phén tiép nhin hd so va tra két qua, Van phong HDND
va UBND cép huyén.

2. Thoi gian tlep ohin: Trong git hanh Cthh cac ngay tir thir 2 dén thi 6 (trir
céc ngay nghi L&, Tét theo quy dinh).

3. Nhitng diém cin luu y khi tiép nhin hd so:

a) Dbi vl ca nhén, td chirc: Ngwdi yéu céu chimg thirc phai xuét trinh béan
chinh gidy to, van ban 1am co s& d& ching thuc ban sao va ban sao cin
chimng thuc.

b) P61 véi co quan tiép nhan hd so Truong hop ngudi yéu cdu chirng thyuc
chi xuft trinh ban chinh thi co quan, t3 chirc tién hanh chyp tir ban chinh dé
thuc hién chimg thyc, trir trudmg hop co quan, t5 chirc khéng c6 phuong
tién dé chup.

Buéc 3. Xir 1y hd so ctia ¢4 nhin, to chire:

- Ngudi thuc hién chitng thic kiém tra ban chinh, d6i chiéu véi ban sao, néu
ndi dung ban sao ding véi ban chinh, ban chinh gify t, vin ban khéng
thude céc trudng hop ban chinh gidy t&, vin ban khong dwoc dimg lam co
s& dé chitng thuc ban sao thi thue hién chimg thwc nhy sau:

+ Ghi day da loi ching ching thwe ban sao tir ban chinh theo m3u quy dinh;

+ Ky, ghi rd ho tén, dong d4u clia co quan, td chirc thyc hién chirng thuc va
ghi vao s6 ching thic,
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D41 véi ban sao ¢6 tir 02 (hai) trang trd 18n thi ghi 161 chimg vao trang cudi,
néu ban sao cé tir 02 (hai) t& trd 1&n thi phai dong diu giap lai.

M3i béan sao dugc chimg thye tir mdt ban chinh giy to, vén ban hodc nhiéu
bén sao duoc chimg thyc tir mét ban chinh giay 18, van ban trong cung mét
thdi diém dugce ghi mot s6 chimg thue.

- Ngudi yéu ciu chimg thue nhan két qua tai noi ndp hd so.

Budc 4. Tra két qua:

1. Pia diém tra: B6 phan tiép nhn hd so va trd ké& qua, Vin phong HDND va
UBND cép huyén.

2. Thoi gian tra k(:it qué: Trong gid hanh chinh céc ngay tir thir 2 dén thi 6
(trr cac ngay nghi Le, Tét theo quy dinh).

2. Cach thire thue hién: Nép hd so truc tiép.

3. Thanh phén, s6 lwgng hd so: Ban chinh gidy td, van ban lam co s& dé
chimg thuc ban sao va ban sao can chimg thye. Trudng hop ngudi yéu cdu
chimg thuc chi xuét trinh ban chinh thi co quan, t6 chiic tién hanh chup tir
ban chinh d thuc hién chimg thye, trir trudng hop co quan, t§ chirc khéng
c6 phuong tién dé chup. Ban sao, chup tir ban chinh dé thyc hién chimg thuc
phéi c¢é ddy di cde trang da ghi théng tin ciia bdn chinh.

4. Thoi han gidi quyét: Thoi han thuc hién yéu chu chimg thuc phai duge
bao dim ngay trong ngdy co quan, 6 chic tiép nhan yéu cdu hoic trong
ngay 1am viéc tiép theo, néu tiép nhén yéu cau sau 15 giv. Déi véi truomg
hop cling mot lac yéu cau chimg thyc ban sao tir nhiéu loai ban chinh gify
t&, van ban; ban chinh cé nhidu trang; yéu ciu sb lwong nhiéu ban sao; ndi
dung gidy t&, van ban phtc tap khé kiém tra, d6i chidu ma co quan, t6 chirc
thire hién chimg thuc khéng thé dap tmg duoc thdi han néu trén thi thei han
chimg thuc duoc kéo dai thém khéng qua 02 (hai) ngay lam viéc hodic ¢ thé
dai hon theo thda thusn béng van ban véi ngudi yéu ciu chimg thue. Truong
hop trd két qud trong ngdy lam viée tiép theo hodc phdi kéo dii thoi gian theo quy
dinh thi nguoi tiép nhdn hd so phdi ¢6 phiéu hen ghi r6 thoi glan (gio, ngay) trd
két qué cho ngueoi yéu cdu ching thue.

5. Poi twong thwe hién thi tue hanh chinh: C4 nhén, t6 chic.

6. Co quan thye hién thi tuc hanh chinh: Phong Tu phép

7. Két qua thyre hién thi tue hanh chinh; Ban sao dugc chiing thuc tlr ban chinh.

8. Lé phi: 2.000 déng/trang; ti: trang thit 3 tr6 1én thu 1.000 dong/trang, 161
da thu khéng qua 200.000 dong/ban.

9. Tén miun don, miu to khai: Khong.

10, Yéu chu, didu kién thwce hién thii tuc hanh chinh: Ban chinh gidy 1o,
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van ban cén chimg thue.

Ban chinh gifly to, véin ban khong duge ding 1dm co s& @€ chimg thuc ban sao:
- Ban chinh bj tdy x6a, sira chita, thém, b6t ndi dung khong hop 1€.

- Ban chinh bi hw hong, cii nat, khong x4c dinh duge nd1 dung.

- Ban chinh déng diu mét cia co quan, t& chirc c6 thim quyén hogc khong
déng dau mét nhung ghi 16 khong duge sao chup.

- Ban chinh c¢6 ndi dung trai phdp luit, dao dirc x4 hdi; tuyén truyén, kich
dong chién tranh, chéng ché do xa hoi chi nghia Viét Nam; xuyén tac lich
st cia dén tdc Vi€t Nam;, xic pham danh dy, nhin phdm, uy tin cia ca
nhén, t6 chirc; vi pham quyén cong dan.

- Ban chinh do co quan, t6 chirc ¢ thdm quyén clia nuée ngoai cép, cong
chitng hodc chimg nhin chwa duge hop phap hoa lanh sy theo quy dinh tai
Khoan 1 Pidu 20 ciia Nghj dinh s& 23/2015/ND-CP ngay 16/02/2015 cia
Chinh phf.l, trie gidy 10 tity thdn do co quan, 16 chikc c6 thdm quyén cla nudc
ngodi cdp cho cd nhdn nhu: hg chzéu thé can cude hode cdc gidy 10 khdc
nhu thé thuong tri, thé cu tri, glay phép ldi xe, bang t6t nghiép, chimg chi
va bdng diém kém theo bang 6t nghiép, chimmg chi.

- Gidy to, vin ban do cd nhén tir lip nhung khéng c6 xdc nhin va déng ddu
ciia co quan, t5 chirc c6 thim quyén.

11. Cén cit phép ly cia thi tuc hanh chinh: o
+ Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cap ban
sao tr ban chinh, chimg thirc chit ky va chirng thuc hop dong, giao dich.

+ Thong tw s6 236/2009/TT-BTC ngay 15/12/2009 ciia B6 Tai chinh Hudng
din che do thu, ndp, quan ly va st dung phi va 1€ phi 1dnh su 4p dung tai cac
Co quan dai dién ngoai giao, Co quan dai dién ldnh sy Viét Nam & nuée
ngoat.

+ Théng tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia lién
BG6 Tai chinh, B6 Tu phdp quy dinh mikc thu, ché d6 thu, ndp va quén Ly 1é
phi ching thyc ban sao tix ban chinh, chu'ng thuc chit ky, chitng thuc hop
dong, giao dich.

+ Théng tie 56 20/2015/ND-CP ngdy 29/12/2015 cua Bf Tu phdp quy dinh
chi tiét va hudng dén thi himh mot s6 diéu ciia Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phii vé cdp ban sao tir ban chinh, chimg
thire chix Iy va chikng thiee hop dong, giao dich.

_CAC MAU BON, TO KHAI HANH CHINH: Khong,
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng,

Ghi chii: Phén chit in nghiéng 13 ndi dung sira d6i, bd sung, thay thé,
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g CUA UBND CAP HUYEN TINH THANH HOA
t dinh 56 :d619/QzD- UBND ngaytd thdng 9 ndm 2016

Tén thd tuc hanh chinh: Chimg thic chir ky trong céc gidy to, vin ban (ép
dung cho ¢ trudng hop ching thuce diém chi v trudomg hop ngudi yéu cau
chirng thyc khong thé ky, khong thé diém chi duoc).

S6 seri trén Co sé dit liéu quéc gia vé TTHC:

Linh vwe: Ching thue.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh ty thyc hién:

Budrc 1. Chuén b hd so:

C4 nhén chufn bi hd so hop 1& theo quy dinh ciia phép luét.

Budée 2. Tiép nhin hd so' cia c4 nhin, t chirc:

1. Dia diém tiép nhin: B phin tiép nhan hd so va tra két qua, Vin phong
HBND va UBND cap huyén.

Luwu y: Dia d1em tiép nhén ngodi tru s& cia ¢ quan thire hién chirng thue

néu ngudi yéu ciu chimg thyre thude dién gia yéu, khong thé di lai dwoc, dang
bi tam gift, tam giam, thi hanh 4n phat td hodc ¢6 Iy do chinh dang khac.

