Phu luc 10

I. THU TUC CAP XA
Thir ty Trach nhiém xir ly Thoi gian
cong Noi dung cong viéc cone vide Y| Pon vi thue hién | Gidi quyét
vige gvie TTHC
11 | Thi tuc ching thuc hop dong, giao dich lién quan dén tai sdan la déng san, quyén s dung dat va nha ¢ (Téng thei gian gidi quyét: 2

ngay lam viéc)

Cong chirc cua Trung

Budc 1 | Tiép nhan hd so, chuyén hd so cho lanh dao Vin phong HDND-UBND cép xa tam phyc vu hanh UBND cip x3 0.25 ngay
chinh céng cap xa
7 7 ‘ . Léanh dao Van phong ’
Budc 2 | Phéan cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 0.25 ngay
xa
Buéc 3 | Tham dinh hé so Cong chite Tuphdp - ;N 4 xa | 0.5 ngay
Ho tich
Céc bén tham gia hop dong, giao dich phai ky hogc diém chi truéc mat cong
chire Tu phap - H9 tich tiép nhan ho so. Truong hop ngudi c6 tham quyén giao
két hop dong cua céc to chuc tin dung, doanh nghiép da dang ky chir ky mau tai ,
co quan thyc hién chang thuc thi co thé ky trudc vao hop ddng; Cong chirc Tu | Cong chirc tw phap - | UBND cap x3; ca
Budc 4 | phap - Ho tich tiép nhan ho so thuc phai dbi chiéu chir ky caa ho trong hop dong | hé tich; to chirc giao | nhan, t6 chuc giao 0.5 ngay

vé6i chir ky mau truge khi thuc hién chang thuc, néu nghi ngo chit ky trong hop
ddng khac véi chir ky mau thi yéu cau ngudi do ky trudc mit; Ghi loi chiing
tuong (g Vai tang loai hop dong, giao dich theo mau quy dinh; ghi vao sé
chung thyc

dich hop dong

dich hop dong




Buéce 5 | Ky, ghi 16 ho tén Lanh da")}gBND Pl UBNDcipxi | 0.25ngay
Budc 6 | Dong diu cua co quan thyc hién chang thuc Cong Zggcx;an thu UBND cép x3 0.25 ngay

, Trung tam phuc vu ’ Khong au
Budc 7 | Tra ket qua chang thyc hanh chinh cong cap| UBND cap xa dir?hq y

xa :
1.2 | Tha tuc chieng theee di chic (Téng thei gian gidgi quyét: 2 ngay lam vigce)
’ Cong chirc cua Trung ’
Budc 1 | Tiép nhan ho so, chuyén ho so cho lanh dao Van phong HDND-UBND cap xa tam phyc vu hanh UBND cap xa 0.25 ngay
chinh cong cap xa
Léanh dao Van phong ’
Budc 2 | Phéan cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 0.25 ngay
Xa
Budc 3 | Tham dinh ho so CongAcerc T}I thap | UBND cap xa 0.5 ngay
Ho tich cap xa
, NgAu’(rI !ap di (ihuc k)( hoac dle,m ChlAtI'l‘l’O’C ma_t (?qng (?hu:c Tu phgp - HO t.gch tlep Cong chirc tu phap -| UBND cp Xd; \
Budc 4 | nhan ho so; cong chie Tu phap - h¢ tich Ghi 161 chung theo mau quy dinh, ghi ha tich cip x3 noudi 1ap di chiic 0.5 ngay
vao so chirng thuc chuyén Lanh dao UBND cap x& S P & ap
Budc 5 | Ky, ghi rd ho tén Lanh dao)gBND “P|  UBND cép xa 0.25 ngay
. , I . . Cong chirc van thu L~ .
Budc 6 | Pong dau cia co quan thuc hién chang thyuc chp xi UBND cap xa 0.25 ngay
Budc 7 | Tra két qua chang thuc Trung tam phuc vu | UBND cép xa Khong quy
hanh chinh céng cap dinh




