UY BAN NHAN DAN CONG HOA XA HOI CHU NGHIiA VIET NAM

TINH PONG THAP Doc lap - Tw do - Hanh phic
S6: 1956 /QD-UBND Pong Thdp, ngay 11 thing 12 nam 2025
QUYET PINH

Vé viéc cong bé Danh muc thii tuc hanh chinh dwoec sira ddi, b6 sung va phé
duyét Quy trinh ndi bd giai quyét thi tuc hanh chinh trong linh vuc ching
thue thugc pham vi, chirc nang quan ly cia nganh Tw phap
trén dia ban tinh Pong Thap

CHU TICH UY BAN NHAN DAN TINH PONG THAP

Can cit Ludt Té chire chinh quyén dia phwong ngdy 16 thang 6 ndam 2025;

Can cir Nghi dinh s6 63/2010/NP-CP ngay 08 thang 6 nam 2010 cua
Chinh phii vé kiém soat thii tuc hanh chinh; Nghi dinh s6 92/2017/ND-CP ngay
07 thang 8 niam 2017 ciia Chinh phii vé sira doi, bé sung mot sé diéu cia cdc
nghi dinh lién quan dén kiém sodt thii tuc hanh chinh;

Can cir Nghi dinh s6 118/2025/ND-CP ngay 09 thang 6 nam 2025 cua
Chinh phu vé thyc hién thu tuc 7hc‘znh chinh theo co ghé mot cwa, mot cua lién
thong tai Bo phan Mot cura va Cong Dich vu cong quoc gia;

Can cir Théong tw s6 02/2017/TT-VPCP ngay 31 thang 10 nam 2017 cua
Bo truong, Chu nhiém Van phong Chinh phu hwong dan vé nghiép vu kiém soat
thu tuc hanh chinh;

Can cit Quyét dinh s 3152/QD-BTP ngay 31 thang 10 nam 2025 cua Bo
trucng Bé Tuw phdp vé viéc cong bo thii tuc hanh chinh dwoc sira doi, bé sung,

thu tuc hanh chinh bi bdi bo trong linh vuc chung thuc thuéc pham vi quan ly
cua Bo Tu phap,

Theo dé nghi ciia Gidm déc S6 Tw phdp.
QUYET PINH:

Di(‘”euv 1. Cong bb kém theo Quyét dinh nay danh muc thu tyc hanh chinh
dugc stra doi, bo sung (05 thu tuc ap dung chung va 07 thu tyc cap xa) va phé duyét
Quy trinh ndi b giai quyet thu tuc hanh chinh trong linh vuc chimg thuc thude
pham vi, chirc ndng quan 1y ctia nganh Tu phép trén dia ban tinh Pong Thap.

(Co Phu luc k‘ém tﬁeo, gém.' Phan A. anh muc thu tuc hanh ghz'nh; Ph,cfn B.
Noi dung: thanh phan ho so, két qua giai quyét thu tuc hanh chinh can phai s6 hoa;
quy trinh noi bg, lién thong, dién twr doi voi tung thu tuc hanh chinh).

Piéu 2. Trach nhiém thuc hién

1. Giao Giam dbc S& Tu phap, Chu tich Uy ban nhan dan cac x4, phuong
chiu trach nhiém vé hinh thirc, ndi dung cong khai thu tuc hanh chinh tai noi tiép
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nhan ho so, Trang thong tin dién tir clia co quan, don vi theo ding quy dinh d6i
v6i thii tuc hanh chinh thudc tham quyén tiép nhan va giai quyét cua co quan,
don vi minh.

2. Giao S¢ Tu phap cap nhat ndi dung thu tuc hanh chinh, quy trinh noi
b0, lién thong va dién tir cua timg thu tuc hanh chinh 1én Hé thdng thong tin giai
quyét tht tuc hanh chinh cua tinh va phdi hop S¢ Khoa hoc va Cong ngh¢ thuc
hién tich hop, ddng bo thi tuc hanh chinh 1én Céng Dich vu cong qudc gia.

3. Giao S& Khoa hoc va Cong ngh¢

a) Phoi hop S& Tu phap thyc hién tich hop, dong bod tat ca thu tuc hanh
chinh duoc cong bd tai Quyét dinh nay 1én Cong Dich vu cong qudc gia.

b) Chiu trach nhiém hd tro ky thuat ddi voi viée thue hién cac nhiém vu
lién quan dén H¢ thong thong tin giai quyét thu tuc hanh chinh cua tinh, Cong
Dich vu cong quoc gia.

4. Giao SO Tu phap phdi hop Van phong Uy ban nhén dan tinh cap nhat tat ca
ndi dung cua thu tuc hanh chinh 1én Co sé dit liéu qudc gia vé thu tuc hanh chinh.

Piéu 3. Quyét dinh nay co hiéu lyc thi hanh ké tir ngay ky. Bai bo cac thu
tuc hanh chinh ap dung chung (thu tuc s6 1, 2, 3) va thi tuc hanh chinh cap xa
linh vuc ching thyc (thu tuc s6 1, 2, 3, 4, 5, 6, 7, 8, 9, 10) dugc cong bd tai
Quyét dinh s6 134/QD-UBND ngay 16 thang 7 nim 2025 cta Chu tich Uy ban
nhan dan tinh Déng Thap vé viéc cong bd B0 thu tuc hanh chinh thudc pham vi
chtc ning, quan 1y cia nganh Tu phép trén dia ban tinh Pong Thap (13 thi tuc
hanh chinh).

Piéu 4. Chanh Vin phong Uy ban nhan dan tinh, Giam dbc S& Tu phép,
Giam dbc S& Khoa hoc va Cong ngh¢, Chu tich Uy ban nhan dan cac xa,
phuong va cic to chirc, ca nhan co lién quan chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhgn: CHU TICH
- Nhu biéu 4;

- Van phong Chinh pha (Cuc KS TTHC);
- Cac Ph6 Chu tich UBND tinh;

- VPUB: PCVP (Binh), TTPVHCC tinh;
- Cong TTDT tinh;

- Luu: VT, KSTT(Anh).

ham Thanh Ngai



Phuluc )
HANH CHINH PUQC SUA POIL, BO SUNG TRONG LINH VUC CHUNG THUC

GVENSIAI QUYET CUA UY BAN NHAN DAN CAP XA, CAC TO CHUC HANH NGHE CONG

CHUNG TREN PIA BAN TINH PONG THAP

théng 12 nam 2025 cua Chii tich Uy ban nhén dan tinh Pong Thdp)

PHAN A. DANH MUC THU TUC HANH CHINH

TTHC lién thong, Dich
Phi, 1¢ khong thudc dia Dich vu cong truc : R
, ‘repa , £ vu Ghi chu
phi gioi hanh chinh tuyen B C'CI
50 | Ma TTHC Tén TTHC (phi dia gioi)
TT Phi Cung
, | Lé | Cung| 02 . | Toan | Mgt | cap
Phi , £ J dia \ X A
phi | cap | cap ... | trinh | phan | thong
8101 tin
1) 2) 3) @ISl 6e Ol | G [13d0] dy | d2) (13)
I. THU TUC HANH CHINH AP DUNG CHUNG
, 7 Co quan thuc
1 | 2.000908 TPu tuc cap ban sao tur so X X X hiﬁpni ,CO (A]uar;,
gbc to chure 1ap s6
g0c
Chung thyc ban sao tir ban
chinh gidy t0, van ban do co Co quan thuc
quan, t0 chirc ¢6 tham quyén hién: UBND
2 | 2000815 cue} V1¢’t Na?l; co qllan, :[o X X X cap x,a; C‘ac To
chic co tham quyén cua chirc hanh
nudc ngoai; o' quan, to chirc nghé cong
c6 tham quyén cua Viét Nam ching
lién két v&i co quan, td chiic




TTHC lién thong, Dich
Phi, 1€ khong thugc dia Dich vu cong truc vu Ghi chu
) phi giGi 1012‘11.1h c!l,’ll.lh tuyén BCCI
50 | Ma TTHC Tén TTHC (phi dia giot)
TT Phi Cung
, | Lé | Cung | 02 . | Toan | Mgt | cap
Phi , £ X dia \ X A
phi | cap | cap ... | trinh | phan | thong
gio1 tin
@) 2 7 A3) @DlG1 O [ D]® O Jd10 | dh | d2) (13)
c6 thAm quyén cua nudc
ngoai cdp hoic chimg nhin
Chung thyc chir ky trong cac Co auan thuc
gidy to, van ban (4p dung hiércll' UBND
cho ca truong hop ching X g A
3 | 2.000884 |thyc diém chi va truong hop | X X X e E?‘ChTO
nguodi yéu cau chimg thuc © l;? an
khong thé ky, khong thé A
diém chi dugc) chung
Chung thuc chit ky nguoi i?égu%%tgg
dich ma nguoi dich 1a cong X s R
4 | 2.000992 |tic vién dich thuat cia Uy | X X X e E?ChTO
ban nhan dan cip x4, t6 chirc © Eg an
hanh nghé cong chimg ngcfﬁi;ng
Chimng thuc chit ky nguoi Co quan thuc
dich ma nguoi dich khong hién: UBND
5 | 2.001008 |phai la cong tac vién dich| X X X cap x; Cac To
thuat cia Uy ban nhan dan chtrc hanh
cAp x3, to chic hanh nghé nghé cong




TTHC lién thong, Dich
Phi, 1€ khong thugc dia Dich vu cong truc : .
, crenn , A vu Ghi chua
phi gioi hanh chinh tuyen BCCI
50 | Ma TTHC Tén TTHC (phi dia giot)
TT Phi Cung
, | Lé | Cung | 02 . | Toan | Mot | cap
Phi , £ X dia \ X A
phi | cap | cap ... | trinh | phan | thong
gio1 tin
@) 2 3) @DlG1 O [ D]® O Jd10 | dh | d2) (13)
cong ching chiing
II. THU TUC HANH CHINH CAP XA
Ching thyc giao dich lién
1 | 2.001035 | quan dén tai san la dong san, | X X X X
quyén st dung dat, nha &
2 | 2.001019 | Chung thuc di chuc X X X X
3 | 2001016 Ch}mg.thquc van ban tur choi X X X X
nhan di san
Ching thyc van ban phén
4 | 2.001406 |chiadisanmadisanladong) X X X
san, quyén su dung dat, nha
o
5 | 2.000913 | Chumg thuc viée sia doi, bo | X X X
sung, huy bo giao dich
6 | 2.000927 S}Ia 101 sai sot trong giao X X X X
dich
Cap ban sao c6 chung thuc
7 | 2.000942 |t ban chinh giao dich da| X X X
dugc chiing thuc




PHAN B. NQI DUNG: THANH PHAN HO SO, KET QUA GIAI QUYET THU
TUC HANH CHINH CAN PHAI SO HOA; QUY TRINH NOI BQ, LIEN
THONG, PIEN TU POI VOI TUNG THU TUC HANH CHINH

I. THU TUC HANH CHINH AP DUNG CHUNG

1. Thi tuc cip ban sao tir sé gbc - 2.000908
(1) Trinh ty thyc hién:

- Truong hop ndp ho S0 truc tiép tai co quan, t6 chirc c6 tham quyen nguoi
yéu cau cip ban sao tir s6 gbc xuat trinh cac gidy to theo quy dinh dé ngudi tiép
nhan ho so kiém tra;

- Truong hop ndp hé) so qua dich vu buu chinh, ngudi yéu cau cip ban sao
tor s0 goc phai gui kem ho so theo quy dinh va 01 phong bi dan tem ghi 10 ho tén,
dia chi ngudi nhan;

- Truong hop ndp hd so truc tuyén, nguoi yéu cau cip ban sao tir s6 gdc co
thé ndp ban dién tir hodc ban sao dién tir gidy to theo quy dinh.

- Co quan, t6 chirc can clr vao s6 gbc dé cip ban sao; ndi dung ban sao phai
dung theo s6 goc. Truong hop s6 gbc khong con duge luu trir hodc khong c6 thong
tin theo yéu cu thi co quan, t6 churc ¢6 trach nhiém tra 10i bang van ban cho ngudi
yéu cau.

- Két qua duoc tra truc tiép hoac qua dich vu buu chinh cong ich hoac truc
tuyén theo phuong thirc nguot yéu cau da dang ky.

- Nguoi thyc hién chimg thyuc khong yéu cAu ngudi yéu cau chimg thuc ndp,
xudt trinh ban chinh hodc ban sao cac giay to, tai liu da duoc tich hop trén VNelD
khi nguoi yéu cau chimg thuc di xuét trinh thong tin twong tng tir VNelD.

- Trudng hop nguoi yéu cau chtng thuc dé nghi va nguoi thyc hién chimg
thue c6 thé khai thac thong tin, gidy to tir Co s& dir liéu qudc gia vé dan cu hoic
cac co so dir lieu khac theo quy dinh cua phap luat thi nguoi thyc hién ching thuc
c6 trach nhiém thue hién viéc khai thac thong tin, gidy to tlr cac co so dir liéu nay,
khong yéu cau ngudi yéu cau ching thuc xuét trinh ban chinh, ban sao tur s0 gdc
hodc ban sao c¢6 chimg thuc d6i voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thue hién:

- Trung tdm Phuc vu hanh chinh c6ng tinh Pong Thap, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BPong Thap;

+Cos0 2: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh Bong Thap;



- Trung tam Phuc vu hanh chinh cong cac xa, phuong;

- Thi tuc hanh chinh thyc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Thu tuc hanh chinh dugc thuc hién khong phu thudéc vao dia gigi hanh
chinh;

- Thu tuc hanh chinh thuc hién qua dich vu cong truc tuyén toan trinh
(dichvucong.gov.vn).

(3) Cach thirc thye hién: Nop truc tiép hodc qua dich vu buu chinh hodc
truc tuyen trén moi trudng dién tir dén co quan, to chuc luu so gbe. Két qua duoc
tra truc tlep hoac qua dich vu buu chinh cong ich hoac truc tuyen theo phuong thirc
nguoi yéu cau da dang ky.

(4) Thanh phén, s6 lweng hd so:

* Thanh phan ho so:

Hb so dé nghi cap ban sao tir s gdc bao gdbm cac gidy to sau day:

- Mot trong céac gidy to sau: Can cudc dién tir; ban chinh hodc ban sao cua
Thé can cudc cong dan hoac Thé can cudce hoac Giéy chirng nhan can cudc hodc
Ho chiéu hoic gidy to xuat nhap canh hodc gidy to c6 gia tri di lai qudc té con gia
tri sir dung;

- Ban chinh hodc ban sao c¢6 chumg thuc gidy to ching minh quan h¢ voi
ngudi duge cip ban chinh trong truong hop ngudi yéu cau la nguoi dai dién theo
phap luat, nguoi dai dién theo Gy quyén cta ca nhan, t6 chitc duge cap ban chinh;
cha, me, con; v, chong; anh, chi, em rudt; nguoi thira ké khac ctia ngudi duoc cip
ban chinh trong trudng hop ngudi d6 da chét.

(5) Thoi han giai quyet Thoi han thyc hién yéu cau chung thuc 1a ngay
trong ngay co quan, to chtre tiép nhan yéu cau hodc trong ngay 1am viéc tlep theo
néu tiép nhan yéu ciu sau 15 gi6. Thot han dugce tinh tir ngay co quan, t6 chirc
nhan du hd so hop 1€ truc tlep, theo d4u buu dién dén hodc theo thoi diém hé thong
dich vu céng ghi nhin di nhan da hd so hop 16.

* S6 luong hd so: Khong quy dinh.

(6) Pdi twong thwe hién TTHC: C4 nhan, t6 chic.

(7) Co quan thwe hién TTHC: Co quan, to chire lap s6 gdc.
(8) Két qua thue hién TTHC: Ban sao dugc cap tir s6 goc.
(9) Lé¢ phi, phi: Khong.

(10) Tén miu don, miu to khai: Khong.



~(11) Yéu ciu, diéu kién thwc hién TTHC: Co quan, t chirc cin ctr vao sb

gbc dé cap ban sao; ndi dung ban sao phai ding theo s6 goc.

(12) Can ctr phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap bin
sao tir ban chinh, chirng thuc chir ky va chung thuc hop dong, giao dich.

- Nghi dinh 6 280/2025/ND-CP ngay 27/10/2025 cta Chinh phi vé sira doi,
bd sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
chung thyc ban sao tur ban chinh, chimg thyc chir ky va ching thyc hop dong, giao
dich, dugc stra o1, bd sung bdi Nghi dinh s6 07/2025/ND-CP.

- Théng tu s6 01/2020/TT- BTP ngay 03/3/2020 cua B Tu phap quy dinh
chi tiét va huéng dan thi hanh mot s6 diéu ctia Nghi dinh s6 23/2015/ND-CP vé
cap ban sao tir ban chinh, chimg thuc chit ky va ching thuc hop dong, giao dich.

(13) Thanh phén hé so cin phai sé héa: Khong co
(14) Két qua giai quyét TTHC can phai s6 héa: Ban sao duoc tir sd gdc.
(15) Quy trinh ngi by, quy trinh dién tir cia TTHC

1. Thoi gian thyc hién: Thoi han thyc hién yéu cau ching thyc 1a ‘ngay trong
ngay co quan, to chtc tiép nhan yéu cau hodc trong ngay lam viée tiép theo néu
tiép nhan yéu cau sau 15 gio. Thoi han duoc tinh tir ngay co quan, to chic nhan dua
hé so hop 18 truc tiép, theo ddu buu dién dén hodc theo thoi didm hé théng dich vu
cong ghi nhan da nhan du ho so hop 18.

