QUY TRINH NOQI BQ GIALOUYYF THfJ,TUC HANH CHINH TRONG LINH VUC CHUNG THUC
BVINCHUC NANG QUAN LY CUA SO TU PHAP
WBND ngay /12/2025 cua Chu tich Uy ban nhdn ddn tinh Hung Yén)

I. QUY TRINH NQI BQ TTHC THUQC THAM QUYEN GIAI QUYET CUA SO TU PHAP
Tén TTHC: Cap ban sao tir s6 goc

- Mi s6 TTHC: 2.000908

- Tong thoi gian thyuc hién TTHC: 01 ngay lam viéc (8 gio 1am viéc)

Truong hop c6 thé kéo dai thoi gian theo thoa thuan bang vin ban voi ngudi yéu cau chimg thyuc thi nguoi tiép nhan hd so
phai co6 phiéu hen ghi 10 thoi gian (gio, ngay) tra két qua cho nguoi yéu cau ching thuec.

Budc thuc . o Trach nhiém s A ‘A Thoi gian
hién Don vi thuc hién thue hién Noi dung cong viéc thue hién

- Kiém tra céac gidy to do ngudi yéu cau cap ban sao tir so goc xuat trinh

ALk A 1A hodc guri dén qua buu di¢n, hodc ban dién tir, ban sao dién tir dugc ngudi | Khong tinh
biém tiép nhan ho

0 S5 Tu ohé ) yéu cau chimg thuc dinh kém trén Céng dich vu cong truc tuyén; thoi gian
Bude 1 Trune tm Phﬁc \E; Can b tiép nhén | + Truong hop khong tim thay S6 goc hodc S6 goc khong co thong tin vénoi | (khong qua
& T dung yéu cau cap ban sao thi tra 101 bang van ban cho nguo1 yéu cau 8 g1 lam

HCC tinh + Truong hop c6 thong tin trong S6 gbe: Cong chire cap nhat ho so TTHC viéc)

trén HE théng mot ctra di€n tir tinh.

- Lanh dao phong phan cong chuyén vién tham dinh ho so

- Chuyén vién tham dinh, xr 1y hd so, trinh Lanh dao phong xem xét két
qué giai quyét ho so;

Phong, don vi | - Lanh dao phong kiém tra, x4c nhan duy thao két qua giai quyét; trinh Lanh
Budc 2 | S6 Tu phap 1ap s6 gbc dao S& xem xét, quyét dinh;

- Lanh dao So xem xét, phé duyét két qua giai quyét; chuyén van thu phat
hanh, luu trit ho so theo quy dinh;

- Chuyén vién chuyén két qua téi Diém tiép nhan ho so Trung tdm Phyc vu
HCC tinh.

8 gio lam
viéc




Diém tiép nhan ho

tinh

. so So Tu phap, 1A A .| Nhan va ban giao két qua (sang Diém tra két qua tap trung cua Trung tim | Khong tinh
Buge 3 Trung tdm Phuc vu Cén b6 tiep nhan Phuc vu HCC tinh/xa) thoi gian
HCC tinh
Piém tra két qua ’
. tap trung, Trung | Cén bo tra két s 1Ay A 1 Khoéng tinh
Buéc 4 tam Phuc vu HCC | qua Tra két qua cho t6 chiic, ca nhan thoi gian

II. QUY TRINH NOI BQ TTHC THUQC THAM QUYEN GIAI QUYET CUA UBND CAP XA
1. Thii tuc ciAp ban sao tir s6 gbc
- Mi s6 TTHC: 2.000908
- Tong thoi gian thyc hién TTHC: 01 ngdy lam viéc (8 gior lam viéc)

Truong hop co thé kéo dai thoi gian theo thoa thuan bang vin ban véi ngudi yéu cau ching thyc thi ngudi tiép nhan hd so
phai co6 phiéu hen ghi 1o thoi gian (giod, ngay) tra két qua cho nguoi yéu cau ching thuc.

trén Hé théng mot ctra dién tur.

