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PHAN VAN BAN KHAC

UY BAN NHAN DAN THANH PHO

UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHi MINH Pic 1ap - Tu do - Hanh phic
S6 1114/QD-UBND Thanh phé Ho Chi Minh, ngéy 30 thang 3 ndm 2020
QUYET PINH

Vé viéc phé duyét quy trinh ndi bd giai quyét thi tuc hanh chinh

thudc thAm quyén tiép nhén caa Uy ban nhin din phwong, xa, thi trin

CHU TICH UY BAN NHAN DAN THANH PHO HO CHI MINH

Can cit Luat To chuc chinh quyén dia phuwong ngay 19 thang 6 nam 2015;

Can cit Nghi dinh s6 63/2010/ND-CP ngay 08 thang 6 nam 2010 cta Chinh phu
vé kiém soat thii tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay 07 thang 8 nim
2017 ctia Chinh phu sira d6i, bo sung mot s6 diéu cuia cac Nghi dinh lién quan dén
kiém soat thu tuc hanh chinh; Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nim
2018 cua Chinh phi vé thye hién co ché mot ctra, mot ctra lién thong trong giai quyét
thu tuc hanh chinh;

Can ct Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nidm 2018 cia B
treong, Chii nhiém Vin phong Chinh phu hudng dan thi hanh mot s6 quy dinh cua
Nghi dinh s6 61/2018/ND-CP ngay 23 thang 4 nam 2018 cua Chinh phu vé thuc hién
co ché mot cira, mot ctra lién thong trong giai quyét thu tuc hanh chinh;

Xét dé nghi cua S Tu phap tai To trinh s6 375/TTr-STP-VP ngay 20 thang 01
nam 2020, T& trinh s6 495/TTr-STP-VP ngay 04 thang 02 nam 2020 va T¢ trinh sb
1107/TTr-STP-VP ngay 05 thang 3 nam 2020,
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QUYET PINH:

Piéu 1. Phé duyét kém theo Quyét dinh nay 34 quy trinh ndi bo giai quyét thi
tuc hanh chinh thudc tham quyén tiép nhan cia Uy ban nhan dan phudng, x4, thi tran.

Danh muc va n6i dung chi tiét ctia cac quy trinh ndi bd duoc dang tai trén Céng
thong tin dién tir cia Van phong Uy ban nhan dan thanh phd tai dia chi
https://vpub.hochiminhcity.gov.vn/portal/Kenh Tin/Quy-trinh-noi-bo-TTHC .aspx.

Piéu 2. T6 chirc thue hién

1. Cac quy trinh ndi bo giai quyét thi tuc hanh chinh da duoc phé duyét 1a co so
dé xay dung quy trinh dién tir, thue hién viéc tiép nhan, giai quyét va tra két qua thu
tuc hanh chinh trén Céng dich vu cong va Hé théng thong tin mot ctra dién tir theo
Nghi dinh s6 61/2018/ND-CP tai céac co quan, don vi.

2. Co quan, don vi thuc hién thu tuc hanh chinh ¢6 trach nhiém:

a) Tuan thu theo quy trinh ndi bd d duoc phé duyét khi tiép nhan, giai quyét thi
tuc hanh chinh cho ca nhan, to chirc; khong ty dit thém thi tuc, gidy to ngodi quy
dinh phap luat.

b) Thudong xuyén ra soat, cip nhat cac quy trinh ndi bo giai quyét thu tuc hanh
chinh dugc phé duyét moi, stra doi, bo sung, thay thé, hity bo, bai bo khi ¢6 bién dong
theo quy dinh phap luat.

Piéu 3. Hiéu luc thi hanh
Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky.
Piéu 4. Trach nhiém thi hanh

Chanh Van phong Uy ban nhan dan thanh pho; Giam déc S¢ Tu phap; Chu tich
Uy ban nhan dan quan, huyén; Chu tich Uy ban nhan dan phuong, x4, thi tran va cac
t6 chirc, ca nhan c6 lién quan chiu trach nhiém thi hanh Quyét dinh nay./.

CHU TICH

Nguyén Thanh Phong


https://vpub.hochiminhcity.gov.vn/portal/KenhTin/Quy-trinh-noi-bo-TTHC.aspx
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QUY TRINH NOI BQ GIAI QUYET THU TUC HANH CHIiNH
THUQC THAM QUYEN TIEP NHAN
CUA UY BAN NHAN DAN PHUONG XA, THI TRAN
(Ban hanh kém theo Quyét dinh sé 1114 /QD-UBND
ngay 30 thang 3 nam 2020 ciia Chii tich Uy ban nhdn dédn thanh phé)

DANH MUC QUY TRINH NOI BO

STT

Tén quy trinh ngi bg

I. Linh vwe chung thuc

1

Cap ban sao tir s6 goc

Chirng thyre ban sao tir ban chinh cac gidy to, van ban do co quan, to chirc co
tham quyén cua Viét Nam cap hodc chung nhan

Chimg thue chit ky trong cac gidy to, van ban (thu tuc nay ciling dugc ap
dung trong truong hop chung thuc diém chi khi ngudi yéu cau ching thuc
chit ky khong ky dugc va truong hop ngudi yéu cau ching thuc khong thé
ky, diém chi duoc)

Chimg thuc chit ky Gidy ban, cho, ting xe cua ca nhan (4p dung ca trong
treong hop chimng thue diém chi khi nguoi yéu cau chimg thye chir ky khong
ky dwoc va truong hop ngudi yéu cau chimg thuc khong thé ky, diém chi
duoc)

Chung thuc chir ky Giéy iy quyén vé viéc dimg tén ké khai hudéng chinh
sach theo Quyét dinh 50 290/2005/QD-TTg ngay 08 thang 11 nam 2005 cua
Thu tuéng chinh phu vé ché @6, chinh scah doi véi mot s doi tuong truc tiép
tham gia khang chién chong My ciru nuéc nhung chua duoc hudng chinh
sach cua Pang va Nha nudc (4p dung ca trong truong hop chimg thuc diém
chi khi nguoi yéu cau ching thuc chit ky khong ky duwoc va truong hop
nguodi yéu cau chimg thye khong thé ky, diém chi duoc)

Churng thyre di chuce

Churng thue van ban tir chéi nhan di san la dong san

Chirng thuc viéc stra d6i, bo sung, hity bo hop dong, giao dich

Stra 10i sai sot trong hop dong, giao dich di duoc chimg thuc
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10

Cap ban sao c6 chimg thyc tir ban chinh hop dong, giao dich di dugc chimg

thuc

II. Linh vie bdi thwong nha nwéc

11

Giai quyét yéu cau boi thuong tai co quan tryc tiép quan 1y ngudi thi hanh cong

vu gay thiét hai

IL. Linh vue ho tich

12 | Bang ky khai sinh

13 | Pang ky khai tu

14 | Dang ky két hon

15 | Pang ky nhan cha, me, con

16 | Bang ky khai sinh két hop dang ky nhan cha, me, con
17 | Pang ky lai khai sinh

18 | bang ky lai khai tur

19 | Dang ky lai két hon

20 | bang ky khai sinh cho tré em sinh ra do mang thai h$
21 | Bang ky khai sinh lvu dong

22 | bang ky khai ttr luu dong

23 | Pang ky két hon luu dong

24 | bang ky khai sinh cho ngudi dd ¢6 ho so, gidy to ca nhan
25 | Bang ky nu6i con nuoi trong nude

26 | Pang ky lai viéc nhan nu6i con nudi trong nudc

27 | bang ky giam ho

28 | Pang ky cham dut giam ho

29 | Pang ky Thay dbi, cai chinh, bo sung ho tich

30 | Cap gidy xac nhan tinh trang hon nhan
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31

Cép ban sao trich luc ho tich

32

Lién thong dang ky khai sinh, dang ky thuong tra, cap thé bao hiém y té cho
tré em dudi 6 tudi

33

Lién thong dang ky khai sinh, cap thé bao hiém y té cho tré dudi 6 tudi

34

Lién thong dang ky khai tir va x6a dang ky thuong tra
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QUY TRINH 1

Cap ban sao tir s6 goc

(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chua
Vin ban yéu cau cap ban sao tir so goc
1 theo quy dinh tai tirng linh vuc cu thé (néu 01 Ban chinh
co)
Giay to chtirng minh thudc cac doi twong 1a
ngAuoq dai qdlen ttleo p%lap luat, ngu’oq' dai Ban chinh hoic
dién theo uy quyén hoac cha, me, con; vo, \ .
2 N . N > R 01 ban sao ¢c6
chong, anh, chi, em ruot hoa}c nguol thira hme th
ké khac cua nguor duoc cap ban chinh chimg thue
trong trudong hop nguoi d6 da chét.
- Xuét trinh ban
chinh hoac ban
sao cO chung
thuc (truong
Giay chimg minh nhan dan/Can cuéc cong hop ndp truc
3 | dan hodc ho chiéu con gia tri st dung cua 01 tiép);
nguol yéu cau cép ban sao tir sd géc - Nop ban sao
c6 chimg thuc
(trwong hop ndp
qua hé théng
buu chinh).
01 (mot) phong bi dan tem ghi r6 ho tén,
4 | dia chi nguoi nhan trong truong hop gir 01

hé so qua hé théng buu chinh.

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhin va tra két

qué Thoi gian xwr ly Phi
Bo phan Tiép nhan va tra | Trong ngay tiép nhan yéu cau| Theo quy dinh
két qua cua Uy ban nhén | (cin ctr theo ngay trén dau buu | cua tung linh
dan phuong, x3a, thi tran | dién dén doi voi truong hop gin vuc
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(noi dang lwu sé géc).

yéu cau qua buu chinh) hodc
trong ngay lam viéc tiép theo, néu
tiép nhan yéu cau sau 15 gio

III. TRINH TU XU LY CONG VIEC

Buwéc
cong
viéc

N¢i dung
cong viéc

Ho
Trach nhiém | Thoi gian | so/Biéu
mau

Dién giai

Bl Nop ho so

Cé nhan, t6 Gid hanh Theo
chtre chinh muc |

Thanh phan ho so
theo muc I

Kiém tra va
B2 | tiép nhan ho
SO

Theo
B6 phan tiép o muc I
nhan va tra| °7 filgclam BMO1
két qua ' BMO?2
BMO03

- Kiém tra thanh
phan ho so.

- Trudng hop hd
so day du va hop
1é thi 1ap Giay tiép
nhan hd so va hen
tra két qua theo
mau BMO1 (dbi
vol  truong  hop
tiep nhan hd so
sau 15 gio); thuc
hién tiép budc B3.
- Trudng hop ho
so chwa day du
hoac chua hop 1€
thi huéng dan
ngudi  yéu cau
chirng thuc bb
sung, hoan thién
hd so theo mau
BMO02, hoéc
hudng dan ndp hd
so dén co quan co
tham quyén chimg
thuc, néu ndp hd
so khong ding co
quan c6 tham
quyén.

- Trudng hop ho
so khong dap tmg
day du diéu kién
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Buwéc
cong
viéc

N¢i dung
cong viéc

Trach nhiém

Thoi gian

Ho
so/Biéu
mau

Dién giai

giai quyét theo
quy dinh thi lap
Phiéu tir chéi tlep
nhan, giai quyet
hd so theo mau
BMO03, trong do
giai thich 1o ly do
ttr choi.

B3

Xir 1y ho so

Bo phan tiép
nhan va tra
két qua

2 gio lam
viéc

Ho so
tiép
nhan

- Tién hanh cap
ban sao tir s6 goc
cho ngudi ¢o6 yéu
cau. Truong hop
khong tim thay so
gbc hodc trong so
gbe khong  ¢6
thong tin Ve no1
dung yéu cau cap
ban sao thi tra loi
bang van ban cho
nguoi yéu cau.

- Thu 1€ phi theo
quy dinh.

- Trinh 1anh dao
Uy ban nhan dan
phuong, xa, thi
tran ky.

B4

Xem xét, ky
duyét

Lanh dao Uy
ban nhan dan
phuwong, x4,
thi trin

I gio lam
viéc

Hb so
trinh ky

Xem xét hd so va
ky duyét ban sao.

