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q o QUY TRINH Ma hiéu: QT.TP.29

UY BAN NHAN DAN Thi tuc chirng thue van ban Lan ban hanh: 01/00
PHUONG VINH NIEM thoa thuan phan chia di sian la Ngay ban hanh: 05/4/2024
dong san, quyén sir dung dat, nha &

1. MUC PICH

Quy dinh cach thi{c, trinh tu thgc hién thu tuc ching thyc van ban thoa thudn phén chia
di san la dong san, quyen st dung dat, nha ¢ thuoc tham quyén giai quyét cuia UBND phuong
Vinh Niém, quédn L& Chan, thanh pho Hai Phong.

2. PHAM VI

Quy trinh 4p dung cho vi¢c giai quyét thu tuc hanh chinh: Thu tuc ching thuc chung
thuc van ban thoa thudn phén chia di san la dong san, quyen sir dung dt, nha & dugc giai
quyét bai UBND phudng Vinh Niém, quén Lé Chan, thanh phé Hai Phong.

3. TAI LIEU VIEN DAN

- Tiéu chuan qudc gia TCVN ISO 9001:2015.

- M hinh hé théng quan 1y chat lwong cia UBND phuong Vinh Niém
- Quy trinh QT.MC.01

- Cac tai liéu khac theo quy dinh tai muc 5.2

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhén din

- TTHC: Thu tuc hanh chinh
BP.TN&TKQ: B6 phén Tiép nhan va tra két qua
5.NOI DUNG QUY TRINH

5.1 THONG TIN CHUNG

1 | Linh vue: Ching thuc

2 | Péi twong thue hién TTHC: Cong dan Viét Nam, T6 chic (khong bao gdom
doanh nghiép, HTX)

Co quan thwe hién TTHC: UBND phuong

Noi tiép nhan va tra két qua: Bo phan TN&TKQ cua phuong

Hinh thire nép hé so: Nop truc tiép

Miu don, to khai: Theo quy trinh twong ting

N | N || W

Thoi han giai quyét:

Khéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chimg
thuc hodc ¢6 thé kéo dai hon theo thoa thudn bang vén ban voi nguoi yéu cau
chimg thuc. Truong hop kéo dai thoi han giai quyét thi ngudi tiép nhén hd S0

phai c¢6 phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho nguoi yéu cau
ching thuec.

8 | Két qua TTHC: Vin ban thoa thuin phan chia di san dugc ching thuc
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QUY TRINH
Thu tuc chirng thye vin ban
thoa thuin phan chia di san la
dong sin, quyén sir dung dit, nha &

Ma hiéu: QT.TP.29
Lan ban hanh: 01/00
Ngay ban hanh: 05/4/2024

Uy BAN NL__IAN DAN
PHUONG VINH NIEM

5.2. CO SO PHAP LY

- Luat HQ tich nam 2014;

- Nghi dinh sé ]
cap Ban sao Hop dong
chinh, ching thuc chit

- Nghi dinh s6 1
tiét mot s diéu va bién

- Nghi dinh sb 8
s¢ dir liéu ho tich dién ti

- Thong tu s6 22
quy dinh mirc thu, ché ¢

- Théng tur s6 01
tiét va huong dan thi
thang 02 nam 2015 ¢
chimg thue, chirng thyg
dong, giao dich;

- Thong tu s6 04
dinh chi tiét thi hanh m

Ho tich;
quy dinh chi tiét mot
ky hé tich truc tuyén;

viéc cong bd danh muc
nhén dan quéan Lé Chan

la

- Thong tu s6 0]

- Quyet dinh s ¢

3/2015/ND-CP ngay 16/02/2015 cua Chinh phi quy dinh vé
, giao dich da dugc ching thuec, chung thuc ban sao tir ban
Ky va chimg thuc hgp dong, giao dich;

23/2015/ND-CP ngay 15/11/2015 caa Chinh phi quy dinh chi
bhép thi hanh Luat Ho tich;

//2020/ND-CP ngay 28/7/2020 cia Chinh phu quy dinh vé Co
. dang ky ho tich truc tuyén;

6/2016/TT-BTC ngay 11/11/2016 ctia Bo truéng Bo Tai chinh
0 thu, ndp, quan Iy va st dung phi chirng thuc:

/2020/TT- BTP ngay 03/3/2020 cua B§ Tu phéap quy dinh chi
nh mot so dleu cua nghi dinh s6 23/2015/ND-CP ngay 16

chinh phu vé cdp Ban sao Hop dong, giao dich di duoc
ban sao tir ban chinh, chimg thuc chir ky va ching thuc hop

2020/TT-BTP ngay 28/5/2020 cua Bd tru(mg Bo Tu phap quy
bt s& diéu cua Luat Ho tich va Nghl dinh s6 123/2015/ND-CP

ngay 15/11/2015 ctia Chnh phii quy dinh chi tiét mot s diéu va bién phép thi hanh Luét

/2022/TT-BTP ngay 04/01/2022 cua Bo tru(mg B¢ Tu phap
s6 diéu va bién phap th1 hanh Nghi dinh s6 87/2020/ND-