Budc thuc Don vi Trach nhiém Noi dung cong viée Thoi gian
hién thue hién thue hién thue hién
- Kiém tra cac gidy to do ngudi yéu ciu cip ban sao tir s6 gdc xudt trinh hoac
giri &én qua buu dién, hodc ban dién tir, ban sao dién tr dugc nguoi yéu cau | Khong tinh
Trung tim Phuc ) chung thuc dinh kém trén Cong dich vu cong truc tuyén thoi gian
Budce 1 « x| Can bo tiép nhan | + Truong hop khong tim thiy S6 gbc hoic S6 gde khong c6 thong tin vé ndi | (khong qua
vu HCC cap xa. L2
dung yéu cau cap ban sao thi tra 161 bang van ban cho nguoi yéu cau. 8 g1 lam
+ Truong hop cé thong tin trong S6 gdc: Cong chirc cap nhat ho so TTHC viéc)
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Cong chuc [am

- Cong chuc 1am cong tac chimg thuc cin cir vao S6 goc du thao ban sao
theo dung thong tin d ghi trong S6 gdc.

- Trinh ldnh dao phong xem xét; xac nhan du thao két qua giai quyét; trinh
Lanh dao UBND xem x&t, quyét dinh;

cap xa

Budc 2 U;BI\;ID xa nal lf‘l p | cong tdc chimg | _ Ngudi ¢6 tham quyén (Lanh dao UBND dugc phan cong hoidc Ngudi duge 8 glc')‘Alam
s0 goc/ luu s6 goc | thuc , A 1 SRS 2o . % . viéc
uy quyen) ky ban sao dugc cap tur s6 goc; chuyén van thu dong dau, phat
hanh, luu trir ho so theo quy dinh.
- Cong churc chuyén két qua td1 Diém tra két qua tap trung, Trung tam Phuc
vu HCC cap xa.
biém tra két qua ’
. tap trung, Trung | Can bo tra ket v 1Ay A 3o s 1A Khong tinh
Budce 3 tam Phuc vu HCC | qud Tra két qua cho t6 churc, ca nhan thoi gian

2. Chirng thue giao dich lién quan dén tai san 13 dong sin, quyén sir dung dat, nha &
- M s6 TTHC: 2.001035
- Tong thoi gian thyc hién TTHC: 16 gio lam viée (02 ngay lam viéc)

Truong hop co thé kéo dai thoi gian theo thoa thuan bang van ban voi ngudi yéu cau chimg thuc va nguoi tiép nhan hd so
phai co6 phiéu hen ghi 10 thoi gian (gio, ngay) tra két qua cho nguot yéu cau chirng thuec.

Budc
thue hién

Don vi
thue hién

Trach nhiém
thuwe hién

Noi dung cong viéc

Thoi gian
thue hién

Budce 1

Trung ‘Eﬁm Phuc vu
HCC cap xa

nhan

Cong chuc tiép

- Kiém tra ban chinh cac gidy to xudt trinh hodc ban sao tir ban chinh céac
gidy to xuét trinh cia ngudi yéu cau chimg thuc va bd hod so yéu cau
chiing thyc

+ Trudng hop khong du diéu kién chimg thuc céng chirc tir chdi tiép nhan.
+ Trudng hop ho so dy du, tai thoi diém chimg thuc cac bén tham gia
giao dich ty nguyén, minh min va nhan thtc, 1am cha duge hanh vi cua
minh, cong chirc cap nhat ho so TTHC trén Hé théng Mot cura dién tur tinh
va ho so gidy to kém theo, huéng dan cong dan ndp phi

Khong tinh
thot gian
(khong qua
8 gid lam
viéc)
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- Cong chire lam cong tac ching thuc ghi 161 ching tuong ng voi tung
loai giao dich theo mau quy dinh. Cong chirc tiép nhan hd so ky vao timg
R T trang cua giao dich va ky vao duéi 16i chimg theo mau quy dinh.
Cong chuc lam
’ cong tac chimg - Lanh dao phong xem xet; xac nhén du thao két qua giai quyét; 16 gior lam
Buéc2 | UBND cap xa - Ngudi ¢6 tham quyén (Lanh dao UBND duoc phan cong hodc Ngudi A
thuc viéc
dugc uy quyen) ky chtng thue giao dich; chuyén vin thu dong dau, phat
hanh, luu trit ho so theo quy dinh. ,
- Cong churc chuyén két qua té1 Diém tra két qua tap trung, Trung tam
Phuc vu HCC cap xa.
biém tra két qua tap
. trung, Trung tdm | -, . .. ..z 2 LAy X g, 1A Khoéng tinh
Budc 3 Phuc vu HCC cép Cén b0 tra két qua | Tra két qua cho to chure, ca nhan thoi gian
xa
3. Chirng thuc di chuc