2. Trinh ty thyc hién: 08 gio
* Quy trinh dp dung tai co quan, t6 chirc Idp sé gbe: 08 gid

Budc NOi dung cong viéc Pon vi thye hién Thm staf
gial quyet
T}ep nhan ,hA,O S0 cua ca nhan, Fo Trung tam Phuc
chtre (truc ti€p, dich vu buu chinh . , .
| N . N X vu hanh chinh 01 gio
cong ich, dich vu cong truc tuyén) N
UV S cong tinh
scan ho so; vao s6 nhan ho so
. PN Lanh dao Phong 01 gic
Giai quyét ho so Chuyén mén g1o
) (Truong hop ho so cdn bo sung, Chuyén vién 03 gid
khong du diéu kién giai quyét phai ~ .
c6 van ban théng bdo cu thé) Lanh dao Phong 01 gio
Chuyén moén
3 Ky duyét hd so Lanh dao S¢ 01 gio




Dong dau, vao sb va chuyén ho so Vin ohone S& Tu
4 dén Trung tam Phuc vu hanh chinh phons 01 gio
cong tinh phap
g tin
Trung tdam Phuc 1
5 Tra két qua cho ca nhan, to chirc vu hanh chinh Gic}rﬁ};a;nh
cong tinh
* Quy trinh dp dung tai UBND cdp xd noi ¢6 tham quyén gidi quyét: 08 gidy
Buéc NOi dung cong viéc Pon vi thue hién ;ig;)’lqﬁl;éli
Tiép nhan, chuyen hé so cua ca Céng chic
1 nhan, to chirc dén Phong chuyén <. 01 gio
mon thuoc UBND cép xa TTPVHCC cap xa
Giai quyét ho so . ) .
Cong chirc Phong
(Trieong hop ho so can bo sung | chuyén mon thuoc
hodic khéng di diéu kién gidi quyet UBND cip '
2 hai ¢é van ban thong bdo cu thé; 5 1CA . 04 gio
p gbaocu xa/Cong chirc dugc
thoi han thong bao/yéu cau bo sung giao giai quyét hd
thue hién theo quy dinh cua tung thu so chimg thuc
tuc hanh chinh) '
o Lanh dao Phong
3 Ky tat ho so chuyén mén thude 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi dugc
Ky duyét ho so uy quyen, phan 01 gio
cong thyc hién
ching thuc
4 Pong dau, vao so, chuyén cong chitc | Cong chirc nghiép 01 sid
TTPVHCC vy vén thu &
5 Tra két qua cho ¢4 nhan, t6 chirc ,E,?g%/;lhg é Glciilifﬁlh

* Quy trinh dp dung trong truong hop nhdn ho so khéng phu thudc vdao dia
gioi hanh chinh: 08 gio

Buoc

Noi dung cong viéc

Pon vi thuc hién

Thoi gian
gidi quyet




Tiép nhan, 9huyén hf) SO cua
ca nhan, t6 chirc dén cong Cong chirc TTPVHCC 0.5 oids
chire TTPVHCC cép xa (noi (no1 nhén ho so) ~ 8
c6 tham quyén gidi quyet)
, ‘ Cong chirc TTPVHCC
Ti€p nhan ho so cap xd (noi co tham 0,5 gio
quyén giai quyét)
Giai quyét ho so
(Truong hop ho so ‘ccﬁin bé sung Cén% Ch"ff Ph(‘)nAg
hodc khong dii diéu kién giai | chuyén mon thuge
quyét, phai c6 van ban thong UB,ND cap X.a/ Co.nog 04 gid
bao cu tﬁé,‘ tfzdi han thong chu’cAdu’cgc glao ,glal
bao/yéu cau bo sung thuc hién quyet ho so ching
theo quy dinh cua tung thu tuc thuc
hanh chinh)
Lanh dao Phong
Ky tat ho so chuyén moén thudce 01 gio
UBND cap xa
Chu tich UBND cép
, Ae 1A xa/Nguoi dugce uy .
Ky duyét ho so quyén, phan céng thuc 01 gio
hién ching thuc
Pong dau, vao so, chuyén A . A
cong chuc TTPVHCC (noi cé Cong Chlvm nghiép vu 0,5 gio
X A e £ van thu
tham quyén giai quy¢t)
Chuyén cong chitc TTPVHC | Cong chire TTPVHCC
(no1 nhan ho so) (noi c6 tham quyén 0,5 gio
g1 quyét)
Tra két qua cho ¢4 nhan, Cong chitc TTPVHCC |  Gigd hanh
td chuc (noi nhan hd so) chinh

2. Thii tuc chirng thwe ban sao tir ban chinh gidy to, viin ban do co
quan, td chirc c6 tham quyén cua Viét Nam, co' quan, td chirc c6 tham quyén
cia nuwdc ngoai; co quan, to chirc ¢6 tham quyen ciia Viét Nam lién két voi co
quan, to chirc 6 tham quyén clia nwéc ngoai cap hoic chirng nhén - 2.000815

(1) Trinh ty thuc hién:



+ Nguo1 yéu cau ching thyc phai xuat trinh ban chinh gidy to, van ban lam
co s¢ dé chiing thuc ban sao va ban sao can chung thuc.

+ Truong hop ngudi yéu cdu ching thuc chi xuit trinh ban chinh thi co
quan, t6 chirc tién hanh chup tir ban chinh dé thuc hién ching thyc, trir truong hop
co quan, to chuc khong c6 phuong tién dé€ chup.

+ Ngudi thuc hién ching thuc kiém tra ban chinh, ddi chiéu vé&i ban sao, néu
ndi dung ban sao ding voi ban chinh, ban chinh gidy to, van ban khong thudc céc
truong hop ban chinh gidy to, vin ban khong duoc dung lam co so dé chimg thuc
ban sao thi thuc hién chung thuc nhu sau:

* Ghi day du 101 chimg chimg thuc ban sao tir ban chinh theo mau quy dinh;

* Ky, ghi 10 ho tén, dong d4u cua co quan, td chirc thuc hién chung thuc va
ghi vao s6 ching thuc.

Pbi v6i ban sao co tir 02 (hai) trang trd 1én thi ghi 101 ching vao trang cudi,
néu ban sao co tir 02 (hai) to trd 1én thi phai dong dau giap lai.

MJi ban sao dugc chung thuc tir mot ban chinh giéy td, vin ban hodc nhiéu
ban sao dugc ching thyc tir mot ban chinh giay to, van ban trong cung mot thoi
diém duogc ghi mot so6 chung thuc.

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

+ Nguoi thue hién chimg thuc khong yéu cau ngudi yéu cau ching thue ndp,
xuat trinh ban chinh hodc ban sao céc giay to, tai liéu da duoc tich hop trén VNelD
khi nguoi yéu cau chiig thuc da xuat trinh thong tin tuong ung tir VNelD.

+ Trudng hop ngudi yéu cau ching thuc dé nghi va nguoi thuc hién ching
thuc ¢ thé khai thac thong tin, gidy to tir Co so dir liéu qubc gia vé dan cu hodc
cac co s¢ dir liGu khac theo quy dinh cua phap luat thi nguoi thue hién ching thyuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dit licu nay,
khong yéu cau ngudi yéu cau ching thuc xuat trinh ban chinh, ban sao tur 50 gbc
hodc ban sao c¢6 chimg thuc d6i voi cac thong tin, gidy to da duoc khai thac.

+ Ngudi yéu cau chimg thuc ban sao phai chju trach nhiém vé noi dung, tinh
hop 1, hop phéap cuia ban chinh gidy to, van ban dung lam co so dé chimg thuc ban
sa0. Nguoi yéu cau ching thyc c6 trach nhiém xac dinh céc loai gidy to, van ban
can chimg thuc ban sao tir ban chinh theo quy dinh ctia phap luat va khong duoc
yéu cau chimg thuc ban sao tir ban chinh gidy to, van ban quy dinh tai Diéu 22 cua
Nghi dinh s6 23/2015/ND-CP.

+ Nguoi thuc hién chimg thuc chiu trach nhiém vé tinh chinh x4c cua ban
sa0 so voi ban chinh. Truong hop ngudi thuc hién ching thuc nhan thiy phéap luat
khong quy dinh vé viéc phai sir dung gidy to, van ban chimg thuc ban sao tir ban
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chinh thi huéng dan cho ngudi yéu cau ching thyuc vé viée nay.
(2) Pia diém thue hién:
- Trung tdm Phyc vu hanh chinh cong tinh Pong Thép, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BPong Thap;

+Co s0 2: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh Bong Thap;

- Trung tam Phuc vu hanh chinh c6ng cac xa, phuong;

- T6 chirc hanh nghé cong ching;

- Thu tuc hanh chinh dugc thuc hién khong phu thudéc vao dia gioi hanh
chinh;

- Tha tuc hanh chinh khong thuc hién tiép nhan va tra két qua qua dich vu
buu chinh cong ich;

- Thu tuc hanh chinh thyc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Céch thirc thwe hién: Nop ho so truc tiép.

(4) Thanh phan, s6 lwong hd so: Ban chinh gidy to, van ban lam co s¢ dé
chtng thuc ban sao va ban sao can ching thyc. Truong hop ngudi yéu ciu ching
thuc chi xudt trinh ban chinh thi co quan, t6 chtic tién hanh chup tir ban chinh dé
thuc hién chimg thuc, trir trudng hop co quan, to chirc khong c6 phuong tién dé
chup. Ban sao, chup tir ban chinh dé thuc hién chimg thuc phai c6 day du cac trang
da ghi thong tin cua ban chinh.

(5) Thoi han giai quyét:

Thoi han thyc hién yéu cau _chimg thuc phai dugce bao dam ngay trong ngay
co quan, to chtrc tiép nhan yéu cau hodc trong ngdy lam viéc tlep theo, néu tiép
nhan yéu cau sau 15 gid. Doi voi truong hop cung mot lac yéu céu chung thue ban
sao tir nhiéu loai ban chinh gidy to, van ban; ban chinh c6 nhiéu trang; yéu cau s6
lugng nhiéu ban sao; ndi dung gidy to, vin ban phuc tap khé kiém tra, ddi chiéu
ma co quan, to chirc thuc hién chimg thuc khong thé dap ung dugc thoi han néu
trén thi thot han ching thuc duge kéo dai thém khong qua 02 (hai) ngay lam viéc
hodc ¢ thé dai hon theo thoa thuin bang vin ban voi nguoi yéu cau chimg thuc.
Truong hop tra két qua trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian
theo quy dinh thi nguoi tiép nhan hd so phai c6 phiéu hen ghi rd thoi gian (gid,
ngay) tra két qua cho nguoi yéu cau chimg thuc.

(6) Pdi twong thwe hién TTHC: C4 nhan, t6 chiic
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_ (7) Co quan thyc hién TTHC: Uy ban nhan déan cép xi; T6 chirc hanh
nghé cong chung.

(8) Két qua thwe hién TTHC: Ban sao duoc ching thuc tir ban chinh.

(9 Phi: Tai Uy ban nhan dén cap xa, TO chirc hanh ngl,lé cong ching: 2.000
dong/trang; tir trang thtr 3 tr¢ Ién thu 1.000 dong/trang, toi da thu khong qua
200.000 dong/ban. Trang la can ctr dé€ thu phi dugc tinh theo trang ctia ban chinh.

(10) Tén méu don, miu t& khai: Khong

(11) Yéu ciu, diéu kién thwe hién TTHC:

- Ban chinh gidy to, van ban can ching thuc.

- Ban chinh gidy to, vin ban khong dugc dung lam co s& dé ching thyc ban
sao:

+ Ban chinh bj tay x6a, stra chita, thém, bot ndi dung khong hop 18.

+ Ban chinh b1 hu héng, cii nat, khong xac dinh dugc ndi dung.

+ Ban chinh dong diu mat ctia co quan, t6 chirc c6 thim quyén hoidc khong
dong dau mat nhung ghi rd khong duoc sao chup.

+ Bén chinh cc,') noi dpng trai phap luat, dao dic xa hoi; tuyén truyén, kich
dong chién tranh, chong ché dé xa hdi chu ngh{a Viét Nam; xuyén tac ligh s cua
dan tdc Vi‘ét Nam; xuc pham danh du, nhan pham, uy tin cua ca nhan, t6 chuc; vi
pham quyén cong dan.

+ Ban chinh do co quan, t6 chitc c6 thAm quyén cia nudc ngoai cap, cong
ching hodc ching nhén chua duoc hop phap hoa lanh sy theo quy dinh tai Khoan
1 Di€u 20 Nghi dinh s6 23/2015/ND-CP, trr ho chi€u, thé can cudc, the thuong
tru, the cu tra, gidy phép lai xe, bang tot nghiép, chimg chi va bang diém kém theo
bang tot nghiép, ching chi.

+ Gidy to, van ban do ca nhan tu 1ap nhung khong c6 xac nhan va dong déu
cua co quan, to churc c6 tham quyén.

(12) Can cwr phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua Chinh phi vé cap ban
sao tr ban chinh, chimg thyc chir ky va chiig thuc hop dong, giao dich;

- Nghi dinh s6 280/2025/NP- CP ngay 27/10/2025 cua Chinh phu vé sura 601
bd sung mot sb6 didu ctia Nghi dinh sd 23/2015/ND-CP vé cép ban sao tir s6 goc,

ching thue ban sao tr ban chinh, chimg thyuc chir ky va ching thue hop dong, giao
dich, duogc stra doi, bo sung boi Nghi dinh s6 07/2025/ND-CP;

- Thong tu sé 01/2020/TT-BTP ngay 03/3/2020 ciia Bo trudng Bo Tu phap
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quy dinh chi tiét va huéng dan thi hanh mét s6 diéu cia Nghj dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chung thuc chir
ky va ching thuc hop dong, giao dich;

- Théng tu sb 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuc;

- Thong tu sd 257/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh mac thu, ché do thu, ndp, quan 1y, st dung phi cong chimg; phi
chtng thyc; phi thim dinh tiéu chudn, diéu kién hanh nghé cong ching; phi tham
dinh diéu kién hoat dong vin phong cong ching; 1¢ phi cp thé cong ching vién.

(13) Thanh phén ho so cin phai sé héa: Khong co

(14) Két qua giai quyét TTHC can phai s6 héa: Khong co (trir trudng hop
chirng thuc ban sao dién tir ttr ban chinh).

(15) Quy trinh ngi by, quy trinh di¢n tir cia TTHC

1. Thoi gian thue hién: Thoi han thyc hién yéu céu chiig thuc phai dugc bao
dam ngay trong ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc
tlep theo, néu tiép nhan yéu cau sau 15 gio. Doi véi truong hop cung mot luc yéu
cau chung thyc ban sao tu nhiéu loai ban chinh gidy to, ~van ban; ban chinh c6
nhiéu trang; yéu cau s6 lugng nhiéu ban sao; no1 dung gidy t0, van ban phuc tap
kho kiém tra, d6i chiéu ma co quan, t6 chirc thuc hién chung thyc khong thé dap
ung duoc thoi han néu trén thi thoi han chung thuc dugc kéo dai thém khong qua
02 (hai) ngay lam viéc hodc co thé dai hon theo thoa thuén bang vin ban vdi nguoi
yéu cau chimg thyc. Trudng hop tra két qua trong ngay lam viéc tiép theo hoic
phai kéo dai thoi gian theo quy dinh thi nguoi tiép nhan ho so phai ¢6 phiéu hen
ghi 1 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau ching thyc.

2. Trinh ty thyc hién: 08 gio
* Quy trinh 4p dung tai UBND cép x4 noi c6 thim quyén giai quyét: 08 gid

Thoi gian

Budc Noi dung cong viéc Don vi thuc hién ca £
: j T ) giai quyet

Tiép nhén, chuyén hé so cua ca Cong chirc .
1 nhan, to chirc dén Phong chuyén .. 01 gio
mon thuge UBND cip xa TTPVHCC cap xa

Giai quyét ho so (6ng chirc Phong
chuyén mon thudce
) (Trweong hop ho so cin bo sung. UBND cip 04 gid

hoac khong i diéu kién gidi quyet

xa/Cong chirc dugc
phdi ¢é vin ban théng bdo cu thé;

giao giai quyét hd
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thoi han théng bdo/yvéu cau bé sung
thue hién theo quy dinh cua tung thu

so chung thuc

tuc hanh chinh)

o Lanh dao Phong

3 Ky tat ho so chuyén mén thude 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi duoc

Ky duyét ho so uy quyén, phan 01 gio

cong thuc hién

chirng thuc
4 DPong dau, vao s, chuyén coéng chirc | Cong chirc nghiép 01 wid
TTPVHCC vu van thu g
s 1Ay s Y S Cong chuc Gi0 hanh

5 Tra két qua cho ca nhan, t6 chire TTPVHCC chinh

Ghi cht: Truong hgp phai kéo dai thot gian theo quy dinh thi thot gian giai

quyét tai budc 2 1a 12 gio.

* Quy trinh 4p dung tai cac t6 chtrc hanh nghé céng chimg: 08 gidy

Buéc NOi dung cong viéc Pon vi thue hién Th0’1 stafl
gial quyet
Tiép nhan h,(‘A) SO cua ca nhan, to ’
chure (truc tiép, dich vu cong truc | BO phan Ti€p nhan .
1 PR . A A 01 gio
tuyén va qua qu, emall); scan ho so; ho so
vao sO nhan ho so
Giai quyét ho so Lanh dao Phong 01 gio
) (Truong hop hé so can bé sung, Chuyén vién 03 gio
khong du dieu kién giai quyét phai 3 . N
co van ban thong bdo cu thé) Lanh dao Phong 02 gio
DPong diu, vao sd va chuyén hd so A 1A , "
3 dén Bo phan Tiép nhan ho so BO phan phy trach 01 gio
4 Tra két qua cho ca nhan, t6 chic Bo phanleep nhan Gio h anh
ho so chinh

Ghi chu: Truong hop phai kéo dai thoi gian theo quy dinh thi thoi gian giai

quyét tai budc 2 (Chuyén vién) 1a 11 gio.
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* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vao dia
gioi hanh chinh: 08 gio

Budc Noi dung cong viéc Pon vi thuc hién Th0’1 stah
giai quyet
Tiép nhan, 5:huyén h(‘ﬁ SO cua
1 ca nhan, t6 chirc dén cong | Cong chirc TTPVHCC 0.5 gid
chure ITPVHCC cap xa (poi (noi nhan ho so) ~ 8
c6 thdm quyén gidi quyet)
, ‘ Cong chire TTPVHCC
2 Tiép nhan ho so cap xa (noi c6 tham 0,5 gio
quyén giai quyét)
Giai quyét ho so
(Truong hop hé so ‘cd‘n bé sung Cén% Chﬁ’f Ph(‘)nAg
hodc khéng dii diéu kién giai | ~ chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap x.a/ Co.r}g 04 gidy
béo cu thé; thoi han thong | chuc duge giao gidi
bdo/yéu cau bé sung thiee hién | quy€t ho so chung
theo quy dinh cua ting thii tuc thuc
hanh chinh)
Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chi tich UBND cép
, e 1A xa/Nguoi dugce uy .
5 Ky duyét ho so quyan, phan cong thuc 01 gio
hién chirng thuc
Pong dau, vao s, chuyén . . A
6 | cong chite TTPVHCC (noi c6 | COm& chuenghiepvu | o
2 A s £ van thu
tham quyén giadi quyét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (noi nhan ho so) (noi c6 tham quyen 0,5 gio
gidi quyét)
q Tra két qua cho canhan, | Cong chitc TTPVHCC |  Gid hanh
t6 chirc (noi nhan hd so) chinh

Ghi chu: Truong hop phai kéo dai thoi gian theo quy dinh thi thoi gian giai



15

quyét tai budce 3 1a 12 gio.

