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I1. Linh vue Ching thuc
1. Thi tuc Cép ban sao tir s6 gbc
a) Trinh tu thuc hién:

- Buwée 1: Ca nhan, t6 chtrc duoc cap ban chinh hodc nguoi dai dién hop phap
ctia ca nhan, to chtrc dugce cap ban chinh hoic cha, me, con, vo, chdng, anh, chi, em
rudt; nguoi thira ké cia nguoi duoc cap ban chinh trong treong hop nguoi d6 chét ¢6
nhu cau cap ban sao tir s6 goc ndp ho so truc tiép tai cac co quan, to chire dang luu s6
gbc tir the hai dén thw sau (budi sang tir 07 gio 30 phut dén 11 gio 30 phat, budi
chiéu tir 13 gior 00 phit dén 17 gior 00 phit) va budi sang thr bay (tir 07 gior 30 phit
dén 11 gio 30 phut) hodc giri yéu cau thong qua dudng buu chinh.

- Buworc 2:

* Truong hop yéu cau truc ti€p tai co quan, td6 chirc Iuu s6 goc: Nguoi duoce
phan cong tiép nhan hd so hodc bd phan Ti€p nhan va tra két qua ctua co quan, td

chirc kiém tra ho so.

+ Truong hop hd so da ddy du va hop 1é thi tiép nhan va thue hién cac thi tuc

theo quy dinh dé cap ban sao tir s6 gbc cho nguoi yéu cau.

Truong hop tiép nhan hd so sau 15 gid ma co quan thyc hién ching thue khong
thé giai quyét va tra két qua ngay trong ngay thi nguoi tiép nhan ho so phai ¢ phiéu
hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyec.

+ Truong hop ho so chwa day du hodc chua hop 16 thi can bo tiép nhan ho so
hudng dan d¢ ngudi nop hd so bo sung theo quy dinh hodc hudng dan ndp hd so dén
co quan, to chirc ¢6 tham quyén cap, néu ndp hd so khong ding co quan co tham

quyén.

* Truong hop nép hd so qua dudng buu chinh: Ngudi dugc phan cong giai

quyét kiém tra ho so.

+ Trudong hop ho so da dﬁy da va hop 1€ thi thuc hién cac thu tuc theo quy dinh

dé cap ban sao tir s6 goc cho ngurdi yéu cau;

+ Trudmg hop hd so chwa day du hoidc chwa hop 1€ thi co quan, t6 chirc dang luu
trit s6 goc ¢o van ban dé nghi ngudi yéu cau cap ban sao tir s6 goc bo sung ho so theo
quy dinh hoidc hudng dan nop hd so dén co quan, t6 chirc ¢ tham quyén cap, néu ndp

ho so khéng ding co quan c6 tham quyén.
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- Buworc 3:

Co quan, t6 chirc can ctir vao s6 goc dé cap ban sao cho ngudi yéu cau; ndi dung
ban sao phai ghi theo dung nd1 dung da ghi trong sé goc.

Trong treong hop khong tim thay sé gdc hoadc trong s6 gdc khéng céd thong tin
vé ndi dung yéu cau cap ban sao thi co quan, t6 chirc dang luu giit s6 goc co trach
nhiém tra 101 bang van ban cho nguoi yéu cau.

- Bwéc 4: Nguoi yéu cau cap ban sao tir s6 goe nhan két qua tai co quan, t6 chirc

da nop ho so hodc qua buu chinh (néu giri yéu cau qua buu chinh).

b) Cach thirc thye hién: Nop hd so va nhan két qua truc tiép tai co quan, to
chirc lwu s6 goc hodc gui yéu cau va nhan két qua qua buu chinh.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:
* Truong hop yéu cau truc tiép tai co quan, to chire luru s6 goc:

+ Nop Vin ban yéu cau cap ban sao tir s6 goc theo quy dinh tai timg linh vue cu
thé (néu co).

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan
hodc Ho chiéu con gia tri stt dung ciia ngudi yéu cau cap ban sao tir s goc.

* Treong hop nguoi yéu cau cap ban sao tir sO goc gui yéu cau qua buu chinh
thi phai gai kém nhitng gidy to sau:

+ Vin ban yéu cau cap ban sao tir so goc theo quy dinh tai timg linh vue cu thé
(néu co).

+ Ban sao c¢6 chung thuc Gidy chting minh nhan dan hodc Ho chiéu con gia tri
sir dung cua ngudi yéu cau cap ban sao tir sd goc;

+ 01 (mdt) phong bi dan tem ghi 1o ho tén, dia chi nguo1 nhan.

* Viéc yéu cau cap ban sao tir sO goc co thé thong qua nguoi dai dién theo phéap
luat, nguwotr dai dién theo uy quyén hoac cha, me, con; vo, chéng; anh, chi, em ruot
hodc ngudi thira ké khac cua ngudi duge cap ban chinh trong treong hop ngudi d6 da
chét (D6i voi cac truong hop ndy, thi phai xuat trinh gidy to chang minh thudce doi
twong néu trén).

- S6 lwong ho so: 01 bo.
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d) Thoi han giai quyét:

- Trudng hop ndp truc tiép: Trong ngdy co quan, to chirc tiép nhan yéu cau hoic
trong ngay lam viéc tiép theo, néu tiép nhan yéu cau sau 15 gio.

- Trudmg hop yéu cau duoc gui qua buu dién: Trong ngay co quan, to chic tiép
nhan yéu cau (can ct theo ngay trén dau buu dién dén) hodc trong ngay lam viée tiép
theo, néu tiép nhan yéu cau sau 15 gio.

d) Poi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chuc.

e) Co quan thyc hién thi tuc hanh chinh: Co quan, t6 chirc dang quan ly so

g) Két qua thwe hién thii tuc hanh chinh: Ban sao dugc cdp tir s6 goc.

h) L¢ phi: Theo quy dinh 1€ phi, phi cia tung linh vuc.

i) Tén miu don, miu t& khai: Khong.

k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh: Khong.