1.3 | Tha tuc chiing thuee vian ban tir chéi nhdn di san (Téng thei gian gidi quyét: 2 ngay l1am viéc)
, ‘ o ’ , Cong chure cua Trung ,
Budc 1 | Tiép nhan ho so, chuyén ho so dén lanh dao Van phong HDND-UBND cap xa tam phuc vy hanh UBND cap xa 0.25 ngay
chinh céng cap xa
7 q ‘ ‘ Lanh dao Vian phong ’
Budc 2 | Phén cong cho cong chic tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 0.25 ngay
xa
Bude 3 | Tham dinh hd so Congﬂch.u:c T}I thap | UBND cép xa 0.5 ngay
Ho tich cap xa
. Nguoi tir chdi nhan di san ky hoic diém chi truéc mat cong chirc Tu phap - HO | Cong chire tu phéap - UBND cap xa, .
Budc4 | .57 .« A A s x o T e A Nguoi tir choi nhan 0.5 ngay
tich tiep nhan ho so; Ghi loi1 chitng theo mau quy dinh; ghi vao so6 chung thuc hd tich cap xa di san
Bude 5 | Ky, ghi 16 ho tén Lanh dao UBND ¢4p| UpND cipxa | 0.25 ngay
. , I . . Cong chuc van thu L~ .
Budc 6 | Pong dau cia co quan thuc hién chang thyc chp xd UBND cap xa 0.25 ngay
’ Trung tam phuc vu ’ Khong au
Budc 7 | Tra ket qua chang thyc hanh chinh céng cap| UBND cap xa dir?hq y
xa :
14 | Thi tuc ching thue van ban théa thugn phan chia di san ma di san la dgng san, quyén si dung ddt, nha ¢ (Téng thoi gian gidi quyét:
' 2 ngay lam vigc)
Bude 1 | Tiép nhan hd so, chuyén hd so cho lanh dao Van phong HDND-UBND cap x4 Cong chuc cua Trungl  yND cap x4 0.25 ngay

tdm phuc vu hanh




chinh céng cap xa

7 7 ‘ ‘ Léanh dao Van phong ’
Budc 2 | Phéan cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 0.25 ngay
xa
Bu6c 3 | Tham dinh hd so CongAchu:c T}I ph~ap | UBND cép xa 0.5 ngay
Ho tich cap xa

UBND cap xa; Cac
Cong chirc tu phap - | bén tham gia thoa

ho tich cap xa thuan phan chia di
san

Cac bén tham gia thoa thuan phan chia di san phai ky hoac diém chi trugc mat
Budc 4 | cbng chﬁ:g Tu phap — Ho tich tiép nhan ho so; Ghi 1oi chirng theo mau quy dinh;
ghi vao so chung thuc

0.5 ngay

Lanh dao UBND cép

< UBND cip x3 0.25 ngay

Budc 5 | Ky, ghi rd ho tén

Cong chure van thu

Budc 6 | Pong dau cua co quan thyc hién chang thuc UBND cap xa 0.25 ngay

cap xa
’ Trung tam phuc vu ’ KNhona au
Budc 7 | Tra ket qua chang thyc hanh chinh céng cap| UBND cap xa dir?hq y
xa :

Thai tuc chieng thuee vin ban khai nhan di san ma di sdn la dgng san quyén si dung dat, nha ¢ (Tong thei gian gidi quyét: 2 ngay lam

1.5 Viéc)

. . L ) Cong chirc cia Trung ’
Budc 1 | Tiép nhan ho so, chuyén ho so cho 1anh dao Van phong HDND-UBND cap xa tdm phuc vu hanh UBND cap xa 0.25 ngay
chinh cbng cap xa

, , . . Lanh dao Van phong ,
Budc 2 | Phén cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 0.25 ngay
xa




