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UBND XA QUY TRINH
DINH XA Chirng thuec di chic

SUA POI TAI LIEU

~ . .| Trang/Phan Lan ban X
Yéu cau sira i Az A AR S A Ngay ban
Reo 0 R lién quan M6 ta ndi dung sira doi hanh / Lan 3
doi/ bo sung A o . : X, hanh
Viéc stra doi swra doi
1.MUC PiCcH

Quy dinh trinh tu va cach thirc thyc hién tha tuc chimg thuc di chdc.

2.PHAM VI

- Ap dung d6i véi céc to chirc, ca nhan muén thuc hién hoat dong thimg thue di chic.
- Ap dung d6i véi can b, cong chirc thuoc UBND

3.TAI LIEU VIEN DAN

- Tiéu chuan qubc gia TCVN 1SO 9001:2015

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

- Thong tu s6 20/2015/TT-BTP ngay 29/12/20;[5 cua Bo Tu phap quy dinh chi tiét va
huéng dan thi hanh mét so di€u cua Nghi dinh s6 23/2015/ND-CP ngay 16/02/2015 cua
Chinh phu vé cap ban sao tir ban chinh, chimg thuc chir ky va ching thuc hop dong, giao
dich;

- Thong tu s6 226/TT-BTC ngay 11/11/2016 caa Bo Tai chinh quy dinh muc thu, ché
d6 thu, ndp, quan ly va st dung phi chirng thuc

- Quyét dinh s6 431/QD-UBND ngay 10/3/2021 caa UBND tinh Ha Nam V2 viéc cong

bd danh muc tha tuc hanh chinh ban hanh méi, duoc stra d6i, bd sung va bi bai bo thudc pham vi
chuc nang quan ly ciia nganh Tu phap tinh HaNam.

4. PINH NGHIA/ VIET TAT

- UBND: Uy ban nhan dan

- CCCM: Cong chtrc chuyén mon

- BP TN&TKQ: Bo phan tiép nhan va tra két qua
- TP: Tu phap

- MCDT: Mot ctra dién tir

5.NOI DUNG QUY TRINH
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5.1 | Piéu kién thye hién Thii tuc hanh chinh
Khéng

5.2 | Thanh phin hd so Ban | Bin

chinh | sao

Dy thao di chlc X
Ban sao gidy chimg minh nhan dan hodc ho chiéu con gia tri sar| X X
dung cua nguodi yéu cau ching thuc (xuét trinh kem theo ban
chinh de doi chicu)
Ban sao gidy ching nhan quyén so hitu, quyén str dung hodc ban | X X
sao gidy to thay thé duoc phéap luat quy dinh d6i VOI tai san ma
phap luat quy dinh phai dang ky quyén s¢ hiru, quyén sir dung
trong trudng hop hop dong, giao dich lién quan’den tal san do; trur
truong hop nguoi lap di chuc dang bi cai chét de doa dén tinh
mang (xuat trinh kém theo ban chinh dé doi chicu)

5.3 | S6 lwgng hd so
01 bo

5.4 | Thoi gian xir ly
Thoi han thyc hién yéu cau chung thuc phai duge bao dam trong 2 ngay tlep nhan
phai co phiéu hen ghi 16 thoi gian (gio, ngay) tra két qua cho ngudi yéu cau chimg
thuec.

5.5 | Noi tiép nhan va tra két qua
Bo phan tiép nhan va tra két qua - UBND

5.6 | Léphi
50.000 dong/di chic

5.7 | Quy trinh xi ly cong viéc

TT Trinh ty Trach Thoi Bicu méu/
nhi¢m gian Két qua
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Bl

Tiép nhan ho so:

Nguoi yéu cau chimg thuc ndp 01 bo hd
so yéu cau chimg thuc tai BP TN&TKQ
ciaa UBND xa.

CCCM c¢6 trach nhiém kiém tra ngay
toan bo ho so, déi chiéu thong tin va tinh
hop 18 cua gidy to trong hd so do ngudi
yéu cau nop:

+ Trudng hop hd so chua day du, chua
hop 1& thi huéng dan bo sung, hoan chinh
bang van ban;

+ Truong hop hd so day di, hop 1& thi
tiép nhan ho so va lap phiéu kiém soat
qua trinh giai quyet hd so, giay tiép nhan
hd so va hen tra két qua (ddi véi ho so
giai quyét nhiéu hon 01 ngiy) va cip
nhat théng tin, ditr litu vao Hé thong
thong tin MCDT va S6 theo ddi ho so;

+ Ho so sau khi d4 duoc huéng dan ma
khong duoc bd sung ddy du, hoan thién
thi CCCM tir chi bang phiéu tir chdi tiép
nhan giai quyét ho so, trong do ghi rd Iy
do tir chdi, ky, ghi 1@ ho tén cia nguoi
tiép nhan.