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

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé

cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lyc thi hanh ké tir ngay 10 thang 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);
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2. Thi tuc Chieng thwe béin sao tir bin chinh cac gidy to, vin ban do co
quan, t6 chirc ¢6 thim quyén cia Viét Nam; co quan, t6 chirc c6 thAm quyén cia
nwé'c ngoai; co’ quan, to chirc c6 thim quyén caa Viét Nam lién két véi co quan,
t6 chirc c6 thAm quyén ciia nwdc ngoai cip hoic chirng nhin

a) Trinh tu thuc hién:

- Buée 1: Ngudi yéu cau chimg thue xuét trinh hd so true tiép tai Bo phan tiép
nhan va tra két qua cua Uy ban nhan dan quén, huyén, tir tha hai dén tha sau (buodi
sang tir 07 gio 30 phat dén 11 gio 30 phat, budi chiéu tir 13 gior 00 phat dén 17 gior 00
phut) va buoi sang thir bay (tir 07 gior 30 phit dén 11 gid 30 phut).

Ngudi yéu cau chung thwe phai xuét trinh ban chinh gidy to, van ban lam co so
dé chirg thue ban sao va ban sao can chirng thue.

- Budre 2: Nguoi tiép nhan ho so kiém tra thanh phan, s6 lwong ho so:
+ Truong hop ho so day di thi chuyén cho nguoi thue hién chimg thue.

+ Truong hop ho so chwa day du thi hudng dan ngudi yéu cau chimg thwe bo
sung hd so theo quy dinh hodc huéng dan ndp hé so dén co quan cd tham quyén
chirmg thwe, néu ndp hd so khong dung co quan ¢ tham quyén.

+ Truong hop nguoi yéu cau chimg thuc chi xuat trinh ban chinh thi tién hanh
chup tir ban chinh dé thuc hién chimg thuye, trir truong hop co quan thuc hién chimg
thye khong co phuong tién dé chup.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thuc
khong thé tra két qua ngay trong ngay hodc c6 thoa thuan veé thoi gian tra két qua véi
ngudi yéu cau chimg thuc thi nguoi tiép nhan hd so phai ¢6 phiéu hen ghi rd thoi
gian (gid, ngay) tra két qua cho nguoi yéu cau chimg thuye.

- Bwée 3: Nguoi thue hién chirng thuce tiép nhan hd so, kiém tra ban chinh, d6i
chiéu véi ban sao.

Néu noi dung ban sao ding véi ban chinh va gidy to, van ban khong thudc cac
truong hop khong duoc ding lam co sé dé chimg thuc ban sao thi thye hién chimg
thuc nhu sau:

+ Ghi day du 101 ching chung thye ban sao tir ban chinh theo mau quy dinh;

+ Ky, ghi rd ho tén, déng dau ciia Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.
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Doi voi ban sao ¢co tir 02 (hai) trang tro 1én thi ghi 101 chimg vao trang cudi, néu
ban sao co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

Mbi ban sao dwgc chimg thuc tir mot ban chinh gidy to, vin ban hodc nhiéu ban
sao dugc chimg thyc tir mot ban chinh gidy to, van ban trong cung mot thoi diém
duge ghi mét sb chirng thure.

* Trong trueong hop tir chdi chimg thue, ngudi thue hién ching thuc phai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.

- Buéc 4: Nguoi yéu cau chimg thue nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cia Uy ban nhan dan quan, huyén.

¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:
+ Xuat trinh ban chinh gidy to, van ban lam co sé dé ching thuc ban sao;

+ Nop ban sao can chtng thuc (s6 luong ban sao theo nhu cau ciia ngudi yéu
cau chung thuc);

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét:

- Tra ngay trong ngay lam viéc hodc trong ngay lam viéc tiép theo, néu tiép nhan
yéu cau sau 15 gio.

- Dbi véi truong hop cung mot luc yéu cau chimg thue ban sao tir nhiéu loai ban
chinh gidy t&, van ban; ban chinh ¢ nhiéu trang; yéu cau so lwong nhiéu ban sao; ndi
dung gidy t&, van ban phtrc tap kho kiém tra, doi chiéu ma Phong Tu phap khong thé
tra két qua ngay trong ngay lam viéc hoidc trong ngay lam viéc tiép theo, néu tiép
nhan yéu cau sau 15 gi0, thi thot han ching thuc duoc kéo dai thém khéng qua 02
(hai) ngay lam viéc hoac c6 thé dai hon theo thoa thun.

d) Poi twong thwe hién thii tuc hanh chinh: Ca nhan, t6 chuc.

e) Co quan thye hién tha tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Ban sao dugc chimg thue tir ban
chinh hodc van ban tir chdi, ¢6 néu rd ly do.

h) Lé phi: 2.000 dong/trang. Tur trang thr 03 tr& 1én thu 1.000 ddng/trang,
nhung mire thu t6i da thu khong qua 200.000 ddng/ban.



