Biéu miu 02/RS-KSTT

A SOAT, PANH GIA THU TUC HANH CHIiNH

Linh vuc Chirng thue (13 thu tuc)

I. THONG TIN CHUNG 1

1. Tén TTHC

Thi tuc cap ban sao tir s6 goc

2.000908

2. Linh vuc

Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phtl vé cip ban sao tir
ban chinh, chimg thuc chit ky va chung thuc hop dong, giao dich;
- Thong tu 86 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi tiét
va huéng dan thi hanh mot sb didu cua Nghi dinh sd 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cp ban sao tir ban chinh, chtng thue chit ky va ching
thue hop dong, giao dich.

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020.

- Nghi dinh s6 07/2025/NP-CP ngay 09/01/2025 ciia Chinh phu sua doi, b6 sung
mot 5o diéu cua cac Nghi dinh trong linh viee ho tich, quoc tich, ching thuec.

4. Co quan, don vi thuc hién

Uy ban nhén dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé cia | a) Dbi v6i quan 1y nha nuée:
TTHC la gi? Muc tiéu a.1: Pam bdo tinh phap ly cua cac van ban



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4179

b) Bdi véi quyén, nghia vu va loi ich hop phép cta ca nhan, to chirc:
Muc tiéu b.1: Tao thuan loi cho nguoi dan khi bi mét hodc thét lac ban géc

2. Trong qua trinh
thwe hién muc tiéu cia
TTHC

a) C6 thay d6i hay khong?
co [

Ly do: Muc ti€u da cu thé, 5 rang

- Muyc tiéu a.1: Khong
Muc ti€u cua TTHC khéng thay doi, nhérp kjém soat chat ché va dam bao quyén lgi cta to chuc
ca han trong vi¢c dé nghi cap ban sao tir s6 goc

b) C6 duogc dap ung hay khong?

co X Khéng [ ]

Ly do: P dap ing muc tiéu dé ra d6i véi quan 1y hanh chinh nha nudc va nguoi dan.

- Muc tiéu a.1:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ing?

a) Duy tri TTHC:
Ly do: Thi tyc thiét thuc gin lién voi cudc séng dam bao nhu cau ctia ngudi dan

4. Bién phap dwoc luya
chon c¢6 dian dén su
thay d6i ddéi véi cac
TTHC khac cé lién
quan?

C6 [ ] Khong
Ly do: Bién phap duoc lya chon khong dan tdi sy thay doi ddi v6i thi tuc hanh chinh.

II1. RA SOAT, PANH GIA TiNH HQP LY, TiNH HQP PHAP CUA CAC BQO PHAN CAU THANH TTHC

1. Tén TTHC




C6 duoc quy dinh 16
rang, thong nhat khong?

Co6 X]  Khong [ ]
- Tén ctia TTHC da duoc quy dinh 6 rang, day du theo quy dinh ctia phap luat

2. Trinh ty thyc hién

a) C6 duoc quy dinh day
du, ro rang khong?

Co6 X]  Khong [ ]
- Quy dinh 18 rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho ddi twong thuc hién
thu tuc hanh chinh va co quan quan Iy nha nudc trong qua trinh thyc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co6 X]  Khong [ ]

- Trinh tu thuc hién hop ly

+ Ngudi yéu cau cip ban sao tir sd gde phai xuét trinh cac gidy t& phuc vu cho yéu cau cap ban sao tir
s0 goc. Truong hop nguoi yéu cau cap ban sao tir s6 goc gui qua buu dién thi phai gii kem theo ban
sao cO chung thuc gidy to theo quy dinh.

+ UBND cap x4 cin clr vao s6 gdc dé cap ban sao cho ngudi yéu cau; ndi dung ban sao phai ghi theo
ding ndi dung da ghi trong s6 goc.

+ Trong trudng hop khong tim thiy s6 gdc hodc trong sd gdc khong co thong tin vé ndi dung yéu cau
cap ban sao thi UBND cép xa dang luu gitr s6 goc c6 trach nhiém trad 161 bang van ban cho nguoi yéu
cau.

+ Nguoi yéu cau cap ban sao tir sd gde nhan két qua tai noi ndp ho so hoic qua buu dién (néu ndp qua
buu dién).

3. Cach thirc thue hién

Cach thire co dugc quy
dinh day du, o rang
khong?

Co X]  Khong [ ]

- Cach thirc dugc quy dinh day du, rd rang

Nop hé so truc tiép tai B6 phén tiép nhén va tra két qua thudéc UBND cip xa luu s6 gbc hodc guri yéu
cau qua buu di¢n,ndp ho so tryc tuyén.




4. HO so

a) C6 dugc quy dinh day
du, rd rang v& thanh
phan khong?

Co X]  Khong [ ]

- Thu tuc d4 quy dinh rd vé thanh phan ho so (ban sao ¢6 ching thuc hodc ban chinh)

+ Trudng hop ndp truc tiép thi xuat trinh ban chinh hodc ban sao ¢6 chimg thye Ho chiéu hodc chimg
minh nhan dan hoac thé can cudc cong dan con gié tri st dung.

+ Truong hop nguoi yéu cau cap ban sao tir s6 g giri qua buu dién thi phai gui kem theo ban sao co

ching thyc gidy chimg minh nhan dan hodc The can cudc cong dan hodc ho chiéu con gia trj sir dung,
phong bi dan tem ghi 1 ho tén, dia chi ngudi nhan cho UBND cép x3 cdp ban sao.

+ Truong hop nguoi yéu cau 1a nguoi dai dién theo phap luét, nguoi dai dién theo uy quyen cla ca
nhan, to chirc dugc cap ban chinh; cha, me, con; vo, chdng; anh, chi, em rudt; nguoi thira ké khac cua
ngudi dugc cap ban chinh trong trudng hop ngudi d6 da chét thi phai xuét trinh gidy to ching minh
quan hé véi nguoi duoc cip ban chinh.

b) Co dugc quy dinh rd
rang vé sO lugng khong?

Co6 X]  Khong [ ]

- Tha tuc d4 néu rd s6 lugng ho so phai nop (1 b))

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

C6 X  Khéng [ ]

- Trong ngay UBND cap x4 tiép nhén yéu cau hoic trong ngay 1am viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa
thuan thi ngudi tiép nhan ho so phai ¢ phiéu hen ghi rd thoi gian (gid, ngdy) tra két qua cho nguoi yéu cau
ching thuc.

- Trong truong hop yéu cdu cap ban sao tir s6 gc duoc gui qua buu dién thi thoi han dugc thue hién
ngay sau khi UBND cap xa nhan da ho so hop 1é theo ddu buu dién dén.

b) Co thé rat ngin thoi
han khong?

Cco X Khong []




- Rat ngan dugc thoi gian thu tuc néu cac phan mém phuyc vu cho cong viée cia cong chirc chuyén
mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cy thé khong?

Co6 X]  Khong [ ]
- UBND cép xi dang quan 1y s6 gbc

b) Co the tiép tuc uy
quyén hoac phan cap
thyc hién khong?

Co [ ] Khong X
- Céc van ban phap 1y khéng quy dinh vé Gy quyén hodc phan cip thyc hién.

7. Péi twong thue hién

a) Co ’thé m¢ rong/ thu
hep doi tugng tuan thu
khong?

Co [ ] Khong X
- Céc van ban phép 1y khong quy dinh.

b) Co6 thé mé rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
- Céc van ban phép 1y khong quy dinh.

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1¢ phi va céc chi phi
khéac khong?

Co [ ] Khong [X

b) Quy dinh vé phi va
muc phi ¢6 hop 1y, hop
phap khong?

-Quydinh vé phi: C6 [ | Khéng [ ]
(1) Ly do:
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....ooovviiiiiiiiiiiiee e,




- Quy dinh vé mc phi: C6 [ | Khong [ ]
(1) L d0r o e
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....ooiiniiie i,

¢) Quy dinh vé 1& phi va
muc 1€ phi c6 hop 1y,
hop phéap khong?

-Quy dinh vé 16 phi: C6 [X]  Khong [ |
- thuc hién theo dliing cac quy dinh hién hanh cua Nha nudc
-Murc 1 phi phu hop véi thuc té, thuc hién theo dung cac quy dinh hién hanh cua Nha nuée (i)

d) TTHC nay c6 quy
dinh vé céac chi phi khac
ddi vé6i ca nhan, to chirc
khong?

- Quy dinh vé cac chi phi khac: Co6 [ ]  Khong [X
- Cac van ban co phap ly khong quy dinh

d) Céch thuc nop phi, 1¢
phi c6 hop 1y khong?

Co6 X]  Khong [ ]
- Céach thure ndp phi va 1€ phi phu hop

9. Mau don, to khai

C6 quy dinh vé mau don,
to khai khong?

C6 [ ] Khong [X

Mdu don, to khai I: .....

a) Noi dung thong tin

- Noi dung 1: Thong tin ctia ngudi yéu cau
Can thiét: C6 [ ] Khong [ J;  Hoply: C6 [ ] Khong [ ;
Pé nghi néu rd:

Hop phap: C6 [ ] Khong [ ]

(i) Ly do: D3 yéu cau ghi rd ho tén, Gidy to tiy than va noi cu tra clia ngudi yéu cau
(i) Phuong an xir 1y (Néu cau tra 101 1A KHONG): ...oivmn e,
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc




Can thiét: C6 [ | Khong [ ]; Hoply: Cé6 [ | Khong [ J; Hop phap: C6 [ | Khong

Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang nam sinh.......

(ii) Phuong an xtr Iy (Néu cau tra 101 1a KHONG): ....ovvnii el

b) Yéu cdu xac nhén
(néu co)

Can thiét: C6 [ ] Khong [ J; Hoply: Cé6 [ | Khong [ ];  Hop phap: C6 [ | Khong [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly d0: ot e

(11) Phurong An XU 1y ..o

c) Ngobn ngir

Can thiét: C6 [ ] Khong [ J; Hoply: Co6 [ | Khong [ ;  Hop phap: C6 [ | Khong [ ]
Néu KHONG, dé nghi néu rd:

(1) Ly 0 o e

(11) Phuomng An XU 1Y .o e et

Mdu don, to khain: ......

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh vé

yéu cau, die¢u kién khong?

Co X]  Khong [ ]
- Phai ¢6 s6 gbc

Yéu cau, dicu kién 1:
Phai c6 s6 goc

C6 hop 1y, hop phap khong? C6 [X] Khong [ ]
- S6 gbc 1a can cir dé thuc hién cip ban sao

Yé&u cau, dicu kién n:

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly dOr o e
(ii) Phuong an xir Iy (Néu cau tra 101 la KHONG): .....oivniiieeie e




11. Két qua thyc hién

a) C6 dugc quy dinh vé
tho1t han c6 hiéu luc
khong?

Co [ ] Khong X

Pé nghi néu rd:

(1) Ly 0 o e e e
(ii) Phuong an xir Iy (Néu cau tra 101 18 KHONG): .....ooivviiiiiie e,

b) Quy dinh thoi han ¢cé
gia tri hiéu luc co hop 1y,
hop phap khong?

C6 [ ] Khong X

Pé nghi néu rd:

(D) Ly do: o

(ii) Phuong an xir 1y (Néu cau tra 101 1 KHONG): ....oiimn i)

¢) Quy dinh pham vi c6
gia tr1 hiéu lyc c6 hop 1y,
hop phap khong?

Can thiét: Co [ ] Khong [ J; Hoply: Co6 [ | Khong [ ;  Hop phap: C6 [ | Khéng [ ]
(1) Ly d0r o e
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ..ot

12. Vin ban cén sira d6i, b sung (Dé nghi néu rd tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

L At
Q) LUAL e e
.........
b) Phap 1énh
3o 01341 o U [ [ OO
.........

d) Quyét dinh cua TTCP

L e

@) Thong tu/ Thong tur AN HCh [ | | oooeie el

.........




e) Quyét dinh cua Bo trudng [ TSR

g) Van ban khac

L | e

13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 10i tai Biéu mau
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 2

1. Téen TTHC

Thu tuc chlrng thwe ban sao tir ban chlnh gléy to, van ban do co quan to chirc

¢6 thim quyen cia Viét Nam; €0’ quan, to chirc c6 thAm quyen cua nu’0'c ngoai;

co quan, t6 chirc c6 tham quyen cia Viét Nam lién két véi co quan, t6 chirc c6
tham quyen cia nuwdc ngoai cap hoac chirng nhan

2.000815

2. Linh vuc

Churng thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi vé cip ban sao tir
ban chinh, chimg thuc chit ky va ching thuc hop dong, giao dich;
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi tiét
va huéng dan thi hanh mot sb didu cua Nghi dinh sb 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phi1 v& cap ban sao tir ban chinh, chtng thyc chir ky va ching
thuc hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh sé 120/2025/NP-CP ngay 11/6/2025;

- Théng tw s6 08/2025/TT-BTC ngay 12/6/2025;

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ctia B Tai chinh Quy dinh mirc
thu, ché @6 thu, ndp, quan 1y va str dung phi chtng thuc.

4. Co quan, don vi thuc hién

Uy ban nhéan dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé caa | a) D61 voi quan Iy nha nude:

TTHC la gi?
cap

Muc tiéu a.1: Dam bao tinh phap 1y ctia cac vin ban do co quan to chirc c6 thim quyén ctia Viét Nam



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4180
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4180
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4180
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4180

b) Pbi v6i quyén, nghia vu va loi ich hop phap ctia ¢ nhan, td chirc: ...........ooovviiiieiiiiiiieeeieeil
Muc tiéu b.1: Tao diéu kién thuan loi cho nguoi dan trong qua trinh thyc hi¢n cac TTHC va giao dich

2. Trong qua trinh
thwe hién muc tiéu cia
TTHC

a) C6 thay d6i hay khong?

-Muyc tiua.l: Cé6 [] Khong
Ly do: Muc ti€u da cu thé, 5 rang

b) C6 dugc dap ung hay khong?

-Muyctibua.l: Co6 [X Khéng [ |

Ly do: B3 dap tng muc tiéu dé ra

3. Bién phap nao c6 thé
dwogc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap trng?

a) Duy tri TTHC:
Ly do: Thi tyuc thiét thuc gin lién véi cudc séng phuc vu nhu cau ctia ngudi dan va to chie.

4. Bién phap dwoc lua
chon c6 din dén su
thay do6i do6i véi cac
TTHC Kkhac co6 lién
quan?

Cé [ ] Khong
Bién phéap duoc lya chon khong dan t6i su thay doi d6i voi thu tuc hanh chinh.

III. RA SOAT, PANH GIA TiNH HQP LY, TINH HQOP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Tén TTHC

C6 dugc quy dinh 1
rang, thong nhat khong?

Co6 XI  Khong [ ]
- Tén thu tuc rd rang va thong nhit phi hop véi quy dinh cta phéap luét




2. Trinh ty thuc hi¢n

a) C6 duoc quy dinh day
du, ro rang khong?

Co X]  Khong [ ]
- Quy dinh 13 rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho dbi tuong thuc hién tha
tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co X]  Khong [ ]

- Trinh ty thuc hién hop 1y

- Nguoi yéu cﬁu‘ chtng thuc phai xuét trinh ban chinh gidy td, vin ban lam co s¢ dé chimg thuc ban
sao va ban sao can chung thuec.

- Truong hop ngudi yéu cau chung thuc chi xut trinh ban chinh thi UBND cap x4 tién hanh chuyp tu
ban chinh dé thuc hién ching thuc, trir truong hop UBND cap xa khong c6 phuong tién dé chup.

- Nguoi thuc hi¢n chung thuc kiém tra ban chinh, d6i chiéu véi ban sao, néu noi dung ban sao dung
v61 ban chinh, ban chinh gidy to, van ban khong thudc céc truong hop ban chinh gidy to, van ban khong
dugc dung lam co s& dé ching thuc ban sao nhu quy dinh dudi day thi thuc hi¢n ching thuc ban sao,
nhu sau:

- Ghi day du 10i ching ching thuc ban sao tir ban chinh theo mau quy dinh;

- Ky, ghi 15 ho tén, dong ddu cuia UBND cép x4 thuc hién chimg thuc va ghi vao sb chimg thuc.

Pbi v6i ban sao c6 tir 02 (hai) trang trd 18n thi ghi 101 chtmg vao trang cudi, néu ban sao c6 tir 02 (hai)
to trg 1€n thi phai dong dau giap lai.

Moi ban sao dugc chimg thuc tir mot ban chinh giéy to, van ban hodc nhiéu ban sao duoc chung thuc
tor mQt ban chinh giay to, van ban trong cung mot thoi diém duge ghi mot s6 ching thyec.

- Khong dugc dung lam co s¢ dé ching thuc ban sao cac giady to, van ban sau:




- Ban chinh bi téy x0a, stra chira, thém, bt ndi dung khong hop 1€.
- Ban chinh bi hu héng, cii nat, khong xac dinh dugc ndi dung.

- Ban chinh déng dau mat ctia co quan, td chirc c6 tham quyén hodc khong dong diu mat nhung ghi rd
khong duoc sao chup.

- Ban chinh c6 ndi dung trai phap luat, dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chdng ché
d6 x& hoi chu nghia Vi€t Nam; xuyén tac lich st cuia dén toc Viét Nam; xac pham danh dy, nhan pham,
uy tin cta ca nhan, to chirc; vi pham quyén cong dan.

- Ban chinh do co quan, t6 chtc c¢6 thim quyén cta nude ngoai cap, cong chimg hodc chimg nhan chua
dugc hop phap hoa lanh su theo quy dinh.

- Gidy t0, van ban do c4 nhan tu l1ap nhung khong c¢6 xac nhan va dong dau cia co quan, to chirc co
tham quyén.

+ Ngudi yéu cau ching thuc nhan két qua tai noi ndp ho so

3. Cach thirc thuc hién

Cach thire co dugc quy
dinh day du, ro rang
khong?

Co6 X]  Khong [ ]
- Nop ho so truc tiép tai BO phan tiép nhan va tra két qua thuoc UBND cép xa hodc nop truc tuyén

4. H6 so

a) C6 dugc quy dinh day | Co [X]  Khong [ ]

du, r6 rang v€ thanh | . Thy tyc di quy dinh rd vé thanh phan hd so

phan khong? Ban chinh gidy to, vin ban lam co s& dé chimg thuc ban sao va ban sao can ching thuc. Trudng hop

ngudi yéu cau ching thuc chi xuét trinh ban chinh thi co quan, t6 chuc tién hanh chup tir ban chinh dé
thuc hién chung thyc, trir truong hop co quan, té6 chirc khong c6 phuong tién d€ chup. Ban sao, chup
tur ban chinh dé thuc hién ching thuce phai c6 day du cac trang da ghi thong tin cua ban chinh.




b) Co dugc quy dinh rd
rang vé sO lugng khong?

Co6 X]  Khong [ ]
- Thu tuc da néu 3 s6 luong hd so phai ndp (1 bo)

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

C6 X]  Khong [ ]

- Trong ngay UBND cap x3 tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio. Déi véi truong hop cung mot lac yéu céu chung thue ban sao tur nhiéu loai ban chinh
gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s6 luong nhiéu ban sao; ndi dung glay to, van ban
phtc tap kho kiém tra, dbi chiéu ma co quan, t6 chuc thuc hién chung thuc khong thé dép tng dugc
thoi1 han quy dinh néu trén thi thot han chung thuc dugc kéo dai thém khong qua 02 (hai) ngay lam
viéc hodc co thé dai hon theo thoa thuan bang vin ban v&i ngudi yéu cau chimg thyc. Trudng hop tra
két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo quy dinh thi ngudi tiép nhan ho
so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi yéu cau chimg thuc

b) Co thé rat ngan thoi
han khong?

Co6 X]  Khong [ ]
- Rt ngan dugc thoi gian thi tuc néu cac phan mém phuc vu cho coéng viéc cua cong chic
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) Co dugc quy dinh 15
rang, cy thé khong?

Cco X Khong []
- Uy ban nhan dan cip xa.

b) Co the tiép tuc uy
quyén hodc phan cap
thuc hién khong?

Co [ ] Khong X
- Cac van ban phap 1y khong quy dinh vé iy quyén hodc phan cap thuc hién.




7. P6i twong thue hién

a) Co ,thé mo rong/ thu
hep doi tugng tuan thu
khong?

Co [ ] Khong X
- Ly do: Céc van ban phap ly khong quy dinh.

b) Co6 thé mé rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
- Ly do: Céc van ban phap ly khong quy dinh.

8. Phi, I¢ phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va cac chi phi
khéac khong?

Co X]  Khong [ ]
- B3 ghi rd murc phi ching thuc phai ndp
2.000 dong/trang; tir trang thir 3 trd 1én thu 1.000 ddng/trang, tdi da thu khong qua 200.000 dong/ban

b) Quy dinh vé& phi va
muc phi ¢6 hop 1y, hop
phap khong?