B5

Tra két qua,
lwu ho SO,
thong ké va
theo doi

Bo phan tiép
nhan va tra
két qua

0,5 gio lam
viéc

Két qua
giai
quyet

- Pong dau.

- Tra ho so cho ca
nhan, t6 chtic ¢6
yéu cau.
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IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Ma hiéu Tén biéu miu
1 BMO1 Mau giay tiép nhan ho so va hen tra két qua
2 BMO02 | Mau phiéu yéu cau bo sung, hoan thién ho so
3 BMO03 Mau phiéu tir chdi tiép nhan giai quyét ho so

V.HO SO CAN LUU

STT | Mi hiéu Tén biéu miu

BMO1 Mau giay tiép nhan ho so va hen tra két qua

BMO02 Mau phiéu yéu cau bd sung, hoan thién ho so

BMO03 Mau phiéu tir chdi tiép nhan giai quyét ho so
// Cac ho so khac néu co theo vian ban phap quy hién hanh
VL. CO SO PHAP LY
- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thuc chir ky va ching thuc hop dong, giao dich.

- Thong tu s6 20/2015/TT-BTP ngay 29 thang 12 nam 2015 ctua Bo truong Bo Tu
phap quy dinh chi tiét va huéng dan thi hanh mot s6 diéu cia Nghi dinh sb
23/2015/ND-CP ngay 16 thang 02 nam 2015 ciia Chinh phu vé cap ban sao tir so goc,
chirg thue ban sao tir ban chinh, chimg thue chit ky va chimg thuc hop dong, giao
dich.

LW ]|~
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QUY TRINH 2
Chirng thuc bén sao tir ban chinh céc gidy to, vin ban do co quan,
t6 chirc ¢6 thim quyén cia Viét Nam cip hoic chieng nhin
(Ban hanh kém theo Quyét dinh s6 1114/0D-UBND
ngay 30 thang 3 ndm 2020 ciia Chii tich Uy ban nhdn ddn thanh pho)
I. THANH PHAN HO SO
STT Tén ho so S6 lwong Ghi chu
01 Xuatq trlxnh gidy to, van ban lam 01 Ban chinh
co s¢ dé chimg thuc ban sao
‘ Theo nhu ‘cﬁu clua
02 | Ban sao can chirng thue nguol yéu cau ching Ban chinh
thuc
II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi
Noi tiép nhan va tra e o
két qua Thoi gian xwr ly Phi chung thuc
Tra ngay trong ngay lam viéc hodc
trong ngay lam viéc tiép theo, néu
ti€p nhan yéu cau sau 15 g10.
Doi voi truong hop cung mét luc
yéu cau ching thwc ban sao tur .
nhiéu loai ban chinh gidy to, van | 2.000  dong/trang.
B phan Tidp nhan va bfm; bAém chinh ¢6 ;\Ilhiél} trang; yéAq TAI‘I trang ‘thl'l’ 3 tré
A cau sO lwong nhiéu ban sao; nodi [lén  thi 1.000
tra két qua cua Uy ban g e T , | ddne/ h
nhan dan phuong, xa, | 4Ung g1y t0, van ban phirc tap khé | dong/trang,  nhung
> 771 kiém tra, doi chiéu ma Phong Ty |mtc¢ thu to1 da

thi tran

phap khong thé tra két qua ngay
trong ngay lam viéc hodc trong
ngay lam viéc tiép theo, néu tiép
nhan yéu cau sau 15 gio, thi thoi
han chung thuc duoc kéo dai thém
khong qua 02 ngay lam viéc hodc
c6 thé dai hon theo thoa thuan.

khéng qua 200.000
dong/ban
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III. TRINH TU XU LY CONG VIEC
Budc e H6 so/
cong | Nordung | o hnhiém | Thoigian | Bidu Dién giai
- cong viéc x
viéc mau
B1 Nop hd so T6 chire, ca G160 hanh | Theo muc | Thanh phﬁn ho so
: nhan chinh I theo muc I
- Kiém tra thanh
phan, s6 luong ho
so, d6i chiéu ban
sao voi ban chinh.
- Trudong hop hod
so day du va hop
16 thi 1ap Gidy tiép
nhan va hen tra
két qua theo mau
BMO1 (d6i voi
truong hop  tiép
nhéan hd so sau 15
gi0 hodc cung mot
lac yéu cau ching
Theo muc | thuc ban sao tu
Kiém tra . . X S I nhieu 192,11 ban
va tiép BOA thm qtleAp 0,5 glo lam BM 01, |chinh gidy to, van
B2 nhan nh%ln va tra két vige BM 02, ban; ban chinh c6
h so qua BM 03 nhiéu trang; yéu

cau sO luong
nhiéu ban sao; noi
dung giay to phirc
tap kho kiém tra,
d6i chiéu); thuc
hién tiép budc B3.
- Trudong hop hod
so chuwa day du
hoac chwa hop 1€
thi huéng dan
nguwol nop hd so
b6 sung, hoan
thién hd so theo
mau BMO02 hoic
huéng dan nop ho
so dén co quan c¢6
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Buwéc
cong
viéc

Noi dung
cong viéc

Trach nhiém

Thoi gian

Ho so/
Biéu
mau

Dién giai

tham quyén ching
thuc, néu nop ho
so khong dung co
quan c6 tham

- Truong hop
ngudi  yéu cau
chimg thuc chi
xuit trinh  ban
chinh thi Uy ban
nhan dan phuong,
x4, thi tran tién
hanh chup ban
chinh dé thuc hién
chung thuc (trir
truong hop Uy
ban nhan dan
phuong xa, thi
tran khong ¢o
phuong tién dé
chup).

- Trudong hop hod
so khong dap ung
day du diéu kién
giai  quyét theo
quy dinh thi 1ap
Phiéu tir chdi tiép
nhan, giai quyét
hd so theo mau
BMO03, trong doé
giai thich ro ly do
tir choi.

B3

Xw ly
ho so

Coéng chirc Bo
phan tiép nhan
va tra két qua

2 gio lam
viéc

Khong qua
02 ngay lam
vige (truong
hop  cung
mot lac yéu

HO so
tiép nhan

- Ghi day du loi
ching theo mau
quy dinh, nhép
may va lay so
chirng thure.

- Trinh 1anh dao
Uy ban nhan dan
phuong, x3i, thi




14 CONG BAO/S6 101+102/Ngay 15-5-2020

Buwéc A Ho so/
A NoOi dung . . n e .2 K s
cong A e Trach nhiém | Thoi gian Biéu Dién giai
" cong viéc s
viéc mau
cau chung tran ky
thuc ban sao
tir nhiéu loai
ban  chinh
giay to, van
ban; ban
chinh co
nhi€u trang;
yéu cau soO
lwong nhiéu
ban sao; noi
dung giay to
phirc tap
khé  kiém
tra, doi
chiéu)
Lanh dao Uy LA .
Xem x€t, | ban nhan dan| 1 giolam Ho so X,e n XeAt hoq S0 va
B4 ky duyé huon x4 viée trinh ky ky duyet ban sao
y duyet | phuong, ’ ' Y | can ching thue
thi tran
Tra két , - Dong dau.
A .r Ket qua |- 1
qua, lru Bo phan tidp L 4 Thu phi theo quy
ho so, A o .1 A | 0,5 gidlam gial dinh.
B5 P . | nhan va tra ket o £ ‘
thong ke qué vige quyet, |- Tra hd so cho ca
va theo nhan, t0 chic ¢o
doi yéu cau.
IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT M3 hiéu Tén biéu miu
1 BMO1 Mau giay tiép nhan ho so va hen tra két qua
2 BMO02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BMO03 Mau phiéu tir chdi tiép nhan giai quyét hod so
4 // SO chirng thue ban sao tir ban chinh
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V.HO SO CAN LUU

STT M3 hiéu Tén biéu miu
1 BMO1 Mau giay tiép nhan ho so va hen tra két qua
2 BMO02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BMO03 Mau phiéu tir chdi tiép nhan giai quyét hod so
4 // SO chirng thue ban sao tir ban chinh
5 // Céc ho so khac néu co theo van ban phap quy hién hanh

V1. CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chtng thuc chit ky va ching thue hop ddng, giao dich-

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh mtrc thu, ché d6 thu, ndp, quan 1y va sir dung phi chimg thue (c6 hiéu luc ké
tr ngay 01 thang 01 nam 2017).

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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MAU LOI CHUNG, MAU SO CHUNG THYC
(Ban hanh kem theo Nghi dinh so 23/2015/NP-CP
ngay 16 thdng 02 ndm 2015 cua Chinh phu)

1. Loi chitng chirng thirc bdn sao tir ban chinh

Churng thye ban sao dung vé1 ban chinh

S6 chung thuc .......... quyénsod ........... (1)- SCT/BS

Ngay ....... thang ....... nam .......

Nguoi thue hién chang thue ky, ghi 16 ho, tén va dong dau (2)

Chu thich:

- (1) Ghi theo thong tin da ghi tai bia s chung thuc (vi du: 01/2015).

- (2) Thuc hién tai Uy ban nhan dan cép x4 thi Chu tich/Pho chu tich Uy ban nhan
dan ky, dong dau Uy ban nhan dan cap x;

2. 860 Chitng thwe bén sao tir ban chinh

CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tw do - Hanh phuc

Quyénsd (B): ......ovevvnn.. -SCT/BS
Mg ngay ... thang ... nam ... (C)
Khoéa ngay ... thang ... nam ... (D)

Chui thich:

- (A) Ghi day du tén co quan, kém theo dia gidi hanh chinh (Vi du: Uy ban nhan dan
xa A, huyén B, tinh C; Phong Tu phap huyén B, tinh C),

- (B) Ghi s6 quyén, nam thyc hién chung thuc (vi du: 01/2015. Néu 01 (mdt) nam
dung nhiéu so thi ghi so thir tu lién tiép (vi du: 02/2015); trudng hop 01 (mot) so sir
dung cho nhiéu nim thi ghi sb thir tu theo tung nam (vi du: 01/2015 + 01/2016).

- (C) Ghi ngay, thang nim md so.

- (D) Ghi ngay, thang, nam khéa so.
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3. Npi dung s6 chieng thiee ban sao tiv ban chinh
6 | Neay, ot | séban | Lé
thur thang, Ho tén cua | Tén cua ban sao da phi/ .
A < A A p A danh , Ghi
tu/ s nam nguoi yéu cau | chinh gidy e duogc Phi ,
, , , s nguo1 ky , , chu
chung | chiung chung thuc | t0, vin ban . ching | chung
chung
thuc thuc thue thuc thuc
o[ © G) @ G) © | D |®

Chu thich:

- (4) D01 vé1 ban chinh gidy to, van ban bang ti€ng nudc ngoai ma nguoi thuc hién

chimg thuc khong xac dinh duoc tén cua ban chinh giay to, van ban thi chi can ghi

theo ngdn ngit cia loai gidy to, van ban d6 (vi du: Ban chinh bang tiéng Anh, ban

chinh bang tiéng Phap...).

- (7) Ghi theo 1€ phi chung thuc dugce thuc hién tai Uy ban nhan dan cép Xa.
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QUY TRINH 3
Chirng thue chir ky trong cic gidy to, vin bén (thi tuc nay ciing dwoc 4p dung
trong trudng hop ching thue diém chi khi nguwdi yéu ciu
ching thuc chir ky khong ky dwoc va trweong hop
ngudi yéu ciu chieng thwe khong thé ky, diém chi dwec)
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 ciia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
Xuét trinh Chuing minh nhan Ban chinh hoac
01 dan/Can cudce cong dan hoac HO 01 ban sao c6 ching
chi€u con gia tr1 str dung. thuc
Nop gidy to, van ban ma nguoi | Theo nhu cau cua
02 | yéu cau ching thuc s€ ky hodc| ngudiyéu cau Ban chinh
diém chi vao. chirng thure

Vin ban yéu cau ching thuc
03 | ngoai tru s¢ (trong truong hop 01 Ban chinh
chuing thuc ngoai tru s6).