3. Thu tyc Chirng thye chir Ky trong cac gidy to, vin ban (ap dung cho
ca truong hop ching thye diém chi va treong hop nguoi yéu cau chirng thyc
khong thé ky, khong thé diem chi dwgc) - 2.000884

(1) Trinh ty thyc hién:

+ Nguoi yeu cau chung thyc chir ky/diém chi/khong thé ky, khong thé diém
chi dugc phai xuét trinh cac gidy to phuc vu viée ching thuc chir ky.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi 6 nang lyc hanh vi
dan su day du theo quy dinh cua phap luat, thong thao tiéng Viét va ‘ngdn nglr ma
ngudi yéu cau chimg thyc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do nguoi
yéu cau chimg thuc tra.

+ Nguoi thyc hién chimg thuc (hodc ngudi tiép nhan ho so) kiém tra gidy to
yéu cau ching thuc, néu théy du giéy to theo quy dinh, tai thoi diém ching thuc,
ngudi yéu cau chimg thue minh man, nhan thirc va 1am cha duoc hanh vi ciia minh
va viéc chimg thyuc khong thude cac truong hop khong duge chiang thue chir ky thi
yéu cau ngudi yéu cau chimg thuc ky/diém chi trude mit va thue hién chimg thuc
nhu sau:

* Ghi day du 101 chimg chimg thuc chit ky theo mau quy dinh phia dudi chir
ky duoc chimg thuc hodc trang lién sau cua trang gidy to, van ban co chir ky duoc
chtng thuc; néu hd so tiép nhan tai Trung tAm phuc vu hanh chinh cong cép x3 thi
ngudi tiép nhan ho so ky vao dudi 1oi ching theo mau quy dinh va chuyén hd so
cho nguoi thuc hién ching thuec.

* Nguoi thuc hién chung thuc ky, ghi r6 ho tén, dong diu cta co quan, td
chuc thuc hién ching thyuc va ghi vao so6 chung thuc.

Do voi gidy 0, van ban ¢6 tir 02 (hai) t& tror 1én thi phai dong dau gidp lai.
Truong hop 101 chimg duge ghi tai to 1ién sau cua trang c6 chir ky thi phai dong dau
giap lai gitra giay t0, van ban chiing thuc chit ky va trang ghi 161 chiing.

+ Nguoi thuc hién chimg thyc khong yéu cau ngudi yéu cau chimg thue nop,

xudt trinh ban chinh hodc ban sao cac giay to, tai liu da duoc tich hop trén VNeID
khi ngudi yéu cau chung thuc dd xuét trinh thong tin twong tng tir VNelD.

+ Truong hop ngudi yéu cau chimg thuc dé nghi va nguoi thuc hién chimg
thuc c6 thé khai thac thong tin, gidy to tir Co s dit liéu qubc gia vé dan cu hodc
cac co s¢ dir liéu khéc theo quy dinh cta phap luét thi nguoi thuc hi¢n chiing thuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dit liéu nay,
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khong yéu cau ngudi yéu cau ching thuc xuét trinh ban chinh, ban sao tir s6 goc
hodc ban sao c¢6 chirng thuc d61 vdi cac thong tin, giay to da duoc khai thac.

(2) Pia diém thue hién:

- Trung tAm Phuyc vu hanh chinh cong tinh Péng Thap, gom:

+ Co s6 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BDong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh BDong Thap;

- Trung tam Phuc vu hanh chinh cong cac xa, phuong;

- T6 chtrc hanh nghé coéng ching;

- Thu tuc hanh chinh dugc thuc hién khong phu thudéc vao dia gigi hanh
chinh;

- Thu tuc hanh chinh khong thuc hién tiép nhan va tra két qua qua dich vu
buu chinh cong ich;

- Thu tuc hanh chinh thyc hi¢n qua dich vy cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Cach thitc thue hién: Nop ho so truc tiép tai Uy ban nhan dan cip x4,
T6 chirc hanh nghé cong chimg hodc ngoai try s¢ cua co quan thyc hién chimg
thue néu ngudi yéu cau chimg thuc thudce dién gia yéu, khong thé di lai dugc, dang
bi tam giir, tam giam, thi hanh an phat tu hodc c6 ly do chinh dang khac.

(4) Thanh phan, s6 lwong ho so:
Ngudi yéu cau chirng thuc phai xuat trinh cac gidy to sau:

+ Mot trong cac gidy to sau: Can cude dién tir; ban chinh hodc ban sao cia
Thé can cudc cong dan hoac Thé can cudce hoac Giéy chirng nhan can cudc hodc
Ho chiéu hoic gidy to xuat nhap canh hodc gidy to c6 gia tri di lai qudc té con gia
tri st dung.

+ Gidy to, vin ban ma minh s& yéu cau ching thyc chir ky. Truong hop
chung thyc chir ky trong glay to, van ban bang tiéng nudc ngoai, néu nguoi thyc
hién chimg thuc khong hiéu rd ndi dung cua gidy to, van ban thi c6 quyén yéu cau
ngudi yéu cau ching thuc ndp kem theo ban dich ra tiéng Viét noi dung cia gidy
to, van ban do (ban dich khong can cong ching hoic chu’ng thuc chr ky nguoi
dich, ngudi yéu ciu chimg thuc phai chiu trach nhiém vé noi dung cta ban dich).

+ Ngudi yéu cau ching thue nhan két qua tai noi ndp ho so.
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(5) Thoi han thuc hién yéu cu chirng thye: Thoi han thue hién yéu cau
ching thuc 1a ngay trong ngay co quan, t chirc tiép nhan yéu cau hodc trong ngay
lam viéc tiép theo néu tiép nhan yéu cau sau 15 gio. Trudng hop tra két qua trong
ngay lam viéc tiép theo hodc phai keo dai thoi gian theo thoa thuan thi ngudi tiép
nhén ho so phai ¢6 phi€u hen ghi 15 thot gian (gio, ngay) tra két qua cho nguoi yéu
cau ching thuec.

(6) Pdi twong thue hién TTHC: C4 nhan.

(7) Co quan thwe hién TTHC: Uy ban nhan déan cip x3, T6 chirc hanh nghé
cong chung.

(8 Két qua thwe hién TTHC: Gidy to, van ban dugc chung thuc chir
ky/diém chi.

(9) Phi: 10.000 ddng/truong hop (truong hop duoc tinh 1a mot hodc nhiéu
chir ky trong mot gidy to, van ban).

(10) Tén miu don, miu to khai: Khong.

(11) Yéu cau, diéu kién thue hién TTHC:

Truong hop khong dugc chung thuc chir ky:

+ Tai thoi diém chtng thyuc, ngudi yéu cau ching thuc chit ky khong nhan
thirc va lam chu duogc hanh vi cua minh.

+ Ngudi yéu cau ching thue chit ky Xuét’trinh Can cudc dién tr hodc Thé
can cuoc céng dan hqa_ic Thé can cudc hor;ic Giay ching nhan can cu,é’c hoac Ho
chi€u hoac gidy to xuat nhap canh hodc giay to co gia tri di lai quoc t€ khong con
gia tri st dung hodc gia mao.

+ Gidy t0, van ban ma nguoi yéu géu chirng thyc ky vao c6 ndi dung quy
dinh tai Khoan 4 Bi€u 22 cua Nghi dinh s6 23/2015/ND-CP.

+ Gidy to, vin ban c6 ndi dung la giao dich; tru Gidy uy quyen trong cac
truong hop Gidy uy quyén: (1) Gy quyén vé viéc nop ho, nhan ho ho S0, giay to, trur
truong hop phap luat quy dinh khong duoc uy quyén; (2) uy quyén nhan ho luong
huu, buu pham, tro cap, phu cp; (3) uy quyén nho tréng nom nha cua; (4) uy
quyén cta thanh vién ho gia dinh dé vay vén tai Ngan hang chinh sach xa hoi;
hoac trur trrong hop phap luat c6 quy dinh khac.

(12) Can ctr phap ly caa TTHC:
- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phi vé cip ban
sao tir ban chinh, chimg thuc chit ky va chimg thuc hop dong, giao dich;

- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ctia Chinh Phi vé sira doi,
b6 sung mot s6 di€u cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
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ching thue ban sao tir ban chinh, chimg thyc chir ky va chiang thue hop dong, giao
dich, dugc stra doi, bo sung bo1 Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi ti€t va hudng dan thi hanh mét 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, chung thuc chir
ky va chung thyc hop dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong B¢ Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va st dung phi chig thuec;

- Thong tu sd 257/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh ml’{c thu, ché do thy, nc}p, quan ly, st dul}g phi cong chung; th
chiing ‘ghuc; phi thdm dinh ti€u chuén, di€u kién hanh nghé cong ching; phi tham
dinh diéu kién hoat dong van phong cong chig; 1€ phi cap thé cong chimg vién.

(13) Thanh phén hé so cin phai sé héa: Khong co

(14) Két qua gidi quyét TTHC can phai s6 héa: Gidy to, van ban dugc
ching thuc chir ky/diém chi.

(15) Quy trinh ngi bg, quy trinh dién tir cia TTHC

1. Thoi gian thuc hién: Thoi han thye hién yéu céu ching thuc phai dugc bao
dam ngay trong ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc
tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hgp tra két qua trong ngay lam

viée tiép theo thi nguoi tiép nhén h6 so phai c¢6 phiéu hen ghi 16 thoi gian (gio,
ngay) tra két qua cho ngudi yéu cau chirng thuec.

2. Trinh tu thuc hién:
* Quy trinh 4p dung tai UBND cép x4 noi c6 thAim quyén giai quyét: 08 gid

Buéc NOi dung cong viéc Pon vi thue hién Th0'1 staf
gial quyet
Tiép n}}én, chuyén ho so cla ca Céng chirc
1 nhan, t6 chirc dén Phong chuyén .. 01 gio
mon thuoc UBND cép xa TTPVHCC cap xa
Giai quyét ho so A ) .
Cong chirc Phong
(Truong hop hé so cdan bo sung | chuyén mon thuoc
hodic khéong di diéu kién gidi quyet UBND cip ' N
2 phai co van ban thong bao cu thé; x4/Cong chire duoc 04 gio
thoi han thong bao/yéu cau bo sung giao giai quyét hd
thue hién theo quy dinh cua tung thu so chtmg thuc
tuc hanh chinh) '
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o Lanh dao Phong
3 Ky tat ho so chuyén mén thude 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi dugc
Ky duyét ho so uy quyen, phan 01 gio
cong thyc hién
ching thuc
4 Poéng dau, vao s, chuyén cong chirc | Cong chirc nghiép 01 wid
TTPVHCC vu vin thu g
sy K P S Cong chirc Gi0 hanh
5 Tra két qua cho ca nhan, t6 chirc TTPVHCC chinh
* Quy trinh dp dung tai cdc t6 chirc hanh nghé chirng: 08 gid
Buoc NoOi dung cong viéc Pon vi thye hién Tho’1 stap
gial quyet
Tiép nhan hf) so' clia ¢4 nhan, to ,
churc (truc tiép, dich vu cong truc B6 phan Tiép .
| e \ . X A X 01 g10
tuyén va qua qu, emall); scan ho so; nhan ho so
vao s0 nhan ho so
Giai quyét ho so Lanh dao Phong 01 gio
) (Truong hop hé so can bé sung, Chuyén vién 03 gio
khong du dieu kién giai quyét phai 3 . N
c6 van ban théng bdo cu thé) Lanh dao Phong 02 gio
Pong dau, vao sd va chuyén hd so A 1A , .
3 dén Bo phan Tiép nhan ho so BO phan phu trach 01 gio
4 Tra két qua cho c4 nhan, to chirc Bo BhanATlep Gio }1anh
nhan ho so chinh

* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vao dia

gioi hanh chinh: 08 gio

Budc NOi dung cong viéc Don vi thue hién Th0’1 glan
giai quyet
Tiép nhén, chuyén hd so cua A ,
1 ca nhan, td chirc dén cong Cong chirc TTPVHCC 0,5 gio

chitc TTPVHCC cép x4 (noi

(noi nhan ho so)
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c6 tham quyén giai quyét)
’ ‘ Cong chic TTPVHCC
Ti€p nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop hé so ‘cd‘n b6 sung Cén% Chﬁ’f Ph(‘)nAg
hodc khong dii diéu kién giai | chuyén mon thuge
quyét, phai c6 van ban thong UB,ND cap x'a/ Co'nvg 04 gid
bdo cu ti‘zé; ﬂ}d’i han thong chu’cﬂdu’(gc g1ao ,glal
bao/yvéu cau bé sung thuc hién quyét ho so ching
theo quy dinh cuia timg thil tuc thue
hanh chinh)
o Lanh dao Phong
Ky tat ho so chuyén mén thudce 01 gio
UBND cap xa
Chu tich UBND cap
, Ae 1A xa/Nguoi dugce uy .
Ky duyét ho so quyén, phan cong thuc 01 gio
hién chirng thuc
Pong ddu, vao s, chuyén o . A
cong chttc TTPVHCC (noi c6 Cong ChEIC nghiép vu 0,5 gio
2 A eae X van thu
tham quyén gidi quyét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
(no1 nhan ho so) (noi c6 tham quyén 0,5 gio
giai quyeét)
Tra két qua cho ca nhan, Cong chitc TTPVHCC |  Gigd hanh
td chirc (noi nhan hd so) chinh

4. Thu tuc chu’ng thuc chir ky ngu’0’1 dlch ma nguoi dich la cong tac vién
dich thuat caa Uy ban nhan dan cap xa, t6 chirc hanh nghe cong ching -
2.000992

(1) Trinh ty thyc hién:

+ Ngudi yéu cau chimg thue chir ky nguoi dich phai xuat trinh cac gidy to phuc
vu viéc chimg thuc chit ky nguoi dich.

+ Nguoi thuc hién ching thyuc (hodc nguoi tlep nhan ho so) kiém tra glay to do
ngudi yéu cau chimg thue xuét trinh, néu thiy da gidy to theo quy dinh va gidy o, vin



21

ban duoc dich khong thudc cac trudong hop gidy to, van ban khong duoc dich dé
chimg thuc chit ky nguoi dich thi thuc hién chimg thyc nhu sau:

* Khi thuc hién ching thuc, nguoi thuc hién ching thuc phai déi chiéu chir ky
ctua nguoi dich trén ban dich véi chit ky mau trudce khi thyc hién chung thyc; truong
hop nghi ngo chit ky trén ban dich so vdi chir ky mau thi yéu cau nguoi dich ky trude
mat.

* Ghi day du 101 chtng chimg thyc chit ky ngudi dich theo miu quy dinh;

* Ky, ghi 1o ho tén, dong du cta co quan, t6 chirc thuc hién ching thuc va ghi
vao sO ching thuec.

Déi v6i ban dich gidy td, vin ban co tir 02 trang trd 1én thi timg trang phai duoc
danh sb tha tu, c6 chir ky ctia nguoi dich va nguoi thuc hién chung thuc; s6 luong
trang, to va 10i chimg duoc ghi tai trang cudi cua ban dich hodc trang lién sau trang
cudi ctia ban dich; néu gidy to, van ban c6 tir 02 td tré 1én thi phai dong dau giap lai.

+ Nguoi thuc hién chimg thuc khong yéu ciu nguoi yéu cau chimg thuc nop,
xuat trinh ban chinh hodc ban sao cac giéy t0, tai liéu da duoc tich hop trén VNelD
khi ngudi yéu cau chung thue da xudt trinh thong tin twong tmg tir VNelD.

+ Truong hop nguoi yéu cau chimg thuc dé nghi va nguoi thuc hién ching
thye c6 thé khai thac thong tin, gidy to tir Co s& dit lidu qudc gia vé dan cu hodc cac
co so dir liéu khac theo quy dinh cua phap luat thi nguoi thyc hién ching thyc co
trach nhiém thue hién viée khai thac thong tin, gidy to tir cac co so dir liéu nay, khong
yéu cau ngudi yéu cau chimg thuc xut trinh ban chinh, ban sao tr s0 gbc hodc ban
sao ¢ chimg thyuc ddi véi cac thong tin, gidy to da dugc khai thac.

(2) Pia diém thuec hién:
- Trung tdm Phuyc vu hanh chinh cong tinh Péng Thap, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BDong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh BDong Thap;

- Trung tam Phuc vu hanh chinh cong cac xa, phuong;

- Céc 6 chirc hanh nghé cong ching;

- Thu tuc hanh chinh dugc thuc hién khong phu thudc vao dia giéi hanh
chinh;

- Thu tuc hanh chinh khong thuc hién tiép nhan va tra két qua qua dich vu
buu chinh cong ich;
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- Thu tuc hanh chinh thyc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Céch thirc thye hién: Nop ho so tryc tiep tai Uy ban nhan dan cp x4, t6
chtrc hanh nghé cong ching.

(4) Thanh phan, s6 lrong hd so: Ban dich va gidy to, van ban can dich.

(5) Thoi han thyc hién yéu cau chimg thye: Thoi han thuc hién yéu cau ching
thuce 1a ngay trong ngay co quan, t6 chuc tiép nhan yéu cau hodc trong ngay 1am viéc tiép
theo néu tiép nhan yéu cau sau 15 gio hodc co thé kéo dai hon theo thoa thuan bang van
ban voi nguot yéu cau chung thuc. Truong hop tra ket qua trong ngay lam viéc tiép theo
hogc phai kéo dai thoi gian theo thoa thuan thi nguoi tiép nhan hd so phai co phiéu hen ghi
1o thoi gian (gio, ngdy) tra két qua cho ngudi yéu cau chimg thuc.

(6) Péi twong thwe hién TTHC: C4 nhan.

(7) Co quan thue hién TTHC: Uy ban nhan déan cap xa, T6 chirc hanh nghé
cong chung.