- Ma s6 TTHC: 2.001019
- Tong thoi gian thyc hién TTHC: 16 gio lam viéc (02 ngay 1am viéc)

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau ching thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi rd thot gian (gi0, ngay) tra két qua cho ngudi yéu cau ching thyc

theo, huéng dan cong dan ndp phi

Budc thuc Pon vi Trach nhiém Noi dung cong vige Thoi gian
hién thuc hién thue hi€én : : thuce hién
- Kiém tra ban chinh cac gidy to xuat trinh hodc ban sao tir ban chinh cac gidy
td xuat trinh ctia ngudi yéu cau ching thuc va bd ho so yéu cau chimg thuye | Khong tinh
Trung tam Phuc | . ...z | + Truong hop khong du diéu kién chtng thuc cong chirc tir chdi tiép nhan. thot gian
, L~ Cong chuc tiép . A A an i a. ik . 1A 1 e A .
Budc 1 vu HCC cap xa. nhan + Truong hop h9 so day du, tai thoi diém ching thuc nguoi 1ap di chuc ty | (khong qua
: nguyén, minh man va nhan thirc, lam chu dugc hanh vi cia minh, cong chirc | 8 gio lam
cap nhat hd so TTHC trén Hé théng Mot cira dién tir tinh va hd so gidy tokém | viéc)
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Cong chure [am

- Cong chirc 1am cong tac chung thuc soan Du thao 101 chimg theo mau quy
dinh. Cong chirc tiép nhan ho so ky vao timg trang cua di chic va ky vao dudi
161 chirng theo mau quy dinh.

- Lanh dao phong xem xét; xac nhan du thao két qua giai quyét;

Budc2 | UBND cép xa :I(l);lcg tdc chimg | _ Nguoi co tham quyén (Lanh dao UBND dugc phén cong hoac Nguoi dugce 16 %lligclam
: uy quyén) ky ching thyc giao dich; chuyén vén thu dong dau, phat hanh, luu i
trir ho so theo quy dinh. 0 ,
- Cong chirc chuyén két qua to1 Diém tra két qua tap trung, Trung tam Phuc
vu HCC cap xa.
Piém tra két qua
. tap trung, Trung | Can bd tra két 1A, A 1o g Khoéng tinh
Budc 3 tam Phuc vu HCC | qua Tra két qua cho t6 chuc, ca nhan thoi gian
cap xa.

4. Chirng thyee vin bén tir chdi nhén di san
- Mi s6 TTHC: 2.001016
- Tong thoi gian thyc hién TTHC: 16 gio lam viée (02 ngay 1am viéc)

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau chimg thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi rd thoi gian (gi0, ngay) tra két qua cho ngudi yéu cau chig thyec.

dan ndp phi

Budc thuc Pon vi Trach nhiém N6i dune cone viee Thoi gian
hién thuc hién thuc hién i g cong vie thue hién
- Kiém tra ban chinh cac gidy to xuat trinh hoac ban sao tir ban chinh céac giay
to xuat trinh cua nguoi yéu cau chung thuc va van ban tir choi nhan di san Khong tinh
= + \ A 5 A A r A /. < As oA A ) N e
, Trung tam Phuc | Cong chitc tiép qung hop k{long (‘Aiu d{eu 1§1¢n‘ chng thu:c cong chure tu 9h01 ?ep rlhaq 7 th(:’l gian.
Budce 1 X~ . + Truong hop ho so day du, tai thoi diém chirng thuc nguoi tr choi nhan di san | (khong qua
vu HCC cap xa. | nhan A . X . A N , \ ., \ . A s
tu nguyén, minh man va nhan thuac, lam chu dugc hanh vi ctia minh thi cong | 8 gio lam
chtrc cap nhat ho so TTHC trén HE thong Mot ctra dién tir tinh, hudng dan cong viéc)
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Cong chtrc 1am

- Cong chirc 1am cong tac chirng thuc soan du thao 101 ching theo mau quy
dinh. Cong chuc tiép nhan ho so ky vao timg trang ctia van ban tir chdi nhéan di
san va ky vao dudi 10i chimg theo mau quy dinh;

- Lanh dao phong xem xét; xac nhéan dy thao két qua giai quyét;