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi CHUNG
THUC

Noi tiép nhin va tra két qua Thoi gian xir 1y Phi chirng thue

10.000 dong/truong
Trong ngay tiép nhan yéu |hop  (truong  hop
cau hodc trong ngay lam | dugc tinh 1a mot hay
viéc tiép theo (néu tiép | nhiéu chit ky trong
nhéan yéu cdu sau 15 gid). | mot gidy to, van
ban).

Bo6 phan Tiép nhan va tra két
qua cua Uy ban nhan dan
phuong, x4, thi tran.
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III. TRINH TU XU LY CONG VIEC

Buoéc Noi 2
n dung Trach Thoi Ho so/ K e
cong ,\ on . 2 x Dién giai
. n cong nhi¢m gian Biéu mau
viéc -
: viéc
Nop ho Gio Thanh phan hod so theo
B1 . Ca nhan hanh Theo muc |
SO , muc I
chinh
- Kiém tra péi dung van
ban, cac giay to tuy than
va nang luc hé}nh vl cua
nguoi yéu cau ching
thuc chit ky hodc diém
chi.
- Truong hop ho so day
da va hop 1€ thi yéu cau
nguoi ching thue ky
hodc diém chi vao giay
to can chimg thue; Lap
gidy tiep nhan ho so va
hen tra két qua theo
mau BMO1 (d6i voi
Kiém tra| B0 phin Theo muc I | FUoNg hop tlep‘nhan ho
N & A . BMO1 so sau 15 gio); thuc
gy | vatiep | tipnhan | 0.5gi0 hién tiép budc B3
nhan hd | vatrakét |lamviée| BMO2 - P L
SO qua BMO3 - Truong hop ho so

chua dﬁy du hoac chua
hop 1¢ thi hudéng dan
ngudi yéu cdu ching
thye bd sung, hoan
thién hd so theo mau
BMO02 hodc huéng dan
ndp hd so dén co quan
c6 tham quyén chung
thuc, néu nép hd so
khéng dung co quan cé
tham quyén.

- Truong hop hd so
khong dap ung day du
diéu kién giai quyét
theo quy dinh thi 1ap
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Buoéc Noi A
n dung Trach Thoi Ho so/ K e
cong o n . .2 x Dién giai
on cong nhi¢m gian Bi€u mau
viéc -
: viéc
Phiéu tir choi tiép nhan,
giai quyet ho so theo
mau BMO3, trong do
giai thich r6 ly do tr
choi.
- Ghi day du 15i ching
ching thue chir ky hodc
diém chi (theo mau).
- Lay so6 chung thuc
chir ky.
B0 phan Vao s6 luu chang
o 3y A < A A .\ Th I =
B3 Xu ly ho tl?Iz nlffi 1‘2 gl(.)l e?v[rgl_llc thuc chir ky/chung thyce
SO’ vatrake am viéc B didm chi.
qua ,
- Thu phi theo quy
dinh.
- Trinh lanh dao Uy
ban nhan dan phuong,
x4, thi tran ky duyét.
. Lanh dao - Xem xét hd so va ky
Xem xét, | Uy ban . A . DY
, A 1 gio | HO so trinh | tén trén van ban, gidy to
B4 Ky nhan dan L , A , < 1
" X - | lam viéc ky can ching thuce chir ky
duyét |phuong, xa, AP .
‘ . hoéac diém chi.
thi tran
L. - Déng dau.
Tr? ket A 1 - Luu 01 ban giay to,
qua, lvu | BO phan . 1a s
3 P R . A . ... |van ban da ching thuc
ho so, ti€pnhan | 0,5 gio | Két qua gia " 1 P, .
B5 A " N N A It chit ky hodc diém chi
thong ké | vatrakét |lam viéc quyét ;
X , theo quy dinh
va theo qua s o
doi - Tra ho so cho ca nhan,

cO yéu cau.
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IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Ma hiéu Tén biéu miu

BMO1 Mau giay tiép nhan ho so va hen tra két qua

BMO02 | Mau phiéu yéu cau bo sung, hoan thién ho so

BMO03 | Mau phiéu tir chdi tiép nhan giai quyét ho so
BMO04 S6 chung thuc chir ky/chimg thuc diém chi

| W [N

V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu

1 BMO1 | Mau gidy tiép nhan ho so va hen tra két qua

2 BMO02 | Mau phiéu yéu cau bo sung, hoan thién ho so

3 BMO03 | Mau phiéu tir chdi tiép nhan giai quyét ho so

4 BMO04 S6 chung thye chir ky/chimg thuc diém chi

5 // Van ban, gidy to yéu cau chung thuc chir ky/chimg thue

diém chi
6 // Céc ho so khac néu co theo van ban phap quy hién hanh

V1. CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thyc chir ky va chung thue hop dong, giao dich.

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thue.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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MAU LOI CHUNG, MAU SO CHUNG THUC

(Ban hanh kém theo Nghi dinh s6 23/2015/NP-CP ngay 16 thang 02 ndm 2015 clia
Chinh phu)

1. Loi chitng chirng thwc chit ky

a) Loi chimg chimg thyc chit ky ctia mot nguoi trong mot gidy to, van ban

Tl (1) y e gid ..... phut
TOL(2) oo LA (3) o
Chirng thuc

Ong/ba ............. Gidy to tiy than (4) 0 ................... , cam doan d4 hiéu, ty chiu trach
nhiém ve€ ndi dung cia gidy to, van ban va da ky vao giay to, van ban trude mat ong/ba
............... 1a cong chure tiép nhan ho so.

S6 ching thuc ................ qQUYEN SO ..o, (5) - SCT/CK, bC

Ngay ............. thang .......... nam .................

Nguoi thuc hién ching thuc ky, ghi 16 ho tén va dong dau (6)

b) Loi chimg ching thuc chit ky ctia nhiéu ngudi trong mot gidy to, vin ban

Tl (1) ,..... g10 ..... phut. Toi
(2) e, a3

Chirng thyc

Céc ong/ba c6 tén sau day:

Ong/ba ................ Gidy ching minh nhan dan/Ho chiéu so............,(4)

Ong/ba ............... Gidy chirng minh nhan dan/Ho chiéu sb............,(4)

Ong/ba ................ Gidy ching minh nhan dan/Ho chiéu sb............, (4)

- Cac ong/ba c6 tén trén cam doan da hiéu, tu chiu trach nhiém vé noi dung cua giéy to, van
ban va da cung ky vao giay td, van ban nay trudc mat toi.
S6 ching thuc ................ qQuyén sd ............. (5) - SCT/CK, bC

Nguoi thuc hién ching thuc ky, ghi 16 ho, tén va déng du

¢) Loi ching ching thuc diém chi.
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doan da hiéu, ty chiu trach nhiém vé noi dung cia gidy to, vin ban va di diém chi vao gidy
td, van ban nay trudc mat toi.
S6 ching thuc ............... quyén sd ............ (5) - SCT/CK, bC

Nguoi thuc hién chimg thuc ky, ghi 16 ho, tén va déng dau (6)
d) Loi chitng chimg thyc trong truong hop khéng thé ky, diém chi duoc

Tl (1), ,..... g10 ... phut. To1
() e A3

Chirng thuc

Ong/ba.................... Gidy chang minh nhan dan/Ho chiéu s6 (4)............ , khong the ky,

diém chi duoc nhung cam doan da hiéu, tu chiu trach nhiém vé noi dung cua giay to, van
ban nay.
S6 ching thuc ........... quyénsd .......... (5) - SCT/CK, bC

Nguoi thuc hién chimg thuc ky, ghi 16 ho, tén va déng dau (6)

Chii thich

- (1) Ghi 13 dia diém thyuc hién ching thuc (vi du: UBND x4 A, huyén B); chi can ghi gio,
phut trong trudng hop chirng thuc ngoai tru sé.

- (2) Ghi 16 ho va tén ctia ngudi thuc hién ching thyec.

- (3) Ghi 16 chirc danh cua ngu(‘yi thuc hién ching thuc, kém theo tén co quan thyc hién
ching thyc (vi du: Cha tich Uy ban nhan dan xa A, huyén B, tinh C)

- (4) Ghi 15 loai gidy to 1a Chimg minh nhan dan/Thé can cudc cong dan/ Hp chiéu.

- (5) Ghi s quyén, nam thyc hién ching thuc va ky hi¢u sO chimg thue, vi du: quyép sér
01/2015-SCT/BS. Néu mét nam dung nhi€u so thi ghi s6 thir tw lién tiep (vi du: quyen so
02/2015-SCT/BS); truong hop so sir dung cho nhi€u nam thi ghi s6 thir tw theo ting nam (vi
du: quyén s0 01/2015 + 01/2016 - SCT/BS).

- (6) Néu thyc hién tai Uy ban nhan dan cap xa thi Cha tich/Phé chu tich Uy ban nhén dén
ky, dong dau Uy ban nhén dan cap xa.
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2. 86 Chitng thuc chit ky/chitng thic diém chi

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

Quyén sd (B): ...oevvvennn.. -SCT/CK.PC
Mg ngay ... thang ... nam ... (C)

Khéa ngay ... thang ... ndm ...

(D)

Chu thich:

- (A) Néu 1a co quan thuc hién chimg thyc thi ghi day du tén co quan, kém theo dia gidi
hanh chinh (Vi du: Uy ban nhan dan xa A, huyén B, tinh C)

- (B) Ghi s6 quyén, nim thuc hién chimg thuc (vi du: 01/2015. Néu 01 (mdt) nim dung
nhiéu s6 thi ghi s6 thir ty lién tiép (vi du: 02/2015); trudng hop 01 (mdt) s6 sir dung cho
nhiéu ndm thi ghi s6 thir tu theo timg nam (vi du: 01/2015 + 01/2016).

- (C) Ghi ngay, thang nim ma so.

- (D) Ghi ngay, thang, nam khoéa s6.

3. Nji dung Sé Chirng thuc chir ky/chitng thwe diém chi

So }uc_mg
thit |thang, | CMND/Hp | 8'Y 101 8 phi/ .
£ - A, .. ban da danh da duoc . | Ghi
tu/ s0 | nam | chi€u cia nguoi , e , Phi ,
, , A A - ching thyc | nguoi ky ching , chu
ching | chimg | yéu cau ching NN , . | ching
chit ky/diém ching thuc chir
thuc | thuc thuc , S ek thuc
chi thuc ky/diém
chi
() (2) 3) @) ) (6) M 1®
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Chu thich:

- (4) Dbi voi ban chinh gidy to, vin ban bang tiéng nudc ngodi ma ngudi thyc hién
chimg thuc khong xac dinh duoc tén cua ban chinh giay to, van ban thi chi can ghi
theo khai bao ciia nguoi yéu cau chung thye.

- (6) Thong ké theo sb gidy to, vin ban ma nguoi thue hién chung thye da ky chung
thue (Vi du: Mot loai gidy to, van ban duoc 1ap thanh 10 ban, ngudi thye hién ching
thuc ky chimg thuc trong 10 gidy to, vin ban d6 thi s6 luong giay to, van ban da
duoc ching thue chit ky 1a 10; 05 loai gidy to, van ban khac nhau, méi loai duoc lap
thanh 01 ban, ngudi thue hién chimg thwe ky ching thuc trong 05 loai gidy to, vin
ban d6 thi s6 luong gidy to, van ban d3 duoc chimg thuc chit ky 13 05; 10 ngudi ky
trong mot gidy to, van ban, nguoi thwe hién chimg thuc ky chimg thuc trong gidy to,
van ban d6 thi s6 luong gidy to, van ban d duge chung thyce chir ky 1a 01.