- Quy dinh vé phi: Co6 [X] Khoéng [ ]
- Mtic phi pht hop véi thuc té, thuc hién theo ding cac quy dinh hién hanh ctia Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1¢ phi c6 hop ly,
hop phap khong?

- Quy dinh vé 18 phi: Co [] Khong []
Khong quy dinh vé 1& phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac
ddi voi ca nhan, to chic
khong?

- Quy dinh vé cac chi phi khac: Co6 [ ]  Khong [X
Céc van ban phap 1y khong quy dinh.

d) Cach thirc ndp phi, 1¢
phi c6 hop 1y khong?

Co6 X]  Khong [ ]
- Céch thirc ndp phi phu hop ndp truc tiép hodc truc tuyén




9. Mau don, to khai

C6 quy dinh vé mau don,

Co [ ] Khong X

to khai khong? Pé nghi néu rd:
) T 5 0 P
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ......iimiiii e,
MAu AON, 1O KRAT L: ...............o o e et e e

a) NO1 dung thong tin

- Noi dung 1: Thong tin ctia nguoi yéu cau

Can thiét: C6 [ ] Khong [ J; Hoply: Cé6 [ | Khong [ ];  Hop phap: C6 [ | Khéong [ ]
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir 1y (Néu cau tra 101 1A KHONG): ..ovniienei e,

- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Can thiét: C6 [ | Khéng [ |; Hoply: C6 [ ] Khong [ ];  Hop phéap: C6 [ ] Khong

Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi 1 thu tuc gi, lam cho ai, ngay thang nam sinh.......

(ii) Phuong an xir Iy (Néu cau tra 101 18 KHONG): ......ooomiiiii e,

b) Yéu cau xac nhéan
(néu co)

Cin thiét: Co [ ] Khong [ ]; Hoply: C6 [ ] Khong [ J:  Hop phap: C6 [ ] Khong [
Néu KHONG, dé nghi néu rd:
(1) Ly 0 o e

(11) Phuomg An XU 1Y oo e e e et et et e e




c) Ngobn ngir

Can thiét: C6 [ ] Khong [ J;  Hoply: Co [] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu ro:

6T 15 0 H

(11) PRuong An XU 1y ..o e

Mau don, to khain: .....

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh vé [C6 [] Khong X

yéu cau, dieu kién khong?

Pé nghi néu rd:
(1) Ly d0r o e e

Yé&u cau, dicu kién 1:

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly Or o e
(ii) Phuong an xir 1y (Néu cau tra 101 A KHONG): ....oiiiniii e

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly dOr o e

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ....oniiiniiee e

11. Két qua thyc hién

a) C6 dugc quy dinh vé
tho1t han c6 hiéu luc
khong?

Co [ ] Khong X

Pé nghi néu rd:

(1) Ly d0r o e e
(i) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiiiniii e,




b) Quy dinh thoi han ¢6 | C6 [ ] Khong [X
gia tri hiéu luc c6 hop 1y, | P& nghi néu rd:
hop phdp khong? ) LY 0% oo

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiivniii e,

¢) Quy dinh pham vi ¢6 | Can thiét: C6 [ ] Khéng [ [; Hoply: Co [ | Khong [ |; Hop phap: Co [ | Khoéng [ |
At hiCU IUC CONOP LY, | (1) Ly dor ..o,

hop phéap khong?

(ii) Phuong &n xir Iy (Néu cAu trd 101 18 KHONG): ....vvveeeieeeeeee e

12. Vin ban cin sira doi, bo sung (Dé nghi néu rod tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat

[]

---------------------------------------------------------------------------------------------------------

b) Phép 1énh

[]

.........................................................................................................

.........

c) Nghi dinh

[]

d) Quyét dinh cua TTCP

[]

d) Thong tu/ Thong tu lién tich [ ]

e) Quyét dinh cua Bo truong

[]

.........................................................................................................

g) Van ban khac

[]

.........................................................................................................

13. Théng tin lién hé dé | Ho va tén nguoi dién: Pham Thi Loan
lam r6 noi dung cac | Didong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn

cau tra loi tai Biéu mau
nay




I. THONG TIN CHUNG 3

1. Téen TTHC

Thii tuc chirng thue chir Ky trong céc gidy to, vin ban (ap dung cho ca truwong
hop chirng thue diém chi va trudong hop ngudi yéu ciu chirng thwe khong thé
ky, khong thé diém chi duorc)

2.000884

2. Linh vuc

Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir
ban chinh, chimg thuc chit ky va ching thuc hop dong, giao dich;
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi tiét
va huéng dan thi hanh mot sb didu cua Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thue hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh 56 120/2025/NP-CP ngay 11/6/2025;

- Théng ti s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh muc
thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

4. Co quan, don vi thuc hién

Uy ban nhéan dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé cia | a) Dbi v6i quan 1y nha nuée:
TTHC la gi? Muc ti€éu a.1: Pam bdo tinh phap ly cua cac giao dich dan sy

Muc tiéu b.1: Pam bao quyén dugc giao dich, uy quyén ..ctia cong dan



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4181
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4181
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4181

2. Trong qua trinh
thuc hién muc tiéu caa
TTHC

a) C6 thay ddi hay khong?

-Muc tiéua.l:  Co6 [ ] Khong
Ly do: Muc ti€u da cu thé, 1o rang

b) C6 duogc dap ung hay khong?

- Muc tiéu a.l: co [X Khong []

Ly do: Pa dap tmg muc tiéu dé ra

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ung?

a) Duy tri TTHC:
Ly do: Thii tyc thiét thuc gin lién voi cude séng

4. Bién phap dugc lua
chon c6 dian dén su
thay d6i ddéi véi cac
TTHC Kkhiac c6 lién
quan?

Co [ ]  Khong
Ly do: Bién phap duogc lua chon khong dan téi su thay ddi ddi vai tha tuc hanh chinh.

III. RA SOAT, PANH GIA TINH HQP LY, TINH HQP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Tén TTHC

C6 duoc quy dinh 1o
rang, thong nhat khong?

Co X]  Khong [ ]
- Tén thu tyc rd rang va thong nhit theo quy dinh cta phap luat

2. Trinh ty thyc hién




a) C6 duoc quy dinh day
du, ro rang khong?

Co6 X]  Khong [ ]
- Quy dinh 13 rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho dbi tuong thuc hién tha
tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co X Khong []

- Trinh tu thuc hién hop ly

Ngudi yéu cau chimg thuc chit ky/diém chi/khong thé k¥, khong thé diém chi dugc phai xudt trinh cac
gidy to phuc vu viéc ching thuc chir ky.

- Trong trudng hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét thi phai c6 nguoi phién
dich. Nguoi phién dich phai la nguoi c6 nang lyc hanh vi déan sy day du theo quy dinh cua phap luat,
thong thao tiéng Viét va ngdn ngit ma nguoi yéu cau chimg thuc sir dung. Nguoi phién dich do ngudi
yéu cau ching thuc moi hoac do co quan thuc hi¢n chirng thuc chi dinh. Thu lao phién dich do nguoi
yéu cau ching thuc tra.

- Nguoi thuc hién chimg thyuc kiém tra gidy to yéu cau chimg thuc, néu thay du gidy to theo quy dinh,
tai thoi diém chung thuc, nguoi yéu cau ching thuc minh man, nhan thic va lam cha dugc hanh vi cia
minh va vi¢c chiing thuc khong thude cac truong hop khong duge ching thuc chir ky thi yéu cau nguoi
yéu cau chung thuc ky/diém chi trudc mat nguoi thuc hién chung thuc va thuc hién ching thuc nhu
sau:

- Ghi day du 10i chimg chtng thuc chi kY theo mau quy dinh;

- Ky, ghi rd ho tén, dong dau ctia UBND cap x4 thuc hién ching thuc va ghi vao sé ching thuc.

Déi véi gidy to, vin ban co tir (02) hai trang tré 1én thi ghi 16i chimg vao trang cudi, néu gidy to, van
ban co tir 02 (hai) to trd 1€n thi phai dong dau giap lai.

+ Trudng hop khong dugce chung thuc chit ky:

- Tai thoi diém chung thuc, ngudi yéu cau ching thue chit ky khong nhan thie va 1am chu duoc hanh
vi cua minh.




- Ngudi yéu cau ching thyc chit ky xut trinh Gidy ching minh nhan dan hoic Ho chiéu khong con
gia tr1 st dung hodc gia mao.

- Gidy t0, van ban ma ngudi yéu cau chimg thuc ky vao c6 ndi dung trai phap luat, dao dirc xa hoi;
tuyén truyén, kich dong chién tranh, chdng ché do xa hoi chu nghia Viét Nam; xuyén tac lich sir cta
dan toc Viét Nam; xic pham danh dy, nhan phém, uy tin ctia cd nhan, td chire; vi pham quyén cong
dan

- Glay to, van ban c6 ndi dung la hop dong, giao dich, trir cac truong hgp chimg thuc chit ky trong
Gidy uy quyen dbi vé6i truong hop uy quyen khong c6 thu lao, khong c6 nghia vy boi thuong cua bén
dugc uy quyén va khong lién quan dén viéc chuyén quyén s hitu tai san, quyén st dung bat dong san
hodc truong hop phap ludt c6 quy dinh khac.

+ Dm vOi truong hop chimg thuc chir ky/dlem chi/khong thé ky, khong thé dlem chi duogc tai bd phan
tlep nhan va tra két qua thi cong chuc tiép nhan ho so kiém tra cac giay to, néu nhan thiy nguoi yéu
cau chung thuc c6 du diéu kién quy dinh tai Khoan 2 Diéu 24 Nghi dinh $s6 23/2015/ND-CP thi dé nghi
nguoi yéu cau chimg thuc ky/diém chi vao gidy to can chimg thyuc va chuyén cho ngudi ¢6 thAm quyén
ky chimg thuc

3. Cach thirc thue hién

Cach thire co dugc quy
dinh day du, o rang
khong?

Co X]  Khong [ ]

- Cach thirc dugc quy dinh day du, rd rang

Nop hd so truc tiép tai BO phan tiép nhén va tra két qua thuoc UBND cép xa hodc ngoai tru s¢ cua co
quan thuc hién ching thuc néu nguoi yéu cau chung thyc thudc dién gia yéu, khong thé di lai duoc,
dang bi tam giir, tam giam, thi hanh an phat ti hodc c6 1y do chinh dang khac, ndp hd so truc tuyén
qua dich vu cong.

4. HO so




a) Co dugc quy dinh day
du, rd rang v& thanh
phan khong?

Co6 X]  Khong [ ]

- Ban thdo, gidy to tily than

Ban chinh hoac ban sao ¢6 chung thuc HO chiéu hoidc chtirng minh nhan dan hoac thé can cudc cong
dan con gia tri st dung.

- Glay to, van ban ma minh s& ky/diém chi. Trudng hop ching thuc chir ky trong glay td, van ban bang
tleng nudc ngoat, néu nguoi thue hién ching thuc khong hiéu 16 noi dung cua gidy t0, van ban thi co
quyén yéu céu nguoi yéu cau chimg thyc nop kém theo ban dich ra tiéng Viét ndi dung cua gidy to,
van ban do (ban dich khong can cong chimg hoic chimg thuc chir ky nguoi dich, ngudi yéu cau chimg
thue phai chiu trach nhiém vé nodi dung ctia ban dich)

b) C6 dugc quy dinh rd
rang vé s6 luong khong?

Cco X Khong []
- Thu tuc dd néu 6 s6 luong hd so phai nop (1 bo).

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Cco X Khong []

- Thot han giai quyet trong ngay UBND cap x4 tlep nhan yéu ciu hodc trong ngay lam viéc tiép theo,
néu tlep nhan yéu cau sau 15 gid. Trudng hop tra két qua trong ngay lam viéc tiép theo thi nguoi tiép
nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngdy) tra két qua cho ngudi yéu cau ching thuc

b) Co thé rat ngin thoi
han khong?

Co X]  Khong [ ]
-Rit ngan dugc thoi gian thi tuc néu cac phan mém phuc vu cho cong viée ciia cong chirc chuyén mén
duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X]  Khong [ ]
- UBND cép x4




b) Co thé tiép tuc uy
quyén hoac phan cap
thuc hién khong?

Co [ ] Khong X
- Ly do: Cac van ban phap 1y khong quy dinh vé iy quyén hodc phan cap thuc hién.

7. Poi twong thwe hién

a) Co ,thé mo rong/ thu
hep doi tugng tudn thu
khong?

Co [] Khong X
Ly do: Cac van ban phap 1y khong quy dinh

b) C6 thé mod rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
Ly do: Céc van ban phap 1y khong quy dinh

8. Phi, 1 phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va céac chi phi
khac khong?

Cco X Khong []
Ly do: Ba ghi rd mtrc phi chirng thuc chir ky phai ndp
10.000 dong/trudng hop (trudng hop duoc tinh 13 mot hodc nhiéu chir ky trong mot gidy to, vin ban)

b) Quy dinh vé phi va
muc phi c6 hop ly, hop
phép khong?

- Quy dinh vé phi: Co X Khong []
- Mtic phi phu hop véi thue té, thue hién theo ding cac quy dinh hién hanh ctia Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1€ phi c6 hop 1y,
hop phéap khong?

-Quy dinh vé 16 phi: C6 [ | Khéng [ ]
Khéng quy dinh vé muc 1 phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac

- Quy dinh vé cac chi phi khac: C6 [ ]  Khong [

Ly do: Cac van ban phap 1y khong quy dinh




do1 voi ca nhan, to chire
khong?

d) Céch thuc nop phi, 1¢
phi ¢6 hop 1y khong?

Co6 X]  Khong [ ]
- Céch thtrc ndp phi va 1é phi phu hop, ndp truc tiép hodc truc tuyén

9. Mau don, to khai

C6 quy dinh vé mau don,

C6 [ ] Khong [ ]

to khai khong? Pé nghi néu rd:
) T8 50 10
(ii) Phuong an xir 1y (Néu cau tra 101 Ta KHONG): ...oiien e,
MU AONy 10 KR@IE 12 ...

a) NoOi dung thong tin

- Noi dung 1: Thong tin cia ngudi yéu cau

Can thiét: C6 [ ] Khong [ ]; Hoply: Co [ | Khong [ |;  Hop phap: Co [ | Khong [ |
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 Ta KHONG): ....oiveniii e,
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Can thiét: C6 [ | Khong [ ],  Hoply: Co [ ] Khong [ ];  Hop phép: C6 [ ] Khong

Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang nim sinh. ... ...

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ....ooiieniii e,

b) Yéu cdu x4c nhan
(n€u cb)

Can thiét: Co [ ] Khong [ ];  Hoply: C6 [ ] Khong [];  Hop phap: C6 [ | Khéng [
Néu KHONG, dé nghi néu ro:




) T8 05 10
(11) Phurong An XU 1y ..o e

¢) Ngobn ngir

Cin thiét: Co [ ] Khong [ ]; Hoply: C6 [ ] Khong [ J:  Hop phap: C6 [ ] Khong [
Néu KHONG, dé nghi néu rd:

(1) Ly d0r o e
(11) Phuomg An XU 1Y oo e e e e e e e

Mdu don, to khain: ......

10. Yéu cau, dieu kién

TTHC nay c6 quy dinh vé | Co [ ] Khong [X

yéu cau, diéu kién khong?

Pé nghi néu rd:
(1) Ly d0: o e

Yé&u cau, dieu kién 1:

C6 hop 1y, hop phap khong? C6 [X] Khong [ ]

Pé nghi néu rd:

(1) Ly d0: o e
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oooviiiiiiiiie e

Yéu cau, diéu kién 2:

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly d0: o

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....ooovvniiiie e

11. Két qua thue hién




a) C6 dugc quy dinh vé
tho1t han c6 hiéu luc
khong?

Co6 X]  Khong [ ]

Pé nghi néu rd:

6T 15 0
(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ....uiimnii el

b) Quy dinh thoi han cé
gia tri hiéu lyc co hop 1y,
hop phéap khong?

C6 X Khong [ ]

Pé nghi néu rd:

(D) Ly do: o

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiivniiieiiie e,

¢) Quy dinh pham vi co
gia tr1 hiéu lyc c6 hop 1y,
hop phap khong?

Can thiét: C6 [X] Khong [ ]; Hoply: Co [X] Khong [ ];  Hop phap: C6 [X| Khéong [ ]
(1) L d0r o e
(ii) Phuong an xtt 1y (Néu cau tra 101 1 KHONG): .....vvveeeeieie e

12. Van ban can stra doi, bo sung (D¢ nghi néu 10 tén loai; s0, ky hi€u; ngay, thang, nam; di€u, khoan, di€ém quy dinh)

a) Luat L oo
b) Phép 1énh L ] e
c¢) Nghi dinh [ IR SRR

d) Quyét dinh cua TTCP

L ot

@) Thong tu/ Thong tur BN HCh [ | | oooeee el




e) Quyét dinh cua Bo trudng [ TSR

g) Van ban khac

L | e

13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 10i tai Biéu mau
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 4

1. Tén TTHC

Thii tuc chirng thue viée sira doi, bé sung, hity bé hop dong, giao dich
2.000913

2. Linh vuc

Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phi1 vé cap ban sao
tir ban chinh, ching thuc chit ky va chimg thuc hop dong, giao dich;

- Nghj dinh s6 55/2015/ND-CP ngay 09 thang 6 ndm 2015 cua Chinh phi vé
chinh sach tin dung phuc vu phat trién nong nghiép, nong thon;

- Thong tu 5O 20/2015/TT-BTP ngay 29/12/2015 cua Bo Tu phap quy dinh chi
tiét va huong dan thi hanh mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chirng thyc chit ky va
chtng thue hop dong, giao dich.

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh sé 120/2025/NP-CP ngay 11/6/2025;

- Théng twr s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu s;é 226/2016/TT-BTC ngay 11/11/2016 cua B Tai chinh Quy dinh
murc thu, ché d0 thu, ndp, quan ly va st dung phi ching thuc.

4. Co quan, don vi thue hién

Uy ban nhan dan cép xa

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé | a) Béi véi quan 1y nha nudc:
cia TTHC la gi? Muc tiéu a.1: Pam bao tinh phap 1y cta cac hop dong giao dich

b) Béi véi quyén, nghia vu va loi ich hop phap ctia ca nhan, t6 chirc: .........oovuveiieiiieeiee el



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4182

Muc tiéu b‘.l: Tao diéu kién thuén loi cho cépg qan va co quan t6 chirc thuc hién ching thuc khi phat
hién hop dong trai phap luat hodc hop dong can bo sung

2. Trong qua trinh
thuc hién muc tiéu
cua TTHC

a) C6 thay d6i hay khong?
co [] Khong
Ly do: Muc tiéu di cy thé, rd rang dam bao tinh phap 1y va nhu cau hop phap cta ca nhan, t6 chc.

- Muc ti€u a.1:

b) C6 dugc dap ung hay khong?
co X Khong [ |
Ly do: D3 dép tng muc tiéu dé ra dam bao tinh phap 1y va nhu cau hop phap cia ca nhan, t6 chuc.

- Muc tiéu a.1:

3. Bién phap nao co
thé dwoc ap dung
khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duogc dap ung?

a) Duy tri TTHC:
Ly do: Thi tuc thiét thue gin lién voi cude séng

4. Bién phap dwgc
lwa chon cé din dén
sw thay ddi doi voi
cac TTHC khac co
lién quan?

C6 [ ] Khong
Ly do: Bién phap duoc lia chon khong dan t6i su thay dbi d6i voi tha tuc hanh chinh.

II1. RA SOAT, PANH GIA TiNH HQP LY, TINH HQP PHAP CUA CAC BQO PHAN CAU THANH TTHC

1. Tén TTHC




Co dugc quy dinh 16
rang, thong nhat
khong?

Co X]  Khong [ ]

-Tén tha tuc 16 rang va théng nhat dam bao day du theo quy dinh ctia phap luat.

2. Trinh ty thyc hién

a) Co duoc quy dinh
day du, 10 rang
khong?

Co X]  Khong [ ]

- Quy dinh r0 rang, cu thé vé cac budc thuc hién dé tao diéu kién thuén lgi cho dbi tuong thuc hié¢n thu
tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh
hop 1y gilra cac budc
khong?

Cco X Khong []

Trinh ty thuc hién hop 1y cac budce thuc hién da dugc quy dinh cu thé, 5 rang dé tao diéu kién thuan
loi cho d6i tuong thue hién thu tuc:
- Nguoi yéu cau ching thuc xudt trinh gidy to tiy than con gia tri sit dung dé nguoi thuc hién chimg thuc
kiém tra va ndp 01 bo hod so .

- Viée sta d6i, bo sung, huy bo hop dong, giao dich dé dugc chung thue chi duge thyc hién khi c6 thoa
thuan bang van ban cia cac bén tham gia hop dong, giao dich.

- Viéc stra doi, bo sung, huy bo hop dong, giao dich duoc thuc hién tai UBND cép x4 da chimg thuc hop
dong, giao dich. Truong hop sura d6i, bo sung, thay thé, hily bo mot phan hodc toan bo di chuc thi c6 thé
chtng thue tai bat ky co quan c6 thim quyén ching thuc nao.