2. Thoi gian tiép nhin: Trong git hanh chinh céc ngdy tir thir 2 dén thir 6 (trix
cac ngay nghi Le, Tét theo quy dinh).

3. Nhitng diém cdn lou y khi tiép nhin hd so:

a) Dbi voi c4 nhan, t& chirc: Ngudi yéu chu chu’ng thuc chir ky/diém

chi/khdng thé ky, khong thé didm chi dugc phai xuit trinh cac gidy t& phuc
vu viéc chirng thuc chir ky.

b) Bbi véi co quan tiép nhén hd so: Trong trucng hop ngudi yéu cdu chimg
thuc khong théng thao tiéng Viét thi phdi c6 ngueoi phién dich. Nguoi phién
dich phai la ngudi c6 ndng luc hanh vi. dan su ddy di theo quy dinh cia
phdp ludt, théng thao tiéng Viét va ngon ngit ma nguoi yéu cdu ching thuc
stz dung. Nguoi phién dich do ngudi yéu cdu chimg thuc moi hodc do co
quan thuc hién chimg thuc chi dinh. Thit lao phién dich do nguoi yéu cdu
chumng thuc tra.

Bude 3. Xir ly ho so ciia ci nhin, 10 chue:

+ Ngu'm thwe hién chimg thye kiém tra gidy to y8u ciu chu"ng thue, neu thdy
du gidy to theo quy dinh, tai thoi diém chimg thyc, ngudi yéu ciu chimg
thuc minh man, nhén thirc va 1am chd duoc hanh vi cia minh va viée ching
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thuc khéng thude cac trudng hop khéng duge chimg thuc chit ky thi yéu ciu
ngudi yéu ciu ching thue ky/diém chi trude mét va thyuc hién ching thue
nhu sau:

* Ghi ddy @t 11 chimg chimg thuc chirky theo miu quy dinh;

* Ky, ghi r6 ho tén, dong déu clia co quan, td chire thue hién ching thue va
ghi vao s6 chimg thuc.

Péi vé§i glay t0, véin ban cd tir (02) hai trang trg lén thi ghi 161 chimg vao
tra_ng cudi, néu gidy to, van ban co tir 02 (hai) t& try 1én thi phai déng déu
gidp lai.

+ BOI v6i trudng hop chimg thuc chit ky/dlem chi/khéng thé ky, khong thé
diém chi duoc tai bd phén tiép nhén va tra két qué theo co che mot ctra, mot
cura lién théng thi céng chirc tiép nhan ho so kiém tra céc gifly to, néu nhan
thiy ngudi yéu cau chimg thuc cé di diéu kién quy dinh tai Khoan 2 Piéu
24 Nghi dinh s6 23/2015/ND-CP thi d& nghi ngudi yéu ciu chimg thue
ky/diém chi vao gidy t& cin chimg thuc va chuyén cho ngudi cé thim quyén
ky chimg thuc.

Buéc 4. Tra két qua:

1. Pja diém tra: Tai BO phan tiép nhan hd so va tra két qua, Vin phong
HDND va UBND cap huyén ho#ic ngodi try s& cua co quan thue hién chimg
thue néu ngudi yéu cu chung thue thude dién gia yéu, khong thé di lai
duogc, dang bi tam giit, tam giam, thi hanh an phat th hodc c¢6 ly do chinh
dang khac.

2. Thori gian tra két qua: Trong giy hanh chinh céc ngay tir thir 2 dén thi 6
(trir cde ngdy nghi L&, Tét theo quy dinh).

2. Céch thire thye hién: Nop hd so true tidp tai B phan tiép nhén hd so va
tra két qua, Vin phong HOND va UBND cép huyén hodc ngodi tru sé cia co
quan thuc hién ching thue néu ngudi yéu ciu chimg thuc thude dién gia
yéu, khong thé di lai dwoc, dang bi tam gift, tam giam, thi hanh 4n phat ti
hodc c6 1y do chinh dang khéc.

3. Thanh phan, s6 lugng hd so:

- Ban chinh ho#c ban sao cé chimg thue Gidy chimg minh nhan dan hoc
H0o chiéu con gi4 tri sir dung.

- Gidy t, vén ban ma minh s& ky/dlem chi. Truong hop chimg thuc chit ky
trong gidy 16, van ban bang tiéng mie ngoal néu nguoi thye hién chimg
thue khbng hzeu ¥3 ndi dung ciia gidy 10, vin bon thi co quyén yéu cdu
nguoi yéu cdu chimg thue ndp kém theo ban dich ra tiéng Viét ndi dung ciia
gidy 10, vin bén d6 (ban dich khéng cén cdng chimg hode chitng thue chiy
ky nguoi dich, ngudi yéu cdu chimg thie phéi chiu trach nhiém vé ngi dung
cua ban dich).
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- Ngudi yéu ciu ching thye nhin két qua tai noi nép hd so.

4. Théi han giai quyét: Trong ngay co quan, t5 chirc tlep nhin yéu ciu
hoic trong ngay lam viéc tiép theo, néu tlep nhén yéu cau sau 15 glor
Truong hop tra két qua trong ngdy lam viéc tiép theo thi ngudi tiép nhdn ho
so phai ¢6 phiéu hen ghi ro thoi gian (gio, ngay) trd két qua cho ngudi yéu
cdu chimg thuec.

5. P6i twong thire hién thi tuc hinh chinh: C4 nhin.

6. Co quan thuc hién thi tuc hanh chinh: Phong Tu phap

7. K&t qua thue hign thi tyc hanh chinh: Gify to, vin ban duoc chimg
thue chit ky/diém chi.

8. Lé phi: 10.000 a’ong/mfong hop (truong hop duoc tinh la mét hodc
nhiéu chit ky trong mét gidy 16, vin bam)

9. Tén miu don, miu t& khai: Khéng.

10. Yéu cdu, didu kién thuwe hién tha tuc hanh chinh: Truong hop khong
duoc chirng thue chit ky:

+ Tai thoi diém ching thue, ngudi yéu chu ching thue chit ky khéng nhin
thire va lam cha duoce hanh vi cia minh.

+ Ngudi yéu cau chimg thuc chit ky xut trinh Gidy chitng minh nhan dan
hodc Ho chiéu khéng con gi4 tri stt dung hoéc gia mao.

+ Gidly t, vin ban ma ngudi yéu ciu chimg thuc ky vao c6 ni dung quy dinh
tai Khoan 4 Diéu 22 ciia Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 cia
Chinh ph.

+ Gihy td, vn ban ¢6 n6i dung 13 hop dong, giao dich, trir cac trudmg hop
quy dinh tai Piém d Khoan 4 Diéu 24 ctia Nghi dinh nay hoac trirdng hop
phap ludt c6 quy dinh khéc.

11. Cén cit phap Iy ciia thi tuc hanh chinh:
+ Nghi dinh s6 23/2015/ND- Cp ngay 16/02/2015 cia Chinh phu v& cAp ban
sao tir ban chinh, chimg thuc chit ky va chimg thue hop dong, giao dich.

+ Thong tw s6 236/2009/TT-BTC ngay 15/12/2009 ctia Bo Tai chinh Huéng
dan ché d6 thu, n6p, quan ly va sir dung phi va 18 phi 1anh sy 4p dung tai céc
Co quan dai dién ngoai giao, Co quan dai dién lanh sy Viét Nam & nudce
ngoai.

+ Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ctia lién
B¢ Tai chinh, B6 Tu phdp quy dinh mikc thu, ché d6 thu, ngp va quen Iy 1é
phi chiing thuc ban sao tir ban chinh, ching thuc chit ky, ching thuc hop
dong, giao dich.

+ Théng tu s6 20/2015/ND-CP ngéay 29/12/2015 ciia B Tu phdp quy dinh
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chi tiét va hudng ddn thi hanh mot s6 diéu cia Nghi dinh 50 23/2015/ND-
CP ngay 16/02/2015 ciia Chinh phv vé cdp bdn sao tir ban chinh, chung
thuee chit ky va ching thyc hop dong, giao dich.

CAC MAU DON, TO KHAI HANH CHINH: Khéng,
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng

Ghi chit; Phin chif in nghiéng 13 ndi dung sira dbi, bd sung, thay thé.
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- G}g % UA THU TUC HANH CHINH THUOQC THAM
QU GﬁAI OUSEBEUA UBND CAP HUYEN TINH THANH HOA
(Ban hdkkem'rﬁeol yer inh 56 :3619/0D-UBND ngiy49 thang 9 nim 2016
i Chr;:’;zch Uy ban nhan ddn tinh Thanh Héa)

Tén thi tyc hanh chinh: Chimg thuc viée sia doi, bd sung, hity bé hop
dong, giao dich.

Sé seri trén Co sé dir litu qudc gia vé TTHC:

Lionh vire; Chimg thue.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tw thwc hién:

Buéc 1. Chuéin bi hd so:

Ca nhén, t& chirc chun bi hd so hop 16 theo quy dinh cia phap lust.

Buéc 2. Tiép nhén hd so ciia ci nhén, t6 chirc:

1. Pia diém tiép nhin:

Tai B6 phan tiép nhan hd so va tra két qua, Van phong FOND va UBND cép huyén.
2. Thi gian tiép nhdn: Trong gid bash chinh cac ngay tir thir 2 dén thir 6 (triv
cac ngay nghi L&, Tét theo quy dinh).

3, Nhitng diém cn luu ¥ khi tiép nhén h so:

a) Dbi v6i ¢4 nhén, t& chirc: Ngudi yéu cau chimg thue xudt trinh gidy o tiry
than con gid tri sir dung dé ngudi thuc hién chitng thuc kiém tra va np 01
bd hd so.

b) Béi v6i co quan tiép nhan hé so: _

+ Viéc sira d6i, bb sung, hay bd hop ddng, giao dich da duoc chlrng thue chi
duoc thyue hién khi c6 thoa thuin bing vin ban ctia cic bén tham gia hop
ddng, giao dich.

