UY BAN NHAN DAN HUYEN DAK DOA
PHONG TU PHAP

QUY TRINH CT-02

Chirng thyc ban sao tir ban chinh gidy to,
van ban do co quan t6 chire c6 thAm quyén
cia Viét Nam cap hoac chirng nhan

BH/SD:01/0
(Ban hanh kéem theo Quyé:t dinh so: 2090/QD-UBND ngay 20
thdang 8 nam 2020 ciia Uy ban nhan dan huyén Dak Doa)




QT CT-02

. QUY TRINH Ma
UY BAN
A A . . o , .. | LanBH: 01
NHAN DAN CHUNG THUC BAN SAO TU BAN CHINH GIAY TO,
HUYEN DAK VAN BAN DO CO QUAN, TO CHUC CO THAM | Ngay hiéu lyc: 20/8/2020
POA QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN

Trang :

1/6

| Nhitng nguoi co lién quan phai doc, hiéu va thiee hién theo diing ndi dung cua tai liéu

nay

2. Noi dung trong tai liéu nay cé hiéu luc nhu sy chi dao cua Chu tich.

Tai liéu dwoc sir dung phai dwoc phé duyét, cdac ban sao phai co ddu hiéu kiém sodt.

PHAN PHOI:
i SO : SO
NOI NHAN BAN NOI NHAN BAN
Chu tich UBND Thu ky ISO
Pho Chu tich UBND Chuyén vién
Truong phong Tuphdp | | .
Trach Soan thio Kiém tra Phé duyét
nhiém
Chiure Chuyén vién Trudng phong Tu phap Chu tich
vu phong Tu phép BND huyén
Chir ky
Ho va | Nguyén Thi Hoai Nhién P6 Thanh Viét I’hani Minh Trung
tén
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Mai QT CT-02

. QUY TRINH
UY BAN
A , : o ) .. |LanBH: oI
NHAN DAN CHUNG THU'C BAN SAO TU BAN CHINH GIAY TO, -
HUYEN DAK VAN BAN DO CO QUAN, TO CHUC CO THAM Ngay hiéu luc: 20/8/2020
POA QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN
Trang : 2/6
SUA POI TAI LIEU
Yéu cau | Trang/ Phan Lan ban :
. 2 Bs s & o 2a - 5 A Ngay ban
stra doi/ lién quan Mo ta ngi dung siwra doi hanh / Lan ik
b6 sung viéc stra doi stwra doi
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. QUY TRINH Ma QT CT-02
UY BAN :
NHAN DAN CHUNG THUC BAN SAO TU BAN CHINH GIAY TO, Lan BH !
HUYEN DAK VAN BAN DO CO QUAN, TO CHUC CO THAM Ngay hiéu lyc: 20/8/2020
POA QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN
Trang : 3/6
1. MUC PiCH
Tham muu gitp UBND huyen gidi quyét thii tuc hanh chinh nhanh gon, chinh xéac, kip
thoi, khong gay phién ha cho té chie, cong dan, ddm bao ding thoi gian quy dinh.
2. PHAM VI
Ap dung doi VOl

- Cac ca nhan, t6 chire ¢6 nhu cau chiing thuc ban sao tir ban chinh gidy to, vin ban do
co quan to chirc ¢6 thAm quyén ctia Viét Nam cép hodc chirg nhan.
- Phong Tu phép huyén luu trit hd so, sd chung thuec.

STT THU TUC HANH CHINH
| | CHUNG THUC BAN SAO TU BAN CHINH CAC GIAY TG, VAN BAN DO CO QUAN, TO
CHUC CO THAM QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN

3. TAI LIEU VIEN DAN

- Tiéu chuan quéc gia TCVN ISO 9001:2015

- Cac vén ban phap quy lién quan dé cép tai muc 5.1 cta quy trinh nay.
4. PINH NGHIA/ VIET TAT

- TTHC: Tha tuc hanh chinh

- UBND: Uy ban nhén dén

5. NOI DUNG QUY TRINH

Bl Co sé phap ly

1. Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 ctia Chinh phii vé& cip ban sao tir
ban chinh, chung thue chit ky va ching thuc hop dong, giao dich:

2. Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 ctia Bo Tai chinh quy dinh
murc thu, ché do thu, ndp., quén ly va stir dung phi chirng thuec.

3.Théng tu 01/2020/TT-BTP ngay 3/3/2020 cua Bo Truong Bo Tu phap vé quy
dinh chi tiét va huéng din thi hanh mot s didu Nghi dinh sb 23/2015/ND-CP.

4. Thong tu 264/2016/TT-BTC cua Bo trudng B Tai chinh quy dinh mic thu,
ché do thu, nop, quén ly va st dung phi, 1€ phi trong linh vuc ngoai giao ap
dung tai cic cO quan dai dién Viét Nam & nudc ngoai.

5.Thong tu sb 257/2016/TT-BTC ngay 11/11/2016 cua Bo truéng Bo6 Tai chinh
quy dinh murc thu, ché d6 thu, nop, quan ly, su dung phi ¢céng chirng: Dhl chirng
thuc; phi thim dinh tiéu chuén, diéu kién hanh nghe cong chirng: phi thim dinh
diéu kién hoat dong vian phong cong ching: 1€ phi cip thé cong chirng vién.