(8) Két qua thwe hién TTHC: Giy to, vin ban dugc chimg thuc chir ky
nguoi dich.

(9) Phi: 10.000 dong/trudng hop.

(10) Tén miu don, mau to khai: Khong.

(11) Yéu ciu, diéu kién thwe hién TTHC:

Gidy t0, van ban khong dugc dich dé ching thyc chit ky nguoi dich:

+ Giéy t0, van ban da bi téy x0a, stra chira; thém, bot ndi dung khong hop 1€.

+ Gidy t0, van ban bj hu hong, cii nat khong xac dinh duoc ndi dung.

+ Gidy 10, van ban dong ddu mat cia co quan, to chirc c6 thAm quyén hodc
khong dong dau mat nhung ghi ro khong duoc dich.

+ Gidy to, van ban c6 ndi dung quy dinh tai Khoan 4 Diéu 22 cta Nghi dinh s6
23/2015/ND-CP .

+ Gidy t0, vin ban do co quan, to chirc c6 thim quyén cua nudc ngoai cip,
cong ching hodc chimg nhén chua duge hop phap héa lanh sy theo quy dinh tai
Khoan 1 Diél:l 20 cua Nghi diph 36’23/2015/ND—CP, trir gidy hd cl}iéu, thé can cu:érc,
the cu tru, gidy phép lai xe, bang tot nghi€p, chimg chi va bang diém kém theo bang
tot nghiép, ching chi.

(12) Can ctx phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phi vé cip ban
sao tir ban chinh, chimg thuc chir ky va chimg thuc hop dong, giao dich;
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- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ciia Chinh Phi vé sira doi,
bd sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tr ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, duogc stra doi, bo sung boi Nghi dinh s6 07/2025/ND-CP;

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi ti€t va huéng dan thi hanh mét 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, ching thuc chir
ky va chung thuc hop dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua B truong BO Tai
chinh quy dinh muc thu, ché dd thu, ndp, quan 1y va str dung phi chiing thyc;

(13) Thanh phén ho so cin phai sé héa: Khong co

(14) Két qua giai quyét TTHC cin phai s6 héa: Gidy to, vin ban dugc
chirng thuc chir ky nguoi dich.

(15) Quy trinh ngi by, quy trinh dién ti cia TTHC

1. Thot gian thuyc hién: Thoi han thuc hién yéu cau chimg thuc la ngay 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 hodc co thé kéo dai hon theo thoéa thuan bang van ban voi
ngudi yéu cau chimg thuc. Truong hop tra két qua trong ngay lam viéc tiép theo hodc

phai kéo dai thoi gian theo thoa thuén thi nguoi tlep nhan ho so phai c6 phiéu hen ghi
16 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thuyc.

2. Trinh tu thuc hién:
* Quy trinh ap dung tai UBND cip x4 noi c6 thim quyén giai quyét: 08 gioy

Buoéc Noi dung cong viéc Pon vi thue hién Th0'1 staf
gial quyet
Tiép nhan, chuyen hd so cua ca Cong chirc
1 nhan, t6 chtrc dén Phong chuyén P 01 gio
mon thuoc UBND cép xa TTPVHCC cap xa
Giai quyét ho so . ) .
Cong chirc Phong
(Truong hop hé so cian bo sung | chuyén mon thuoc
hodic khéng di diéu kién gidi quyet UBND cép ' N
2 phai co van ban thong bao cu thé; x4/Cong chire dugc 04 gio
thoi han thong bao/yéu cau bo sung giao giai quyét hd
thue hién theo quy dinh cua tung thu so chimg thyc
tuc hanh chinh) '
3 Ky tit hd so Lanh dao Phong 01 gio




24

chuyén mén thude
UBND cap xa

Chu tich UBND
cap xa/Nguoi dugc

Ky duyét ho so iy quyén, phan 01 gio
cong thyc hién
ching thuc
4 DPong dau, vao s, chuyén cong chirc | Cong chirc nghiép 01 sidy
TTPVHCC vu vin thu £
s LA, T S Cong chuc Gi0 hanh
5 Tra két qua cho ca nhan, t6 chirc TTPVHCC chinh
* Quy trinh 4p dung tai céc to chirc hanh nghé ching: 08 gid
Buéc Noi dung cong viéc Pon vi thye hién Th0'1 safl
gial quyet
Tiép nhan hfi so' clia ¢4 nhan, to ’
chtrc (truc tiép, dich vu cong truc Bo phan Tiép .
| e \ . X A X 01 g10
tuyén va qua qu, emall); scan ho so; nhan ho so
vao s6 nhan ho so
Giai quyét ho so Lanh dao Phong 01 gio
) (Truong hop hé so can bé sung, Chuyén vién 03 gio
khong du dieu kién giai quyét phai 3 . N
c6 van ban théng bdo cu thé) Lanh dao Phong 02 gio
Pong dau, vao sd va chuyén hd so A , .\
3 dén Bd phan Tiép nhan ho so BO phan phu trach 01 gio
4 Tra két qua cho ca nhan, td churc BO Bhanleep Gio ’hanh
nhan ho so chinh

* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vao dia

gioi hanh chinh: 08 gio

Budc NOi dung cong viéc Don vi thue hién Th0’1 -y
: j T ) giai quyet
Tiép nhan, 5:huyén hé SO cua
1 ca nhan, t6 chic dén cong | Cong chitc TTPVHCC 0.5 givs

chirc TTPVHCC cAp xa (noi
c6 thdm quyén gidi quyeét)

(noi nhan hd so)
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’ ‘ Cong chirc TTPVHCC
2 Tiép nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop hé so ‘cd‘n b6 sung Cén% Chﬁ’f Phc‘)nAg
hodc khong dii diéu kién giai | chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap x.a/ Co.rzg 04 gid
bao cu t{zé,' tfzd’i han thong chu’cidu’(gc glao ,glal
bdo/véu cau bé sung thiee hién | quy€t ho so chung
theo quy dinh cua tirng thii tuc thuc
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cép
, Ar LA xa/Nguoi dugce uy .
5 Ky duyét ho so quyan, phan cong thuc 01 gio
hién churng thuc
Pong dAu, vao so, chuyén A , A
6 cong chirc TTPVHCC (noi c6 Cong Ch}lc nghiép vu 0,5 gio
2 A o A van thu
tham quyén gidi quyeét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (no1 nhan ho so) (noi c6 tham quyén 0,5 gio
giai quyeét)
g Tra két qua cho ca nhan, Cong chitc TTPVHCC |  Gid hanh
t6 chirc (noi nhan hd so) chinh

5. Thu tuc ching thye chir ky nguoi dich ma ngwoi dich khong phai la
cOng tac vién dich thuat cua Uy ban nhan dan cap x4, to chirc hanh nghe cong
ching - 2.001008

(1) Trinh ty thyuc hién:

+ Nguoi yéu cau chimg thuce chir ky nguoi dich phai xuat trinh cac gidy to phuc
vu viéc chung thuc chit ky nguoi dich.
+ Nguoi thuc hién ching thyuc (hodc nguoi tlep nhan ho so) kiém tra glay to do

ngudi yéu cau ching thue xuit trinh, néu thiy du gidy tO theo quy dinh va gidy t0, van
ban duoc dich khong thudc cac trudong hop gidy to, van ban khong duoc dich dé
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chimg thue chir ky nguoi dich thi yéu cau ngudi dich ky trude mat va thue hién chimg
thuc nhu sau:

* Ghi day du 10i chting chimg thyc chit ky nguoi dich theo mau quy dinh;

* Ky, ghi 10 ho tén, dong déu cua co quan, t6 chire thuc hién chung thuc va ghi
vao sO chung thuec.

D01 v6i ban dich gidy to, vin ban co tir 02 trang trd 1én thi timg trang phai dugc
danh sb tht tu, co chit ky cua nguoi dich va nguoi thyc hién chung thyc; s6 luong
trang, to' va 101 chimg dugc ghi tai trang cudi cua ban dich hoic trang ll,en sau trang
cuoi cua ban dich; n€u gidy to, van ban c6 tir 02 to trd 1€n thi phai dong dau giap lai.

~ + Nguoi thyc hién ching thyc khong yéu cau nguoi yéu cau chimg thuc nop,
xuat trinh ban chinh hodc ban sao cac gidy to, tai lidu da dugc tich hop trén VNelD
khi ngudi yéu cau ching thuc da xuat trinh thong tin tuong g tir VNelD.

+ Truong hop nguoi yéu c,éiu chimg thuc dé nghi va nguoi thue hién ching
thuc c6 thé khai thac thong tin, gidy to tr Co s¢ dir liéu quoc gia vé€ dan cu hodc cac
co s¢ dir liéu khac theo quy dinh cua phap luat thi nguoi thuc hién ching thyc co
trach nhiém thue hién viée khai thac thong tin, gidy to tir cac co so dir liéu nay, khong
yéu cau ngudi yéu cau chimg thuc xuit trinh ban chinh, ban sao tr s0 gbc hodc ban
sa0 c6 chimg thyc ddi voi cac thong tin, gidy to da duge khai thac.

(2) Pia diém thwc hién:

- Trung tdm Phyc vu hanh chinh c6ng tinh Dong Thép, gém:

+ Co so 1: Quéy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BPong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh BPong Thap;

- Trung tam Phuc vu hanh chinh c6ng cac xa, phuong;

- Céc T6 chirc hanh nghé cong chimg;

- Thu tuc hanh chinh dugc thuc hién khong phu thudoc vao dia giéi hanh
chinh;

- Thu tuc hanh chinh khong thuc hién tiép nhan va tra két qua qua dich vu
buu chinh cong ich;

- Thu tyc hanh chinh thyc hién qua dich vu cong tryc tuyén mot phan
(dichvucong.gov.vn).

(3) Cach thirc thye hién: Nop hé so tryc tiép tai Uy ban nhan déan cép x3, to
churc hanh nghé cong ching.
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(4) Thanh phén, s6 lweng hd so:

Ngudi yéu cau chimg thuc xuat trinh cac gidy to sau:

+ Mot trong céc gidy to sau: Can cude dién tir; ban chinh hodc ban sao cia Thé
can cuoc cong dan hodc Thé can cudc hodc Gidy chirng nhan can cude hodac Ho chiéu
hodc gidy to xuat nhdp canh hodc gidy to ¢o6 gia tri di lai quoc t€ con gia tri st dung;

+ Ban chinh hodc ban sao tir s6 gdc, ban sao c¢6 ching thuc bang cir nhan (dai
hoc) ngoai ngir trg 1€n vé thir tiéng nude ngoai can dich hodc ¢ bang tot nghiép dai
hoc tr¢ 1én dbi vé6i thi tiéng nude ngoai can dich; trir truong hop dich nhiing ngon

ngir khong phd bién ma nguoi dich khong co bang cir nhan ngoai ngir, bang tbt
nghi€p dai hoc nhung thong thao ngdn ngir can dich.

+ Ban dich dinh kém giéy t&, van ban can dich.

(5) Thoi han thuc hién yéu cau chirng thye: Thoi han thue hién yéu cau
ching thuc 1a ngay trong ngay co quan, t chirc tiép nhan yéu cau hoic trong ngay
lam viéc tlep theo néu tiép nhan yéu cau sau 15 gio hodc co thé kéo dai hon theo
thoa thuan bang vin ban voi nguoi yéu cau chung thuc. Truong hop tra két qua
trong ngay lam viéc tiép theo hodc phai kéo dai thoi gian theo thoa thuén thi nguoi
tiép nhan ho so phai co phiu hen ghi rd thoi gian (gi0, ngay) tra két qua cho nguoi
yéu cau chung thuc.

(6) Poi twong thwe hién TTHC: C4 nhan.

(7) Co quan thue hién TTHC: Uy ban nhan dén cip x3, T6 chirc hanh nghé
cong chung.

(8) Két qua thwe hién TTHC: Giy to, van ban dugc chimg thuc chit ky
nguoi dich.

(9) Phi: 10.000 dong/trudng hop.

(10) Tén miu don, miu to khai: Khong,

(11) Yéu céu, diéu kién thuwc hién TTHC:

* Uy ban nhan dan cép xa chi ching thyc chir ky nguoi dich khong phai la
cong tac vién khi nguoi do tu dich giay to, van ban cia minh.

* Gidy t0, van ban khong duoc dich dé ching thuc chir ky nguoi dich:

+ Giéy t0, van ban da bi téy x0a, stra chira; thém, bot ngi dung khong hop 1€.

+ Giéy t0, van ban bi hu hong, cti nat khong xéac dinh dugc ndi dung.

+ Gidy 10, van ban dong dau mat ciia co quan, to chirc c6 tham quyén hodc
khong dong dau mat nhung ghi rd khong dugc dich.

+ Gidy t0, van ban cé ndi dung quy dinh tai Khoan 4 Diéu 22 cua Nghi dinh s6



28

23/2015/NDb-CP.

+ Gidy t0, van ban do co quan, t6 chitc ¢6 thAm quyén ctia nudc ngoai cp,
cong chimg hodc ching nhan chua duge hop phap hoa lanh sy theo quy dinh tai
Khoan 1 Diéu 20 cua Nghi dmh sO 23/2015/ND—CP, trir gidy ho chi€u, thé can cug’yc,
thé thuong tra, the cu trd, gidy phép lai xe, bang tot nghi¢p, chimg chi va bang diém
keém theo bang tot nghi¢p, ching chi.

(12) Can ctr phap ly caia TTHC:

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

- Nghi dinh 56 280/2025/ND-CP ngay 27/10/2025 ciia Chinh Phii vé sira doi,
bd sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tir ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, duogc stra doi, bo sung boi Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truéng Bo Tu phap
quy dinh chi ti€t 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, chung thuc chir
ky va ching thuc hgp dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché dd thu, ndp, quan 1y va st dung phi chiig thuc;

(13) Thanh phén hé so cin phai sé héa: Khong co

(14) Két qua giai quyét TTHC can phai s6 héa: Gidy to, vin ban duogc
chung thuc chir ky nguoi dich.

(15) Quy trinh ngi by, quy trinh dién tir cia TTHC

1. Thot gian thyc hién: Thoi han thyuc hién yéu cau chimg thuc la ngay trong
ngay co quan, t6 chtre tiép nhan yéu cau hodc trong ngay 1am viéc tlep theo néu tiép
nhan yéu cau sau 15 gio' hodc co thé kéo dai hon theo thoa thuan bang van ban voi
ngudi yéu cau chimg thuc. Truong hop tra két qua trong ngay lam viéc tlep theo hoac

phai kéo dai thot gian theo thoa thudn thi nguoi tlep nhan h so phai c6 phiéu hen ghi
rd thoi gian (gid, ngdy) tra két qua cho ngudi yéu cau ching thue.

2. Trinh tu thuc hién:
* Quy trinh 4p dung tai UBND cép x4 noi c6 thim quyén giai quyét: 08 gio

Thoi gian

Budc Noi dung cong viéc Don vi thuc hién oo £
gial quyet

1 Tiép nhan, chuyén ho so cta ca Cong chirc 01 gio
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nhan, t6 chtrc dén Phong chuyén

) : 5 chu TTPVHCC cép xi
mon thudc UBND cap xa
Giai quyét ho so . ) .
Cong chtrc Phong
(Truong hop hé so can bo sung | chuyén mon thuoc
) hodic khéng di diéu kién gidi quyet UBND cAp 04 uic
phai c6 van ban thong bdo cu thé; xa/Cong chire duoc g1o
thoi hqrz thong bdo/)féu cc?u b‘o” Sung | giao giai quyét ho
thue hién theo quy d‘,ml,z cua tung thu so chimg thue
tuc hanh chinh)
Lanh dao Phong
3 Ky tat ho so chuyén mén thude 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi duoc
Ky duyét ho so uy quyen, phan 01 gio
cong thyc hién
ching thuc
4 DPong dau, vao s, chuyén cong chirc | Cong chirc nghiép 01 sid
TTPVHCC vu van thu 8
LA, T S Cong chuc Gi0 hanh
5 Tra két qua cho ca nhan, t6 chirc TTPVHCC chinh
* Quy trinh 4p dung tai cic to chirc hanh nghé cong chimg: 08 gid
Buoc Noi dung cong viéc Pon vi thye hién Th0'1 slan
gial quyet
Tiép nhan hfi so' clia ¢4 nhan, to ’
chure (tryc tiep, dich vu cong truc B0 phén Tiép .
1 A 1A 01 gio
tuyén va qua fax, email); scan hd so; nhan ho so
vao s6 nhan ho so
Giai quyét ho so Lanh dao Phong 01 gio
) (Truong hop hé so cdn bé sung, Chuyén vién 03 gio
khong du dieu kién giai quyét phai 3 . N
c6 van ban thong bdo cu thé) Lanh dao Phong 02 gio
Pong dau, vao sd va chuyén hd so A 1A , .
3 dén Bo phan Tiép nhén ho so B0 phan phy trich 01 gio
4 Tra két qua cho c4 nhan, t6 chirc B6 phan Tiép Gid hanh
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| | nhan ho so | chinh |

* Quy trinh dp dung trong truong hop nhdn hé so khéng phu thudc vdao dia
gioi hanh chinh: 08 gio

Buoc Noi dung cong viéc Pon vi thue hién Th0’1 stan
gial quyet
Tiép nhan, 5:huyén hé SO cua
1 ca nhan, t6 chirc dén cong | Cong chirc TTPVHCC 0.5 id
chire TTPVHCC cép xa (noi (noi nhan hd so) ~ 8
c6 tham quyén gidi quyét)
’ ‘ Cong chie TTPVHCC
2 Ti€p nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop ho so ‘cd‘n b6 sung Cén% Chﬁ’f Ph(‘)nAg
hodc khong dii diéu kién giai | chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap x'a/ Co'r}g 04 gid
bao cu t{zé; ﬂ}d’i han thong Chu’cidu’(gc glao ,glal
bdo/véu cau bé sung thiee hién | quy€t ho so chung
theo quy dinh cuia tirng thii tuc thue
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cép
, Ar LA xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan cong thuc 01 gio
hién churng thuc
Dong dAu, vao so, chuyén A , A
6 cong chitc TTPVHCC (noi c6 Cong Chlvlc nghiép vu 0,5 gio
2 X e X van thu
tham quyén gidi quyét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (noi nhan ho so) (noi c6 tham quyén 0,5 gio
giai quyeét)
" Tra két qua cho ca nhan, Cong chic TTPVHCC |  Gid hanh
td chirc (noi nhan hd so) chinh
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II. THU TUC HANH CHINH CAP XA ,
_ 1. Tha tuc ching thyc giao dich li€n quan dén tai san la dong san,
quyeén st dung dat, nha ¢ - 2.001035

(1) Trinh ty thuc hién:

+ Nguoi yéu cau chimg thuc xuét trinh mot trong cac gidy to sau: Can cudc
dién tir; ban chinh hodc ban sao ctia Thé can cudc cong dan hodc Thé can cudc
hodc Gidy ching nhéan cin cudce hoac HO chiéu hodc gidy to xuat nhép canh hodc
gidy to ¢ gia tri di lai qudc té con gia tri st dung va ndp 01 bd hd so yéu cau
chung thuc.