- Ngudi thyc hién chimg thuc kiém tra gidy to trong ho so yéu cau ching thuc, néu day du tai thoi diém
ching thuc cac bén tham gia hop dong, giao dich tu nguyén, minh man va nhan thirc, lam cha dugc hanh
vi cua minh thi thuc hién ching thuec.

- Cac bén tham gia hop dong, giao dich phai ky tru6c mat nguoi thue hién ching thyc. Trudng hop nguoi
c6 tham quyén giao két hop dong cua cac to chic tin dung, doanh nghiép da dang ky chir ky mau tai co
quan thyc hién chimg thuc thi c6 thé ky trudce vao hop ddng; ngudi thuc hién chimg thuc phai d6i chiéu




chit ky cua ho trong hgp dong véi chir ky mau trude khi thyc hién ching thuc, néu nghi ngo chit ky trong
hop dong khac véi chit ky mau thi yéu cau nguoi do ky trude mat.

- Truong hop nguoi yéu cau chimg thuc khong ky duoc thi phai diém chi; néu nguoi d6 khong doc duoc,
khong nghe duoc, khong ky, khong diém chi dugc thi phai co 02 (hai) nguoi lam ching. Nguoi lam ching
phai co du nang lyc hanh vi dan sy va khong c6 quyen, loi ich hodc nghia vu lién quan den hop dong,
giao dich. Nguoi lam ching do nguoi yéu cau ching thuc bb tri. Truong hop ngudi yéu cau chimg thyc
khong b tri duoc thi dé nghi co quan thue hién ching thyuc chi dinh ngudi lam chimg.

- Nguoi thuc hién ching thuc ghi 101 ching twong tmg véi timg loai hop dong, giao dich theo miu quy
dinh; ky, ghi r6 ho tén, dong dau cta co quan thuc hién chimg thuc va ghi vao sé) chtng thuc. Déi véi
hop dong, giao dich co tur 02 (hai) trang tr¢ 1€n, thi tung trang phai dugc danh s6 thir tu, co chit ky cua
nguoi yéu cau ching thyc va nguoi thuce hién ching thyc; s6 luong trang va 101 ching dugc ghi tai trang
cudi cua hop dong, giao dich. Trudng hop hop dong, giao dich o tir 02 (hai) to tré 1én thi phai dong dau
giap lai.

- Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét thi phai co ngudi phién dich.
Nguoi phién dich phai 1a nguoi c6 nang luc hanh vi dan sy day du theo quy dinh ctia phap luat, thong
thao tiéng Viét va ngdn nglt ma ngudi yéu cau chung thuc st dung. Nguoi phién dich do ngudi yéu cau
chtng thuc moi hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi yéu cau
chtng thyc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh xac ndi dung ctia hop dong, giao
dich, noi dung 15i chimg cho nguoi yéu cau chimg thuc va ky vao ting trang hop dong véi tu cach 1a
nguoi phién dich.

- UBND cép x4 thue hién viéce sira doi, bd sung, thay thé, huy bo mot phﬁn hodac toan bd di chiuc phai
thong bao bang vin ban cho co quan di chtng thuc trude diy vé noi dung sira doi, bd sung, thay thé, hay
bé mot phan hodc toan bd di chuc dé ghi chii vao S6 chimg thuc hop ddng, giao dich.

- Nguoi yéu cau ching thuc nhan két qua tai noi ndp ho so.

3. Cach thirc thuc hién




Cach thuc g() duoc
quy dinh day du, 1o
rang khong?

Co X]  Khong [ ]
- Céch thuce duge quy dinh day du, rd rang: Truc tiép tai co quan hanh chinh nha nudc hoic truc tuyén
qua dich vu cong

4. HO so

a) Co duoc quy dinh
day du, rd rang vé
thanh phan khong?

Co X]  Khong [ ]

- Hop déng, giao dich da dugc ching thyc;

- Dy thao hop dong, giao dich sira ddi, bd sung, huy bo hop dong, giao dich da duoc chl'mg thuc;

- Trong trudng hop ndi dung sira doi, bo sung co lién quan den tai san thi nguoi yéu cau chung thuc phai
ndp ban sao kém ban chinh dé d6i chiéu gidy chimg nhan quyén so hitu, quyén sir dung hoic ban sao giay
to thay thé dugc phap luat quy dinh d6i véi tai san ma phap luat quy dinh phai dang ky quyén s& hitu,
quyén su dung, trir trudong hop nguoi 1ap di chic dang bi céi chét de doa dén tinh mang

b) C6 duogc quy dinh
r0 rang vé sO lugng
khong?

Co6 X]  Khong [ ]
- Thii tuc d3 néu 16 sd luong hod so phai ndp (1 bd)

5. Thoi han giai quyét

a) Co duoc quy dinh
r0 rang, cu thé khong?

Co X]  Khong [ ]

- P4 ghi rd thoi gian giai quyét thi1 tuc

Thoi han thyc hién yéu cau chimg thuc phai duge bao dam ngay trong ngay co quan, t6 chirc tlep nhan
yéu cau hodc trong ngay lam viée tiép theo, néu tlep nhan yéu cau sau 15 gid. Truong hop tra két qua
trong ngdy 1am viéc tiép theo thi nguoi tiép nhan hd so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra
két qua cho ngudi yéu cau chung thuc.

b) C6 thé rat ngan thoi
han khong?

Co X]  Khong [ ]




- Rut ngan duoc thoi gian thu tuc néu cac phan mém phuc vu cho cong viéc cua cong chirc chuyén mén
duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) Co duoc quy dinh
r0 rang, cu thé khong?

Co X]  Khong [ ]
- UBND cép x4

b) C6 thé tiép tuc uy
quyén hoac phan cap
thuc hién khong?

Co [ ] Khong X
Ly do: Cac vian ban phép 1y khong quy dinh vé Gy quyén hodc phan cap thuc hién.

7. P6i twong thue hién

a) Co j:hé mo rong/ thu
hep doi tuong tuan thu
khong?

Co [ ] Khong X
Ly do: Cac van ban phap 1y khong quy dinh.

b) C6 thé md rong/
thu hep pham vi é4p
dung khong?

Co [ ] Khong X
Cac van ban phap 1y khong quy dinh.

..............................................................................................................

8. Phi, 1¢ phi

a) TTHC c6 quy dinh
vé phi, I¢ phi va cac
chi phi khac khong?

Co X]  Khong [ ]
- P ghi rd mirc phi hay bo, stra d6i bo sung hop dong: 30.000 dong/hop dong, giao dich.

b) Quy dinh vé phi va
muc phi ¢6 hop 1y,
hop phap khong?

- Quy dinh vé phi: Co [X Khong []
Ly do: Mirc phi phu hop véi thuc té, thuc hién theo diing cac quy dinh hién hanh caa Nha nudce




¢) Quy dinh vé 18 phi
va muc 1€ phi c6 hop
1y, hop phap khong?

- Quy dinh vé 16 phi: Co [] Khong []
Khong quy dinh vé 18 phi

d) TTHC nay c6 quy
dinh vé cac chi phi
khéc ddi véi ca nhan,
t6 chirc khong?

- Quy dinh vé cac chi phi khac: Co [ ] Khéng [X]
Céc van ban phap ly khong quy dinh.

d) Céch thirc ndp phi,
1€ phi c6 hop 1y
khong?

Cco X Khong []
- Céch thtrc ndp phi va 1 phi phu hop: ndp truc tiép hodc truc tuyén

9. Mau don, to khai

C6 quy dinh vé miu
don, to khai khong?

Co [ ] Khong X

Pé nghi néu rd:

(1) Ly Or oo e
(ii) Phuong an xir 1y (Néu cau tra 101 JA KHONG): ....oiiveii e,

Mdu don, to khai 1: ..

..........................................................................................................................

a) NO1 dung thong tin

- Noi dung 1: Thong tin ctia nguoi yéu cau

Canthiét: C6 [ ] Khong [ ;  Hoply: Co6 [ | Khong [ ;
Pé nghi néu ro:

(1) Ly do:

(i) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ....ooevnie e,
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Can thiét: Co [ ] Khong [ ], Hoply: C6 [] Khong [ ];

Hop phap: C6 [ ] Khong [ ]

Hop phap: C6 [ ] Khéng




Pé nghi néu rd:
(i) Ly do: P4 yéu cau ghi rd thii tuc gi, lam cho ai, ngay thang nam sinh.......
(i) Phuong an xir 1y (Néu cau tra 101 JA KHONG): ....ooiveiii e,

b) Yéu cau xac nhin
(n€u co)

Can thiét: C6 [ ] Khong [ ],  Hoply: Co [] Khong [ ]; Hop phéap: C6 [ | Khong [ ]
Néu KHONG, dé nghi néu rd:

(1) Ly d0r o e
(11) Phuong an XU 1y ..o e e

c) Ngoén nglr

Can thiét: Co [ ] Khong [ ]; Hoply: Co [ ] Khong [ ];  Hop phap: C6 [ | Khéong [ ]
Néu KHONG, dé nghi néu ro:

6 T 56 0
(11) Phuong An XU 1y ..o e e

Mdu don, to khai n: ...

............................................................................................................................

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh
cau, di€u kién khong?

vé yéu | Co [ ] Khéng [X]

Pé nghi néu rd:

(1) Ly d0r o
(i1) Phuong an XU ly::

..........................................................................................

Yé&u cau, di€u kién 1:

.............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

. Pé nghi néu rd:

. (1) Ly Or o e e
(ii) Phuong an xir 1y (Néu cau tra 101 A KHONG): .....iiinniii i

Yé&u cau, di€u kién n:

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]




............................

.. Dé nghi néu rd:
.. (1) Ly 0r o e e

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....uiiimniii e

11. Két qua thye hién

a) Co duoc quy dinh
ve thot han ¢6 hiéu luc
khong?

Co [ ] Khong [ ]

Pé nghi néu rd:

(1) Ly Or o e e

(i) Phuong an xir 1y (Néu cau tra 101 Ja KHONG): ...t

b) Quy dinh thoi han
co gia tri hi€u luc co

Co [ ] Khong [ ]
Pé nghi néu rd:

hop 1y, ‘hop phap | iyygqo.
khong? " : . .

ong (ii) Phuong an xir 1y (N&u cau tra 107 12 KHONG): . .veoveeee oo
¢) Quy dinh pham vi | Can thiét: C6 [ | Khéng [ |; Hoply: Co [ | Khong [ |;  Hop phap: C6 [ | Khong [ |
€O A trl hiCU TUC CO | (1) Ly d0: .oovveiiee e
hop 1y, hop  phap | (ii) phuong an xir 1y (Néu cau tra 101 13 KHONG): ..ovooveoe oo
khong?

12. Vin ban cin sira d6i, b sung (Dé nghi néu rod tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat

[]

............

b) Phép 1énh

[]

......................................................................................................

............

c) Nghi dinh

[]




d) Quyét dinh cua TTCP ]

d) Thong tu/ Thong tu lién tich [ ]

e) Quyét dinh cua Bo truong [ |

......................................................................................................

g) Van ban khac ]

......................................................................................................

13. Thong tin lién hé | Ho va tén ngudi dién: Pham Thi Loan

dé lam ro ndi dung | pj dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn
cac cau tra loi tai
Bi€u mau nay




I. THONG TIN CHUNG 5

1. Tén TTHC

Thii tuc sira 15i sai s6t trong hop dong, giao dich
2.000927

2. Linh vuc

Churng thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngy 16/02/2015 cta Chinh phu vé cip ban sao tir
ban chinh, chirng thyc chir ky va chimg thuc hop dong, giao dich;

- Nghi dinh s 55/2015/ND-CP ngay 09 thang 6 nam 2015 cua Chinh phu vé chinh
sach tin dung phuc vu phat trién nong nghi€p, nong thon;

- Thong tu sc:3 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi tiét
va huong dan thi hanh mét s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu v€ cap ban sao tir ban chinh, ching thue chir ky va ching
thuc hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh s6 120/2025/NP-CP ngay 11/6/2025;

- Théng twr s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu 56 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh muc
thu, ché do thu, ndp, quan ly va sur dung phi chung thuc.

4. Co quan, don vi thuc hién

Uy ban nhan dan cép xa

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé ciia | a Myc tiéu a.1: Pam bao tinh phap 1y ctia cac hop dong giao dich
TTHC la gi? b) Bdi véi quyén, nghia vu va loi ich hop phap cta ci nhan, t0 chirc: ..........covuveiieeiieeieein. ...

Muc tiéu b.1: Tao diéu kién thuén lgi cho cong dan va co quan t6 churc thuc hién ching thuc khi phat
hién hgp dong trai phap luat hoac hgp dong can bo sung



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4183

2. Trong qua trinh
thuc hién muc tiéu caa
TTHC

a) C6 thay ddi hay khong?

co [] Khong

Ly do: Muc tiéu da cu }hé, rd rang dam béo tinh phap 1y ca cac hop dong giao dich va quyén loi trach
nhiém cua cong dan, t6 chuc.

b) C6 dugc dap ung hay khong?

co X Khéng [ |

Ly do: ba dap img muyc tiéu dé ra dam bao tinh phap 1y cua cac hop ddng giao dich va quyén loi trach
nhiém cua cong dan, t6 chuec.

- Muc tiéu a.1:

- Muc tiéu a.l:

3. Bién phap nao c6 thé
dwogc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong dugc dap tmg?

a) Duy tri TTHC:
Ly do: Thu tuc thiét thyc gan lién voi cude song dam bao tinh phép 1y cta cac hop dong giao dich va
quyén logi trach nhiém cua cong dan, to chuec.

4. Bién phap dwoec luya
chon c6 dian dén su
thay doi doi véi cac
TTHC Kkhac co lién
quan?

C6 [] Khong
- Ly do: Bién phap duoc lwa chon khong dan t6i su thay doi d6i véi thi tuc hanh chinh.

III. RA SOAT, PANH GIA TINH HQP LY, TINH HQP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Téen TTHC

C6 dugc quy dinh 16
rang, thong nhat khong?

Co X]  Khong [ ]
- Tén ciia TTHC da dugc quy dinh 16 rang, diy du theo quy dinh ctia phap luat




2. Trinh ty thyc hién

a) C6 duoc quy dinh day
du, ro rang khong?

Co X Khong []
- Quy dinh rd rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho d6i tuong thuc
hién thu tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién.

b) C6 dugc quy dinh hop
ly gitra cac budc khong?

C6 XI  Khong [ ]

- Trinh tu thuc hién hop ly

- Nguoi yéu cau chimg thue nop 01 bo hd so.

- Viéc sira 10i sai sot trong khi ghi chép, danh mady, in hop déng, giao dich da dugc ching thuc duogc
thue hién theo thoa thuan bang vin ban cua cic bén tham gia hop dong, giao dich, néu khong 1am anh
hudng dén quyén, nghia vu cua cac bén va dugc thuc hién tai co quan da chung thuc hop dong, giao
dich.

- Nguoi thue hién chimg thuc gach chan 16i sai sot can stra, dong dau cia co quan thuc hién ching
thie va ghi vao bén 1& ctua hop dong, giao dich ndi dung di stra, ho tén, chir ky cua ngudi sira, ngay
thang nam stra.

- Nguoi yéu cau chimg thuc nhan két qua tai noi ndp hd so.

3. Cach thirc thue hién

Cach thire co dugc quy
dinh day du, 1o rang
khong?

Co X]  Khong [ ]
Céch thirc duoc quy dinh day du, ro rang:
Truyc tiép tai co quan hanh chinh nha nudc

4. HO so




a) Co dugc quy dinh day
du, rd rang v& thanh
phan khong?

Co6 X]  Khong [ ]

- Thu tuc d4 quy dinh rd vé thanh phan ho so

- Ban sao Gidy chirng minh nhan dan hodc Thé can cude cong dan hoac HO chiéu con gié trj st dung
cuia nguo1 yéu cau ching thuc (xuat trinh ban chinh dé doéi chiéu);

- Vin ban thoa thuan vé viéc sira 16i sai sot trong hop déng, giao dich da dugc chirng thuc

- Hop dong, giao dich da dugc chl'mg thuc;

- Ban sao glay chtng nhan quyén so hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh ddi véi tai san ma phap luét ‘quy dinh phai dang ky quyén sé hiru, quyén sur dung trong truong
hop hop ddng, giao dich lién quan dén tai san d6 (xuét trinh ban chinh dé ddi chiéu).

b) C6 dugc quy dinh rd
rang ve so lugng khong?

Cco X Khong []

- Thu tuc da néu rd s6 lugng ho so phai ndp (1 b))

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Cé X Khong []

- Thoi han thyc hién yéu cau ching thue phai duoc bao dam ngay trong ngay UBND cap x4 tlep nhan
yéu cau hodc trong ngay lam viéc tiép theo, néu tlep nhan yéu cau sau 15 gio. Truong hop tra két qua
trong ngay lam viéc tiép theo thi nguoi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gid, ngay)
tra két qua cho nguoi yéu cau ching thuc.

b) Co thé rat ngin thoi
han khong?

Co X]  Khong [ ]
- Rat ngin dugc thoi gian thi tuc néu cac phan mém phuc vu cho cdng viée cua cong chic
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co6 X]  Khong [ ]
- P4 ghi 15 tén co quan thuc hién: UBND cap xa




b) Co thé tiép tuc uy
quyén hoac phan cap
thuc hién khong?

Co [ ] Khong X
- Ly do: Cac van ban phap 1y khong quy dinh vé uy quyén hodc phan cap thuc hién.

7. P6i twong thue hién

a) Co ,thé m¢ rong/ thu
hep doi tugng tuan thu
khong?

Co [ ] Khong X
- Ly do: Céc van ban phap ly khong quy dinh

b) C6 thé mo rong/ thu
hep pham vi 4p dung
khong?

Co [ ]  Khong X
- Ly do: Céc van ban phap ly khong quy dinh

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va céac chi phi
khac khong?

Co6 X]  Khong [ ]
- B3 ghi rd muc phi phai ndp
25.000 dong/hop dong, giao dich.

b) Quy dinh vé& phi va
muc phi ¢6 hop 1y, hop
phap khong?

-Quy dinh vé phi: C6 [X]  Khéng [ |
Ly do: Muc 1€ phi phu hop voi thuc té, thuc hién theo dung cac quy dinh hién hanh cua Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1€ phi c6 hop 1y,
hop phap khong?

- Quy dinh vé 18 phi: Co [] Khong []
Khong quy dinh vé 1& phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac

- Quy dinh vé cac chi phi khac: C6 [ ]  Khéng [X
- Ly do: Céac van ban phap ly khong quy dinh




do1 voi ca nhan, to chire
khong?

d) Céch thuc nop phi, 1¢
phi ¢6 hop 1y khong?

Co6 X]  Khong [ ]
- Ly do: Cach thirc ndp phi phut hop ndp truc tiép hoic truc tuyén

9. Mau don, to khai

C6 quy dinh vé mau don,

C6 [ ] Khong [ ]

to khai khong? Pé nghi néu rd:
) T8 50 10
(ii) Phuong an xtr Iy (Néu cau tra 101 1a KHONG): .....oovnii il
Mau dom, 10 KR@E 12 (...

a) NoOi dung thong tin

- Noi dung 1: Thong tin cia ngudi yéu cau

Can thiét: C6 [ ] Khong [ ]; Hoply: Co [ | Khong [ |;  Hop phap: Co [ | Khong [ |
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....oivvniii i

- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Can thiét: C6 [ | Khong [ ],  Hoply: Co [ ] Khong [ ];  Hop phép: C6 [ ] Khong

Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang nim sinh. ... ...

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....iivniie e,

b) Yéu cdu x4c nhan
(n€u cb)

Can thiét: Co [ ] Khong [ ];  Hoply: C6 [ ] Khong [];  Hop phap: C6 [ | Khéng [
Néu KHONG, dé nghi néu ro:




(1) Ly d0r o e e
(11) Phurong An XU 1y ..o e

c¢) Ngén ngir Can thiét: C6 [_] Khéng [ ] Hoply: C6 [ | Khong [, Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu rd:

(1) Ly d0r ot e

(i1)) Phuong an xtr 1y: ...

MEAU AON, (O KR R: ... e e L

10. Yéu cau, dieu kién

TTHC nay c6 quy dinh vé | Co [ ] Khong [ ]
yéu cau, diéu kién khong? | P& nghi néu rd:

1) Ly d
1 € L

Yéu cau, diéu kién 1: C6 hop 1y, hop phap khong? C6 [ | Khong [ ]

.............................. Dé nghi néu rd:

.............................. (1) Ly dOr o

(ii) Phuong an xir 1y (Néu cau tra 101 [a KHONG): ...ovoivinii e

Yéu cau, diéu kién n: C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

.............................. Pé nghi néu rd:

.............................. (1) Ly Or o e
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ......oooviiiiiiiiiie e

11. Két qua thue hién




a) C6 dugc quy dinh vé
tho1t han c6 hiéu luc
khong?