CONG BAO/S6 49/Ngay 15-6-2016 7

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Giay to, van ban dugc dung lam co s dé chimg thure ban sao phai 1a ban chinh
va khoéng thude cac treong hop sau:

+ Ban chinh bi tay x0a, sira chita, thém, bot noi dung khong hop 1¢;
+ Ban chinh b1 hw héng, cii nat, khéng xac dinh duoc ndi dung;

+ Ban chinh déng dau mat ciia co quan, to chirc ¢o tham quyén hoic khong dong
dau mat nhung ghi & khong duogc sao chup;

+ Ban chinh cé n61 dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong
chién tranh, chéng ché d6 xa hoi chu nghia Viét Nam; xuyén tac lich sir cua dan tdc
Viét Nam; xtc pham danh dw, nhan pham, uy tin cta ca nhan, to chirc; vi pham
quyén cong dan;

+ Ban chinh do co quan, t6 chirc ¢ tham quyén cila nude ngodi cap, cong chimg
hoac chung nhan chwa dugc hop phap hoa lanh su theo quy dinh phap luat trude khi
yéu cau chung thuc ban sao trir trudng hop duoc mién hop phap hoa lanh su theo
diéu udc quéc t& ma Viét Nam 1a thanh vién hodc theo nguyén tic co di, ¢6 lai;

+ Giay to, van ban do ca nhan tu 1ap nhung khong cé xac nhan va dong dau cua
co quan, to chirc ¢6 tham quyén.

- Ban chinh giay t&, van ban do co quan, to chirc ¢ tham quyén cia nudc ngoai
cap, cong chimg hodc chimg nhan thi phai dwgc hop phap hoa lanh sy theo quy dinh
ciia phap ludt trude khi yéu cau chimg thuce ban sao; trir truong hop duge mién hop
phap hoéa lanh su theo diéu wdc qubc té ma Viét Nam la thanh vién hoic theo nguyén
tic ¢o di, c6 lai. Doi véi giay to tiy than do co quan, to chirc ¢6 tham quyén cua nude
ngoai cap cho ca nhan nhu: hd chiéu, thé cin cudc hodc cac gidy to khac nhu thé
thuong tra, thé cu tra, gidy phép lai xe, bang tt nghiép, chimg chi va bang diém kém
theo bang tot nghiép, chimg chi thi khong phai hop phap héa 1anh sy khi chang thyc
ban sao tir ban chinh.

- Ban sao, chup tir ban chinh d¢ thwe hién chimg thwe phai c¢o day du cac trang
da ghi thong tin cua ban chinh.

I) Can cir phap ly cua thua tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich (co
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hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12 thang 10 nam 2015
ciia Bo trudng Bo Tai chinh va Bo trudng Bo Tu phap quy dinh mirc thu, ché do thu,
nop va quan ly 1€ phi chirng thuc ban sao tir ban chinh, chirng thuc chit ky, chirng
thye hop dong, giao dich (co6 hiéu I ké tir ngay 30 thang 11 nam 2015).
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3. Thi tuc Chirng thwe chir ky trong cac gidy to, viin ban (thi tuc nay cing
dwgc ap dung trong trwong hop chirng thuc diém chi khi ngudi yéu ciu ching
thwe chir ky khong ky dwoc va treong hop nguwdi yéu ciu ching thwe khong thé
ky, diém chi dwgc)

a) Trinh tu thuc hién:

- Buée 1: Nguodi yéu cau chimg thue ndp hd so truc tiép tai Bo phan tiép nhan
va tra két qua cua Uy ban nhan dan quén, huyén, tir thir hai dén tht sau (budi sang tir
07 gio 30 phit dén 11 gior 30 phit, budi chiéu tir 13 gier 00 phit dén 17 gio' 00 phut)
va budi sang tht bay (tir 07 gio 30 phat dén 11 gid 30 phit) hodc yéu cau chimg thue
ngoai tru s& Uy ban nhan dan quén, huyén, néu ngudi yéu cau chimg thuc thude dién
gia yéu, khong thé di lai duoc, dang b1 tam giir, tam giam, thi hanh an phat tu hoac cé
ly do chinh dang khac.

- Buwée 2: Nguoi tiép nhan hd so kiém tra thanh phan, s6 luong hd so.

+ Trudong hop ho so day di va hop 1é va nhan thay ngudi yéu cau ching thuc
minh man, nhan thic va lam chi dwge hanh vi ciia minh va viée ching thuc khong
thudc cac truong hop khong duogc chimg thue chit ky theo quy dinh, thi dé nghi nguoi
yéu cau chtng thyce ky hodc diém chi (néu ngudi yéu cau ching thuc khong ky duoc)
vao gidy to can chimg thuc trude mit cong chire tiép nhan hd so va chuyén cho ngudi
thwe hién ching thuc.

+ Trudong hop ngudi yéu cau ching thue khong thé ky, khong thé diem chi duoc
thi cong chirc tiép nhan ho so kiém tra thanh phan, s6 lwong ho so. Néu ho so day du
va hop 1é va nhan thay nguoi yéu cau chimg thye minh man, nhan thic va lam chu
duoc hanh vi cia minh va viéc chimg thue khéng thudc cac truong hop khong duoc
chting thyc chit ky theo quy dinh, thi ghi nhan va chuyén ho so dong thoi bao cdo
truong hop cla nguodi yéu cau chimg thue cho nguoi thye hién chimg thue.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thyc
khong thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan ho so phai c6
phiéu hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thye.

+ Truong hop ho so chwa day du thi nguoi tiép nhan hd so hudng dan nguoi yéu
cau ching thue bo sung ho so theo quy dinh, hodc hudéng dan ndp ho so dén co quan
c6 tham quyén ching thye, néu ndp ho so khong ding co quan ¢6 tham quyén.