+ Viéc sira di, bd sung, hay bod hop ddng, giao dich dugc thyc hién tai co
quan dé chimg thwe hop ddng, giao dich. Trudng hop sira ddi, bd sung, thay
thé, hiy bd mot phan hoic toan bd di chic thi ¢6 thé chimg thuc tai bt ky
co quan cd thim quyén chimg thuc ndo.

Buée 3. Xir 1y hd so ciia ca nhan, t6 chire:

+ Ngudi thue hién chimg thue kiém tra g1ay t& trong hd so yéu cu chung
thwe, néu diy da tai thoi didm chimng thuc cac bén tham gia hop ddng, giao
dich ty nguyén, minh mén va nhan thirc, lam chi dugc hanh vi cia minh thi
thue hién ching thue.

+ Céc bén tham gia hop dong, giao dich phal ky trude mét nguoi thuc hién
chirng thye. Trudng hop ngudi cé thim quyén giao két hop dbng cua cac tb
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chirc tin dung, doanh nghiép d& ding ky chit ky miu tai co quan thuc hién
chirg thyc thi ¢6 thé ky trudce vao hop déng; ngudi thyc hién chimg thuc
phai @5i chiéu chit ky clia ho trong hop ddng voi chit ky miu trude khi thue
hién chirng thue, néu nghi ngd chit ky trong hop ddng khéc véi chit ky miu
thi y&u ciu ngudi d6 ky trudc miit. ‘

+ Trudng hop ngudi yéu cdu chimg thye khéng ky duoc thi phai didm chi;
néu ngudi d6 khong doc duoe, khong nghe dwoc, khéng ky, khong didm chi
duwoc thi phai c6 02 (hai) nguoi lam chitng. Nguoi 1am chimg phai ¢6 du
ndng lyc hanh vi din sy va khéng cd quyén, loi ich ho#c nghia vu lién quan
dén hop ddng, giao dich. Nguoi lam chimg do nguedi yéu cdu chimg thuc bd
tri. Truomg hop ngudi yéu cdu chimg thuc khdng bé trf duoc thi dé nghi co
quan thuc hign chung thyce chi dinh nguci lam chung.

+ Ngudi thye hién ching thue ghi 161 chimg tuong ing vol timg loai hop
ddng, giao dich theo méu quy dinh; ky, ghi 13 ho tén, dong diu ctia co quan
thue hién chitng thue va ghi vao s§ chimg thwe. Péi véi hop ddng, giao dich
c6 tir 02 (hai) trang trd 1én, thi timg trang phai duge danh 36 thir tur, ¢é chit
ky ciia ngwdi y&u cdu chitng thye va nguoq thuc hién chu'ng thue; s6 lugng
trang va 101 chu‘ng dwoc ghi tai trang cudi ctia hop déng, giao dich. Trudng
hop hop ddng, giao dich ¢o tir 02 (hai) t&r tréy 18n thi phai dong ddu gidp lai.

+ Trong truong hop ngudi yéu cau chimg thuc khéng théng thao tiéng Viét
thi phai c6 nguot phién dich. Nguoi phién dich phai la ngudi co ndng lic
hémh vi dén sy ddy di theo quy dinh cua phdp ludt, thong thao tiéng Viét va
ngon ngik ma nguoi yéu cdu chimg thuec st dyng. Ngudi phién dich do nguedi
Yéu cdu ching thuc moi hodc do co quan thyrc hign ching thiec chi dinh.
Thit lao phién dich do ngudi yéu cdu chung thuc trd. Ngudi phién dich cd
trach nhiém dich ddy du, chinh x4c ndi dung cia hop dong, giao dich, ndi
dung 101 chirng cho nguwdi yéu ciu chimg thuc va ky vio timg trang hop
ddng voi tu cach 1a ngwdi phién dich.

+ Co quan thuc hién viée sita dbi, bd sung, thay thé, hity bo m6t phan hodc
toan bd di chiic phai théng bdo bing vin ban cho co quan d& chimng thuc
trude ddy vé ndi dung sira d@di, bd sung, thay thé, hity bé mot phan hodc todn
bb di chiic d& ghi chi vao S8 chimg thwe hop ddng, giao dich.

+ Ngudi yéu ciu chimg thyc nhan két qua tai noi ndp hd so.

Buée 4. Tra két qua:

1. Dja diém tra: Tai B phan tiép nhdn h so va tra két qua, Vin phong HOND va
UBND cap huyén.

2. Thoi gian tra két qud: Trong gid hanh chinh céc ngay tir thir 2 dén thtr 6
(trir céc ngdy nghi L&, Tet theo quy dinh).

2. Céch thire thue hién: Nop hd so truc tiép

3. Thanh phin, s6 lugng hd so:
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Ngudi yéu cau chimg thre ndp 01 (mét) bd ho so yéu cau chimg thyc, gom
cac gidy t& sau day:
+ Hop ddng, giao dich d3 dwge chimg thyc;

+ Dy thao hop dong, giao dich sira ddi, b sung, hiy b hop déng, giao
dich da dweoc ching thuc;

+ Trong trudng hop ni dung sia dsi, b6 sung cé lién quan dén tdi san thi
ngwdi yéu ciu chimg thwc phai ndp bén sao kem ban chinh dé déi chidu giéy
chimg nhén quyén s& hitu, quyen str dung hodic ban sao gidy t& thay thé
duoc phéap luét quy dinh ddi véi tai san ma phap ludt quy dinh phai dang ky
quyen s& hitu, quyén sir dung, trir fredng hop ngudi 18p di chic dang bi cai
chét de doa dén tinh mang.

4. Thoi han giai quyét Thdi han thyre hién yeu ciu chimg T.hlIC phai duge
bao dam ngay trong ngay co' quan, td chire tlep nhan yéu ciu hoic trong
ngay lam viéc tiép theo, néu tlep nhin yé&u cau sau 15 giv. T mong hop trd
két qua trong ngay lim viéc tiép theo thi ngudi tiép nhdn hé so phai cé
phiéu hen ghi b thoi gian (gio, ngdy) trd két qua cho nguwdi yéu cdu chimg
thuee.

5. Doi twong thwe hién thi tuc hianh chinh: C4 nhén, 18 chirc.

6. Co quan thyc hién thi tuc hanh chinh: Phong Tu phap

7. Két qua thwe hién thii tuc hanh chinh: Hop ddng, giao dich duge chimg
thure.

8. Lé phi: 20.000 dong/hop dong, giao dich.

9. Tén miu don, miu to khai: Khong,

10. Yéu ciu, diu kién thwc hién thi tuc hanh chinh:

Viéc stra ddi, bd sung, hay bo hop ddng, giao dich dd duoc ching ﬂill_l'C\ chi
duoc thue hién khi ¢6 théa thuén bang vén ban ciia cac bén tham gia hop dong,
giao dich.

11. Cén civ phap Iy cuia thi tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ciia Chinh pht vé cép ban
sao tir ban chinh, chimg thyc chit ky va chimg thwe hop dong, giao dich;

- Théng tur lién tich sb 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia Bo
Tai chinh, B6 Tv phép quy dinh mirc thu, ché d6 thu, ndp va quéan ly 18 - phi
chung thuc ban sao tir ban chinh, chimg thure chit ky, chimg thuc hop ddng,
giao dich.

- Thong t 56 20/2015/ND-CP ngay 29/12/2015 ciia B¢ Tw phdp quy dinh chi tiét
vir hedmg ddn thi himh mgt SO diéu clia Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phit vé cdp bin sao tir bin chinh, chimg thyc chir ky va
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| cluing thuc hop dong, giao dich. ]

CAC MAU PON, TO KHAT HANH CHINH: Khéng.
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khong.

Ghi chii: Phén chit in nghiéng 13 ndi dung sira di, bd sung, thay thé.
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Tén thii tuc hanh chinh: Sira 16 sai sét trong hop ddng, giao dich.
S seri trén Co sé dir lidu qubc gia vé TTHC:

Linh vue: Chirng thuec.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tw thwe hién:

Buéc 1. Chuéin bi hd so:

Canhan, t5 chirc chudn bj hd so hop 1& theo quy dinh ciia phép lust.

Budrc 2. Tiép nhan hé so cita ca nhin, t6 chire:

1. Pia diém tiép nhén: Tai B6 phén tiép nhan hd so va tra két qua, Vin
phong HDND va UBND cap huyén.

2. Thoi gian tlgp nhén: Trong gid hinh chinh cic ngay tir thir 2 dén thir 6 (trir
cac ngay nghi Lé, Tét theo quy dinh).

3. Nhitng diém cin luu ¥ khi tiép nhén hd so:

a) Dbi v6i c4 nhén, t& chirc: Khong.

b) i véi co quan tiép nhan hd so: Khong.

Budc 3. Xir ly hé so cia cd nhin, to chike: ‘

+ Viéc sira 101 sai sot trong khi ghi chép, danh may, in hop dong, giao dich
da dugc ching thue duge thuc hién ‘gheo théa thuin bang vian ban cﬁa‘céc
bén tham gia hop dbng, giao dich, néu khéng 1am anh hwong dén quyén,
nghla vu ciia cac bén va duge thie hién tai co quan da chimg thuc hop ddng,
giao dich. :

+ Ngudi thire hién chirng thwc gach chan 161 sai st can sira, dong d4u cia
co quan thue hién chirng thwe va ghi vao bén 18 clia hgp dong, giao dich ndi
dung d3 sira, ho tén, chit ky cia ngudi sira, ngay thang nam sira.