Co [ ] Khong [ ]

Pé nghi néu rd:

6T 15 0
(ii) Phuong an xir Iy (Néu cau tra 101 Ta KHONG): .....oiimniiii e,

b) Quy dinh thoi han cé
gia tri hiéu lyc co hop 1y,
hop phéap khong?

C6 [ ] Khong [ ]

Pé nghi néu rd:

(D) Ly do: o

(i) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiuniiiiiiie e,

¢) Quy dinh pham vi co
gia tr1 hiéu lyc c6 hop 1y,
hop phap khong?

Can thiét: C6 [ ] Khong [ ],  Hoply: Co [ ] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
(1) Ly d0r o e
(ii) Phuong &n xtr 1y (Néu cau trd 101 18 KHONG): «...veeeeeeie e

12. Van ban can stra doi, bo sung (D¢ nghi néu 10 tén loai; s0, ky hi€u; ngay, thang, nam; di€u, khoan, di€ém quy dinh)

a) Luat

b) Phéap 1énh

......................................................................................................

c¢) Nghi dinh

...................................................................................................

d) Quyét dinh cua TTCP

[]
[]
[]
[]

..........................................................................................

d) Thong tu/ Thong tu lién tich [ ]

e) Quyét dinh cta B truong

[]

g) Van ban khéc

[]

13. Thong tin lién hé dé
lam r6 n¢i dung cac

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




cau tra loi tai Bi€éu mau
nay




I. THONG TIN CHUNG 6

1. Tén TTHC

Thii tuc cip bén sao ¢é chirng thue tir ban chinh hep dong, giao dich da dwoc
chirng thuc
2.000942

2. Linh vuc

Ching thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngy 16/02/2015 cua Chinh phu vé cip ban sao tir
ban chinh, chirng thyc chir ky va chimg thuc hop dong, giao dich;

- Thong tu sc:S 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi tiét
va huong dan thi hanh mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, ching thue chir ky va ching
thuc hop dong, giao dich.

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh sé 120/2025/NP-CP ngay 11/6/2025;

- Théng tw s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh Quy dinh mirc
thu, ché d6 thu, ndp, quan ly va sur dung phi chung thuc.

4. Co quan, don vi thue hién

Uy ban nhan dan cép xa

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé caa | a) B61 voi quan ly nha nude: Pam bdo tinh phap 1y cua cac van ban

TTHC 1a gi?

b) Béi véi quyén, nghia vu va loi ich hop phap cta ca nhan, to chirc: ............cooevveiiieeinn....
- Tao thuan lgi cho nguo1 dan khi bi mat hodc that lac ban géc



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4184
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=4184

2. Trong qua trinh
thuc hién muc tiéu caa
TTHC

a) C6 thay ddi hay khong?

co [] Khong

Ly do: Muc tiéu dé cu thé, o rang, dam bao tinh phap 1y trong quan Iy hanh chinh nha nu6e va phuc
vu nhu cau loi ich cua ca nhan va t6 chure c6 1ién quan.

- Muc tiéu a.1:

b) C6 dugc dap ung hay khong?

co X Khong [ ]

Ly do: Da dap tmg muc tiéu dé ra dam bao tinh phap 1y trong quan ly hanh chinh nha nudce va phuc vu
nhu cau loi ich cua ca nhan va t6 chirc c6 lién quan

- Muc tiéu a.1:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong dugc dap ung?

a) Duy tri TTHC:
Ly do: Thu tyuc thiét thuc gan lién véi cudc song dam bao tinh phap 1y trong quan 1y hanh chinh nha
nudc va phuc vu nhu cau lgi ich ctia ¢4 nhan va t6é chirc ¢o6 lién quan.

4. Bién phap dwoec luya
chon c6 dian dén su
thay doi doi véi cac
TTHC Kkhac co lién
quan?

Co [ ]

Khoéng
- Ly do: Bién phap dugc lva chon khong dan toi su thay ddi ddi véi thu tuc hanh chinh.

III. RA SOAT, PANH GIA TINH HQP LY, TINH HQP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Téen TTHC

C6 dugc quy dinh 16
rang, thong nhat khong?

Co X]  Khong [ ]
- Tén thu tuc rd rang va théng nhat phu hop véi quy dinh ctia phap luat




2. Trinh ty thyc hién

a) C6 duoc quy dinh day
du, ro rang khong?

Co X Khong []
Ly do: Quy dinh 3 rang, cu thé vé cac budc thyc hién dé tao diéu kién thuan loi cho ddi tuong thuc
hién thu tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co X]  Khong [ ]

- Trinh ty thyc hién hop ly:

- Ngudi yéu cau cip ban sao c6 ching thuc tir ban chinh hop dong, giao dich phai xuat trinh cac gidy
to theo quy dinh.

- Nguoi thye hién chimg thuc kiém tra gidy to do ngudi yéu cu cap ban sao ¢ ching thyc tir ban
chinh hgp dong, giao dich xuat trinh.

- Viéc cép ban sao co chl'r‘ng thuc tir ban chinh hop déng, giao dich da dugc ching thuc duoc thuc hién
tai co quan luu trir hop dong, giao dich.

- Co quan thyuc hién ching thuc tién hanh chup tir ban chinh hop déng, giao dich dang duogc luu trir va
thuc hién chirng thuc nhu sau:

+ Ghi day du 101 ching ching thuc chit ky theo mau quy dinh;

+ Ky, ghi rd ho tén, dong diu cta co quan, t6 chure thuc hién ching thuc va ghi vao ) ching thuec.
Pbi voi ban sao c6 tir 02 (hai) trang trd 1én thi ghi 101 chtng vao trang cudi, néu ban sao c6 tir 02 (hai)
to trd 1en thi phai dong dau giap lai.

Mbi ban sao dugc chirng thyuc tir mot ban chinh giéy to, van ban hodc nhiéu ban sao dugc chiig thuc
tor mgt ban chinh giay to, van ban trong cung mot thoi diém dugce ghi mot s6 ching thuec.

3. Cach thirc thuc hién




Cach thire co dugc quy
dinh day du, o rang
khong?

Co6 X]  Khong [ ]

- Cach thirc duoc quy dinh day du, ro rang

Nop ho so truc tiép tai BO phan tiép nhén va tra két qua thuéc UBND cép xa; hoac ndp ho so truc tuyén
qua dich vu cong

4. H6 so

a) C6 dugc quy dinh day | Co [X]  Khong [ ]

du, r6 rang v& thanh | . Thy tyc di quy dinh rd vé thanh phan hd so

phan khong? Nguoi yéu cau ching thuce xudt trinh ban chinh hodc ban sao c6 ching thuc, Gidy chirmg minh nhan

dan hoac Thé can cudc cong dan hoac HO chi€u con gia tri st dung.

b) Co dugc quy dinh rd
rang vé sO lugng khong?

Co6 X]  Khong [ ]
-Thu tuc da néu rd sb luong ho so phai ndp (1 bo)

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Cé ] Khong []

- Trong ngay UBND cap x4 tiép nhan yéu cau hodc trong ngay lam viéc tlep theo, néu tiép
nhén yéu cau sau 15 gio. Truong hop tra két qua trong ngay lam viéc tiép theo thi nguoi
tiép nhan ho so phai c6 phiéu hen ghi 1 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau
chung thuc

b) Co thé rat ngan thoi
han khong?

C6 X Khong [ ]
- Rat ngian dugc thoi gian thu tuc néu cac phan mém phuyc vu cho cong viée cia cong chirc chuyén
mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co6 X]  Khong [ ]
- P4 ghi 15 tén co quan thyc hién 13 UBND cép x4 luu trit hop dong, giao dich




b) Co the tiép tuc uy
quyén hodc phan cap
thyc hién khong?

Co [ ] Khong X
- Ly do: Cac van ban phap 1y khong quy dinh vé ty quyén hodc phan cap thuc hién.

7. Poi twong thue hién

a) C6 thé mo rong/ thu
hep do1 tugng tuan thu
khong?

Co6 [ ] Khong X
Ly do: Céc van ban phap 1y khong quy dinh

b) Co6 thé mé rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
Ly do: Céc van ban phap ly khong quy dinh

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va cac chi phi
khéac khong?

Co6 X]  Khong [ ]

-Ly do: Pa ghi rd murc phi cip ban sao ¢ chimg thuc tir ban chinh hop dong, giao dich da dugc ching
thuc

2.000 dong/trang; tir trang thir 3 trd 1én thu 1.000 ddng/trang, tdi da thu khong qua 200.000 dong/ban

b) Quy dinh vé phi va
murc phi c6 hop ly, hop
phap khong?

- Quy dinh vé phi: C6 [X] Khéng [ ]
Ly do: Mirc phi phit hop véi thuc té, thyc hién theo diing cac quy dinh hién hanh cia Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1¢ phi c¢6 hop ly,
hop phéap khong?

- Quy dinh vé 18 phi: Co [] Khong []
Khong quy dinh vé 1& phi




d) TTHC nay c6 quy
dinh vé céac chi phi khac
ddi v6i ca nhan, t6 chirc
khong?

- Quy dinh vé cac chi phi khac: Co6 [ ]  Khéng [X
- Ly do: Céac van ban phap ly khong quy dinh

d) Cach thtrc ndp phi, 1¢
phi c6 hop 1y khong?

Co X]  Khong [ ]
Ly do: Céach thirc ndp phi va 1& phi phut hop: ndp truc tiép hodc truc tuyén

9. Mau don, to khai
C6 quy dinh vé maudon, | C6 [ ] Khong [X
to khai khong? Pé nghi néu rd:
(1) Ly d0r ot e
(ii) Phuong an xir Iy (Néu cau tra 101 Ta KHONG): .....iiinii e,
Mau @on, (0 KR L: ...,

a) NO1 dung thong tin

- Noi dung 1: Thong tin ctia nguoi yéu cau

Can thiét: C6 [ ] Khong [ ;  Hoply: Co6 [ ] Khong [ ;
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): «..ovniieii e,
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Canthiét: C6 [ ] Khong [ ;  Hoply: Co6 [ | Khong [ |;
Pé nghi néu rd:

Hop phap: C6 [ ] Khong [ ]

Hop phap: C6 [ ] Khong

(i) Ly do: P4 yéu cau ghi rd thii tuc gi, lam cho ai, ngay thang nim sinh

(ii) Phuong an xir 1y (Néu cau tra 101 1 KHONG): ...vniiin e




b) Yéu cdu xic nhan
(n€u co)

Can thiét: C6 [ ] Khong [ J;  Hoply: Co [] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly 0 ot e e e e e

(11) Phuong an XU 1y ..o e

c) Ngobn ngir

Can thiét: C6 [ ] Khong [ J;  Hoply: Co [ ] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly d0r o e

(11) Phuong An XU 1y ..o e e

Mbu don, to khain: ......

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh vé [C6 [] Khong X

yéu cau, dieu kién khong?

Pé nghi néu rd:
(1) Ly Or o e

Yé&u cau, dicu kién 1:

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly dOr o e

(ii) Phuong an xir 1y (Néu cau tra 101 A KHONG): ....oiiinii e

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly A0t o e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....iiiniii i

11. Két qua thyc hién




a) C6 dugc quy dinh vé
tho1t han c6 hiéu luc
khong?

Co6 X]  Khong [ ]

Pé nghi néu rd:

6T 15 0 H
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiivniii e,

b) Quy dinh thoi han cé
gia tri hiéu lyc co hop 1y,
hop phéap khong?

C6 X Khong [ ]

Pé nghi néu rd:

(D) Ly do: o

(i) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiuniiiiiiie e,

¢) Quy dinh pham vi co
gia tr1 hiéu lyc c6 hop 1y,
hop phap khong?

Can thiét: C6 [X] Khong [ ]; Hoply: Co [X] Khong [ ];  Hop phap: C6 [X| Khéong [ ]
(1) L d0r o e
(ii) Phuong an xir 1y (Néu cau tra 101 A KHONG): ....ooiinniii i,

12. Van ban can stra doi, bo sung (D¢ nghi néu 10 tén loai; s0, ky hi€u; ngay, thang, nam; di€u, khoan, di€ém quy dinh)

a) Luat

b) Phéap 1énh

.........................................................................................................

c¢) Nghi dinh

.........................................................................................................

d) Quyét dinh cua TTCP

[]
[]
[]
[]

.........................................................................................................

d) Thong tu/ Thong tu lién tich [ ]

e) Quyét dinh cta B truong

[]

g) Van ban khéc

[]

13. Thong tin lién hé dé
lam r6 n¢i dung cac

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




cau tra loi tai Bi€éu mau
nay




I. THONG TIN CHUNG 7

1. Tén TTHC

Thu tuc chirng thuc hop d(‘ﬁ‘ng, giao dich li€n quan dén tai san 13 dong sén,
quyén st dung dat va nha &
2.001035

2. Linh vuc

Ching thuc

3. Vin ban quy dinh vé TTHC

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

- Nghi dinh s6 55/2015/ND-CP ngay 09 thang 6 nam 2015 ctia Chinh phi1 vé chinh
sach tin dung phuc vu phat trién nong nghiép, nong thon;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia Bo Tu phap quy dinh chi tiét
va hudng dan thi hanh mét sé diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phii vé& cip ban sao tir ban chinh, chimg thyuc chit ky va
chtng thue hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh s6 120/2025/NP-CP ngay 11/6/2025;

- Théng twr s6 08/2025/TT-BTC ngay 12/6/2025;

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh Quy dinh mirc
thu, ché @6 thu, ndp, quan 1y va st dung phi ching thuc.

4. Co quan, don vi thue hién

Uy ban nhan dan cép xa

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé caa | a) P61 voi quan Iy nha nude:

TTHC 1a gi?

Muc ti€u a.1: Quan 1y c6 hi€u qua céc tai san 1a dong san, quyén su dung dat va nha ¢;
b) B61 voi quyén, nghia vu va loi ich hop phap cua ca nhan, to chue: ...l
Muc tiéu b.1: Bam bao quyén sé hiru va dinh doat tai san cuia cong dan, t6 chirc



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3291
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3291
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3291

2. Trong qua trinh
thuc hién muc tiéu caa
TTHC

a) C6 thay ddi hay khong?
co [] Khong [X]
Ly do: Muyc tiéu da cu thé, rd rang dam bao hoat dong quan 1y c6 hi¢u qua cua nha nudce d6i voi cac tai

san 1a dong san, quyén sir dung dat va nha &; Pam bao quyén so hitu va dinh doat tai san cua cong
dan, to chuc.

- Muc tiéu a.l:

b) C6 dugc dap ung hay khong?
co X Khéng [ |
Ly do: ba dap irng muyc tiéu dé ra dam bao hoat dong quan 1y c6 hiéu qua cua nha nude dbi voi cac tai

san 1a ddng san, quyén sir dung dat va nha &; Pam bao quyén so hitu va dinh doat tai san cua cong
dan, td chue.

- Muc tiéu a.l:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ing?

a) Duy tri TTHC: [X]

Ly do: Thu tuc thiét thuc gan lién vOi cudc sdng dam bao hoat dong quan Iy c6 hiéu qua cua nha nudc
d6i v6i cac tai san la dong san, quyén sir dung dat va nha ¢; Pam bao quyén sé hiru va dinh doat tai
san ctia cong dan, to chirc.

4. Bién phap dwogec lua
chon c6 din dén su
thay d6i d6i véi cac
TTHC khac co6 lién
quan?

Co [ ] Khong
Ly do: Bién phap duoc lwa chon khong dan t6i su thay d6i ddi véi thu tuc hanh chinh.

II1. RA SOAT, PANH GIA TiNH HQP LY, TINH HQP PHAP CUA CAC BQO PHAN CAU THANH TTHC

1. Tén TTHC



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3291
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3291
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3291

C6 duoc quy dinh 16
rang, thong nhat khong?

Co6 X]  Khong [ ]
- Tén thu tyc rd rang va thong nhat dam bao theo dung cac quy dinh cta phéap luat

2. Trinh tu thuc hién

a) C6 duoc quy dinh day
du, o rang khong?

C6 X Khong [ ]
- Quy dinh rd rang, cu thé vé cac bude thue hién dé tao diéu kién thuan loi cho ddi tuong thuc hién thu
tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co X]  Khong [ ]
- Trinh ty thyc hién hop 1y
- Ngudi yéu cau chimg thue ndp 01 bo hd so yéu cau ching thuc.

- Nguoi thye hién ching thyuc kiém tra glay to trong hd so yéu cau chimg thue, néu day du, tai thoi
diém chtng thuc cac bén tham gia hop dong, giao dich tw nguyén, minh min va nhan thic, lam cha
dugc hanh vi ctia minh thi thyc hién chiing thuc.

- Cac bén tham gia hop dong, giao dich phai ky trudc mat nguoi thuc hién ching thyc. Truong hop
nguoi co tham quyén giao két hop dong cua cac to chirc tin dung, doanh nghiép da dang ky chit ky
mau tai co quan thue hién chimg thyc thi 6 thé ky trudc vao hop ddng; nguoi thye hién ching thuc
phai ddi chiéu chit ky cta ho trong hop dong véi chir ky mau trude khi thuc hién ching thuc, néu nghi
ngd chit ky trong hop dong khéac véi chit ky mau thi yéu cau nguoi d6 ky trudc mat.

- Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu nguoi d6 khong doc
dugc, khong nghe duoc, khong ky, khong diém chi duoc thi phai ¢6 02 (hai) nguoi lam ching. Nguoi
lam chirmg phai c6 du nang luc hanh vi dén sy va khong c6 quyen, loi ich hodc nghia vu lién quan den
hop dong, giao dich. 'Nguoi lam chimg do nguoi yéu cau ching thyc bd tri. Truong hop nguoi yéu cau
chtng thuc khong bé tri duoc thi dé nghi co quan thuc hién chimg thuc chi dinh nguoi lam chimg.




- Nguoi thue hién ching thyce ghi 101 ching tuong tng voi tung loai hop dong, giao dich theo mau quy
dinh; ky, gh1 1d ho tén, dong dau ciia co quan thyc hién ching thuc va ghi vao s0 chung thyec. Péi vai
hop ddng, giao dich c6 tur 02 (hai) trang tr¢ 1én, thi tung trang phai dugc danh s6 thir ty, co chit ky cia
nguol yéu cau chung thue va nguoi thyc hién ching thue; s6 lwgng trang va loi chung duge ghi tai
trang cudi cua hop dong, giao dich. Trudng hop hop dong, giao dich co tir 02 (hai) to trd 1én thi phai
dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thue khong thong thao tiéng Viét thi phai c6 ngudi phién
dich. Ngudi phién dich phai 1a ngudi ¢6 ning luc hanh vi dan su diy du theo quy dinh ctia phéap luat,
thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching thuc sit dung. Ngudi phién dich do ngudi
yéu cau ching thue moi hoic do co quan thuc hién ching thue chi dinh. Thu lao phién dich do ngudi
yéu cau chimg thyc tra. Ngudi phién dich ¢ trach nhiém dich ddy du, chinh xac noi dung cta hop
dong, giao dich, ndi dung 10i chimg cho ngudi yéu cau chimg thyuc va ky vao timg trang hop dong véi
tu cach la nguoi phién dich.

3. Cach thirc thue hién

Cach thirc co dugc quy
dinh day du, ro rang
khong?

Co6 X]  Khong [ ]
- Nop ho so tryc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cap xa. Viéc chiing
thie cac hop dong, giao dich lién quan dén quyén cta ngudi sir “dung dat duogc thuc hién tai
Uy ban nhéan dan cép xi noi c6 dat. Viéc chung thuc cac hop ddng, giao dich lién quan dén
nha & dugc thuc hién tai Uy ban nhan dan cap x3 noi c6 nha; hodc ndp hd so truc tuyén qua
dich vu cong.

4. H6 so

a) Co dugc quy dinh day | Co X]  Khéng [ ]

du, r6 rang v€ thanh | . Thy tyc di quy dinh rd vé thanh phan hd so
phan khong? - Dy thao hop dong, giao dich;




- Ban sao Gidy ching minh nhan dan hodc thé cin cudc cong dan hodc Ho chiéu con gia tri sir dung
ctia ngudi yéu cau chimg thuc (xuét trinh kém theo ban chinh dé doi chiéu);

-Ban sao gidy chimg nhan quyén s& hiru, quyén sir dung hodc ban sao gidy td thay thé duoc phap luat
quy dinh ddi véi tai san ma phap ludt quy dinh phai ding ky quyén sé hitu, quyén st dung trong trudng
hop hop dong, giao dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé déi chiéu).

b) C6 dugc quy dinh rd
rang vé sb luong khong?

Co X]  Khong [ ]
- Thu tuc dd néu 13 s6 luong hd so phai ndp (1 bo)

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

C6 X]  Khong [ ]

- Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du ho so yéu cau ching thuc hodc c6
thé kéo dai hon theo thoa thuén bang van ban voi nguoi yéu cau chuang thyc. Truong hop
kéo dai thoi han giai quyét thi ngudi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau ching thuc.

b) C6 thé rat ngan thoi
han khong?