+ Nguoi thuc hién chimg thuc (hodc ngudi tiép nhan ho so) kiém tra gidy to
trong ho so yéu cau ching thyec, néu dﬁy du, tai thoi diém chirng thuc cac bén tham
gia giao dich tu nguyén, minh man va nhan thirc, lam chu dugc hanh vi ctia minh
thi thuc hién ching thuc.

+ Cac bén tham gia giao dich phai ky trudc mat ngudi thuc hién ching thuc,
néu giao dich co tir 02 (hai) trang tr¢' 1én thi phai ky vao timg trang. Truong hop
ngudi yéu cau ching thyc nop ho so tai Trung tim Phuc vu hanh chinh cong cap xa
thi cac bén tham gia giao dich phai ky trudc mit ngudi tiép nhan hd so. Truong hop
ngudi cd thim quyén giao két hop dong cua cac to chic tin dung, doanh nghi¢p da
dang ky chir ky mau tai co quan thyc hién ching thyc thi c6 thé ky trudc vao hop
ddng; nguoi thyc hién _ching thue (hoac ngudi tiép nhan hd so) phai ddi chleu chir
ky ctia ho trong hop dong véi chit ky mau trude khi thyc hién ching thuc, néu nghi
ngd chir ky trong hop dong khac véi chir ky mau thi yéu cau nguoi d6 ky trudc mat.

+ Trudng hop nguoi yéu ciu chimg thue khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen lgi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Truong hop nguoi yéu cau ching
thuc khong bo tri duogc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi
lam ching.

+ Nguoi thuc hién chimg thue (hodc nguoi tiép nhan ho s0) ghi 101 chimg
twong Umg vdi timg loai giao dich theo mau quy dinh. Truong hop tlep nhan ho so tai
Trung tAm Phuc vu hanh chinh cong cdp x3 thi nguoi tiép nhan hd so ky vao timg
trang cua giao dich va ky vao dudi 101 ching theo mau quy dinh.

Nguoi thyc hién ching thuc ky vao tung trang cua giao dich (néu ho so
khong duoc tiép nhan qua Trung tim Phuc vy hanh chinh cong cap xa), ky, ghi r6 ho
tén, dong ddu cua co quan thuc hién ching thuc va ghi vao s6 ching thuc.
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Pbi véi giao dich co tir 02 (hai) trang tr¢ Ién, thi ting trang phai dugc danh
so thtr tu, c6 chir ky cia nguoi yéu cau chimg thuc va ngu:o’l thuc hién chung thuc;
s6 luong trang va 10i ching dugc ghi tai trang cudi cta giao dich. Trudng hop giao
dich c6 tir 02 (hai) to trd 18n thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi cd nang luc hanh vi
dan sy day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau chimg thyc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi1 hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chung thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac
noi dung cua giao dich, ndi dung 16i ching cho nguoi yéu cau ching thuc va ky
vao tung trang giao dich véi tu cach 1a nguoi phién dich.

+ Nguoi thue hién chimg thuc khong yéu cau ngudi yéu cau ching thuc ndp,
xuat trinh ban chinh hodc ban sao céc giay t0, tai liéu da duoc tich hop trén VNelD
khi nguoi yéu cau chig thuc da xuat trinh thong tin tuong ung tir VNelD.

+ Trudng hop ngudi yéu cau ching thuc dé nghi va nguoi thuc hién ching
thuc ¢ thé khai thac thong tin, gidy to tir Co so dir liéu qubc gia vé dan cu hodc
cac co s¢ dir liGu khac theo quy dinh cua phap luat thi nguoi thue hién ching thyuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dit licu nay,
khong yéu cau ngudi yéu cau ching thuc xuat trinh ban chinh, ban sao tur 50 gbc
hodc ban sao c¢6 chimg thuc d6i voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thwec hién:

- Trung tAm Phuyc vu hanh chinh cong tinh Péng Thap, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh Bong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh BDong Thap;

- Trung tam Phuc vu hanh chinh cong cac xa, phuong;

- Thu tuc hanh chinh dugc thuc hién khong phu thudéc vao dia gioi hanh
chinh;

- Tha tyc hanh chinh thuc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Thu tuc hanh chinh thyc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Cach thirc thye hién: Nop truc tiép hodc qua dich vu buu chinh hodc
tryc tuyén trén moi truong dién tir. Viéc chung thuc cic giao dich lién quan dén
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quyen ctia ngudi str dung dat duoc thuc hién tai Uy ban nhan déan cdp x4 noi ¢o
dat viéc chimg thuc cac giao dich vé nha & dugc thuc hién tai Uy ban nhan dan
cap xa noi ¢6 nha, trir cac trudng hop sau: chimg thuc giao dich lién quan dén tai
san la dong san; chung thg:c di chuc, chfmg thuc van ban tu ch@i nhan di san;
ching thyc van ban uy quyén lién quan dén viéc thyc hién cac quyén cua nguoi sur
dung dat, nha ¢&; chting thuc vi¢c stra doi, bo sung, huy bo giao dich néu trén.

(4) Thanh phén, s6 lweng hd so:

~ Nguoi yéu cau ching thuc nép 01 bd hd so yéu cau chimg thuc, gdm céc
giay to sau day:

+ Du thao giao dich;

+ Ban chinh hodc ban sao c6 ching thuc hodc ban sao dién tir dugc chu:ng
thuc tir ban chinh ciia gidy ching nhan quyén so hitu, quyén sir dung hodc gidy to
thay the duoc phap ludt quy dinh d6i v6i tai san ma phéap luat quy dinh phai dang
ky quyén sé hitu, quyén sir dung trong truong hop glao dich lién quan dén tai san
do; trir truong hop nguoi lap di chic dang bi cai chét de doa dén tinh mang.

Truong hop ndp hé so truc tlep, ngudi yéu cau chimg thyuc ¢ thé ndp ban sao kém
xudt trinh ban chinh dé d6i chiéu.

(5) Thoi han gii quyét:

Khoéng qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau ching
thuc hodc co thé kéo dai hon theo thoa thuan bang van ban v6i nguoi yéu cau chung
thuc. Trudng hop kéo dai thoi han giai quyét thi ngudi tiép nhan ho so phai ¢ phiéu
hen ghi 13 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thyec.

(6) Poi twong thwe hién TTHC: C4 nhan, to chirc.

(7) Co quan thue hién TTHC: Uy ban nhan dan cip xa.
(8) Két qua thwe hién TTHC: Giao dich dugc chimg thuc.
(9) Phi: 50.000 dong/giao dich.

(10) Tén méu don, miu t& khai: Khong.

(11) Yéu ciu, diéu kién thwc hién TTHC: Khong.

(12) Can cir phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban

sao tr ban chinh, chimg thyc chir ky va chiig thuc hop dong, giao dich;
- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ctia Chinh Phii vé sira doi,
bo sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
chirng thyc ban sao tir ban chinh, chiing thuc chit ky va ching thuc hop dong, giao
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dich, duoc stra doi, bd sung bai Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi ti€t va huong dan thi hanh mét 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, chung thuc chir
ky va ching thuc hop dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong B¢ Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.

(13) Thanh phén ho so cin phai sé héa: Khong co

(14) Két qua giai quyét TTHC can phai s6 héa: Giao dich duoc chimg
thurc.

(15) Quy trinh ngi by, quy trinh di¢n tir cia TTHC

1. Thoi gian thyc hién: Khong quéa 02 (hai) ngay lam viéc, ké tir ngay nhéan du
hd so yéu cau ching thyc hodc co thé kéo dai hon theo thoa thuin béng van ban
vOi nguoi yéu cau chimg thue. Truong hop kéo dai thoi han giai quyet thi nguoi
tiép nhén ho so phai co phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi
yéu cau ching thuc

2. Trinh tu thuc hién:
* Quy trinh 4p dung tai UBND cép x4 noi c6 thim quyén giai quyét: 16 gio

Thoi gian

Buoc Noi dung cong viéc Pon vi thye hién . £
gial quyet

Tiép nhan, chuyén ho so cua ca Céng chic
1 nhan, t6 chirc dén Phong chuyén 01 gio

mén thuoc UBND cip xa TTPVHCC cap xa
Giai quyét ho so A
Cong chtrc Phong
(Truwong hop hé so can bo sung | chuyén mon thude
hodic khong du diéu kién giai quyet UBND cép ' .
2 phi c6 van ban théng bdo cu thé; xa/Céng chirc dugc 12 gio
thoi han thong bao/yéu cdau bo sung giao gidi quyét hd
thuc hién theo quy dinh cua tung thu so chimg thyc
tuc hanh chinh) '
Lanh dao Phong
3 Ky tat ho so chuyén mon thudce 01 gio
UBND cap xa

Ky duyét ho so Chu tich UBND 01 gio
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cap xa/Ngudi duoc
uy quyén, phan
cong thuc hién

ching thuc
4 Pong dau, vao s, chuyén cong chirc | Cong chirc nghiép 01 wid
TTPVHCC vu vén thu &
s LA Y S Cong chirc G160 hanh
5 Tra két qua cho cé nhan, t6 chirc TTPVHCC chinh

* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vao dia
gioi hanh chinh: 16 gio

Budc Noi dung cong viéc Pon vi thuc hién Th0’1 stah
giai quyet
Tiép nhan, S:huyén hé SO cua
ca nhan, t6 chuc dén cong | Cong chiuc TTPVHCC Ly
1 : : : ) 0,5 gio
chire TTPVHCC cép xa (noi (noi nhan ho so) ’
cO tham quyén giai quyét)
, ‘ Cong chirc TTPVHCC
2 Tiép nhan ho so cap xa (noi c6 tham 0,5 gio
quyén giai quyét)
Giai quyét ho so
(Truwong hop hé so ‘ccin bé sung Cén% Chﬁ’f Ph(‘)nAg
hodc khéng dii diéu kién giai |~ chuyén mon thuge
3 quyét, phai c6 van ban thong UB’ND cap X?/ Co.r}g 12 gio
béo cu thé; thoi han thong | chuc duge giao gidi
bdo/yéu cau bé sung thiee hién | quy€t ho so chung
theo quy dinh cua ting thii tuc thuc
hanh chinh)
Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cap
, e 1A xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan cong thc 01 gio
hién chirng thuc
6 Pong dau, vao s, chuyén Cong chuc nghiép vu 0,5 gio
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cong chiec TTPVHCC (noi c6 van thu
tham quyén gidi quyét)

Chuyén céng chitc TTPVHC | Cong chitc TTPVHCC

7 (noi nhan hd so) (noi co thém’quyén 0,5 gio
giai quyeét)
g Tra két qua cho ca nhan, Cong chitc TTPVHCC |  Gigd hanh
td chirc (noi nhan hd so) chinh

2. Thu tuc ching thyuc di chic - 2.001019
(1) Trinh ty thuc hién:

+ Ngudi yéu cau chimg thuc xuat trinh mot trong cc gidy to sau: Cin cudc
dién tur; ban chinh hodc ban sao cua Thé cdn cudc cong dan hoac Thé can cudc
hodc Gidy ching nhan cin cudc hodc Ho chiéu hodc gidy to xuat nhap canh hoic
gidy to c6 gia tri di lai quoc té con gia tri st dung va ndp 01 bo hd so yéu cau
chung thuec.

+ Nguoi thuc hién chimg thuc (hodc ngudi tiép nhan ho so) kiém tra gidy to
trong ho so yéu cau ching thuc, néu day du, tai thoi diém chang thuc nguoi 1ap di
chic ty nguyén, minh man va nhan thirc, 1am cha dugce hanh vi cia minh thi thuc
hién chiig thuc.

+ Nguoi 1ap di chiic phai ky trude mit nguoi thue hién chimg thuc, néu di
chuc c6 tir 02 (hai) trang trd 1€n thi phai ky vao tung trang. Truong hop nguoi yéu
cau chung thuc nop hd so tai Trung tdm Phuc vu hanh chinh cong cép x4 thi cac bén
tham gia giao dich phai ky truéc mit nguoi tiép nhan ho so.

+ Trudng hop nguoi yéu ciu chimg thue khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duogc, khong ky, khong diém chi duoc
thi phai co 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen lo1 ich hodc nghia vu lién quan dén di chuc. Nguoi
lam chimg do ngudi yéu ciu chimg thuc bé tri. Truong hop ngudi yéu ciu ching
thuc khong bd tri duoc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi
lam ching.

+ Nguoi thye hién chimg thyc (hodc ngudi tlep nhan hd so) ghi 16i chimg di
chic theo mau quy dinh. Truong hop tlep nhan ho so tai Trung tAm Phuc vu hanh
chinh cong cap x4 thi nguoi tiép nhan hd so ky véo timg trang ctia di chuc va ky vao
dudi 101 ching theo mau quy dinh.

Nguoi thuc hién ching thue ky vao tung trang cua di chuc (néu ho so khong
duogc tlep nhan qua Trung tm Phyc vu hanh chinh cong cap x4), ky, ghi rd ho tén,
dong dau cta co quan thyc hién ching thuc va ghi vao s6 chimg thyc.
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Déi véi di chiic ¢6 tir 02 (hai) trang tr¢ 1€n, thi ting trang phai dugc danh so
thir tu, c6 chir ky ctia ngudi yéu cau chimg thyc va nguoi thue hién chimg thyc; 5O
lugng trang va 10i chimg duoc ghi tai trang cubi cua di chic. Trudng hop di chiic
c6 tir 02 (hai) to tré 1én thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai 1a ngudi cd nang luc hanh vi
dan sy day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau chimg thyc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi1 hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chung thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac
ndi dung cua di chuc, ndi dung 10i ching cho ngudi yéu cau ching thue va ky vao
tung trang di chic véi tu cach 1a nguoi phién dich.

+ Nguoi thue hién chimg thuc khong yéu cau ngudi yéu cau ching thuc ndp,
xudt trinh ban chinh hodc béan sao céc gidy to, tai lidu d duoc tich hop trén VNelD
khi ngudi yéu cau ching thyc da xuét trinh thong tin twong tng tir VNelD.

+ Trudng hop ngudi yéu cau ching thuc dé nghi va nguoi thuc hién ching
thuc ¢ thé khai thac thong tin, gidy to tir Co so dir liéu qubc gia vé dan cu hodc
cac co s¢ dir liGu khac theo quy dinh cua phap luat thi nguoi thue hién ching thyuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dit licu nay,

khong yéu cau ngudi yéu cau ching thuc xuat trinh ban chinh, ban sao tur 50 gbc
hodc ban sao c¢6 chimg thuc d6i voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thwec hién:
- Trung tdm Phyc vu hanh chinh cong tinh Pong Thép, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BPong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh Bong Thap;

- Trung tam Phuc vu hanh chinh c6ng cac xa, phuong;

- Tha tuc hanh chinh dugc thuc hién khong phu thudc vao dia gioi hanh
chinh;

- Thi tuc hanh chinh thyc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Thu tuc hanh chinh thuc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

3) Cach thirc thuc hién: Nop truc tiép hodc qua dich vu buu chinh hodc
truc tuyén trén moi truong dién tur.
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(4) Thanh phan, s lwgng hd so:

Nguoi yéu cau chtng thuc ndp 01 (mot) bd hd so yéu cau ching thuc, gdm
cac gidy to sau day:

+ Du thao di chuc;

+ Ban chinh hodc ban sao c6 ching thuc hodc ban sao dién tir dugce chu:ng
thuc tir ban chinh ciia gidy ching nhan quyén so hitu, quyén sir dung hodc gidy to
thay the duoc phap ludt quy dinh d6i v6i tai san ma phéap luat quy dinh phai dang
ky quyén sé hitu, quyén sir dung trong truong hop glao dich lién quan dén tai san
do; trir truong hop nguoi lap di chic dang bi cai chét de doa dén tinh mang.
Truong hop nop hé so truc tlep, ngudi yéu cau chimg thyuc ¢ thé ndp ban sao kém
xudt trinh ban chinh dé d6i chiéu.

(5) Thoi han giai quyét:

Khoéng qua 02 (hai) ngay lam vi€c, ké tir ngdy nhan du ho so yéu cau chung
thuc hodc ¢ thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau chung
thyc. Truong hop keo dai thoi han giai quyét thi nguoi tlep‘nhan ho so phai c6 phiéu
hen ghi r0 thot gian (gi0, ngay) tra két qua cho ngudi yéu cau chimg thuc.

(6) Pdi twong thye hién TTHC: C4 nhan.

(7) Co quan thue hién TTHC: Uy ban nhan déan cap xa.

(8) Két qua thwe hién TTHC: Di chiic dugc chimg thuc.

(9) Phi: 50.000 dong/di chic.

(10) Tén mau don, mau to khai: Khong.

(11) Yéu ciu, diéu kién thwc hién TTHC: Khong.