- (7) Ghi theo 1€ phi chung thuc dugce thuc hién tai Uy ban nhan dan cép Xa.
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QUY TRINH 4
Chirng thuc chir ky Gidy ban, cho, ting xe ciia ¢4 nhin (ap dung

ca trong truong hop chirng thuc diém chi khi ngudi yéu ciu chimg thuc

I. THANH PHAN HO SO

khong thé ky, diém chi dworc)
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

chir ky khong ky dwoc va truwong hop nguoi yéu ciu chieng thue

STT Tén ho so S6 lwong Ghi chu

CAh e Am inh VnhanA dan/ £ Can‘ cu:qc; Ban chinh hoac ban

01 cong dan hodac HO chi€u con gia 01 . 1

O sao ¢6 ching thue

tr1 st dung
Gidy ban, cho, tang xe ma ngudi

02 | y€u cau ching thuc s& ky hodc 02 Ban chinh
diém chi vao.
Vin ban yéu cau chimg thuc ngoai

03 |tru s& (trong truong hop chung 01 Ban chinh
thuc ngoai tru sé)

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhan va tra két

qua

Thoi gian xwr ly

Phi chiung thue

Bo phan Tiép nhan va tra
két qua cua Uy ban nhan
dan phuong, xa, thi tran

Trong ngay tiép nhan yéu
cau hodc trong ngay lam
viéc tiép theo (néu tiép nhan
yéu cau sau 15 gio)

10.000 dong/ trudong
hop (truong hop duoc
tinh 1a mot hay nhiéu
chit ky trong mét giay
t0, van ban)
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III. TRINH TU XU LY CONG VIEC

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho so/
Biéu mau

Dién giai

Bl

Nop hd so

Canhan
(s¢ hitu
Xe)

Gio hanh
chinh

Theo muc
I

Thanh phan ho so theo
muc [

B2

Kiém tra va
tieép nhan
ho so

B6 phan
tiép nhan
va tra két
qua

0,5 gio
lam viéc

Theo muc
I BM 01

BM 02
BM 03

- Kiém tra noi dung
vén ban, thanh phan ho
S0, cac gidy to tuy than
va nang lwc hanh wi
cia ngudi yéu cau
chirng thuc chir ky
hodc diém chi.

- Truong hop hd so
day du va hop 1é thi
yéu cau ngudi ching
thue ky hoac diém chi
vao gidy to can ching
thue, Lap Giay tiép
nhan hd so va hen tra
két qua theo BM 01
(d6i véi truong hop
tiép nhan ho so sau 15
gi0); thuc hién tiép
budc B3.

- Truong hop hd so
chua dﬁy du hoac chua
hop 1& thi huéng dan
ngudi yéu cau ching
thuc bo sung, hoan
thién ho so (BM 02)
huéng dan ndp hd so
dén co quan co tham
quyén chimg thuc, néu
ndp hoé so khong ding
co quan c¢6 tham
quyén.

- Truong hop hd so
khong dap tmg day du
diéu kién giai quyét
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Buoe | Ngidung | Trach | Thoi | Hbso/ P
cong N on A . .2 x Dién giai
. n cong viec nhiém gian Biéu mau
viéc
theo quy dinh thi lap
Phiéu tr chdi tiép
nhan, giai quyét hd so
(BMO03).
- Ghi day du 1oi chimg
thuc chir ky (theo
mau).
B4 phan - Ijéy, s6 chung thuc
e n N A chir ky.
B3 | Xirly hd so | HeP han | 2givlam |- Hoso o 0o
va tra ket viéc tiép nhan ~ . ; g
qué thure ﬂchu’ ky/chiig
thuc diém chi.
- Trinh lanh dao Uy
ban nhan dan phuong,
x4, thi tran ky.
Lanh dao
Uy ban Xem xét hd so va ky
B4 Xem xét, | nhandan | 1 giolam Hoso |tén trén van ban, gidy
Ky duyét | phuong, viéc trinh to can ching thuc chir
x4, thi ky/ diém chi
tran
- Péng dau.
- Thu phi theo quy
dinh.
Tra két | B phén Kétaua | o Luru 01 ban Gidy ban,
qui, lwu hd | tidpnhan | 0.5 gio | o0 dog | O tAng xe cua cd
B5 ) % Al A 7 © 0 | gar quyét, | nhan da chimg thye chir
so, thong ké | va tra ket | lam viéc ky/diém chi theo quy
va theo doi qua

dinh.

- Tra ho so cho ca
nhan, cé yéu cau.
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IV. BIEU MAU

Cac biéu mau sur dung tai cac budc cong viée

STT M3 hiéu Tén biéu miu
1 BMO1 Mau giay tiép nhan ho so va hen tra két qua
2 BMO02 Mau phiéu yéu cau bo sung, hoan thién ho so
3 BMO03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // S6 chung thuc chir ky/chimg thue diém chi

V.HO SO CAN LUU

STT|  Mai hiéu Tén biéu miu
1 BMO1 Mau gidy tiép nhan hd so va hen tra két qua
2 BMO02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BMO03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // S6 chung thuc chir ky/chimg thue diém chi
5 // Giay ban, cho, ting xe ca nhan
6 // Céc ho so khac néu co theo vin ban phap quy hién hanh

V1. CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thyc chir ky va chung thue hop dong, giao dich.

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thue chit ky va chimg thue hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thue.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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MAU LOI CHUNG, MAU SO CHUNG THUC
(Ban hanh kém theo Nghi dinh s6 23/2015/NP-CP ngay 16 thang 02 ndm 2015 clia

Chinh phu)
1. Loi chitng chirng thwc chit ky
Tl (1) y e gid ..... phut
TOL(2) oo LA (3) o
Chirng thyc
Ong/ba ............... Glay to tuy than (4) s6 ... , cam doan d4 hiéu, ty chiu trach

nhiém vé noi dung cia gidy to, van ban va da ky vao gidy to van ban trudc mat ong/ba
............... 1a cong chirc tiép nhan h so.

S6 ching thuc ................ qQUYEN SO ..o, (5) - SCT/CK, bC

Nguoi thuc hién ching thuc ky, ghi 16 ho tén va dong dau (6)
Chii thich

- (1) Ghi 13 dia diém thyuc hién ching thuc (vi du: UBND x4 A, huyén B); chi can ghi gio,
phut trong trudng hop chirng thuc ngoai tru sé.

- (2) Ghi 16 ho va tén ctia ngudi thuc hién ching thyec.
- (3) Ghi 16 chirc danh cua ngu(‘yi thuc hién ching thuc, kém theo tén co quan thyc hién
ching thyc (vi du: Cha tich Uy ban nhan dan xa A, huyén B, tinh C)
- (4) Ghi 15 loai gidy to 1a Chimg minh nhan dan/Thé can cudc cong dan/ Hp chiéu.

- (5) Ghi s quyén, nam thyc hién ching thyuc vaky hi¢u sO chimg thue, vi du: quyen so
01/2015-SCT/BS. Néu mot nim dung nhiéu s6 thi ghi sO thir tu lien tiép (vi du: quyén sb

02/2015-SCT/BS); trudng hop so sir dung cho nhiéu nam thi ghi s6 thir tu theo ting nam (vi
du: quyén s0 01/2015 + 01/2016 - SCT/BS).

- (6) Néu thyc hién tai Uy ban nhan dan cap xa thi Cha tich/Phé chu tich Uy ban nhén dén
ky, dong dau Uy ban nhén dan cap xa.

2. 86 Chitng thuc chit ky/chitng thuc diém chi

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

Quyénsd (B): ......ovevvnn.. -SCT/CK.PC
Mg ngay ... thang ... nam ... (C)
Khoéa ngay ... thang ... nam ... (D)
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Chu thich:

- (A) Néu la co quan thyc hién ching thuc thi ghi day du tén co quan, kém theo dia gidi
hanh chinh (Vi du: Uy ban nhan dén xa A, huyén B, tinh C; Phong Tu phap huyén B, tinh
O

- (B) Ghi ) quyen nam thue hién chimg thye (vi du: 01/2015. Néu 01 (mdt) nam dung
nhiéu s6 thi ghi sd thir tw lien tiép (vi du: 02/2015); truong hop 01 (mét) so sir dung cho
nhiéu nam thi ghi s6 thir tu theo timg nam (vi du: 01/2015 + 01/2016).

- (C) Ghi ngay, thang nim ma so.
- (D) Ghi ngay, thang, nam khoéa s6.
3. Nji dung Sé Chirng thuc chir ky/chitng thwe diém chi

So }uc_mg
S6 | Neay. | Hoten soGidy | i e | FRER | B e
tha |thang, | CMND/Ho | &Y% 7 a phi/ .
£ - A, .. ban da danh da duoc , Ghi
tw/s6 | nam | chi€u cia nguoi , e, , Phi ,
, , A A - ching thuc | nguoi ky ching , chu
chung | ching | yéu cau ching NN , . | ching
chit ky/diém ching thuc chir
thuc | thuc thuc , S ek thuc
chi thuc ky/diém
chi
() (2) 3) @) ) (6) M 1 &
Chu thich:

- (4) Pbi vdi ban chinh gidy to, vin ban bang tiéng nudc ngoai ma ngudi thuc hién ching
thuc khong xac dinh dugc tén cia ban chinh giay to, van ban thi chi can ghi theo khai bao
cua ngudi yéu cau chung thuc.

- (6) Thong ké theo sO gidy to, van ban ma nguoi thyc hién ching thuc da ky chimg thuc
(Vi du: Mot loai gidy to, van ban duoc 1ap thanh 10 ban, nguoi thuc hién ching thyc ky
chung thuc trong 10 glay td, van ban d6 thi sb luong gidy t0, van ban dd dugc ching thuc
chit ky 1a 10; 05 loai giay t0, van ban khac nhau, moéi loai dugc lap thanh 01 ban, ngudi thuc
hién ching thyc ky chiung thuc trong 05 loai giéy to, van ban do thi sO luong giéy to, van
ban da duoc chimg thuc chit ky 1a 05; 10 nguoi ky trong mot glay to, van ban, nguoi thuc
hién chang thyuc ky chimg thuc trong gidy to, vin ban d6 thi s6 luong gidy to, vin ban da
duoc ching thuc chit ky 14 01.

- (7) Ghi theo 1€ phi chiing thyc dugc thuc hién tai Uy ban nhan dan cr?ip X4.
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QUY TRINH 5
Chirng thuce chir ky Gidy uy quyén vé viéc dirng tén ké khai huéng chinh sach
theo Quyét dinh s6 290/2005/QP-TTg ngay 08 thang 11 niim 2005 cia Thi

twong chinh phi vé ché d9, chinh scah ddi voi mot s6 ddi twong true tiép tham

gia khang chién chong M§ ciru nwéc nhung chwa dwec hwéng chinh sach cia
Pang va Nha nwéc (ap dung ca trong truwong hop chirng thuc diém chi khi ngudi
yéu ciu chirng thwe chir ky khong ky dwoc va trwdong hop ngudi yéu ciu chimg

thwe khong thé ky, diém chi dwoc)
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chi
Ching minh nhan dan/Can cudce
01 |coéng dan hoac HO chiéu con gia 01
tr1 sir dung

Ban chinh hoac ban
sao co6 ching thuce

Gidy uy quyén vé viéc dimg tén
ké khai hudéng chinh sach theo
Quyét dinh s6 290/2005/QD-TTg
ngay 08/11/2005 cua Thu tudng
Chinh phii ma ngudi yéu cau
chimg thue sé& ky vao (theo mau)

02 02 Ban chinh

Vian ban yéu cau ching thuc
03 |ngoai tru s& (trong truong hop 01 Ban chinh
chung thuc ngoai tru sé)

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhan va tra két

qué Thoi gian xwr ly Phi chiung thue

10.000 dong/ truong
hop (truong hop dugc
tinh 13 mot hay nhiéu
chit ky trong mot giay
to, van ban)

Bo phan Tiép nhan va tra két
qua ciia Uy ban nhan dan
phuong, xa, thi tran (noi
nguwoi yéu cau chimng thiee cue
trii)

Trong ngay tiép nhan yéu
cau hodc trong ngay lam
viéc tiép theo (néu tiép
nhan yéu cau sau 15 gio)




CONG BAO/S6 101+102/Ngay 15-5-2020

33

III. TRINH TU XU LY CONG VIEC

Bus Noi .
YoC 1 dung Tréach Thoi | Hbso/ I
cong o ahiém gian Bidu miu Dién giai
vige | cone -
viéc
Ca nhan (la
than  nhan
cia  nguoi
_ | thuée  doi o
B1 Nop ho | tuong dq?c G1g hanh Theo muc I Thanh phan hé so theo
SO’ thuc hién | chinh muc [
theo Quyét
dinh
290/2005/Q
b-TTg)
- Tiép nhan, kiém tra
thanh phan hé so, cac
giay to tuy than va nang
Irc hanh vi cua nguoi
yéu cau ching thwe chir
ky hodc diém chi.
- Truomg hop ho so day
da va hop 1€ thi yéu cau
ngudi chimg thuc ky
hodc diém chi vao gidy
Kiém - to can chung thue; 1ap
. €O MUC | 5idy 14 A ha \
trava | BO phan tiép . L. BMO1 glay tlgp nIAlan h? S0 va
<K n .. | 0,5g10 > > |hen tra két qua theo
B2 tiép nhan va tra N A X U
A X lamviéc | BMO2, |mau BM 01 (d6i véi
nhin két qua . " N
hd so BM 03 treong hop ti€p nhan ho

so sau 15 gio), thuc
hién tiép budc B3.