Co6 X]  Khong [ ]
- Ly do: Rt ngan duoc thoi gian tha tuc néu cac phan mém phuc vu cho cong viée ciia cong chirc
chuyén mon duy tri trang thai hoat dong tot.

........................................................

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co XI  Khong [ ]
- Ly do: Di ghi 13 tén co quan thyc hién: Uy ban nhan dan cip xa

b) Co thé tiép tuc uy
quyén hodc phin cip
thuc hién khong?

Co [ ]  Khong X

- Ly do: Cac van ban phap Iy khong quy dinh vé ty quyén hodc phan cip thuc hién.




7. Péi twong thye hién

a) Co ’thé m¢ rong/ thu
hep do1 tugng tuan thu
khong?

Co [ ] Khong X
- Ly do: Céc van ban phap ly khong quy dinh.

b) C6 thé md rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
- Ly do: Céc van ban phap ly khong quy dinh.

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, I¢ phi va céc chi phi
khac khong?

Co6 XI  Khong [ ]
- Ly do: Di ghi & murc 1& phi phai nop: 50.000 dong/hop dong, giao dich

b) Quy dinh vé phi va
muc phi ¢6 hop 1y, hop
phap khong?

- Quy dinh vé phi: Co6 [X Khéng [ ]
Ly do: Muc phi phu hgp véi thuc té, thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1€ phi c6 hop 1y,
hop phéap khong?

- Quy dinh vé 18 phi: [ ] C6 Khéng [ |
Khéng quy dinh vé 18 phi

d) TTHC nay c6 quy
dinh vé céac chi phi khac
ddi vé6i ca nhan, t6 chirc
khong?

- Quy dinh vé cac chi phi khac: Co6 [ ]  Khéng [X
- Ly do: Céc van ban phap ly khong quy dinh.




d) Cach thtrc nop phi, 1¢
phi c6 hop 1y khong?

C6 XI  Khong [ ]
- Ly do: Cach thirc ndp phi va 18 phi pht hop ndp truc tiép hoic truc tuyén qua dich vu cong

9. Mau don, to khai

C6 quy dinh vé mau don,

C6 [ ] Khong [X

to khai khong? Pé nghi néu rd:
(1) Ly 0r o e
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiiineiie e,
MU A@0N, 00 KR@I 12 (... oo,

a) Noi dung thong tin

- Noi dung 1: Thong tin ctia ngudi yéu cau

Can thiét: C6 [ | Khong [ J;  Hoply: Co [] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....oooviiiiii i,

- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Can thiét: Co [ ] Khong [ ]; Hoply: Co6 [ | Khong [ ];  Hop phap: C6 [ | Khong

Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang niam sinh.......

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....iivnii e,

b) Yéu ciu x4c nhan
(n€u co)

Can thiét: Co [ ] Khong [ ];  Hoply: C6 [ ] Khong [];  Hop phap: C6 [ | Khéng [
Néu KHONG, dé nghi néu ro:

. /4
1 y 40:
L I T I T T I T T T T T T T P R R I R IR




(11) Phuong An XU 1y ..o e e

c) Ngon ngir

Can thiét: C6 [ ] Khong [ ],  Hoply: Co [ ] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly 0 oo e

(11) Phuong an XU 1y ..o

Méu don, to khai n: .....

..................................................................................................................

10. Yéu cau, dieu kién

TTHC nay ¢6 quy dinh vé | C6 [[]  Khong [X]

yéu cau, dieu kién khong?

Pé nghi néu rd:
(1) Ly d0r o

Yéu cau, dicu kién 1:

------------------------------

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu 1d:

(1) Ly dOr o e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....oovvniii i

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly 0r o e

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....iivviii it

11. Két qua thue hién

a) C6 dugc quy dinh vé
tho1t han c6 hi€u luc
khong?

Co6 X]  Khong [ ]
Pé nghi néu rd:
(1) Ly d0r et e




(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....ooivniiiiiie e,

b) Quy dinh thoi han c6 | Co X Khong []
gia tri hiéu luc co hop 1y, | P& nghi néu r3:
hop phap khong? () LY 0% oo

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....oiiuniiiii e,

¢) Quy dinh pham vi ¢6 | Can thiét: C6 [X] Khéng [ ]; Hop ly: C6 [X] Khong [ ];  Hop phap: C6 [X] Khéng [ ]
A trT hiGU e CONOD LY, | (1) Ly 0t ..o,

hop phap khong? (i) Phuong an xir Iy (N&u cau tra 101 18 KHONG): ..o oveoeeoe oo,

12. Van bén can stra doi, b6 sung (D¢ nghi néu ro tén loai; so, ky hi€u; ngay, thang, nam; di€u, khoan, di€ém quy dinh)

Q) LUAE L

[
b) Phép lénh L ] e
[

(o) I F 4oV e 7' o N P
d) Quyét dinh cua TTCP L L e
@) Thong tu/ Thong tur BN teh [ | | ooooi el
e) Quyét dinh cua Bo trudng [ SRR
g) Van ban khac L e

13. Théng tin lién hé dé | Ho va tén ngudi dién: Pham Thi Loan

lam rdo ndi dung cac | Didong: 0364751399 Email: phamthiloan1978@haiphong.gov.vn
cAu tra 101 tai Biéu miu
nay




I. THONG TIN CHUNG 8

1. Tén TTHC Thu tuc chirng thuc di chic
2.001019.000.00.00.H23 2.001019
2. Linh vuc Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngy 16/02/2015 ctia Chinh phu vé clp bén sao tir
ban chinh, ’ chung thyc cht ky va chang thuc hgp dong, giao dic}};
- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 cua B Tu phap quy dinh chi tiét
va huong dan thi hanh mét s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thyc chit ky va ching
thuc hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh sé 120/2025/NP-CP ngay 11/6/2025;

- Théng tur s6 08/2025/TT-BTC ngay 12/6/2025;

- Théng tu s6 226/2016/TT-BTC ngay 11/11/2016 ciia B Tai chinh Quy dinh mirc
thu, ché do thu, ndp, quan 1y va su dung phi ching thyc.

4. Co quan, don vi thuc hién

Uy ban nhén dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé cia | a) Ddi v6i quan 1y nha nudc:
TTHC la gi? - Pam bao tinh phap 1y cta di chuc

b) Pdi v6i quyén, nghia vu va loi ich hop phap ctia ca nhan, to chlrc: ................coooun.....
- Pam bao quyén dinh doat tai san ctia cong dan sau khi chét

2. Trong qua trinh |a) C6 thay d6i hay khong?

thue hién muc tiu cia | - Myc tiéu a.1:
TTHC

co [] Khong

Ly do: Muc tiéu di cu thé, rd rang dam bao quan Iy hanh chinh nha nudc va quyén loi ctia cong dan



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3292

b) Co dugc dap tng hay khong?
-Muyctidua.l: Co6 [X Khéng [ |
Ly do: Pa dap tng muc tiéu dé ra dam bao quan 1y hanh chinh nha nudc va quyén loi cta cong dan

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ing?

a) Duy tri TTHC:
Ly do: Thu tyc thiét thuc gin lién v6i cudc sdbng dam bao quan 1y hanh chinh nha nudc va quyén loi
cua cong dan

4. Bién phap dwogec lua
chon c6 din dén su
thay d6i d6i véi cac
TTHC khac coé lién
quan?

C6 [ ] Khong
Ly do: Bién phap duoc lwa chon khong dan t6i su thay d6i ddi véi thu tuc hanh chinh.

II1. RA SOAT, PANH GIA TiNH HQP LY, TINH HQP PHAP CUA CAC BQO PHAN CAU THANH TTHC

1. Tén TTHC

Cé dugc quy dinh 13
rang, thong nhat khong?

Co X Khong []
- Tén thu tuc 1 rang va théng nhat phu hop véi quy dinh cta phap luat

2. Trinh ty thyuc hién

a) C6 duoc quy dinh day
du, ro rang khong?

Co6 X]  Khong [ ]
- Ly do: Quy dinh r0 rang, cu thé vé cac bude thuc hién dé tao diéu kién thuan loi cho ddi tuong thuc
hién thu tuc hanh chinh va co quan quén 1y nha nudc trong qua trinh thyuc hién.




b) C6 dugce quy dinh hop
1y gitra cac budc khong?

Co6 X]  Khong [ ]

- Ly do: Trinh ty thuc hi¢n hop 1y
- Nguoi yéu cau chimg thuc nop 01 bo hd so yéu cau ching thuc.

- Ngudi thue hién ching thuc kiém tra gidy to trong hd so yéu cau chimg thuc, néu day du, tai thoi
diém chung thuc nguoi 1ap di chic ty nguyén, minh man va nhan thirc, lam chu dugc hanh vi cia minh
thi thuc hién chig thuec.

- Nguoi lap di chuc phai ky trudc mat nguoi thuc hién ching thuc.

- Truong hop ngudi yéu cau ching thuc khong ky duoc thi phai diém chi; néu nguoi d6 khong doc
dugc, khong nghe duoc, khong ky, khong diém chi duogc thi phai ¢ 02 (hai) ngudi lam ching. Nguoi
1am chimg phai c¢6 da nang luc hanh vi dan sy va khéng c6 quyén, loi ich hodc nghia vu lién quan dén
giao dich. Nguoi 1am chimg do ngudi yéu cau ching thuc bd tri. Trudng hop ngudi yéu cau ching
thie khong bd tri duge thi dé nghi co quan thuc hién ching thue chi dinh ngudi 1am chimg.

- Nguoi thuc hién ching thuc ghi 161 chimg theo mau quy dinh; ky, ghi r6 ho tén, dong dau cta co
quan thuc hién ching thuc va ghi vao s6 ching thyec. Péi voi di chie co tu 02 (hai) trang tro 1én, thi
ting trang phai dugc danh sé tha t, c6 chit ky ctia nguoi yéu cau chimg thuc va ngudi thyuc hién ching
the; sd lugng trang va 101 chimg dugc ghi tai trang cudi cua di chiic. Trudng hop di chiic co tir 02
(hai) to trd 1én thi phai dong dau giap lai.

- Trong trudng hop ngudi yéu cau chimg thue khong thong thao tiéng Viét thi phai c6 ngudi phién
dich. Ngudi phién dich phai 1a nguoi ¢6 ning luc hanh vi dan su day du theo quy dinh ctia phéap luat,
thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau ching thuc sit dung. Nguoi phién dich do ngudi
yéu cau ching thuc moi hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cu chtng thuc tra. Nguoi phién dich ¢ trach nhiém dich day du, chinh x4c ndi dung cia di chic,
ndi dung 101 chimg cho nguoi yéu cau ching thuc va ky vao timg trang di chiic véi tu cach 1a nguoi
phién dich.




3. Cach thirc thue hién

Cach thire co duge quy
dinh day du, 1o rang
khong?

Co X]  Khong [ ]
- Céach thuc duoc quy dinh déy da, 1o rang
Truc tiép tai co quan hanh chinh nha nudc: ndp ho so tryuc tiép hodc ndp truc tuyén qua dich vu cong

4. Ho so

a) C6 dugc quy dinh day | Co [X]  Khong []

du, r6 rang v€ thanh | _ Ly do: Thu tuc dd quy dinh r5 vé thanh phan ho so
phan khong?

- Du thao di chuc;

- Ban sao Gidy ching minh nhan dan hodc thé cin cudc cong dan hodc Ho chiéu con gia tri sir dung
clia ngudi yéu cau chimg thuc (xuat trinh kém theo ban chinh dé ddi chiéu);

- Ban sao giéy chtng nhan quyén so hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh d6i véi tai san ma phap luét quy dinh phai dang ky quyén sé hitu, quyén st dung trong truong
hop hop ddng, giao dich lién quan dén tai san do; trir truong hop nguoi 1ap di chuc dang bi cai chét de
doa dén tinh mang (xuét trinh kém theo ban chinh dé déi chiéu).

b) C6 dugc quy dinh rd
rang vé so luong khong?

Co6 X]  Khong [ ]
- Ly do: Thu tuc da néu rd sd lwong hd so phai ndp (1 bd)

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X]  Khong [ ]
- Ly do: Pi ghi rd thoi gian giai quyét thu tuc: 02 (hai) ngay lam viéc

b) Co thé rat ngin thoi
han khong?

Co X]  Khong [ ]
-Ly do: Rat ngan dugc thoi gian tha tuc néu cac phan mém phuc vu cho cong viée clia cong chirc
chuyén mon duy tri trang thai hoat dong tot.




6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X]  Khong [ ]
- Ly do: Pa ghi 13 tén co quan thyuc hién: Uy ban nhan dan cip xa

b) Co thé tiép tuc uy
quyén hodc phan cap
thuc hién khong?

Co [ ] Khong X
- Ly do: Cac van ban phap 1y khong quy dinh vé ty quyén hodc phan cap thuc hién.

7. P6i twong thue hién

a) Co ,thé mo rong/ thu
hep doi tuong tuan thu
khong?

Co []  Khong X
Ly do: Cac van ban phap 1y khong quy dinh

b) C6 thé md rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
Ly do: Céc van ban phap 1y khong quy dinh

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va cac chi phi
khac khong?

Cco X Khong []
Ly do: Pa ghi 1 muc phi phai ndp khi thwe hién chtng thyuc di chic: 50.000 dong/di chic.

b) Quy dinh vé phi va
muc phi c6 hop ly, hop
phap khong?

- Quy dinh vé phi: Co6 X Khong []
- Ly do: thuc hién theo diing cac quy dinh hi¢n hanh cua Nha nudc




¢) Quy dinh vé 1¢ phi va
muc 1¢ phi c6 hop ly,
hop phap khong?

- Quy dinh vé 1é phi: Co [] Khong []
- Khoéng quy dinh vé 18 phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac
ddi vé6i ca nhan, to chuc
khong?

- Quy dinh vé cac chi phikhac: C6 [ ]  Khéng [X
Ly do: Céc van ban phap 1y khong quy dinh

d) Céch thic nop phi, 1¢
phi ¢6 hop ly khong?

Co6 X]  Khong [ ]
- Ly do: Cach thitc ndp phi va 1& phi pht hgp ndp truc tiép hodc ndp truc tuyén

9. Mau don, to khai

C6 quy dinh vé mau don,
to khai khong?

C6 [ ] Khong [X

Pé nghi néu rd:

(1) Ly d0r o e
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiiineii e,

Mdu don, to khai I: .....

a) NoO1 dung thong tin

- Noi dung 1: Thong tin ctia ngudi yéu cau

Can thiét: C6 [ ] Khong [ ],  Hoply: C6 [ ] Khong [ ;
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....oooviii i,
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Can thiét: C6 [ ] Khong [ ],  Hoply: C6 [ ] Khong [ ;
Pé nghi néu rd:

Hop phap: C6 [ ] Khong [ ]

Hop phap: C6 [ ] Khong




(i) Ly do: Pa yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang niam sinh.......
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oooviiiiii e,

b) Yéu cdu xic nhan
(néu co)

Cin thiét: Co [ ] Khong [ ]; Hoply: C6 [ ] Khong [ J:  Hop phap: C6 [ ] Khong [
Néu KHONG, dé nghi néu rd:

(1) Ly d0r ot e

(11) Phuomng An XU 1Y .o e e e e

c) Ngobn ngir

Can thiét: C6 [_] Khéng [ ] Hoply: C6 [ ] Khéng [ ;' Hop phap: C6 [ ] Khéng [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly 0r o e e

(11) Phuong An XU 1Y oo e e e

Mdu don, to khain: .....

10. Yéu cau, dieu kién

TTHC nay c6 quy dinh vé|[C6 [] Khong [ ]

yéu cau, diéu kién khong?

Pé nghi néu rd:
(1) Ly d0: o e

Yéu cau, dieu kién 1:

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly d0: o

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ......oooviiiiiiiiiie e

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]
Pé nghi néu rd:
(1) Ly dOr o




(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....oivniiiiiieeie e

11. Két qua thuc hién

a) C6 dugc quy dinh vé
tho1t han c6 hi€éu luc
khong?

Co X Khong []

Pé nghi néu rd:

(1) Ly 0r e e e

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....iivmiii e,

b) Quy dinh thoi han cé
gia tri hiéu lyc co hop 1y,
hop phéap khong?

C6 X Khéng [ ]

Pé nghi néu rd:

(1) Ly do: e

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ..o,

¢) Quy dinh pham vi cé
gia tr1 hiéu luc c6 hop 1y,
hop phap khong?

Can thiét: C6 [X] Khong [ ],  Hoply: Co [X] Khong [ ];  Hop phéap: C6 [X] Khong [ ]
6T 052 o H P
(ii) Phuong an xtr 1y (Néu cau trd 101 18 KHONG): ©..ovvvvveeeeeeeeeeeeee

12. Vin ban can sira doi, bd sung (Dé nghi néu rod tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat L o,
b) Phép lénh L ] e
¢) Nghi dinh L ] e
d) Quyét dinh cua TTCP L L e
@) Thong tu/ Thong tur BN teh [ | | oooei el
e) Quyét dinh cua Bo trudng [ RSP

g) Van ban khac

L | et




13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 101 tai Biéu miu
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 9

1. Tén TTHC

Thii tuc chirng thye viin ban tir chdi nhén di sén
2.001016

2. Linh vuc

Churng thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cip bén sao tir
ban chinh, chirng thyc chir ky va chimg thuc hop dong, giao dich;

- Thong tu s§) 20/2015/TT-BTP ngay 29/12/2015 cua B6 Tu phap quy dinh chi tiét
va huong dan thi hanh mét s6 diéu cua Nghi dinh s6 23/2015/ND-CP ngay
16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chimg thyc chit ky va ching
thuc hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh sé 120/2025/NP-CP ngay 11/6/2025;

- Théng tur s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu s6 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh Quy dinh mtc
thu, ché do thu, ndp, quan ly va sur dung phi chung thuc.

4. Co quan, don vi thue hién

Uy ban nhan dan cép xa

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé cua | a) D61 voi1 quan 1y nha nudce:

TTHC l1a gi?

Muc ti€u a.1: Quan 1y c6 hi€u qua cac tai san c6 ngudn goc tir tdng cho hoac thira ké
b) D61 véi quyén, nghia vu va lgi ich hop phap ctia cad nhan, td chire: ...,
Muc tiéu b.1: Bam bao quyén s¢ hitu va dinh doat tai san cua cong dan

2. Trong qua trinh |a) C6 thay dbi hay khong?

thue hién muc tiéu cia | - Myc tiéu a.1:

TTHC

co [] Khéng



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3293

Ly do: Muc tiéu di cu thé, 1d rang dam bao cong tac quan 1y hanh chinh nha nudc, dam bao quyén so
hiru dinh doat tai san cia cong dan.

b) C6 dugc dap ung hay khong?

co [ Khéng [ |

Ly do: Bi dap tng muc tiéu dé ra dam bao cong tac quan 1y hanh chinh nha nudc, ddm bao quyén sé
hitu dinh doat tai san cua cong dan.

- Muc tiéu a.1:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ing?

a) Duy tri TTHC:
Ly do: Thi tuc thiét thuc gin lién vé6i cude sdng dam bao cong tac quan 1y hanh chinh nha nuée, dam
bado quyén s¢ hiru dinh doat tai sdn ctuia cong dan.

4. Bién phap duwoc lya
chon c¢6 dian dén su
thay d6i d6i véi cac
TTHC khac co6 lién
quan?

C6 [ ] Khong
Ly do: Bién phap duogc lua chon khong dan téi su thay doi d6i voi tha tuc hanh chinh.

I11. RA SOAT, PANH GIA TiNH HQP LY, TINH HQP PHAP CUA CAC BQO PHAN CAU THANH TTHC

1. Tén TTHC

C6 duoc quy dinh 1o
rang, thong nhat khong?

Co X]  Khong [ ]
- Ly do: Tén thu tuc rd rang va théng nhat dam bao theo quy dinh cua phap luat

2. Trinh ty thuc hién




a) C6 duoc quy dinh day
du, ro rang khong?

Co6 X]  Khong [ ]
Ly do: Quy dinh rd rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho ddi tuong thuc
hién thu tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co X Khong []
- Ly do: Trinh ty thuc hién hop 1y
- Nguoi yéu cau chimg thue ndp 01 bo hd so yéu cau ching thuc.

- Nguoi thue hién ching thue kiém tra gidy to trong hd so yéu cau chimg thuc, néu dy du, tai thoi
di€m chirng thuc nguoi tir chdi nhan di san ty nguyén, minh man va nhan thuc, 1am cha duoc hanh vi
cuia minh thi thuc hién ching thuc

- Nguoi tu chdi nhan di san ky trudc mat nguoi thuc hién ching thuc.