+ Ngudi yéu ciu chirng thue nhan két qua tai noi ndp hd so.

Buéc 4. Tra két qua:

1. Dia diém tri: Tai B6 phén tiép nhan hd so va tré két qua, Van phong HDND
va UBND cap huyén.

2. Théi gian trd két qua: Trong g hanh chinh céc ngy tir thir 2 dén thir 6
(trir cac ngay nghi L&, Tét theo quy dinh).

2. Céch thirc thwe hidn: Nop hd so truc tiép.
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3. Thanh phén, s6 lwong hd so:

Ngudi yéu ciu chimg thuc ndp 01 (mét) b ho so yéu cau chimg thuc, gdm
cac gidy t0 sau diy:

- Bén sao Gidy chtmg minh nhén din hogc Ho chiéu con gié trj sit dung clia
ngudi yéu ciu ching thuc (xuét trinh ban chinh d€ doi chiéu);

- Vin ban thoéa thudn vé viée stra 131 sai sét trong hop ddng, giao dich dd
duoc ching thuc;

- Hop dbng, giao dich di duge chimg thuc;

- Bén sao g1éy chirng nhén quyén s& hitu, quyén sir dung hofic ban sao gidy
td thay thé dugc phap luét quy dinh d6i v6i tai san ma phap luat quy dinh

phai dang ky quyén s& hity, quyen sir dung trong tm‘ong hop hop ddng, giao
dich lién quan dén tai san d6 (xudt trinh ban chinh & ddi chidu).

4. Thoi han giai quyét: Thoi han thuc hién yeu clu ching thuc phai dugce
bao dam ngay trong ngay co' quan, t6 chirc t1ep nhin yéu cu hosc trong
ngdy lam viéc tiép theo, néu tlep nhén yéu clu sau 15 gid. Trudng hop trd
két qua trong ngay lam viée tiép theo thi nguoi tiép nhan hé so phdi ¢6
phiéu hen ghi 8 thoi gian (gio, ngay) tra ket qud cho ngwoi yéu cdu ching
thue.

5. D6i tuong thwe hién thii tuc hanh chinh: C4 nhan, td chirc.

6. Co quan thuc hié€n thii tuc hanh chinh: Phong Tu phép

7. Két qua thue hién thi tuc hanh chinh: Hop dbng, giao dich duogc sira 181 k§ thust.

8. L& phi: 10.000 dbng/hop dong, giao dich.

9. Tén miu don, miu t& khai: Khong,

10. Yéu ciu, didu kién thye hién thii tuc hanh chinb:

Viéc stra 181 sai sét trong khi ghi chép, d4nh mdy, in hop dbng, giao dich da
duge chimg thue duge thuc hién theo thoa thudn bang vin ban clia cic bén
tham gia hop df)‘ng, giao dich, néu khong lam anh hudng dén quyén, nghia vu
cua céc bén va dugce thuc hién tai co quan da chimg thuc hc_)_'&d@g, giao djch.

11. Can ci phap Iy cia thi tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cap ban
sao tir ban chinh, chimg thuc chit ky va chimg thue hop ddng, giao dich;

- Théng tv lién tich sb 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cha B
Tai chinh, BO Tu phdp quy dinh mac thu, ché d6 thu, ndp va quan ly 1& phi
chiing thuc ban sao tir ban chinh, chiing thuc chit ky, ching thuc hop dong,
giao dich.

- Théng tw s6 20/2015/NP-CP ngay 29/12/2015 cia B6 Tw phdp quy dinh
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chi tiét v hudng dén thi hamh mét s6 diéu cua Nghi dinh s6 23/2015/ND-
CP ngay 16/02/2015 cia Chinh phu vé cap bdn sao tir ban chinh, chimng
thue chir ky va chitng thyc hop dong, giao dich.

_CAC MAU PON, TO KHAI HANH CHINH: Khéng,
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng,

Ghi chui: Phiin chii in nghiéng 1a ndi dung sira dbi, bd sung, thay thé.
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han?q kem th(eo- uyét dinh 56: 3649/0D- UBND ngayA9thdng 9 nim 2016
. Chat tich Uy ban nhdn ddn tinh Thanh Héa)

Tén thii tuc hanh chinh: Cp ban sao c6 chimg thuc tir ban chinh hop
dong, giao dich dd duge chirng thue.

S6 seri trén Co s& dit liéu qudc gia vé TTHC:

Linh vue: Ching thue.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tyw thye hién:

Buéc 1. Chudn bi ho so:

Cénhan, t chirc chuin bi hd so hop 16 theo quy dinh clia phap lust.
Bwéc 2. Tiép nhin hd so cta c4 nhén, to chirc:

1. Dia diém tiép nhan:

Tai Bo phan tiép nhan ho so va tra két qua, Van phong HOND va UBND
cap huyén.

2. Thoi gian tié_"p nhin: Trong gi¢ hanh chinh céc ngay tir thir 2 dén thir 6 (trir
cac ngdy nghi Lé, Tet theo quy dinh).

3. Nhitng diém cin leu y khi tiép nhén hd so:

a) Di voi ca nhan, t chirc: Nguoi yeu cau cap ban sao co chirng thire tir
ban chinh hop ddng, giao dich phai xudt trinh céc gidy t& theo quy dinh.

b) Déi v6i co quan tiép nhan hd so: :
+ Ngudi thue hién chirng thye kiém tra glay t do ngudi yéu cau cip ban
sao ¢6 chirng thue tir ban chinh hop ddng, giao dich xuét trinh.

+ Viéc cip ban sao co chirng thwe tir ban chinh hop dong, g1ao dich 43 duge
chirng thwe duge thue hién tai co quan lwu trit hop ddng, giao dich.

Buéc 3. Xir Iy ho so ciia ca nhin, tb chiic:

Co quan thuc hién chimg thuc tién hanh chup tir ban chinh hop ddng, giao
dich dang dugc liru trir va thuc hién chirng thue nhu sau:

- Ghi dAy du 101 chimg chimg thye chit ky theo mau quy dinh;

- Ky, ghi 1o ho tén, déng déu cia co quan, t0 chirc thue hién chimg thuc va
ghi vao s6 ching thye.

Box vOi ban sao cd tir 02 (hai) trang tré 1€n thi ghi 101 chimg vao trang cudi,
néu ban sao ¢d tir 02 (hai) t& tré 18n thi pha1 déng dau giap lai.

M&i ban sao duge chirng thyre tir mot ban chinh gidy t&, vin ban hodc nhiéu
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ban sao duge chimg thuc tir mét ban chinh gidy td, vin ban trong cling mét
théd diém duge ghi mét s6 chiing thue.

Bude 4. Tra két qua:

1. Pia diém tra: Tai B6 phan tifp nhan ho so va trd két qud, Van phong
HBND va UBND cdp huyén.

2. Thoi gian tra két qua: Trong gi¢ hanh chinh cac ngdy tir thir 2 dén thir 6
(trir cde ngay nghi Lé, Tét theo quy dinh).

2. Cach thire thwe hién: Nép hd so tryc tiép

3. Thanh phén, sb lrong hd so:

Ngudi yéu cu chimg thuc xuét trinh ban chinh ho#ic ban sao cé ching thyc
Gidy chimg minh nhan din hodc H chiéu con gid trj st dung,

4. Thoi han gidi quyét: Trong ngdy co quan, t6 chite tiép nhan yéu cdu
hodc trong ngdy lam viée tiép theo, néu tiép nhan yéu cau sau 15 gm Truong
hop trd két qud trong ngdy lam viéc tiép theo thi nguoi tiép nhan ho so phdi c6
phiéu hen ghi v6 thoi gian (gio, ngay) tra két quad cho nguoi yéu cdu chibng thuec.

5. P6i twgng thwe hi€n thi tuc hanh chinh: Ca nhén, td chire.

6. Co guan thwe hién thi tuc hanhb chinh: Phong Tu phap

7. Két qua thwe hién thi tuc hanh chinh: Ban sao hgp ddng, giao dich
dugc chimg thuc,

8. L¢ phi: 2.000 dongltrang; tir trang thir 3 o lén thu 1.000 déng/trang,
nhung mukc thu t6i da thu khéng qud 200.000 déng/bdn.

9, Tén min don, miu to khai: Khong.

10. Yéu cAu, diéu kién thuc hién thi tuc hanh chinh: Khéng.

11. Cin ct phap Iy ciia thi tuc hanh chinh:

- Nghj dinh s6 23/2015/NP-CP ngay 16/02/2015 ctia Chinh phit vé cép ban
sao tir ban chinh, chimg thuc chit ky va chimg thuc hgp dbng, giao dich;

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia B
Tai chinh, BO Tu phép quy dinh mitc thu, ché d6 thu, ndp va quan Iy 1& phi
chimg thuc ban sao tir ban chinh, chimg thuc chit ky, chimg thuc hop ddng,
giao dich.

- Thong tu 56 20/2015/ND-CP ngay 29/12/2015 cua B Tu phdp quy dinh
chi tiét vd hudmg dén thi himh mot s6 dzeu ciia Nghi dinh s6 23/2015/ND-

CP ngay 16/02/2015 cuia Chinh phi Vvé cdp bdn sao tir bdn chinh, ching
thue chit ky va chung thue hop déng, giao dich.