- Trwong hop hd so
chua dﬁy du hoac chua
hop 1& thi huéng dan
ngudi yéu cau chang
thuc bo sung, hoan
thién hd so theo mau
BM 02 hoic huéng dan
ndp ho so dén co quan
c6 tham quyén ching
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, Noi
Bude | jung Trach Théi Hb so/ e
cong R A . .z x Dién giai
vige cong nhi¢m gian Biéu mau
viéc
thue, néu nop ho so
khéng ding co quan co
tham quyén.
- Truwong hop hd so
khong dap tng day du
dieu kién giai quyét
theo quy dinh thi lap
Phiéu tir chdi tiép nhan,
giai quyét hd so theo
mau BM 03.
- Ghi day du 161 ching
thue chit ky (theo mau).
- Lay s6 chang thuc
chir ky.
B phan tiép : A - Vao s6 luu ching
Xt ly o | 02 gid HO6so | thye chit ky hodc ching
B3 hd so nhap vatra lam viée | tiép nha thue diém chi
két qua . i€p nhan uc diém chi.
- Thu phi theo quy
dinh.
- Trinh 1lanh dao Uy
ban nhan dan phuong,
x4, thi tran ky.
Lanh dao - Xem xét hd so va ky
Xem Uy ban nhan | 01 gio \ tén trén van ban, gidy to
B4 | xét, Ky | ) oD CUEIO ) sotrinh | e R > 1Ay 1
duyét dafl ph}rorAlg, lam viéc can ‘Achu’ng thuc chir
‘ x4, thi tran ky/diém chi.
- Pong dau Uy ban
Tra két nhan dan phuong, xa,
qua, thi trén.
lvu hd | B phan tiép 0.5 oic Két qua |- Luu 01 ban Gidy 1y
B5 S0, nhanvatra | ..’ g1o giai quyét, | quyén da ching thue
< i , lam viéc e A )
thong két qua chit ky/diém chi theo
ké va quy dinh.
theo doi - Tra ho so cho ¢ nhan,

coO yéu cau.
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IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT | Ma hiéu Tén biéu miu
1 BMO1 | Mau giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau phiéu yéu cau bo sung, hoan thién ho so
3 BM 03 | Mau phiéu tir chdi tiép nhan giai quyét hod so

Giay Uy quyén Vé viéc dung tén ké khai hudéng chinh sach
theo Quyét dinh s6 290/2005/QD-TTg ngay 08/11/2005 cua
Thu tudng Chinh phu (ban hanh kém theo Thong tu lién tich

4 4 s6 191/2005/TTLT-BOP-BLDTBXH-BTC ngay 07/12/2005
cua Lién By truong Bo Quoc Phong, Bo truong Bo Lao
dong Thuong binh va Xa hoi, B truong Bo Tai chinh)

5 // S6 chung thyce chir ky/chimg thwe diém chi

V.HO SO CAN LUU

STT | M4 hiéu Tén biéu miu
1 BM 01 | Mau gidy tiép nhan ho so va hen tra két qua
2 BM 02 | Mau phiéu yéu cau bo sung, hoan thién ho so (néu co)
3 BM 03 | Mau phiéu tir chdi tiép nhan giai quyét hod so

Giay Uy quyén Vé vi€c dung tén ké khai hudng chinh sach
4 // theo Quyét dinh s6 290/2005/QD-TTg ngay 08/11/2005 cia
Thu tudng Chinh phu (theo mau)

5 // S6 chung thyce chir ky/chimg thwe diém chi

6 // Céc ho so khac néu co theo van ban phap quy hién hanh
VL. CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chtng thyc chit ky va ching thue hop ddng, giao dich

- Thong 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 s6 diéu cua Nghi dinh s6
23/2015/ND-CP ngay 16 thang 02 nam 2015 cta Chinh phu vé cap ban sao tir s6 goc,
chimg thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
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quy dinh mtc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thwe

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thi tuc hanh chinh (c6 hiéu lyc thi hanh ké tir ngay 06 thang
01 nam 2019).
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MAU LOI CHUNG, MAU SO CHUNG THUC

(Ban hanh kém theo Nghi dinh s6 23/2015/NP-CP ngay 16 thang 02 ndm 2015 clia
Chinh phu)

1. Loi chitng chirng thwc chit ky

a) Loi chimg chimg thyc chit ky ctia mot nguoi trong mot gidy to, van ban

Tl (1) y e gi0 ..... phat
TOL(2) oo LA (3) o
Chirng thyc

Ong/ba ............. Gidy to tiy than (4) 0 ................... , cam doan d4 hiéu, ty chiu trach
nhiém ve€ ndi dung cia gidy to, van ban va da ky vao giay to, van ban trude mat ong/ba
............... 1a cong chure tiép nhan ho so.

S6 ching thuc ................ qQUYEN SO ......oeeii. (5) - SCT/CK, bC

Ngay ............. thang .......... nam .................

Nguoi thuc hién ching thuc ky, ghi 16 ho tén va dong dau (6)
b) Loi ching ching thuc diém chi.

Tl (1) ,..... g10 ... phut. To1
() e aB)

Chirng thyc

~ONE/MbA. ... Gidy chirng minh nhan dan/Ho chiéu s6 (4)............ , cam

doan da hiéu, ty chiu trach nhiém vé noi dung cia gidy to, vin ban va di diém chi vao gidy
td, van ban nay trudc mat toi.
S6 ching thuc ............... quyén sd ............ (5) - SCT/CK, bC

Nguoi thue hién chimg thyc ky, ghi 16 ho, tén va déng dau (6)
¢) Loi ching ching thuc trong trudng hop khong thé ky, diém chi dugc

Tl (1), ,..... g10 ..... phut. Toi
(2) ] a(G)

Chirng thyc

Ong/ba.................... Gidy chimg minh nhan dan/Ho chiéu s6 (4)............ , khong the ky,

diém chi duoc nhung cam doan da hiéu, tu chiu trach nhiém vé noi dung cua giay to, van
ban nay.
S6 ching thuc ........... quyénsd .......... (5) - SCT/CK, bC

Nguoi thue hién chimg thyc ky, ghi 16 ho, tén va déng dau (6)
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Chii thich

- (1) Ghi 13 dia diém thyuc hién ching thuc (vi du: UBND x4 A, huyén B); chi can ghi gio,
phut trong trudng hop chirng thuc ngoai tru sé.

- (2) Ghi 16 ho va tén ctia ngudi thuc hién ching thyec.

- (3) Ghi 18 chitc danh ctia ngudi thuc hién chirng thuc, keém theo tén co quan thuc hién
ching thyc (vi du: Cha tich Uy ban nhan dan xa A, huyén B, tinh C)

- (4) Ghi 15 loai gidy to 1a Chimg minh nhan dan/Thé can cudc cong dan/ Hp chiéu.

- (5) Ghi s6 quyén, nam thyc hién ching thuc va ky hicu sO chimg thue, vi du: quyén sé
01/2015-SCT/BS. Néu mot nam dung nhi€u so thi ghi s6 thu tu lién ti€p (vi du: quyén s6
02/2015-SCT/BS); truong hop s6 sir dung cho nhieu nam thi ghi s6 thir tw theo ting nam (vi
du: quyén s0 01/2015 + 01/2016 - SCT/BS).

- (6) Néu thuc hién tai Uy ban nhan dan cap xa thi Chu tich/Phé cha tich Uy ban nhan dan
ky, dong dau Uy ban nhén dan cap xa.

2. 86 Chitng thuc chit ky/chitng thic diém chi

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

Quyénsd (B): ......ovevvnn.. -SCT/CK.PC
Mg ngay ... thang ... nam ... (C)
Khoéa ngay ... thang ... nam ... (D)

Chu thich:

- (A) Néu la co quan thuc hién ching thyc thi ghi day du tén co quan, kém theo dia gidi
hanh chinh (Vi du: Uy ban nhan dan xa A, huyén B, tinh C)

- (B) Ghi ) quyép, nam thyc hién chimg thye (vi du: 01/2015. Néu 01 (mot) nam dung
nhicu s6 thi ghi s6 thi ty lién tiep (vi du: 02/2015); truong hop 01 (mot) s6 si dung cho
nhiéu nam thi ghi s6 tha tu theo ting nam (vi du: 01/2015 + 01/2016).

- (C) Ghi ngay, thang nim ma so.
- (D) Ghi ngay, thang, nam khoéa s6.
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3. Nji dung Sé Chirng thuc chir ky/chitng thwe diém chi

So }uc_mg
tht | thang, | CMND/Hp | 8810V a phi/ .
£ - A, .. ban da danh da duoc , | Ghi
tu/ s0 | nam | chi€u cia nguoi , e , Phi ,
, , A X - ching thyc | nguoi ky ching , chu
ching | chimg | yéu cau ching NN , . | ching
chit ky/diém ching thuc chir
thuc | thuc thuc , S ek thuc
chi thuc ky/diém
chi
D [ 3@ 3) 4) ) (6) M 16
Chii thich:

- (4) Pbi vdi ban chinh gidy to, vin ban bang tiéng nudc ngoai ma ngudi thuc hién ching
thuc khong xac dinh dugc tén cia ban chinh giay to, van ban thi chi can ghi theo khai bao
cua ngudi yéu cau chung thuc.

- (6) Thong ké theo sb gidy td, van ban ma ngudi thuc hién ching thyc di ky ching thuc
(Vi du: Mot loai giéy t0, van ban dugc 14p thanh 10 ban, ngudi thuc hién ching thuc ky
chimg thyc trong 10 gidy to, van ban do thi s6 luong gidy to, van ban di duoc chimg thyc
chit ky 1a 10; 05 loai giéy t0, van ban khac nhau, mdi loai duogc 1ap thanh 01 ban, nguodi thuc
hién chang thyuc ky ching thuc trong 05 loai gidy to, van ban d6 thi s6 luong gidy to, vin
ban dd duoc chimg thuc chit ky 14 05; 10 ngudi ky trong mot gidy to, vin ban, nguoi thuc
hién chang thyuc ky chimg thuc trong gidy to, vin ban d6 thi s6 luong gidy to, vin ban da
duoc ching thuc chit ky 14 01.

- (7) Ghi theo 1€ phi chiing thyc dugc thuc hién tai Uy ban nhan dan cr?ip X4.
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4. Méu Gidy Uy quyén (theo Quyét dinh sé 290/2005/QP-TTg ngay 08/11/2005 ciia Thii
twong Chinh phi)

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

GIAY UY QUYEN
Vé viéc dirng tén ké khai hwéng chinh sich
theo Quyét dinh s6 290/2005/QP-TTg ngay 08/11/2005
cua Thu twéng Chinh phu

Kinh giri: Uy ban nhan dan x3 (phuong)......... ...............
huyén.................... tinh (thanh phd)..................
Téntorla:............ Nam sinh
QUE UAN . .. e
Noi ding ky hd Khau thuong triis. .. ......oooo s e
La................ CUA ONG (BA). ..ot

thudc dbi tuong duogc thyuc hién theo Quyét dinh sé 290/2005/QD-TTg ngay 08/11/2005 cua
Thu tuéng Chinh phu.

