I. THU TUC HANH CHINH AP DUNG CHUNG

QUY TRINH NOI BQ GIAI QUYET
CHUNG THU'C THUQC PHAM VI CHU'(%
(Ban hanh kém theo Quyét dinh s6

1. C4p ban sao tir sé gbc
-Mi s6 TTHC: 2.000908
- Tong thoi gian thyc hién TTHC: 08 gio
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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 c6 phiéu hen ghi rd thoi gian (gio, ngay) trd két qua cho nguoi yéu cau chung thuc.

Buge Don vi thue hién Trach nhi¢m Noi dung cong viéc Thoi gian
thue hién T ) thue hi€n : g cong vie thuc hién
- Kiém tra cac giay to do ngudi yéu cau cap ban sao tir s6 goc
- biém tiép nhan ho so xuat trinh hodc gui dén qua buu dién.
i a A + N , .-
’ t{;u Trung tam PVHCC Céng chirc tiép Truong hop khong tim thay So gbc hodc S6 goc khong c6 Khéng tinh thoi
Budéc 1 | tinh nhan thong tin v€ ndi dung yeu cau cap ban sao thi tra 101 bang vin can
- Trung tam PVHCC ' ban cho nguodi yéu cau &
cap xa +Truong hop cé thong tin trong SO goc: cong chirc cap nhat
trén H¢ thong mot ctra dién tur tinh.
Cone chire tié - Cong chire cin cir vao SO gde du thao ban sao theo dung
Budc 2 | - Phong chuyén mon aha f P thong tin da ghi trong SO goc. Trinh nguoi c6 tham quyén ky | Thoi gian: 6 gio
' ban sao dugc cap tir s6 goc
~ 2 ~ - Klém tra cac gidy to, vin ban va dy thao Ban sao dugc
4 L nh t L h N . DY
Budce 3 anh dao Co quan, t0 anh dao Co quan, cap tir 6 goc Ky ban sao duoc cap tr s6 goc chuyen van thu | Thoi gian: 1 gio

chtre 1ap S6 gbe

t6 chtrc 1ap S6 gbe

dong dau tra két qua




. < \ A . - Péng dau theo quy dinh e
Buéc 4 | Van phong co quan Cong chuc van thu _ Chuyén két qua t6i B phan tra két qua Thoi gian: 1 gio
- biém tra két qua tap
trung Trung tam T S A .
Buéc 5 | PVHCC ‘[C;antrbil(;tra ket qua Tra két qua cho t6 chiic, ca nhan Kiggng tinh thoi
- Trung tm PVHCC | P 08 &
cap xa

II. THU TUC HANH CHINH THUQC THAM QUYEN GIAI QUYET CAP XA

1. Chirng thue hop dong, giao dich lién quan dén tai san 13 dong sin, quyén sir dung dit, nha &

- M3 s TTHC:2.001035

- Téng thoi gian thuc hién TTHC: 16 gio

Trudng hop c6 thé kéo dai thoi gian theo thoa thun bang van ban véi ngudi yéu cau chimg thyc va ngudi tiép nhan ho so
phai c6 phi€u hen ghi rd thoi gian (gi0, ngay) tra két qua cho ngudi yéu cau ching thye.

Budc
thue hién

Don vi thue hién

Trach nhiém
thue hién

Noi dung cong viéc

Thoi gian
thuc hién

Budc 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tam Phuc vy hanh
chinh cong cp xa

Cong chire tiép
nhan

- Cong chte tiép nhan kiém tra ban chinh céc gidy to xuét trinh
hoic ban sao tir ban chinh cac gidy to xuét trinh ctia nguoi yéu
cau chimg thyc va bd hd so yéu cau chimg thuc

+ Trudong hop khong dii diéu kién chimg thuc cong chirc tir
chéi tiép nhan.

+ Trudng hop ho so diy du, tai thoi diém ching thyuc cac bén
tham gia hop dong, giao dich tu nguyén, minh min va nhan
thirc, lam chil duoc hanh vi ciia minh cong chirc tiép nhan cong
chire tiép nhan hudng dan nguoi yéu cau chimg thuc ky vao
Hop dong, giao dich trudc mat cong chirc tiép nhan. Truong
hop ngudi c6 thim quyén giao két hop dong cua céc td chic

Khong tinh thot
gian




tin dung, doanh nghiép da ding ky chit ky mau tai co quan thyc
hién chimg thuc thi ¢6 thé ky trude vao hop dong; ddi chiéu
chit ky cta ho trong hop ddng voi chit ky mau. Trudng hop
ngudi yéu cau ching thyc khong ky duoc thi phai diém chi,
néu khong doc duoc, khong nge duoc, khong ky, khong diém
chi dugc thi phai c6 02 nguoi lam chimg. Truong hop nguoi
yéu cau ching thuc khong thong thao tiéng Viét thi phai co
ngudi phién dich. Cong chic tiép nhan hudéng din nguoi phién
dich ky tén vao ting trang vao Hop dong, giao dich véi tu cach
12 ngudi phién dich. Cong chirc cap nhat trén Hé thong Mot
ctra dién tir tinh va ho so gidy to kém theo, hudng dén cong
dan ndp phi