CAC MAU PON, TO KHAI HANH CHINH: Khéng.
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khong
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NO¥ nﬁﬂ‘g@‘% THE CUA THU TUC HANH CHINH THUQC THAM

QUYER GIALQUS{ET CUA UBND CAP HUYEN TINH THANH HOA

‘ héﬁﬁ kém“tﬁea yét dinh s6: 5619 /0D-UBND ngay 49 théng 9 ncm 2016
. S@hi tich Uy ban nhén dén tinh Thanh Héa)

Tén thi tuc hanh chinh: Chirg thyc chir ky nguoi dich ma nguti dich 14
cOng tac vién dich thudt ctia Phong Tw phap.

S6 seri trén Co s& dir liéu qudc gia vé TTHC:

Linh vuc: Chimg thyce.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tw thwe hién:

Bwée 1. Chuén bi ho so:

Ca nhan chudn bi hd so hop 1€ theo quy (i;inh clia phap lu4t.

Bude 2. Tiép nhin hd so ciia ¢4 nhin, td chirc:

1. Dia diém tiép nhin:

Tai B6 phén tiép nhan hd so v tré két qué, Vin phong HPND va UBND cip huyén,

2. Thoi gian tiép nhin: Trong gity hanh chinh cdc ngay tir thir 2 dén thi 6 (i
cac ngay nghi Lé, Tét theo quy dinh).

3. Nhirng diém cén Iwu ¥ khi tiép nhin ho so:

a) i voi cé nhan, t6 chire: Ngudi yéu ciu ching thwe chit ky ngudi dich
phai xuét trinh cac giay t& phuc vu viéc chirng thwe chit ky ngudi dich.

b) P véi co quan tiép nhan hd so; Khong

Buwée 3. Xir Ij hd so' ciia ¢4 nhén, td chie:

Ngubi thue hién chirng thuc kiém tra gidy to do ngudi yéu ciu chimg thirc
xuét trinh, néu thdy du gidy to theo quy dinh va gidy to, vén ban duoc dich
khéng thudc cac trwdng hop gidy to, vin ban khéng dwoc dich dé ching
thue chit ky ngudi dich thi thue hién chitng thuc nhu sau:

* Khi thwe hi€n chimg thuc, ngudi thye hién ching thue phai dbi chidu chtr
ky clia ngudi dich trén bén d;ch vGi chit ky méu trude ki thire hién chimg
thuc; trudng hop nghi ngd chit ky trén ban dich so v6i chit ky miu thi yéu
cAun gudi dich ky tnréc miit.

* Ghi ddy du 1oi chitng chitng thuc chir ky ngudi dich theo miu quy dinh;

* Ky, ghi'rﬁ ho tén, d6ng déu cia co quan, td chirc the hién chimg thue va
ghi vao so chirg thue.

Doi v6i ban dich gidy to, van ban ¢4 tir 02 (hai) trang trd 1én thi ghi I&i
chirng vao trang cudi, néu gidy t&, vén ban co tir 02 (hai) t& trdr [én thi phai
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déng dau giap lai.

Budre 4. Tra két qua:

1. Dia diém tra: Tai B phan tiép nhin hd so va tra két qua, Vin phong
HDND va UBND cép huyén.

2. Thor gian tra két qua: Trong gidr hanh chinh cAc ngay tir thir 2 dén thir 6
(trix c4c ngay nghi L&, Tét theo quy dinh).

2. Cach thire thwe hién: Nop hd so truc tiép

3. Thanh phén, s lwgng hé so:
a) Thanh phdn hd so: Ban dich va gidy t&, viin ban cén dich.
b) S lugng hd so: 01 bd.

4. Théi han gidi quyet Trong ngay co quan, td chuc tiép nhdn yéu cu hodic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 13 gid hoic ¢6 thé kéo
dai hon theo thoa thudn bing vin ban véi ngudi yéu ciu chimg thuc. Trudng
hop trd két qud trong ngay lam viée tiép theo hodic phéi kéo dai thoi gian theo
thoa thudn thi nng tiép nhdn ho 0 phdi c6 phiéu hen ghi ré thoi gian (gid,
ngdy) tré két qué cho ngudi yéu cdu chimg thyc.

5. P6i twong thire hién thii tuc hanh chinh: Ca nhan.

6. Co quan thuce hién thi tuc hanh chinh: Phong Tu phéap

7. Két qua thue hién thi tue hanh chinh: Gidy t5, vin bin duge ching
thye chit ky ngudi dich.

8. L& phi: 10.000 dong/trizong hop

9. Tén miu don, miu to khai: Khong.

10. Yéu ciu, diéu kién thwe hién thi tye hanh chinh:

Giéy t&, vin ban khéng dwoc dich d& ching thire chit ky ngudi dich:

- Gidy t&, vin ban d3 bi tiy x0a, sira chita; thém, bét ndi dung khong hop 18.
- Giy to, vin ban bj hu hdng, cii nat khong xéc dinh duoc ndi dung,

- Gify to, vén ban déng d&u mét ciia co quan, t§ chitc c6 thdm quyén hoic
kh6ng ddng diu mit nhung ghi 18 khéng dugc dich.

- Gidly to, viin ban c6 ndi dung quy dinh tai Khoan 4 Piéu 22 ctia Nghi dinh nay.
- Giy td, van ban do co quan, t5 chiic c6 thdm quyén cta nude ngodi cép,
cong chimg hofic ching nhén chua duge hop phép hoéa lanh su theo quy
dinh tai Khoan 1 Piéu 20 ciia Nghi dinh sé 23/2015/NP-CP ngay
16/02/2015 caa Chinh phu, gidy 16 tity thdn do co quan, 6 chite c6 rham
quyén ciia nwée ngodi cdp cho cd nhén nhu: ho chiéu, thé cin cudc hode cac gidy

to khdc nhw the thuong tri, thé cu tri, gidy phép 14i xe, béng t6t nghiép, chimg
chi v& bang diém kém theo bang 16t nghiép, chitng chi.
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11. Can cir phap 1y cia thi tuc hanh chinh:

- Nghi dinh s 23/2015/ND-CP ngay 16/02/2015 ciia Chinh pht vé cp ban
sao tir ban chinh, chimg thuc chit ky va chimg thuc hop déng, giao dich;

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cia BS Tai
chinh, B§ Tir phap quy dinh mirc thu, ché @6 thu, ndp va quan Iy 18 phi chimg
thuc ban sao tir ban chinh, chiing thyre chit ky, chimg thuc hop d("')ng, giao dich.

- Théng tw Sé; 20/2015/ND-CP ngay 29/12/2015 ciia B¢ Tu phdp quy dinh chi tiét
va hwéng dan thi hanh mgt sé diéu cua Nghi dinh s6 23/2015/NPD-CP ngay
16/02/2015 ciia Chinh phii vé cdp bdn sao tir ban chinh, chimg thuc chit kp va
chirng thirc hop déng, giao dich.

CAC MAUDPON, TO KHAI HANH CHINH: Khéng.
MAUKET QUA THUC HIEN THU TUC HANH CHINH: Khéng.

Ghi chii: Phin chit in nghiéng 12 ndi dung stra ddi, bd sung, thay thé.
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'Gl‘AI QUA’ CUA UBND CAP HUYEN TINH THANH HOA
nﬁhe Quyet dinh s6:3619/0P-UBND ngay 19 thdng 9 néim 2016
" cud €pd tich Uy ban nhdn dan tinh Thanh Héa)

Tén tha tuc hanh chinh: Chirng thye chit ky ngudi dich ma nguoi dich
khéng phai la cdng tac vién dich thujt cia Phong Tw phap.

Sb seri trén Co s¢ dit lidu quic gia vé TTHC:

Linh vire: Chirng thyre.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tw thyc hién:

Buéc 1. Chudn bj hd so:

Canhén chuén bi hé so hop 18 theo quy dinh cia phéap ludt.

Buéc 2. Tiép nhdn hd so ciia ¢4 nhén, t§ chive:

1. Dia diém tiép nhén:

Tai B§ phan tiép nhan hé so va tra két qua, Van phong HDND va UBND
cap huyén.

2. Théi gian tlep nhan: Trong gi& hanh chmh cac ngay tir thir 2 dén thir 6 (trix
cac ngay nghi L&, Tét theo quy dinh).

3. Nhitng diém cin Ivu § y khi tiép nhan hé so:

a) Déi voi ca nhén, to chirc: Ngudi yeu cau chimg thye chit ky ngudi dich
phai xuét trinh cac gidly t& phuc vu viéc chimg thuc chit ky ngudi dich.

b) Béi vai CO quan tiép nhan hd so: Ddi véi trudng hop chimg thyre chit ky
tai bd phan tiép nbén va tra két qua theo co che mat cira, mot cira lién thong
thi cdng chitc tiép nhan hd so kiém tra cac gify t&, ndu nhén thdy ngudi yéu
cau chirng thwe c6 du didu kidn theo quy dinh thi d& nghi ngudi yéu cu
chimg thue ky vao ban dich va chuyén cho ngudi cd thdm quyén ky chimg
thure,

Buéc 3. Xir Iy hd so cha ca nhén, td chirc:

Nguo1t thye hién chirng thye kiém tra gidy to do ngudi yéu ciu chirng thue
xuit trinh, néu thiy du gidy to theo quy dinh va gidy t&, vin ban duge dich
khong thudc cac trudng hop glay td, vin ban khéng dwoc dich dé ching
thye chit ky nguoi dich thi yéu ciu ngudi dich ky trede mit va thire hién
chirng thire nhy sau:

* Ghi dy du 1oi chitg chitng thye chit ky nguoi dich theo mAu quy dinh;

* Ky, ghi 15 ho tén, dong dau ciia co quan, td chirc thyc hién chiing thyrc va
ghi vao sé chimg thye.
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Déi véi ban dich glay t0, van ban c6 tir 02 (hal) trang trd 18n thi ghi 11
chimng vao frang cudi, néu gidy t&, vin ban cb tir 02 (hai) t& trd 18n thi phai
dong diu gip lai.