Nay ty quyén cho Ong (Ba)...........coo. ooiiiie i, quan hé véi doi
ONE LA, .
HO  khau  thwong tra  tai  x&  (phwong)........................ huyén
(quan).................oooe e tinh (thanh pho).................. ...
Chiu trach nhiém dimg tén ké khai dé hudng ché do, chinh sach.
Xdac nhan Ngudi iy quyén

cia Uy ban nhan dan xa (phuong) (Ky, ghi r0 ho, tén)
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QUY TRINH 6
Chirng thuc di chic
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
Chung minh nhan dén{Cén cudc Ban chinh hoac
01 cong dan hoac HO chiéu con gia 01 ban sao co
tr1 sir dung chirng thuc

Giay to tuy than con gid tri st
dung cua nguol lam chung
(truong hop can c¢6 ngudi lam
ching)

02 01 Ban chinh

Du thao di chuc (hodc nguoi lap
di chiic ¢ thé tuyén bd noi dung
cua di chuc trude mat nguoi thue | Theo nhu cau cua
03 | hién chimg thwc. Nguoi thuwe hién | nguoi yéu cau Ban chinh
chirng thuc phai ghi chép lai chirng thure
chinh xac ndi dung ma nguoi 13p
di chuc d3 tuyén bo)

Gidy chimg nhan quyén so hitu,
quyén st dung hodc ban sao giay
to thay thé duwoc phap ludt quy
dinh d6i véi tai san ma phap luat
quy dinh phai diang ky quyén so
hitu, quyén st dung trong truong
hop di chic cé nd1 dung lién quan
dén tai san do, trir truong hop
ngudi 1ap di chuc dang bi cai chét
de doa dén tinh mang.

Ban sao ¢6 ban
01 chinh

de do1 chieu

04

Vin ban yéu cau chimg thuc ngoai
05 |tru s& (trong truong hop chung 01 Ban chinh
thuc ngoai tru sé)
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiep “23‘; va tra ket Thoi gian xir Iy Phi chig thue
Khéng qua 02 ngay lam viéc, ke
B6 phan Tiép nhan va tra | tir ngay nhan di ho so yéu cau
X R ~ 50.000
két qua cua Uy ban,nhan chirng thuc hoac cé @he kéo dai ddne/trudne h
dan phuong, x4, thi tran hon theo thoa thuén bang van ban & £nop
vo1 ngudl yéu cau chung thue.

III. TRINH TU XU LY CONG VIEC

Bude | Noidung | Trich Théi Hb so/ L
cong . n A . .2 x Dién giai
oA cong viéc nhi¢m gian Biéu mau
viéc ;
Bl Nop hd so Canhan Gio ,hanh Theo muc | Thanh phan h6 so
: chinh theo muc I
- Kiém tra noi dung
van ban, gidy to yéu
cég ching thuce, cac
gidy to tuy than va
nang luc hanh vi cia
nguot lap di chuc.
- Truong hop ho so
day du va hop 1€ thi
yéu cau nguoi lap di
. Theo muc I, | ¢hic ky hoac diém
Kiém tra | B9 phan 05ngay | BMOL, chi vao timg trang
B2 va tieép ticpnhanva | . %, cua ban di chuc sau
A 1A s 4. . | lam viéc BM 02, e REpndhts
nhin ho so | tra két qua BM 03 khi xac nhan ban di

chiuc da duoc ghi
chinh xac va the
hién dung y chi cua
nguoi 1ap di chuc;
Lap giay tiép nhan
ho so va hen tra két
qua theo mau BM
01; thuc hién tiép
budc B3.

- Truong hop hod so
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Buéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho so/
Biéu mau

Dién giai

chua dﬁy du hoac
chwa hop 1€ thi
huéng dan  nguoi
yéu cau chung thuc
bo sung, hoan thién
ho so theo mau BM
02, hoiac huéng dan
ndp hd so dén co
quan c6 tham quyén
chirng thuec, néu nop
ho so khong ding co
quan c6 tham quyén.
- Truong hop hod so
khong dap ung day
du diéu kién giai
quyét theo quy dinh
thi 1ap Phiéu tir choi
tiép nhan, giai quyét
ho so theo mau BM
03.

B3

Xir Iy ho so

Bo phan
ti€p nhan va
tra két qua

0,5 ngay
lam viéc

HO so
tiép nhan

- Ghi day du loi
chung (theo mau).

- Lay s6 chimg thye.
- Vao s0 luu chimg
thuec.

- Thu phi theo quy
dinh.

- Trinh 1anh dao Uy
ban nhan dan
phurong, x4, thi tran
ky.

B4

Xem xét,
Ky duyét

Lanh dao
Uy ban
nhan dan
phuong, xa,
thi tran

0,5 ngay
lam viéc

Hd so trinh
ky

- Xem xét ho so va
ky tén trén ban di
chiic can chimg thuc
chit ky hodc diém
chi.
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Bubc| Noidung | Trich Thoi Hb so7 s
cong . A A . .z x Dién giai
" cong viéce nhi¢m gian Biéu mau
viéc ;
Trz;l kéth | s Két aut wiai | PONE dau.
A 0 0 pha et qua giai 5
qua, u’,}l o1 pr‘m .| 0,5 ngay q 4 & - Tra ho so cho ca
B3 so, thong | tiCp nhan va lam viéc quyet, nhan, c6 yéu cau
ké va theo | tra két qua ' 0¥ '
doi
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéc:

STT M3 hiéu Tén biéu miu
1 BM 01 Mau giay tiép nhan ho so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét hod so
4 // S6 chung thye hop dong/giao dich

V.HO SO CAN LUU

STT M3 hiéu Tén biéu miu
1 BM 01 Mau giay tiép nhan ho so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét hod so
4 // S6 chung thye hop dong/ giao dich
5 // Céc ho so khac néu co theo van ban phap quy hién hanh

VI.CO SO PHAP LY

- B6 luat Dan sw ngay 24 thang 11 nam 2015

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, chtng thyc chit ky va ching thue hop ddng, giao dich

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao

dich
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- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thue.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién

thong trong giai quyét thu tuc hanh chinh.
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MAU LOI CHUNG, MAU SO CHUNG THUC
(Ban hanh kém theo Nghi dinh s6 23/2015/NP-CP ngay 16 thang 02 ndm 2015 clia

Chinh phu)
1. Loi chigng chirng thuc di chuc
Ngdy ............ thang .......... nam ............. (Bangchtr ......................o )
Tai oo BTO1..oeii (5),1a(6).ccoeviiiii
Chirng thuc
~ONE/MA L. Gidy chang minh nhan dan/H¢ chiéu s6 (3)............ da ty

nguyén 1ap di chic nay va da cam doan chiu trach nhiém trudc phap luat vé noi dung cia di
chuc.

- Tai thoi diém chung thyc, ong/ba ...................... minh man, sging sudt, nhan thic va
lam chu dugc hanh vi cua minh, tu nguyén 1ap di chic va da ky/diém chi (9) vao di chic
nay trudc mat toi.

Di chic nay duoc lap thanh ...... ban chinh (mdi ban chinh g?)m .....t0, ....trang); giao cho
ngudi lap di chac ...... ban; luu tat UBND xa/phuong/thi tran 01 (mot) ban.

S6 chimng thuc ............ quyénso ......... (1) - SCT/Hb,GD

Ngudi thye hién chimg thuc ky, dong dau (2)
Chii thich:
- (1) Ghi theo thong tin d4 ghi tai bia s6 chimg thuc (vi du: 01/2015).

- (2) Néu thyc hién tai Uy ban nhan dén cap xa thi Chu tich/Ph6 chi tich Uy ban nhan dan
ky, dong dau Uy ban nhén dan cap xa.

- (3) Néu la Gidy chimg minh nhan dan thi gach ngang Ho chiéu, néu 1a Ho chiéu thi gach
ngang cum tu Gidy chirng minh nhén dan.

- (4) Ghi 1o dia diém thuc hién chung thyc (vi du: UBND x3 A, huyén B); chi can ghi gio,
phut trong trudng hop chirng thuc ngoai tru sé.

- (5) Ghi 14 ho va tén cia Nguoi thuc hién chung thyc.

- (6) Ghi 16 chic danh cua ngu(‘yi thuc hién ching thuc, kém theo tén co quan thyc hién
ching thyc (vi du: Cha tich Uy ban nhan dan xa A, huyén B, tinh C)

- (9) Néu ky thi gach ngang cum tir “diém chi”, néu diém chi thi gach ngang tir “ky”.



CONG BAO/S6 101+102/Ngay 15-5-2020 47

2. 86 Chitng thue hop dong, giao dich

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phuc

Quyén s6 (B): ....ccovvnnn. -SCT/HP.GD

Mg ngay ... thang ... nam ... (C)

Khéa ngay ... thang ... ndm ... (D)

Chu thich:

- (A) Néu la co quan thyc hién ching thuc thi ghi day du tén co quan, kém theo dia gidi
hanh chinh (Vi du: Uy ban nhan dan xa A, huyén B, tinh C)

- (B) Ghi ) quyép, nam thyc hién chimg thye (vi du: 01/2015. Néu 01 (mot) nam dung
nhicu s6 thi ghi s6 thi ty lién tiep (vi du: 02/2015); truong hop 01 (mot) s6 s dung cho
nhiéu nam thi ghi s6 tha tu theo ting nam (vi du: 01/2015 + 01/2016).

- (C) Ghi ngay, thang nim ma so.
- (D) Ghi ngay, thang, nam khoéa s6.

3. 86 chitng thue hop dong, giao dich

, Ned o Ho tén,
Séthir | (2% | Hotén,sd Gidy | Tenhop | chic | .
tu/ sO - & CMND/ H¢ chieu | dong, giao danh ,,p C o

, nam \ AN : .1 | chung Ghi chu
ching , cuanguoi yéu cau | dich dugoc | nguoi ky
chung . , , thuc
thuc th chung thuc chung thuc chung
uc
thuc
O] 2) €)) “4) 3) (6) ()
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QUY TRINH 7

Chirng thue viin ban tir chdi nhén di sin 1a dong san
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
CAhu’ng Ammhvnhari dar;ﬁCan‘ cudc Ban chinh hodc
cong dan hodac HO chi€u con gia \ . 1.
01 . i A 01 ban sao co6 ching
tri st dung cua nguoi yéu cau
, thuc
chirng thure
02 Gridy t(? tuy than con gla trl su 01 Ban chinh
dung cuia nguoi lam chung
. o t. o . . | Theonhu cau cia
Du thao van ban tir choi nhan di N , ,
03 s aA , nguot yéu cau Ban chinh
san la dong san ]
chirng thure
04 G1a3‘/‘t0; chp’qg qmmhA tho1 di€ém 01 Ban chinh
nguoi dé lai di san chét
Giay to chimg minh quan h¢ cua
05 | nguoi tir chdl nhan di san doi1 voi 01 Ban chinh
nguol deé lai di san
Vin ban yéu cau chung thuc
06 |ngoai tru s& (trong truong hop 01 Ban chinh
chung thuc ngoai tru sé)
II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHI
Noi tiép nhin va tra két qua Thoi gian xir Iy Phi chirng thue
Khéng qua 02 ngay lam viéc,
B6 phan Tiép nhan va tra két kf tu neay nhan du }}O Soyey
Ui cia Uy ban nhan dan | €& chp’ng thuc hodc co thé ‘ 50.000
q kéo dai hon theo thoa thuan | dong/trrong hop

phuong, x4, thi tran

bang van ban véi nguodl yéu
cau chung thue.
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III. TRINH TU XU LY CONG VIEC

Buwéc
cong
viéc

N¢i dung
cong viéc

Trach
nhiém

Thoi
gian

Ho so/
Biéu mau

Dién giai

Bl

Nop ho
SO

Canhan

Gio hanh
chinh

Theo muc
I

Thanh phan ho so theo
muc |

B2

Kiém tra
va tiép
nhin hd
SO

Bo phan

tiép nhan

va tra két
qua

0,5 ngay
lam viéc

Theo muc
I, BMO01,

BM 02,
BM 03

- Kiém tra néi dung
van ban, giay to yéu
cau chirng thwe, cac
gidy to tuy than va
nang luc hanh vi cua
nguol 13p van ban tu
choi nhan di san.