Cong chtre tiép nhan soan Dy thao 101 ching ching thyuc

Van phong Cone chire tié ching thuc hop dong giao dich tuong tmg voi tung loai hop
Buéc 2 | HDND&UBND ne p dong, giao dich theo mau quy dinh, ky vao ting trang cia Thoi gian: 14 gio
nhan X . : NP N x
: Hop dong, giao dich va ky vao duo6i loi ching theo mau quy
dinh. Trinh nguoi c6 tham quyén ky chiing thuc
Nguoi c6 tham 2 Y SRUP TR ,
. Ao~ A - Kiém tra cac van ban, giay to va du thao 101 chimg. Ky o .
Buoe 3| UBND cap xa ?ﬁlgcen ky chimg chtng thuc va chuyén Vin thu dong dau tra két qua Thor gian: 01 gio
in phe ; 5 e va - Déng déu theo quy dinh
Budc 4 Van phorig HPND Cong chtrc van g; 11; quy mee Thoi gian: 01 gior
UBND cap xa thu - Chuyén két qua td1 Bo phan tra két qua
Djém tiép nhan va tra
Buéce 5 két qua giai quyét TTHC CAan bd tra két qua Tra két qua cho t chirc, ¢4 nhan Khong tinh thoi
- Trung tam Phyc vu tap trung gian

hanh chinh cong cap xa




2. Chirng thye di chic

- M3 s6 TTHC: 2.001019

- Tong thoi gian thyuc hién TTHC: 16 gio

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 rd thot gian (gi0, ngay) trd két qua cho ngudi yéu cau chiing thuc

Budc
thuc hién

Don vi thue hién

Trach nhiém
thuc hién

Noi dung cong viéc

Thoi gian
thuwe hién

Budce 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tdm Phuc vu hanh
chinh céng cp xa

Cong chc tiép
nhan

- Cong chiic tiép nhan kiém tra ban chinh cac gidy to xuat trinh
hozc ban sao tir ban chinh cac gidy to xut trinh cia nguoi yéu
cau chimg thyuc va bd hd so yéu cau chimg thuc

+ Trudng hop khong du didu kién ching thuc cong chire tir chdi
tiép nhan.

+ Truong hop ho so day du, tai thoi diém ching thuc ngudi lap

di chiic ty nguyén, minh man va nhan thirc, 1am chu duoc hanh
vi ciia minh. Trudng hop ngudi yéu cau ching thuc khong ky
duoc thi phai diém chi, néu khong doc duoc, khong nge duoc,
khong ky, khong diém chi duoc thi phai ¢6 02 nguoi lam ching.
Trudng hop ngudi yéu cau ching thuc khong théng thao tiéng
Viét thi phai c6 nguoi phién dich. Cong chirc tiép nhan huéng
dan ngudi phién dich ky tén vao timg trang Di chic véi tu cach
1a ngudi phién dich.

Cong chirc tiép nhan cong chirc tiép nhan huéng din nguoi yéu
cau chimg thuc ky vao Di chiic trudc mit cong chirc tiép nhan.
Cap nhat trén Hé thé)ng Mot ctra dién tir tinh va hd so giéy to
kém theo, huéng dan cong dan ndp phi

Khoéng tinh thoi
gian




- Cong chire tiép nhan soan Dy thao 16i chig theo mau quy

Budc 2 E%r;\]%l (():réllg I);I;DND_ gﬁgf chire tiep dinh, ky vao tirng trang cua di chic va ky vao dudi 161 chung | Thoi gian: 14 gio
p : theo mau quy dinh. Trinh nguoi ¢6 tham quyén ky chiung thuc
, _ Ngugi cotham | pea o cac van ban, gidy to va du thio 11 chimg, K¥ Thoi gian: 01
Buéc3 | UBND cap xa quyén ky ching . N 2 xrw . XA
chirng thuc va chuyén Van thu dong dau tra két qua "
thuc gio
3 ‘ - O rc vi - Péng dau theo dinh

Budc 4 Vian phorig HPND Cong chtrc van g; u; quy mee Thoi gian: 01 gid

UBND cap xa thu - Chuyén két qua to1 Bo phan tra két qua

Bjém tiép nhan va tra ,
Buéc 5 két qua giai quyet TTHC (;an bo tra két qua Tra két qua cho & chirc, ¢4 nhan Khong tinh thot