Buée 4. Tra két qua:
1. Dia diém tra: Tai B phan tiép nhan ho so va tra két qua, Van phong HDND
va UBND cép huyén.

2. Thoi gian tra két qué: Trong gid hanh chinh céc ngdy tir thit 2 dén thir 6
(trlr cAc ngdy nghi Le, Tét theo quy dinh).

2. Cach thite thue hién: Nop hd so truc tiép

3. Thanh phin hd so:

a) Thanh phén hd so:

- Ban chinh hodc ban sao ¢6 ching thuc Gidy Chimg minh nhan dan hoic
Ho chiéu con gid trj sz dung;

- Ban chinh hodc ban sao tir sb gbe, ban sao ¢o ching thue bang cir nhén
ngoai ngit tré 18én v& thit tleng nudc ngoal cin dich hoc bang tdt nghiép dai
hoc tré 18n d6i v6i thir tiéng mrée ngodi cén dich; trir truong hop dich nhiing
ngdn ngft khong pho bien mé ngudi dich khéng c6 bang cir nhén ngoai ngft,
bing t6t nghiép dai hoc nhung théng thao ngbn ngft can dich;

- Ban djch dinh k&m gidy t&, vin ban cén dich.

b) S8 lwong hd so: 01 bd.

4. Thoi han giai quyet Trong ngay co quan, td chuc tiép nhén yéu céu hoic
trong ngay lam viéc tiép theo, néu tIep nhan yéu cdu sau 15 gity hofic c6 thé kéo
dai hon theo thoa thusn bing vin ban v&i ngudi yéu cdu chimg thue. Truong
hop trd két qua trong ngdy lam viéc tiép theo hofic phdi kéo dai thoi gian theo
thda thudn thi nguoi tiép nhdn hd so phdi c6 phiéu hen ghi ¥é thoi gian (gio,
ngdy) tra két qud cho nguoi yéu cdu chimg thie.

5. Po6i twgng thwe hién thii tuc hanh chinh: C4 nhin,

6. Co quan thue hién thi tuc hanh chinh: Phong Tu phap

7. Két qua thwe hién thi tuc hanh chinh: Gidy to, vin ban duge chimg
thure chit ky ngudi dich.

8. L& phi: 10.000 dong/wuong hop

9. Tén mau don, mau to khai: Khong.

10. Yéu chu, diéu kién thye hién tha tuc hanh chinh:

* Phong Tw phdp chi chimg thyc chit ky nguoi dich khong phdi la cong tdc vién
khi nguci do tw dich gidy 10, vin bdn phuc vy muc dich cd nhdn ctla ho.

* Gidy td, vin ban khong duoc dich dé chimg thuc chir ky ngwoi dich:
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- Gidy to, viin ban da bj tdy xo6a, stra chita; thém, bét ndi dung khéng hop 18.
- Gidy t&, van ban bi hu hong, cfi nat khéng xéc dinh dugc ndi dung.

- Giy td, vin ban déng déu mat cia co quan, t6 chitc ¢b thim quyén hodc
khéng déng dau mét nhung ghi ré khong duoc dich.

- Gifly td, vain bén c6 n6i dung quy dinh tai Khoén 4 Bidu 22 ctia Nghi dinh ndy.
- Gidy t&, van ban do co quan, t& chirc c6 thim quyén ctia nude ngodi cép,
cong ching hoéc chﬁng nhén chua dugce hop phs}p hoa l&nh sy theo quy
dinh tai Khoan 1 Diéu 20 cua Nghi dinh sb 23/2015/NB Cp ngay
16/02/2015 cia Chinh phu, i gidy to tiry thén do co quan, 16 chirc cd tham
quyén clia nwéc ngodi cdp cho cé nhan nhue: ho chiéu, thé cin cudc hodc cdc gidy

10 khdc nhw thé thuong tri, thé cu tri, gidy phép 1di xe, bing 16t nghiép, ching
chi va bing diém kém theo bing 16t nghiép, chitng chi.

11. Cin et phap ly cia thi tuc hanh chinh:

- Nghj dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh pht v& cép ban
sao tir ban chinh, chitng thuc chit ky va chimg thye hop déng, giao dich;

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 ciia Bo
Tai chinh, B6 Tu phép quy dinh mic thu, ché d6 thu, ndp va quan Iy 18 phi
chiing thure ban sao tir ban chinh, chimg thue chit k¥, chimg thue hop ddng,
giao dich,

- T?zong tw 56 20/2015/ND-CP ngay 29/12/2015 cua B Tu phdp quy dinh chi tiét
va huong dén thi hanh mgt s6, diéu cua Nghi dinh sé 23/2015/NP-CP ngay
16/02/2015 ciia Chinh phit vé cdp ban sao tir bén chinh, chimg thic chit ky va
chiing thyc hop déng, giao dich.

_CACMAU DPON, TO KHAI HANH CHINH: Khong.
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng.

Ghi chii: Phén chit in nghiéng 13 ndi dung stra d6i, bd sung, thay thé.
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E CUA THU TUC HANH CHINH THUQC THAM
T CUA UBND CAP HUYEN TINH THANH HOA
ét dinh 56: 3619/0P-UBND ngiy49 thang 9 ném 2016
i tich Uy ban nhdn dén tinh Thanh Hoa)

; an’/i ‘]ﬁemx ﬂﬁep
K “ézicr

Tén thi tuc hanh chinh: Ching thuc hop déng, giao dich lién quan dén tai
san 1a dong san.

S6 seri trén Co sé dir lidu quéc gia vé TTHC:

Linh vwe: Chirng thuec.

NOI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh trr thue hién:

Buwéc 1. Chuén bi ho so:

Cé nhan, t chirc chudn bi hd so hop 18 theo quy dinh cta phép luét.
Buge 2. Tiép nhan hd so céa cd nhan, t6 chic:

1. Pia diém tiép nbin:

Tai Bo phén tiép nhén ho so va tra két qua, Vin phong HDND va UBND
cap huyén.

2. Tho1 gian tlep nhén: Trong gi¢r hanh chinh c4c ngay tir thir 2 dén thit 6 (trir
céc ngay nghi L&, Tét theo quy dinh).

3. Nhirng diém cin luu ¥ khi tiép nhén.hd so:

a) Déi v&i ca nhan, td chirc: Khong.

b) Péi vdi co quan tiép nhan hd so: Ngudi thye hién chimg thuc kiém tra
gidy t& trong hd so yeu cau chimg thue, néu diy du, tai thoi dlem chimg

thue céc bén tham gia hop ddng, giao dich tw nguyén, minh min va nhén
thire, 1am chi dwgce hanh vi clia minh thi thire hién chimg thue.

Budc 3. Xir 1y hd so cda ca nhén, td chite:

+ Céc bén tham gia hop ddng, giao dich phai ky trede mét ngudi thue hign
chirng thuc. Trudng hop ngudi c6 thim quyén giao ] két hop ddng cta céc td
chirc tin dung, doanh nghiép & dang ky chit ky mau tai co quan thyc hién
chimg the thi co thé ky trude vao hop déng; ngudi thue hién ching thyuc
phai d6i chiéu chit ky ciia ho trong hop dong v&i chit ky mau trude khi thye
hién chimg thye, néu nghi ng& chit ky trong hop ddng khéc voi chit ky miu
thi yéu cau ngudi dé ky tredc mat.

+ Trwdng hop ngudi yéu ciu chimg thuc khéng ky dugc thi phai diém chi;
néu ngudi dé khong doc duge, khéng nghe dugc, khéng ky, khong diém chi
dugc thi phai c¢6 02 (hai) ngudi lam chimg. Ngudi lam chimg phai cé du
niing luc hanh vi dan su va khéng c6 quyén, lgi ich hodc nghia vu lién quan

38




dén hop dong, giao dich. Newd: lam chimg do nguedi yéu céu chimg thuc bo
tri. Trieong hop ngudi yéu cau chung thuc khong bo tri duoc thi dé nghi co
quan thuc hién chung thuc chi dinh ngudi lam chimg.

+ Ngudi thue hién chirng thue ghi 101 chimg twong Gng véi timg loai hop
dbng, giao dich theo mAu quy dinh; ky, ghi 15 ho tén, déng diu cia co quan
thuc hién chitng thurc va ghi vao sé chirng thire. i véi hop dong, giao dich
cé tir 02 (ha1) trang try 1én, thi timg trang phal dugc danh s thir ty, c6 chit
ky chia ngudi yéu cdu chimg the va nguorl thire hién ching thuce; s lvong
trang va 1&i ching drge ghi tai trang cudi cua hop ddng, giao dich. Trudng
hop hop ddng, giao dich c6 tir 02 (hai) t& trér 16n thi phai déng déu giap lai.