CP ngay 28/7/2020 ctal Chinh phu quy dinh vé Co sé dit liéu h¢ tich dién tr, dang

29/QD-UBND ngay 28/3/2024 cila UBND quan Lé Chan vé
thu tyc hanh chinh thugc thim quyén giai quyét cia Uy ban
va cac phuong thude quéan

5.3. THANH PHAN HQ SO
5.3.1 Gidy to phai xuét frinh:
TT Tén hé so Ghi chi
1 Glay ching minh nhan din/Cin cudc cong dan hoac HO | Ban chinh
" | chiéu con gia tri §ir dung cia nguoi yéu cau ching thuc
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: o QUY TRINH Ma hiéu: QT.TP.29

UY BAN NHAN DAN Thii tuc chirng thye vin ban Lan ban hanh: 01/00
PHUONG VINH NIEM thoa thuan phan chia di sian la Ngay ban hanh: 05/4/2024
ddng san, quyén sir dung dit, nha &

5.3.2 Giay to phai nop:

TT Tén hd so S6 lwgng | Ghi chii

1. Du thao van ban thoa thuan phan chia di san; Bk ahidaiki

Ban sao Gidy ching minh nhan dan/Can cude cong
dan hodc Ho chiéu con gia tri st dung clia nguoi
yéu cau ching thuc (xuét trinh kém theo ban chinh
dé dbi chiéu);

Ban sao

01 bo
Ban sao gidy chung nhan quyén so hitu, quyén sir .
dung hodc ban sao gidy to thay thé dugc phap luat
quy dinh ddi véi tai sin ma phap luat quy dinh phai
dang ky quyén s hitu, quyén sir dung trong truong
hop hop ddng, giao dich lién quan dén tai san do
(xuét trinh kém theo ban chinh dé dbi chiéu).

Ban sao

* Luu y:

+ Nguoi yéu cau chung thue ndp 01 bo hd so yéu cau chimg thue.

+ Céc bén tham gia théa thuin phan chia di san phai ky tru¢c mét nguoi thue hién
ching thuec, néu vin ban théa thuan phén chia di san co tir hai trang trg 1én thi phai ky
vao tung trang. Trudng hop ngudi yéu cAu chung thuc ndp hd so tai bo phan mot cira,
mét ctra lién thong thi cac bén thoa thudn phén chia di san phai ky trudc mét nguoi tiép
nhan ho so.

+ Trudng hop ngudi yéu cau ching thyc khong ky dugc thi phai diém chi; néu
ngudi dé khong doc duoc, khong nghe dugc, khong ky, khong diém chi duge thi phai co
02 (hai) ngudi lam ching. Nguoi lam ching phai ¢6 du ning lyc hanh vi dan su va
khong c6 quyén, loi ich hodc nghia vu lién quan dén giao dich. Nguoi lam ching do
ngudi yeéu cau chung thuc bd tri. Trudng hop ngudi yéu cau chung thuc khong b tri
dugc thi dé nghi co quan thuc hién chimg thuc chi dinh nguoi lam chimg.

+ Trong truong hop ngudi yéu cdu ching thuc khéng thong thao tiéng Viét thi
phai c6 ngudi phién dich. Ngudi phién dich phai 1a ngudi ¢6 nang lyc hanh vi dan su
day du theo quy dinh cia phap luét, thong thao tiéng Viét va ngdn nglt ma ngudi yéu
cau chiing thue sir dung. Ngudi phién dich do nguoi yéu cau chung thue moi hodc do co
quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi yéu cau chimg thuc
tra.Nguoi phién dich c6 trdch nhiém dich diy du, chinh x4c ndi dung cua van ban thoa
thuan ndi dung 101 ching cho nguodi yéu cau ching thuc va ky vao ting trang van ban
théa thuan véi tu cach l1a ngudi phién dich.
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QUY TRINH Ma hiéu: QT.TP.29

UY BAN NHAN DAN Thii tuc chirg thye vin ban Lan ban hanh: 01/00
PHUONG VINH NIEM thoa thuin phén chia di san la Ngay ban hanh: 05/4/2024
dong san, quyén sir dung dit, nha &

5.4. NOI TIEP NHAN]TRA KET QUA, THOT GIAN VA LE PHI

Noi tiép nhén

v tri két qui Thoi gian xir ly Phi, L¢ phi

Truc tiép Khong qua 02 (hai) ngay lam viéc, ké tur ngay | Phi: 50.000 Déng
nhéan du hd so yéu cau chung thuc hodc ¢6 thé | (50.000 dong/vin
kéo ddi hon theo thoa thuén bang vin ban véi ban)

ngudi [yéu cau chL’mg thuec. Tru'orng hop kéo dai
thoi hgn giai quyét thi nguoi tiép nhan ho so phai
¢6 phifu hen ghi 0 thoi gian (gio, ngay) tra két
qua chp ngudi yéu cau chimg thue.