- Trung tam Phuc vu tap trung glan

hanh chinh cong cap xa

3. Chirng thwe vin ban tir chdi nhin di sén

- M3 s6 TTHC: 2.001016

- Tong thoi gian thyc hién TTHC: 16 gio

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

Budc
thue hi€n

Pon vi thuc hién

Trach nhiém
thue hi€n

Noi dung cong viéc

Thoi gian
thuc hién

Budc 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tam Phuc vu hanh
chinh cong cp xa

Cong chc tiép
nhan

- Cong che tiép nhan kiém tra ban chinh cac gidy to xudt trinh
hodc ban sao tur ban chinh cac glay td xudt trinh ciia ngudi yéu
cau chimg thyuc va vin ban tir chbi nhan di san

-Cong chirc tiép nhan kiém tra tai thoi diém ching thuc nguoi
tir chdi nhan di san tu nguyén, minh man va nhén thirc, 1am

Khong tinh thoi
gian




cha duoc hanh vi ctia minh thi huéng dan nguoi yéu cau ching
thyc ky vao van ban tu chdi nhén di san trude mit cong chuc
tiép nhan. Trudng hop ngudi yéu ciu ching thuc khéng ky
duoc thi phai diém chi, néu khong doc dugce, khong nge duogc,
khong ky, khong diém chi duoc thi phai c6 02 ngudi lam
chting. Trudng hop ngudi yéu cau chimg thuc khong thong
thao tiéng Viét thi phai c6 ngudi phién dich. Cong chirc tiép
nhan hudng dan nguoi phién dich ky tén vao timg trang van
ban tir chdi v6i tu cach 1a nguoi phién dich.Cong chirc tlep
nhan cap nhat trén H¢ thong Mot ctra dién tir tinh va ho so gidy
t& kém theo, huéng dan cong dan ndp phi

- Cong chire tiép nhan soan Dy thao 16i ching theo mau quy

Van phong o A . C s e N Tmen Tadn o AL LA s a
Buéc2 | HDND&UBND Cong chic tip | dinh, ky vao timg trang cua Van ban t choi nhan disan va | o0 oio 14 o1
nhan ky vao dudi 101 ching theo mau quy dinh. Trinh nguoi c6
tham quyén ky ching thuc
Nguoi co thim R Y SR TR ,
. Ao~ A 1 s - Kiém tra cac van ban, giay to va du thao 101 ching. Ky o "
Buoe 3| UBND cap xa gﬁi’:n ky chimg chung thuc va chuyén Vin thu dong dau tra két qua Thor gian: 01 gio
in phe _ 5 e va - Déng déu theo quy dinh
Budce 4 Van phorzg H~DND Cong chtrc van g; 11; quy mee Thoi gian: 01 gior
UBND cap xa thu - Chuyén két qua td1 Bo phan tra két qua
Djém tiép nhan va tra
Budce 5 két qua giai quyet TTHC CAan bd tra két qua Tra két qua cho t chirc, ¢4 nhan Khong tinh thoi
- Trung tdm Phuc vu tap trung gian

hanh chinh cong cap xa

4. Chirng thuwe viin ban théa thuin phan chia di san ma di sin 1a dong san, quyén sir dung dét, nha &

- M3 sb TTHC: 2.001406

- Tong thoi gian thyc hién TTHC: 16 gio




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 rd thot gian (gi0, ngay) tra két qua cho ngudi yéu cau chig thyec.

Budc
thuc hién

Don vi thue hién

Trach nhiém
thuc hién

Noi dung cong viéc

Thoi gian
thuc hién

Budce 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tdm Phuc vu hanh
chinh cong cp xa

Cong chc tiép
nhan

- Cong chtrc tiép nhan kiém tra ban chinh cac gidy to xuét
trinh hodc ban sao tir ban chinh cac gidy t& xuat trinh ciia
ngudi yéu cau chimg thue va bd hd so yéu cau chimg thuc
+ Truong hop khong du diéu kién chung thuc cong chire
tir chdi tiép nhan.

+ Trudng hop hd so day du, tai thoi diém chung thuc ngudi
1ap di chuc ty nguyén, minh man, nhan thuec, 1am chi dugc
hanh vi cia minh céng chirc tiép nhin huéng din ngudi
yéu cau chung thuc ky vao van ban thoa thuén phén chia
di san tru6c mat cong chire tiép nhan. Truong hop nguoi
yéu cau chimg thuc khong ky duoc thi phai diém chi, néu
khong doc duoc, khong nge duoc, khong ky, khong diém
chi dugc thi phai c6 02 nguoi lam ching. Truong hop
ngudi yéu cau chimg thyc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Cong chire tiép nhan huéng dan
nguoi phién dich ky tén vao ting trang van ban thoéa thuan
vOi tu cach la nguoi phién dich. Cap nhat trén He thong
Mot cira dién tir tinh va ho so gidy to kém theo, huéng dan
cong dan ndp phi