Bu6c2 | UBND cép x4 :}ir;f tdc chimg | Nguoi co tham quyén (Lanh dao UBND dugc phén cong hoac Nguoi dugce 16 %1i(é)rclam
: uy quyén) ky chung thuc giao dich; chuyén van thu dong dau, phat hanh, luu i
trit ho so theo quy dinh.
- Cong chire chuyén két qua tdi Diém tra két qua tap trung, Trung tim Phuc vu
HCC cp xa.
Diém tra két qua ,
Budc 3 teth trung, Trung Céfl bo trd ket Tra két qua cho 6 chtrc, c4 nhan Kh(?r.lg .tinh
tam Phuc wvu | qua thot gian
HCC cip xi

5. Chirng thye vin ban phén chia di san ma di san 1a dong sin, quyén sir dung dat, nha &
- M s6 TTHC: 2.001406
- Tong thoi gian thyc hién TTHC: 16 gio lam viéc (02 ngay 1am viéc)

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau ching thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi rd thot gian (gi0, ngay) tra két qua cho ngudi yéu cau chig thyec.

Budc thuc

Pon vi thuc hién

Trach nhiém

Noi dung cong viéc

Thoi gian

cua minh thi cong churc cdp nhat ho so TTHC trén Hé théng Mot ctra dién
tu tinh, hudng dan cong dan ndp phi

hién thuc hién thue hién
- Kiém tra ban chinh cac giay to xuat trinh hoac ban sao tir ban chinh cac

- A 3\ A 3\ h 5 A A h , h \ LA h/‘\ A A h ’ . )

?ﬁz}é to xuat trinh cua nguo1 yéu cau ching thuc va bd ho so yéu cau chung Khong tinh
n N , A M n y ge A 1sA , n R STy n thoi gi

. Trung tdm Phuc vu | Cong chuc tiép | + Truong hop khong da dicu kién chung thuc cong chuc tir chdi tiép nhan. o1 glan

Budc 1 S ~ X A X a2 , 1A .| (khong qua
HCC cap xa. nhan + Truong hop ho so day du, tai thoi diém chung thuc cac bén tham gia o

A e A : X Ao s , \ .| 8giolam
phan chia di san ty nguy¢n, minh man va nhan thirc, lam chu dugc hanh vi vidc)
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- Cong chirc 1am cong tac chirng thuc soan Dy thdo 101 ching theo mau
quy dinh. Cong chirc ti€p nhan ho so ky vao tirng trang cua van ban phan
chia di san va ky vao dudi 161 chirng theo mau quy dinh.

Cong chirc lam Lanh dao phong xem xét; xac nhan dy thao két qua giai quyét;

Budc2 | UBND cap xa cong tic chimg | _ Nguoi ¢6 tham quyén (Lanh dao UBND dugc phan cong hoic Ngudi 16 g0 lam
thuc viéc
dugc uy quyen) ky chimg thuc giao dich; chuyén van thu dong diu, phat
hanh, luu trit ho so theo quy dinh. ’
- Cong chirc chuyén két qua to1 Diém tra ket qua tap trung, Trung tam Phuc
vu HCC cap xa.
biém tra két qua ’
. tap trung, Trung | Can b tra két s 1Ay A 1 g Khoéng tinh
Budc 3 tim Phuc vu HCC | qua Tra két qua cho t6 chiic, ca nhan thoi gian
cap xa
6. Chirng thuee viéc sira ddi, bo sung, hity bé giao dich
- M s6 TTHC: 2.000913
- Tong thoi gian thyc hién TTHC: 08 gio lam viéc (01 ngay 1am viéc)
Budc thuc . o Trach nhiém s n ‘A Thoi gian
hién Don vi thuc hién thue hién Noi dung cong viéc thue hién
- Kiém tra ban chinh cic gidy t& xuat trinh hodc ban sao tir ban chinh cac
gidy to xuat trinh ciia nguoi yéu cau chimg thyc va bo ho so yéu cau chung
thuc
+ Truong hop khong cd van ban thod thuédn cua céc bén tham gia giao dich, | Khong tinh
. . . ..« | giao dich khong dugc thuc hi¢n tai UBND xa noi ti€ép nhan thi cong chuc tir | thoi gian
. Trung tdm Phuc vu | Cong chuc tiép L. A . ~ ,
Budce 1 HCC cip xa nhan choi ti€p nhan (trur di chuc). (khong qua
p xa. : + Truong hop c6 van ban thoa thuén cua cac bén tham gia hop ddng, giao | 8 gio lam
dich, tai thoi dlem chtng thuc cic bén tham gia hop dong, giao dich tu viéc)

nguyén, minh man, nhén thirc, lam chu dugc hanh vi cua minh, cong chire
cap nhat hé so TTHC trén H¢ thong Mot ctra dién tur tinh, hudng dan cong
dan ndp phi.
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Cong chue lam

- Cong chirc lam cong tac chimg thuc soan du thao 101 chimg theo mau quy
dinh. Cong chirc tiép nhan hd so ky vao timg trang cta giao dich va ky vao
dudi 101 chimg theo mau quy dinh.