5.5. TRINH TU XU LY CONG VIEC

Trach | Thoi | Biéu miu/

inh t " ; :
ity nhi¢ém | gian Két qua

Buée 1: Xuit trinh giay tor

+ Du thdo vin ban thoa fhuan phan chia di san;

+ Bén sao Giay ching minh nhan dan/Can cude
cong dén hodc HoO chiéy con gia tri st dung cua
nguoi yéu cau chuing tIuc (xuét trinh kém theo
ban chinh dé ddi chiéu);

+ Ban sao gidy ching nhin quyén s& hir, quyén Coéng hG;E;
sir dung hodc ban sao gy tor thay thé duoc phap dan c;:i h

ludt quy dinh d6i v6i thi san ma phap luat quy
dinh phai ding ky quyéh s& hitu, quyén st dung
trong truong hop hop dong. giao dich lién quan
dén tai san do (xuat trinh kém theo ban chinh dé
dbi chiéu).

Buwdc 2: Tiep nhan, kiém tra, dbi chiéu

- Nguoi tiép nhan co tiich nhiém kiém tra, d()i ‘
chiéu ngay toan bo hé softheo Quy trinh giai quyét Cong | Toida
thi tuc hanh chinh QT.MIC.01.

ngay nhan va hen tra

+ Nguoi thuc hién chimg thyc (hodc ngudi tiép phaP_ o va he
nhan hd so trong truomg Iop tiép nhan hd so tai b | HOtich | a0 két qua
phén mot ctra, mét cira lién thong) kiém tra gidy

Hb so 'theol 52,
chirc Tu Phiéu tiép
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i " QUY TRINH Ma hiéu: QT.TP.29

UY BAN NHAN DAN Thi tuc chirng thwe vin ban Lén ban hanh: 01/00
PHUONG VINH NIEM théa thuin phén chia di san la Ngéy ban hanh: 05/4/2024
dong san, quyén sir dung dit, nha &

t& trong hd so yéu ciu chimg thuc, néu diy du. tai
thoi diém ching thuc cac bén tham gia théa thudn
phén chia di san ty nguyén, minh man va nhén
thirc, lam chu dugc hanh vi ciia minh thi thuc hién
chung thuec.

Bude 3: Xur ly thu tuc hanh chinh

+ Ngudi thuc hién ching thuc (hodc ngudi tiép
nhan hd so) ghi 10i chimg theo méu quy dinh.
Truomg hop tiép nhan hé so tai bd phan mot cira,
mot cira lién thong thi ngudi tiép nhan hd so ky
vao timg trang cua van ban thoa thudn phén chia
di san va ky vao dudi loi ching theo mau quy Cong

dinh. chiac Tu
Nguoi thuc hién chung thuc ky vao timg trang cua | phap —
van ban thoa thuan phan chia di san (néu hd so | HO tich, | Téi da | Van ban thoa
Chutich | 01 thudn phan

UBND | ngay chia di san

P g oy o Lt phuong, | lam dugc chiing
co quan thuc hién ching thyc va ghi vao so ching | ppg chp | viée fhac

thuec. tich
P6i v6i van ban thoa thudn phan chia di san ¢6 tr | UBND
02 (hai) trang trd 1én, thi timg trang phai dugc | phuong
danh sé tha tu; sb lugng trang va 10i chimg dugc
ghi tai trang cudi cta van ban théa thudn phén
chia di san. Truong hop van ban thoa thuan phan
chia di san c6 tir 02 (hai) t& trd 1én thi phai dong
dau giap lai.

khong dugc tiép nhan qua bd phin mdt ctra, mot
chira lién thong), ky, ghi rd ho tén, déng diu cua

Buéce 4: Tra két qua

. Gid | Vin ban thoa
- Tra két qua cho cong dan theo QT.MC.01 chitre Tur | ehinh ugn piiai
; By chia di san
phap — | Tot da dugce chin
Hotich | % e g
ngay thue

Phiéu theo dbi qud trinh xit Iy cong viéc (BM.MC.01.05) phai duogc thuc hién tqi ting
buwée cong viéc cua muc 5.4.

Trang: 8/9




QUY TRINH Ma hiéu: QT.TP.29

UY BAN NHAN DAN Thii tyc chimg thye viin ban | Lan ban hanh: 01/00
PHUONG VINH NIEM thoa thuin phén chia di sin la Ngay ban hanh: 05/4/2024
dong sin, quyen sir dung dat, nha &
6. BIEU MAU
TT Tén biéu méiu

I. | Theo quyltrinh trong tmg

7.HO SO LUU

T Hb so luru
1. | Séhop dong, giao dich

2. | Van ban thoa thudn|phén chia di san duoc chung thuc

3. | Céc hd so khéc can|luu theo muc 5.2

4. | Cac biéu méu khac theo QT.MC.01 - Quy trinh giai quyét thit tuc hanh chinh

Luu y: Luu tai bg phédn the phdp ho tich 02 ném, sau do chuyén lieu triv chung co quan
theo quy dinh. Viéc luu fit cdc bao cdo, ho so, s6 sdch dwoc thuc hién theo quy dinh
cua phdp ludt vé lwu trix a phdp ludt cé lién quan.
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