Khong tinh thoi gian

Budc 2

Vian phong
HDBND&UBND

Cong chire tiép
nhan

- Cong chire tiép nhan soan Dy thao 16i chimg theo mau
quy dinh, ky vao ting trang cuia Van ban thoa thuén phan
chia di san va ky vao duéi 16i chirg theo mau quy dinh.
Trinh nguoi c6 thim quyén ky ching thuc

Thoi gian: 14 gio

Budc 3

UBND cép x4

Ngudi ¢6 tham
quyén ky ching
thuc

- Kiém tra cac van ban, gidy to va du thao 10i chimg. Ky
chirng thuc va chuyén Van thu dong dau tra két qua

Thot gian: 01 gio




in phe - 5 e va - Déng déu theo quy dinh
Budc 4 Vvan phor}g H~D ND Cong chirc van gv u’ qu}‘/ ' . Thoi gian: 01 gio
UBND cap xa thu - Chuyén két qua t6i B phan tra két qua
Djém tiép nhan va tra
Budce 5 ket qua giai quyet TTHC | Cén b0 tra két qua Tra két qua cho t6 chirc, ca nhan Khong tinh thoi gian

- Trung tdam Phyc vu
hanh chinh cong cap xa

tap trung

5. Chirng thuwe viin ban khai nhén di sin ma di san 13 dong sin, quyén sir dung dit, nha &

- M3 s6 TTHC: 2.001009

- Tong thoi gian thyc hién TTHC: 16 gio

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

Buge Don vi thue hién Trach nhi¢m N§i dung cong viée Thoi gian
thue hién e * thue hién i * thue hién
- Cong chuc tiép nhan kiém tra ban chinh cac gidy to xuat trinh
hodc ban sao tir ban chinh cac gidy to xuat trinh ciia nguoi yéu
cau chimg thyuc va bd hd so yéu cau chimg thuc
+ Truong hop khong du diéu kién ching thuc cong chirc tir
Diém tiép nhan va tra két choi tl‘é p nhan. A X g s s geR , .
, qua giéipquyét TTHC - | Cong chirc tiép | - | wone hop ho so ddy du, tai thoi diem chung thue ngudi | o oo g
Budc 1 . ) . khai nhan di san minh man, nhan thire, lam cha duoc hanh vi | .
Trung tdm Phuc vu hanh | nhan gian

chinh cong cap xa

ctia minh cong chire tiép nhan huéng din ngudi yéu cu chimg
thuc ky vao vin ban khai nhan di san truéc mit cong chic tiép
nhan. Trudong hop ngudi yéu cau chung thuc khong ky duoc
thi phai diém chi, néu khong doc duogc, khong nge duogc, khong
ky, khong diém chi dugc thi phai c6 02 nguoi lam ching.
Truong hop ngudi yéu cau ching thuc khong thong thao tiéng




Viét thi phai c6 nguoi phién dich. Cong chire tiép nhan hudéng
dan nguoi phién dich ky té€n vao tung trang van ban Khai nhan
di san voi tu cach 1a nguoi phién dich. ‘ ’
-Cap nhat trén H¢ thong Mot ctra dién tir tinh va ho so gidy to
kém theo, hudng dan cong dan ndp phi
- Cong chtre tiép nhan soan Dy thao 161 chimg theo mau quy
. Vian phong HDND- Cong chc tiép dinh, ky vao tirng trang cia Van ban khai nhan di san va ky o N
Buoe 2 UBND cép x4 nhan vao dudi loi ching theo mau quy dinh. Trinh ngudi c6 tham Thot gian: 14 gio
quyén ky ching thuc
, L Nguoi co thim | - Kiém tra cc vin ban, gidy to va dy thao 10i chimg. Ky o
Buoe 3| UBND cap xa quyén chung thuc | chiing thuc va chuyén Van thu dong dau tra két qua Thor gian: 01 gio
in phe _ 5 e va - Déng déu theo quy dinh
Budce 4 Van phorzg H~DND Cong chtrc van g; 11; quy e Thoi gian: 01 gior
UBND cap xa thu - Chuyén két qua td1 Bo phan tra két qua
Djém tiép nhan va tra
Buéce 5 két qua giai quyét TTHC CAan bd tra két qua Tra két qua cho t chirc, ¢4 nhan Khong tinh thoi
- Trung tam Phuc vy tap trung gian
hanh chinh cong cap xa
6. Chirng thure viéc sira ddi, bo sung, hity bé hop dong, giao dich
- Ma s6 TTHC: 2.000913
- Tong thoi gian thuc hién TTHC: 08 gio
Budc Trach nhiém Thoi gian

thue hién Don vi thuc hién thue hién NOi dung cong viéc thue hién

- Cong chirc tiép nhan kiém tra ban chinh cac gidy to xuét
trinh hodc ban sao tir ban chinh cic gidy t& xuat trinh cua
ngudi yéu cau ching thuc va bo hd so yéu cau ching thuc