- Truong hop ngudi yéu cau chimg thuc khong ky duogc thi phai diém chi; néu nguoi d6 khong doc
dugc, khong nghe duoc, khong ky, khong diém chi duoc thi phai ¢6 02 (hai) ngudi lam chimg. Ngudi
1am chtng phai c6 du ning lyc hanh vi dan su va khong c6 quyén, loi ich hodc nghia vu lién quan dén
giao dich. Nguoi 1am ching do ngudi yéu cau ching thuc bo tri. Truong hop ngudi yéu cau ching
thue khong bé tri dugce thi dé nghi co quan thyuc hién chtng thuc chi dinh ngudi 1am ching.

- Nguoi thuc hién chimg thyc ghi 101 chimg theo mau quy dinh; ky, ghi r6 ho tén, dong dau cta co
quan thuc hién chimg thuc va ghi vao s6 chimg thyc. Déi v6i van ban tu chéi c6 tir 02 (hai) trang tro
Ién, thi tung trang phai dugc danh s6 thir ty, c6 chit ky cta ngudi yéu cau chtng thuc va ngudi thuc
hién chimg thyc; s6 lugng trang va loi ching dugc ghi tai trang cudi cua van ban tu chdi nhan di san.
Truong hop vin ban tir chdi nhan di san c6 tir 02 (hai) to tré 1én thi phai dong du giap lai.

- Trong trudng hop nguoi yéu cau chimg thuc khong thong thao tiéng Viét thi phai c6 ngudi phién
dich. Nguoi phién dich phai 1a nguoi c6 ning luc hanh vi dan su day di theo quy dinh cua phép luat,
thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau chung thyc sir dung. Ngudi phién dich do nguoi
yéu cau chimg thuc mo1 hodc do co quan thue hién chimg thyc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac ndi dung cia vin ban




ttr ch6i nhan di san, ndi dung 161 chirng cho nguo1 yéu cau chiig thuc va ky vao tung trang van ban tu
chdi nhan di san vai tu cach la nguoi phién dich

3. Cach thirc thue hién

Cach thire co duge quy
dinh day du, 1o rang
khong?

C6 XI  Khong [ ]
- Ly do: Cach thire dugc quy dinh day du, 13 rang
Truc tiép tai co quan hanh chinh nha nudc, ndp ho so true tiép hoac truc tuyén qua dich vu cong

4. Ho so

a) Co dugc quy dinh day | Co X]  Khéng [ ]

du, r6 rang vé thanh|_ Ly do: Thu tuc di quy dinh r& vé thanh phan ho so
phan khong? - Dy théo vén ban tr chdi nhan di san;

- Ban sao Giéy chirng minh nhan dan hodac Thé can cudc cong dan hoac HO chiéu con gia tri sir dung
ctia ngudi yéu cau chimg thuc (xuét trinh kém theo ban chinh dé ddi chiéu);

- Ban sao giéy chtng nhan quyén so hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat
quy dinh ddi véi tai san ma phap luat ‘quy dinh phai dang ky quyén sé hitu, quyén su dung trong truong
hop hop ddng, giao dich lién quan dén tai san d6 (xuét trinh kém theo ban chinh dé déi chiéu).

b) Co dugc quy dinh rd
rang vé s6 luong khong?

Cco X Khong []

- Ly do: Thi tuc d3 néu 16 sd lugng hd so phai ndp (1 bd).

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X Khong []

- Ly do: Da ghi rd thoi han giai quyét: 02 (hai) ngay lam viéc,




b) Co thé rat ngin thoi
han khong?

Co6 X]  Khong [ ]
Ly do: Rt ngan duoc thoi gian thu tuc néu cac phan mém phuc vu cho cong viéc clia cong chirc
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X]  Khong [ ]
- Ly do: Pa ghi 13 tén co quan thyc hién: Uy ban nhan dan cip xa

b) Co thé tiép tuc uy
quyén hodc phan cap
thuc hién khong?

Co [ ] Khong X
Ly do: Céac vian ban phép 1y khong quy dinh vé iy quyén hodc phéan cap thuc hién.

7. Péi twong thue hién

a) Co ’thé mo rong/ thu
hep doi tugng tuan thu
khong?

Co [ ] Khong X
Ly do: Céc van ban phap 1y khong quy dinh

b) C6 thé mé rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
Ly do: Cac van ban phap 1y khong quy dinh

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1¢ phi va céc chi phi
khéac khong?

C6 XI  Khoéng [ ]
Ly do: Da ghi rd murc phi phai ndp khi thuc hién ching thuc vin ban tir chdi nhan di san
50.000 dong/van ban.

b) Quy dinh vé phi va
murc phi c6 hop ly, hop
phap khong?

- Quy dinh vé phi: C6 [X] Khoéng [ |
Ly do: thuc hién theo diing cac quy dinh hién hanh cia Nha nudce, Mirc 1& phi pht hop voi thuc té, thuc
hién theo dung cac quy dinh hi¢n hanh ctia Nha nudc




¢) Quy dinh vé 1& phi va
mirc 1& phi c6 hop ly,
hop phap khong?

-Quy dinh vé 18 phi: C6 [ ] Khéng [ ]
Khéng quy dinh vé 18 phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac
ddi voi ca nhan, to chic
khong?

- Quy dinh vé cac chi phi khac: C6 [ ]  Khong [
Ly do: Cac van ban phap 1y khong quy dinh

d) Cach thirc ndp phi, 1¢
phi c6 hop 1y khong?

Co6 X]  Khong [ ]
- Ly do: Cach thirc ndp phi va 18 phi pht hop, ndp truc tiép hodc ndp truc tuyén

9. Mau don, to' khai

C6 quy dinh vé mau don,

C6 [ ] Khong [X

to khai khong? Pé nghi néu rd:

(1) Ly d0: o e e

(ii) Phuong an xir 1y (Néu cau tra 101 1a KHONG): ...oiiin e,
MaAUAON, 10 KRAT L: ...

a) Noi dung thong tin

- Noi dung 1: Thong tin ctia ngudi yéu cau

Can thiét: C6 [ ] Khong [ J;  Hoply: C6 [ ] Khong [ ;
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ....oniienii et
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Hop phap: C6 [ ] Khong [ ]




Can thiét: C6 [ | Khong [ ]; Hoply: Cé6 [ | Khong [ J; Hop phap: C6 [ | Khong
Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang nam sinh.......

(ii) Phuong an xir 1y (Néu cau tra 101 1 KHONG): ...voiiin e

b) Yéu cdu xac nhén
(néu co)

Can thiét: C6 [ ] Khong [ J; Hoply: Cé6 [ | Khong [ ];  Hop phap: C6 [ | Khong [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly d0: oot e

(11) Phuong An XU 1y ..o

c) Ngobn ngir

Can thiét: C6 [ ] Khong [ J; Hoply: Co6 [ | Khong [ ;  Hop phap: C6 [ | Khong [ ]
Néu KHONG, dé nghi néu rd:

(1) Ly d0r o e

(11) Phuomng An XU 1Y .o e et

Mdu don, to khain: ......

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh vé | Co [] Khong [X

yéu cau, die¢u kién khong?

Pé nghi néu rd:
(1) Ly d0: oo e

Yéu cau, dieu kién 1:

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly d0: oo e

(ii) Phuong an xir 1y (Néu cau tra 101 1 KHONG): ....vniieneie et

Yéu cau, diéu kién n:

C6 hop 1y, hop phap khong? C6 [ | Khong [ ]




..............................

Pé nghi néu 1d:
(1) Ly d0r o
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ....oiiiniiieii e

11. Két qua thyc hién

a) C6 dugc quy dinh vé
tho1 han c6 hiéu luc
khong?

Co X]  Khong [ ]

Pé nghi néu rd:

(1) Ly 0 o e

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....oiiiniie e,

b) Quy dinh thoi han c6
gia tri hiéu luc co hop 1y,
hop phéap khong?

C6 X Khong [ ]

Pé nghi néu rd:

(D) Ly do: o

(ii) Phuong an xir 1y (Néu cau tra 101 A KHONG): .....oivvniii i

¢) Quy dinh pham vi ¢
gia tr1 hiéu lyc c6 hop 1y,
hop phap khong?

Can thiét: C6 [X] Khong [ J;  Hoply: Co [X] Khong [ ];  Hop phéap: C6 [X] Khong [ ]
) T8 ) 2 L0
(ii) Phuong an xtr 1y (Néu cau trd 101 18 KHONG): ©...vvveeeeeee e,

12. Vin ban can sira doi, bo sung (Dé nghi néu rod tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat L o
b) Phép lénh L ] e
c¢) Nghi dinh [ T USRS

d) Quyét dinh cua TTCP

D .........................................................................................................

@) Thong tu/ Thong tur BN teh [ | | oooe el

e) Quyét dinh ctia Bo truong L e




g) Van ban khac

L | et

13. Théng tin lién hé dé
lam ro ndi dung cac
cAu tra 101 tai Biéu miu
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 10

1. Téen TTHC

Thu tuc chirng thuc van ban théa thuan phan chia di san ma di san la dong
san, quyén sir dung dat, nha &
2.001406

2. Linh vuc

Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé cdp ban sao tir
ban chinh, chimg thyc chit ky va chimg thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciua Bo Tu phép quy dinh chi tiét
va huéng dan thi hanh mot sb diéu cua Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ciia Chinh phil vé cap ban sao tir ban chinh, ching thyc chir ky va ching
thue hop dong, giao dich.

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020;
- Nghi dinh sé 120/2025/NB-CP ngay 11/6/2025;
- Théng tw 56 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu s 226/2016/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh Quy dinh muc
thu, ché do thu, ndp, quan ly va stir dung phi chiing thuc

4. Co quan, don vi thuc hién

Uy ban nhén dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé cua | a) D61 voi1 quan 1y nha nudce:
TTHC la g1? Muc tiéu a.1: Quan 1y ¢6 hi€u qua céc tai sdn c6 ngudn goc tur di san thira ké

b) Pdi v6i quyén, nghia vu va loi ich hop phap ctia ca nhan, to chlrc: .............coeoevueeeiinn.....
Muc tiéu b.1: Pam bao quyén so hitu, quyén dinh doat tai san ctia cong dan



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3294
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3294

2. Trong qua trinh
thuc hién muc tiéu caa
TTHC

a) C6 thay ddi hay khong?

co [] Khong

Ly do: Muc tiéu da cu thé, rd rang dam bao quan 1y hanh chinh cua nha nudc, dam bao quyén s hiru,
quyén dinh doat tai san cua cong dan

b) C6 dugc dap ung hay khong?

co X Khéng [ |

Ly do: Pa dép tng muc tiéu dé ra quyén so hiru, quyén dinh doat tai san cta cong dan

- Muc tiéu a.1:

- Muc tiéu a.l:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ung?

a) Duy tri TTHC:
Ly do: Thi tuc thiét thuc gin lién véi cudc séng quyén sé hitu, quyén dinh doat tai san ctia cong dan

4. Bién phap duoc lya
chon c¢6 dian dén su
thay d6i d6i véi cac
TTHC khac co6 lién
quan?

C6 [ ] Khong
Ly do: Bién phap duogc lua chon khong dan téi su thay doi d6i voi tha tuc hanh chinh.

I11. RA SOAT, PANH GIA TiNH HQP LY, TINH HQP PHAP CUA CAC BQO PHAN CAU THANH TTHC

1. Tén TTHC

C6 duoc quy dinh 1o
rang, thong nhat khong?

Co X]  Khong [ ]
Ly do: Tén thil tuc rd rang va théng nhat dam bao theo quy dinh cua phap luat

2. Trinh ty thuc hién




a) C6 duoc quy dinh day
du, ro rang khong?

Co6 X]  Khong [ ]
- Ly do: Ly do: Quy dinh 13 rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho ddi
tuong thuc hién thu tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thyc hi¢n

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Co X Khong []
- Ly do: Trinh ty thuc hién hop 1y
- Nguoi yéu cau chimg thue ndp 01 bo hd so yéu cau ching thuc.

- Nguoi thue hién chimg thue kiém tra gidy to trong hd so yéu cau chimg thuc, néu diy du, tai thoi
di€m chung thuc cac bén tham gia thoa thuan phan chia di san tu nguyén, minh man va nhan thuc, Iam
chu dugc hanh vi cua minh thi thuc hién ching thuec.

- Céc bén tham gia thoa thuan phan chia di san phai ky trude mat nguoi thuc hién chirng thuec.

- Truong hop ngudi yéu cau chimg thuc khong ky duogc thi phai diém chi; néu nguoi d6 khong doc
dugc, khong nghe duoc, khong ky, khong diém chi duoc thi phai ¢6 02 (hai) ngudi lam chimg. Ngudi
1am chtng phai c6 du ning lyc hanh vi dan su va khong c6 quyén, loi ich hodc nghia vu lién quan dén
giao dich. Nguoi 1am ching do ngudi yéu cau ching thuc bo tri. Truong hop ngudi yéu cau ching
thue khong bé tri dugce thi dé nghi co quan thyuc hién chtng thuc chi dinh ngudi 1am ching.

- Nguot thye hién ching thyc ghi 101 ching theo mau quy dinh; ky, ghi r6 ho tén, dong dau cta co
quan thyc hién chimg thyc va ghi vao so ching thyc. Déi v6i vin ban thoa thuan c6 tir 02 (hai) trang
trd 18n, thi timg trang phai dugc danh sb thir tw, c6 chit ky cia ngudi yéu cau ching thuc va nguoi thuc
hién chimg thuc; s6 luong trang va 101 ching duoc ghi tai trang cudi cta van ban thoa thuan. Truong
hop vin ban thoa thuan co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

- Trong trudng hop nguoi yéu cau chimg thuc khong thong thao tiéng Viét thi phai c6 ngudi phién
dich. Nguoi phién dich phai 1a nguoi c6 ning luc hanh vi dan su day di theo quy dinh cua phép luat,
thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau chung thyc sir dung. Ngudi phién dich do nguoi
yéu cau chimg thuc mo1 hodc do co quan thue hién chimg thyc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac ndi dung cia vin ban




thoa thuan nodi dung 10i chimg cho nguoi yéu cau chig thuc va ky vao ting trang vin ban thoa thuan
vOi tu céch 1a nguoi phién dich

3. Cach thirc thuc hién

Cach thire co dugc quy
dinh day du, 1o rang
khong?

Co X]  Khong [ ]

- Ly do: Cach thie dugc quy dinh day du, 1 rang

Nop ho so truc tiép tai Bo phan tiép nhan va tra két qua thuoc UBND cép xa hodc ndp ho so tryc tuyén
qua dich vu cong

4. H6 so

a) C6 dugc quy dinh day | Co [X]  Khong []

du, r6 rang vé thanh | . Ly do: Thu tuc d3 quy dinh 1 vé thanh phan ho so
phan khong?

- Du thdo van ban théa thuan phan chia di san;

- Ban sao Gidy ching minh nhan dan hodc The can cude cong dan hodc HO chiéu con gié tri st dung
ctiia nguoi yéu cau chung thuc (xuat trinh keém theo ban chinh dé doi chicu);

- Ban sao giéy chtng nhan quyén s hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat

quy dinh d6i voi tai san ma phép luat ‘quy dinh phai dang ky quyén so hiru, quyén st dung trong truong
hop hop dong, giao dich lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé d6i chiéu).

b) Co dugc quy dinh rd
rang vé s6 luong khong?

Cco X Khong []
- Ly do: Tha tuc d3 néu rd sb lugng hd so phai ndp (1 bd).

5. Thoi han giai quyét

a) C6 dugc quy dinh 16
rang, cy theé khong?

Co6 X]  Khong [ ]
- Ly do: Cu thé 02 (hai) ngay l1am viéc




b) Co thé rat ngin thoi
han khong?

Co6 X]  Khong [ ]
- Ly do: Rut ngan duoc thoi gian tha tuc néu cac phan mém phuc vu cho cong viéc cua cong chirc
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X]  Khong [ ]
- Ly do: Pa ghi 1 tén co quan thyc hién: UBND cap xa

b) Co the tiép tuc uy
quyén hoac phan cap
thuc hién khong?

Co [ ] Khong X
Ly do: Céc vian ban phép 1y khéng quy dinh vé iy quyén hodc phan cap thuc hién.

7. P6i twong thue hién

a) Co ,thé mo rong/ thu
hep doi tugng tuan thu
khong?

Co [ ] Khong X
Ly do: Cac van ban phap 1y khong quy dinh

b) C6 thé mé rong/ thu
hep pham vi &p dung
khong?

C6 [ ] Khong [X
Ly do: Cac van ban phap 1y khong quy dinh

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va cac chi phi
khac khong?

Co6 X]  Khong [ ]
- Ly do: Ba ghi rd murc phi phai nop
50.000 déng/van ban

b) Quy dinh vé phi va
muc phi ¢6 hop 1y, hop
phap khong?

- Quy dinh vé phi: Co6 [X] Khong [ ]
- Ly do: thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc




- Quy dinh vé mrc phi: C6 [X]  Khong [ ]
- Ly do: Mtrc 1€ phi phu hop véi thuc té, thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1¢ phi c6 hop ly,
hop phéap khong?

- Quy dinh vé 18 phi: Co [] Khong []
- Khéng quy dinh vé 18 phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac
ddi voi ca nhan, to chic
khong?

- Quy dinh vé cac chi phi khac: C6 [ ]  Khong [
Ly do: Cac van ban phap 1y khong quy dinh

d) Cach thirc ndp phi, 1¢
phi c6 hop 1y khong?

Co6 X]  Khong [ ]

- Ly do: Cach thirc ndp phi va 18 phi pht hop ndp truc tiép hodc truc tuyén.

9. MAu don, to khai
Co quy dinh vé maudon, | C6 [ ] Khong [ ]
to khai khong? Pé nghi néu rd:

(1) Ly d0r ot
(ii) Phuong an xir Iy (Néu cau tra 101 Ta KHONG): .....oiiiniii i

Mdu don, to khai I: .....

........................................................................................................

a) NO1 dung thong tin

- Noi dung 1: Thong tin ctia nguoi yéu cau

Canthiét: Co [ ] Khong [ ;  Hoply: Co [ ] Khong [ ;
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir 1y (Néu cau tra 101 1 KHONG): ..ovniieeee e,
- Noi dung 2: Thong tin ¢6 lién quan dén thu tuc

Canthiét: Co [ ] Khong [ ;  Hoply: Co [ | Khong [ |;

Hop phap: C6 [ ] Khong [ ]

Hop phap: C6 [ ] Khong




Pé nghi néu rd:
(i) Ly do: D3 yéu cau ghi rd thu tuc gi, lam cho ai, ngay thang nim sinh.......
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....ooiiniiie i,

b) Yéu cdu x4c nhan
(n€u co)

Can thiét: C6 [ ] Khong [ ],  Hoply: Co [] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu rd:

(1) Ly 0 ot

(11) Phuong An XU 1y ..o e

c) Ngon ngir

Can thiét: C6 [ ] Khong [ ]; Hoply: Cé6 [ ] Khong [ ];  Hop phap: C6 [ | Khong [
Néu KHONG, dé nghi néu ro:

(1) Ly Or et e

(11) Phuong An XU 1y ..o

Mdu don, to khain: ......

................................................................................................................

10. Yéu cau, dieu kién

TTHC nay c6 quy dinh vé [C6 [] Khong X

yéu cau, dieu kién khong?

Pé nghi néu rd:
(1) Ly d0r o e

Yé&u cau, di€u kién 1:

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly A0t o e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....ooovviiiiiiie e

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]
Pé nghi néu rd:




..............................

(1) Ly dO: o
(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .......oooiiiiiiiiiiiie e

11. Két qua thue hién

a) C6 duogc quy dinh vé
thoi han c6 hiéu luc
khong?

Co X]  Khong [ ]

Pé nghi néu rd:

(1) Ly O o

(ii) Phuong an xir Iy (Néu cau tra 101 1A KHONG): ...viinnee e

b) Quy dinh thoi han ¢cé
gid tri hiéu luc co hop 1y,
hop phéap khong?

Cco X Khong []

Pé nghi néu rd:

(D) Ly do: o

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ..ot

¢) Quy dinh pham vi ¢6
gid tri hi€u luc c6 hop 1y,
hop phap khong?

Cin thiét: Co [X] Khong [ ];  Hoply: C6 [X] Khong [ J:  Hop phap: C6 [X] Khong [
(1) Ly 0 e e e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....ooivniiiiii e

12. Van ban can stra doi, bo sung (D¢ nghi néu 10 tén loai; s0, ky hi€u; ngay, thang, nam; di€u, khoan, di€ém quy dinh)

a) Luat L e
b) Phap lénh L ] e
¢) Nghi dinh L ] e
d) Quyét dinh cua TTCP L L e
@) Thong tu/ Thong tur HEN HCh [ | | ooeee it
e) Quyét dinh cua Bo truong L e

g) Van ban khac

D ................................................................................................