- Bwée 3: Nguoi thuce hién chung thuc thue hién chirng thwe nhwr sau:

+ Ghi day du 1o ching chimg thye chit ky theo mau quy dinh.
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+ Ky, ghi 18 ho tén, déng dau cua Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi voi gidy to, van ban co tir (02) hai trang tré 1én thi ghi 101 chimg vao trang
cudi, néu gidy to, van ban c¢6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

* Phong Tu phap thuc hién ching thyc lvu 01 (modt) ban gidy to, vin ban di
chimg thye hodc luu 01 (mot) ban chup gidy to, van ban d6. Truong hop Phong Tu
phap khong co phuong tién dé chup thi vin ban luu trir do ngudi yéu cau chimg thuc

cung cap.

* Trong trudmg hop tir chéi chimg thue, nguoi thue hién chimg thwe phai giai

thich 16 1y do bang van ban cho ngudi yéu cau ching thye.
- Buéc 4: Nguoi yéu cau chimg thue nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan quan, huyén hoic yéu cau chung thuce ngoai

tru so.
¢) Thanh phan, s6 lwgng hd so:
- Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan

hodc HO chi€u con gia tr1 st dung.

+ Nop gidy to, van ban ma nguoi yéu cau chung thue s& ky vao (so luong theo

nhu cau cia nguodi yéu cau chirng thuc).

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so; 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twong thuwe hién thi tuc hanh chinh: C4 nhan.

e) Co quan thyce hién tha tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Gidy to, van ban dugc chimg thyc
theo mau quy dinh hodc van ban tra 1o1 vé viée tir choi chirng thurc, ¢ néu 16 ly do tir

choi.
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h) Lé phi: 10.000 dong/truong hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:
- Nhirng trueong hop khong dwge chirng thue chir ky:

+ Tai thoi diém ching thue, ngudi yéu cau chimg thue chit ky khong nhan thiec

va lam chu dugce hanh vi cua minh.

+ Ngudi yéu cau chimg thue chit ky xuat trinh Gidy ching minh nhan dan hodc
Ho chiéu khong con gia tri st dung hodc gia mao.

+ Giay to, van ban ma ngudi yéu cau ching thuc ky vao ¢o noi dung trai phap
luét, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chong ché do xi hoi chu
nghia Viét Nam; xuyén tac lich sir cua dan tdc Viét Nam; xuc pham danh du, nhan

ham, uy tin cua ca nhan, to churc; vi pham quyén cong dan.
2 2

+ Giay to, van ban ¢6 ndi dung 1a hop dong, giao dich, trir cac trudong hop chimg
thue chit ky trong gidy uy quyén d6i voi truong hop uy quyén khong co thu lao,
khong co nghia vu bdi thuong cua bén duoc Gy quyén va khong lién quan dén viée
chuyén quyén s& hitu tai san, quyén st dung bat dong san hoic trudong hop phap luat
cO quy dinh khac.

- Khi chimg thuc chit ky trong gidy to, van ban bang tiéng nudc ngoai, néu
nguoi thue hién ching thue khong hiéu rd nodi dung cia gidy to, van ban thi ¢é quyén
yéu cau ngudi yéu cau chung thue ndp kém ban dich ra tiéng Viét ndi dung cua gidy
td, van ban dé. Ban dich gidy to, van ban khong phai cong ching hodc chimg thuc
chit ky ngudi dich; ngudi yéu cau chimg thuc phai chiu trach nhiém vé ndi dung cia
ban dich.

1) Can cir phap ly cua thu tuc hanh chinh:

- Nghij dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé
cap ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao dich (co
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 niam 2015 cua Bo truong Bo

Tu phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
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chimg thye ban sao tir ban chinh, ching thuc chit ky va chung thue hop dong, giao
dich (co hiéu lyc ké tir ngay 15 thang 02 nam 2016);

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12 thang 10 nam 2015
ciia Bo trudng Bo Tai chinh va Bo trudng Bo Tu phap quy dinh mirc thu, ché do thu,
nop va quan ly 1€ phi chirng thuc ban sao tir ban chinh, chung thuc chit ky, chimg
thye hop dong, giao dich (co6 hiéu I ké tir ngay 30 thang 11 nam 2011).
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4. Tha tuc Ching thuc chir ky ngwoi dich la cong tac vién cua Phong Tw
phap
a) Trinh tu thuc hién:

- Bwée 1: Nguoi dich 1 cong tac vién cua Phong Tu phap nop hd so truc tiép tai
B6 phan tiép nhan va tra két qua cia Uy ban nhan dan quan, huyén, tir tht hai dén thi
sau (budi sang tir 07 gior 30 phut dén 11 gior 30 phut, budi chiéu tir 13 gir 00 phit dén
17 gior 00 phut) va budi sang tht bay (tir 07 gid 30 phat dén 11 gior 30 phut).

- Bwée 2: Nguoi tiép nhan ho so kiém tra cac gidy to yéu cau ching thue:
+ Trudong hop hd so day du thi chuyén cho ngudi thue hién chimg thuec.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thyc
khong thé giai quyét va tra két qua ngay trong ngay hoic kéo dai hon theo thoa thuan
bang vin ban véi ngudi yéu cau chimg thyc thi ngudi tiép nhan ho so phai ¢é phiéu
hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyec.

+ Truong hop ho so chwa day du thi hudng dan nguoi yéu cau chimg thwe bo
sung ho so, hodc huéng dan nop ho so dén co quan co tham quyén ching thue, néu
ndp ho so khong dung co quan cé tham quyén.

- Bwéce 3: Nguoi thuc hién ching thuc phai ddi chiéu chir ky ctia nguot dich trén
ban dich voi chir ky mau trude khi thue hién chiung thye (truong hop nghi ngo chir ky
trén ban dich so voi chir ky mau thi yéu cau ngudi dich ky trude mat) va thyc hién
chirng thuc nhu sau:

+ Ghi day du 101 chung thue chit ky nguoi dich theo mau quy dinh;

+ Ky, ghi rd ho tén, déng dau ciia Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi véi ban dich gidy to, van ban co tir 02 (hai) trang tré 1én thi ghi 15i chting
vao trang cudi, néu gidy to, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap
lai.