- Trudong hop hd so
day du va hop 1& thi
yéu cau nguoi tir choi
nhan di san la dong
san ky hodac diém chi
vao van ban; Lap gidy
tiép nhan hd so va hen
tra két qua theo mau
BM 01; thuc hién tiép
budc B3.

- Truong hop hoé so
chua dﬁy du hoac chua
hop 1& thi huéng dan
ngudi yéu cau chimg
thye bo sung, hoan
thién hd so theo mau
BM 02, hoiac hudng
dan nop ho so dén co
quan c6 tham quyén
chirmg thuec, néu nop
ho so khong dung co
quan c6 tham quyén.

- Truong hop hoé so
khong dap tng day du
diéu kién giai quyét
theo quy dinh thi lap
Phiéu tr chdi tiép
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Buoe | Noi dung | Trich Thoi Hb so/ L
cong . A A . .z x Dién giai
. n cong viéc | nhi¢m gian Biéu mau
viéc ;
nhén, giai quyét ho so
theo mau BM 03.
- Ghi day du 161 ching
(theo mau).
- Lay sb chimg thuec.
| Bophén ‘ - Vao s0 luu chimg
B3 Xwly ho | ti€pnhén | 0,5 ngay Héso | thye.
SO va tl‘élqkét lélm ViéC t]ép nhén - Thu phl' theo quy
qua dinh.
- Trinh 1anh dao Uy
ban nhan dan phuong,
x4, thi tran ky.
Lanh dao - Xem xét hd so va ky
Xem xét, UY ba£1 0,5 ngay Ho so van qban‘ tui ChOIW nha:Am
B4 K9 duvét nhan dan 14m vidc trinh di san la dong san can
y auye phuong, ‘ chang thuc chit ky
x4, thi tran hoéac diém chi.
Tra két .
qua, lvu | BO phan - Pong dau.
ho so, ti€pnhan | 0,5ngay | Kétqua |- Tra ho so cho ca
BS A ~ \ 5 A \ s A s g A A r A A
thong ké | vatrakét | lam viéc | gidi quyé€t | nhan, cé yéu cau.
va theo qua
doi
IV. BIEU MAU
Cic biéu miu sir dung tai cic budc cong viée:
STT | Mi hiéu Tén biéu miu
1 BMO1 | Mau giay tiép nhan ho so va hen tra két qua
2 BM 02 | Mau phiéu yéu cau bo sung, hoan thién ho so
3 BM 03 | Mau phiéu tir chdi tiép nhén giai quyét hod so
4 // S6 chung thye hop dong/giao dich
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V.HO SO CAN LUU

STT | Ma hiéu Tén biéu miu

1 BM 01 Mau giay tiép nhan ho so va hen tra két qua

2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so

3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét ho so

4 // S6 chung thue hop dong/giao dich

5 // Vin ban tir chdi nhan di san 1a dong san da duoc chung
thuc

6 // Céc ho so khac néu co theo vin ban phap quy hién hanh

VI. CO SO PHAP LY

- B6 luat Dan s ngay 24 thang 11 nam 2015.

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thyc chir ky va chung thue hop dong, giao dich.

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh mtc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thwe

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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MAU LOI CHUNG, MAU SO CHUNG THUC
(Ban hanh kém theo Nghi dinh sé 23/2015/ND-CP ngay 16 thang 02 nim 2015 ciia Chinh phit)

1. Loi chitng chikng thuc vin bdn tir chéi nhin di sin

Ngdy ............ thang .......... nam ............. (Bang chit
............................................. )

Tai oo (4).TO1 oo (5),1a(6)............
Chirng thuc

- Van ban tir chdi nhan di san nay duoc lapbdéiong/ba..................... Gidy chiang minh
nhan dan/Ho chiéu s6 (3)............... ;

- Ong/ba ................ da cam doan chiu trach nhiém trudc phap luat vé noi dung cua van

ban tir chdi nhén di sén.

- Tai thoi diém chung thyc, ong/ba ................... minh man, nhan thic va lam chia duoc

hanh vi cua minh, tg nguyén tir chéi nhéan di san va da ky/di€ém chi (9) vao van ban tir choi

nhan di san nay trudc mat toi.

Vin ban tir chdi nhan di san nay duoc lap thanh ... ban chinh (mdi ban chinh gom ... to,
...... trang), giao cho nguoi tir choil nhén di sén ... ban; luu tat UBND xa/phudng/thi tran 01
(mot) ban.

S6 ching thuc .............. quyénsd .......... (1). - SCT/Hb,GD

Ngudi thye hién chimg thuc ky, dong dau (2)
Chii thich:
- (1) Ghi theo thong tin d4 ghi tai bia s6 chimg thuc (vi du: 01/2015).

- (2) Néu thye hién tai Uy ban nhan dan cap x4 thi Chu tich/Phé chu tich Uy ban nhan dan
ky, dong dau Uy ban nhan dan cap x4;

- (3) Néu la Gidy chimg minh nhan dan thi gach ngang Ho chiéu, néu 1a Ho chiéu thi gach
ngang cum tu Gidy chirng minh nhén dan.

- (4) Ghi 1o dia diém thuc hién chung thyc (vi du: UBND x3 A, huyén B); chi can ghi gio,
phut trong trudng hop chirng thuc ngoai tru sé.

- (5) Ghi 14 ho va tén cia Nguoi thuc hién chung thyc.

- (6) Ghi 16 chic danh cua ngu(‘yi thuc hién ching thuc, kém theo tén co quan thyc hién
ching thyc (vi du: Cha tich Uy ban nhan dan xa A, huyén B, tinh C)

- (9) Néu ky thi gach ngang cum tir “diém chi”, néu diém chi thi gach ngang tir “ky”.
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2. 86 Chitng thue hop dong, giao dich

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

Quyén sd (B): ...oevvvennn.. -SCT/HDP.GD
Mg ngay ... thang ... nam ... (C)
Khoéa ngay ... thang ... nam ... (D)

Chii thich:

- (A) Néu la co quan thuc hién ching thyc thi ghi day du tén co quan, kém theo dia gidi
hanh chinh (Vi du: Uy ban nhan dén xa A, huyén B, tinh C; Phong Tu phap huyén B, tinh
O

- (B) Ghi ) quyép, nam thyc hién chimg thye (vi du: 01/2015. Néu 01 (mot) nam dung
nhicu s6 thi ghi s6 thi ty lién tiep (vi du: 02/2015); truong hop 01 (mot) s6 si dung cho
nhiéu nam thi ghi s6 tha tu theo ting nam (vi du: 01/2015 + 01/2016).

- (C) Ghi ngay, thang nim ma so.

- (D) Ghi ngay, thang, nam khoéa s6.

3. 86 chitng thue hop dong, giao dich

, Ned o Ho tén,
Séthir | B | Hotén,s6Gidy | Tenhop | chic | .
tu/ 6 S | CMND/ Ho chiéu | ddng, giao | danh - P .
, nam \ AR : .1, | ching | Ghichu
ching , cuanguoi yéu cau | dich duoc | nguoi ky
chung . , , thuc
thuc chung thuc chung thuc chung
thuc
thuc
@ 2) 3) “4) 3) (6) )
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QUY TRINH 8
Chirng thwe viée sira ddi, bo sung, hity bé hop dong, giao dich
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT

Tén ho so

S6 lwong

Ghi chu

01

Chung minh nhan dan/Can cuédce
cong dan hoac HO chiéu con gia
tri sit dung cua ngudi yéu cau
chirng thuc

01

Ban chinh hoac ban
sao co chung thuc

02

Giay to tuy than con gid tri st
dung cuia nguoi lam ching

01

Ban chinh

03

Hop ddng giao dich di duoc
ching thure

01

Ban chinh

04

Du thao hop dong, giao dich sira
do6i, bo sung, huy bo hop dong,
giao dich da duoc chimg thue

01

Ban chinh

05

Vian ban théa thuan vé viéc stra
doi, bd sung, huy bo hop dong,
giao dich cia cac bén tham gia
hop dong giao dich

01

Ban chinh

06

Gidy chimg nhan quyén so hitu,
quyén sir dung hodc gidy to thay
thé dugc phap luat quy dinh doi
vo1 tai san ma phap luat quy dinh
phai dang ky quyén s& hitu, quyén
sir dung; trir tredng hop nguoi 1ap
di chiac dang bi cai chét de doa
dén tinh mang (trong trudng hop
ndi dung stra doi, bod sung dich ¢
lién quan dén tai san)

01

Ban sao kém ban
chinh dé doi chiéu

07

Vin ban yéu cau chimg thuc ngoai
tru so (trong truwong hop ching
thuc ngoai tru sé)

01

Ban chinh
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II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhan va tra két

qua

Thoi gian xwr ly

Phi chung thuc

Bo phan Tiép nhan va tra két
qua cia Uy ban nhan dan
phuong, x4, thi tran (noi da
chitng thuc hop dong giao

dich trudc ddy)

sau 15 gio

Trong ngay ti€p nhan yéu cau
hoiac trong ngay lam viéc tiép
theo, néu ti€p nhan yéu cau

~30.000
dong/truong hop

III. TRINH TU XU LY CONG VIEC

Bube | Noidung | Tréch . Hb so/ N
cong N . n n Thol gian .2 x Dién giai
o n cong viec nhi¢m Bi€u mau
viéc
Cé nhan, t6
chuc da ‘ ‘
A 1A tham gia | Gio hanh Thanh phan hé so
Bl Nop ho so hop dong chinh Theo muc I theo muc [
giao dich
trudce day
- Kiém tra néi dung
van ban, gidy to yéu
cau chimg thwe, cac
gidy to tuy than va
nang luc hanh vi cua
ngudi yéu cau chimg
thuec.
- Truong hop ho so
K Bo phén 05 | [heomuc| g3y dy va hop 1¢ thi
1em tra | e nhan ’ LBMOL, | yay cAu céc bén th
B2 | vatiép P | giolam ysu cau cac et fham
nhan hd so | V2 traqket vide BMO02, |gia hop dong giao
: qua ' BM 03, | dich ky vao hop dong,
giao dich; Lap giay
tiép nhan va hen tra
két qua theo mau BM
01 (d6i voi truong
hop tiép nhan hod so
sau 15 gi0); thuc hién
tiép budc B3.
- Truong hop ho so




56

CONG BAO/S6 101+102/Ngay 15-5-2020

Buwéc
cong
viéc

Noi dung
cong viéc

Trach
nhiém

Thoi gian

Ho so/
Biéu mau

Dién giai

chua day du hodc
chua hop 1€ thi hu’O’ng
dan nguoi yéu cau
chirng thuce bo sung
ho so theo quy dinh,
hodc hudéng dan nop
ho so dén co quan ¢o
tham quyén chimg
thue, néu nép hod so
khong dung co quan
c6 tham quyeén.

- Truong hop ho so
khong dap ung day du
diéu kién giai quyét
theo quy dinh thi 1ap
Phiéu tr chdi tiép
nhan, giai quyét ho so
theo mau BM 03.

B3

Xir Iy ho
SO

Bo phan

tiép nhan

va tra két
qua

02 gio
lam viéc

HO so
tiép nhan

- Ghi day du loi
chimg tuong 1ng
vol tung loai hop
dong, giao dich
(theo mau).

- Lay sb chimg thuec.
- Vao sb lvu chung
thuec.

- Trinh 1anh dao Uy
ban  nhan dan
phuong, x4, thi tran
ky.

B4

Xem xét,
Ky duyét

Lanh dao
Uy ban
nhan dan
phuong,
x4, thi tran

01 gio
lam viéc

Hd so trinh
ky

Xem xét ho so va ky
tén trén hop dong,
giao dich sura dbi, bod
sung, hay bdé hop
ddng, giao dich.
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Bude | \sidung | Trich e Hb so/ P
cong N ‘n ‘n Thoi gian 2 x Dién giai
. n cong viec nhi¢m Bi€u mau
viéc
o - Pong dau.
Tr? ket B6 phan x, . |- Thu phi theo quy
qua, lww | e than | 05gi0 |t 9| dinh
B5 | hb so, PO | By | giaiquyét, | ,
X n va tra ket lam viéc - Tra ho so cho ca
thong ke ua hn. o6 vy ch
va theo dai q nhan, ¢6 yéu cau.
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT M3 hiéu Tén biéu miu
1 BM 01 Mau gidy tiép nhan hd so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // S6 chung thue hop dong/giao dich

V.HO SO CAN LUU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT M3 hiéu Tén biéu miu
1 BM 01 Mau giay tiép nhan ho so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // S6 chung thue hop dong/giao dich
5 // Céac ho so khac néu cé theo van ban phap quy hién
hanh

VI.CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thyc chir ky va chung thue hop dong, giao dich.