+ Truong hop khong c6 van ban thod thuin cua cidc bén

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tam Phuc vu hanh
chinh cong cp xa

Cong chc tiép

Budc 1 nhén

Khong tinh thoi gian
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tham gia hop dong, giao dich cong chirc tir chdi tiép nhan.
+ Truong hop ¢6 van ban thoa thuan cua cac bén tham gia
hop déng, giao dich, tai thoi diém ching thuc cac bén tham
gia hop dong, giao dich tu nguyén, minh mén, nhan thire,
1am chii dugc hanh vi cia minh. Trudng hop nguoi yéu cau
chung thuc khong ky duoc thi phai diém chi, néu khong doc
duoc, khong nge duoc, khong ky, khong diém chi dugc thi
phai c¢6 02 ngudi lam ching. Cong chirc tiép nhan hudéng
dan nguoi cac bén tham gia hop dong, giao dich ky vao Hop
ddng, giao dich trudc mat cong chire tlep nhén. Truong hop
ngudi co tham quyén giao két hop dong cua cac t6 chire tin
dung, doanh nghi€p da dang ky chir ky mau tai co quan thuce
hién chimg thyec thi c6 thé ky trude vao hop dong, dbi chiéu
chit ky cua ho trong hop dong voi chit ky mau trude khi
trinh nguoi co thaim quyén ky chung thyc. Truong hop
ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi
phai c6 nguoi phién dich. Cong chuc tiép nhan hudng dan
nguoi phién dich ky tén vao tung trang van ban thda thuan
voi tu cach la ngudi phién dich. Cép nhét trén HE thong Mot
ctra dién tr tinh va h so gidy to kém theo, hudng dan cong
dan nop phi

- Cong chire tiép nhan soan Dy thao 16i chimg theo mau

. Vian phong HDND- Cong chire tiép quy dinh, ky vao ting trang cua Hop dong, giao dich va ky e "

Bude 2 UBND cip x4 nhan vao duoi 101 chimg theo méau quy dinh. Thoi gian: 06 gio
-Trinh ngudi c6 thim quyén ky chimg thuc

. A Nguoi c6 tham - Kiém tra cac vin ban, gidy t& va du thao 10i chimg. Ky o oy

Bude 3| UBND cap xa quyén chimg thuc | chimg thuc va chuyén Vin thu déng dau tra két qua Thoi gian: 01 gio
in phe - 5 e Vi - Déng dau theo quy dinh
Budc 4 Van phong HPND Cong chtrc van g; u; quy mee Thoi gian: 01 gid
UBND cap xa thu - Chuyén két qua tdi Bo phan tra két qua

Budc 5 | Diém tiép nhan va tra Cén bo tra két qua | Tra két qua cho t6 chirc, c4 nhan Khong tinh thoi gian
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két qua giai quyét TTHC
- Trung tdam Phuyc vu
hanh chinh cong cap xa

tap trung

7. Sira 16i sai sét trong hop ddng, giao dich

- M3 sb TTHC: 2.000927

- Tong thoi gian thyc hién TTHC: 08 gio

Trwong hop thuc tham quyén quyét dinh ciia UBND cip xi

Budc
thue hién

Pon vi thyc hién

Trach nhiém
thue hién

Noi dung cong viéc

Thoi gian
thuc hién

Budc 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tdm Phuc vu hanh
chinh cong cp xa

Cong chc tiép
nhan

- Cong chirc tiép nhan kiém tra ban chinh cac gidy to xut
trinh hodc ban sao tir ban chinh cac gidy to xuét trinh cta
ngudi yéu cau ching thyc va bo hd so yéu cau ching thuc

+ Truong hop khong ¢ van ban thoa thudn cua cac bén
tham gia hop dong, giao dich hodc Hop dong khong dugc
UBND x4 tiép nhan da chung thyc hodc viée stra 16i sai sot
lam anh huong quyen nghia vu cua cac bén tham gia hop
d6ng thi tir chdi tiép nhan

+ Truong hop c6 van ban thdéa thuan cua cac bén tham gia
hop dong, giao dich hoic Hop dong duoc UBND xa tiép
nhan di ching thyc va khong lam anh huong dén quyén,
nghia vu cta cac bén tham gia hop ddng thi cong chirc cap
nhat trén H¢ théng Mot cira dién tir tinh va hd so gidy to
keém theo, hu:ong dan cong dan ndp phi

Khong tinh thoi gian

Budc 2

UBND cap xi

Nguoi co tham
quyén ching thuc

Gach chén 15i sai st can sira, ghi vao bén 1& ciia hop dong,
giao dich ndi dung da stra, ky ghi r6 ho tén, ngay thang
nam sua