+ Trong trucng hop nguoi yéu cdu chimg thiec khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la ngudi co ndng luc
hémh vi ddn sy ddy di theo quy dinh ctia phdp ludt, théng thao tiéng Viét va
ngon ngik ma ngudi yéu cdu chimg thiee sir dung. Ngwdi phién dich do nguoi
yéu cdu chimg thuc moi hodc do co' quan thirc hién ching thuc chi dinh.
Thit lao phién dich do ngudi yéu céu chu’ng thyre tra. Ngudi phlen dich c6
trach nhiém dich ddy dd, chinh xac ndi dung cia hop dong, giao dich, noi
dung 1o1 chimg cho ngudi yéu cdu chimg thue va ky vao ting trang hop
ddng voi tu cach 1a ngudi phién dich.

Buéc 4. Tra két qua:

1. Dia diém tra: Tai B phan tiép nhan hd so va tra két qud, Vin phong HOND
va UBND cip huyén.

2. Thoi gian tra két qui: Trong giv hanh chinh céc ngay ti thir 2 dén thir 6
(trir cac ngay nghi LE, Tét theo quy dinh).

2. Cdch thirc thure hign: Nop hd so trye tiép

3. Thanh phén hd so:

Ngudi yéu ciu chimg thie ndp 01 (m6t) bd hd so yéu chu ching thue, gdm
c4c gidy to sau day:

- Dy théo hop ddng, giao dich;

- Ban sao Gidy chimg minh nhan dén hosic H chiéu con gid trj sit dung cia
ngudi yéu ciu chimg thue (xudt trinh kém theo ban chinh d& ddi chiéu);

- Ban sao giéy chirng nhén quyén s& hifu, quyén str dung hodc ban sao gidy
t& thay thé duge phap ludt quy dinh @51 vé&i tai san ma phap ludt quy dinh

phai déng ky quyén s& hiru, quyen sir dyng trong trudng hop hop dong, g1a0
dich lién quan dén tai san d6 (xut trinh kém theo ban chinh dé dbi chiéu).

4. Thoi han giai quyét: Khong qua 02 (hai) ngay lam viée, k& tir ngay nhin
& hd so yéu ciu chimg thue hodc ¢ thé kéo dai hon theo thoa thuin bang
van ban v6i ngudi yéu ciu chimg thue. Truong hop kéo doi théi han gidi quyét
thi nguoi tiép nhin ho so phdi cd phidu hen ghi rd thoi gian (gio, ngay) wa két
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qud cho ngudi yéu cdu chimg thuc.

5, Dbi twong thuwe hién thi tuc hanh chinh: C4 nhén, t§ chie.

6. Co quan thue hién thi tuc hanh chinh: Phong Tu phap

7. Két qua thuc hién thii tuc hanh chinh: Hop ddng, giao dich dugc
chirmg thuec.

8. L& phi: 30.000 dbng/hop dong, giao dich.

9. Tén miu don, min to khai: Khong,

10. Yéu clu, diéu kién thwe hién thii tuc hanh chinh:

11. Cén cit phap ly ciia thi tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phti vé cAp ban
sao tir ban chinh, ching thue chir ky va chimg thue hop déng, giao dich;

- Théng tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cia BS
Tai chinh, B& Tu phép quy dinh mirc thu, ché d6 thu, ndp va quéan 1y 18 phi
chiig thuc ban sao tir ban chinh, chimg thue chit ky, ching thuc hop déng,
giao dich.

- Théng tw s6 20/2015/ND-CP ngay 29/12/2015 ciia Bé Tu phdp quy dinh chi tiét
va hudmg ddn thi hanh mot s6 diéu cim Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cia Chinh phii vé cdp bdn sao tir ban chinh, ching thuc chit ky va
chirng thue hop déng, giao dich.

] CAC MAU DON, TO KHAI HANH CHINH: Khéng,
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng,

Ghi chii; Phén chit in nghiéng 12 ndi dung stra dbi, bd sung, thay thé.
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" 1@ a\b)_* "
NOI UN‘%} cr)‘miz cUA THU TUC HANH CHINH THUQC THAM
QUYE G*IA[LQUX’"ET UA UBND CAP HUYEN TINH THANH HOA
(Ban hémky kény "th‘edQ;gz/g dinh s6:3619/0D-UBND ngay49 thing 9 nam 2016
cita Chl tich Uy ban nhdn dan tinh Thanh Héa)

Tén tha tuc hanh chinh: Ching thyc van ban thoa thuin phén chia di san
ma di san 14 dong san.

S6 seri trén Co sé dir liéu quéc gia v& TTHC:

Linh vwe: Ching thurc.

NOQI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh ty thuc hién:

Buée 1. Chuén bi h so:

C4 nhén, t3 chirc chuin bi hd so hop 18 theo quy dinh cua phap luit.

Buréc 2. Tiép nhiin hd so ciia ¢4 nhén, t§ chirc:

1. Pia diém tiép nhan:

Tai B phén tiep nhan ho so va trd két qua, Van phong HPND vi UBND
cap huyén. |

2. Thi gian tiép uhén: Trong gits hanh chinh céc ngay tir thir 2 dén th 6 (trir
cac ngay nghi L€, Tet theo quy dinh).

3. Nhitng diém cin Iuu y khi tiép nhin ho so:

a) D6i voi ca nhén, td chire: Khong.

b)’Déi vél co quan tiép nhﬁn hd so: Ngub’i’ﬂlug hién chimg thl_rq kiém tra
gidy to trong hd so yéu cau ching thue, néu day du, tai thoi di€ém ching

thwe céc bén tham gia vin ban thda thuin tr nguyén, minh min va nhin
thirc, lam chd duge hanh vi ctia minh thi thye hién chimg thye.

Buée 3. Xir Iy ho so ciia ¢4 nhan, td chirc:

+ Cac bén tham gia thoa thuén phén chia di san phai ky truéc mit ngudi
thirc hién chimg thue.

+ Truorng hop ngudi yéu cdu chirng thuc khéng ky dugce thi phai diém chi;

néu ngudi d6 khong doc dwoc, khong nghe duge, khong ky, khong diém chi
dugc thi phai cd 02 (hai) ngudi lam chimg. Ngudi lam chimg phéi ¢6 di
nang lwc hanh vi ddn sy va khéng ¢6 quyen, lgi ich hoac nghia vu lién quan
dén giao dich. Nguoi lam chitng do nguoi yéu cdu ching thuc bé tri

| Truedng hop nguci yéu cdu chimg thyc khéng b6 tri duoc thi dé nghi co
quan thuc hién ching thitc chi dinh ngudi lam chiing.
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+ Ngui thie hién ching thuc ghi 161 ching theo mau quy dinh; ky ghi 16
ho tén, dong ddu clia co quan thwe hién chimg thue va ghi vao sb chimmg
thure. DI véi van ban thoa thudn ¢ tir 02 (hal) trang trd 1€n, thi tirng trang
phai dwroc danh s thir tw, ¢6 chir ky cua ngum'l yéu cau chimg thye va ngudi
thyc hién ching thue; sb luong trang va 101 ching duge ghi tai trang cuoi
cta vin ban théa thuan Truong hop vén ban thoa thudn c6 tir 02 (hai) to troy
1&n thi phai dong diu giap lai.

+ Trong truong hop ngudi yéu cdu ching thiec khong théng thao tiéng Viét
thi phdi ¢6 nguoi phién dich. Ngudi phién dich phdi la ngudi c6 nang lyc
hanh vi dén sy day au theo quy dinh ctia phdp ludt, théng thao tieng Viét va
ngon ngit ma ngueoi yéu cdu chimg thuec sir dyng. Ngueoi phién dich do nguoi
Yéu cdu chiimg thyc moi hodc do co quan thuc hién ching thuc chi dinh.
Thix lao phién dich do nguoi yéu cdu chu'ng thuc trd. Nguoi phién dich ¢
trach nhiém djch ddy du, chmh xac ndi dung clia vin ban thoéa thuin ndi
dung 161 chitmg cho ngudi yéu cau chimg thye va ky vao timg trang vin ban
thoa thuan véi tu cach 13 ngudi phién dich.

Buéc 4, Tra két qua:

1. Pia didm tra: Tai BS phan tiép nhan hd so va tra két qud, Vin phong
HDND va UBND cap huyén.

2. Thoi gian tra k(fat qua: Trong gitr hanh chinh cac ngay tir thir 2 dén thir 6
(trir cdc ngady nghi L, Tét theo quy dinh).

2. Cach thie thwe hién: Nop hd so trire tiép

3. Thanh phén hb so:

Nguo'l yéu cau chitng thie n6p 01 (mdt) bd hd so yéu ciu chitng thve, gbm
céc gidy to sau day:

- Dur thao vin ban thoéa thuén phin chia di san;

- Ban sao Gidy chimg minh nhan dén hozc Ho chiéu con gia tri sit dung cua
ngudi y&u cau chimg thue (xuat trinh kém theo ban chinh d& dbi chiéu);

- Bén sao gidly chimg nhén quyén s& hitu, quyén sir dung hodc ban sao gidy
t&r thay thé dwgce phap ludt quy dinh doi vdi tai san ma phédp luét quy dinh
phai dang ky quyén s hitu, quyén str dung trong trudmg hop hop ddng, giao
dich Jién quan dén tai san d6 (xudt trinh kém theo ban chinh ¢4 dbi chiéu).

