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QUY TRINH Ma hi¢u: QT.CT.06

UBND X',& Cép ban sao ¢6 chirng thuc tir ban LAn ban hanh: 03
PINH XA i a : : 5
chinh hop dong, giao dich da dugc Ngay ban hanh: 12/4/2022
chirng thue

SUA POI TAI LIEU

~ A . | Trang/Phan Lan ban \
Yéu cau sira " N en e o aRe N A Ngay ban
Reo 1 X lién quan M6 ta ndi dung sira doi hanh / Lan :
doi/ bo sung A o . X, hanh
Viéc stra doi Swra doi
1.MUC PiCcH

Quy dinh trinh ty va cach thirc thuc hién tha tuc cip ban sao ¢ chimg thuc tir ban chinh
hop dong, giao dich d@ dugc chung thuec.

2.PHAM VI
- Ap dung ddi véi C‘éC t6 chtrc, ca nhan mudn thuc hién hoat dong cip ban sao ¢ chimg
thuc tir ban chinh hop dong, giao dich da dugc chung thuc.
- Ap dung doi vai can bd, 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 cap ban sao tir ban
chinh, ching thue chir ky va chimg thuc hop dong, giao dich; ’

- Thong tu s6 20/2015/TT-BTP ngay 29/12/2015 ctia B6 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, ching thuc chir ky va chung thuc hop dong, giao
dich;

- Thong tur s6 226/TT-BTC ngay 11/11/2016 ciia Bo Tai chinh quy dinh mic 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 V& viéc cong
b6 danh muc th tuc hanh chinh ban hanh méi, duoc sira d6i, bd sung va bi bai bo thudc pham vi
chuc nang quan ly ctia 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

Nguoi yéu Cﬁy chtng thuc xuat trinh ban chinh hodc ban sao ¢ | X X
chirng thyc giay ching minh nhan dan hoéc hd chiéu con gia tri str
dung

5.3 | S6 lwgng hd so
01 b9

5.4 | Thoi gian xir ly
Trong ngay co quan, t6 chure tiép nhan yéu cau hodc 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 nguoi tiép nhan hé so phai c6 phiéu hen ghi rd thoi gian (gid, ngay) tra két
qua cho ngudi yéu cau chimg thyc.

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

5.6 | Lé phi
2.000 dong/trang, Tir trang thir ba tr¢ 1én thu 1.000 dong/trang, nhung muc thu tbi
da khong qua 200.000 dong/ban. Trang la can ctir dé thu phi dugc tinh theo trang
Cua ban chinh

5.7 | Quy trinh xi ly cong viéc

TT Trinh ty Tréch Thoi Bicu méu/
nhiém gian Két qua
B1 | Tiép nhén hd so: To chire/ | 1/5 ngay | Theo 5.2

Ngudi yu cau cap ban sao ¢6 chimg Cong dan, Biéu mau
thye tir ban chinh hop dong, giao dich | BP theo QT.VP
phai xuat trinh cac giay to theo quy dinh TN&TKQ 02
tai BP TN&TKQ ciia UBND x& hoac gui
ho so qua hé thong buu chinh hoac ndp

3/6



UBND x,,&
PINH XA

QUY TRINH

chirng thue

Cép ban sao ¢6 chirng thue tir ban
chinh hgp dong, giao dich da dwgc

Ma hiéu: QT.CT.06

LAn ban hanh: 03

Ngay ban hanh: 12/4/2022

tryc tuyén tai dia chi:
motcua.hanam.gov.vn.

CCCM c¢6 trich 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 vian bén;

+ Truong hop hd so day di, hop 1& thi
tiép nhan hd so va lap phiéu kiém soat
qua trinh giai quyét hd so, gidy tiép nhan
hd so va hen tra két qua (ddi véi hd 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 duogc huéng dan ma
khong duoc bd sung ddy du, hoan thién
thi CCCM tir chdi bang phiéu tir chéi tiép
nhan giai quyét ho so, trong do ghi rd Iy
do tir chdi, ky, ghi 1@ ho tén cia nguoi
tiép nhan.

B2

Giai quyét hd so:

CCCM kiém tra gidy to do ngudi yéu cau
cap ban sao c6 chimg thyc tir ban chinh
hop dong, giao dich xuét trinh

Viéc cép ban sao co chimg thuc tir ban
chinh hop dong, giao dich d& dugc ching
thue duogc thuc hién tai co quan luu trir
hop dong, giao dich

CCCM chup tir ban chinh hop dong, giao
dich dang dugc Iuu trit va thyc hién
chirng thyc nhu sau:

+ Ghi day du 10i ching chimg thuc chir
ky theo mau quy dinh va ghi vao s6 chirc
thuc

D6i v6i ban sao co tir 02 trang trd 18n thi
ghi 16i chimg vao trang cudi, néu ban sao
c6 tir 02 to trg 1én thi phai dong dau giap
lai

Mdi ban sao dugc chimg thuc tir mot ban

CCCM

1/5 ngay

Biéu mau
theo QT.VP
02
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UBND x,,&
PINH XA

QUY TRINH

chirng thue

Cép ban sao ¢6 chirng thue tir ban
chinh hgp dong, giao dich da dwgc

Ma hiéu: QT.CT.06

LAn ban hanh: 03

Ngay ban hanh: 12/4/2022

chinh gidy to, van ban hodc nhiéu ban
sao dugc chung thuc tor mot ban chinh
gidy to, van ban trong clng thoi diém
dugc ghi mot s6 chung thyec.

CCCM trinh Lanh dao UBND x& ky
duyét va cap nhat thong tin, dir liéu vao
Hé thong thong tin MCDT.

B3 | Phé duyét: Lanh dao | 1/5 ngay | Ban sao hop
Lanh dao UBND x& xem Xét: UBND g@rﬁg&giao
P ich dugc
Ni:u dorjg y tl:l IQ/,ph(? duye_:‘[X chimg thure
- Néu }(hqng dong y thi chuyén CCCM hodc viin ban
thu 1y lai tir chdi; Biéu
Lanh dao cdp nhat thong tin, dir liéu vao mau theo
H¢ thong thong tin MCDT. QT.VP 02
B4 | Giai quyét ho so: CCCM 1/5 ngay | Biéu mau
CCCM tiép nhan ho so tir lanh dao theo QT.VP
UBND, déng dau, lru hd so, cap nhat 02
thong tin, dit liéu vao H¢ thong thong tin
MCDT va chuyén két qua sang BP
TN&TKQ.
B5 | Tra két qua: BP 1/5 ngay | Biéu mau
BP TN&TKQ thu phi (néu c6) va tra két | TN&TKQ g‘zeo QT.VP

qua cho cong dan, yéu cau cong dan ky
nhan vao So theo doi ho so.
CCCM cap nhat thong tin, dit liéu vao Hé

thong théng tin MCPT.
6. BIEU MAU
TT M4 higu Tén Biéu miu
1. Khéng
.HO SO LUU
TT Hb so luu
2. | Phiéu kiém soat qua trinh giai quyét hd so (néu co)
Ban sao hop dong, giao dich dugc chimg thuc
4. | S6 Cép ban sao ¢ chimg thyc tir ban chinh hgp dong, giao dich da dugc ching
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chirng thue

thuc

Ho so dugce luu trit, bao quan tai bd phan chuyén moén sau d6 chuyén xudng luu trir ciia co
quan theo quy dinh
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