Thoi gian: 07 gio

Budc 3

Van phong HDND-

Cong chuc van

- Bong dau theo quy dinh

Thoi gian: 01 gio
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UBND cap x4 thu - Chuyén két qua t&i B phan tra két qua
Diém tiép nhan va tré ,
Budc 4 ket qua gl quyct TTHC Cian b0 trd ket qua Tra két qua cho t6 chuc, c4 nhan Khong tinh thoi gian
- Trung tam Phuc vu tap trung
hanh chinh cong cap xa
8. CAp ban sao ¢é chirng thuc tir ban chinh hop dong, giao dich da dwoc chirng thue
- M s6 TTHC: 2.000942
- Tong thoi gian thyc hién TTHC: 08 gio
Budc . o Trach nhiém s n - Thoi gian
thuc hién Don vi thuc hién thue hién Noi dung cong viéc thue hién
- Cong chuc tiép nhan kiém tra ban chinh cac gidy to xuat
q ’ , trinh hodc ban sao tir ban chinh cac gidy to xuét trinh
Diém ti€p nhén va tra ket ’ ,
. qua gidi quyeét TTHC - | Cong chirc ti€p + Tru(‘mg hop Hop dé‘ng, giao dich khong dugc UBND cap A o
Buge 1 Trung tam Phuc vy hanh | nhén x@ noi tiép nhén yéu cau chimg thue thi tir choi tiép nhén Khong tinh thoi gian
chinh cong cap xa + Truong hop hop ddng, giao dich di duoc UBND cép x3 noi
tiép nhan yéu cau chung thyc thi cap trén HE thdng Mot cira
dién tir tinh huéng dan cong dan nop phi
, Van phong HDND- Céng chirc ti ép Tlern hanh chyp tir ban ch1nh~hqp dOl:lg, g%ao c};ch da du’(_);c o B
Budce 2 S ~ chung thyc dang dugc luu trit, du thao 161 chung theo mau. | Thoi gian: 06 gio
UBND cap xa nhan . e o2 A1 o1
Trinh ngudi c6 tham quyén ky ching thuc
, N .. |Lanh dao phu - Kiém tra cac van ban, gidy to va du thao 10i chimg. Ky o
Bute 3| Lanh dao UBND cap xa trach linh vuc chtng thuc va chuyén Vin thu dong dau tra két qua Thor gian: 01 gio
in phe _ 5 e va - Déng déu theo quy dinh
Budce 4 Van phor;g H~DND Cong chtrc van g; 11; quy e Thoi gian: 01 gid
UBND cap xa thu - Chuyén két qua td1 Bo phan tra két qua
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Budc 5

Diém tiép nhan va tra
két qua giai quyét TTHC
- Trung tam Phuc vu
hanh chinh cong cép xa

Can b tra két qua
tap trung

Tra két qua cho t6 chuc, c4 nhan Khoéng tinh thoi gian

9. Chirng thue chir ky nguoi dich ma nguoi dich 13 cong tac vién dich thuét ciia Uy ban nhan dén cp xa

- M3 sb TTHC: 2.000992

- Tong thoi gian thuc hién TTHC: 08 gio

Trudng hop c6 thé kéo dai hon theo thoa thuan bang vian ban véi ngudi yéu cau ching thyc va ngudi tiép nhan ho so phai co
phi€u hen ghi rd thot gian (gi0, ngay) trd két qua cho ngudi yéu cau chig thyec.

Budc
thuc hién

Don vi thue hién

Trach nhiém
thuc hién

Noi dung cong viéc

Thoi gian
thuwe hién

Budc 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tdm Phuc vu hanh
chinh cong cap xa

Cong chuc tiép
nhan

- Cong chiic tiép nhan kiém tra ban chinh cac gidy to xuat trinh
hozc ban sao tir ban chinh cac gidy to xuét trinh phuc vu viéc
chirng thuc chit ky nguoi dich

+ Trudng hop khong day du gidy to theo quy dinh hodc gidy to,
vin ban duoc dich thudc cac truong hop gidy to, vin ban khong
duoc dich dé chung thyc chir ky nguoi dich thi tur chdi tiép nhan
+ Truong hop day du glay t&, Gidy to van ban duogc dich khong
thugc cac truong hop gidy to, van ban khong dugc dich dé
chung thuc chit ky nguoi dich thi cong chirc tiép nhan , ddi chiéu
chir ky ctia ngudi dich trén ban dich véi chit ky, truong hop nghi
ngd chit ky trén ban dich khac vé6i chit ky miu thi yéu cau nguoi
dich ky trudc mat.

