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1. MUC PIiCH

* Quy trinh nay quy dinh céach thae va trinh tu giai quyét hd so chimng thuc chir
ky/diém chi nhiam timg budc ning cao céi cach thi tuc hanh chinh.
2. PHAM VI
Quy t}‘inh nay ap dung d6i vai cac ca nhan c6 nhu clu giai quyét hd so chimg thyuc
chit ky/diém chi trén dia ban x4 Ia Béng.
Trach nhiém ap dung: Tét ca cac can bo-cong chire, bd phidn phong ban tryc thudc
UBND xa Ia Béng.

STT THU TUC HANH CHINH

Chimg thuc chit ky trong cac gidy t&, vin ban (4p dung cho ca truong hop
1 | ching thuc diém chi va truong hop ngudi yéu cau chimg thuc khong ky,
khong diém chi dugc)

3. TAILIEU VIEN DAN

- Tiéu chudn quéc gia TCVN ISO 9001:2015
- Céc van ban phap quy dé cép tai muc 5.1 cua Quy trinh nay.

4. PINH NGHIA/VIET TAT

TIHC: thﬁ tuc hanh chinh
UBND: Uy ban nhén dén

5. NOI DUNG QUY TRINH:

5.1 | Co sé phaply

- Nghi dinh sé 23/2015/ND-CP ngay 16/02/2015 cua Chinh phu vé cip ban
sao tir ban chmh chimg thyuc chit ky va chimng thuc hop ddng, giao dich;

- Théng tu sé 226/2016/TT-BTC ngay 11/11/2016 cua Bo Tai chinh quy dinh
mirc thu, ché do thu, ndp, quan ly va str dung phi ching thue.

- Thong tu s6 01/2020/TT-BTP cuia B6 Tu phap ngay 03/3/2020 quy dinh chi
tiét va huéng dan thi hanh mot sé diéu cia Ngh1 dinh sb 23f2015/ND CP ngay
16 thang 02 ndm 2015 cua Chinh phu vé cép ban sao tir s6 gbce, chimg thuc
ban sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich.

5.2 | Thanh phin hé so

- Ban chinh hodc ban sao c6 chirng thuc Gidy chirng minh nhén dan hodc Ho
chiéu con gia tri str dung;
- Gidy to, vin ban sé ky.

5.3 | S6 lwong ho so
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Tuy vao ngudi yéu céu ching thyc
5.4 | Thoi gian xir ly
Trong ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc tiép
theo, néu tiép nhan yéu cau sau 15 gid.
5.5 | Noi tiép nhin va tra két qua
B phén tiép nhan va tra két qua — UBND xa Ia Bang
5.6 | Lé phi
10.000 déng/trudng hop
Truong hop duge hiéu 1a mot hodc nhiéu chit ky trong cung mdt gidy 0, vin
ban
5.7 | Quy trinh xir Iy cong viéc
7T Trinh tu Trich nhiém | Thoi gian | Biéu maw/Két
qua
B1 | Chuin bj \{2‘1 n(f)p' diy du hd so | Canhén i sage
theo quy dinh tai muc 5.2
B2 | Kiém trava tiép nhén hd so: Bo phén tiép
Néu chua hop 1& thi hudéng | nhdn va tra
din bd sung. két qua
B3 | Xem xét, xur ly hd so va thuc | Cong  chirc | Gigi quyé’t
hlf_::n chﬁ{lg thu_c. S Tu phap — hd ngay
Pong thoi ghi vao so6 chung | tich
thue.
B4 | Ky duyét Lanh dao
UBND
B5 | Tra két qua cho cong dén Bo phan tiép | Gio hanh
nhin va tra chinh
két qua
Pidu kién thye hign Thi tuc hanh chinh
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Trudng hop khong dugc ching thue chir ky:

1. Tai thoi diém chimg thuc, ngudi yéu cau ching thuc chit ky khong nhén thire va
lam chu dugc hanh vi cia minh.

2. Ngudi yéu ciu chimg thyc chir ky xudt trinh Gidy chirng minh nhén dén hodc Ho
chiéu khong con gia tri sir dung hodc gia mao.

3. Gidy to, vin ban ma nguoi yéu céu chung thuc ky vao ¢6 ndi dung trai phép luét,
dao dirc xa hoi; tuyén truyén, kich dong chién tranh, chéng ché do xa hoi chu nghia
Viét Nam; xuyen tac lich str ctia ddn toc Viét Nam; xtic pham danh dy, nhin phim, uy
tin cia ca nhén, t chirc; vi pham quyén cong dan.

4. Gidy to, viin ban ¢6 noi dung 1a hop dong, giao dich trir trrong hgp ching thue chir
ky trong Gidy uy quyén ddi véi trudong hop iy quyén khong c6 thu lao, khong co
nghla vu bdi thuong cua bén dugc uy quyén va khong lién quan dén viéc chuyén
quyén s& hitu tai san, quyén sir dung bat dong san.

Luuy:

- Loi chitng dwoc thuc hién theo thong tw 20/2015/TT-BTP ngay 29/12/2015.

- Doz vGi gidy t0, van ban c6 tir (02) hai trang tré lén thi ghi loi ching vao trang cudi,
néu gidy to, vin ban cé tir 02 (hai) to tré lén thi phai dong dau gidp lai.

- Thii tuc chitng thue chit ky ciing duwoc dp dung cho cdc truong hop sau:

a) Chirng thuc chit ky cua nhiéu ngudi trong cting mot gidy to, van ban;

b) Chitng thuc chit ky cua nguoi khai Iy lich cd nhan;

¢) Chirng thue chit ky trong gidy t0, vin bdn do cd nhan tw Idp theo quy dinh cia
phdp ludt;

d) Chitng thuc chit ky trong Gidy ity quyen doi véi truong hop 1y quyén khéng c6 thi

lao, khong co nghla vu boi thuong cua bén dwgc uy quyén va khéng lién quan dén
viéc chuyén quyén so hitu tai san, quyén sir dung bdt déng san.

- Co quan, t6 chirc thuc hién chirng thiee phai luu mot ban gidy 16, van ban da chirmg
thue; thoi han luu trit la 02 (hai) nam.

- Viéc chirng thu'c chir ky ciing dwgc dp dung trong truong hop chimg thuc diém chz
khi nguoi yéu cau chimg thuc chit ky khong ky dugc va triong hop nguoi yéu cau
chimg thire khéng thé ky, diém chi dwoc.

6. BIEU MAU VA PHU LUC
Khong.

7. HO SO CAN LUU

TT | Tén ho so
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1. | Gidy to, van ban da ching thuc

2. | SO chimg thuc chit ky/chimg thuc diém chi

Luru y: Ho so dwge luu tai b phdn Tu phdp hé tich, thoi gian lwu theo quy dinh. Sau
khi hét han, chuyén hoé so xuong bé phdn lwu trit cua co quan.