- Lanh dao phong xem xet; xac nhén du thao két qua giai quyét

cap xa

Bu6c2 | UBND cép x4 fl?lr;f tdc chimg | Nguoi co tham quyén (Lanh dao UBND dugc phan cong hodc Nguoi dugc 8 g\l}(i)'é}:am
: uy quyen) ky chung thuc giao dich; chuyén vin thu dong dau, phat hanh, i
Iuru trix ho so theo quy dinh.
- Cong churc chuyén két qua toi Diém tra két qua tap trung, Trung tim Phuc
vu HCC cép xa
Diém tra két qua ,
Budc 3 :an It,llﬁllﬁlg’vuT}rIlgl g ((;1?;1 bo tra ket Tra két qua cho t6 chtrc, c4 nhan Kéllgrlli itgllgh

7. Sira 16i sai s6t trong giao dich
- M s6 TTHC: 2.000927
- Tong thoi gian thyuc hién TTHC: 08 gio lam viéc

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi ngudi yéu cau ching thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi rd thot gian (gi0, ngay) tra két qua cho ngudi yéu cau chig thyec.

tam Phuc vu HCC
cap xa.

sai sot lam anh huong quyén, nghia vu ctia cac bén tham gia hop dong thi
tir chdi tiép nhan

+ Truong hop c6 van ban thoa thuan cua cac bén tham gia giao dich dugc
UBND x4 tiép nhan di ching thuc va khong lam anh huéng dén quyén,

Budc . o Trach nhiém A A ‘A Thoi gian
thwe hién Don vi thuc hién thue hién Noi dung cong viéc thue hién
- Kiém tra ban chinh cac gidy to xuat trinh hodc ban sao tir ban chinh cac
Piém tiép nhan hd gidy to xuat trinh cua nguoi yéu cau chirng thuc va bd hé so yéu cau chiing
so S6 Tu phép thuc .. . Khong tinh
. n - .4 | + Truong hop khong c6 van ban thoa thudn cua cac bén tham gia giao dich, o
Budce 1 Trung tam Phyc vu | Cong chic tiep iao dich khong dugec UBND xa tiép nhan di chung thuc hoic viéc sira 161 thoi gian
HCC  tinh/Trung | nhan & & p & (khong qua 8

gi0 lam viéc)
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nghia vu cua cac bén tham gia hop dong thi cong chirc thuc hién cap nhat
ho so TTHC trén HE thong Mot ctra dién tir tinh, hudng dan cong dan ndp
phi

Cong chure [am
cong tac chung

- Cong chirc lam cong tac chimg thuc gach chan 15i sai sot can sira, ghi vao
bén 1€ cua giao dich ndi dung da sura, ngay thang nam sura.
- Trinh Nguoi cé tham quyén (Lanh dao UBND dugc phan cong hoac

8 gio lam

Budc2 | UBND cép xi Nguoi dugce uy quyén) ky chung thuc vao dudi ndi dung stra; chuyén van A
thuc . X viéc
thu dong dau. o 7 , ‘
- Cong chuc chuyén két qua téi DBiém ti€p nhan hé so Trung tdm Phuc vu
HCC tinh/xa.
Diém tiép nhan ho
so S& Tu phap, ) q ’
. Trung tdm Phuc vu | ., . . ..« ~ | Nhan va ban giao két qua (sang Diém tra két qua tap trung cua Trung tdm
Buoe 3 HCC tinh/Trung Cén b tiép nhan Phuc vu HCC tinh/xa)
té,m Phuc vu HCC
cap xa.
Diém tra két qua
. tap trung, Trung | Can b tra két s A A 1 g A Khoéng tinh
Budc 4 tam Phuc vu HCC | qua Tra két qua cho t6 churc, ca nhan thoi gian

tinh/ xa.
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8. Cf,lp ban sao ¢6 chirng thue tir ban chinh heop d(‘“)ng, giao dich da duwgc chirng thuc
- M s6 TTHC: 2.000942
- Tong thoi gian thyuc hién TTHC: 08 gio lam viéc

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau chimg thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi ro thoi gian (gi0, ngay) tra két qua cho nguodi yéu cau chung thuc.