-Cap nhat trén Mot ctra dién tir tinh Hé théng, hudng dan nop
phi

Khong tinh thoi
gian
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Budc 2 Van phong HDND- Cong chuc tiép Duy thao 101 ching theo m"flu. Thei cian: 06 oid

UBND cap xa nhan Trinh nguoi cd tham quyén ky chig thuc glan-vo g
. Ao Ngudi ¢6 tham - Kiém tra cac van ban, gidy to va du thao 16i ching. Ky o .\
Bude 3| UBND cap xa quyén chimg thuc | chimg thuc va chuyén Vian thu déng dau tra két qua Thot gian: 01 gio
an phe - 5 e va - Déng déu theo quy dinh

Budc 4 Van phor}g H~DND Cong chtrc van g; u; quy mee Thoi gian: 01 gid
UBND cap xa thu - Chuyén két qua tdi Bo phan tra két qua
Diém tiép nhan va tré ,

Budc 5 ke]:c qua giai quyéet TTHC Czan bo tra két qua Tra két qua cho t chirc, ¢4 nhan Khong tinh thoi
- Trung tam Phuc vu tap trung glan

hanh chinh cong cép xa

10. Chirng thwre chir ky ngudi dich ma nguoi dich khong phai la cong tac vién dich thuit ciia Uy ban nhan dan cép xa

- M4 s6 TTHC: 2.001008

- Tong thoi gian thyc hién TTHC: 08 gio

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

thl.Brlrggén Pon vi thyc hién Tl;ﬁfrlz Illllilélﬁm Noi dung cong viéc 'tl“hhl.:’): lgliz::
- Cong chirc tiép nhan kiém tra ban chinh cac gidy to xuat trinh
Piém tiép nhén va tra két hodc ban sao tir ban chinh cac giéy t& xuét trinh phuc vu viéc
Buse 1 qua giai quyét TTHC - | Cong chirc tiép ching thyc chir ky nguoi dich. ’ . y Khéng tinh thot
Trung tdm Phuc vu hanh | nhan + Truong hop khong day du gidy to theo quy dinh hodc gidy to, | gian

chinh cong cap xa

van ban dugc dich thudc cac truong hop gidy to, van ban khong
duoc dich dé chimg thyc chit ky nguoi dich hodc vin ban, gidy
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to duoc dich khong phuc vu muc dich cua ban than nguoi dich
thi tir chdi tiép nhan

+ Truong hop day da glay t&, Gidy to van ban dugc dich khong
thugc cac trudng hop gidy to, van ban khong duoc dich dé
chung thyuc chir ky ngudi dich va phuc vu muc dich cua ban than
ngudi dich thi yéu cau ngudi dich ky trude mit cong chire tiép
nhan, cap nhat trén Mot ctra dién tu tinh Hé théng, huéng dan
nop phi

Budce 2 Vian phong HDND- Cong chirc tiép Du thao 161 ching theo mﬁu. Thoi sian: 06 i

UBND cap xa nhan Trinh nguoi c6 tham quyén ky ching thuc glan-Uh &
. IS Nguoi co tham Kiém tra cic vin ban, gidy to va dy thao 10i chimg. Ky ching o .
Buge 3| UBND cap xa quyén chimg thyc | thuc va chuyén Vin thu dong diu tra két qua Thor gian: 01 gio
in phe ; 5 e va - Déng déu theo quy dinh

Budc 4 Van phor}g H?ND Cong chtrc van g; u; un mee Thoi gian:01 gid
UBND cap xa thu - Chuyén két qua to1 B phan tra két qua
Djém tiép nhan va tra ’

Budce 5 két qua giai quyet TTHC CAan bo tra két qua Tra két qua cho & chitc, ¢4 nhan Khong tinh thot
- Trung tam Phuc vu tap trung gian

hanh chinh cong cap xa

11. Chitng thue bén sao tir ban chinh gidy to, vin ban do co’ quan, té chirc ¢é thim quyén ciia Viét Nam; co quan, té chirc c6
tham quyén cua nwéc ngoai; co quan, to chirc c6 tham quyén cia Viét Nam lién ket véi co quan, to chirc ¢6 tham quyén cua

nudc ngoai cap hoic chirng nhan

- M4 s6 TTHC: 2.000815

- Tong thoi gian thuc hién TTHC: 08 gio
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Truong hop ciing mét luc yéu cau chimg thuc ban sao tir nhiéu loai ban chinh gidy td, van ban c¢6 nhiéu trang; yéu cau sd
lugng nhiéu ban sao; ndi dung giéy to phuc tap kho kiém tra, ddi chiéu ma co quan, td chirc thuc hién chirng thuc khong thé
dap ung dugc tho1 han néu trén thi thoi han ching thue dugce kéo dai khong qua 16 gio hoac co thé kéo dai hon theo thoan thuin
bang van ban véi ngudi yéu cau chung thyc. Trudng hop tra két qua kéo dai thoi gian theo quy dinh thi ngudi tiép nhan ho so
phai c6 phiéu hen ghi 1 thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau chimg thuc.