(12) Can ctr phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban
sao tr ban chinh, ching thyc chir ky va chiig thuc hop dong, giao dich;

- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ctia Chinh Phii vé sira doi,
bo sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tr ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, dugc stra doi, bo sung bai Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi ti€t 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, chung thuc chir
ky va ching thuc hgp dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
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chinh quy dinh murc thu, ché do thu, ndp, quan ly va st dung phi ching thuc;
(13) Thanh phén hé so cin phai sé héa: Khong co
(14) Két qua giai quyét TTHC can phai so héa: Di chiic dugc chung thyc.
(15) Quy trinh ngi by, quy trinh dié¢n tir cia TTHC

1. Thoi gian thyc hién: Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du
hé so yéu cau chimg thyc hodc c6 thé kéo dai hon theo théa thuan bang vin ban
v6i ngudi yéu cau chimg thuc. Truong hop kéo dai thoi han giai quyét thi nguoi
tiép nhan ho so phai c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két qua cho ngudi
yéu cau chung thuc

2. Trinh tu thuc hién:
* Quy trinh dp dung tai UBND cdp xd noi ¢é tham quyén gidi quyét: 16 gid

Buwéc NOi dung cong viéc Pon vi thue hién Th0’1 staf
gial quyet
Tiép n}}afm, chuyén ho so cua ca Céng chirc .
| nhan, to chirc dén Phong chuyén <. 01 gio
mon thudc UBND cép xa TTPVHCC cap xa
Giai quyét hd so ) o
. | F Cong chirc Phong
(Truong hop h6 so can bo sung | chuyén mén thude
5 hoa? kh’onvg duqdzeuAkl_en gidi quyi.t, UBND cip 12 oid
phai co van ban thong bao cu the, x3/Cong chire duoc g
thoi hqu thong bdo/)féu cc?u b‘o” Sung | giao giai quyét hd
thue hién theo quy dinh cua tung thu so chimg thuc
tuc hanh chinh)
o Lanh dao Phong
3 Ky tat ho so chuyén mén thude 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi duoc
Ky duyét ho so uy quyén, phan 01 gio
cong thyc hién
ching thuc
4 DPong dau, vao s, chuyén cong chirc | Cong chirc nghiép 01 wid
TTPVHCC vu van thu 8
5 Tra két qua cho c4 nhan, t6 chiic Cong chirc Gi0 hanh
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| | TTPVHCC | chinh |

* Quy trinh dp dung trong truong hop nhdn hé so khéng phu thudc vdao dia
gioi hanh chinh: 16 gio

Buoc Noi dung cong viéc Pon vi thue hién Th0’1 stan
gial quyet
Tiép nhan, 5:huyén hé SO cua
1 ca nhan, t6 chirc dén cong | Cong chirc TTPVHCC 0.5 id
chire TTPVHCC cép xa (noi (noi nhan hd so) ~ 8
c6 tham quyén gidi quyét)
’ ‘ Cong chie TTPVHCC
2 Ti€p nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop ho so ‘cd‘n b6 sung Cén% Chﬁ’f Ph(‘)nAg
hodc khong dii diéu kién giai | chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap x'a/ Co'r}g 12 gioy
bao cu t{zé; ﬂ}d’i han thong Chu’cidu’(gc glao ,glal
bdo/véu cau bé sung thiee hién | quy€t ho so chung
theo quy dinh cuia tirng thii tuc thue
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cép
, Ar LA xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan cong thuc 01 gio
hién churng thuc
Dong dAu, vao so, chuyén A , A
6 cong chitc TTPVHCC (noi c6 Cong Chlvlc nghiép vu 0,5 gio
2 X e X van thu
tham quyén gidi quyét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (noi nhan ho so) (noi c6 tham quyén 0,5 gio
giai quyeét)
" Tra két qua cho ca nhan, Cong chic TTPVHCC |  Gid hanh
td chirc (noi nhan hd so) chinh
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3. Thit tuc chirng thwe vin bén tir chdi nhén di san - 2.001016
(1) Trinh ty thwe hién:

+ Nguoi yéu cau chimg thuc xuét trinh mot trong cac gidy to sau: Can cudc
dién tur; ban chinh hodc ban sao cua Thé can cudc c()ng dan hodc The can cudc
hoac Gidy chu‘ng nhén can cude hoac HO chiéu hodc gidy to xut nhép canh hoac
gidy to ¢ gia tri di lai qudc té con gia tri sir dung va ndp 01 bd hd so yéu cau
chung thuec.

+ Nguoi thuc hi¢n ching thuc (hoac nguoi tiép nhan hd SO) kiém tra giéy to
trong ho so yéu cau chung thuc, néu day du, tai thoi diém chung thuc nguoi tir
chdi nhan di san ty nguyén, minh man va nhan thirc, 1am chu dugc hanh vi cia
minh thi thyc hi¢n chung thuc.

+ Nguoi tir chdi nhan di san ky trudec mat nguodi thuc hién chung thuc, néu
vin ban tir chdi nhan di san ¢6 tir 02 (hai) trang tré 1én thi phai ky vao timg trang.
Trudng hop ngudi yéu cau ching thuc ndp hd so tai Trung tim Phyc vy hanh chinh
cong cap xa thi phai ky trudc mat nguoi tiép nhan ho so.

+ Trudng hop nguoi yéu ciu chimg thue khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen lgi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Truong hop nguoi yéu cau ching
thuc khong bd tri duogc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi
lam ching.

+ Nguoi thye hién ching thyc (hodc nguoi tiép nhan ho so) ghi 16i ching theo
mau quy dinh. Truong hop tlep nhan ho so tai Trung tdm Phyc vu hanh chinh cong
cap x4 thi nguoi tiép nhan hd 80 ky vao timg trang cua van ban tir chéi nhan di san va
ky vao dudi 16i chting theo mau quy dinh.

Nguoi thyc hién chimg thyc ky vao tung trang cua van ban tur chéi nhan di
san (néu ho so khong duoc tlep nhan qua Trung tdm Phuyc vu hanh chinh cong cap
x3), ky, ghi rd ho tén, dong diu cua co quan thuc hién chimg thuc va ghi vao so
chung thuc.

Péi voi van ban tu chéi nhan di san co tir 02 (hai) trang tr¢ 1€n, thi ting trang
phai dugc danh sb thir tu, co chir ky cua nguoi yéu cau ching thuc va nguoi thuc
hién chtng thuc; sb luong trang va 10i ching duoc ghi tai trang cubi ctia van ban tir
chdi nhan di san. Trudng hop van ban tir chdi nhan di san co tir 02 (hai) to trd 1én thi
phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi cd nang lyc hanh vi
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dan sy day du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau chimg thyc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi hodc do co quan thyuc hién ching thyc chi dinh. Thu lao phién dich do nguoi
yeu cau chimg thuc tra. Nguoi phién dich c6 trach nhiém dich day du, chinh Xac
ndi dung cua van ban tir chdi nhan di san, ndi dung 101 chung cho nguoi yéu cau
chtng thuc va ky vao timg trang van ban tir chdi nhan di san voi tu cach 1a ngudi
phién dich.

+ Nguoi thuc hién ching thuc khong yéu cau ngudi yéu cau chimg thuc ndp,
xudt trinh ban chinh hodc ban sao cac giay to, tai liu da duoc tich hgp trén VNeID
khi nguoi yéu cu chimg thuc di xuét trinh thong tin trong tng tir VNelD.

+ Truong hop nguoi yéu cau chtng thyc dé nghi va ngu:oq thye hién chimg
thuc ¢ thé khai thac thong tin, gidy to tir Co so dit liéu qubc gia vé dan cu hodc
cac co so dir lieu khac theo quy dinh cta phap luat thi nguoi thyc hién ching thuc
c6 trach nhiém thue hién viéc khai thac thong tin, gidy to tir cac co so dir liéu nay,
khong yéu cau nguoi yéu cau ching thuc xuét trinh ban chinh, ban sao tur sO goc
hodc ban sao c6 chimg thuc dbi voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thwc hign:
- Trung tdm Phuc vy hanh chinh c6ng tinh Pong Théap, gom:

+ Co s6 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BPong Thap;

+ Co s6 2: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hu¢, phudong Cao
Lanh

- Trung tam Phuc vu hanh chinh c6ng cac xa, phuong;

- Thi tuc hanh chinh thyc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Thu tuc hanh chinh dugc thuc hién khong phu thudéc vao dia gioi hanh
chinh;

- Thu tuc hanh chinh thyc hi¢n qua dich vy cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Cach thirc thuc hién: NOp truc tiép hodc qua dich vu buu chinh hodc
tryc tuyén trén moi truong dién tir.

(4) Thanh phin, sé lwong hé so:

Nguoi yéu cau chimg thuc nop 01 bo hd so yéu cau ching thuc, gdbm cac
gidy to sau day:

+ Du thao van ban tir cho1 nhan di san;
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+ Ban chinh hodc ban sao c6 ching thyc hoac ban sao dién tir dugc ching
thuc tir ban chinh ciia gidy chirng nhan quyén sé hiru, quyén sir dung hoic gidy to
thay the dugc phap luat quy dinh d6i v6i tai san ma phéap luat quy dinh phai dang
ky quyen s& hiru, quyén st dung trong truong hop van ban tur ch01 nhén di san lién
quan dén tai san do. Truong hop nop hd so truc tlep, ngudi yéu cau ching thuc co
thé ndp ban sao kém xuat trinh ban chinh dé dbi chiéu.

(5) Thoi han giai quyet°

Khong qua 02 (hai) ngay lam viéc, ké tir ngay nhan du hd so yéu cau chung
thuc hodc c6 thé kéo dai hon theo thoa thuan bang van ban v6i nguoi yéu cau chung
thuc. Truong hop keo dai thoi han giai quyét thi nguoi tlep nhan hd so phai c6 phiéu
hen ghi 13 thoi gian (gid, ngay) tra két qua cho ngudi yéu cau ching thyec.

(6) Pdi twong thue hién TTHC: C4 nhan, t6 chic.

(7) Co quan thye hién TTHC: Uy ban nhan déan cép xa.

(8) Két qua thwe hién TTHC: Vin ban tir chdi nhan di san duoc chimg
thue.

(9) Phi: 50.000 dong/van ban.

(10) Tén miu don, miu to khai: Khong.

(11) Yéu cau, diéu Kkién thuc hién TTHC: Khong

(12) Can ctx phap ly cua TTHC:

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

- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 cta Chinh Phu vé sira doi,
bo sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tr ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, dugc stra doi, bo sung boi Nghi dinh s6 07/2025/ND-CP;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché dé thu, ndp, quan 1y va str dung phi ching thuc;

(13) Thanh phan ho so can phai s6 héa: Khong cé
(14) Két qua giai quyét TTHC can phai s6 héa: Vin ban tir chéi nhan di
san duoc ching thuec.
(15) Quy trinh ngi bg, quy trinh dién ti ciia TTHC
1. Thoi gian thyc hién: Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du
ho6 so yéu cau chung thyc hodc co thé keo dai hon theo thoa thuan bang van ban
vo1 nguol yéu cau ching thyc. Truong hop kéo dai thot han giai quyét thi ngudi
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tiép nhan hod so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi
yéu cau chung thuc

2. Trinh tu thuc hién:
* Quy trinh dp dung tai UBND cdp xd noi c6 tham quyén gidi quyét: 16 gio

Budc Noi dung cong viéc Pon vi thuce hién Th0'1 glan
gial quyet
Tiép nbém, chuyén hd so cia ca Céng chirc
1 nhan, t0 chirc dén Phong chuyén <. 01 gio
mon thuoc UBND cép xa TTPVHCC cap xa
Giai quyét ho so .
. | [ Cong chtrc Phong
(Truong hop h6 so can bo sung | chyyén mén thude
) hoayc. khron:g a”uoa"leuAkz,en giai quyi.t, UBND cip 12 0id
phai c¢é van ban thong bao cu the, x3/Cong chire duoc g
thoi hafa thong bdo/)féu cc?u bfi Sung | giao giai quyét hd
thuwee hién theo quy dinh cua tirng thu so chimg thuc
tuc hanh chinh) '
o Lanh dao Phong
3 Ky tat ho so chuyén mon thudce 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi duoc
Ky duyét ho so uy quyén, phan 01 gio
cong thuc hién
ching thuc
4 Pong dau, vao s, chuyén cong chitc | Cong chirc nghiép 01 eid
TTPVHCC vu van thu 8
LA T S Cong chirc Gi10 hanh
5 Tra két qua cho ca nhan, t6 churc TTPVHCC chinh

* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vaio dia
gioi hanh chinh: 16 gio

Buéc Noi dung cong viéc Pon vi thue hién Th0’1 stafl
giai quyet
Tiep nhan, chuyén ho socua | 5\ poe TTPVHCC .
| ca nhan, t6 chirc dén cong (noi nhén hd so) 0,5 gio
chic TTPVHCC cap xa (noi '
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c6 tham quyén giai quyét)

’ ‘ Cong chic TTPVHCC
2 Ti€p nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)

Giai quyét ho so
(Trieong hop ho so can bé sung|  €ong chirc Phong

hodc khong dii diéu kién giai | chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap x'a/ Co'nvg 12 gioy
bdo cu ti‘zé; ﬂ}d’i han thong chu’cﬂdu’(gc g1ao ,glal
bao/yvéu cau bé sung thuc hién quyét ho so ching
theo quy dinh cuia timg thil tuc thue
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudce 01 gio
UBND cap xa
Chu tich UBND cap
, Ae 1A xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan cong thuc 01 gio
hién chirng thuc
Pong ddu, vao s, chuyén o . A
6 cong chttc TTPVHCC (noi c6 Cong ChEIC nghiép vu 0,5 gio
z A . X van thu
tham quyén gidi quyét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (no1 nhan ho so) (noi c6 tham quyén 0,5 gio

giai quyeét)

Tra két qua cho ca nhan, Cong chitc TTPVHCC |  Gigd hanh

to chirc (noi nhan hé so) chinh

_ 4. Thu tuc ching thye van ban phan chia di san ma di san la dong san,
quyén sir dung dat, nha é - 2.001406

(1) Trinh ty thyc hién:

+ Nguoi yéu cau chimg thuc xuét trinh mot trong cac gidy to sau: Can cudc
dién tir; ban chinh hodc ban sao ctia Thé can cudc cong dan hodc Thé can cudc
hodc Gidy chtmg nhan cin cudc hoac HO chiéu hoic gidy to xuat nhép canh hoac
gidy to ¢ gia tri di lai qudc té con gia tri st dung va ndp 01 bd hd so yéu ciu
chung thuec.
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+ Nguoi thuc hién chimg thuc (hodc ngudi tiép nhan ho so) kiém tra gidy to
trong hd so yéu cau chung thyc, néu day du, tai thoi diém chimg thuc cac bén tham
gia phan chia di san ty nguyén, minh man va nhan thire, lam chu duoc hanh vi cua
minh thi thyc hién ching thuc.

+ Cac bén tham gia phén chia di san phai ky truéc mat nguoi thuc hién chimg
thuc, néu vin ban phan chia di san co tur 02 (hai) trang tr¢ Ién thi phai ky vao timg
trang. Truong hop nguoi yéu cau chimg thuc ndp ho so tai Trung tim Phyc vu hanh
chinh cong cap xa thi cac bén tham gia phan chia di san phai ky trudc mat ngudi tiép
nhén hd so.

+ Trudng hop nguoi yéu ciu chimg thue khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen lgi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Truong hop nguoi yéu cau ching
thuc khong bd tri duogc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi
lam ching.

+ Nguoi thue hién ching thyc (hodc nguoi tiép nhan ho so) ghi 16i ching theo
mau quy dinh. Truong hop tlep nhan ho so tai Trung tdm Phyc vu hanh chinh cong
cap xa thi ngudi tiép nhan ho so ky vao tirng trang cua van ban phan chia di san va ky
vao duéi 101 chimg theo mau quy dinh.

Nguoi thyc hién chimg thyc ky vao tung trang cua van ban phéan chia di san
(néu hd so khéng duoc tlep nhan qua Trung tdm Phuc vu hanh chinh cong cap xa),
ky, ghi r ho tén, dong ddu ciia co quan thuc hién chimg thuc va ghi vao so ching
thuec.

Pbi v6i van ban phan chia di san c6 tir 02 (hai) trang trd 1én, thi ting trang
phai dugc danh sb thir tu, c6 chir ky ctia nguoi yéu cau ching thuc va nguoi thuc
hién ching thuc; sb luong trang va 10i ching duoc ghi tai trang cudi clia van ban
phan chia di san. Truong hop van ban phan chia di san c6 tir 02 (hai) to trd 1€n thi
phai dong dau giap lai.

+ Trong trudng hop ngudi yéu cau ching thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Ngudi phién dich phai 1a ngudi cd nang lyc hanh vi
dan sy ddy du theo quy dinh ctia phap luat, thong thao tiéng Viét va ngdn ngir ma
ngudi yéu cau chimg thuc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
mo1 hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chung thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac
ndi dung ciia vin ban phan chia di san, ndi dung 10i ching cho nguoi yéu cau
ching thuc va ky vao tung trang van ban phan chia di san véi tu cach la nguoi
phién dich.
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+ Nguoi thuc hién chung thuc khong yéu cau ngudi yéu cau ching thue ndp,
xudt trinh ban chinh hodc ban sao cac gidy to, tai liu da duoc tich hgp trén VNelD
khi ngudi yéu cau ching thyc da xuét trinh thong tin twong tng tir VNelD.

+ Truong hop nguoi yéu cau chtng thyc dé nghi va ngu:orl thye hién chimg
thuc ¢ thé khai thac thong tin, gidy to tir Co so dir liéu qubc gia vé dan cu hodc
cac co s¢ dir liGu khac theo quy dinh cua phap luat thi nguoi thue hién ching thyuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dit li¢u nay,
khong yéu cau ngudi yéu cau ching thuc xuat trinh ban chinh, ban sao tur 50 gbc
hodc ban sao c¢6 chimg thuc d6i voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thwec hién:

- Trung tAm Phuyc vu hanh chinh cong tinh Péng Thap, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh Bong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh BDong Thap;

- Trung tam Phuc vu hanh chinh cong cac xa, phuong;

- Thu tuc hanh chinh thuc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Tha tuc hanh chinh dugc thyc hién khong phu thudc vao dia gigi hanh
chinh;

- Thu tuc hanh chinh thyc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Cach thirc thye hién: Nop truc tiép hodc qua dich vu buu chinh hodc
truc tuyen trén moi truong dién tir. Viéc chung thuc cac giao dich lién quan dén
quyen ctia nguoi str dung dat duoc thue hién tai Uy ban nhéan déan cap x4 noi ¢o
dat viéc chimg thuc cac giao dich vé nha & dugc thuc hién tai Uy ban nhan dan
cip x4 noi ¢ nha.