- Thong 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 s6 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,
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chimg thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thue.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién

thong trong giai quyét thu tuc hanh chinh.
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QUY TRINH 9

Sira 15i sai sot trong hop dong, giao dich di dwoc chirng thuc
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn déan thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
Van ban thoa thuén cua cac bé{l

o1 | tham sia hop dong, wao dich ve| Bin chinh
viéc stra 161 sai trong hop dong,
giao dich

02 Hop dong, giao dich da duoc 01 Ban chinh
chirng thuc

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhan va tra két
qua

Thoi gian xwr ly

Phi

Bo phan Tiép nhan va tra két
qua cia Uy ban nhan dan
phuong, x4, thi tran (noi di
chitng thwe hop dong giao
dich trwoce day)

Trong ngay tiép nhan yéu
cau hodc trong ngay lam
viéc tiép theo, néu tiép nhan
yéu cau sau 15 gios

25.000 dong/

hop ddng, giao dich

III. TRINH TU XU LY CONG VIEC

Buwéc Noi A
oi Ho so/ x
cong | 9“U2 | Trich nhigm | P01 | TOSY Dién gidi
‘A cong * gian Biéu mau
viée -
; viéc
Ca nhan, t6
Nop hé | Chic datham | Gio Thanh phan hd so theo
Bl : giahop dong | hanh | Theo mucl
SO ) ) , muc |
giao dich chinh
trudce day
Kien} B phan tiép 0,5 Theomuc |- Kiém tra noi dung
B2 trfl’{va nhénvatra | giylam | LBMOL, |van ban, gidy to yéu
t’l\ep A ket qua viéc BM 02, cau chung thue.
nhan ho '
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Buwéc
cong
viéc

Noi
dung
cong
viéc

Trach nhiém

Thoi
gian

Ho so/
Biéu mau

Dién giai

SO

BM 03

- Truwong hop ho so day
da va hop 1€ thi 1ap
gidy tiép nhan hd so va
hen tra két qua theo
mau BM 01(d6i véi
truong hop tiép nhan
hd so sau 15 gio); thuc
hién tiép B3.

- Truong hop hd so
chua dﬁy du hoac chua
hop 1& thi hudéng dan
ngudi yéu cau ching
thuc bd sung, hoan
thién hd so theo mau
BM 02, hodac huéng
dan nop hd so dén co
quan co tham quyén
chirng thuec, néu nop ho
so khong dang co quan
c6 tham quyén.

- Truong hop hd so
khong dap tng day du
diéu kién giai quyét
theo quy dinh thi lap
Phiéu tir choi tiép nhan,
giai quyét ho so theo
mau BM 03.

B3

Xir Iy
ho so

Bo phan tiép
nhan va tra
két qua

02 giv
lam viéc

HO so
tiép nhan

- Ghi day du 1oi chung
twong ung voi tung loai
hop ddng, giao dich
(theo mau).

- Lay s6 chimg thyec.

- Trinh lanh dao Uy
ban nhan dan phuong,
x4, thi tran ky.
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Buwéc Noi A
n dung . - Thoi Ho so/ K ne
cong A Trach nhiém . 2 x Dién giai
A cong gian Biéu mau
viéc -
: viéc
Xem xét ho so néu day
du theo quy dinh thi
N : . | gach chan 161 sai sot
Xem Lanh d? © [{y .. | HOosotiép |can sira, ghi vao bén 1€
\ , | bannhan dan | 01 gio A , A ;
B4 | xét, Ky : O I nhan cua hop dong, giao
n phuong, xa, | lam viéc ) ~ Lo
duyét 7 dich n61 dung da sura;
: thi tran A - N
ky tén, ghi ho tén cua
nguwdl swa va ngay
thang nam stra.
Tra két ,
qua, , , - Dong dau.
lwu ho | Bo phan tiép " Kétqua |- Thu phi theo quy
SR 0,5 g1o X .
B5 S0, nhan va tra . A gial quyet | dinh.

. R’ ) lam viéc s ,
thong ket qua - Tra hd so cho ca
ké va nhan, cé yéu cau.

theo doi
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT M3 hiéu Tén biéu miu
1 BM 01 Mau giay tiép nhan ho so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét hod so

V.HO SO CAN LUU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT M3 hiéu Tén biéu miu
1 BM 01 Mau gidy tiép nhan hd so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // Céc ho so khac néu co theo vin ban phap quy hién hanh
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V1. CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thyc chir ky va chung thue hop dong, giao dich.

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thue.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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QUY TRINH 10
Cép bin sao ¢6 chimg thue tir ban chinh

hop dong, giao dich di dwoc chimg thuc
(Ban hanh kém theo Quyét dinh s6 1114/0P-UBND
ngay 30 thang 3 nam 2020 cuia Chii tich Uy ban nhdn dén thanh phé)

I. THANH PHAN HO SO

STT Tén ho so S6 lwong Ghi chu
Giay chimg minh nhan dan/Cin , , . 1
01 cude cong dan hodac HO chiéu con 01 Ban chinh hogc ban

gia tr1 st dung

sao co chung thuc

II. NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA PHi

Noi tiép nhan va tra két

qua

Thoi gian xir ly

Phi

Bo phan Tiép nhan va tra két
qua cia Uy ban nhan dan
phuong, xa, thi tran (noi
dang lwu triv hop dong, giao

dich)

Trong ngady tiép nhin yéu
cau hoic trong ngay lam viéc
tiép theo, néu tiép nhan yéu
cau sau 15 gio

2.000 dong/ trang.
Tu trang tha 3 tro

1én  thi 1.000
dong/trang, nhung
muc thu toi da

khong qua 200.000
dong/ban

III. TRINH TU XU LY CONG VIEC

use | N0 ‘
NU¢ | dung o Thoi | Hdso/ P
cong A Trach nhiém . 2R Dién giai
. n cong gian Bi€éu mau
viéc o
viéc
Ca nhan, t6
chue da tham
gia hop dong
A 1A giao dich S ‘ A 1A
B1 Nop ho trude day: Gio hanh Theo muc I Thanh phan hé so
SO’ . chinh theo muc I
nguoi cd

quyén, nghia
vu lién quan
dén hop dong
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Buéc
cong
viéc

Noi
dung
cong
viéc

Trach nhiém

Thoi
gian

Ho so/
Biéu mau

Dién giai

B2

Kiém
tra va
tiép
nhan hd
SO’

B6 phan tiép
nhan va tra ket
qua

0,5 gio
lam viéc

Theo muc
I, BM 01,

BM 02,
BM 03

- Kiém tra thanh
phan ho so.

- Trudong hop hd so
day du va hop 1é thi
lap gidy tiép nhan hd
so va hen tra két qua
theo mau BM 01(dbi
voi truong hop tiép
nhan hd so sau 15
gid); thyc hién tiép
B3.

- Trudong hop hd so
chua dﬁy du hoac
chwa hop 1€ thi
huéng dan ngudi yéu
cau chtimg thuc bb
sung, hoan thién ho
so theo mau BM 02,
hodc huéng dan nop
ho so dén co quan ¢6
tham quyén chung
thue, néu ndp hod so
khong diung co quan
c6 tham quyeén.

- Trudong hop hd so
khong dap ung day
do didu kién giai
quyét theo quy dinh
thi 1ap Phiéu tir choi
tiép nhan, giai quyét
ho so theo mau BM
03.

B3

Xir Iy
ho so

B6 phan tiép
nhan va tra ket
qua

02 gio
lam viéc

HO so
tiép nhan

- Tién hanh chup tu
ban chinh hop dong,
giao dich dang dugc
luu trir.

- Ghi day du 1oi
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Bué Noi .
YC | dung L Thoi Hb so/ P
cong . Trach nhiém . .2 x Dién giai
. n cong ’ gian Biéu mau
viéc n
viéc
ching ching thuc
ban sao tir ban chinh
theo mau quy dinh,
- Lay sb6 vao so luu
chirng thue theo quy
dinh.
- Trinh 1anh dao Uy
ban nhan dan
phuong, x4, thi tran
ky.
Xem Lanh d? © [{y . A . Xem xét hd so va ky
. , | ban nhan dan 01 gio6 | HO so trinh e 1 A
B4 xét, Ky . ~ . o , duyét ban sao can
duvét phu’O’ng? X4, lam viéc ky chime thue
ye thi tran & e
Tra i‘ét - Déng dau.
qll:g’s(l:u B6 phan tiép 0.5 oidy Kétqua |- Thu phi theo quy
B5 >% | nhanvatrakét | >0 B | giai quyét, | dinh
thong ua lam viéc N )
Ké va q - ”l:ra I}o Aso* Sho ca
theo dbi nhan, cé yéu cau.
IV. BIEU MAU

Cac biéu mau s dung tai cac bwéc cong viéce:

STT M3 hiéu Tén biéu miu
1 BM 01 Mau gidy tiép nhan hd so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bd sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // SO chirg thue ban sao tir ban chinh
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V.HO SO CAN LUU

STT M3 hiéu Tén biéu miu
1 BM 01 Mau gidy tiép nhan hd so va hen tra két qua
2 BM 02 Mau phiéu yéu cau bo sung, hoan thién ho so
3 BM 03 Mau phiéu tir chdi tiép nhan giai quyét ho so
4 // SO chirg thue ban sao tir ban chinh
5 H Céac ho so khac néu co theo vin ban phap quy hién
hanh

VI.CO SO PHAP LY

- Nghj dinh s6 23/2015/ND-CP ngay 16 thang 02 nam 2015 cua Chinh phu veé
cap ban sao tir ban chinh, ching thyc chir ky va chung thue hop dong, giao dich.

- Thong 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 s6 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 thuc ban sao tir ban chinh, ching thuc chit ky va chimg thue hop dong, giao
dich.

- Théng tu s6 226/2016/TT-BTC ngay 11 thang 11 nam 2016 cia Bo Tai chinh
quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chimg thue.

- Thong tu s6 01/2018/TT-VPCP ngay 23 thang 11 nam 2018 ciia Vin phong
Chinh phu huéng dan thi hanh mét sé quy dinh cia Nghi dinh s6 61/2018/ND-CP
ngay 23 thang 4 nam 2018 cua Chinh phu vé thue hién co ché mot ctra, mot cua lién
thong trong giai quyét thu tuc hanh chinh.
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MAU LOI CHUNG, MAU SO CHUNG THUC
(Ban hanh kém theo Nghi dinh s6 23/2015/NP-CP
ngay 16 thang 02 nam 2015 cua Chinh phu)

1. Loi chirng chirng thuwc ban sao tir ban chinh
Chirng thuc ban sao ding véi ban chinh

S6 ching thuc .......... quyénsd ........... (1) - SCT/BS

Nguoi thuc hién chimg thuc ky, ghi 16 ho, tén va déng dau (2)

2. 86 Chitng thue bdn sao tir bin chinh

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc

Quyénsd (B): ......ovevvnn.. -SCT/BS
Mg ngay ... thang ... nam ... (C)
Khoéa ngay ... thang ... nam ... (D)

3. Néi dung s6 chikng thue bdn sao tir ban chinh

sé | Naay, Hc‘;lffél Séban | Lé
thir thang, Ho tén cia | Tén cta ban sao da phi/ .
A < A A , <A danh , Ghi
tu/ s nam nguoi yéu cau | chinh gidy e duogc Phi ,
, , . 2 nguoi ky , , chu
chung | chiung chung thuc | t0, vin ban . ching | chung
chung
thuc thuc thuc thuc
thuc
(D 2 3) 4) ) (6) M 1 ®

(Xem tiép Cong bdo 103 + 104)