* Phong Tu phéap thyc hién chting thuc luvu 01 (mot) ban gidy to, van ban da
chtng thuc hodc luu 01 (mot) ban chup gidy to, van ban do. Truong hop Phong Tu
phap khong co phuong tién dé chup thi vin ban luu trir do ngudi yéu cau chimg thuc
cung cap

* Trong truong hop tir chdi chimg thyc, thi ngudi thue hién chtmg thue phai giai
thich 16 1y do bang van ban cho ngudi yéu cau ching thye.
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- Buwéc 4: Nguoi yéu cau chirng thue nhan két qua tai noi ndp ho so.

b) Cach thirc thwe hién: Nop hd so va nhan két qua trye tiép tai BO phan tiép
nhan va tra két qua cia Uy ban nhan dan quan, huyén.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so: Xuét trinh ban dich va gidy to, vin ban can dich (s6 luong
ban dich theo nhu cau ciia ngudi yéu cau chung thue).

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio hodc cd thé kéo dai hon theo thoa thuin

bang van ban vé1 ngudt yéu cau chung thue.

d) P6i twong thue hién thii tuc hanh chinh: Nguoi dich 1a Cong tac vién dich
thuat cua Phong Tu phap.

e) Co quan thye hién tha tuc hanh chinh: Phong Tu phap.

g) Két qua thwe hién thi tuc hanh chinh: Ban dich duoc ching thyuc chir ky
cua nguoi dich hodc van ban tra 1oi vé viéc tir chdi chirng thue, ¢6 néu rd ly do tur
chdi.

h) Lé phi: 10.000 dong/truong hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.

k) Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

- Nhitng gidy to, van ban khong dugc dich dé chimg thue chit ky ngudi dich:

+ Giay to, vin ban d4 bi tay x0a, sira chita; thém, bot noi dung khong hop 16.

+ Giay to, van ban bi hu hong, cii nat khong xac dinh duoc noi dung.

+ Gidy t0, van ban déng dau mat cua co quan, to chirc c6 tham quyén hoic
khong dong dau mat nhung ghi 16 khong duoc dich.

+ Giay to, van ban c6 noi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 x4 hdi chu nghia Viét Nam; xuyén tac lich sur cua dan
toc Viét Nam; xtc pham danh dy, nhan pham, uy tin cta c4 nhan, t6 chirc; vi pham
quyén cong dan.
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- Ban chinh do co quan, to chirc c6 tham quyén ciia nude ngoai cap, cong chimg
hodc chuing nhan chua duoc hop phap héa lanh su theo quy dinh phap luat trude khi
yéu cau ching thyc; trir truong hop duge mién hop phap hoa lanh sy theo diéu wdc
qudc té ma Viét Nam la thanh vién hodc theo nguyén tic cé di, co lai. Doi véi gidy to
tuy than do co quan, t6 chirc co tham quyén cta nudc ngoai cap cho ca nhan nhu: ho
chiéu, thé can cudc hodc cac gidy to khac nhu thé thuong tra, thé cu tra, gidy phép 1ai
xe, bang t6t nghiép, chimg chi va bang diém kém theo bang tt nghiép, chung chi thi
khong phai hop phap hoa lanh sy khi yéu cau chimg thue chit ky nguoi dich trén ban
dich céac gidy to nay.

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

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chtimg thuc chit ky va chimg thuc hop dong, giao dich (co
hiéu lyc ké tir ngay 10 thang 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo truong Bé Tu phap quy
dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6 23/2015/ND-CP
ngay 16 thang 02 nam 2015 cua Chinh phii vé cdp ban sao tir s6 goc, chimg thuc ban
sao tir ban chinh, chimg thwe chit ky va chting thue hop dong, giao dich (c6 hiéu luc
ké tir ngay 15 thang 02 nam 2016);

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12 thang 10 nam 2015
ciia Bo trudng Bo Tai chinh va Bo trudng Bo Tu phap quy dinh mirc thu, ché do thu,
nop va quan ly 1€ phi chirng thuc ban sao tir ban chinh, chirng thuc chit ky, chirng
thye hop dong, giao dich (co6 hiéu I ké tir ngay 30 thang 11 nam 2015).



16 CONG BAO/S6 49/Ngay 15-6-2016

5. Thit tuc Ching thwe chiv ky d6i voi nguwoi khong phai 1a cong tic vién
dich thuat cia Phong Tw phap

a) Trinh tu thuc hién:

- Buée 1: Nguoi yéu cau ching thue (khong phai 1a cong tac vién dich thuat cua
Phong Tu phap ma tu dich cac giéy to, van ban phuc vu muc dich ca nhan va co6 yéu
cau chung thue chit ky) hod so truc tiép tai Bo phan tiép nhan va tra két qua cua Uy
ban nhéan dan quén, huyén tir thi hai dén tha sau (budi sang tir 07 gid 30 phut dén 11
gid 30 phit, budi chiéu tir 13 gid 00 phit dén 17 gio 00 phit) va budi sang thir bay
(ttr 07 gior 30 phut dén 11 gid 30 phut) hodc yéu cau ching thue ngoai tru sé Uy ban
nhan dan quén, huyén, néu nguoi yéu cau chimg thyc thudc dién gia yéu, khong the
di lai duoc, dang b1 tam giir, tam giam, thi hanh an phat tu hoac c¢6 1y do chinh dang
khac.

- Bwée 2: Nguoi tiép nhan ho so kiém tra cac gidy to yéu cau ching thye.