(4) Thanh phan, s6 lwgng ho so:

~ Nguoi yéu cau chung thuc nép 01 bd hd so yéu cau ching thuc, gdm cac
gidy to sau day:
+ Du thao van ban phan chia di san;
+ Ban chinh hodc ban sao c¢6 ching thuc hodc ban sao dién tir dugce chimg
thue tir ban chinh cta gidy chimg nhan quyén so hitu, quyén sir dung hodc gidy to

thay the dugc phap luat quy dinh d6i v6i tai san ma phap luat quy dinh phai ding
ky quyén sé hitu, quyén st dung trong trudng hop van ban phan chia di san lién
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quan dén tai san do. Truong hop nop hd so truc tlep, ngudi yéu cau chung thue cé
thé ndp ban sao kém xuat trinh ban chinh dé ddi chiéu.
(5) Thoi han giai quyét:

Khoéng qua 02 (hai) ngay lam vi€c, ké tir ngdy nhan du ho so yéu cau chung
thuc hodc ¢ thé kéo dai hon theo thoa thuan bang vin ban véi nguoi yéu cau chung
thuc. Truong hop keo dai thoi han giai quyét thi nguoi tlep‘nhan ho so phai c6 phiéu
hen ghi r0 thot gian (gi0, ngay) tra két qua cho ngudi yéu cau chimg thuc.

(6) Pdi twong thwe hién TTHC: C4 nhan, t6 chic.

(7) Co quan thue hién TTHC: Uy ban nhan déan cap xa.

(8) Két qua thwe hién TTHC: Vin ban phan chia di san duoc chtng thuc.

(9) Phi: 50.000 dong/vin ban.

(10) Tén mau don, miu to khai: Khong.

(11) Yéu ciu, diéu kién thwc hién TTHC: Khéng

(12) Can cir phap ly cua TTHC:

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

- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ctia Chinh Phii vé sira doi,
bo sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tr ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, dugc stra doi, bo sung bai Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B9 truong B 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, chung thuc chir
ky va ching thuc hop dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh murc thu, ché d¢ thu, ndp, quan ly va str dung phi chiig thuc.

(13) Thanh phan ho so can phai s6 héa: Khong cé

(14) Két qua giai quyét TTHC can phai sé héa: Vin ban phan chia di san
dugc ching thuec.

(15) Quy trinh ngi bg, quy trinh dién ti cia TTHC

1. Thoi gian thyc hién: Khong qua 02 (hai) ngay lam viéc, ké tur ngay nhan du
hé so yéu cau ching thuc hodc co thé kéo dai hon theo thoa thuan bang van ban
vOi nguol yéu cau chimg thue. Truong hop kéo dai thot han giai quyet thi nguoi
tiép nhan hod so phai co phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho ngudi
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yéu cau chtng thuc
2. Trinh tu thuc hién:
* Quy trinh ap dung tai UBND cdp xd noi c6 tham quyén gidi quyét: 16 gio

Buéc Noi dung cong viéc Pon vi thye hién Th0'1 sta
giai quyet
Tiép npan, chuyén hd so cua ca Céng chirc
| nhan, t0 chirc dén Phong chuyén <. 01 gio
mon thuoec UBND cép xa TTPVHCC cap xa
Giai quyét ho so A
Cong chtrc Phong
(Truong hop ho so can bo sung | chuyén mon thuoc
) hodc khéong di diéu kién gidi quyet UBND cip 12 oid
phai cé van ban thong bao cu thé; x3/Cong chire duoc g
thoi ha? thong bao/yéu cc?u bé Sung | giao giai quyét hd
thue hién theo quy dinh cua tung thu so chimg thuc
tuc hanh chinh) '
o Lanh dao Phong
3 Ky tat ho so chuyén mén thude 01 gio
UBND cap xa
Chu tich UBND
‘ cap xa/Nguoi duoc
Ky duyét ho so uy quyén, phan 01 gio
cong thuc hién
ching thuc
4 Pong dau, vao so, chuyén cong chirc | Cong chirc nghiép 01 wid
TTPVHCC vu van thu 8
s AL, P S Cong chuc Gi0 hanh
5 Tra két qua cho ca nhan, t6 chire TTPVHCC chinh

* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vao dia
gioi hanh chinh: 16 gio

Buwéc Noi dung cong viéc Pon vi thuc hién Th0’1 stafl
gial quyet
Tiép nhan, chuyen hé so cia
1 ca nhan, t6 chuc den cong Cong chic TTPVHCC 0.5 oid
chtitc TTPVHCC cép x4 (noi (noi nhan ho so) ~ &
c6 tham quyén giai quyét)
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’ ‘ Cong chirc TTPVHCC
2 Tiép nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop hé so ‘cd‘n b6 sung Cén% Chﬁ’f Phc‘)nAg
hodc khong dii diéu kién giai | chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap x.a/ Co.rzg 12 gioy
bao cu t{zé,' tfzd’i han thong chu’cidu’(gc glao ,glal
bdo/véu cau bé sung thiee hién | quy€t ho so chung
theo quy dinh cua tirng thii tuc thuc
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cép
, Ar LA xa/Nguoi dugce uy .
5 Ky duyét ho so quyan, phan cong thuc 01 gio
hién churng thuc
Pong dAu, vao so, chuyén A , A
6 cong chirc TTPVHCC (noi c6 Cong ch}rc nghiép vu 0,5 gio
2 A o A van thu
tham quyén gidi quyeét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (noi nhan ho so) (noi c6 tham quyén 0,5 gio
giai quyeét)
g Tra két qua cho ca nhan, Cong chitc TTPVHCC |  Gid hanh
t6 chirc (noi nhan hd so) chinh

5. Thi tuc chirng thue viée sira doi, b6 sung, hity b6 giao dich - 2.000913
(1) Trinh ty thywe hién:

+ Nguoi yéu cau chimg thuc xuét trinh mot trong cac gidy to sau: Can cudc
dién tir; ban chinh hodc ban sao ctia Thé can cudc cong dan hodc Thé can cudc
hodc Gidy ching nhéan cin cudc hoac HO chiéu hodc gidy to xuat nhép canh hoac
gidy td co gia tri di lai qudc té con gia tri st dung va ndp 01 bd hd so yéu cau
chung thuc.

+ Viéc sira d6i, bd sung, huy bo giao dich d3 duoc ching thuc chi duoc
thuc hién khi c6 thdéa thuén bang van ban cta cac bén tham gia giao dich.
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+ Viéc sira doi, bd sung, huy bo giao dich dugc thuc hién tai co quan da
ching thuc giao dich. Truong hop sira d6i, bod sung, thay thé, hay bo mot phan
hozc toan bo di chuc thi ¢6 thé ching thuc tai bat ky co quan c¢6 tham quyén ching
thuc nao; co quan da thuc hién vi¢c stra ddi, bd sung, thay thé, huy bo mdt phan
hodc toan bd di chuc phai thong bio bing vin ban cho co quan di ching thuc
trudc day vé noi dung stra doi, bo sung, thay thé, huy bé mot phﬁn hoac toan bd di
chuc dé ghi cha vao sb chtng thue giao dich.

+ Nguoi thuc hién chimg thuc (hodc nguoi tiép nhan ho so) kiém tra gidy to
trong ho so yéu cau ching thuc, neu day du, tai thoi diém chtng thuc cac bén tham
gia giao dich tu nguyén, minh man va nhan thirc, lam chu dugc hanh vi cia minh
thi thuc hi¢n chung thuec.

+ Céac bén tham gia giao dich phai ky trudc mat nguoi thuc hién chung thyc,
néu giao dich c6 tur 02 (hai) trang tr¢ 1€n thi phai ky vao timg trang. Truong hgp
ngudi yéu cau chimg thuc ndp ho so tai Trung tim Phuc vy hanh chinh cong cap
xa thi cac bén tham gia giao dich phai ky trudc mat nguoi tlep nhan ho so. Trudng
hop ngudi c6 thim quyén giao két hop ddng cua cac to chirc tin dung, doanh
nghiép da dang ky chir ky mau tai co quan thyc hién chimg thyc thi co thé ky trudc
vao hop dong; nguoi thuc hién ching thyc (hodc nguoi tiép nhan ho so) phai ddi
chiéu chir ky cua ho trong hop ddng voi chir ky mau trude khi thyc hién chimg
thuc, néu nghi ngo chir ky trong hop dong khac véi chir ky mau thi yéu ciu ngudi
do ky trudc mat.

+ Trudng hop nguoi yéu ciu chimg thue khong ky dugc thi phai diém chi;
néu ngudi d6 khong doc duoc, khong nghe duoc, khong ky, khong diém chi duoc
thi phai c6 02 (hai) nguoi lam ching. Nguoi lam ching phai ¢6 du nang luc hanh
vi dan sy va khong co quyen lgi ich hodc nghia vu lién quan dén giao dich. Nguoi
lam chimg do nguoi yéu cau chimg thyuc b tri. Truong hop nguoi yéu cau ching
thuc khong bd tri duogc thi dé nghi co quan thuc hién chung thuc chi dinh nguoi
lam ching.

+ Nguoi thyc hién chl'rng thue (hodc nguoi tiép nhan hd so) ghi 101 chimg
tuong Umg voi tung loai giao dich theo mau quy dinh. Truong hop tlep nhan ho so
tai Trung tAm Phuc vu hanh chinh cong cip xa thi nguoi tiép nhan ho so ky vao
tung trang cua giao dich va ky vao dudi 161 ching theo mau quy dinh.

Nguoi thyc hién chimg thyc ky vao tung trang cua giao dich (néu ho so
khong duoc ti€p nhan qua Trung tdm Phuc vy hanh chinh cong cap xa), ky, ghi 1o
ho tén, dong dau cua co quan thuc hién chirng thuc va ghi vao s6 chung thuc.

Pbi véi giao dich co tir 02 (hai) trang tr¢ 1€n, thi timg trang phai dugc danh

so thur tu, co chir ky cua nguoi yéu cau ching thue va ngu:cn thuc hién chung thuc;
sO luong trang va 10i chimg duogc ghi tai trang cubi cua giao dich. Trudng hop giao
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dich ¢6 tir 02 (hai) to trd 1én thi phai dong dau giap lai.

+ Trong truong hop ngudi yéu cau chimg thuc khong thong thao tiéng Viét
thi phai c6 nguoi phién dich. Nguoi phién dich phai la nguoi 6 nang lyc hanh vi
dan sy day du theo quy dinh cua phap ludt, thong thao tiéng Viét va ‘ngdn ngir ma
ngudi yéu cau chimg thuc sir dung. Nguoi phién dich do nguoi yéu cau chimg thuc
moi1 hodc do co quan thuc hién ching thuc chi dinh. Thu lao phién dich do ngudi
yéu cau chung thuc tra. Ngudi phién dich c6 trach nhiém dich dy du, chinh xac
ndi dung cia giao dich, ndi dung 15i ching cho ngudi yéu cau ching thuc va ky
vao tung trang giao dich véi tu cach 1a nguoi phién dich.

+ Ngudi yéu cau chung thue nhan két qua tai noi ndp ho so.

+ Nguoi thuc hién chimg thuc khong yéu cau ngudi yéu cau chimg thuc ndp,
xuét trinh ban chinh hodc ban sao céac giéy to, tai liéu da duoc tich hop trén VNelD
khi ngudi yéu cau ching thyc da xuét trinh thong tin twong tng tir VNelD.

+ Trudong hop ngudi yéu cau ching thuc dé nghi va nguoi thuc hién ching
thuc ¢ thé khai thac thong tin, gidy to tir Co so dir liéu qubc gia vé dan cu hodc
cac co so dir liéu khac theo quy dinh cta phap luat thi nguoi thyc hién ching thyuc
c6 trach nhiém thue hién viéc khai thac thong tin, gidy to tir cac co so dir liéu nay,

khong yéu cau nguoi yéu cau ching thuc xuét trinh ban chinh, ban sao tur sO goc
hodc ban sao c6 chimg thuc dbi voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thue hién:
- Trung tdm Phyc vu hanh chinh cong tinh Pong Thép, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BPong Thap;

+Cos02: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh Bong Thap;

- Trung tam Phuc vu hanh chinh c6ng cac xa, phuong;

- Thi tuc hanh chinh thuc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Thu tuc hanh chinh dugc thuc hién khong phu thudc vao dia gigi hanh
chinh;

- Thu tuc hanh chinh thuc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

N E)) Cach thire thyc hién: Nop truc tiép hodc qua dich vu buu chinh hodc truc

tuyén trén moi truong dién tir.

(4) Thanh phin, s6 lwgng ho so:
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Nguoi yeu cau chtng thuc ndp 01 (mot) bd hd so yéu cau ching thuc, gdm
cac gidy to sau day:

+ Giao dich da dugc ching thuc;

+ Du thao giao dich stra d6i, b6 sung, hity bo giao dich dd dugc chimg thuc.

Trong truong hop ndi dung sira d6i, bo sung, hiy bo giao dich c6 lién quan
dén tai san phai ding ky quyén s¢ hitu, quyen s dung thi nguoi yéu cau ching
thuc phai ndp ban sao gidy to' chimg minh quyén s¢ hiru, quyén su dung hodc gidy
to thay thé dugc phap luat quy dinh va xuat trinh ban chinh dé doi chi€u; tru
truong hop nguoi 1ap di chic dang bi céi chét de doa dén tinh mang.

(5) Thoi hgn gidi quyét Thoi han thyc hién yéu cau chung thuc 1a ngay
trong ngay co quan, t6 chtrc tiép nhan yéu cau hoic ‘trong ngay lam viéc t1ep 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 c6 phiéu hen ghi rd thoi gian (gio, ngay) tra két
qua cho nguoi yéu cau chimg thuc.

(6) Pdi twong thwe hién TTHC: C4 nhan, t6 chiic

(7) Co quan thue hién TTHC: Uy ban nhan déan cép xa.

(8) Két qua thuc hién TTHC: Giao dich duoc chimg thuc

(9) Phi: 30.000 dong/giao dich.

(10) Tén miu don, miu to khai: Khong

(11) Yéu ciu, diéu kién thwe hién TTHC:

Viéc sira doi, bd sung, huy bo giao dich da dugc chung thuc chi dugc thuc
hién khi co6 thoa thuan bang van ban cua cac bén tham gia giao dich.

(12) Can cir phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban
sao tr ban chinh, ching thyc chir ky va chiig thuc hop dong, giao dich;

- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ctia Chinh Phii vé sira doi,
bo sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tr ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, dugc stra doi, bo sung bai Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi ti€t 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, chung thuc chir
ky va ching thuc hgp dong, giao dich;

- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
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chinh quy dinh murc thu, ché do thu, ndp, quan ly va st dung phi ching thuc;

(13) Thanh phén hd so cin phai sé héa: Khong co

(14) Két qua giai quyét TTHC can phai s6 héa: Giao dich dugc chimng
thue.

(15) Quy trinh ngi by, quy trinh dién ti cia TTHC

1. Thoi gian thyc hién: Thoi han thyc hién yéu céu chung thuc phai dugc
bao dam ngay trong ngay co quan, t6 churc tiép nhan yéu cau hodc trong ngay lam
viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong 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,
ngay) tra két qua cho nguoi yéu cau chimg thuc.

2. Trinh tu thuc hién:
* Quy trinh dp dung tai UBND cdp xd noi ¢é tham quyén gidi quyét: 08 gid

Buwéc Noi dung cong viéc Pon vi thue hién Th0’1 staf
gial quyet
Tiép nhén, chuyén hé so ciia ca Cong chirc .
| nhan, t6 chirc dén Phong chuyén <. 01 gio
mon thudéc UBND cép x4 TTPVHCC cap xa
Giai quyét ho so
Cong chtrc Phong
, (T nliz'ng hgp 20 sol; can bo sung | chuyén mon thuoc
odc khéng du diéu kién giai quyeét, A
2 phdai co vfn ban thong bgo 03 t;z}e 5 [AJBND -op 04 gio
o ; ETs PeC 1 xd/Cong chirc dugc
thoi hqla thong bao/)feu cdu b9 Sung | giao giai quyét hd
thue hién theo quy dinh cua tung thu so chimg thuc
tuc hanh chinh)
Lanh dao Phong
3 Ky tit ho so chuyén mon thude 01 gio
UBND cép x4
Chu tich UBND
cap xa/Nguoi duoc
Ky duyét ho so iy quyén, phan 01 gio
cong thuc hién
ching thuc
4 DPong diu, vao s, chuyén cong chirc | Cong chirc nghiép 01 eid
TTPVHCC vu vin thu g
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Cong chuc G106 hanh

5 Tra két qua cho ca nhan, t6 chirc TTPVHCC chinh

* Quy trinh dp dung trong truong hop nhdn ho so khéng phu thudc vdao dia
gioi hanh chinh: 08 gio

Budc NOi dung cong viéc Pon vi thue hién Thm st
gial quyet
Tiép nhan, 5:huyén hﬁ) SO cua
1 ca nhan, t6 chirc dén cong | Cong chirc TTPVHCC 0.5 id
chire TTPVHCC cép xd (noi (noi nhan hd so) ~ 8
c6 tham quyén gidi quy¢ét)
’ ‘ Cong chic TTPVHCC
2 Ti€p nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop hé so ‘cd‘n b6 sung Cén% Chﬁf Ph(‘)nAg
hodc khong dii diéu kién giai | ~chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap X?/ Co'r{g 04 gid
béo cu thé; thoi han thong | chuc duge giao gidi
bao/yvéu cau bé sung thuc hién quyét ho so ching
theo quy dinh cua ting thii tuc thue
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cap
, Ae 1A xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan cong thuc 01 gio
hién chirng thuc
Dong dAu, vao so, chuyén A , A
6 cong chitc TTPVHCC (noi c6 Cong ChEIC nghiép vu 0,5 gio
2 A i X van thu
tham quyén gidi quyeét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (noi nhan ho so) (noi c6 thdm quyén 0,5 gio
giai quyeét)
8 Tra két qua cho c4 nhan, Cong chirc TTPVHCC | Gio hanh
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chinh

t6 chirc (noi nhan ho so)

6. Thii tuc sira 16i sai sét trong giao dich - 2.000927
(1) Trinh ty thyuc hién:

+ Ngudi yéu cau chimg thyuc xuat trinh mot trong cac gidy to sau: Can cudc
dién tu; ban chinh hodc ban sao cua The can cude cong dan hodc The can cudce
hodc Gidy chu‘ng nhén can cudc hoac HO chiéu hodc gidy to xudt nhép canh hodc
gidy to c6 gia tri di lai qudc té con gia tri sir dung va ndp 01 bd hod so yéu cau
ching thuec.