13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 101 tai Biéu miu
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 11

1. Tén TTHC Thu tyc chirng thye van ban khai nhén di san ma di san la dong san, quyén sir
2.001009.000.00.00.H23 dung dat, nha ¢

2.001009
2. Linh vuc Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir
ban chinh, chtng thyc chit ky va chimg thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi tiét
va huéng dan thi hanh mot sb didu cua Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thue hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh s6 120/2025/NP-CP ngay 11/6/2025;

- Théng ti s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh muc
thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

4. Co quan, don vi thuc hién

Uy ban nhéan dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé caa | a) D61 voi quan Iy nha nude:
TTHC la gi? Muc tiéu a.1: Quan 1y ¢6 hi€u qua céc tai sdn c6 ngudn goc tur thira ké

b) D61 voi quyén, nghia vu va loi ich hop phap cta ca nhan, to chuce: ...........................



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3295
http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3295

Muc tiéu b.1: Pam bao quyén so hitu tai san hop phép cta cong dan

2. Trong qua trinh
thwe hién muc tiéu cia
TTHC

a) C6 thay d6i hay khong?

co [ Khong

Ly do: Muc tiéu di cu thé, rd rang dam bao quan 1y hanh chinh nha nudc va quyén sé hitu hop phap
cua cong dan

- Muc tiéu a.l:

b) C6 duogc dap ung hay khong?

co X Khéng [ ]

Ly do: Pa dap tmg muc tiéu dé ra dam bao quan Iy hanh chinh nha nuéc va quyén sé hiru hop phap
cuia cong dan

- Muc tiéu a.1:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ung?

a) Duy tri TTHC:
Ly do: Thu tuc thiét thuc gin lién voi cudc song dam bao quan 1y hanh chinh nha nudc va quyén sé
hiru hop phap cua cong dan

4. Bién phap dugc lua
chon c6 dian dén su
thay d6i ddéi véi cac
TTHC Kkhac c6 lién
quan?

Co []  Khong
Ly do: Bién phap dugc lua chon khong dan téi su thay ddi ddi vai tha tuc hanh chinh.

III. RA SOAT, PANH GIA TINH HQP LY, TINH HQP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Tén TTHC




C6 duoc quy dinh 16
rang, thong nhat khong?

Co6 X]  Khong [ ]
- Ly do: Tén tha tuc 1 rang va théng nhat dam bao theo quy dinh cta phép luat

2. Trinh ty thuc hién

a) C6 dugc quy dinh day
du, o rang khong?

Co X]  Khong [ ]
- Ly do: Ly do: Quy dinh rd rang, cu thé vé cac budc thuc hién dé tao diéu kién thuén lgi cho ddi
tuong thuc hién tha tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Cco X Khong []
- Ly do: Trinh tu thuc hién hop 1y
- Ngudi yéu cau ching thuc nop 01 bd ho so yéu cau ching thuec.

- Ngudi thue hién ching thuc kiém tra gidy to trong hd so yéu ciu chimg thuc, néu day du, tai thoi
diém ching thuc cac bén tham gia van ban khai nhan di san ty nguyén, minh man va nhan thtrc, lam
chu dugc hanh vi cua minh thi thyc hi¢n chiig thyec.

- Cac bén tham gia khai nhdn di san phai ky trudc mét nguoi thuc hién chiung thyc.

- Trudng hop nguoi yéu cau chimg thyc khong ky dugc thi phai diém chi; néu nguoi d6 khong doc
dugc, khong nghe duoc, khong ky, khong diém chi duoc thi phai c6 02 (hai) nguoi lam chimg. Nguoi
lam chimg phai c6 du nang lyc hanh vi dan sy va khong c6 quyén, loi ich hodac nghia vy lién quan dén
giao dich. Nguoi lam chimg do nguoi yéu cau chimg thuc b tri. Truong hop nguoi yéu ciu chimg
thuc khong bb tri dugc thi dé nghi co quan thuc hién chtng thuc chi dinh ngudi lam chimg.

- Nguoi thuc hién ching thyc ghi 161 chimg theo mau quy dinh; ky, ghi r6 ho tén, dong dau cta co
quan thue hién ching thyuc va ghi vao s6 chung thue. Déi voi vin ban khai nhén co tur 02 (hai) trang
trg 1€n, thi ting trang phai dugc danh s6 thir tu, c6 chit ky ctia ngudi yéu cau chung thuc va ngudi thyc
hién ching thuc; s6 lugng trang va 161 ching dugc ghi tai trang cu6i cia van ban khai nhan di san.
Truong hop vin ban khai nhan c6 tir 02 (hai) to trd 18n thi phai dong dau giap lai.




- Trong trudng hop nguoi yéu cau chimg thuc khong thong thao tiéng Viét thi phai c6 ngudi phién
dich. Nguoi phién dich phai 1a nguoi c6 ning luc hanh vi dan su day di theo quy dinh cua phép luat,
thong thao tiéng Viét va ngdn ngit ma ngudi yéu cau chung thyc sir dung. Ngudi phién dich do nguoi
yéu cau ching thue moi hodc do co quan thyc hién ching thyc chi dinh. Thu lao phién dich do nguoi
yéu cau chtng thuc tra. Nguoi phién dich ¢6 trach nhiém dich day du, chinh x4c noi dung ctia van ban
khai nhan di san, ndi dung 1oi chirmg cho nguoi yéu cau chimg thuc va ky vao timg trang vin ban khai
nhan vo1 tu cach 1a nguoi phién dich

3. Cach thirc thuc hién

Cach thire co dugc quy
dinh day du, o rang
khong?

Co6 X]  Khong [ ]
- Ly do: Cach thue dugc quy dinh day du, 1 rang
Truc tiép tai co quan hanh chinh nha nudc: ndp hd so true tiép hoac truc tuyén

4. HO so

a) C6 dugc quy dinh day | Co [X]  Khong [ ]

du, r6 rang v€ thanh | _ Ly do: Thu tuc d3 quy dinh r5 vé thanh phan ho so
phan khong?

- Du thao van ban khai nhan di san;

- Ban sao Gidy ching minh nhan dan hodc Thé can cude cong dan hoac HO chiéu con gia tri st dung
ciia nguoi yéu cau chirng thuc (xuat trinh kém theo ban chinh dé doéi chiéu);

- Ban sao giéy chtng nhan quyén so hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat

quy dinh ddi véi tai san ma phap ludt quy dinh phai ding ky quyén sé hitu, quyén su dung trong truong
hop vin ban khai nhan di san lién quan dén tai san d6 (xuat trinh kém theo ban chinh dé dbi chiéu).

b) Co dugc quy dinh rd
rang vé sb luong khong?

Cco X Khong []

- Ly do: Thu tuc da néu rod $6 luong ho so phai ndp (1 bo).

5. Thoi han giai quyét




a) C6 dugc quy dinh 16
rang, cu thé khong?

Co6 X]  Khong [ ]
- Ly do: Cu thé 02 (hai) ngay lam viéc

b) Co thé rat ngan thoi
han khong?

Co6 X]  Khong [ ]
- Ly do: Rut ngin duoc thoi gian tha tuc néu cac phan mém phuc vu cho cdng viée cta cong chirc
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cy thé khong?

Co X Khong []
- Ly do: Pa ghi 13 tén co quan thyc hién: Uy ban nhan dan cip xa

b) Co thé tiép tuc Uy
quyén hoac phan cap
thuc hién khong?

C6 [ ] Khong [X
Ly do: Céc vin ban phép 1y khong quy dinh vé iy quyén hodc phan cap thuc hién.

7. P6i twong thue hién

a) Co ,thé mo rong/ thu
hep doi tuong tuan thu
khong?

C6 [ ] Khong [X
- Céc van ban phap ly khong quy dinh

b) Co6 thé mé rong/ thu
hep pham vi 4p dung
khong?

Co [ ] Khong X
- Céc van ban phép 1y khong quy dinh

8. Phi, 1¢ phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va cac chi phi
khéac khong?

C6 X Khong [ ]
Ly do: Ba ghi rd murc phi phai ndp
50.000 dong/van ban




b) Quy dinh vé& phi va
murc phi c6 hop ly, hop
phap khong?

- Quy dinh vé phi: C6 [X] Khong [ |

(1) Ly do: thyc hién theo dling cac quy dinh hién hanh cua Nha nudc

(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ..ovniienee e,

- Quy dinh vé murc phi: C6 [X]  Khong [ |

Ly do: Mtc 1& phi pht hop véi thyc té, thue hién theo dung cac quy dinh hién hanh ciua Nha nuéce

¢) Quy dinh vé 1& phi va
muc 1€ phi ¢6 hop ly,
hop phap khong?

-Quy dinh vé 1é phi: C6 [ | Khéng [ ]
Khéng quy dinh vé 18 phi

d) TTHC nay c6 quy
dinh vé céac chi phi khac
ddi véi ca nhan, t6 chirc
khong?

- Quy dinh vé cac chi phi khac: Co [ ] Khong X
Céc van ban phap 1y khong quy dinh

d) Cach thirc ndp phi, 1¢

Co X]  Khong [ ]

phi c6 hop ly khong? - Ly do: Cach thirc ndp phi va 1& phi pht hop, ndp truc tiép hoic truc tuyén
9. MAu don, to khai

Cé quy dinh vé maudon, | C6 [ ] Khong [X

to khai khong? Pé nghi néu rd:

6 T 15/ 0
(ii) Phuong an xir Iy (Néu cau tra 101 1A KHONG): ....oniiieii et

Mdu don, to khai I: .....

a) No1 dung thong tin

- Noi dung 1: Thong tin ctia ngudi yéu cau

Can thiét: Co [ ] Khong [ J; Hoply: Co [ | Khong [ ];  Hop phap: C6 [ | Khéng [ ]

bé nghi néu 10:




(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ....oovvniii e,
- Noi dung 2: Thong tin c6 lién quan dén thi tuc

Cin thiét: C6 [ ] Khong [ J;  Hoply: Cé6 [ ] Khong [ J;  Hop phap: C6 [ ] Khong
Pé nghi néu rd:

(i) Ly do: Pa yéu cau ghi 1 thu tuc gi, lam cho ai, ngay thang nam sinh.......

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ......oooviiiiii i,

b) Yéu cdu xic nhan
(néu co)

Can thiét: C6 [_] Khéng [ ] Hoply: C6 [ ] Khéng [ ;' Hop phap: C6 [ ] Khéng [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly d0r ot e e

(11) Phuong An XU 1Y .o e e e e

c) Ngobn ngir

Can thiét: C6 [ ] Khong [ ],  Hoply: Co [ ] Khong [ ];  Hop phap: C6 [ ] Khong [ ]
Néu KHONG, dé nghi néu ro:

(1) Ly 0r o e e

(1) PRUOIG AN XU L2+ttt

Mdau don, to khain: ......

10. Yéu cau, diéu ki¢n

TTHC nay c6 quy dinh vé | C6 [ |  Khong [X

yéu cau, dieu kién khong?

Pé nghi néu rd:
(1) Ly d0: o e

Yéu cau, diéu kién 1:

..............................

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]
Pé nghi néu rd:




..............................

(1) Ly d0: o e
(ii) Phuong an xir 1y (Néu cau tra 101 1a KHONG): .....ooovvniii e

------------------------------

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly dO: o e

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ..ottt

11. Két qua thyc hién

a) Co6 dugc quy dinh vé
tho1t han c6 hiéu luc
khong?

Cco X Khong []

Pé nghi néu rd:

(1) Ly d0r ot e

(ii) Phuong an xir Iy (Néu cau tra 101 1A KHONG): ....ooovmiii e,

b) Quy dinh thoi han ¢cé
gid tri hiéu luc co hop 1y,
hop phéap khong?

C6 Xl Khong [ ]

Pé nghi néu rd:

(D) Ly do: e

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ...ttt

¢) Quy dinh pham vi co
gid tri hi€u luc c6 hop 1y,
hop phap khong?

Can thiét: C6 [X] Khong [ ]; Hop Iy: C6 [X] Khéng [ ];  Hop phap: Co [X] Khéng [ ]
) T8 05 2 1o
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): «...ouiienii e,

12. Vin ban can sira doi, b6 sung (P& nghi néu rd tén loai; sd, ky hiéu; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat

.........................................................................................................

b) Phap I¢nh

c) Nghi dinh

D .........................................................................................................




d) Quyét dinh cua TTCP L | e
@) Thong tu/ Thong tur BN tCh [ | | oooee ool
e) Quyét dinh cua Bo truong L L e
g) Van ban khac L e

13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 10i tai Biéu mau
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 12

1. Tén TTHC Thu tuc chirng thye chir ky nguwoi dich ma nguoi dich 1a cfng tac vién dich
2.001009.000.00.00.H23 thuit caa Uy ban nhan dén cap xa

2.000992
2. Linh vuc Chung thuc

3. Vin ban quy dinh vé TTHC

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

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ciia B6 Tu phap quy dinh chi tiét
va huéng dan thi hanh mot sé diéu cua Nghi dinh sd 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phi vé cip ban sao tir ban chinh, chimg thuc chit ky va chimg
thuc hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh sé 120/2025/ND-CP ngay 11/6/2025;

- Théng tw s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 cia Bo Tai chinh Quy dinh mirc
thu, ché do thu, nop, quan ly va stir dung phi chirng thuc.

4. Co quan, don vi thuc hién

Uy ban nhéan dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé cia | a) P61 véi quan ly nha nudce:
TTHC la gi? Muc ti€u a.1: Quan 1y c6 hi€u qua céc tai san c6 ngudn goc tu thira ké

b) Béi véi quyén, nghia vu va loi ich hop phép cta ca nhan, to chirc: .............ovevvveeenn...
Muc tiéu b.1: Pam bao quyén so hitu tai san hop phap cta cong dan



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3295

2. Trong qua trinh
thuc hién muc tiéu caa
TTHC

a) C6 thay ddi hay khong?

co [] Khong

Ly do: Muc tiéu da cu thé, rd rang dam bao quan 1y hanh chinh nha nudc va quyén sé hitu hop phap
cua cong dan

- Muc tiéu a.1:

b) C6 dugc dap ung hay khong?

co X Khong [ ]

Ly do: Pa dap tmg muc tiéu dé ra dam bao quan Iy hanh chinh nha nuéc va quyén sé hiru hop phap
cua cong dan

- Muc tiéu a.1:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong dugc dap ung?

a) Duy tri TTHC:
Ly do: Thu tuc thiét thuc gan lién voi cudc séng dam bao quan 1y hanh chinh nha nudc va quyén so
hiru hop phap cua cong dan

4. Bién phap dwoec luya
chon c6 dian dén su
thay doi doi véi cac
TTHC Kkhac co lién
quan?

C6 [] Khong
Ly do: Bién phap duoc Iya chon khong dan toi sy thay doi di v6i thi tuc hanh chinh.

III. RA SOAT, PANH GIA TINH HQP LY, TINH HQP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Téen TTHC

C6 dugc quy dinh 16
rang, thong nhat khong?

Co X]  Khong [ ]
- Ly do: Tén tha tuc 1 rang va théng nhat dam bao theo quy dinh cta phép luat




2. Trinh ty thyc hién

a) C6 duoc quy dinh day
du, ro rang khong?

Co X Khong []
- Ly do: Ly do: Quy dinh rd rang, cu thé vé cac budc thuc hién dé tao diéu kién thuan loi cho d6i
tuong thuc hién thu tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thyc hién

b) C6 dugc quy dinh hop
ly gitra cac budc khong?

C6 XI  Khong [ ]

- Ly do: Trinh ty thuc hi¢n hop 1y

+ Nguoi yéu cau ching thue chit ky nguoi dich phai xuét trinh cac gidy to phuc vu viée ching thuc
chir ky nguoi dich.

+ Nguoi thye hién chimg thyc (hodc nguoi tlep nhan ho so trong truong hop tlep nhan hé so tai Bo
phéan Mot cira) kiém tra gidy to do ngudi yéu cau chimg thuc xut trinh, néu thiy du gidy to theo quy
dinh va gidy to, vin ban duoc dich khong thudc cac trudng hop gidy to, vin ban khong duge dich dé
chirng thuc chir ky nguoi dich thi thuc hién ching thuc nhu sau:

* Khi thuc hi¢n chirng thuc, nguodi thuc hién ching thuc phai ddi chiéu chit ky cua nguoi dich trén ban
dich v&i chit ky mau trude khi thuc hién ching thyc; trudng hop nghi ngd chit ky trén ban dich s6 véi
chit ky mau thi yéu cau ngudi dich ky trude mit.

* Ghi ddy du 10i chimg chimg thuc chit ky nguoi dich theo mu quy dinh;

* Ky, ghi 16 ho tén, dong dau cua co quan, tO chtrc thuc hién chimg thuc va ghi vao sb chung thue.
Péi voi ban dich gidy to, van ban c6 tir 02 (hai) trang tr¢ 1én thi ghi 161 chimg vao trang cu6i, néu gidy
t&, vin ban co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

3. Cach thirc thue hién

Cach thire co duge quy
dinh day du, o rang
khong?

C6 X Khong [ ]
- Ly do: Cach thire dugc quy dinh day du, 13 rang
Nop ho so truc tiép tai UBND cép Xa

4. HO so




a) Co dugc quy dinh day
du, rd rang v& thanh
phan khong?

Co6 X]  Khong [ ]

- Ly do: Thu tuc da quy dinh rd vé thanh phan ho so

- Du thao van ban khai nhan di san;

- Ban sao Gidy gh&ng minh nhén dan hodc Thé can cude cong (qién’ ho:;ic,HC) chiéu con gid tri st dung
cua nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doi chiéu);

- Ban sao giéy chtng nhan quyén so hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat

quy dinh ddi véi tai san ma phap luat quy dinh phai ding ky quyén sé hiru, quyén si dung trong truong
hop vin ban khai nhan di san lién quan dén tai san d6 (xut trinh kém theo ban chinh dé ddi chiéu).

b) Co6 dugc quy dinh 16
rang vé s6 luong khong?

Co X Khong []
- Ly do: Thii tuc d3 néu rd sd luong hod so phai ndp (1 bd).

5. Thoi han giai quyét

a) Co dugc quy dinh 15
rang, cy thé khong?

Co6 X]  Khong [ ]
- Ly do: Cu thé : Trong ngdy tiép nhan yéu cau hoic trong ngay lam viéc tiép theo, néu tiép nhan yéu
cau sau 15 gio.

b) Co thé rat ngan thoi
han khong?

Co X]  Khong [ ]
- Ly do: Rt ngin duoc thoi gian tha tuc néu cac phan mém phuc vu cho cong viée ciia cong chirc
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan gii quyét

a) C6 dugc quy dinh 16
rang, cy theé khong?

Co X]  Khong [ ]
- Ly do: Di ghi 18 tén co quan thyuc hién: Uy ban nhan dan cip xa




b) Co thé tiép tuc uy
quyén hoac phan cap
thuc hién khong?

Co [] Khong X
Ly do: Céc vin ban phép 1y khong quy dinh vé iy quyén hodc phan cap thuc hién.

7. Poi twong thwe hién

a) Co ,thé mo rong/ thu
hep doi tugng tudn thu
khong?

Co [] Khong X
- Céc van ban phép ly khong quy dinh

b) C6 thé md rong/ thu
hep pham vi 4p dung
khong?

Co6 [ ] Khong X
- Céc van ban phép 1y khong quy dinh

8. Phi, 1 phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va céac chi phi
khac khong?

Cco X Khong []
Ly do: Ba ghi rd murc phi phai ndop
10.000 dong/truong hop

b) Quy dinh vé phi va
murc phi cé hop ly, hop
phép khong?

- Quy dinh vé phi: C6 X] Khong [ ]

(1) Ly do: thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc

(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ....ooiiinii it

- Quy dinh vé muc phi: C6 X  Khong [ |

Ly do: Muc 1€ phi phu hop véi thuc té, thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1¢ phi c6 hop ly,
hop phap khong?

-Quy dinh vé 1é phi: C6 [ ] Khéng [ |
Khong quy dinh vé 1¢ phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac

- Quy dinh vé cac chi phi khac: C6 [ ]  Khong [
Céc van ban phap ly khong quy dinh




do1 voi ca nhan, to chire
khong?

d) Céch thuc nop phi, 1¢
phi ¢6 hop 1y khong?

Co6 X]  Khong [ ]
- Ly do: Cach thirc ndp phi va 18 phi pht hop, ndp truc tiép hodc truc tuyén

9. Mau don, to khai

C6 quy dinh vé mau don,

C6 [ ] Khong [X

to khai khong? Dé nghi néu rd:
(1) Ly 0 oo e e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....iiiniii e,
MaAu @on, (0 KR@i L3 ............ ...

a) Noi dung thong tin

- Noi dung 1: Thong tin ctia nguoi yéu cau

Can thiét: C6 [ ] Khong [ J; Hoply: Co6 [ | Khong [ ;  Hop phap: C6 [ | Khéong [ ]
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....ooovniii e,

- Noi dung 2: Thong tin c6 lién quan dén thu tuc

Cin thiét: C6 [ ] Khong [ J;  Hoply: C6 [ ] Khong [ J;  Hop phap: C6 [ ] Khong

Pé nghi néu rd:

(i) Ly do: i yéu cau ghi rd thu tuc gi, 1lam cho ai, ngay thang nim sinh.......