+ Truong hop ho so ching thue du theo quy dinh va gidy to, van ban duogc dich
khong thude cac truong hop khong duwoce dich dé ching thue chit ky nguoi dich thi dé
nghi ngudi yéu cau chimg thue ky vao ban dich sau d6 chuyén cho nguoi ¢ tham

quyén ching thye.

* Truong hop tiép nhan ho so sau 15 gid ma co quan thyc hién ching thyc
khong thé giai quyét va tra két qua ngay trong ngay hoic kéo dai hon theo thoa thuan
bang vin ban véi ngudi yéu cau chimg thyc thi ngudi tiép nhan ho so phai ¢é phiéu

hen ghi r5 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg thyec.

+ Truong hop ho so ching thue chua du thi huéng dan ngudi yéu cau chimg
thue bo sung hod so, hodc hudng dan nop hd so dén co quan cd tham quyén chirng
thure, néu ndp ho so khong ding co quan c6 tham quyén.

- Bwée 3: Nguoi thuc hién ching thue thye hié€n ching thye nhu sau:

+ Ghi day du 101 chung thue chit ky nguoi dich theo mau quy dinh;

+ Ky, ghi rd ho tén, déng dau ciia Phong Tu phap thwe hién chung thuc va ghi
vao sd chirng thuc.

Doi véi ban dich gidy to, van ban co tir 02 (hai) trang tré 1én thi ghi 15i chting
vao trang cudi, néu gidy to, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap

lai.
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* Phong Tu phap thuc hién ching thyc lvu 01 (modt) ban gidy to, vin ban di
chimg thyc hodc luu 01 (mot) ban chup gidy to, van ban do (truong hop khong co
phuong tién dé chup thi van ban luu trit tai Phong Tu phap do nguoi yéu cau chirng
thue cung cap).

- Bwéc 4: Nguoi yéu cau chung thye nhan két qua tai noi nop hd so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan quan, huyén hoic yéu cau chung thue ngoai
tru so.

¢) Thanh phén, s6 lwgng ho so:

- Thanh phan ho so:

+ Xuat trinh ban chinh hodc ban sao ¢ chimg thue Gidy chimg minh nhan dan
hoac Ho chiéu con gid trj st dung.

+ Xuat trinh ban chinh hodc ban sao tir s6 goc, ban sao co ching thuc bang cir
nhan ngoai ngir tro 1én vé thir tiéng nude ngoai can dich hodc bang tot nghiép dai hoc
trd 1én doi véi th tiéng nude ngoai can dich;

+ Nop ban cam két vé viéc thong thao loai ngon ngit khong phd bién va chiu
trach nhiém vé noi dung ban dich trong trudng hop dich nhitng ngon ngit khong pho
bién ma ngudi dich khong c6 bang ctr nhan ngoai ngit, bang tot nghiép dai hoc nhung
thong thao ngdn ngir can dich.

+ Nop ban dich dinh kém gidy to, vin ban can dich (s6 luong ban dich theo nhu
cau ciia ngudi yéu cau chung thue)

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio hodc cd thé kéo dai hon theo thoa thuin
bang vian ban voi ngudi yéu cau chimg thue.

d) Poi twong thwe hién thi tuc hanh chinh: Nguoi khong phai 1a cong tac
vién dich thuét cua Phong Tu phap ma tu dich gidy t&, van ban phuc vu muc dich ca
nhan.

e) Co quan thye hién tha tuc hanh chinh: Phong Tu phap.
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g) Két qua thwe hién thi tuc hanh chinh: Ban dich duoc ching thyuc chir ky
cua nguoi dich hodc van ban tra 1oi vé viéc tir chdi chirng thue, ¢6 néu rd ly do tur
choi.

h) Lé phi: 10.000 dong/truong hop (trudng hop duge tinh 1a mot hodc nhiéu
chit ky trong mot gidy to, van ban).

i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thi tuc hanh chinh:

- Phong Tu phap chi chung thue chitr ky ngudi dich khéng phai 1a cong tac vién
ctia Phong Tu phéap khi ngudi d6 tu dich gidy to, vin ban phuc vu muc dich ca nhan
ciia ho. Truong hop dich gidy to, van ban cho nguoi khac, ké ca nguoi than thich
trong gia dinh, ban bé, dong nghiép hodc dich ¢ thu lao theo thoa thuan véi ca nhan,

td chire thi phai do ngudi dich 13 cong tac vién ctia Phong Tu phap thyc hién.
- Nhing gidy to, van ban khong duge dich dé chimg thue chit ky nguoi dich:
+ Giay to, van ban d bi tay x0a, sira chita; thém, b6t ndi dung khong hop 16.
+ Giay to, van ban bi hu hong, cii nat khong xac dinh dugc noi dung.

+ Gidy to, van ban dong dau mat cua co quan, t6 chirc c6 tham quyén hoac

khong dong dau mat nhung ghi 6 khong duoc dich.

+ Gidy to, van ban c6 ndi dung trai phap luat, dao dirc x4 hoi; tuyén truyén, kich
dong chién tranh, chéng ché d6 x4 hdi chu nghia Viét Nam; xuyén tac lich sir cua dan
toc Viét Nam; xtc pham danh dyw, nhan pham, uy tin cta cd nhan, t6 chirc; vi pham

quyén cong dan.

+ Ban chinh do co quan, t6 chirc ¢ tham quyén cila nude ngodi cap, cong chimg
hoac chung nhan chwa dugc hop phap hoa lanh su theo quy dinh phap luat trude khi
yéu cau chimg thyc trir truong hop dwoge mién hop phéap hoa lanh sy theo diéu uéc

quoc t€ ma Viét Nam 1a thanh vién hoac theo nguyén tac co6 di, cé lai.

