UY BAN NHAN DAN
PHUONG SO DAU

QUY TRINH

Cap bin sao tir ban chinh hop déng, giao dich
da dwgc chirng thuc

MA SO ' QT.TP.23

LAN BAN HANH  °  04/00

NGAY BAN HANH :  05/6/2024

SOAN THAO SOAT XET PHE DUYET
Ht‘;;a HOANG THI THU HUYEN | BUI THI GIANG | POAN TIEN LUAT
Chir
ky

Chiic Cong chirc

vu Tw phap — Hj tich Pho Chu tich Chu tich




N Ma hiéu: QT.TP.23
UBN;) (),P;Ig% ONG Cip ban sao?ﬁli)zn’{lllzil{lll\llg’p dong, giao | Lin ba.m h(snh: 04/00
dich da dugc chirng thuc Ngay ban hanh: 05/6/2024
MUC LUC
SUA BOI TAI LIEU
1. MUC biCH
2. PHAM VI
3. TAILIEU VIEN DAN
4. DPINH NGHIA/VIET TAT
5. NOI DUNG
6. BIEU MAU
7. HO SO CAN LUU
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s QUY TRINH M3 hiéu: QT.TP.23
UBND(),PH}I ONG Cép ban sao tir ban chinh hop dong, giao Lan ban hanh: 04/00
SODAU dich da dugc chirng thuc Ngay ban hanh: 05/6/2024
SUA POI TAI LIEU
Yéu czjlu Trang / Phin . . .. | Ngay sira
stra doi/ | lién quan viéc | M0 ta ndi dung sira déi | Lan sira doi déi
bo sung stra doi
Stra d6i Can ct phap 1y | Quyét dinh s6 2129/Qb- 01 30/8/2021
UBND ctua UBND Thanh
phé Hai Phong ngay
02/8/2021 vé viéc cong bd
danh muc Thu tuc hanh
chinh linh vyc Tu Phép trén
dia ban Thanh phé Hai
Phong.
Bosung | Can ctr phap 1y | Quyét dinh sb 1478/QD- 01 05/6/2024

UBND cua UBND Thanh
phé Hai Phong ngay
09/5/2024 vé viéc cong bd
danh muc Thu tuc hanh
chinh Iinh vyc Tu Phap trén
dia ban Thanh phé Hai
Phong.
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QUY TRINH

M3 hiéu: QT.TP.23

UBN;)6P1§I§{JONG Cz’ip ban sao tir ban chinh hop dﬁng, giao Lan ban hanh: 04/00
dich da dugc chirng thuc Ngay ban hanh: 05/6/2024
PHAN PHOI TAI LIEU
Noinhin Ban | Tai Noinhén Ban | Tai
; s0 | licu ‘ s0 | lieu
Bén luu 00 | [ | Coéng chic Tu phap —| 05 | [
Ho tich
Chu tich 01 || | Cong chuc Dia chinh, | 06 [ ]
bT, XD & MT
Phé Chu tich 02 || || Céng chic Van hoa —| 07 | | |
Xa hoi
Phé Chu tich 03 || ||Cong chirc Tai chinh -| 08 | | |
Keé toan
T6 duy tri ISO 04 | [ Cong chirc Van phong — | 09 [ ]
Thong ké
Cong chtc Dia chinh,| 10 | [ |
bT, XD & MT

<] Pon vi/ca nhan duogc phan ph01 tai liéu ban gidy (ban cimg)
| |Pon vi/ca nhan duoc phan phéi tai liéu ban dién tir (ban mém)
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. UY TRINH Ma hiéu: QT.TP.23
UBND PHUONG . QUYTR . NN
SG DAU Cap ban sao tir ban chinh hgp dong, giao Lan ban hanh: 04/00
dich da dwg'c chirng thye Ngay ban hanh: 05/6/2024
1. MUC PiCH

Quy dinh cach thtrc, trinh tu thuc hién tha tuc vé “Cép ban sao tur ban chinh hop déng,
giao dich da duoc chung thuc” thude tham quyén giai quyét cia UBND phuong S¢ Dau, quan

Hong Bang, thanh phd Hai Phong.
PHAM VI

Quy trinh 4p dung cho viéc giai quyét thu tuc hanh chinh: “CAp ban sao tir ban chinh
hop dong, giao dich da dugc ching thuc” duogc giai quyét boi UBND phuong S& Dau, quan

Hong Bang, thanh phd Hai Phong.
TAI LIEU VIEN DAN

- Tiéu chudn quoc gia TCVN ISO 9001:2015.
- M6 hinh hé thdng quan 1y chét lugng cia UBND phuong Sé Dau

- Quy trinh QT.MC

- C4c tai li€u khéc theo quy dinh tai muc 5.1

2. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan
- TTHC: Thu tuc hanh chinh
- BP.TN&TKQ: B6 phan Tiép nhan va tra két qua

5. NOI DUNG QUY TRINH

5.1. CO SO PHAP LY

Trung uong.

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

- Thoéng tu 01/2020/TT-BTP hudng dan Nghi dinh 23/2015/ND-CP vé cip ban
sao tir sO goc, ching thuc ban sao tir ban chinh, ching thuc chit ky va chimg
thuc hop dong, giao dich do Bo Tu phap ban hanh.

- Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 ctia B6 Tai chinh quy dinh
murc thu, ché d6 thu, ndp quan 1y va sir dung phi chimg thuc.