Blrﬁicé;hl.rc Pon vi thuc hién Trt?lcthl;ll;%im Noi dung cong viéc Ihh;: lglig::
- Kiém tra gidy to do ngudi yéu cau cap ban sao c6 ching thyc tir ban chinh
giao dich xuat trinh.
+ Viéc cdp ban sao c6 ching thue tir ban chinh giao dich dd dugc chimg
thuc dugc thuc hién tai co quan luu trit giao dich Khong tinh
Buse 1 Trung tdm Phyc vu | Cong chure tiép | + Truong hop giao dich khong dugce luu trir tait UBND cap xa noi tiép nhan thoi gian
HCC cap xa. nhan yéu cau chung thyc thi ho tro cong dan ndp ho so tat UBND cap xa noi luu | (khong qua 8
trit giao dich dé thuc hién thu tuc. gio lam viée)
+ Truong hop giao dich dugc luu trir tai UBND cap x4 noi tiép nhan yéu
cau chimg thuc thi cong chirc cdp hd so TTHC trén Hé théng Mot cira dién
tir tinh, huéng dan cong dan nop phi
- Cong chirc 1am cong tac chimg thyc tién hanh chup tir ban chinh giao
Cong chuc lam | dich da dugc ch}'rng thyc dang dugc luu trit, du thao 161 chiing theo mau
. L cong tac chiing | quy dinh, vao s6 viéc ching thuec. 08 gio lam
Buge2 | UBND cap xa thuc - Ngudi ¢ thim quyén ky chimg thuc; chuyén vin thu dong dau. viéc
- Cong chuc chuyén két qua téi Piém tra két qua tap trung, Trung tam Phuc
vu HCC cép xa.
Piém tra két qua ’
Budc 3 :glr)n ;ﬁg’vuT}rIuCn (% ;?;1 b tra ket Tra két qua cho t6 churc, ca nhan Iilﬁ(;?gg it;Eh
c?ip xa.
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9. Chirng thue chir ky nguwoi dich ma ngudi dich 1a cong tic vién dich thuit cia Uy ban nhan dén cap xa
- M 56 TTHC: 2.000992
- Tong thoi gian thyuc hién TTHC: 08 gio lam viéc

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau chimg thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi ro thoi gian (gi0, ngay) tra két qua cho nguodi yéu cau chung thuc.

cap xa.

Blrﬁicé;hl.rc Pon vi thuc hién Tl;?lcl;lclill;éim Noi dung cong viéc ”tl“hhl.l(’): Eig::
- Kiém tra ban chinh cic gidy t& xuat trinh hozc ban sao tir ban chinh cac
gidy to xuat trinh phuc vu viéc ching thue chir ky nguoi dich
+ Trudng hop khong day du gidy to theo quy dinh hodc gidy t0, vin ban | Khong tinh
, Trung tim Phuc | Cong chitc tiép duogc dich thude cac truong hop glay td, van ban khong dugc dich dé ching th(‘Ayi gian ,
Budce 1 vu HCC cdp xi nhan thyc chir ky nguoi dich thi tur chdi tiép nhén; (khqng qua
: ’ : + Trudng hop day du glay t& theo quy dinh, gidy t& vin ban duoc dich khong | 8 gio 1am
thudc cac trudong hop gidy o, vin ban khong duoc dich dé ching thuc chir viéc)
ky nguoi dich thi cong chirc cap hd so TTHC trén Hé thong Mot cira dién tir
tinh, huéng dan cong dan ndp phi.
Cong chirc lam | - Céng chfrc lam cong tac chung thuc du thao 10i chimg theo mau quy dinh;
. S cong tac chiing Vo 56 viéc chimg thyc; 8 gio lam
Budc 2 | UBND cap xa thue - Nguoi c6 thim quyen ky chung thuc, chuyen Vin thu dong dau; vice
: - Cong chuc chuyén két qua t6i Diém tra két qua tap trung, Trung tim Phuc i
vu HCC cép xa.
Di¢m trd két qua ,
Budce 3 :gfn lt)r}lllfllcg’vuT;Iu (? (% 51?2 bo tra ket Tra két qua cho t6 chirc, ca nhan I?ﬁg?i it;llh