Budc
thuc hién

Don vi thue hién

Trach nhiém
thuc hién

Noi dung cong viéc

Thoi gian
thuc hién

Diém tiép nhan va tra két

- Tiép nhén kiém tra giéy td, van ban 1a ban chinh, ddi
chi¢u ban sao véi ban chinh
+ Truong hop gidy to, van ban khong ding véi ban

Buge 1 | U8 sl quyet TTH? ) COP g chuc tiép chinh, cong churc tir choi ti€p nhan Khong tinh thoi gian
Trung tdm Phuc vu hanh | nhan . \ , s e 1 .
chinh cong cip x& + Truong hop ban sao dam bao dung véi ban chinh:
cong chl'fc cap nhat trén hé thong Mot ctra dién tir tinh,
hudng dan cong dan ndp phi
, Van phong HDND- Céng chirc tiép —‘C'ong chuc lam cong tac f:hung Fhuc cap ph?t dg thao Th()"1 gian: 06 gio.
Budce 2 S ~ 161 ching theo mau quy dinh. Trinh nguoi c6 tham Truong hgp can kéo
UBND cap xa nhéan A 1o NP \
quyén ky chirng thuc dai thoi han: 14 gio
Nguoi co thim 2 Y S e g
. Ao~ A Lv s - Kiém tra, cac gidy td van ban va dy thao 101 ching. o "
Buoe 3| UBND cap xa ?ﬁgjn ky chimg Ky chimg thuc, chuyén vin thu dong dau tra két qua Thor gian: 01 gio
in phe ; 5 e va - Déng déu theo quy dinh
Budc 4 Van phorig H~DND Cong chtrc van g; 11; quy mee Thoi gian: 01 gios
UBND cap xa thu - Chuyén két qua td1 Bo phan tra két qua
Bude 5 Biém tiép nhan va tra Cén b0 tra keét qua Tra két qua cho t6 chuc, c4 nhan Khong tinh thoi gian

két qua giai quyét TTHC

tap trung
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- Trung tam Phuc vu
hanh chinh cong cap xa

12. Ching thuc chir ky trong cac gidy to, vin ban (dp dung cho ca trudng hop chirmg thuc diém chi va trueong hop ngudi yéu ciu
chirng thue khong ky, khong diém chi dwoc)

- M3 sb TTHC: 2.000884

- Tong thoi gian thyc hién TTHC: 08 gio

Budc
thue hién

Pon vi thuc hién

Trach nhiém
thue hién

Noi dung cong viéc

Thoi gian
thuc hién

Budc 1

Diém tiép nhan va tra két
qua giai quyét TTHC -
Trung tdm Phuc vu hanh
chinh cong cap xa

Cong chuc tiép
nhan

-C4n bo tiép nhan kiém tra cac gidy to xuat trinh phuc vu chimg
thue chir ky. Truong hop ngudi yéu cau chimg thuc khong
thong thao tiéng Viét thi phai c6 nguoi phién dich

+ Truong hop cac gidy t yéu cau ching thyc khong day du,
tai thoi diém chung thuc, ngudi yéu cau chimg thuc khong
minh man, nhan thtc va lam chu dugc hanh vi ciia minh va
viéc ching thuc thude cac truong hop khong dugce chung thuc
chir ky thi tir chdi tiép nhan.

+ Truong hop céac gidy to yéu cau chimg thuc day du, tai thoi
diém chtng thyc, nguoi yéu cau chimg thuc minh man, nhan
thirc va lam cha dugc hanh vi ciia minh va vi¢c ching thuc
khong thudc cac truong hop khong duge chirng thuc chir ky
thi yéu cau nguoi yéu cau chung thuc ky/ diém chi trudc mat
cong chirc tiép nhan.

-Cong churc cap nhat trén hé théng Mot ctra dién tur tinh, hudng
dan cong dan nop phi

Khong tinh thoi

gian
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- Cong chtrc 1am cong tac ching thuc dy thdo 161 ching

. Vian phong HDND- Cong chuc tiép . x : - P AT NI -y
Budc 2 UBND cép xi nhan chlg:ng theo mau quy dinh. Trinh nguoi c6 tham quyén ky Thoi gian: 06 gio
chung thuc
Buéc3 | UBND cp xa Nguoi c6 tham - Kiém tra, cac gidy to van ban va du thao 10i chig. Ky Thoi sian: 01 eid
p quyén chirng thuc | chiing thuc, chuyén van thu dong dau tra két qua glan- vt g
in phe ] 5 e va - Phét hanh, luu trit ho so theo quy dinh . :
Budc 4 Vian phor}g HPND Cong chuc van ani, fut o so flAUY m L Thoi gian: 01 gid
UBND cap xa thu - Chuyén két qua tdi Bo phan tiép nhan ho so va tra két qua
Diém tiép nhan va tré ,
Budc 5 k?l:c qua giai quyéet TTHC CAan bo tra két qua Tra két qua cho t chirc, ¢4 nhan Khong tinh thot
- Trung tam Phuc vu tap trung glan

hanh chinh cong cép xa
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