- Théng tu s6 85/2019/TT-BTC ngay 29/11/2019 huéng din vé phi va 1¢ phi
thuoc thim quyén quyét dinh ctia Hoi dong nhan dan tinh, thanh phd truc thudc

- Quyét dinh s6 2129/QP-UBND cua UBND Thanh ph6 Hai Phong ngay
02/8/2021 vé viéc céqg bo danh myc Thu tuc hanh chinh linh vyc Tu Phap
trén dia ban Thanh pho Hai Phong.

- Quyét dinh s6 1478/QD-UBND ciia UBND Thanh phd Hai Phong ngay
09/5/2024 vé viéc c()n,g bo danh myc Thu tuc hanh chinh linh vyc Tu Phap
trén dia ban Thanh pho Hai Phong.

5.2. THANH PHAN HO SO

Trang: 5/7



QUY TRINH

M3 hiéu: QT.TP.23

va tra ket qua

UBN;)6P1§I§J{JONG Cz’ip ban sao tir ban chinh hop dﬁng, giao Lan ban hanh: 04/00
dich da dugc chirng thuc Ngay ban hanh: 05/6/2024

TT | Tén ho so S6 lwong | Ghi chi
Nguoi yéu cau ching thyc xuét trinh ban chinh hodc
ban sao cd chimg thuc Gidy chirng minh nhan dan

1. | hodc HO chiéu con gid tri st dung.tri st dung cua 01 bd
nguoi yéu cau chirng thuc (xuat trinh ban chinh dé doi
chiéu).
5.3 NOI TIEP NHAN, TRA KET QUA, THOI GIAN VA LE PHi
Noi tiep nhan Thoi gian xit Iy Phi, L¢ phi

BP.TN&TKQ
phuong
S¢ Dau

- Trong ngay co quan, t6 chuc ti€p nhén yéu
cau hoac trong ngay lam viéc ti€p theo, néu
tiép nhan yéu cau sau 15 gio.

- Truong hop tra két qua trong ngay lam viéc
tlep theo thi nguoi tiép nhan hd so phai co

2.000 ddng/trang; tir
trang tho 3 trd 1én
thu 1.000 dong
ftrang, t6i da thu
khong quéa 200.000
dong/ban.

phiéu hen ghi 1& thoi gian (gio, ngay) tra két
qua cho nguo1 yéu cau ching thuc.

5.4. TRINH TU XU LY CONG VIEC

Trinh tw Tr.aAch Thoi gian Ble}l mat /
: nhiém Két qua
Rirde 1: Xuét trinh oidv to
- Nguoi yéu cau cap ban sao hop dong, s
A A Gi10 hanh
giao dich phai xuat trinh cac gidy to theo | Cong dan chinh
quy dinh.
Rirde 2: Tién nhan. kidm tra. ddi chién
- Nguoi tiép nhan c6 trach nhiém kiém
tra, doi chi€éu ngay toan bd ho so theo | . ,
. L \ , Cong chuc N
Quy trinh giai quyét thu tuc hanh chinh . 2. HO so theo 5.2,
Tu phdp — | To6ida 01 LA A
QT.MC.01. s : S Phiéu tiép nhan
HG tich tai gio lam . Y £
b6 bhan vide va hen tra ket
- Viéc cap ban sao hgp dong, giao dich N 8IZTI-(Q o qua
da dugc chung thuc dugc thyc hién tai
co quan luu trir hgp dong, giao dich.
Dankon Ve 225 rvwnnr A4 4l 42rn hidnkh ahink
- Co quan thyc hién cép ban sao tién hanh | Cong chic | Tbi da 07 Ho so theo 5.2
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QUY TRINH Ma hiéu: QT.TP.23
Cép ban sao tir ban chinh hop dong, giao Lan ban hanh: 04/00
dich da dugc chirng thuc Ngay ban hanh: 05/6/2024

UBND PHUONG
SO DAU

chup tir ban chinh hop dong, giao dich
dang dugc luu trtr va thuc hién ching thuc
nhu sau:

* Ghi day du 10i ching ching thyc chit ky
theo mau quy dinh;

* Ky, ghi 16 ho tén, dong déu ciia co quan,
t6 chtrc thuc hién cp ban sao va ghi vao sb
ching thuec.

Tu phéap —
- Di v6i ban sao co tir 02 (hai) trang tré |  Ho tich
lén thi ghi 16i ching vao trang cudi, néu
ban sao c6 tir 02 (hai) to tr¢ 1én thi phai
dong dau giap lai.

gio lam vige

- M&i ban sao tir mot ban chinh gidy to, vin
béan hodc nhiéu béan sao dugc chung thyc tr
mdt ban chinh gidy to, van ban trong cting
mot thoi diém duge ghi mét s6 ching thuc.

Donkon Ae Ml LAL el
Cong c,huc Bén sao hop
. Tuphdp = o panh ddng, giao dich
- Tra két qua cho cong dan theo QT.MC | HJ tich tai , ’ .
RS chinh dugc ching
b0 phan thuc
TN&TKQ :

Phiéu theo déi qud trinh xit Iy cong viéc (BM.MC.01.05) phdai dwoc thuc hién tai tirng
budc cong viéc cua muc 5.4.

6. BIEU MAU

TT Mau Tén biéu miu
1. Khong c6 Khong c6
7. HO SOLUU
TT Ho so luu
1. | Cac biéu mau khéac theo QT.MC.01 - Quy trinh giai quyét thi tuc hanh chinh
2. | Céc hd so khac can luu theo muc 5.2

Luu y: Luru tai b6 phdn tw phdp hé tich 02 nam, sau d6 chuyén heu triv chung co quan
theo quy dinh. Viéc luu trit cac bdo cdo, ho so, so sach dwoc thuc hién theo quy dinh
cua phap ludt vé lvu triv va phap ludt co lién quan.
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