5.2 | Thanh phin hé so S6 lwong

Ban chinh Ban sao

1. Ban chinh gidy to, van ban lam co s¢ dé chirng %
thuc ban sao

L 2. Ban sao can chting thuc (néu c6) X




, QUY TRINH Ma : QT CT-02
UY BAN ]
A A Lan BH : 01
NHANDAN | yung THYC BAN SAO TU BAN CHINH GIAY TO,
HUYEN PAK VAN BAN DO CO QUAN, TO CHUC CO THAM Ngay hiéu luc: 20/8/2020
POA QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN
Trang : 4/6

9.3 S6 lwgng ho so

01 ban chinh

5.4 | Thoi gian xi Iy

Trong ngay co quan, t6 chuc tiép nhan yéu cau hodc trong ngay lam viéc tlep theo,
néu tiép nhan yéu cau sau 15 gio. béi VOl truong hop cung mot e yéu cau chimg
thuc ban sao tir nhiéu loai ban chinh gidy 10, van ban; ban chinh ¢ nhicu trang: yeu
ciu sb luong nhidu ban sao; ndi dung gidy to, vin ban phurc tap kho kiém tra, doi
chiéu ma co quan, td chuc thuc hién chimg thuc khong thé dap tmg duoc thoi han
quy dinh néu trén thi thoi han chimg thuc duge kéo dai thém khong quéa 02 (hai)
ngay lam viéc hodc co thé dai hon theo thoa thuan bang van ban vGi nguoi yéu cau
chung thyc. Truong hop tra két qua trong ngay lam viée tiép theo hodc kéo dai thoi
gian quy dinh thi nguoi tiép nhan hd so phai 6 phiéu hen ghi 1o thoi gian (ngay.
gio) tra két qua cho ngudi yéu cau chimg thuc.

5.5 | Noi tiép nhan va tra két qua

Bo phén tiép nhén va tra két qua cia UBND huyén. (Buu dién huyén)

5.6 | Léphi

2.000 dong/trang; tir trang thtr 03 trd 1én thu 1.000 dong/trang, nhung murc thu
tdi da thu khong qua 200.000 ddéng/ban. Trang 1a can cu dé thu phi dugc tinh
theo trang ctia ban chinh.

5.7 | Quy trinh xir ly cong viéc

T Trinh tu Trach nhiém | Thoi | Biéu mau/Két qua
gian
Bl |- Nguoi yéu cau ching thyc | Cong dan, t6 | Trong
nop ho so tai BO phén tiép | chirc ¢6 nhu ngay
nhan va tra két qui cla cau tiép
UBND huyén. nhén
- Nguoi yéu cau chimg thyuce yéu
phai xuat trinh ban chinh gidy ciu
t, vin ban 1am co s dé chimg hodc
thuc ban sao va ban sao céin trong
ching thuec. ngay
- Truong hop ngum yéu cau lam
ching thuc chi xudt trinh ban viéc
chinh thi Chuyén vién phong tiép J
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Y BAN QUY TRINH Ma QT CT-02
NHAN DAN CHUNG THUC BAN SAO TU BAN CHINH GIAY TO, - L4 !
HUYEN DAK VAN BAN DO CO QUAN, TO CHUC CO THAM Ngay higu luc: 20/8/2020
POA QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN
Trang : 5/6
Tu phap ‘Eién hanh chup tir ban theo,
chinh dé thuc hién ching néu
thue, trir truong hop phong tiép
Tu phap huyén khong co nhan
phuong tién dé chup. sau 15
gio;
B2 | Chuyén vién phong Tu phap néu sb
huyén kiém tra ban chinh, ddi luong
chiéu v&i ban sao, néu ndi 16n,
dung ban sao dung voi ban Chuyén vién phirc L o
chinh, ban chinh gidy to, van hone Tu tap Giay bién nhan ho so
ban khong thudc cac truong l;é }%u &n | khong (hé thong dién tur)
hop ban chinh gidy to, vén pragR S qua 02
ban khong duoc dung lam co ngay
s&¢ dé ching thyc ban sao thi hodc
thuc hién chung thuc. c6 thé
p dai
B3 |- Ghi diy di 10i chimg chimg e
thuc ban sao tir ban chinh theo e
mau quy dinh; Chuvén vié he
S 11 s s yeén vien thoa ,
kyTrgﬁ lszr;h gﬁ‘; %hﬁg% eTn . gggg phong Tu | thudn | Qua hé thng dién i
) ] ¥ ] ’ A b"
dau ciia Phong Tu phédp thuc =L L \fl;ng
hién ching thuc va ghi vao s6 ban
chung thue. v |
B4 | Tra lai hd so cho cong dan, to Borct
chire Chuyén vién ik ,
phong Tu cgu Qua h¢ thong dién tu
phap huyén ching
thuc
BS | Théng ké va theo doi két qua | Chuyénvién | . ,
thuc hién TTHC phong Tu M8 | Qua hé théng dién ti
. . thang
phéap huyén

6. BIEU MAU VA PHU LUC

TT | Ma hiéu Tén Biéu méu ‘
1 Mau Gidy bién nhan ho so (dién tu)
7.HO SO LUU

Ho so chimg thuc ban sao tir ban chinh gidy to, van ban do co quan t6 chire co tham
quyén ctia Viét Nam cap hodc chimg nhan, dugc luu gdm cac thanh phan sau:

TT

Tén ho so

1.

Giay bién nhén ho so

517




, QUY TRINH Mi : QT CT-02
UY BAN
A A Lan BH : 01
NHANDAN | e THU'C BAN SAO TU BAN CHINH GIAY TO,
HUYEN DAK VAN BAN DO CO QUAN, TO CHUC CO THAM Ngay higu lvc: 20/8/2020
POA QUYEN CUA VIET NAM CAP HOAC CHUNG NHAN
Trang : 6/6

2. | So thong ké két qua thuc hién TTHC
3. | SO chimng thuc Bén sao tir ban chinh

HO so ching thuc.
Ho so dwgce lwu tai phong Tu phdp huyén Dak Doa theo quy dinh

e
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