. A ae LA Cong chuc Tu phap - £ x \
Budc 3 | Tham dinh ho so Ho tich cdp xi UBND cap xa 0.5 ngay
Ngudi khai nhan di san phai ky hodc diém chi truéc mat cong chie Tu phap - Cone chitc tw ohan - | UBND cap x4;
Budc 4 | Ho tich tiép nhan hd so; Ghi 1oi ching theo mAu quy dinh; ghi vao sé ching & " tichp P~ Nguai khai nhan di| 0.5 ngay
thuc v san
Budce 5 | Ky, ghi rd ho tén Lanh d‘f‘o)}gBND “P|  UBND cép xa 0.25 ngay
. . T . . Cong chirc Van thu Lo~ X
Budc 6 | Pong dau cia co quan thyc hién chang thyc UBND chp xa UBND cap xa 0.25 ngay
, Trung tam phuc vu ’ Khéng au
Budc 7 | Tra ket qua chang thyc hanh chinh cong cap| UBND cap xa dir?hq y
Xa :
1.6 Thii tuc chirng thuwe vige sira déi, bé sung, hiiy bé hop dong, giao
, ‘ o ’ Cong chirc cua Trung ’
Budc 1 | Tiep nhan ho so, chuyén ho so cho lanh dao Van phong HDND-UBND cap xa tam phuc vu hanh UBND cap xa 1 gio
chinh céng cap xa
q q ‘ . Léanh dao Van phong ’
Budc 2 | Phéan cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 1 gio
xa
Buée 3 | Thém dinh hd so Cong chie Tu phdp - ypnpy 40 «a 2 gid
H9 tich cap xa
Céc bén tham gia hop dong, giao dich phai ky hogc diém chi tru6c mit cong
, chirc Tu phap - Ho tich. Truong hop nguoi ¢6 tham quyen giao ket hop dong | cang chie tu phap - . .
Budc 4 | cua céc t6 chirc tin dung, doanh nghiép da dang ky chir ky MAu tai co quan thuc UBND cap xa 2 gio

hién ching thuc thi co thé ky trudc vao hop dong; ngudi thuc hién ching thuc
phai ddi chiéu chir ky cua ho trong hop dong véi chix ky mau truéc khi thyuc

ho tich cap xa
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hién chimg thuc, néu nghi ngo chir ky trong hop dong khac véi chir ky mau thi
Yéu cau nguoi d6 ky trudc mat; cong chie Tu phap - HO tich ghi 16i ching theo
mau quy dinh; ghi vao so6 chirng thuc

Buée 5 | Ky, ghi rd ho tén Lanh dao)}gBND “P| UBND cip xa 1 gio
, , Lo . . Cong chure Van thu L~ .
Budc 6 | Pong dau cia co quan thyc hién chang thyc UBND cép xa UBND cap xa 1 gio
, Trung tam phuc vu ’ Khénd qu
Budc 7 | Tra ket qua chang thyc hanh chinh cong cap| UBND cap xa dir?hq y
xa :
1.7 Thii tuc sira 16 sai sét trong hop dong, giao dich
Cong chirc cua Trung
Budc 1 | Tiép nhan ho so, chuyén ho so cho 1anh dao Van phong HDND-UBND cap xa tam phyc vu hanh UBND cap xa 1 gio
chinh céng cap xa
Lanh dao Van phong
Budc 2 | Phéan cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 1 gio
xa
Budce 3 | Thédm dinh hd so Cong chirc Tu phdp - (pNpy 45 s 2 gioy
Ho tich cap xa
Gach chan 13 sai s6t can sira, dong dau ciia co quan thyc hién chang thuc va ghi Cone chite tur ohén -
Budc 4 | vao bén 1€ cua hop dong, giao dich ndi dung da stra; Ghi loi chung theo mau & ho tichp p UBND cap xa 2 gio
quy dinh; ghi vao so chuang thuc S
. Ky ghi r ho tén cta ngudi stra, ngay thang nam sta; Ky, ghi rd ho tén co quan |Lanh dao UBND cép .
Buoc 5 . . x 1 gio
thuc hién chirng thuc xa
Budc 6 | Péng dau ciia co quan thyc hién chang thuc Cong chirc van the | UBND cap xa 1 gio




cap xa

Trung tdm phuc vu

Khdng quy

Bude 7 | Tra két qua chung thuc hanh chinh cong cip| UBND cap xa dinh

Xa '
1.8 Thii tuc cdp bén sao cé chirng thuwe tiv ban chinh hop dong, giao dich da dwoc chirng thue
Cong chirc cua Trung
Budc 1 | Tiép nhan ho so, chuyén ho so cho lanh dao Van phong HDND-UBND cap xa tam phyc vu hanh UBND cap xa 1 gio
chinh cbng cap xa
Lanh dao Van phong