4, Thoi han giai quyét: Khong qua 02 (hai) ngdy lam viéc, k& tir ngdy nhin
di hd so yéu cu ching thuc hodc ¢o thé kéo dai hon theo thoa thudn béng
van ban véi ngudi yéu cdu chimg thue. Truong hop kéo ddi thoi han gidi quyet
thi nguoi tiép nhan hO s0 phdi ¢6 phidu hen ghi 6 thoi gian (gid; ngdy) 1rd két
qud cho nguoi yéu cdu chimg thuc.

5. Poi twong thwre hién thi tuc hanh chinh: Ca nhén, td chic.
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6. Co quan thyc hién thi tue hanh chinh: Phong Tu phap

7. Két qua thue hién thii tuc hanh chinh: Vin ban thda thugn phan chia di
san dugc chimg thuc.

8. L& phi: 30.000 dbng/vin ban

9. Tén miu don, miu t& khai: Khong.

10. Y&u cAu, diéu kién thyc hién thi tuc hanh chinh: Khéng.

11. Cén cir phap ly ciia thi tuc banh chinh:

- Nghi dinh sb 23/2015/NP-CP ngay 16/02/2015 ciia Chinh phii v& cip ban
sao tir ban chinh, chimg thuc chit ky va chimg thyc hop dbng, giao dich;

- Théng tur lién tich sé 158/2015/TTLT-BTC-BTP ngdy 12/10/2015 cia BS
Tai chinh, B§ Tu phép quy dinh mirc thu, ché d6 thu, ndp va quan 1y 18 phi
chitng thuc ban sao tir ban chinh, chimg thirc chir ky, chimg thuc hop déng,
giao dich.

- Théng tw s6 20/2015/ND-CP ngay 29/12/2015 cua Bé T w phép quy dinh chi tiét
v huéng ddn thi hanh mit s6 diéu cua Nghi dinh sé 23/2015/NP-CP ngdy
16/02/2015 ctia Chinh phii vé cdp bén sao tir ban chinh, chitng thye chit kp va
chitng thuc hop dong, giao dich.

CAC MAU PON, TO KHAI HANH CHINH: Khoéng.
MAU KET QUA THUC HIEN THU TUC HANH CHINH: Khéng.

A

Ghi chii: Phan chit in nghiéng 12 ndi dung sira dbi, bd sung, thay thé.
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cua Ehu zch Uy ban nhdn dén tinh Thanh Héa)

.

Tén thu tyc hanh chinh: Ching thwe vin ban khai nhin di san ma di san 13
dong san.

S6 seri trén Co s¢ dir lidu quéc gia vé TTHC:

Linh vue: Ching thue.

NQI DUNG CU THE CUA THU TUC HANH CHINH

1. Trinh tu thwe hién:

Buéc 1. Chuin bi ho so:

Canhdn, td chirc chudn bi hd so hop 18 theo quy dinh ciia phap ludt,

Buéc 2. Tiép nhin hd so clia c4 nhén, t§ chiic;

1. Pia diém tiép nhin:

Ta.1 B phén tiép nhan hd so va tra két qua, Vin phong HDND va UBND
cép huyén.

2. Thoi gian tlep nhin: Trong git hanh chinh cdc ngay tir thit 2 &n thir 6 (i
cac ngay nghi L&, Tét theo quy dinh).

3. Nhitng diém cin lwu y khi tiép nhin hd so:

a) Dbi véi ca nhén, td chire: Khang.

b) Pbi véi co quan tiép nhan hd so: Nguo'l thue hién chimg thuc kiém tra
gifly tor trong hd so yéu cau ching thue, néu day di, tai thoi diém ching
thuc cac bén tham gia vdn ban khai nhén di san ty nguyén, minh man va
nhén thire, lam chil duge hanh vi cia minh thi thue hién ching thuc.

Buéc 3. Xir 1y ho so chia ca nhén, t chire:

+ Cac bén tham gia khai nhin di san phai ky truéc mit ngudi thue hién
chirng thurc.

+ Truwdng hop ngudi yéu céu chitng thuc khéng ky duge thi phai diém chi;

néu ngudi d6 khong doc duoc, khong nghe dugc, khong ky, khéng diém chi
dugc thi phai c¢6 02 (hai) ngudi lam chung Nguoi lam ching phai co du
nang lrc hanh vi dén sy va khdng c6 quyen, l¢i ich hoac nghia vu lién quan
dén giao dich. Nguoi lam chiing do ngudi yéu cdu chimg thire bé ti.

Trieong hop ngudi yéu cdu chitng thyc khong bé tri dugc thi dé nghi co
quan thuec hién chitng thuc chi dinh nguoi lam ching.

+ Ngudi thwe hién chimg thue ghi 161 ching theo mau quy dinh; ky, ghi rd
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ho tén, déng du cua co quan thyc hién chimg thuc va ghi vao sd ching
thuc. Déi véi van ban khai nhén c6 tir 02 (hai) trang tréy 1€n, thi ting trang
phai dugc danh s thi tw, ¢o chit ky ciia ngudi yéu cau ching thyc va ngudi
thye hién ching thyc; sé lugng trang va 1di chimg duoc ghi tai trang cudi
clia van ban thoa thuén. Trwdong hop vin ban khai nhén ¢o6 tir 02 (hai) t& tréy
Ién thi phai déng d4u giap lai.

+ Trong truong hop ngudi yéu cdu chimg thic khong thong thao tiéng Viét
thi phdi co nguoi phién dich. Ngudi phién dich phai 1a ngudi ¢ ndng luc
hanh vi ddn sy dcfy au theo quy dinh ciua phdp ludt, théng thgo tiéng Viét va
ngbn ngit ma ngudi yéu cdu chimg thuec sir dung. Ngudi phién dich do ngieoi
yéu cdu chung thiee moi hodc do co quan thue hién chung thuc chi dinh.
Thit lao phién dich do ngudi yéu cdu chimg thic tré. Ngudi phién dich co
trach nhiém dich ddy dd, chinh x4c ndi dung cla vin ban théa thun ndi
dung 1&i chimg cho ngudi yéu ciu chimg thyc va ky vao timg trang van ban
khai nhin vé1i tu cach 1a ngudi phién dich.

Budérc 4. Tra két qua:

1. Pia didm tra: Tai B6 phan tiép nhin hd so va tra két qua, Van phong HOND
va UBND cép huyén.

2. Thoi gian tra két qua: Trong gid hanh chinh céc ngay tir thir 2 dén thir 6
(trir cac ngay nghi L&, Tét theo quy dinh).

2. Céch thire thwe hidn: Nop hé so true tiép

3. Thanh phin hd so:

Nguoi yéu cdu chimg thye np 01 (mdt) bd hd so yéu ciu chimg thue, gdm
cac gidy to sau day:

- Dy thao vin ban khai nhén di san;

- Ban sao Gidy chirng minh nhén dén hogc Ho chiéu con gia tri st dung ciia
ngudi yéu cau chimg thyre (xuat trinh kém theo ban chinh d€ doi chiéu);

- Ban sao gidy ching nhan quyén sé hitu, quyén sir dung hoic ban sao gidy t&
thay thé dugc phdp ludt quy dinh d61 vt tal san ma phap ludt quy dinh phai
ding k¥ quyén so hitu, quyén sir dung trong trrdng hop van ban khai nhin di
sén lién quan dén tai san d6 (xuét trinh kém theo ban chinh d& ddi chiéu).

4. Thoi han giai quyét: Khong qua 02 (hai) ngay lam viéc, ké tir ngdy nhin
di hd so yéu cdu chimg thyc hofic c6 thé kéo dai hon theo thda thun bing
vén ban vo1 ngudi yéu cAu chimg thue. Truong hop kéo dii thoi han gidi quyét
thi ngudi tiép nhdn ho so phdi c6 phiéu hen ghi ro thoi gian (gio, ngdy) trd két
qud cho ngudi yéu cdu chitng thyc.

5. P6i trong thire hién thi tuc hanh chinh: C4 nhan, t chirc.
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6. Co quan thwe hién thi tuc hanh chinh: Phong Tu phap

7. Két qua thwe hién thi tuc hianh chinh: Van ban théa thuén phan chia di
san duge ching thure.

8. Lé phi: 30.000 déng/vin ban

9. Tén miu don, miu t& khai: Khong,

10. Y&u chu, didu kién thue hién thi tuc hanh chinh:

11. Cin cir phap Iy caa tha tue hanh chinh:

- Nghi dinh s& 23/2015/ND-CP ngay 16/02/2015 ciia Chinh phu vé& cip ban
sao tir ban chinh, chimg thuc chit ky va chiing thuc hop dong, giao dich;

- Thong tw lién tich s& 158/2015/TTLT-BTC-BTP ngay 12/10/2015 cta B
Tai chinh, B§ Tu phap quy dinh mic thu, ché @ thu, ndp va quan ly 1€ phi
chimg thuc ban sao tir ban chinh, chimg thuc chit ky, chimg thyc hop dong,
giao dich.

- Théng tw 56 20/2015/NP-CP ngay 29/12/2015 cia B6 Tw phdp quy dink chi tiét
v hwéng din thi himh mét s6 diéu cia Nghi dinh sé 23/2015/NP-CP ngay
16/02/2015 ciia Chinh phi vé cdp ban sao tir ban chinh, ching thuc chit ky va
clubng thiec hop déng, giao dich.

CAC MAU PON, TO KHAI HANH CHINH: Khéng.
MAU KET QUA THU'C HIEN THU TUC HANH CHINH: Xhong.

Ghi chii: Phdn chit in nghiéng 14 ndi dung stta ddi, bd sung, thay thé.
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