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ..ottt

b) Yéu cdu xic nhan
(néu co)

Can thiét: C6 [ ] Khong [ ]; Hoply: C6 [ ] Khong [ ];  Hop phap: Co [ ] Khéng [ ]
Néu KHONG, dé nghi néu rd:
(1) Ly 0r o e e




(11) Phuong An XU 1y ..o

¢) Ngon ngilr Can thiét: C6 [_] Khong [ ]; Hoply: Co [ | Khong [ |;  Hop phap: Co [ | Khong [ |
Néu KHONG, dé nghi néu ro:
(1) Ly 0r et
(11) Phuaomg An XU 1y .o e e e

Méu don, to khain: ........

..........................................................................................................

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh vé
yéu cau, diéu kién khong?

Co<]  Khong| |

Pé nghi néu rd:

Quy dinh rat cu thé:

Gidy to, van ban khong duoc dich dé chimg thuc chit ky ngudi dich:

+ Giéy to, van ban da bi téy x0a, stra chira; thém, bdt nd1 dung khong hop 1€.

+ Gidy t0, van ban bi hu hong, cii nat khong xac dinh dugc nodi dung.

+ Gidy to, van ban dong ddu mat cta co quan, to chirc ¢6 thAm quyén hodc khong dong dau mat
nhung ghi 16 khong dugc dich.

+ Gidy t0, van ban c¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 ctia Nghi dinh sé 23/2015/ND-CP.

+ Gidy t0, vin ban do co quan, t6 chirc ¢6 thim quyén ctia nudc ngoai cép, cong chung hodc chimg
nhén chua dugc hop phap hoa lanh su theo quy dinh tai Khoan 1 Piéu 20 cua Nghi dinh s6

23/2015/Nb-CP, trur giay ho chleu thé cin cudc, thé cu tra, gidy phép lai xe, bang tét nghiép, chimg
chi va bang diém kém theo bang tt nghiép, ching chi.

Yéu cau, diéu kién 1:

Gidy to, van ban khong
dugc dich dé chung thuc
chir ky nguoi dich:

C6 hop 1y, hop phap khong? Co <]  Khong [ ]

Pé nghi néu rd:

(i) Ly do: Rét chi tiét, r5 rang.

(ii) Phuong an xir Iy (Néu cau tra 101 1A KHONG): ....oiiiniiee e




+ Gidy to, vin ban da bj tay
x0a, stra chira; thém, bdt
nd1 dung khong hop €.

+ Gidy to, van ban bi hu
hong, cli nat khéng xac
dinh dugc noi dung.

+ Gidy tO, van ban dong
ddu mat cia co quan, t6
chtrc ¢6 tham quyén hoic
khong dong diu mat nhung
ghi r6 khong duogc dich.

+ Gidy to, vin ban c6 noi
dung quy dinh tai Khoan 4
Diéu 22 cua Nghi dinh sb
23/2015/Nb-CP.

+ Gidy to, van ban do co
quan, t6 chuc co tham
quyén ctia nudc ngoai cap,
cong chung hodc chung
nhan chua dugc hop phép
héa lanh sy theo quy dinh
tai Khoan 1 Diéu 20 cua
Nghi dinh sb 23/2015/ND-
CP, trir gidy ho chiéu, thé
can cude, thé cu tra, gidy
phép 1ai xe, bang tot
nghiép, chiing chi va bang




diém kém theo bang tot

nghiép, ching chi.

Yéu cau, dicu kién n:

C6 hop 1y, hop phap khong? Co6 [ | Khong [ ]

Pé nghi néu rd:

(1) Ly dOr oo e

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....ooovniiiiiiee e

11. Két qua thue hién

a) C6 dugc quy dinh vé
tho1 han c6 hi€éu luc
khong?

Co X Khong []

Pé nghi néu rd:

6 T 3¢ 0

(ii) Phuong an xir Iy (Néu cau tra 101 1A KHONG): .....oovniiiiii el

b) Quy dinh thoi han cé
gia tri hiéu lyc co hop 1y,
hop phéap khong?

C6 X Khéng [ ]

Pé nghi néu rd:

(1) Ly do: o

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....ooivniiiiii e

¢) Quy dinh pham vi c6
gid tr1 hiéu luc c6 hop 1y,
hop phap khong?

Can thiét: Co [X] Khong [];  Hoply: Co [X| Khong [];  Hop phap: C6 X Khéng [
(1) Ly 0 ot e e e e
(ii) Phuong an xir Iy (Néu cau tra 101 Ta KHONG): .....oiimniii e,

12. Vin ban can sira doi, bd sung (Dé nghi néu rod tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat

L | e

b) Phap 1énh

L o

¢) Nghi dinh

D .........................................................................................................




d) Quyét dinh cua TTCP L | e
@) Thong tu/ Thong tur BN tCh [ | | oooee ool
e) Quyét dinh cua Bo truong L L e
g) Van ban khac L e

13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 10i tai Biéu mau
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn




I. THONG TIN CHUNG 13

1. Tén TTHC Thi tyc chirng thye chir Ky nguoi dich ma ngwoi dich khong phai la cdng tac
2.001009.000.00.00.H23 vién dich thuat cia Uy ban nhan dan cap xa

2.001008
2. Linh vuc Chung thuc

3. Vin ban quy dinh vé TTHC

- Nghi dinh sb 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phu vé cip ban sao tir
ban chinh, chtng thyc chit ky va chimg thuc hop dong, giao dich;

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 Tu phap quy dinh chi tiét
va huéng dan thi hanh mot sb didu cua Nghi dinh sé 23/2015/ND-CP ngay
16/02/2015 ctia Chinh phu vé cap ban sao tir ban chinh, ching thuc chit ky va ching
thue hop dong, giao dich.

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020;

- Nghi dinh s6 120/2025/NP-CP ngay 11/6/2025;

- Théng ti s6 08/2025/TT-BTC ngay 12/6/2025;

- Thong tu 50 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh Quy dinh muc
thu, ché do thu, ndp, quan ly va st dung phi ching thuc.

4. Co quan, don vi thuc hién

Uy ban nhéan dan cép x4

II. RA SOAT, PANH GIA SU CAN THIET CUA TTHC

1. Muc tiéu cu thé caa | a) D61 voi quan Iy nha nude:
TTHC la gi? Muc tiéu a.1: Quan 1y ¢6 hi€u qua céc tai sdn c6 ngudn goc tur thira ké

b) D61 voi quyén, nghia vu va loi ich hop phap cta ca nhan, to chuce: ...........................



http://thutuchanhchinh.haiduong.gov.vn/TTHCView.aspx?thutucID=3295

Muc tiéu b.1: Pam bao quyén so hitu tai san hop phép cta cong dan

2. Trong qua trinh
thwe hién muc tiéu cia
TTHC

a) C6 thay d6i hay khong?

co [ Khong

Ly do: Muc tiéu di cu thé, rd rang dam bao quan 1y hanh chinh nha nudc va quyén sé hitu hop phap
cua cong dan

- Muc tiéu a.l:

b) C6 duogc dap ung hay khong?

co X Khéng [ ]

Ly do: Pa dap tmg muc tiéu dé ra dam bao quan Iy hanh chinh nha nuéc va quyén sé hiru hop phap
cuia cong dan

- Muc tiéu a.1:

3. Bién phap nao c6 thé
dwgc ap dung khi:

- Muc tiéu cua TTHC
thay d6i?

- Muc tiéu cua TTHC
khong duoc dap ung?

a) Duy tri TTHC:
Ly do: Thu tuc thiét thuc gin lién voi cudc song dam bao quan 1y hanh chinh nha nudc va quyén sé
hiru hop phap cua cong dan

4. Bién phap dugc lua
chon c6 dian dén su
thay d6i ddéi véi cac
TTHC Kkhac c6 lién
quan?

Co []  Khong
Ly do: Bién phap dugc lua chon khong dan téi su thay ddi ddi vai tha tuc hanh chinh.

III. RA SOAT, PANH GIA TINH HQP LY, TINH HQP PHAP CUA CAC BQ PHAN CAU THANH TTHC

1. Tén TTHC




C6 duoc quy dinh 16
rang, thong nhat khong?

Co6 X]  Khong [ ]
- Ly do: Tén thu tuc 16 rang va thong nhat dam bao theo quy dinh cua phap luat

2. Trinh ty thuc hién

a) C6 dugc quy dinh day
du, o rang khong?

Co X]  Khong [ ]
- Ly do: Ly do: Quy dinh rd rang, cu thé vé cac budc thuc hién dé tao diéu kién thuén lgi cho ddi
tuong thuc hién tha tuc hanh chinh va co quan quan 1y nha nudc trong qua trinh thuc hién

b) C6 dugc quy dinh hop
1y gitra cac budc khong?

Cco X Khong []

- Ly do: Trinh tu thuc hién hop 1y

+ Nguoi yéu cau ching thuc chir ky nguoi dich phai xuét trinh cac gidy to phuc vu viéc chimg thuc
chir ky nguoi dich.

+ Nguoi thye hién chimg thyc (hodc nguoi tlep nhan hd so trong truong hop tlep nhén ho so tai Bo
phéan Mot cira) kiém tra gidy to do ngudi yéu cau chimg thuc xuét trinh, néu thiy du gidy to theo quy
dinh va gidy t0, van ban duoc dich khong thudc cac truong hop gidy to, van ban khong duoc dich dé
chung thuc chir ky nguoi dich thi yéu cau nguoi dich ky trude mat va thuc hién ching thuc nhu sau:
* Ghi day du 101 ching chung thuc chit ky ngu’éfi dich theo mau quy dinh;

* Ky, ghi 16 ho tén, dong ddu cta co quan, t6 chirc thuc hién chimg thuc va ghi vao so ching thyc.
Déi voi ban dich gidy to, van ban c6 tir 02 (hai) trang tro 1€n thi ghi 101 chirng vao trang cudi, néu gidy
t&, van ban co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

3. Cach thirc thue hién

Cach thire co dugc quy
dinh day du, 1o rang
khong?

Co X]  Khong [ ]
- Ly do: Cach thire dugc quy dinh day du, 1 rang
Truc tiép tai co quan hanh chinh nha nudc: ndp hd so truc tiép hoic truc tuyén

4. HO so




a) Co dugc quy dinh day
du, rd rang v& thanh
phan khong?

Co6 X]  Khong [ ]

- Ly do: Thu tuc da quy dinh rd vé thanh phan ho so

- Du thao van ban khai nhan di san;

- Ban sao Gidy gh&ng minh nhén dan hodc Thé can cude cong (qién’ ho:;ic,HC) chiéu con gid tri st dung
cua nguoi yéu cau chirng thuc (xuat trinh kem theo ban chinh dé doi chiéu);

- Ban sao giéy chtng nhan quyén so hiru, quyén st dung hoic ban sao gidy to thay thé duoc phap luat

quy dinh ddi véi tai san ma phap luat quy dinh phai ding ky quyén sé hiru, quyén si dung trong truong
hop vin ban khai nhan di san lién quan dén tai san d6 (xut trinh kém theo ban chinh dé ddi chiéu).

b) Co6 dugc quy dinh 16
rang vé s6 luong khong?

Co X Khong []
- Ly do: Thii tuc d3 néu rd sd luong hod so phai ndp (1 bd).

5. Thoi han giai quyét

a) Co dugc quy dinh 15
rang, cy thé khong?

Co6 X]  Khong [ ]

- Ly do: Pa quy dinh cu thé

Ngay trong ngdy tiép nhan yéu cau hoic trong ngay 1am viéc tiép theo, néu tiép nhan yéu ciu sau 15
gio.

b) Co thé rat ngin thoi
han khong?

Co6 X]  Khong [ ]
- Ly do: Rt ngin duoc thoi gian tha tuc néu cac phadn mém phuc vu cho cong viée ciia cong chirc
chuyén mon duy tri trang thai hoat dong tot.

6. Co quan giai quyét

a) C6 dugc quy dinh 16
rang, cu thé khong?

Co X]  Khong [ ]
- Ly do: Pi ghi 1 tén co quan thuc hién: Uy ban nhan dan cip x4




b) Co thé tiép tuc uy
quyén hoac phan cap
thuc hién khong?

Co [] Khong X
Ly do: Céc vin ban phép 1y khong quy dinh vé iy quyén hodc phan cap thuc hién.

7. Poi twong thwe hién

a) Co ,thé mo rong/ thu
hep doi tugng tudn thu
khong?

Co [] Khong X
- Céc van ban phép ly khong quy dinh

b) C6 thé md rong/ thu
hep pham vi 4p dung
khong?

Co6 [ ] Khong X
- Céc van ban phép 1y khong quy dinh

8. Phi, 1 phi

a) TTHC c6 quy dinh vé
phi, 1€ phi va céac chi phi
khac khong?

Cco X Khong []
Ly do: Ba ghi rd murc phi phai ndop
10.000 dong/trudng hop (truong hop duge hiéu 1a mot hoic nhiéu chit ky trong mot gidy to, van ban).

b) Quy dinh vé phi va
murc phi cé hop ly, hop
phép khong?

- Quy dinh vé phi: C6 X] Khong [ ]

(1) Ly do: thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc

(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ....ooiiinii it

- Quy dinh vé muc phi: C6 X  Khong [ |

Ly do: Muc 1€ phi phu hop véi thuc té, thuc hién theo ding cac quy dinh hi¢n hanh cua Nha nudc

¢) Quy dinh vé 1¢ phi va
muc 1¢ phi c6 hop ly,
hop phap khong?

-Quy dinh vé 1é phi: C6 [ ] Khéng [ |
Khong quy dinh vé 1¢ phi

d) TTHC nay c6 quy
dinh vé cac chi phi khac

- Quy dinh vé cac chi phi khac: C6 [ ]  Khong [
Céc van ban phap ly khong quy dinh




do1 voi ca nhan, to chire
khong?

d) Céch thuc nop phi, 1¢
phi ¢6 hop 1y khong?

Co6 X]  Khong [ ]
- Ly do: Cach thirc ndp phi va 18 phi pht hop, ndp truc tiép hodc truc tuyén

9. Mau don, to khai

C6 quy dinh vé mau don,

C6 [ ] Khong [X

to khai khong? Dé nghi néu rd:
(1) Ly 0 oo e e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): .....iiiniii e,
MaAu @on, (0 KR@i L3 ............ ...

a) Noi dung thong tin

- Noi dung 1: Thong tin ctia nguoi yéu cau

Can thiét: C6 [ ] Khong [ J; Hoply: Co6 [ | Khong [ ;  Hop phap: C6 [ | Khéong [ ]
Pé nghi néu rd:

(1) Ly do:

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): .....ooovniii e,

- Noi dung 2: Thong tin c6 lién quan dén thu tuc

Cin thiét: C6 [ ] Khong [ J;  Hoply: C6 [ ] Khong [ J;  Hop phap: C6 [ ] Khong

Pé nghi néu rd:

(i) Ly do: i yéu cau ghi rd thu tuc gi, 1lam cho ai, ngay thang nim sinh.......

(ii) Phuong an xir Iy (Néu cau tra 101 1a KHONG): ..ottt

b) Yéu cdu xic nhan
(néu co)

Can thiét: C6 [ ] Khong [ ]; Hoply: C6 [ ] Khong [ ];  Hop phap: Co [ ] Khéng [ ]
Néu KHONG, dé nghi néu rd:
(1) Ly 0r o e e




(11) Phuong An XU 1y ..o

¢) Ngon ngilr Can thiét: C6 [_] Khong [ ]; Hoply: Co [ | Khong [ |;  Hop phap: Co [ | Khong [ |

Néu KHONG, dé nghi néu ro:
(1) Ly 0r et
(11) Phuong An XU 1y ..o e

Méu don, to khain: ........

..........................................................................................................

10. Yéu cau, diéu kién

TTHC nay c6 quy dinh vé
yéu cau, diéu kién khong?

CoX]  Khong [ ]

* Phong Tu phap chi chung thyc chir ky nguoi dich khong phai la cong tac vién khi nguoi d6 tu dich
giay t0, van ban cua minh.

* Gidy t0, vin ban khong duoc dich dé chimg thuc chir ky nguoi dich:

+ Giéy td, van ban da bi tﬁy x0a, stra chira; thém, bot ndi dung khong hop 1€.

+ Giéy to, van ban bi hu héng, cii nat khong xac dinh dugc ndi1 dung.

+ Gidy to, vin ban dong ddu mat cta co quan, to chirc c¢6 thim quyén hodc khéng déng dau mat
nhung ghi 10 khong duge dich.

+ Gidy t, van ban c¢6 ndi dung quy dinh tai Khoan 4 Diéu 22 ctia Nghi dinh sé 23/2015/ND-CP.

+ Gidy t0, vin ban do co quan, to chirc c6 thim quyén ctia nudc ngoai cép, cong ching hodc chirng
nhén chua dugc hop phap héa lanh sy theo quy dinh tai Khoan 1 Piéu 20 cua Nghi dinh s6

23/2015/ND-CP, tru gidy ho chiéu, thé can cudc, thé thuong trd, theé cu tra, gidy phép 1ai xe, bang
t6t nghiép, chimg chi va bang diém kém theo bang tot nghiép, chimg chi.

Yéu cau, diéu kién 1:

Phong Tu phap chi chiung
thuc chit ky nguodi dich
khong phai 1a cdng tac vién

C6 hop 1y, hop phap khong? Co [X| Khong [ ]

Pé nghi néu rd:

(i) Ly do: Pa quy dinh diéu kién cu thé.

(ii) Phuong an xir Iy (Néu cau tra 101 1 KHONG): ..ovniienite et




khi nguoi d6 tu dich gidy
to, van ban cia minh

Yéu cau, diéu kién 2:

Gidy to, vin ban khong
duoc dich dé chung thyc
chir ky nguoi dich:

+ Gidy to, van ban da bj tay
x0a, stra chira; thém, bdt
ndi dung khong hop 1€.

+ Gidy t0, van ban bi hu
hong, cli nat khong xac
dinh dugc nd1 dung.

+ Gidy to, van ban dong
dau mat cua co quan, to
chtic ¢6 tham quyén hoic
khong dong dau mat nhung
ghi r6 khong dugc dich.

+ Giay t0, van ban c6 ndi
dung quy dinh tai Khoan 4
Piéu 22 ciia Nghi dinh s6
23/2015/Nb-CP.

+ Gidy to, van ban do co
quan, t0 chic c6 tham
quyén ciia nudc ngoai cap,
cong chung hodc chung
nhan chua dugc hop phéap
héa lanh sy theo quy dinh

C6 hop 1y, hop phap khong? C6 [X] Khéng [ ]

Dé nghi néu rd:

(i) Ly do: Pa quy dinh cu thé.

(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ..o




tai Khoan 1 DPiéu 20 cua
Nghi dinh s6 23/2015/ND-
CP, trir gidy ho chiéu, thé
can cuoc, thé thuong tru,
thé cu tra, gidy phép 1ai xe,
bang tot nghiép, chimg chi
va bang diém kém theo
bang tt nghiép, chimg chi.

11. Két qua thwe hién

a) C6 duogc quy dinh vé
thoi han c6 hiéu luc
khong?

Co X]  Khong [ ]

Pé nghi néu rd:

) T8 05 10

(ii) Phuong an xir Iy (Néu cau tra 101 1A KHONG): ....ooovmiii i,

b) Quy dinh thoi han cé
gia tri hiéu luc co hop 1y,
hop phéap khong?

Cco X Khong []

Pé nghi néu rd:

(D) Ly do: o

(ii) Phuong an xtr Iy (Néu cau trd 101 18 KHONG): ....ovveieiee i,

¢) Quy dinh pham vi ¢6
gid tri hi€u luc c6 hop 1y,
hop phéap khong?

Cin thiét: Co [X] Khong [ ];  Hoply: C6 [X] Khong [ J:  Hop phap: C6 [X] Khong [
(1) Ly d0r ot e
(ii) Phuong an xir Iy (Néu cau tra 101 A KHONG): ...,

12. Vin ban cn sira d6i, b6 sung (Dé nghi néu 10 tén loai; $0, ky hi¢u; ngay, thang, nam; diéu, khoan, diém quy dinh)

a) Luat

D .........................................................................................................

b) Phap 1énh

L oo

c) Nghi dinh

L o




d) Quyét dinh cua TTCP L | e
@) Thong tu/ Thong tur BN tCh [ | | oooee ool
e) Quyét dinh cua Bo truong L L e
g) Van ban khac L e

13. Thong tin lién hé dé
lam r6 n¢i dung cac
cAu tra 10i tai Biéu mau
nay

Ho va tén nguoi dién: Pham Thi Loan
Di dong: 0364751399  Email: phamthiloan1978@haiphong.gov.vn
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