+ Viéc stra 16i sai sot trong khi ghi chép, danh may, in giao dich di dugc
chung thuc dugc thuc hién theo thdéa thuan béng van ban cua cac bén tham gia giao
dich, néu khong lam anh hudéng dén quyén, nghia vu cua cac bén va dugc thuc hién
tai co quan da chung thuc giao dich.

+ Nguoi thuc hién chimg thuc gach chan 16i sai sét can sira, dong diu cta co
quan thuc hi¢n ching thuc va ghi vao bén 1é cta giao dich nd1 dung da stra, ho tén,
chir ky cua nguoi stra, ngay thang ndm stra.

+ Nguoi thuc hién chimg thuc khong yéu cau ngudi yéu cau ching thuc ndp,
xudt trinh ban chinh hodc ban sao cac giéy to, tai liéu da duoc tich hop trén VNelD
khi nguoi yéu cu chimg thuc di xuét trinh thong tin trong tng tir VNelD.

+ Trudong hop ngudi yéu cau ching thuc dé nghi va nguoi thuc hién ching
thuc ¢ thé khai thac thong tin, gidy to tir Co so dir liéu qubc gia vé dan cu hodc
cac co so dir liéu khac theo quy dinh cua phap luat thi nguoi thue hién ching thyuc
c6 trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dir li¢u nay,

khong yéu cau ngudi yéu cau ching thuc xuat trinh ban chinh, ban sao tur sO gbc
hodc ban sao c¢6 chimg thuc dbi voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thue hién:
- Trung tAm Phuc vu hanh chinh cong tinh Pong Thap, gom:

+ Co so 1: Quﬁy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh Bong Thap;

+Coso 2 Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
Lanh, tinh Bong Thap;

- Trung tam Phuc vu hanh chinh c6ng cac xa, phuong;

- Thi tuc hanh chinh thuc hién tiép nhan va tra két qua qua dich vu buu
chinh cong ich;

- Thu tuc hanh chinh dugc thuc hién khong phu thudc vao dia giéi hanh
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chinh;
- Thu tuc hanh chinh thuc hién qua dich vu cong truc tuyén toan trinh
(dichvucong.gov.vn).

(3) Cach thirc thye hién: Nop truc tiép hodc qua dich vu buu chinh hodc
tryc tuyén trén méi truong dién tir, két qua duoc tra truc tiép hodc qua dich vu buu
chinh cong ich.

(4) Thanh phan, s6 lwong hd so:

Nguoi yéu cau chtng thuc ndp 01 (mot) bd hd so yéu cau ching thue, gdm
cac giay to sau day:

+ Vin ban thoa thuan vé viéc sira 16i sai sot trong giao dich da dugc chimg
thue.

+ Giao dich da dugc chig thyec.

(5) Thoi han gidi quyet Thoi han thuc hién yéu cau chung thuc 1a ngay
trong ngay co quan, t6 chirc tiép nhan yéu cau hoic ‘trong ngay lam viéc tiép theo,
néu tiép nhan yeu cau sau 15 gio. Truong ‘hop tra két qua trong ngay lam viéc tlep
theo thi ngudi tiép nhén ho so phai c¢6 phiéu hen ghi 1 thoi gian (gio, ngay) tra két
qua cho ngudi yéu cau ching thuc.

(6) Pdi twong thwe hién TTHC: C4 nhan, t6 chic.

(7) Co quan thue hién TTHC: Uy ban nhan déan cap xa.

(8) Két qua thwe hién TTHC: Giao dich duoc stra 13i sai sot.

(9) Phi: 25.000 dong/hop dong, giao dich.

(10) Tén miu don, miu to khai: Khong.

(11) Yéu cau, diéu kién thue hién TTHC: Khong

(12) Can cir phap ly cua TTHC:

- Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cta Chinh phu vé cap ban
sao tr ban chinh, ching thuc chir ky va chiig thuc hop dong, giao dich;

- Nghi dinh s6 280/2025/ND-CP ngay 27/10/2025 ctia Chinh Phi vé sira doi,
b6 sung mot s6 diéu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tr ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, dugc stra doi, bo sung boi Nghi dinh s6 07/2025/ND-CP;

- Thong tu s6 01/2020/TT-BTP ngay 03/3/2020 cua B truong B Tu phap
quy dinh chi ti€t 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, chung thuc chir
ky va ching thuc hop dong, giao dich;
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- Thong tu sb 226/2016/TT-BTC ngay 11/11/2016 cua B truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.
(13) Thanh phan ho so cin phai s6 héa: Khong co
(14) Két qua giai quyét TTHC can phai sé hoéa: Giao dich duoc sta 15i sai
sot.
(15) Quy trinh ngi bg, quy trinh dién ti cia TTHC
1. Thot gian thyc hién: Thoi han thyc hién yéu cau ching thuc phai duoc
bao dam ngay trong ngay co quan, t6 chure tiép nhan yéu cau hodc trong ngay lam
viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay

lam viéc tlep theo thi nguoi tiép nhan hé so phai c6 phiéu hen ghi 1 thoi gian (gid,
ngay) tra két qua cho nguoi yéu cau chimg thuc.

2. Trinh ty thyc hién: 08 gio
* Quy trinh ap dung tai UBND cdp xd noi ¢é tham quyén gidi quyét: 08 gioy

Buéc Noi dung cong viéc Pon vi thue hién Th0’1 s1af
gial quyet
Tiép nhén, chuyen hé so ciia ca Cong chirc .
1 nhan, t6 chirc dén Phong chuyén <. 01 gio
mon thuéc UBND cap xa TTPVHCC cap xa
Giai quyét ho so
Cong chtrc Phong
. (T) nliz'ng hgp 20 sol;T can bo sung | chuyén mon thuoc
odc khéng di diéu kién giai quyeét, A
2 phai co vfn ban thong bggzo 03 t;l;e 5 [AJBND -op 04 gio
o ; ETs PeC 1 xa/Cong chirc dugc
thoi hgla thong bao/)feu cdu b? Sung | giao giai quyét hd
thue hién theo quy dinh cua tung thu so chimg thuc
tuc hanh chinh)
Lanh dao Phong
3 Ky tit ho so chuyén mén thudc 01 gio
UBND cép xa
Chu tich UBND
cap xa/Nguoi duoc
Ky duyét ho so iy quyén, phan 01 gio
cong thuc hién
chirng thuc
4 DPong dau, vao s, chuyén coéng chirc | Cong chirc nghiép 01 eis
TTPVHCC vu van thu g
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Cong chuc G106 hanh

5 Tra két qua cho ca nhan, t6 chirc TTPVHCC chinh

* Quy trinh dp dung trong truong hop nhdn ho so khéng phu thudc vdao dia
gioi hanh chinh: 08 gio

Budc NOi dung cong viéc Pon vi thue hién Thm st
gial quyet
Tiép nhan, 5:huyén hﬁ) SO cua
1 ca nhan, t6 chirc dén cong | Cong chirc TTPVHCC 0.5 id
chire TTPVHCC cép xd (noi (noi nhan hd so) ~ 8
c6 tham quyén gidi quy¢ét)
’ ‘ Cong chic TTPVHCC
2 Ti€p nhan ho so cap xa (noi c6 tham 0,5 gio
quyén gidi quyét)
Giai quyét ho so
(Truong hop hé so ‘cd‘n b6 sung Cén% Chﬁf Ph(‘)nAg
hodc khong dii diéu kién giai | ~chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap X?/ Co'r{g 04 gid
béo cu thé; thoi han thong | chuc duge giao gidi
bao/yvéu cau bé sung thuc hién quyét ho so ching
theo quy dinh cua ting thii tuc thue
hanh chinh)
o Lanh dao Phong
4 Ky tat ho so chuyén mén thudc 01 gio
UBND cap xa
Chu tich UBND cap
, Ae 1A xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan cong thuc 01 gio
hién chirng thuc
Dong dAu, vao so, chuyén A , A
6 cong chitc TTPVHCC (noi c6 Cong ChEIC nghiép vu 0,5 gio
2 A i X van thu
tham quyén gidi quyeét)
Chuyén cong chic TTPVHC | Cong chire TTPVHCC
7 (noi nhan ho so) (noi c6 thdm quyén 0,5 gio
giai quyeét)
8 Tra két qua cho c4 nhan, Cong chirc TTPVHCC | Gio hanh
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chinh

t6 chirc (noi nhan ho so)

7. Thit tuc cap ban sao c6 chirng thue tir ban chinh giao dich di dwoc
chirng thuc - 2.000942

(1) Trinh ty thuc hién:

+ Nguoi yéu cau cip ban sao c6 chimg thyc tir ban chinh giao dich phai xuét
trinh cac giay to theo quy dinh.

+ Nguoi thuc hién chimg thuc kiém tra gidy to do nguoi yéu cu cap ban sao
c6 chung thuc tir ban chinh giao dich xuat trinh.

+ Viéc cdp ban sao c6 chimg thyuc tir ban chinh giao dich di duoc chimg
thuc dugc thuc hién tai co quan luu trir giao dich.

+ Co quan thuc hién chimg thuc tién hanh chyp tir ban chinh giao dich dang
dugc luu trir va thuc hién chung thuc nhu sau:

* Ghi day du 10i chiung theo mau quy dinh;

* Ky, ghi 16 ho tén, dong diu cua co quan, td chuc thuc hién ching thuc va
ghi vao s6 chirng thuc.

Pbi v6i ban sao c6 tir 02 (hai) trang tré 1én thi ghi 10i ching vao trang cudi,
néu ban sao co tir 02 (hai) to tr¢ 1én thi phai dong dau giap lai.

Méi ban sao dugc chirng thuc tir mot ban chinh giéy t, van ban hodc nhiéu
ban sao dugc chung thuc tir mgt ban chinh giay to, van ban trong cung mdt thoi
diém duoc ghi mot s6 ching thuec.

+ Nguoi thuc hién chung thuc khong yéu cau ngudi yéu cau ching thue ndp,
Xuat trinh ban chinh hodc ban sao cac gidy to, tai liéu da duoc tich hgp trén VNelD
khi ngudi yéu cau ching thyc da xuét trinh thong tin twong tng tir VNelD.

+ Truong hop nguoi yéu cau chtng thyc dé nghi va ngu:cn thye hién chimg
thuc c6 thé khai thac thong tin, gidy to tir Co sé dit liéu qubc gia vé dan cu hodc
cac co so dir liéu khac theo quy dinh cua phap luat thi nguoi thue hién ching thuc
co trach nhiém thuc hién viéc khai thac thong tin, gidy to tir cac co so dit li¢u nay,
khong yéu cau ngudi yéu cau chung thuc xuat trinh ban chinh, ban sao tur 50 gbc
hodic ban sao cé chimg thuc ddi voi cac thong tin, gidy to da duoc khai thac.

(2) Pia diém thwec hién:

- Trung tdm Phyc vu hanh chinh c6ng tinh Dong Thép, gém:

+ Co so 1: Quéy 16 - 0273.3993892 tai dia chi: 377, Hung Vuong, phuong
Dao Thanh, tinh BDong Thap;

+ Co s6 2: Quay 6 - 0277.3898951 tai dia chi: 85, Nguyén Hué, phuong Cao
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Lanh, tinh Pong Thép;

- Trung tdm Phuc vu hanh chinh cong cac xa, phuong;

- Thu tuc hanh chinh khong thuc hién tiép nhéan va tra két qua qua dich vu
buu chinh cong ich;

- Tha tuc hanh chinh dugc thuc hién khong phu thudc vao dia gioi hanh
chinh;

- Thu tuc hanh chinh thyc hién qua dich vu cong truc tuyén mot phﬁn
(dichvucong.gov.vn).

(3) Cach thire thue hién: Nop ho so tryc tiép tai Uy ban nhan dan cap xa.

(4) Thanh phan, sé lwgng hd so: Ngudi yéu ciu ching thuc xuit trinh mot
trong cac gidy to sau: Can cude di¢n tur; ban chinh hodc ban sao cua The can cudce
cong dan hodc Thé can cudc hoac Gidy ching nhan can cudc hodc HO chiéu hoac
gidy to xuat nhap canh hodc gidy to c6 gia tri di lai qudc t€ con gia tri st dung.

(5)Thoi han giai quyet Thoi han thyc hién yéu cau chung thuc 1a ngay
trong ngay co quan, t6 chirc tiép nhan yéu cau hodc trong ngay lam viéc tiép theo
néu tiép nhan yéu cau sau 15 gio. Trudng hop tra két qua trong ngay lam viéc tiép

theo hodc phai kéo dai thoi gian theo thoa thuan thi nguoi tiép nhan hé so phai co
phiéu hen ghi rd thoi gian (gid, ngay) tra két qua cho nguoi yéu cau chimg thuc.

(6) Pdi twong thwe hién TTHC: C4 nhan, t6 chic.

(7) Co quan thuc hién TTHC: Uy ban nhan dan cp x4 luu trit giao dich.

(8) Két qua thwe hién TTHC: Ban sao giao dich dugc chung thuc.

(9) Phi: 2.000 déng/trang; tur trang thtr 3 tro 1€n thu 1.000 ddng/trang, toi da
thu khong qua 200.000 dong/ban. Trang 1a can cur d€ thu phi duoc tinh theo trang
cua ban chinh.

(10) Tén miu don, mau to khai: Khong.

(11) Yéu cau, diéu kién thuc hién TTHC: Khéng

(12) Can ctr phap ly cua TTHC:

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

- Nghi dinh 50 280/2025/ND-CP ngay 27/10/2025 ciia Chinh Phii vé sira doi,
bd sung mot s6 dieu cua Nghi dinh s6 23/2015/ND-CP vé cap ban sao tir s6 goc,
ching thue ban sao tir ban chinh, chimg thyc chir ky va ching thue hop dong, giao
dich, duogc stra doi, bo sung boi Nghi dinh s6 07/2025/ND-CP;

- Théng tu s6 01/2020/TT-BTP ngay 03/3/2020 cia Bo truong B Tu phap
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quy dinh chi tiét va huéng dan thi hanh mét s6 diéu cia Nghj dinh s6 23/2015/ND-
CP ngay 16/02/2015 cua Chinh phu vé cap ban sao tir ban chinh, chung thuc chir
ky va ching thuc hop dong, giao dich;
- Thong tu sd 226/2016/TT-BTC ngay 11/11/2016 cua Bo truong Bo Tai
chinh quy dinh muc thu, ché d6 thu, ndp, quan 1y va str dung phi chiing thuec.
(13) Thanh phén ho so cin phai sé héa: Khong co
(14) Két qua giai quyét TTHC can phai s6 héa: Khong c6
(15) Quy trinh ngi bg, quy trinh dié¢n ti cia TTHC
1. Thot gian thye hién: Thoi han thyc hién yéu cau ching thuc phai duogc
bao dam ngay trong ngay co quan, t6 chirc tiép nhan yéu cau hoic trong ngay lam
viée tiép theo, néu tiép nhan yéu cau sau 15 gio. Truong hop tra két qua trong ngay

lam viéc tlep theo thi nguoi tiép nhan ho so phai ¢ phiéu hen ghi 1 thoi gian (gio,
ngay) tra két qua cho nguoi yéu cau chimg thuc.

2. Trinh tu thuc hién:
* Quy trinh ap dung tai UBND cdp xd noi ¢é tham quyén gidi quyét: 08 gio

Thoi gian

Budc NOi dung cong viéc Don vi thue hién . £
: j ot * gial quyet

Tiép nhan, chuyén ho so cua ca Céng chic
1 nhan, t6 chuc dén Phong chuyén 01 gio

mon thuoec UBND cép xa TTPVHCC cap xa
Giai quyét ho so
Cong chtrc Phong
(Truong hop hé so can bo sung | chuyén mon thuoc
hodic khéong di diéu kién gidi quyet UBND cip ' N
2 phai cé van ban thong bao cu thé; x3/Cong chire dugc 04 gio
thoi han thong bao/yéu cau bé sung giao gidi quyét ho
thue hién theo quy dinh cua tung thu so chimg thuc
tuc hanh chinh) '
Lanh dao Phong
3 Ky tit hd so chuyén mon thude 01 gio
UBND cap x4
Chu tich UBND
cap xa/Nguoi duoc
Ky duyét ho so iy quyén, phan 01 gio

cong thuc hién
ching thuc
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4 Pong dau, vio s, chuyén cong chirc | Cong chiic nghiép 01 wid
TTPVHCC vu vén thu g
s 1A T S Cong chirc G106 hanh
5 Tra két qua cho ca nhan, t6 chirc TTPVHCC chinh

* Quy trinh dp dung trong trieong hop nhdn hé so khéng phu thuéc vao dia
gioi hanh chinh: 08 gio

Buéc Noi dung cong viéc Pon vi thuc hién Th0°1 stail
gial quyet
Tiép nhan, 9huyén hé) SO cua
ca nhan, t6 chirc dén cong Cong chuc TTPVHCC "
| X : : A 0,5 gio
chire TTPVHCC cép xa (noi (no1 nhan ho so) ’
c6 tham quyén gidi quyét)
, ‘ Cong chic TTPVHCC
2 Ti€p nhan ho so cap xd (noi co tham 0,5 gio
quyén giai quyét)
Giai quyét ho so
(Truong hop ho so ‘cc”in bé sung C()ngA Ch"l’f Ph(‘)nAg
hodc khong dii diéu kién giai | ~chuyén mon thuge
3 quyét, phai c6 van ban thong UB,ND cap X.a/ Co.nog 04 gid
bao cu tﬁé; tfz&i han thong chu’cAdu’cgc glao ,glal
bao/yéu cau bo sung thuc hién quy¢t ho so ching
theo quy dinh cuia tirng thii tuc thyc
hanh chinh)
Lanh dao Phong
4 Ky tat ho so chuyén moén thudce 01 gio
UBND cap xa
Chu tich UBND cép
, Ae 1A xa/Nguoi dugce uy .
5 Ky duyét ho so quyén, phan céng thc 01 gio
hién chirng thuc
Pong dau, vao s, chuyén . . A
6 | cong chitc TTPVHCC (noi c6 | COn& chuenghiepvu | o0
2 A e £ van thu
tham quyén giai quy¢t)
Chuyén cong chitc TTPVHC | Céng chic TTPVHCC Ly
7 Y R A 0,5 gio
(noi1 nhan ho so) (noi c6 tham quyén
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giai quyét)

Tra két qua cho cé nhan,

to chirc

Cong chuc TTPVHCC

(noi nhan hd so)

G106 hanh
chinh
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