Bude 2 | Phan cong cho cong chuc tham dinh kiém tra ho so yéu cau HDND-UBND cap | UBND cap xa 1 gio
Xa

Buéc 3 | Thim dinh hd so Cong chirc Tu phdp | 1p\py c4p xa 2 gidy

Ho tich cap xa
Budce 4 Ghi day dua loi chang chung thuc chir ky theo mau quy dinh; ghi vao s6 chung | Cong chlJ:c.tu’ phép - UBND chp xi 2 gid
thuc ho tich
Budc 5 | Ky, ghi rd ho tén nguoi ching thuc Lanh dao)gBND “P|  UBND cap x4 1 gio
Budc 6 | Pong diu caa co quan thyc hién chang thuc Cong chirc van thu UBND cép xi 1 gio
i i . UBND cap xa
, Trung tam phuc vu , Khong au

Budce 7 | Tra két qua chung thuc hanh chinh cong cap| UBND cap xa dir?hq y

Xa :
1.9 Thii tuc chirng thwe chit ky ngwoi dich ma ngwoi dich la cong tic vién dich thudt ciia Uy ban nhén dén cdp x3




Cong chie cua Trung

Bude 1 | Tiép nhan hd so, chuyén hd so cho lanh dao Van phong HDND-UBND cip x4 tam phuc vu hanh | UBND cép x4 1 gio
chinh cong cap xa
7 7 ‘ ‘ Léanh dao Van phong ’
Budc 2 | Phéan cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 1 gio
xa
Buée 3 | Thém dinh hd so Cong chirc Tu phap - (pNpy 45 s 2 gid
Ho tich cap xa
. Péi chiéu chir ky cua ngudi dich trén ban dich véi chir ky mau; Ghi day du 10i | Cong chirc tu phép - L~ N
Buoc 4 chung ching thuc chit ky ngudi dich theo mau quy dinh; ghi vao sé chang thuc ho tich UBND cap xa 2 g0
Bude 5 | Ky, ghi 16 ho tén nguoi thuc hién chimg thuc Lanh da")}gBND CP|  UBND cép xa 1 it
Budc 6 | Pong diu caa co quan thyc hién chang thuc Cong chirc van thu UBND cip x3 1 gio
i i i UBND cap xa
) Trung tam phuc vu ’ Khona au
Budc 7 | Tra két qua chang thuc hanh chinh céng cap| UBND cap xa dighq y
xa :
1.10 Thu tuc chirng thuc chir ky ngwoi dich ma ngwoi dich khong phdi la cong tac vién dich thudt cua ljy ban nhdn din cd'p Xd
, ‘ o ’ Cong chtc cua Trung ’
Budc 1 | Tiép nhan ho so, chuyén ho so cho 1anh dao Van phong HDND-UBND cap xa tam phuc vy hanh UBND cap xa 1 gio
chinh cbng cap xa
q q ‘ ‘ Léanh dao Van phong ,
Budc 2 | Phén cong cho cong chirc tham dinh kiém tra ho so yéu cau HDND-UBND cap UBND cap xa 1 gio