12

10. Chirng thue chir ky ngudi dich ma nguoi dich khong phai 1a cong tac vién dich thuit ciia Uy ban nhan dén cp xa
- M s6 TTHC: 2.001008
- Tong thoi gian thyuc hién TTHC: 08 gio lam viéc

Truong hop co thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau chimg thuc va ngudi tiép nhan ho so phai c¢6
phi€u hen ghi ro thoi gian (gi0, ngay) tra két qua cho nguodi yéu cau chung thuc.

thﬁgzgén Pon vi thuc hién Tl;?lcl;lclill;éim Noi dung cong viéc ;thl;: lglig:
- Kiém tra ban chinh cic gidy t& xuat trinh hozc ban sao tir ban chinh cac
gidy to xuat trinh phuc vu viéc ching thue chir ky nguoi dich
+ Trudng hop khong day du gidy to theo quy dinh hodc gidy to, van ban A
Khong tinh
| duogc dich thudce cac truong hop gidy 10, van ban khong duoc dich dé ching thoi wian
. Trung tdm Phuc vu | Cong chuc tiép | thuc chit ky nguoi dich hodc vian ban, gidy to duoc dich khéng phuc vu muc o1 slat
Budce 1 Lo~ ~ 1 2. ik (khong qua
HCC cap xa. nhéan dich cta ban than nguoi dich thi tir choi tiép nhén; R oid 13
+ Truong hop day du gidy to, gidy to vin ban dugc dich khong thudc cac £10 am
truong hop gidy to, van ban khong dugc dich dé chimg thuc chit ky nguol viée)
dich va phuc vu muc dich ctia ban than nguoi dich thi cong chirc cap ho so
TTHC trén Hé théng Mot cira dién tir tinh, hudng din céng dan ndp phi.
Céng chirc lam | - 'C(A)Tlg chu:cA lélgl céng tac chimg thuc du thdo 15i chitg theo mau quy
, L cong tac chiing dinh; Yao,so Ylec Chlfng t,h uc.’ 2 7w , X 8 gio lam
Budc 2 | UBND cap xa thue - Nguoi co tham quyén ky ching thue, chuyén Van thu dong dau; Vide
: - Cong chtrc chuyén két qua téi Biém tra két qua tap trung, Trung tm Phuc i
vu HCC cép xA.
Diém tra két qua ,
Budc 3 Egﬁl Izﬁig’vurrggl (% ;:1?2 bo tra ket Tra két qua cho t6 chtic, ca nhan Kéllgrllgg it:l?lh
cAp xA.
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11. Chirng thue ban sao tir ban chinh gidy to, viin ban do co quan, t6 chirc c6 thim quyén ciia Viét Nam; co' quan, to
chirc c6 tham quyén ctia nwée ngoai; co quan, to chirc c6 tham quyén cua Viét Nam lién ket véi co quan, to chirc c6 tham
quyén cia nwéc ngoai cap hoiac chirng nhan

- M s6 TTHC: 2.000815
- Tong thoi gian thyc hién TTHC: 08 gio lam viée

Truong hop cung mot luc yéu cau chimg thuc ban sao tir nhiéu loai ban chinh glay td, van ban c6 nhiéu trang; yéu cau sd
lwong nhiéu ban sao; ndi dung gidy to phirc tap kho kiém tra, d6i chiéu ma co quan, t6 chirc thuc hién chimg thuc khong thé dap
ing dugc thoi han néu trén thi thoi han chimg thuc duge kéo dai dai thém khong qua 02 (hai) ngay lam viéc hodc co thé kéo dai
hon theo thoan thuan bang vin ban v6i ngudi yéu cau ching thuec. Truong hop tra két qua kéo dai thot gian theo quy dinh thi nguoi
tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuc.