- Gidy to tuy than do co quan, tO chtrc ¢ tham quyén cua nude ngoai cap cho ca
nhan nhu: ho chiéu, thé can cudc hodc cac giay to khac nhu thé thuong tra, thé cu tri,
giay phép lai xe, bang tot nghiép, chimg chi va bang diém kém theo bang t6t nghiép,
chimg chi thi khong phai hop phap hoa lanh sy khi yéu cau chimg thuc chit ky nguoi

dich trén ban dich cac gidy to nay.
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I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu vé
cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lyc ké tir ngay 10 thang 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29/12/2015 cua Bo truong Bé Tu phap quy
dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh s6 23/2015/ND-CP
ngay 16 thang 02 nam 2015 cua Chinh phii vé cdp ban sao tir s6 goc, chimg thuc ban
sao tir ban chinh, chimg thwe chit ky va chting thue hop dong, giao dich (c6 hiéu luc
ké tir ngay 15 thang 02 nam 2016);

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12 thang 10 nam 2015
ciia Bo trudng Bo Tai chinh va Bo trudng Bo Tu phap quy dinh mirc thu, ché do thu,
nop va quan ly 1€ phi chirng thuc ban sao tir ban chinh, chirng thuc chit ky, chirng
thye hop dong, giao dich (co6 hiéu I ké tir ngay 30 thang 11 nam 2015).
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6. Thu tuc Chirng thuc viéc sira d6i, bd sung, hity bé hop dong, giao dich
a) Trinh tu thuc hién:

- Bude 1: Nguoi yéu cau chung thue ndp ho so truc tiép tai Bo phan tiép nhan
va tra két qua cua Uy ban nhan dan quén, huyén noi di thue hién chung thuc hop
dong, giao dich trude day tir thi hai dén tht sau (budi sang tir 07 gid 30 phut dén 11
gid 30 phut, budi chiéu tir 13 gio 00 phit dén 17 gio 00 phut) va budi sang thir bay
(tir 07 gior 30 phut dén 11 gio 30 phut) hodc yéu cau chimg thuc ngoai tru s¢ Uy ban
nhan dan quén, huyén néu ngudi yéu cau chirng thue thudc dién gia yéu, khong thé di
lai duoc, dang b1 tam giir, tam giam, thi hanh an phat tu hoic ¢6 ly do chinh dang
khac.

- Bwée 2: Nguoi tiép nhan ho so kiém tra cac gidy to yéu cau ching thue.
+ Truong hop ho so ddy di, thi chuyén cho ngudi thuc hién ching thuec.

Truong hop tiép nhan ho so sau 15 gio ma co quan thyc hién ching thye khong
thé giai quyét va tra két qua ngay trong ngay thi ngudi tiép nhan hd so phai cé phiéu
hen ghi 15 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thuye.

+ Truong hop ho so chwa day du thi hudng dan ngudi yéu cau chimg thwe bo
sung ho so theo quy dinh, hodc hudéng dan ndp hod so dén co quan cd tham quyén
chirmg thwe, néu ndp hd so khong dung co quan ¢ tham quyén.

- Buée 3: Nguoi thuc hién chung thuce tiép nhéan, kiém tra gidy to trong ho so
yéu cau chirg thue, néu ho so day du va tai thoi diém ching thwe cac bén tham gia
hop dong, giao dich ty nguyén, minh man va nhan thac, lam chi dugce hanh vi cua
minh thi thuc hién chimg thire nhu sau:

+ Dé nghi cac bén tham gia hop dong, giao dich ky vao hop dong, giao dich
trude mit ngudi thue hién chimg thue. Truong hop ngudi ¢d tham quyén giao két
hop ddng cua cac to chire tin dung, doanh nghiép da dang ky chir ky mau tai co quan
thye hién ching thyc thi ¢o thé ky trude vao hop dong; nguoi thuc hién ching thuc
phai dbi chiéu chir ky cua ho trong hop dong véi chir ky mau trude khi thye hién
chirmg thue, néu nghi ngo chit ky trong hop doéng khac véi chit ky mau thi yéu cau
nguoi do ky truedc mat.

Truong hop nguoi yéu cau ching thuc khong ky duoc thi phai diém chi; néu
nguoi d6 khong doc duogc, khong nghe duoc, khong ky, khong diém chi duoc thi phai
c6 02 (hai) nguoi lam chung. Nguoi lam chimg phai ¢6 du nang luc hanh vi dan sy va
khong c6 quyén, loi ich hodc nghia vu lién quan dén hop dong, giao dich. Nguoi 1lam
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chimg do ngudi yéu cau chimg thyc bo tri. Truong hop ngudi yéu cau chimg thuc
khong bd tri duoc thi dé nghi co quan thuc hién ching thuc chi dinh nguoi lam
chirmg. Nguoi lam chimg phai xuat trinh gidy to tuy than con gid tri sir dung dé nguoi
thue hién chtng thue kiém tra va ky vao timg trang cua hop dong.

Truong hop phai phién dich thi nguoi phién dich c¢6 trach nhiém dich day du,
chinh xac ndi dung cia hop dong, giao dich, ndi dung 10i chimg cho nguoi yéu cau
chimg thuc va ky vao timg trang hop dong voi tu cach 1a ngudi phién dich. Nguoi
phién dich phai 1a nguoi ¢o nang lye hanh vi dan su day du theo quy dinh ciia phap
luat, thong thao tiéng Viét va ngdén ngit ma ngudi yéu cau chimg thue st dung. Nguoi
phién dich do nguoi yéu cau chung thue moi hodc do co quan thuwe hién chimg thuc
chi dinh. Thu lao phién dich do nguoi yéu cau ching thyc tra.