Xa




Bude 3 | Tham dinh hd so Cong chitc Tu phap -\ p\p c4p a 2 giy
HO tich cap xa
Budce 4 Gh,l l6i chirng chang thuc chir ky nguoi dich theo mau quy dinh; ghi vao s6 | Cong chlJ:c.tu: phap - UBND cép x& 2 git
chung thuec. ho tich
Budc 5 | Ky, ghi rd ho tén nguoi ching thuc Lanh daoxlgBND “P|  UBND cap x4 1 gio
Budc 6 | Pong diu caa co quan thyc hién chang thuc Cong iggcxgan thu UBND cip x3 1 gio
, Trung tam phuc vu ’ Khona au
Bude 7 | Tra két qua chang thuc hanh chinh cdng cap| UBND cap xa dir?hq y
xa :
1. THU TUC HANH CHINH AP DUNG CHUNG
Thur tw Pon vi thue Thoi gian
cong N§i dung cong viéc Trach nhiém xir ly cong viéc SO Giai quyet
o n hién
viéc ; TTHC
2.1 | Thi tuc cdp ban sao tir sé goc (Téong thei gian gidi quyét: trong ngay tiép nhgn hé se)
, ‘ o Cong chuc cua Trung tam phuc Sé Tu phép:
Budc 1 | Tiép nhan ho so, chuyén ho so cho 1anh dao phong vu hanh chlnA’h cong cap tinh, UBND cép xa 1 gio
cap xa
q q ‘ ‘ Lanh dao phong chuyén mén S Tu phao:
Budc 2 | Phén cong cho cdng chirc tham dinh kiém tra ho so yéu cau thugc so; Lanh dao Van phong UBND E 4 p);a 1 gio
HDND-UBND cip x4 p
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Tham dinh hd so; Tra ctu s6 gdc; soan thao ndi dung ban sao phai ghi
theo ding ndi dung da ghi trong s6 gbc. Trong truong hop khong tlm

Cong chure phong chuyén mon

Budc 3 thay s6 goc hoic trong so goC khong cd thong tin Ve noi dung yéu cau [thudc so; Cong chire Tu phap - HO 50 Tu p}}ap;~ 4 gio
. i~ UBND cap xa
cap ban sao thi co quan, to chuc dang luu giir s6 goc co trach nhiém tra tich cap xa
l5i bang vin ban cho ngudi yéu cau
. ooz A s N Lanh dao S¢ Tu phép; lanh dao S& Tu phép; .
Budc 4 | Ky xac nhan ban sao tir s6 goc UBND cép x4 UBND cép xd 1 gio
Bude 5 | Déng diu ban sao Cong chirc van thu so; cong | SO Tuphdp: |y iy
g chtrc van thu cap xa UBND cap xa &
B phan tiép nhan va tra két qua : . A
. L As o n T A . So Tu phap; | Khong quy
Budce 6 | Tra két qua chirng thuc cua Trung tam phuc vu hanh UBND cép xi dinh

chinh cong cap tinh, cap xa

Thii tuc chimg thyc ban sao tir ban chinh giéy to, vin bdn do co quan, t6 chirc ¢ tham quyén ¢ Vigt Nam; co quan, 16 chirc c6 thcfm

2.2 | quyén ciia nwoc ngodi; co quan, 16 chirc cO tham quyén cia Viét Nam lién két Vi co quan, to chirc c6 thdm quyén ciia nwéc ngoai cap
hodgc chizng nhéan (Téng thei gian gidi quyét: trong ngay tiép nhén hé so)

Trung tam phuc vy hanh chinh UBI’\ID;Cap’ &
. -2 Al cac to chuc .
Budc 1 | Tiép nhan ho so cong cap xa cap cap x4; cac to \ A A 1 gio

hanh nghé cong

chire hanh nghé cong chimg f
chung

N c UBND Cép xi;

. Phan céng cho cdng chic, cong chitng vién tham dinh kiém tra ho so yéu Lanh dgo Van phong HOND cac to chuc "
Buéc2 | UBND cap xa/truéng van phong | , | A A 1 gio
cau N . hanh nghé cong

cong chung

chung
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Tham dinh ho so; Nguoi thyc hién ching thuc kiém tra ban chinh, ddi