Budc . ‘A Trach nhiém e n ‘A Thoi gian
thue hién Don vi thuc hi¢n thue hién Noi dung cong viéc thue hién
- Nguoi yeu cau chimg thye phai xuat trinh ban chinh giay to, van ban lam
Pidm 6 ép nhan hd so co sAor de c}’nrn'gA thl_rcAban. an va bin sa}o can c}}ung t}}uc. ’ .. .. .| Khong tinh
) , - Cong chuec tiép nhan kiém tra gidy to, van ban la ban chinh, doi chiéu ban o
S6¢ Tu phap, Trung | .. . o1 . thoi gian
. A Cong chuc sao vo1 ban chinh " ,
Buge 1 |tam Phuc vu HCC tiép nhan + Truong hop gidy to, van ban khong ding voi ban chinh, cong chirc tir chdi (khong qua
tinh/Trung tam Phuc p i tiép nha f op g1ay 1o, £ auig - CONE 8 gio lam
vu HCC cap xa. + Tru’c‘rﬁg hop ban sao dam bao dung voi ban chinh: cong chire cap nhat ho viee)
so TTHC trén hé thong Mot ctra dién tir tinh, hudng dan cong dan ndp phi.
A . - Cong chirc 1am cong tac chung thuc ghi day du 161 chimg chung thyc ban
Cong chtrc X . . 2
) lim cong tic sao tir ban chinh theo mau quy dinh va ghi vao s6 ching thyec. 8 gis lam
Budc 2 | UBND capxa chime thue - Nguoi c6 thim quyen ky chung thuc, chuyen Vin thu dong dau; vice
gt - Cong chire chuyén két qua téi Diém tiép nhan ho so Trung tim Phuc vu i
HCC tinh/xa.
biém tiép nhan ho so
. SAO Tu phap, Trung Cén bo tra két | Nhan va ban giao két qua (sang Diém tra két qua tap trung cua Trung tdm | Khong tinh
Bugc3 |tdm Phyc vu HCCH . Phuc vu HCC tinh/xa) thoi gian
tinh/Trung tam Phuc 9 T g
vu HCC cap xa.
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Budc 4

Diém tra két qua tap
trung, Trung tdam Phuc
vu HCC tinh/ xa.

Can bo tra két

qui Tra két qua cho t0 chtrc, ca nhan

Khong tinh
thot gian

12. Chirng thyuc chir ky trong cac gidy t0, van ban (ap dung cho ca trwong hop chirng thuc diém chi va truwong hop
nguoi yéu cau chirng thwe khong ky, khong diém chi dwgc)

- M3 sb TTHC: 2.000884
- Tong thoi gian thyc hién TTHC: 08 gio lam viée

thggﬁén Pon vi thuc hién Tl;?li:lclill;%im Noi dung cong viéc ;thl;): lglig::
- Kiém tra cac gidy to xuat trinh phuc vu chimg thyc chit ky. Truong hop ngudi
yéu cau chimg thuc khong thong thao tiéng Viét thi phai c6 ngudi phién dich
+ Truong hop cac gidy to yéu cau chung thuc khong day du, tai thoi diém
chung thyc, nguoi yéu cau chung thuc khong minh man, nhan thie va lam chu | Khong tinh
’ Trung tam Phuc | Cong chirc tiép dugc hanh vi ciia minh va viée chimg thyuc thudce cac truong hop khong duoc thc‘z’i gian ’
Budce 1 vu HCC cép xa nhan chung thue chir ky thi tur chéi tlep nhan. (khong qua
. ' : + Truong hop cac gidy to yéu cau ching thuc day du, tai thoi diém chung thue, | 8 gid lam
nguoi yéu cau chimg thyc minh man, nhan thirc va lam chu dugc hanh vi cta viéc)
minh va viéc ching thuc khong thudc cac truong hgp khong duge chig thuc
chir ky thi cong chirc cap nhat hd so TTHC trén hé théng Mot ctra dién tir tinh,
hudng dan cong dan ndp phi.
Céng chitc lam | - .Cér'lg chu:c léng Cé}lg té(’: chimg thuc du thdo 16i chimg chimg theo mau quy
. L~ cong tac chiing dinh; th vao so VleC;Chu,n & tlru_rc. 2 s . £ 8 gio lam
Budc 2 | UBND cép xa thuc - Nguoi co tham quyén ky chimg thue, chuyén Van thu dong dau; vide
: - Cong chirc chuyén két qua téi Biém tra két qua tap trung, Trung tAm Phuc ;
vu HCC cép xa
Diém tra két qua ,
Budce 3 ngn lgrl?l?f;uT}%l g qcl?;l b0 tré ket Tra két qua cho t0 chtrc, ca nhan I%llgrllgg it;Eh

cap xa
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