T6 chire/

Cong dan,

CCCM

1/2 ngay

Theo 5.2
Biéu mau
theo QT.VP
02

B2

Giai quyét hd so:

CCCM thyc hién chimg thyc kiém tra
glay to trong hd so yéu cau chimg thuc,
néu day du, tai thoi diém chung thye
nguoi 1ap di chic ty nguyén, minh man
va nhan thac, 1am cha dugc hanh vi caa
minh thi thyc hién chimg thuc.

- Nguoi 1ap di chic phai ky trude mat
nguoi thuc hién ching thuc.

- Trudng hop nguoi yéu cau chung thyc
khong ky duogc thi phai diém chi; néu
nguoi do khong doc dugce, khong nghe
duogc, khong ky, khéng diém chi dugc thi
phai c¢6 02 (hai) nguoi lam ching. Nguoi
lam chung phai c6 di nang luc hanh vi
dan sy va khéng co quyén, loi ich hodc
nghia vu lién quan dén giao dich. Nguoi

CCCM

1/2 ngay

Biéu mau
theo QT.VP
02
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lam ching do nguoi yéu cau ching thuc
bé tri. Truong hop ngudi yéu cau chimg
thyc khong bd tri dugc thi dé nghi co
quan thuc hién chiung thuc chi dinh
nguoi lam ching.

- Nguoi thuc hién chung thuc ghi loi
ching theo mau quy dinh. P6i véi di
chdc c6 tir 02 (hai) trang trg 1én, thi ting
trang phai dugc danh s tht ty, co chir ky
clia nguoi yéu cau chimg thuc va nguoi
thuc hién chimg thuc; s6 lugng trang va
loi chimg dugc ghi tai trang cudi cia di
chac. Truong hop di chuc co tir 02 (hai)
to tro 18n thi phai dong dau giap lai.

- Trong truong hop ngudi yéu cau ching
thuc khong thong thao tiéng Viét thi phai
c6 nguoi phién dich. Nguoi phién dich
phai 1a nguoi c6 nang lyc hanh vi dan sy
day du theo quy dinh cua phap luat,
thong thao tiéng Viét va ngbn ngir ma
ngudi yéu cau ching thuc so dung.
Nguoi phién dich do ngudi yéu cau
chung thuc moi hoac do co quan thuc
hién ching thuc chi dinh. Thu lao phién
dich do ngudi yéu cau ching thuc tra.
Nguoi phién dich c6 trach nhiém dich
day du, chinh x4c noi dung cia di chuc,
noi dung 10i ching cho ngudi yéu cau
chirg thyc va ky vao tung trang di chtc
Vai tu cach 1a nguoi phién dich.

CCCM vao So chirc thuc di chie, trinh
l&nh dao UBND ky phé duyét va cap nhat
thdng tin, dir liéu vao Hé thong thong tin
MCDT.

B3

Phé duyét:

Lanh dao UBND x& xem Xét:

- Néu dong ¥ thi ky phé duyst

- Néu khong dong y thi chuyén can bo
tu phép thu 1y lai

Lanh dao cap nhat thong tin, dir liu vao

H¢ thong thong tin MCDT.

Lanh dao
UBND

1/2 ngay

Di chuc duoc
chung thuc
hodc van ban
tr chdi; Biéu
mau theo
QT.VP 02
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B4 | Giai quyét ho so- CCCM B4va | Biéumaiu
CCCM tiép nhan ho so tir 1anh dao B5giai | theo QT.VP
UBND, déng déu, luu hd so, cip nhat quyet %2 | 02
thong tin, dit liéu vao H¢ thong thong tin ngay
MCDT va chuyén két qua sang BP
TN&TKQ.
B5 | Tra két qua: BP Bicu mau
BP TN&TKQ thu phi (néu co) va tra két | TN&TKQ ”‘2‘30 QT.vP
qua cho cong dan, yéu cau cong dan ky 0
nhan vao So theo doi ho so.
CCCM cép nhat thong tin, dir liéu vao Hé
thong thong tin MCDT.
6.BIEU MAU
TT M4 higu Tén Biéu miu
1 Khéng
.HO SO LUU
TT Hb so luu
1. | Phiéu kiém soat qua trinh giai quyét hd so (néu co)
2. | Di chuc dugc ching thuc
3. | Ban sao gidy ching minh nhan dan hoic ho chiéu con gia tri sir dung ciia nguoi
yéu cau chimg thuc
4. | Ban sao gidy chirng nhan quyér} so hitu, quyén sir dung hodc ban sao gidy to thay
thé dugc phap ludt quy dinh doi véi tai san ma phap luat quy dinh phai dang ky
qguyeén s¢ hiru, quyén st dung trong truong hop hop dong, giao ’dich lién quan dén
tai san do; trr truong hop nguoi 1ap di chic dang bi cai chét de doa dén tinh
mang
5. | S6 chimg thuc di chuc

Ho6 so dugc luu trir, bdo quan tai by phan chuyén mon sau d6 chuyén xuong luu trir cia co

quan theo quy dinh
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