chiéu véi ban sao, néu ngi dung ban sao dang véi ban chinh, ban chinh | UBND cép x3;
giay to, van ban khong thudc cac truong hop ban chinh giay to, van ban | Cong chirc Tu phap - Ho tich cap cac to churc 4 oic
I \ \ " 3R , ) N A , ~ I~ A , Ja \ X A g10
Bude 3 | khong dugc dung lam co s¢ d€ chiing thuc ban sao thi thuc hién chung xa/Cong chirng vién hanh ngh¢ cong
thyc hién ghi day du loi chung chung thuc ban sao tir ban chinh theo ching
mau quy dinh; ghi vao s6 chung thuc
UBND cép x3;
Buéc 4 | Ky, ghi 1 ho tén ngudi thuc hién ching thuc Lénh dgo UBND cap x&/Cong |  cdc tO chirc 1 gio
chung vién hanh nghé cong
ching
, UBND cip xa;
Budc 5 | Pong diu cua co quan, to chirc thuc hién chiing thuc Van thu UBND cap x&/cong cdc 10 chire 1 gio
chung vién hanh nghé cong
chung
Bo phan tiép nhan va tra két qua | UBND cap x4;
, A ctia Trung tam phuc vu hanh cac to chirc | Khdng quy
Bude 5| Tra ket qua ching thuc chinh cong Ceip X4/ cac to chitc | hanh nghé cong dinh
hanh nghé cong chung chung

Thii tuc chieng thuc char ky trong cac glay to, van ban (ap dung cho cd truwong hep chirng thure diém chi va trwong hop nguwoi yéu cau

23 chieng thuc khong thé ky, khéng thé diém chi dwec) (Téng thei gian gidi quyét: trong ngay tiép nhan hé se)

Trung tam phuc vy hanh chinh UBI’\IDXCap, X
. -2 Al cac to chuc .
Budc 1 | Tiép nhan ho so cong cap xa cap_ cap x4; cac to \ A A 1 gio

hanh nghé cong

chtre hanh nghé cong chimg >
chung

~ < . UBND Cap x&;
. Phan cbng cho cong chirc, cong ching vién tham dinh kiém tra ho so yéu Lanh da;O V? o pl}ong IV{DNI‘) cac t6 churc .
Budc2 | UBND cap x&/trudong van phong | , . A A 1 gio

cau hanh nghé cong

cong chung

chung
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Tham dinh ho so; Kiém tra gidy t& yéu cau chang thyc, néu thiy du gidy
to theo quy dinh, tai thoi diém chang thuc, nguoi yéu cau chang thuc
minh man, nhan thac va lam chu dugc hanh vi cua minh va viéc chang

thuc khong thude cac truong hop khong duoc ching thuc chir ky thi yéu UBND cép xi;

Bude 3 cau ngudi Yéu cau chang thuc ky/dlem chi trudc mat; Ghi day dua loi | Cong chire Tu phap - Ho tich cip cac to chure 4 oid
ching chung thyc chix ky theo mau quy dinh phia dudi chit ky dugc xa/cong chirng vién hanh ngh¢ cong &
ching thuc hodc trang |Ien sau cua trang gidy to, van ban c6 chit ky duoc chung
chting thyuc; néu hé so tiép nhan tai bo phan mot cira, mot cira lién thdng
thi nguoi tiep nhan ho so ky vao dudi 161 chiing theo mau quy dinh va
chuyén ho so cho nguai thuc hién chirng thyc; ghi vao so ching thuc

Lanh dao Van phong HDND- U?;i?éc(?}l:ﬁia;
Budc 4 | Ky, ghi rd ho tén ngudi chirng thuc UBND cap xa/ cac t6 chirc hanh . A A 1 gio
A A . hanh nghé cong
nghé cong ching >
chung
UBND cip xa;
Budc 5 | Pong dau cua co quan, to chirc thuc hién ching Van thu UE%ND cap xa/cong cac o C;hu? 1 gio
chung vién hanh nghé cong
chung
Trung tdm phuc vu hanh chinh UBNDXcap X Khé
Budc 6 | Tra két qua chung thuc cdng cap x&/cac t6 chirc hanh cdc 0 chirc ong quy
: hanh nghé cong dinh

nghé cong ching

chung
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