Ngudi thye hién chimg thue ghi 101 chimg twong tmg véi timg loai hop dong,
giao dich theo mau quy dinh; ky, ghi rd ho tén, dong dau cua co quan thuc hién
chimg thuc va ghi vao so chuang thyc. Do6i véi hop dong, giao dich ¢o tir 02 (hai)
trang tré 1én, thi timg trang phai dugce danh so thi tu, co chir ky cua ngudi yéu cau
chimg thuc va nguoi thue hién chang thue; s6 luong trang va 101 chimg dwoc ghi tai
trang cudi cuia hop dong, giao dich. Truong hop hop dong, giao dich ¢ tir 02 (hai) tor
trd 1én thi phai dong dau giap lai.

* Trong truong hop tir chdi ching thue, thi nguoi thye hién chimg thue phai giai
thich r& 1y do bang van ban cho ngudi yéu cau chimg thure.

- Bwée 4: Nguoi yéu cau chung thye nhan két qua tai noi nop hd so.

b) Cach thirc thwe hién: Nop ho so va nhan két qua truc tiép tai BO phan tiép
nhan va tra két qua cua Uy ban nhan dan quan, huyén noi d chimg thwc hop dong,
giao dich trude ddy hoidc yéu cau chimg thire ngoai tru so.

¢) Thanh phan, s6 lwgng hd so:

- Thanh phan ho so:

+ Xuat trinh giay to chirng minh tu cach cta nguoi yéu cau chimg thuec;

+ Nop hop dong, giao dich da dugc ching thuc;

+ Nop du thao hop dong, giao dich sira d6i, bod sung, hiy bo hop dong, giao dich
da dwoc ching thuec;

+ Nop van ban thoa thuan vé viée sira doi, bo sung, hity bé hop dong, giao dich
ciia cac bén tham gia hop dong, giao dich;
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+ Trong trudong hop nodi dung sira d6i, bo sung co lién quan dén tai san thi nguoi
yéu cau chimg thwc phai nop ban sao kém ban chinh dé d6i chiéu gidy ching nhan
quyén s& hitu, quyén sir dung hodc ban sao giay to thay thé duoce phap luat quy dinh
d6i voi tai san ma phap luat quy dinh phai dang ky quyén sd hiru, quyén st dung; trir
truong hop nguoi 1ap di chiic dang bi cai chét de doa dén tinh mang.

* Truomg hop can ¢ ngudi lam ching: Nguoi lam chimg phai xuat trinh gidy to
tuy than con gia tri st dung dé nguol thue hién ching thue kiém tra.

* Truong hop chtng thue ngoai tru s thi nguoi yéu cau chung thye phai ndp
van ban yéu cau ching thye ngoai tru so.

- S6 lwong ho so: 01 bo.

d) Thoi han giai quyét: Trong ngay tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gid.

d) Poi twong thwe hién thi tuc hanh chinh: Ca nhan, t6 chirc da tham gia hop
ddng, giao dich trudc day.

e) Co quan thue hién thi tuc hanh chinh: Uy ban nhan dan quén, huyén hoic
Phong Tu phap d3 chimg thuc hop dong giao dich trude dy.

g) Két qua thwe hién thi tuc hanh chinh: Hop dong sira d6i, bo sung, hay bo
hop déng, giao dich da duoc ching thue hodc van ban tir chéi ¢o néu rd ly do.

h) Lé phi: 20.000 dong/hop dong, giao dich.
i) Tén miu don, miu t& khai: Khong.
k) Yéu cau, diéu kién thwe hién thii tuc hanh chinh:

- Viéc stra d6i, bo sung, huy boé hop dong, giao dich d3 duoc ching thuc chi
duoc thye hién khi co théa thusn bang van ban cua cac bén tham gia hop dong, giao
dich.

- Viéc stra doi, bo sung, huy bo hop dong, giao dich duoc thue hién tai co quan
da ching thue hop dong, giao dich. Truong hop stra doi, bo sung, thay thé, huy bo
mdt phan hodc toan bd di chuc thi co thé ching thuc tai bat ky co quan c6 tham
quyén chimg thue nao; co quan da thuc hién viéce sira doi, bd sung, thay thé, huy bo
mdt phan hodc toan bo di chuc phai thong bao bang vian ban cho co quan d3 chirg
thuc trude ddy vé ndi dung stra doi, bo sung, thay thé, huy boé mot phan hodc toan bo
di chic @ ghi chii vao s6 chimg thue hop dong, giao dich.
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I) Can cir phap ly cua thu tuc hanh chinh:

- Nghi dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chimg thwe chit ky va ching thuc hop dong, giao dich (c6
hiéu lyc ké tir ngay 10 nam 4 nam 2015);

- Théng tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 cua Bo truong Bo
Tu phap quy dinh chi tiét va huéng dan thi hanh mot so diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir sd goc,
chirmg thye ban sao tir ban chinh, ching thuc chit ky va chiang thue hop dong, giao
dich (c6 hiéu luc ké tir ngay 15 thang 02 nam 2016);

- Thong tu lién tich s6 158/2015/TTLT-BTC-BTP ngay 12 thang 10 nam 2015
ciia Bo trudng Bo Tai chinh va Bo trudng Bo Tu phap quy dinh mirc thu, ché do thu,
nop va quan ly 1€ phi chirng thuc ban sao tir ban chinh, chirng thuc chit ky, chirng
thye hop dong, giao dich (co6 hiéu I ké tir ngay 30 thang 11 nam 2015).
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7. Thi tuc Sira 16i sai s6t trong hop dong, giao dich da dwoc chirng thue

a) Trinh tu thuc hién:

- Bwée 1: Nguoi yéu chimg thue n<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>